LEADVIASTER

Reports

Report Wizard tab

Create Report

Report Name — Unique & Identifyable ex. Wgname-report name-creators name

Select from Report On dropdown

Initially, while creating/testing select “No” for the “Is Public” option

Leave “Report Sequence” blank

Select Workgroup(s) on left and “Add” to the right “Assigned To:” box

Click Next

Select from the “Available Fields” on the left and “Add” to the right “Fields in Report” box
Click Next

On the “Design Report — Choose Default Sort” select the field(s) you wish the report to be sorted
by

Click Next

On the “Design Report — Include Custom Form Fields” screen select whether you would like to
add fields from a custom form.

On the Custom Form Fields screen select the type of Form from “Step 17, then select the form in
the “Step 2 list. Click Retrieve Select Form

Custom Form Fields

STEP 1 - Choose the forms to display
H Web (WB) B Supplemental Data (SD)
B Sales Update (SU) M Feedback (FB)

When finished, click "Next >>" to register field selections.

B Pre-Registration (PR) Ml Post-Registration (PO) [ Cancel ] [ <<Back ] [ Next >>
M Opportunity (OP)

STEP 2 - Select the form you wish to select the fields from

Retrieve Select Form

When the Form displays select the questions you wish to include in your report.

Form #1 Web Form Sample
section label

[] This is just a label

[] what is your favorite color?

purple Red
Blue Green

[J Do you need widgets?
Yes No
[ text field
[ Checkbox
one two
[ summed questions
[ first amount
[J second amount
[ file upload
[ this is a date field
[ Please indicate the Expo location you wish to attend.

Pittsburgh, PA - ... Rochester, NY - T...
Albany, NY - Tues...
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