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Create a custom Report 
 

Getting Started 
 
Log in and select “Generate a Custom Report” from the Reports menu 
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Select Projects Using Filters 
 

Use the filters to specify which projects you would like to include on the map and in the summary tables 

and graphs. 

 

 

 

 

 

Area Filter 

 

 
 

 

 

 

 

 

 

 

 

 

 

Organization Filter 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Set the Area Filter if you only 

want to include projects within 

a specific region such as county 

or watershed.  

 

Set the Organization Filter if you 

only want to include projects related 

to particular organizations.  By 

default, reporting includes all 

projects that you have permission to 

view.   

If you only want to report on your 

organization’s projects, set the 

Organization filter accordingly.  
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Action Type Filter 

 

 
 

 

 

         

Program Filter 

 

 

 

 

 

 

 

Objective Filter 

 

 

 

 

 

 

 

 

Date Filter 

 

 

 

 

 
 

 

 

Set the Action Type filter if you only 

want to include projects related to 

particular action types.   

 

Set the Program filter if you only 

want to include projects related to 

particular programs.   

 

 
 

 

 
 

 

Set the Objective filter if you only 

want to include projects related to 

particular objectives.   

 

Use the project date slider to include 

projects within a specific time range.   
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Status Filter 
 

 

 

 

 

 

 

 

 

Keyword Filter 
 

 

 

 

 

 

 

 

 

Remove Filters 
 

Active project filters display under the filter options.  To remove a filter, click on the X next to 

the filter name.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the status filter to select projects 

by current status.  

 

Use the keyword filter to include 

projects matching a keyword.   

Keywords will match those specified 

in the Project Information 

“Keywords” section when the 

project manager added the project.  
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Add Content To Your Report 
 

Use this section to add desired items to your report.  After adding, you will have a chance to 

change the order of appearance and add titles and captions to each of the items.   

Add a Map 

 

With this feature, create a custom map of project action locations to include within the report.   

 

1. Navigate to the “Add A Map” tab. 

2. Zoom to the area you would like to include in the map.   

3. Use the Map Legend and Layers section to add other layers to your map if desired.  

4. Choose your base map: Terrain, Gray Satellite. 

5. Click “+ Add To Report” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.  Zoom 

Options 

3.  Layer 

Options 

4.  Base 

Maps 
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Add a Table 

 

A variety of tables are available for adding to your report.  Navigate to the “Add a Table” tab to 

view options.  Click the “+ Add to Report” button for each table you would like to include.   

 

Data Download Tip: If you would like to download the tables as an Excel spreadsheet, click the 

Download XLS link.  
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Add a Graph 

 

Navigate to the Add a Graph tab and click the “+ Add To Report” buttons to add a graph to your 

report. 
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Add Some Text 

 

To add text to the report, click on the “Add Some Text” tab.  Add a Page Title, and then use the 

editor below to add text for the report.  When finished, click “+ Add To Report.” 
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Finalize Your Report 
 

After adding items to the report, click on View Report button in the upper right.  This will open 

up a window with options for finalizing your report, saving report settings and generating a PDF 

version of your report. 

 

 
 

 

 

 

Add titles and captions 
The Finalize Your Report page represents each map, table, graph and text page with an icon and a title.  

There is also a text area for adding a caption to any of the items.  Edit the titles and captions as desired. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Title 

Caption 
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Sort Report Items 

 

If you would like to change the order in which report items appear, click on the item’s icon and 

drag up or down.   
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Create a PDF Report  

 

From within the “Finalize Your Report” window, click on the “Print Report” button at the 

bottom.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

When the report is ready, click on the link to download the PDF file. 
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Save Report Settings 

 
If you anticipate re-running a report periodically, you can save the settings.  When running the report 

again in the future, any new project that meets the filter criteria will be included.  

 

Click the “Save Settings As New Report” to save the report.  The report will be saved with the same name 

as Title you specified.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Open a Saved Report 

 

There are two places from which you can open a saved report. 

 

1.  My Dashboard – Click on a Report Name to open the custom report tool with the saved 

settings loaded.   
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2.  Go to Reports -> Generate a Custom Report and click the “Load A Report” button. 

 

 

 

 

Select the report you would like to load from the list.   
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Sharing Reports – Public Reports Archive 
 

If you would like to make PDF reports available to the general public, you can upload them to 

the Public Reports Archive.   

 

1.  Log in. 

2.  From the menu bar, go to Reports -> Public Reports Archive. 

 

 

 

 

 

 

3.  Click on “+ Add a report to the public archive” to add a new report.  Click on X to delete a 

report from the archive and the pencil icon to edit the name, description or file of a previously 

uploaded report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add a Title and 

Description for 

display in the 

Reports Archive. 

 

Next, browse for the 

PDF file on your 

computer and click 

Save. 

 


