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Information

What is a Report Definition?A report definition is an outline of what is to be included in a report, time period(s) data is to be pulled from,
and how the results are to be organized and displayed.

Users with admin report privileges have the ability to create and edit a report definition(s). Once a report
definition has been created, users have the ability to share that definition with subunits by clicking the option
to "Share this report with all sub-units." In doing so this allows users with admin or viewer report
permissions to generate the report for their specific unit.

This is useful if you have an annual report that should follow a specific format. Rather than having each unit
attempt to create their own outline, simply share your report definition and have users in other units run it. In
doing so, each unit will be supplied with data for their specific unit outlined and organized in the format you
supplied.

Shared Report Definition & Date RangesAn option exists in the report definition to either narrow your results to a specified time period or see results
across all time. If you have shared this report definition with sub-units it is import to know the needs of those
utilizing the report definition as it relates to time.

In many circumstances, those making use of your shared report definition will want to adjust the date range
to narrow their scope of focus. Users that have admin report access can simply go in and adjust the date range
within the settings of the report definition. However, users that have view-only access do not have the ability
to make edits to a report definition and therefore cannot adjust the date range.

In order to allow users with viewer permission to adjust the date range of your report definition you will want
to perform the following steps:

Select "Restrict results to specific dates" and provide a start and end date.
If the option to change the start and end date have been enabled, but no default start and end date
have been provided, users will not be given the option to customize the report date range.

Enable “Allow dates to be changed when this report is generated.”



And that's it, now when you share your report users will be able to customize the date rage right from the
report list, as shown below.

Once a user clicks on the "Customize Dates" button they will be brought to the screen below where they are
able to adjust the date range. It is important to know when users customize their date range using this option
it will not change the default date within the report definition itself.
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