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Overview: Report Writer

The Report Writer allows you to configure and run reports that meet your own specific needs. When
creating a new report, you can begin with a pre-defined model that is based on the type of information
you would like to retrieve. You can also copy an existing report to use as a starting point for a new
report. Using either of these approaches, you can then:

add/remove/rearrange columns

rename columns

designate columns for sorting

use filters to refine your report results

organize your reports in folders

use permission levels and security categories to control access to reports

The permissions associated with the Report Writer allow you to designate that only certain individuals
can create report configurations, while others can be restricted to editing of existing reports, and still
others to simply running the reports. These roles allow you to maintain maximum control over your
reporting environment.

Currently, the Report Writer is available for reporting on Email, Personal Events, TeamRaiser,
Constituent360 Interactions, and Receipts (if enabled).

Accessing and Viewing the Reports List

To access Report Writer, select Reports from the Data Management menu. Then click the Report
Writer tab. To access any reports created previously in Reports Classic, click the Reports Classic tab.
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This is a list of Reports that have been created for your site. Click the Edit action to change infarmation related to the overall report configuration, such as the
selected columns or the filters. Click the Run action to set any run-tirme options for a report and view the results. To set up a new report, click the Create a New
Repaort link or Copy an existing report. Click the Report Results tab to view the results for all of the reports that you have run.
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Each report has a list of available Actions'. Click:

Run to run a report

Edit to edit the configuration options of the report (filters, sort order, columns, etc.)
Copy to copy a report

Copy to My Reports to copy a report to your own personal reports folder

Archive to remove a report from the main view

Publish to Company Coordinator’ to make a report available to company coordinators when
they are editing their company page

Create a New Report
When creating a new report you have two options:

e Create the Report from a Model -- This approach allows you to start with a report model that
contains the #ypes of data you would like to retrieve. You can then design your report using the
fields that are available in the model.

e Create the Report from a Copy -- This approach allows you to start with a report that is
approximately what you want and modify it to meet your specific needs. You can copy one of
your own reports or a report that was created by someone else. (Note that this is the only way to
edit someone else’s report configuration.)

Create a Report from a Model

To create a new report from a model, start by clicking Create a New Report in the upper left-hand
corner of the main page.
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< Create a New Report > Manage Report Folders

You will see a Process Navigator on the left side of the page to guide you through the process of
creating a new report.

Process Navigator
. Select Report Type
. Configure Report Columns
- Select Sort COrder
. Configure Filters
. dentify Report

[ B B = S T N

. Report Criteria Summary

1 . . . . .
Please note that some of the actions listed may not be available; it depends on your level of access to a particular report.

? TeamRaiser only
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In Step 1, Report Type, select the product from which you would like to generate a report. Once you
select the product, you will see a list of the available models from which to choose. A model is a
starting point for a report, based on the type of information that you would like to retrieve. For
example, below is a list of the models available for Email Campaigns. You can choose whether you
wish to report on email messages or email message variants. Once you’ve made your selection, click
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Configure Report Columns

In Step 2, you can modify the columns on your report. You can add columns, remove columns, change
the order of the columns, and rename the columns.

To add columns to your report, begin by selecting the column(s) you wish to add from the list of
columns on the left side of the page. You can select a group of columns by clicking on the bolded
category above the group of related columns (ex. Email Campaign). On the right side of the page, select
the field AFTER which the column selected on the left will display. Click to add the column to
the report. Click Save Order and Edit Selected to save your changes.
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To remove columns from the report, highlight the column you wish to remove from the list on the
RIGHT. Click < Remove].

4 v. 5.3.50 Rev.4/08



To change the order of the columns on the report, highlight the column you wish to move in the list on
the RIGHT. Use the “up” or “down” arrows to the right of the list of columns to move the column.

To rename a column, highlight the column you wish to rename in the list on the RIGHT. Click
Order and Edit Selected|. Below the two lists of columns, for Column Name, enter the new name for
the column.

t Previous Column Email Campaign Name Mext Column t

Edit Column

* 1, Column Name:

Enter the name of the calumn far your report.

Gmail Campaian Name)

t Previous Colurnn Mext Column t

Click once you’ve completed making changes to the columns on the report.

Select Sort Order

In Step 3, you can sort your search results using up to three columns. The columns available for sorting
are the same columns you selected in the previous step that will be part of the report results. Once you

select a sort column, select whether it will be in ascending or descending order. Click
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Configure Filters

In Step 4, you can use filters to further refine your search results. There will be at least one filter by
default but you can use as many filters as you wish when creating report definitions.

To edit the default filter, click Edit under the Actions column next to the filter.
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To select a value for the filter, click More...

conv]o,‘ Home | Content | Fundraising | Advocacy | Email | Constituent3s0 | Library | Data Management | Setup | Help

Report Writer All Centers (EXED

Reports Classic Reporl Writer Report Results

Reports > Create a New Report

This is the list of filters configured for this report. Use the links and actions on this page to create more filters or work with the existing

Process Navigator
ones.

1. Select Report Type

2. Configure Report Columns & Create a filter

3. Select Sort Order

4. Configure Filters Filter Edit at run-time Actions
5. |dentify Report

i

. Report Criteria Summary
is any of the following: more...

Related Actions
Accessible Filters Edit at run-time

Save this filter or Cancel

<< Previous Next >

Once you click More..., a browser window will open with the available selections. For some filters,
you can only select one option; for others, you can select all that apply. Once you’ve made your
selections, click Apply at the bottom of the window.

6 v. 5.3.50 Rev.4/08




Please select one or more of the items from the list below by checking them. You can search or sort the list if you do not see the
item that you are looking for.

- Select from the list -

Records 1-200of 28  First | Previous | Next | Last

[ Search ][ Show All
[1 |Name ~ | Description Date Modified >
E Ad Hoc Messages This campaign contains your ad hoc messages. When sending ad hoc Aug 4, 2004 10:28:09 AM
messages, you can only select your target audience at send time.
F AHS Communications | AHZ monthly e-newsletter Oct12, 2007 8:47:09 AM
F Disaster Relief This campaian is geared towards raising funds to help with disaster relief Apr 14, 2005 9:20:49 AM
Campaign efforts.
F Membership e- Campaign to drive e-renewals online Apr 14, 2005 9:19:45 AM
Renewal
Maonthly e-Mewsletters | AHS monthly e-newsletter Jun 17, 2007 8:23:06 AM
F Mothers Day Mathers Day campaian Apr 27,2006 5:08:10 PM

Lastly, check the box next to Yes, the filter values can be modified by others when running this report if
you want to allow anyone to have the ability to modify the filters when running the report. Click Save
this Filter to return to the Configure Filters page.
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Reports > Create a New Report

Process Navigator

Home

| Content

| Fundraising | Advocacy | Email | Constituenti60 | Library

Report Writer

Reports Classic Report Writer Report Results

| Data Management

| Setup | Help

i_] All Centers (ED

2B

ones.

Select Report Type

Configure Report Columns
. Select Sort Order

. Configure Filters

. |dentify Report

Filter

Repaort Criteria Summary

Related Actions

Accessible Filters

@ Create a filter

Edit at run-time

is any of the following: more. ..

Monthly e-Newsletters

Edit at run-time

Save this filter or Cancel

<< Previous Mext >>

This is the list of filters configured for this report. Use the links and actions on this page to create more filters or work with the existing

Actions
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To add a new filter, click Create a filter in the upper-left corner.
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As an example, let’s filter our report to only show results from a particular message in a particular
campaign. NOTE: As you make a selection in one pull-down menu, a new pull-down menu will appear
for you to make additional selections.

1. Select the field group. In this example, it would be Email Message. Please note that there is
already a default filter set up to limit our results to a particular campaign.
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2. Select the Field. In this example, select Message.
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3. Select a value or multiple values. Click More... to select the message (or messages) on which

you wish to report. Once you’ve made your selection(s), click Apply at the bottom of the
window to save.

Please select one or more of the items from the list below by checking them. You can search or sort the list if you do not see the
item that you are looking for.

- Select from the list - |
Records 1-200f 35  First | Previous | Mext | Last
[ Search ] [ Show All
[] |Name Description Date Modified -
F AHS August Updates Updates about Q2 at AHS Apr 14, 2005 3:10:24 PM
IF| AHS Dec 2007 Mewsletter with latest event updates, announcement for capital campaign Dec 14, 2007 10:25:58 AM
Mewslatter appeal, message from ED, new AHS t-shirt on sale and conference
registration available online.
F AHS eMewsletter Monthly e-newsletter Apr 23, 2008 9:18:50 AM
IF AHS March 2008 Mewsletter with latest event updates, announcement for capital campaign Oct 11, 2007 10:20:29 AM
Newsletter appeal, message from ED, new AHS t-shirt on sale and conference
registration available online.
O AHS Movember Updates about Q4 at AHS ,;Oct 25,2006 1:.41.12 PM
Updates
AHS September 2007 Mewsletter with latest event updates, announcement for capital campaian Oct 11, 2007 10:28:15 AM
Mewsletter appeal, message from ED, new AHS t-shirt on sale and conference
registration available online.

4. Select whether or not the filter values can be modified by others when running this report.
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5. Click Add this filter once you’ve made your selection.
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In Step 5, you will provide information to identify your report in the list of reports as well as determine
who has access to your report. You can identify your report using both the Report Label and Report
Description. When creating your Report Label, provide enough description to make it identifiable but
at the same time, keep the label brief. Both the label and the description are searchable so any additional
information should be entered in the description. The Security Category you assign to the report will

determine who has access to the report. The Report Folder you select is where this report will be
stored.
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In Step 6, you’ll be able to view a summary of the selections you made in the previous steps. After
you’ve reviewed your selections you can either run the report or save the report to run at a future date.

ST NE e RS e
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If you decide to run the report, you will be walked back through the steps of editing filters and
identifying the report. If you’ve just created the report and are arriving at this step, click to

proceed to Step 1.c. and click .

C.

Process Navigator

2. Run Report:

1. Run After reviewing the report options, click the Run Report button to wiew the report results page.

4. Runtime FParameters

b |dentify Result

Report Criteria ‘ | << Previous |

sSummany

Exercise: Create a Report from a Model

Create a report that will generate the total number of hard bounces from the Email Campaign entitled
“Monthly e-Newsletters” on the American Health Society training site.

1.

Nk v

~

10.

11

From the AHS administrator home page, click Data Management > Reports. Click the Report
Writer tab.
Click Create a New Report.
For Report Type, select Email. Click Next
For Available Reports, select Email Messages. Click
For Step 2, do the following:
a. Remove the Email Campaign Type column from the report.
b. Rearrange the columns so the first column is Message Name.
c. Add the Number of Hard Bounces column as the last column of the report and rename it
to Hard Bounces

Click
For Step 3, sort by Message Name in ascending order. Click
For Step 4, click Edit next to the default filter. Click to view a list of available campaigns.

Check the box next to Monthly e-Newsletters and click |Apply]. Click [Finish|. Click
For Step 5, enter a label and a description for your report. For Security Category, select General

and for Report Folder, select Custom Reports. Click Next >>
For Step 6, review your selections and click [Run Repoﬁl.

. For Runtime Parameters, click |I\£xt >
12.
13.
14.

For Identify Result, click Next >>
For Report Type Summary, click Run Report.
Your report results will display. You can view them on the screen or download them into

various formats (CSV, HTML, PDF) by clicking the disk icon ﬂ
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Create a Report from a Copy

You can also create a report from a copy. In order to do this, go to the Reports List page and find the
report you wish to copy. Click Copy and you will be walked through the same steps as if you were

creating the report from a model.
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Running Reports and Accessing Results

To run a report, go to the Reports List page and find the report you wish to run. Once you click Run,
you will be given the opportunity to modify any filters that can be modified. Just a reminder — it is up to
the author of the report to determine whether filters can be modified when running a report.

Create a New Report Manage Report Folders

the results of a report that you have already run, click the Report Results tab.

- Reports -

‘u conv ]0,, Home | Content | Fundraising | Advocacy | Email | Constituent360 | Library | Data Management | Setup | Help
Report Writer i Al Centers (EIED
Reports Classic Reporl Writer Report Resulis
Reports

The Reports list below will contain reports created on your site. Use the actions and links on this page to create new reports or work with existing ones. To view

[s¢] [Mave]

Move Selected to: | Please Choose an Option

Filter by Product Type:

Expand All = Collapse All Records 1-12 of 12 Firat | Previous | Mext | Last
Custom Repors Show Al Page 1 of
[] |Mame & Description + |Actions Category — + |Type + |Last =
Activity
O Email Message Report ( Run General Email 2008/04/28 09:52
i by admin
Copy
Copy to My Reports
Archive

After modifying any filters, you can then change the name of the report and proceed to Step 1.c where

you can run the report.
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Once you run the report, the results will appear under the Report Results tab.

o Home Content Fundraisin Advoca Email Constituent360 Libra Data Management Setup H
QJCONYIO"  teme | coment | Fundvasing | Aduocaey | Emil | | by | . | setp |

TEST SITE
Report Writer Manager

Reports Classic Report Writer Report Results

Report Results = Email Messagé 07
Edit Report Configuration Save Report

These are the results for your report. COnce your results are available, you can click the download icon to sawe your report results in any of the following formats:
HTML, PDF, or C5Y file. To send the report results to your local printer, click the print ican.

If you would like to change the options used for this report, such as the columns or filters selected, click the Edit Report Configuration link to make the
necessary updates. ¥ou can then re-run the report with the new options. Click the Save Report link if you would like to re-use this report or make it available to

others in your arganization.
Download

| - Report Results - || - Report Confi: results as CSV’
=] g/ HTML, or PDF

Email Messages Report - 103007

Email Email Message | Targeted Send Send Number |Number of |[Number |Number of Number of | Total Total
Campaign |Campaign |Name Number of Ended |Started | of Emails Emails of Opens | Clickthroughs | Actions Open |Click
Name Type Email Date Date Sent Delivered Taken Count | Count
Delivery
Count
04-20-2007 Colorado |1 4920/07 | 4/20007 | 4888 4846 i] 71 ] ] 7
Calorada Parolles 915 PM | 3:50 PM
Email Yaoting

At this point, you can download your results in any of the following formats: CSV, HTML, or PDF.

NOTE: If you would like to re-run this report, don’t forget to save your report by clicking Save Report
at the top of the page!

Accessing Report Results

Whether you’ve run your report using Reports Classic or Report Writer, you will access your results

from the Report Results page. To access this page, go to Data Management > Reports. Click the
Report Results tab.
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Beciian bd Sarea 1he §ka lacally. CRok-1ha Prind achion 10 print iha meaulls an pour kical prned
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There are several available actions for each report from this page. Click:

View to view your report results on the screen.
Download to download your results in any of the following formats®: CSV, HTML, or PDF

Print to print a printer-friendly version of your on-screen results
Delete to delete the report results

Exercise: Download Report Results
Find the report you created in the previous exercise and download the results as a PDF.

1.

(98]

From the AHS administrator home page, click Data Management > Reports. Click the Report

Results tab.

Search the list and locate the report you ran from the previous exercise.

Once you’ve located your report, click Download under the Actions column.

From this page, click Download under “PDF - Adobe Acrobat Portable Document Format™ and

download your report results.

Report Folders
To help organize the reports for your site, you can create a structure of top-level and sub-level folders.
You can then assign your reports to those folders when creating new reports or directly from the Report

List itself.

Once your structure is in place, you can select a folder in the folder directory tree at the left of the
Report List to display only the reports in that folder. This is especially helpful if you run many reports.

e  When you run a report that is in a folder, the results will also be placed in that folder, so you
are simultaneously organizing your report configurations and your report results.

I CONVIO® Hgme | Lomem | Fpnlasang | Alosary | Fl | Comsnienib | UBiay | BelaMassgemed | G
Fepor Wiiter Manager
LN YR ETE mﬂ Repain Peoshs
Repoms
veaie s Mew Bopon Mpmage Bopori Feldes

This is o Il of Repars that have besn created for your sibe. Click the Edi sctian b changs mianmotion relsied 1o the mesrall repad confiquestion, suc
walacted colummes or the fers, Click the Run sclion b sl sny mretimes oplons far s regond snd visw the resalbs. To sl up & nes eport, click {he G
Fapar firk or Copy an misting report. Click 1he Repor Resulbs 1ab 1o view the raeubs far ol of the repars that po bres nn

- Repains .

My Sebected tn; | Fieasa Chacae an Oplian v_| Filser by Product Type:  SIProdws it

& Eqand Al = Gk ) ecarda | -1 of o | Preicas: (rdmed | Lad

B Gl Raparts
P Seanh || Showal | Page 1 of 1 L=l M|
Emadl Campapns 7007 | [] [ Mame & Descipt = |A Category = | Type = 2 |Last Ackity E
Fundraking | | ANEIma Canmans Fiin General Email 200FM A2 1507 ykhambian

Edl
Cogey
Cagry fa Wy Maporic

Tk o i i 1

A

corets 1 -1 of1 o | B |G | Laad

[7] Show ke Regarts
#chwing 3 Repard wil mmowe il fom the list unkees you choose the Show archived Repars aplion

? For reports run using Reports Classic, only CSV format is available.
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Creating a Report Folder
To create a new report folder, click Manage Report Folders at the top of the Reports List page.

*UCO”VIO” Home | Content

| Fundraising

| Advocacy

Report Writer Manager

Reports Classic m Report Results

Reports

| Email | Constituent36i

| Library

| Data Management

Create a New Report Manage Report Folders

~—  ——

Once you’re on this page, you’ll see a list of report folders that have already been created. To create a

new folder, enter the label for your new folder in the text field on right side of the page. Then click

INew Report Folder].
\HCG“VID' Heme | Commei | Feniaseng | S@oeary | Bl | Comonuiiein e | Liary | s Masag e e | Beuw |
Repor Writer Manager
Bt Claas mn Frjusi® frieshn

Reports » Masaegs Rapon Feldan
Frecess Rasigator
L Maiiage Rapain Follers

Ragant Faldais

Thta kst bid ow shows thie Report Follers craabad an pour
siie Eodh cisriom ot foldar can heve molipk sais ol
saibioddkars ureder i, Wiihin agh e, iha Bl o
warafeid i ol phabictical arear

Cusiam Fepars

Fundraising
TeaniFasar

Ermail Cangapns 2007

Haw Ragan Foldaiz

To craeld @ new mepoi foddar, e the nem e in e fald
bk ared el thie Mesw Rapan Foldar bution. To place
fabder in a kel under anatha riaker, highlight the parant
fabdr i Hhie b batare you click i Now Rapan Foldar
basti

Ficwi Hisgod] Faldid

Foldai Maime
Emier a narvea far ihis foddar

U Bopori Fabdens:

Ta remows 3 fakder from dhes Bzt highlight the folder n b
et ared 1hean chick e Dabrie Fepot Fokder button
Delsting a parent fakder will ramee all subiaders nder it

To create a sub-folder, make sure the top level folder is selected in the list of folders before you enter
the sub-folder name and click New Report Folder.

Raports = Kmasgs Rapon Feldans
Frecees Rsddgaing

L Maiidie Fajist Fosdsin

NHED“\”G‘ Heine | Coidsip | Fphidvassing

Fepor Writer (Manager
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EmfifCangal i
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R Regen Folidaiz

Ta crashd & new iepot oldar, erier ie namie in the fald
Emaborwt aiinnd cAbCk the Flew Fapon Foddar bution. Ta plece s
falder in g kreal urder andiban bker, hghlght tie paan
Bibdir in thie |k bsabre pionr click Hhie P e Fhapon-F ol dai

bastion
Etfiai Carmpad g 007

Faldai Hama
Eitiia-a rerms far (s foldai
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Once you create a new sub-folder it will appear underneath the top level folder.

,,HC_D nvio: Hpme | Comam | Pgndvasng | Advecssy | Emal | ComsthusmiEd | WEwy | BelaMasagemam | SElug | Eep
Faport Wriler Manager
Fagporis Clanmic I==I : Fep=iz Fexshe
Fepomi » Massge Repon Falders
Precoss Havigata Regart Folders Hepw Repani Folder:

L. Manage Repart Folders This et helow ehows the Report Falers crasbed an pour Ta craste & new repoet folder, enler the name in e el
sife. Esch cusiom report foddar can have mutipls soie of berbree ared click the Mew Repad Fridar bution, Ta place s
wubfolders under il. Wilhin aach leved, 1he fakiers s fnkder in 2 breal ureder anaiberr fokder, highlight the parent
wrarged in slphabetical amar fakder in the list te=fare you click the New Repar Froider
Giriam Fapars ttion
Emall Campaigne

Erna il Goampaigie 1007
TeamPasai
Falder Mames

Enter 3 rerran far thie: foldar

Once you’ve created your folders, click to return to the Reports List page.

Editing or Deleting Folders

You can also edit folders and delete folders from this page. 7o edit a folder, highlight the folder name in
the list and click |Edit Report Foldeﬂ. Once you click this button, you can rename the folder or change
the hierarchy of the folder. Click Finisl_1| to save your changes.

ICONVIO® Heine | Coimeim | Fgiliaseng | Slvoeaid | EDal | ComsMnismBEl | Lsiay | BaEMassgemEn | BEle
HEEﬁ".II.rI.'rHE'”!'!;E'

g 1 1 e mﬂ Frejusi® redetis
Reports » Emall Campaigns » Emnail Casgaiges
Precess Redgator * 1, Falider Mame
1. W e R gl Fakdera Eiled @ naivea Far 1his foldar
i Evll Fapain Fombai Efial Cainng o pns

= 2. Paain Faldai

Ta organize this fakder ints a0 exisling hisarchy, salect the foldarthel you wanl 1o confsin this one d.e. ile pamnt fldai]
Tog Larvsl Frbier |

To delete a folder, highlight the folder name in the list and click [Delete Report Folder|. Deleting a
parent folder will remove all subfolders under it.

e Deleting a folder will not delete the reports in the folder. The reports in a deleted folder will

move up to the parent folder, and, if there is no parent folder, they will still display when you
click Top Level Folder.

Managing Report Folders from the Reports List Page

From the Reports List page, you can assign your reports to a folder and also display reports in a specific
folder.

To assign a report to a folder, check the box to the left of the report name. Next, from the Move
Selected To pull-down menu, select the folder under which you would like to store your report.
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To display reports in a specific folder, highlight the folder name in the list of folders on the left. If your

folder is not displaying, click “+” to expand the folder tree and search for your folder.
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Copying a Folder to the My Reports Folder

If you have permission to copy reports, you will be able to copy reports to your My Reports folder.
Keeping the reports that are of interest to you in your own folder will serve as a convenience --
especially if there are many reports on your site. NOTE: When you run the reports in your My Reports

folder, the results will also be placed in that folder.
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To copy a folder to your My Reports folder, find your report in the list and click Copy to My Reports in
the Actions column. To verify that the report has been copied to your My Reports folder, expand the
Custom Reports folder, then click the My Reports folder to display the contents of that folder. Verify
that the report you just added is in the list.

® Home Content Fundraisin: Advoca Emiail Constituentiéo Librai Data Management Setup
\ucc.rzgsxgo o | G | Fun g | cy | Emi | 3 | Library | It} | Setup | Help

Report Writer Manager

Reports Classic Iiﬁl ﬁﬂ Report Results

Reports

Create a New Report Manage Report Folders

This is a list of Reports that have been created for your site. Click the Edit action to change information related to the overall report configuration, such as the
selected columns or the filters. Click the Run action to set any run-time options for a report and view the results. To set up a new report, click the Create a New
Repart link or Copy an existing report. Click the Report Results tab to view the results for all of the reports that you have run.

- Reports -
Move Selected to: |Flease Choose an Option v Filter by Product Type: | All Products v
Expand All = Collapse All Records 1 -2 of 2 First | Previous | Mext | Last
= Custom Repors
¢y Raports Show Al Page 1 of 1
[] |[Name & Description + |Actions Category = |Type + |Last Activity >
O Email Messages Report - 10- Run General Email 20070030 08:08 by
30-07 Edit khamiltan
Copy
Apc

Exercise: Create a New Report Folder
Create a new report folder and assign the report you saved earlier to that folder.

1. Go to Data Management > Reports. Click the Report Writer tab.
. Click Manage Report Folders.

3. Make sure Custom Reports is highlighted in the list of folders. Enter your folder name in the text
field provided and click New Report Folder]. Click .

4. Once you’re back on the Reports List page, find the report you created earlier. Once you have

found the report, check the box next to the report.

In the Move Selected to: pull-down menu, select your report folder and click Move.

6. To make sure your report is stored in your folder, expand Custom Reports and you will see your
folder in the list. Click your folder name and your report will display.

W

Permissions

The Report Writer has three tiers of permissions to help you control the amount of access administrators
have to certain reports. The top level allows the administrator to design, edit, and run reports. The
second level allows the administrator to edit and run reports. The third level allows the administrator to
run reports.

Before setting up the Report Writer permissions, the administrator must have permission to run reports
for the application for which they will use the Report Writer. For example, if to use the Report Writer to
run Email Campaign Reports, an administrator must have permission (within Email Management) to run
Email Campaign Reports, as shown below:
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You must also have one of the three levels of Report Writer permissions:

Group List || Group information | Members

Site Administrators

You are edding permiszions for the Group: SHe Adrminestralors
R Il petrnissions for Si i

Choose Permission Type

What type of perizsions do you wand to adit? [|ﬁ'9nur1wmm _'_II Choose
Report Writer

Thesa permissions control which adminsstrators ae allowed to create, edit, and view raports in the repart wrter
Default Permission

The gerault permission on Regan WIRer for this group will be spplied t all catsgones nol being ovendden bebaw, &35 well 55 all new catagornies
that are created in the fufure,

Changing tis defaull pemmission will immadiately aMect sl currently #dsting Calegories nal eaBoily dvimiddin balow.

Femmisgions displayed below ae listad in arder of Increasing priviege, boflom ta top. Any mdiiceal permission listed is & supersat af the
permission listed mmediataly bodow i

& Design Repont Definiinns

Allzrw adindstrators inthis group to creats, adit, and edecute Rapor Definftions,
and i Reparls Resulls

= Edit Critena For Repodt Definitions

Allow adrmindsirators inthis group 10 edid criesia and execule Repot Defindions,
and viow Reparts Resulls

* Run Report Definition

Allow adrninistrators in this group 10 execule Repost Defindlons, and vew
Ripons Regults

Mo addtional permissions(inhent from Any registered user)

Default Parmission

The three possible permission sets for the Report Writer are described in more detail below:

Design Report Definitions -- this role includes the ability to design new reports from a model or
from a copy. Those with the Designer role can fully edit their own reports and run all reports that
appear in the Security Categories to which they have access.

Edit Criteria for Report Definitions -- this role includes the ability to copy Classic Reports and
reports created by others and then perform a more limited editing of the "new" versions. Those
with this role can add, edit, and delete filters for their new reports, determine the sort order of
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results, and save (and/or run) the new report configurations. They cannot, however, change the
model on which a report is based, nor can they change the columns that appear in a report.

¢ Run Report Definition -- this role includes the ability to modify certain filters at runtime and
view report results.

e Site Administrators, by default, have full permissions for the applications that are operational
on their site, including the Report Writer. They can assign other permissions to groups of
Junior Administrators, as needed. Like everyone else, however, site administrators can only
view results for reports that they themselves have run.

Setting Up Permissions

To set up Report Writer permissions, go to Constituent360 > Groups. From here, search for the
administrator group to which you are assigning the permissions. Once you find the group, click Edit.
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Click the Group Permissions tab. From the pull-down menu, select Report Writer. Click .
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On this page, select which of the three levels of access to assign to the group:

Default Permission:

® Design Report Definitions

Allow administratars in this group to create, edit, and execute Repart Definitions,
and views Reports Results.

) Edit Criteria For Report Definitions

Allow administratars in this group to edit criteria and execute Report Definitions,
and view Reports Results,

) Run Report Definition

Allow administrators inthis group to execute Report Definitions, and view
Feports Results.

) Mo additional permizsions(inherit from Any registered user)

Security Categories
An additional way to control access to certain reports is through the use of Security Categories. When
creating a report, you can assign it to a particular Security Category and then only those administrators
in that Security Category will have access to that report. To access the Security Category of a particular
report, go to Step 5 in the Process Navigator for creating a report.
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Additional Resources
The HELP section contains two very useful resources when working with Report Writer:

1.

Samples of Reports — To access samples of reports, click HELP in the navigation menu from
the Report Writer main page. Then click the link that correlates to the module from which you
are generating the report (ex. Using the Email Report Models). On the next page, click the

preview icon next to the report you wish to view.
Metric Glossary — The metric glossary defines the different columns of data that are available
when creating reports. To access the glossary,

a.
b.

Click in the navigation menu from the Report Writer main page.

Click the link that correlates to the module from which you are generating the report (ex.
Using the Email Report Models).

Click the link of the report you wish to run. Scroll down the instructions for creating a
report until you see the list of available columns.

Click on any of the column names to access the metric glossary for that particular report.
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