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How to Access the Quality Credential Report 

 

 
Purpose: To provide a step-by-step guide to help state users identify and access the Quality 
Credential Report to ensure that all credentials have been correctly entered into CBMS. 
 
Description: A Quality Credential is an industry-recognized certificate or certification, a 
certificate of completion of an apprenticeship, a license recognized by the State or Federal 
government (aviation A&P license, etc.), an associate or baccalaureate degree, and any other 
permit, training certification, or credential that may lead to employment (for example OSHA 
training, translation certification, etc.). 
 

How to Access the Quality Credential Report 
 
Step 1: Log in to the CBMS home screen. Find the Quick Links box at the bottom right of the 
screen. Click on REPORT SUBSCRIPTIONS. 

 
   
An industry-recognized certificate or certification (for example Certified Nursing  
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Step 2: Clicking on the report subscription will take you to another screen that lists all the 
Counties (you may need to log in with your CBMS information before reaching this screen). 
Click on the REPORT ARCHIVE link in the screen's upper left corner. 
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Step 3: On this screen, click on EBD REPORTS in the Document Views box on the left side.  
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Step 4: Here is where your county's EBD reports are housed. The program sorts them 
Employment First (EF), Colorado Works (CW), county, date created, and statewide (provides 
data for all counties). You’ll want to scroll down to find the relevant report for your search.  
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● Once you have located your report, click on it, and you will be brought to the 
document properties screen : 

 
 

● Click on the download button, which is located at the TOP left of the screen 
(identified by red arrow). 
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● Once the document is downloaded, the EBD Quality Credential Report will open in 
EXCEL 
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How to Filter the EBD Quality Credential Report 

 
Step 1: Click on ROW 1, which will highlight the row (the row with all the categories, such as 
month, county case manager, etc.) identified by the red arrow.  
 
 
 

 
 
 
 
 
Step 2: Go to the taskbar at the top, click on DATA, and then click on FILTER. This will open 
drop-down arrows on each column.  
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Step 3: Click on the drop-down arrow of the column you want to filter. This will open another 
box (pictured below) with all the columns listed with a check box next to them. Check the 
boxes of the components you would like to see information on, uncheck those you don’t want, 
and then click OK. This will filter the Excel spreadsheet to show only the information you 
selected.  

 

 
 
 

● To pull information from a specific County with a particular Case Manager, I would 
choose and check that County, press OK, and then choose and check the Case Manager 
and press OK to filter the results.  

 
 

  
 
 
 

 


