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How To Create A Report

1 On the Reporting home screen, click "CREATE REPORT"
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2 Add a name to your report

3 Optionally, you can add a description to your report
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4 To make your report available for everyone, click "Visible To Everyone"

5 To activate Legacy Mode, Click "Legacy Mode"
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6 Legacy Mode will mimic old Report Writer and remove some new functionality like
Live reporting.

7 You can add filers to your report, such as location or space standard by clicking
"ADD FILTER"
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8 To activate your filter, click "APPLY FILTER"

9 On the left of the screen is a list of data snapshots, you can select one or multiple
options.
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10 To build your report, navigate to the available columns section and chose your
columns from the list

11 To re-order your columns, simply click and drag



7

12 Before exporting your report, click "SAVE"

13 To export your report to Excel, click "EXPORT"
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14 Once your report has generated, click "My Exports" to download your report.

15 Click "DOWNLOAD REPORT"


