
Advanced Reporting 
 Business Goals 

Learn how to use reports to get key data out of your system 
Build some of the most common reports 

Technical Objectives 

Understand each part of the Options window for Reports 
Learn how to avoid some of the common pitfalls when making reports 
Understand when it ’s time to copy to Excel 



Time 



Time Selections are mostly intuitive … 



… but saved reports always return to Today 



If you want exact dates, choose Custom 



Trick for (All) 



Display Fields: Jobs by … 



Changing Display Fields 



Adding one more field … 



More Detail = More Rows 



A Job by any other name 



Account 

Job 

Phase 

Activities Forms Files 

Phase 

Activities Forms 

Job 

Activities Forms Files 

Process = Job Process = Sales Lead 



Filters 



Filtered Results 



Filters Are Powerful and Complex 



Measure 



Report Examples 



Job Report: Totaling Throughput 



Choose Your Measure 



Only want completed Installs?  



Job Form Reports 
Example: Square Feet Installed 



Totaling a Form Field 



Example: Square Feet Installed 



+Jobs for a sanity check 



+Jobs +Room for an even better sanity check! 



WARNING: Form missing? Job not included! 

Job Report - Throughput Job Form Report – Sq Ft 



Last Install in Phase 



A Phase can be complete before the Job is 



Activities and Forms with same Phase … 



Activity Report 
Examples: Overdue activities, activities without dates, etc. 



Activity Reports 



Add a filter to show only certain activity 
types 



Add another filter to show only completed 



Example: Overdue Activities 



Overdue activities (Options) 



Related: Activities without Dates 



Yellow flag 



Related: Activities with Material 



Job Report with Phases 



Job Report with Phases (Options) 



Show only incomplete phases 



Straightforward with Activity filter 



Jobs to Clean Up (as of 2/13/2017) 



Jobs to Clean Up (Options) 



Job Activity Status Filter 



EE Quotes – ͞ Conversion ͟  Reports 



Only one answer at a time … 



Export more data 



Security 


