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Generating Team Reports

Interested in how your Team is utilizing the App?
Follow these instructions to generate your custom Team Report!

Step #1: Launch “Reports” in backstitch Reader

1.

In backstitch Reader, select

Organizational Admin from the @ Dashboard
Hamburger menu. Onboarding

& Team Members

. £22 Topics Ea Reports
. Select Reports on the left sidebar.

[ Internal Sources Reports

0 Mobile Apps Vosty i Resul
Select Team Members on left side SR ost Viewed Resuts
Screen . # Theme Email Statistics /

© Support

Step #2: Select Report Details

1.

. Once the Team has been selected,

Under the Team Member Details header, —
select the applicable Team. o

Work In Progress

[ Checkmark ] each box to display the desired

attribute in your report.

Note: You must click on an attribute in order for the
[ Save ] button to be available for selection. \

When completed, select [ Save ] at the bottom of the
page.
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Step #3: Generate Report
1. To send Report via email, select
[ Yes ] under “Report Export.”
Select desired “Time to Send,”
“Timezone,” “Day of Week,” and
who to send the Report to.
Select [ Save ]

Team Members

(@ Duplicate) (& Downioad

Report Export

Send report email: <«

Send report to:

Time to send:
Midnight

Timezone:
(GMT -11:00) Midway Island, Samoa

Day(s) of week to send:

Mon  Tues  Wed  Thurs  Fri  Sat

—> (oo

sun

To download a Report instantly, select [ Download ] in the upper right corner.

Pro Tip: For easy editing, open the Report in an Excel document!

Step #4: Format Excel Document
1. Format fonts, column/row
width, and order.

2. Filter information by

Home Insert Draw Page Layout Formulas Data Review View
[ <] Connections A - Clear
= = | | v ¥ A ﬁ
= | = = | R Propertie Z R
From  From MNew Database Refresh E Sort  Filter -
HTML  Text Query All Edit Links s Advanced
2. Select all 1. Select "Data” 3. Filter

columns:and:rows

Alw:-"’ﬁ—
A B &

E

positioning cursor on top left

:|

-I%IMB

email address

E department_name E

cell (A1), select
[ Data ], and [ Filter ]. This

allows you to organize the data as it is most helpful for you!

Pro Tip: Generate Reports to analyze User Account usage, Users by

Department, Users by Device and more!

Step #5: Understanding User Report - Key Elements

1.
2.

Email Address: Email associated with User ID
Display Name: Name associated

with User ID.

Created At: Date account was
created.

Last Request At: Date account was
last accessed.

Devices: Outlines the devices that each user has accessed.

a.
b. Web - Web application

c. App - accessed the application via mobile device

iPhone, Android - mobile devices (currently logged into app)
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