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Note: This is an article that references the New User Interface. Back to School Wehinar Series: Take

Attendence
The ability to save a report is available in the new user interface in conjunction with Creating Reports. If you

find that you are regularly using the "Create a new report™ option on the Run Reports utility to create the
same report over and over, you may want to save the report and your selected criteria to make running it in

the future simpler and faster. Related articles

Saving a report

1. In Activity Insight, select Run Reports in the left-hand menu Creating reports
2. Create a new report. For more information, see Creating Reports.

Turning On the New User Interface
3. Select the Save button at the top of the page.

Now Available: New CAEP Base Report

Run Reports [ M save l‘ 8 Run Report
Report
Create a new report -
Date Range StartDate |Jan w |01 w | |2015 w [ All Dates

End Date Dec w 31 w 2015 w

‘Whom to Include Users Selected  All Change selection...
Include These Accounts | Enabled Only -
Data to Include Fields Selected from  All Change selection...
Grouping Method ©@ Groupby | None -
Search Keywords @ Search for
File Format @ File Format | Comma-Separated Value (.csv) -
Files per Screen | Single -

4. Name your report in the pop-up window and select the Save button.
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Save Your Report

Report Name | My Report

‘ Cancel |[ Save

5. To change the criteria of your saved report, select the report from the drop down list, change any of the
selected parameters and select the Save button again.

More Information

Your saved reports will appear in the Reports drop down list along with any other reports you have saved and
custom reports to which you have access.

Report

My Report -
Faculty Scholarship and Research Summary Report

Faculty/Staff Directory

General Service by Faculty

Intellectual Contributions Summary

Intellectual Contributions by Faculty

NIH Biographical Sketch

NSF Biographical Sketch
Presentations by Faculty

SACS Faculty Roster
Scheduled Teaching by Faculty
Test 1

Vita

Create a new report

Files per Screen  Single -

All saved reports must have a unique name. If you attempt to save a report with a name currently used by any
custom report or any report you have already saved you will receive the error message "You already have a
report with this name. Enter a unique name to save this report”. Names do not need to be unique across users,
but they cannot be shared with any custom report, even if it is a custom report to which the user does not have
access.

https://rc.digitalmeasures.com/hc/en-us/articles/205136813?flash_digest=f43a27472a979efcd60ab60f8550750chc0d0581[10/5/2015 10:29:24 AM]



Saving Reports — Resource Center

Save Your Report

Report Name | My Reponl
You already have a report with this name.
Enter a unique name to save this report.
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