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How to View Member Attendance 
Report in CES Discovery

When AIA providers report attendance on AIA members, it is useful to know whether the
attendance is recorded on the member’s transcript. This report displays the courses AIA
providers offered and who attended them. This is beneficial for AIA providers—showing which
sessions were offered, who attended the sessions, and the completion dates.

Report yielded fields:
• Member Number
• First Name
• Last Name
• Course Title
• Session Code
• Course Number
• Credit Designation
• Learning Units
• Completion Date

1. Start by logging into the CES Discovery System with your e-mail address and 
password.

2. Once you have successfully logged into the system, select the ADMIN MENU link
found at the top right side of the screen.

3. Click Reports tab on the red menu bar.

4. Once you have clicked the reports tab, shared reports will be displayed. Click the Go
button next to “View Member Attendance” report. (Note: each report will have a brief 
description as to how the report functions)
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5. Fill in all fields to yield specific results. (Note: If just searching by provider code, this would list
all courses, sessions and users who have taken those courses. Be as specific as possible when
running reports)

6. The report will yield results on the following fields: Member Number, First Name, Last
Name, Course Title, Session Code, Course Number, Credit Designation, Learning Units,
Completion Date.

7. To export the file to manipulate raw data click the Refresh button.
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8. Then, click the Raw Export button.

9. You may export data in Microsoft excel, XML, or plain text. By default, Microsoft excel is selected. 
Check the box “Include column headings in first row of results”. Click the Download button.
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10. A file download dialog box will appear giving options to open, save, or cancel the raw export.
Click Open.
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11. Once the raw export is complete, the file can be sorted by clicking on the column heading, then 
click sort and filter. The file can be saved or printed.

If you have any questions, please contact Member Services at 1-800-242-3837 or
AIAMemberCareCES@aia.org.


