MY REPORTS

This area will be empty when first accessed apart from the Manage my reports option. You
add reports to this area from within the Analytics area.
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Adding Reports

1. You first need to access the report you want to add to My reports, to do this click the
menu button from the top left of the screen.

2. Now click Analytics from the fly-out menu and select the required sub menu option.
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3. The available reports will be listed, select the required report.

4. The Analytics area will load with the report selected, you can now if required, add filters,
change the date range or compare with other data sefts.



New vs repeat by gender —_— =

[ Last 7 days. "‘"‘El"“" Manth | Year | | Category v & A

Add Aiter
et . +

Total visitors for the last 7 days : 79,484

——
;
E e 0 0.00% Not losed: O 0.00%

Total 60

Feedback

Femals  Mals  Won-binary  Wotdisclosed  Unknown

Visit date Mew | repeat Gender rnm

13106/2019 New Female i

Once complete, you can now add to your My reports. To do this click the menu button
located in the top right of the screen.

The menu options available are:

e Addto my reports
e Add to dashboard
e Download as PDF

e Download as CSV

Click Add to my reports. The following window will appear:

Add to my reports

Save a custom report to 'My Reports’

Report name

Enter a report name

Create new folder

© Myreports

Cancel




7. You now need to give the report a name.

8. You also have the option to create a new folder. You can create as many folders as
required and folders allow easy management of you saved reports.

9. If you wish to do this, click the toggle button on.

Add to my reports

Save a custom report to 'My Reports'

Report name

Enter a report name

@ create new folder

Folder name

Enter a folder name

Cancel

10. The boftom area will change and now allow you to add the new folder name.

11. If you do not wish to create the new folder you can turn the toggle button off, this will
then show the folder structure again.

12. Now click the Save report button.

13. The report will reload but now from within the My reports area.
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14. You will notfice the name you gave this report is shown below the top banner along with
a pencil icon, clicking the report name will allow you to edit the name.
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Total visitors for the last 7 days : 79,484

15. You can make a number of changes to this saved report even from within the My Report
areq.

16. You can change the by report, so in this example it was by gender. Clicking the drop
down will give you all the available options fo select.
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17. You can also add filters by clicking the Add filter button.

18. The area will expand and show the available filters to select and apply.
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19. You can update the date range by clicking the date picker button

Last 7 days

20. The calendar will appear, you can now select a new date range or select one of the
following:

e Last 7 days

e Last 30 days

e Last Calendar month
e Last 6 months

e Last 12 months

e Allfime

| Last 7 days ‘ Hour Day Week Month Year Categs
Date range From current date
13/06/2019 20/06/2019 Last 7 days ®
4 June - 2019 3
Mo Tu We Th Fr Sa Su Last 30 days

Last calendar month

Last 6 months

Last 12 months

All time

21. On the right of the screen you have two further buttons, Filter options and chart opftions.
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22. Filter options will only be available if a filter has been applied, if available you can select
if the filter is stacked or segmented.

Filter options

(®) stack filters

Segment filters

23. Chart opftions allows you change the chart type and also if the chart displayed is
stacked, split or as a percentage.
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24. There is also now a Save changes and Reset buttons, this allows you to save the report if
you have made changes. This then updates the details of the originally saved report.
Alternately any changes you have made you can reset back to the last saved by
clicking the reset button.

Reset ‘ Save changes

25. The menu button will give you the following options:

Save a copy

Add to dashboard
Download as PDF

Download as CSV
Share my report

Save a copy

Add to dashboard
Download as PDF
Download as CSV

Share my report

26. If you have made changes to the report but do not wish fo override the originally saved
report, you can create a copy and get a brand-new report to save in your My Reports
areq.

27. The window will open, you can now give this new report a name and add to an existing
folder or create another new folder.
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28. Clicking Save report once completed.

29. Selecting Add to dashboard from the menu will open the Add dashboard window. Two
option will be available. These are:

e Add to an existing dashboard (only available if a dashboard has been created)
e Orcreate a new dashboard

Add to dashboard

@

Add to an existing dashboard Or create a new dashboard

Cancel

30. Selecting Add to existing will open a new window and displays any folders and
dashboards already created, letting you select which dashboard to add this report to.

Add to dashboard
Add to an existing dashboard

[B My dashboards
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Back




31.

32.

33.

34.

35.

36.

37.

Selecting Create a new dashboard will allow a brand new dashboard to be created and
this report be added to it.
Once the dashboard is selected, click the Add to dashboard button.

Clicking the Download options will download the report in either PDF or CSV depending
on what was selected.

Finally, the Share my report opfion will allow you to share this report with other users.
Clicking the opftion will open a new window.

Share my report
Invite new users Currently shared with
Jolell I O search
Malini Jeyachandran w
malini.jeyachandran@purplewifi.com
Portal Developer w
purplewifi@purple.so
This report has not been shared.
Shamiual Mohammed Hoque w
mohammed.hoque@purplewifi.com
Alan Farquharson w
alan farquharson@purplewifi.com

You can search for users using the left-hand search box by typing the name, matching
names will appear as you type. Once the user is found you can click the Share button
next to the user name. This will share the report with that user by sending them an emaiil
with a link embedded, they then have the option to accept this or not and to
unsubscribe completely if required.

On the right-hand side will display any users who this report is already shared with.

Click Done when complete.

Mange my reports

1.

In this area you can see and folders created and any reports that have been saved. This
will also show the following details:

e Report name

e Owner (name and email address)
e Last edited (date and time)

o Type




2. If afolder has been created it will initially be minimised but can be expanded to show
any reports saved within.

3. At the top right of the screen is the Add Folder button. Clicking this will allow you to
create a new folder.

New folder

4. A new window will open, add the name of the new folder

New folder

Folder name

cancel

5. Afthe end of each report is a menu icon, from here you have the following opftions:

e Openreport
e Manage sharing
o Delete

Open report | |
Manage sharing

Delete

6. At the end of a folder the options are different, you only have the ability to rename or
delete the folder.

Please be aware that deleting a folder will also delete any reports saved within that
folder.

7. You must remove any saved reports from a folder before deleting the folder. To do this
click and hold to the left of the report name where the 6 dots are located.

~ Training

DTraining Report




The mouse icon will change to a hand icon and you can now drag and drop the report
to either another folder or out of any folder.

The main menu on the left will now have changed to display the new structure created

with folders and saved reports
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