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Reports: Creating Reports 

 

Reports & Alerts > Reports 

Users with administrative entitlements to the Reports function 

in WealthscapeSM can create new firm reports to be shared 

with their firm users. Additionally, entitled report users can 

create new reports or edit existing shared reports. 

Select New Report. 

Alternatively, select New next to a category name to create a 

new report in that category. 

Select a report category and subject area; provide a report 

name and other details, such as an output and a schedule, if 

preferred.  

If you want users to be prompted to enter report criteria each 

time the report is run, such as a date range, select Prompted 

Report. Prompted reports cannot be scheduled. 

Use the Define Criteria section to add (or remove) report 

criteria and criteria values.  

Use the Manage Display section to add (or remove) columns 

from the report and to select sorting and grouping options.  

To include a distinct  row count for one column on the report, 

select Include Dist Cnt, where available. Only one eligible 

column can be selected. 

To include a total row count for any groupings on the report 

and for the whole report, select Include Row Count. 

To format the PDF output of the report, select Format PDF.  

Select Save or Save and View. To view the report without 

saving, select View.  

• As an administrator creating a new firm report, you can 

distribute the report by assigning it to user profiles (not 

shown). 

• As an entitled user, to edit an existing  report, select a listed 

report you want to copy, and then select Edit. Enter any 

changes to the report criteria and its options. Select Save 

As to save the report with a new name (not shown). 
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