Seat Audit Report “se ReadBasix

The Seat Audit is a new report that allows you to see how your purchased licenses are
allocated amongst your rostered students. This guide walks you through how to
access and use the new Seat Audit UL

& The report shown in this guide requires District Admin access in Capti.

1  Login to Capti.
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2  From Home, click "Reports".
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3  Click "Seat Audit".
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You can view seat activity by location or you can toggle the Locations dropdown to

view seat activity for all locations at once.
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5 From this view, you can see how many students are currently rostered in your
organization, how many seats your district has purchased, and how many seats
your district has remaining calculated by Seats Purchased - (Seats Reserved +
Seats Granted). You can also see a general "Seat Occupancy" Alert as well as a log
of seat requests and whether they were accepted or rejected.
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6 Click "Accepted Requests" to see only a list of seat requests that were accepted.
This can be useful in investigating who is assigning licenses and who is taking up

licenses.
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7 Click "Rejected Requests" to see when and why seat requests may have been
rejected. Please contact support@capti.com or refer to the Educator's Manual to

understand why seat requests may have been rejected.
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8  Click "Last 90 Days..." to change the timeframe of the seat audit.

Cop'tj [*] Home

AllLocations + L] SeatAudit

&3] ReadBasix ¥
Students
Student Rostered — Seats Purchased Seata Remaining Seat Oceupancy (3)
o 107 500 499 Normal
Assassments
All Requests Accepted Requests Rejected Requests Q, Search
)
Reports
b & ¥

Seat Audit v
e

MNothing to Display

9 Click the "Search" field in order to search by a name if you wish to see requests
made by someone in particular.

Cop'tj [*] HomE 93 MANAGE -

All locations - =ll] Seat Audit

| &3 ReadBasix ¥  Last 90 Days ¥

Students
ReadBasix

O Seats Purchased Seats Remaining Seat Occupancy @
o 107 500 499 Normal

Assessments

All Requests Accepted Requests Rejected Requests Q, Sear

)
Reports

4 o5 &
Seat Audit -‘\‘ .

[

MNothing te Display

Made with Scribe - https://scribehow.com



