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C E N T E R  F O R  T E A C H I N G  A N D  L E A R N I N G  W I T H  T E C H N O L O G Y  

I n f o r m a t i o n  T e c h n o l o g y  D i v i s i o n  

Creating Tegrity Reports- For Merit Packages 
 

You can easily run Tegrity reports to gather a summary of your activity in Tegrity, suitable for 

including in your Merit package. 

Go to the Blackboard site for your course 

1. Log in to Blackboard :  http://eaglebb.coppin.edu 

2. In the My Courses area, click on one of the courses that you are teaching. 

The Tegrity Viewing Report – what students have viewed your class 

3. In your Blackboard course site, click the Tegrity Classes button in the left column. 

A new window opens and displays a list of your recorded class lectures. 

 
 

4. In the lower left hand corner, click Actions and select Reports. 

 

http://eaglebb.coppin.edu/
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Select the Viewing report parameters 

In the left, you can select the “Grouping” fields.  To see a summary report of the viewing activity for all 

the courses you taught in Fall 2007, set the report fields to match the following: 

  

5. Grouping1 = Instructor 

6. Grouping2 = Course 

7. Grouping3 = None 

8. Course = none 

9. From:  8/15/2007 

10. To:  12/30/2007 

Run the Viewing report 

11. Click the Run Report button. 

You will see a report like the following: 
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Export the report to Excel and print it 

12. Click the “Select a format” menu and select Excel 

 

 

13. Click the Export button. 

 

14. Click Open. 

You can now print the Excel spreadsheet file.  We recommend setting the print orientation to 

Landscape. 

The Tegrity Recording Report – what you have recorded with Tegrity 

1. Switch back to the Internet Explorer window that displays your report information. 

2. In the upper right corner of the Report web page, select Recording Report. 
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3. To run a report for Fall 2007, set the report options to match the following: 

 

4. Grouping1 = Instructor 

5. Grouping2 = Course 

6. Course = none 

7. [check] Show recordings copied to courses 

8. From:  8/15/2007 

9. To:  12/30/2007 

 

Run the report 

10. Click the Run Report button. 

You will see a report like the following: 

 

 

Export the report to Excel and print it 

11. Click the “Select a format” menu and select Excel 
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12. Click the Export button. 

13. Click Open 

You can now print the Excel spreadsheet file.  We recommend setting the print orientation to 

Landscape. 

 

The Tegrity Downloading Report  - to track students who downloaded your 
lecture to their computers and/or iPods as MP3 files 

1. Switch back to the Internet Explorer window that displays your report information. 

2. In the upper right corner of the Report web page, select Downloading Report. 

 

 

3. To run a report for Fall 2007, set the report options to match the following: 

 

 

4. Grouping1 = Instructor 

5. Grouping2 = Course 

6. Course = none 

7. From:  8/15/2007 

8. To:  12/30/2007 

 

Run the report 

9. Click the Run Report button. 
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You will see a report like the following: 

  

 

Export the report to Excel and print it 

10. Click the “Select a format” menu and select Excel 

11. Click the Export button 

12. Click Open 

You can now print the Excel spreadsheet file.  We recommend setting the print orientation to 

Landscape. 

 

 


