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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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Each report has a list of available Actions
1
.  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
2
 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: 

 

• Create the Report from a Model -- This approach allows you to start with a report model that 

contains the types of data you would like to retrieve. You can then design your report using the 

fields that are available in the model. 

• 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. 

 

 
 

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

creating a new report.   

 

 

                                                 
1
 Please note that some of the actions listed may not be available; it depends on your level of access to a particular report. 
 
2
 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 

Next >>  

 

 
 

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 Add > to add the column to 

the report.  Click Save Order and Edit Selected to save your changes.   

 

 
 

To remove columns from the report, highlight the column you wish to remove from the list on the 

RIGHT.  Click < Remove. 
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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 Save 

Order and Edit Selected.  Below the two lists of columns, for Column Name, enter the new name for 

the column. 

 

 
 

Click Next >> 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 Next >> 
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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.   

 

 
 

To select a value for the filter, click More… 

 

 
 

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. 
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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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To add a new filter, click Create a filter in the upper-left corner. 

 

 
 

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. 

 

 
 

 

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. 

 

 
 

 

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. 

 

 
 

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. 
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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 Next >> to 

proceed to Step 1.c. and click Run Report. 

 

                        
 

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

Writer tab. 

2. Click Create a New Report. 

3. For Report Type, select Email.  Click Next 

4. For Available Reports, select Email Messages.  Click Next >> 

5. 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 

6. Click Next >> 

7. For Step 3, sort by Message Name in ascending order.  Click Next >> 

8. For Step 4, click Edit next to the default filter.  Click More to view a list of available campaigns.  

Check the box next to Monthly e-Newsletters and click Apply.  Click Finish.  Click Next >> 

9. 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 >> 

10. For Step 6, review your selections and click Run Report. 

11. For Runtime Parameters, click Next >> 

12. For Identify Result, click Next >> 

13. For Report Type Summary, click Run Report. 

14. 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 . 
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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. 

 

 
 

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. 

 

 
 

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. 

 

 
 

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. 

 

 

Download 

results as CSV, 

HTML, or PDF 

Report run in 

Reports Classic 

Report run in 

Report Writer 
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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
3
: 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. From the AHS administrator home page, click Data Management > Reports.  Click the Report 

Results tab. 

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

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

4. 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. 

 

• 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. 

 

 

                                                 
3
 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. 

 

 
 

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 

New Report Folder. 

 

 
 

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. 
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Once you create a new sub-folder it will appear underneath the top level folder. 

 

 
 

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

Editing or Deleting Folders 

You can also edit folders and delete folders from this page.  To edit a folder, highlight the folder name in 

the list and click Edit Report Folder.  Once you click this button, you can rename the folder or change 

the hierarchy of the folder.  Click Finish to save your changes. 

 

 
 

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. 

 

• 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. 

 

 
 

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. 

 

Assign Reports to 

Folders 
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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. 

 

 
 

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. 

2. 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 Finish. 

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. 

5. 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. 

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: 

 

 
 

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. 

 

• 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.   

 

 
 

Click the Group Permissions tab.  From the pull-down menu, select Report Writer.  Click Choose. 
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On this page, select which of the three levels of access to assign to the group: 

 

 
 

 

 

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. 

2. Metric Glossary – The metric glossary defines the different columns of data that are available 

when creating reports.  To access the glossary,  

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

b. Click the link that correlates to the module from which you are generating the report (ex. 

Using the Email Report Models).   

c. 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.   

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


