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Quick Completion Tracking 
How to quickly identify all learner completions within a certain period of time for a 

calendar year quarter on the RQI1Stop platform. 

Please note, these steps are agnostic to using RQI Enterprise or 3 rd part-LMS. 

Step 1 
Log into your RQI1Stop Admin portal. If you have issues logging into the platform, please 

contact RQI Support: rqisupport@rqipartners.com  

Step 2 
Click on the “Reports” tab. 
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Step 3 
Click on “Progress Report” 
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Step 4 
Go to the “> Curriculum Filter.” 
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Step 5 
You will filter by using: 

• Curriculum Name 

• Curriculum Status 

• Completion Date 
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Step 6 
Under “Curriculum Name”, unselect all, then select RQI Healthcare Provider.  
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Step 7 
Under “Curriculum Status”, unselect “In Progress”. Make sure only “Completed” is selected. 
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Step 8 
Under “Completion Date”, select the date range of the Quarter. If you followed the suggested 

promotion for Q4, add the dates of: 

2023/10/01 to 2023/10/31 

 

If you chose to extend the date to, add the dates relevant to your time period, for example: 

2023/10/01 to 2023/11/30 
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Step 9 
• Once you filtered for Curriculum Name, Curriculum Status, and Completion Date, click 

on Search. 

• This will show you all entries within your organization, displaying 50 entries. Ensure 

your Completed Dates are correct. Go to the next step. 
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Step 10 
Once you have selected your filters, click on EXPORT. 
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Step 11 
• Make sure to export “Report without course activity” 

• Open the file and verify that the excel file is sorted with the completion date of the first 

completion. 
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Step 12 
• Open your excel file and navigate to the Email column (this should be column N). 

 

• Next, select the full Email column to include all learners’ emails and hit Ctrl+C to copy 

the full column. 
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Step 13 
• Visit https://wheelgames.org/wheel-of-names. This website allows you to pick random 

names from a copied list. 

• Navigate to the website and delete the sample names from the list so you have a blank 

entry space. 
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Step 14 
• Right click and select “Paste” to paste in your staff email addresses. Please note, 

depending on how many learners are in the list, this may take up to several minutes to 

complete. 

• Once the emails have been pasted, click “Play” on the wheel to select your first name! 

 

• Once a winner has been selected, you are given the option to remove the learner from 

the list. 

• Repeat for as many winners you need to select. For example, if you ordered one kit 

(containing six bags), you would “spin” the wheel six times. 

 


