
How to Pull Reports for Your Account  
Below are step-by-step instructions for pulling myhht Training reports for your company. 
 

1. Log into myhht Training. 

 

2. Select "Admin Menu".
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3. Select "Owner Principal Report". 

4. Drill down by selecting your name and then "Show" to find a specific customer. 
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5.  Highlight the company name and click the down arrow so that the account name shows in the box below (Note: 
highlight additional locations and click the down arrow to view multiple accounts at the same time). 

6. Select the Date Range and click submit. 
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7.  Individual summaries are shown. To see detail of an individual user, click on the user’s name.

8. Click on the links on the bottom to produce a printable version, an Excel spreadsheet or a PDF document. 

  
 


