
 
 

Report 

The report module allows users to build customized reports and create an email delivery schedule to ensure 
each individual user and their larger teams stay up to date for seamless collaboration.  
 
1. To access the report module, log into the customer portal.  
 

 
 
2. Click Report from the left side menu.  

 

 



 
 How to create a customized report: 

 
1. Click on the Create Report button in the upper right corner of the screen. A new window will appear for 

users to select their desired report type. 
 

 
 
 

2. Select a report type and click the Continue button. You will be brought to the report preview page. 
 
 

 
 
 
 
 



 
  

 
 

 
 
 

3. Users have multiple options to customize columns by clicking on the Customize Columns button in the 
upper right-hand corner.  

 

 
 
 
 
 
 
 



 
 
4. A new window will appear after the user clicks on the Customize Columns button . In this window, 

users may add or remove columns by selecting the data categories they’d like to see. After all desired 
columns are selected, click on the Apply button, and your report will be updated accordingly. 

 

 
 
 
 
 



 
 
5. After the report has been generated, users can download the report by clicking the Export  button.  

 
Reports can be exported as either .xlsx or .csv files.  
 

 
 
 

6. To save the report, simply click the Save button. 
 

 
 
 
 
 
 



 
 How to schedule email delivery 

1. Users can schedule email delivery for a report by clicking on the Schedule Email Delivery button . 
This will display the Email Delivery window.  

 

 
 
2. After filling out the required fields, users can schedule the report by clicking the Schedule button. Users 

can also select Cancel to leave the page without saving any changes. 
 
 

 



 
  
3. Users can edit the report delivery schedule by clicking the Actions button and returning to the email 

delivery page. If the report has already been scheduled, then click the Edit button to make changes, or 
click the Arrow button to inactivate or delete the delivery. 

 
 

 
 
 
4. Once selecting Inactive, a screen will appear to successfully confirm the Inactive selection. When clicking 

on Delete, a warning window will appear to confirm whether to proceed or to cancel the operation. 
 

 
 
 
 
 
 

 



 
 5. Once users successfully inactivate a report, the report will be displayed as “Inactive” in Schedule Detail. 
 

 
 
 

 

How to share a report 
 

1. Users can share customized reports with anyone within the same organization by clicking the Share button 
under Actions column. To access the reports that have shared with you from the accounts within the same 
organization, click on the Public Report tab.  

 

 
 
 



 
 

 


