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Dear SCC Instructional Deans and Department Chairs,  
 

This navigation guide was developed to help you locate information about and identify students who may 

benefit from direct outreach and/ or notification from your area. 

 

This dashboard allows you to identify students who have completed courses offered by the department using the 

following selection criteria:  

• the course catalog number(s) associated with all the course(s) offered by the department for which you 

are interested 

• the chosen academic year(s) in which the course(s) selected were completed by the student within the 

academic years shown in the dashboard 

 

Based on your defined selection criteria, the dashboard generates the following information:  

• the number of students who meet your search criteria  

• a list of students’ contact information (e.g., names, e-mail address, phone numbers) 

• a list of all awards (degrees and certificates)—in any discipline—that were earned by the students for the 

academic years selected 

 

For quick navigation through this guide, please click on the links embedded in the menu below (in the areas 

underlined) to go to a specific section of this guide.  

 

 

MENU 

To get started with the Courses Completed dashboard, go to… 

Step 1: Learn how to locate the dashboard (page 2). 

Step 2: Learn how to log into the dashboard (page 3). 

Step 3: Learn how to establish selection criteria in the dashboard (page 4). 

Step 4: Learn how to interpret and examine results in the dashboard (page 5). 

Step 5: Learn how to further filter results in the dashboard (page 6). 

Step 6: Explore handy features of the dashboard (page 9). 

 

 

Please use the “click here to return to the menu (page 1)” link included in the lower right-hand corner on each 

page of this guide to return to the menu above.  

 

For questions and assistance, please contact the PRIE Office. 

Guide to Navigating the  

Courses Completed Dashboard 
 

Compiled by the Planning, Research, and Institutional 

Effectiveness (PRIE) Office 
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Step 1.  Locate the Courses Completed Dashboard 

 

You may access the Courses Completed Dashboard by visiting the PRIE website starting from the SCC 

homepage at https://inside.scc.losrios.edu/. Hover over the “Planning/ Research” tab, then click on “Data and 

Research” in the drop-down menu. 

 

 
 

You will be directed to the page below. Under “I Want To…,” look for the “Access SCC Data Dashboards” tile, 

and click on the “+” symbol to expand the view. (Once the view is expanded, the “+” symbol will turn into a “-” 

symbol.) Click on “SCC Data Dashboards.” 

 

 
 

  Click here to return to the 

menu (page 1) 

https://inside.scc.losrios.edu/
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You will be directed to a new page. Scroll down the page until you get to the “Enrollment Management 

Dashboards” area. Click on “Courses Completed.” 

 

 
 
 

Step 2.  Log into the Courses Completed Dashboard 

 

You will be prompted to access the Courses Completed Dashboard with a pop-up dialog box to sign in.   

 

 
 

Enter the following information to log in: 

• username (enter “w” followed by your seven-digit employee identification number, e.g., w2109241) and  

• password (enter the one that you use to log into your Los Rios accounts) 
Click here to return to the 

menu (page 1) 
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Step 3.  Establish selection criteria for Courses Completed Dashboard 

 

This dashboard shows all information, on one page, with both your selection criteria (see areas labeled “input”) and information generated (see areas 

labeled “output”). The areas labeled “input” (i.e., the department selection, course(s) offered within the department selection, and the academic years 

selection) require you to define your selection criterion/ criteria in order for the information to be shown in the areas labeled “output.” The 

information on this page will automatically update with your selection(s). 

 

To filter for the information you want, it is important to begin defining your selection criteria in the “input” areas. Please filter your data in the order 

explained below to ensure that the information of your interest will be properly generated.  

 

 

 
 
 

 

 

 

 

 

INPUT  

Step A 

OUTPUT 2 

INPUT 

Step B 

OUTPUT 1 

OUTPUT 3 

INPUT  

Step C 

OUTPUT 4 

Step A. Use the drop-

down menu to select 

the department for 

which you are 

interested in seeing 

information about. If 

you are a department 

chair, the department 

for which you oversee 

will already be shown 

to you by default. 

Step B. Select the course(s) for which 

you are interested in seeing 

information. If you make no 

selections from this list, then all of 

the courses associated with the 

department will automatically be 

included in your selection by default.  

  

Note: A solid shaded box indicates 

that a selection was made. To select 

multiple courses, hold the “ctrl” key 

(if using a personal computer) or 

“command” key (if using an Apple 

computer) on your keyboard, then 

click on the un-shaded box next to the 

course(s) of your choice. To de-select 

a box, click on the solid shaded box 

until it turns back to an un-shaded 

box. 

Step C. Select the academic year(s) for 

which you would like to view the courses. 

(The academic year selected is the year in 

which you would like to see course(s), 

identified in step B, that students have 

completed.) You may select multiple 

academic years.  

 

Note: A solid shaded box indicates that a 

selection was made. To select multiple 

academic years, hold the “ctrl” key (if 

using a personal computer) or “command” 

key (if using an Apple computer) on your 

keyboard, then click on the academic year 

box of choice. To de-select an academic 

year, click on the shaded box until it turns 

back to an un-shaded box. 

 

Example: Both 2019-2020 and 2020-2021 

academic years are selected. 

 
 

Click here to return to the 

menu (page 1) 
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Step 4.  Interpret and examine results for Courses Completed Dashboard 

 

After you have defined your selection criterion/ criteria in steps A, B, and C (see previous page), the dashboard will have automatically generated 

results. The areas labeled “output” (i.e., count of students who completed the selected courses, the students who completed courses in the selected 

department, awards completed by students, and contact information of the students) provide the results based on your selection(s). 

 

 

 
 
 

 

 

 

 

 

 

 

 

 

  

INPUT  

Step A 

OUTPUT 2 

INPUT 

Step B 

OUTPUT 1 

OUTPUT 3 

INPUT  

Step C 

OUTPUT 4 

Output 2. The information shown in this area gives 

more information about the number of students 

generated in output 1 (above). This is a list of all 

students, indicated by their “EMPLID” shown in the 

far left column, with a record of the courses 

successfully completed in the selection made in step 

B. A “1” shown beneath each of the course catalog 

numbers indicates the student has previously taken the 

course. The “Total” column indicates the total number 

of courses—in the course selection defined in step 

B—each student successfully completed.  

 

Use the scroll bar to see a complete list of students. 

 

Example: Student xxxx1 completed courses 302 and 

303 (a total of two courses), student xxxx7 completed 

courses 302 and 303 (a total of two courses), and 

student xxxx9 completed course 309 (a total of one 

course). 

 

Output 1. This area shows you the number of 

students who have successfully completed the 

course(s) selected in steps A and B during the 

academic year(s) selected in step C. Successful 

completion is achieved with an A, B, C, pass, or credit 

notation earned.  

Output 3. This area shows you the name and 

list of awards and degree types (e.g., AA, AS, 

and CERT) earned to date by all the students 

included in your selection(s) from steps A, B, 

and C. 

 

Use the scroll bar to see a complete list of 

awards and degrees conferred. 

Output 4. This area shows you the students who 

are still currently enrolled at the college. This list 

provides the student’s ID number, full name, day 

time and evening phone numbers, and preferred e-

mail address. This list may be used to contact 

students directly. 

 

Use the scroll bar to see a complete list of all 

students. 

Click here to return to the 

menu (page 1) 
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Step 5 (1 of 3).  Further filter results of Courses Completed Dashboard  

 

Although the results generated in step 4 may be enough for you to get started, you 

have the option of further filtering the information for a specific student after you 

have established your selection criterion/ criteria in steps A, B, and C. (Please 

review step 3 to see how you may establish your selection criterion/ criteria.)  

 

To further filter information about students shown in output 2, interact with the 

information in output 2, and then information in output 3 and output 4 will 

automatically update to reflect your interaction. 

 

 
 

 

  

INPUT  

Step A 

OUTPUT 2 

INPUT 

Step B 

OUTPUT 1 

OUTPUT 3 

INPUT  

Step C 

OUTPUT 4 

Interacting with Output 2. The information shown in this area gives 

more information about the number of students generated in output 1. 

This is a list of all students, indicated by their “EMPLID” shown in the 

far left column, with a record of the courses successfully completed in the 

selection made in step B. A “1” shown beneath each of the course catalog 

numbers indicates the student has previously taken the course. The 

“Total” column indicates the total number of courses—in the course 

selection defined in step B—each student successfully completed. 

(Successful completion is achieved with an A, B, C, pass, or credit 

notation earned.) 

 

Example: Student xxxx1 completed courses 337 and 370 (a total of two 

courses), student xxxx7 completed course 380 (a total of one course), and 

student xxxx9 completed course 337 (a total of one course). 

 
 

If the table displays a specific student by EMPLID that you would like 

more information about, click on the student’s EMPLID, and information 

about the student will automatically update in output 3 and output 4. To 

select multiple students, hold the “ctrl” key (if using a personal computer) 

or “command” key (if using an Apple computer) on your keyboard, then 

click on each EMPLID of your interest. 

 

Example: The EMPLID for student xxxx7 was selected. (Notice that other 

rows showing information for other students are shaded in gray while the 

information for student xxxx7 remains prominent. To de-select the 

student, click anywhere outside of the table and the view will return to 

normal.) 

 
 

Output 3. This area shows you the name and 

list of awards and degree types (e.g., AA, AS, 

and CERT) earned to date by the student(s) 

selected in output 2. If no information is 

shown here for the student(s) selected in 

output 2, then this means the student(s) has/ 

have not earned an award/ degree to date. 

Output 4. This area shows you students’ 

ID numbers, full names, day time and 

evening phone numbers, and preferred e-

mail addresses. If no information is shown 

here for the student(s) selected in output 2, 

then this means the student(s) is/ are not 

currently enrolled at the college. Click here to return to the 

menu (page 1) 
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Step 5 (2 of 3).  Further filter results of Courses Completed Dashboard  

 

Although the results generated in step 4 may be enough for you to get started, you 

have the option of further filtering the information for a specific student after you 

have established your selection criterion/ criteria in steps A, B, and C. (Please 

review step 3 to see how you may establish your selection criterion/ criteria.)  

 

To further filter information about students shown in output 4, interact with the 

information in output 4, and then information in output 2 and output 3 will 

automatically update to reflect your interaction. 

 

 
 

 

  

INPUT  

Step A 

OUTPUT 2 

INPUT 

Step B 

OUTPUT 1 

OUTPUT 3 

INPUT  

Step C 

OUTPUT 4 

Output 3. This area shows you the name and 

list of awards and degree types (e.g., AA, AS, 

and CERT) earned to date by the student(s) 

selected in output 4. If no information is 

shown here for the student(s) selected in 

output 4, then this means the student(s) has/ 

have not earned an award/ degree to date. 

Output 2. This is a list of all students, indicated 

by their “EMPLID” shown in the far left column, 

with a record of the courses successfully 

completed in the selection made in step B. 

Interacting with Output 4. This area shows you students’ ID numbers, 

full names, day time and evening phone numbers, and preferred e-mail 

addresses given the selection criteria defined in step 3. (See example 

below.) 

 
 

If the table displays a specific student you would like more information 

about, click on the row showing the student’s information, and 

information about the student will automatically update in output 2 and 

output 3. To select multiple rows, hold the “ctrl” key (if using a personal 

computer) or “command” key (if using an Apple computer) on your 

keyboard, then click on each row of your interest. 

 

Example: The row for student xxxx2 was selected. (Notice that other 

rows showing information for other students are shaded in gray while the 

information for student xxxx2 remains prominent. To de-select the 

student, click anywhere outside of the table and the view will return to 

normal.) 

 

Click here to return to the 

menu (page 1) 
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Step 5 (3 of 3).  Further filter results of Courses Completed Dashboard  

 

Although the results generated in step 4 may be enough for you to get started, you 

have the option of further filtering the information to see students who earned an 

award/ degree after you have established your selection criterion/ criteria in steps 

A, B, and C. (Please review step 3 to see how you may establish your selection 

criterion/ criteria.)  

 

To further filter information about students shown in output 3, interact with the 

information in output 3, and then information in output 2 and output 4 will 

automatically update to reflect your interaction. 

 

 
 

 

 

  

INPUT  

Step A 

OUTPUT 2 

INPUT 

Step B 

OUTPUT 1 

OUTPUT 3 

INPUT  

Step C 

OUTPUT 4 

Output 2. This is a list of all students, 

indicated with their “EMPLID” shown in the 

far left column, with a record of the courses 

successfully completed in the selection made 

in step B and also earned the award or degree 

selected in output 3. 

 

Output 4. This area shows you students’ ID 

number, full name, day time and evening phone 

numbers, and preferred e-mail address. If no 

information is shown here for the majors(s) selected 

in output 3, then this means the student(s) who 

earned the majors are not currently enrolled at the 

college. 

Interacting with Output 3. This area shows you the name and list of 

awards and degree types (e.g., AA, AS, and CERT) earned to date by the 

student(s) who successfully completed the courses in the selection made 

in step B. (See example below.) 

 
 

If the table displays a specific award or degree you would like more 

information on, click on the row showing the award or degree, and 

information about students who earned the selected award or degree will 

automatically update in output 2 and output 4. To select multiple rows, 

hold the “ctrl” key (if using a personal computer) or “command” key (if 

using an Apple computer) on your keyboard, then click on each row of 

your interest. 

 

Example: Both Art and Business – General majors are selected below. 

(Notice that other rows showing information for other majors are shaded 

in gray. To de-select the rows, click anywhere outside of the table and the 

view will return to normal.) 

 
 

Click here to return to the 

menu (page 1) 
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Step 6.  Explore handy features of Courses Completed Dashboard 

 

For the input areas, you may select your desired department (in step A) or course(s) (in step B). See example below. 

 

   

 
INPUT Step A (“Select Dept(s)” drop-

down menu) 

➢ Click on the drop-down menu to see all 

choices. Click to shade each box next 

to the department(s) of your choice. If 

no department is selected, “All” 

appears by default, indicating that all 

departments for which you oversee are 

included. 

➢ Use the scroll bar to see all options. 

➢ To select multiple departments, press 

the “ctrl” key on your keyboard (if 

using a personal computer) or 

“command” key on your keyboard (if 

using an Apple computer), and then 

click on all selections of your choice 

by clicking on the box next to each 

option (e.g., PHYS, POLS, and PSYC 

are selected).  

➢ An unshaded box indicates a selection 

was not made (e.g., PACT, PHIL, 

PHOTO, PNJABI, PTA, RE, RECR, 

and RUSS are not selected). To de-

select a shaded box, click on the 

shaded box to un-shade it. 

➢ After you have finished making your 

selection(s), click anywhere outside of 

the drop-down menu to refresh the tab. 

INPUT Step B (“Select Courses (optional)” area) 

➢ If no department was selected in the “Select Dept(s)” drop-down 

menu, then all courses offered through the department(s) for which 

you oversee will be shown in the “Select Courses (optional)” area. 

➢ Go to the “Select Courses (optional)” menu. 

➢ Use the scroll bar to see all options presented given your selection in 

step A. 

➢ To select multiple courses, press the “ctrl” key on your keyboard (if 

using a personal computer) or “command” key on your keyboard (if 

using an Apple computer), and then click on all selections of your 

choice by clicking on the box next to each option (e.g., ENGRD 110, 

ENGRD 310, and ENGRD 315 are selected).  

➢ An unshaded box indicates a selection was not made. To de-select a 

shaded box, click on the shaded box to un-shade it. 

➢ After you have finished making your selection(s), click anywhere 

outside of the drop-down menu to refresh the tab. 

 
Click here to return to the 

menu (page 1) 
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For results generated in output 2, output 3, and output 4, the information can be downloaded from the dashboard for your use. See example below. 

 

 

 
 
 
 

 

To download the information from the table shown in 

output 2, output 3, or output 4… 

➢ Hover your mouse over the upper right-hand 

corner of the table of your choice until you 

see ● ● ●. 

➢ Click on ● ● ● and a pop-up box will appear. 

➢ Click on “Export Data.”  

➢ A new box will appear.  

▪ Use the drop-down menu to select your 

desired file format (.xlsx or .csv).  

▪ Click on “Export.” 

▪ You will be prompted to save the file on 

your computer. 

Click here to return to the 

menu (page 1) 


