
REPORTS 
Custom Reports 

Contact Jason or Wendy for reports help 

 

Custom reports are a powerful tool to access information stored in our system 
and provide more accurate results than the wizards.  

To access the list of custom reports available, click More > Reports on the top bar. 

Under Guided reports, click Use saved 

 

Use the tabs along the top to navigate different types of reports. 

Use the search box at the bottom of the table to quickly find reports. This box searches all fields 
including report number, name, notes, groups, etc. 
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To run a report, click Actions  then ► Run  

 

Some reports may ask for parameters. Many ask you to select your library or a date. 

Results will include: title, number of matches, the SQL code, then a table of your results. There 
may be multiple pages. 



 

Every custom report has a Download button.  With it, you can move the results into an Excel 
document to sort, organize and filter the data. 

Click Download below the table. 

 

This box will pop up. Choose Open with Microsoft Excel as seen here. 

 

The report will download and Excel should automatically open. 

 


