
Client Guide: Reports



Here you can see how many completed applications have not been downloaded
and exported yet. This will be displayed as:

Reports - Completed Applications
The Reports page allows you to export completed application data as a CSV file. 
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The completed application reports include:
Organisation Name 
Package Name and Details 
Applicant Job Title
Applicants Personal Details (Name, DOB, Address, Email Address)
Application Start Date
Application Status 
Completion Date and Result (E-Reference Number and Disclosure Number)
CBS Reference Number / Export Reference Number 
Custom Fields 

To export completed applications, simply click the green button and an export
will appear on the page for you to view applicants and download a CSV File
containing all applications that have recently completed.

Any exports will stay on this section for you to access at a future date. 
Click                          to re-download a copy of previous reports.

To view the applications included in each report, click
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To create a custom report:

1. Select                                                                                      and choose a field from the
list provided. This will give you the option select the information you would
like to pull from the system. 

Reports -  Custom Reporting
You can also create, customise, and save reports based on your organisation’s
reporting requirements. Custom reports can be created whenever needed and
saved as templates for future use.
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2.Select 
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Reports -  Custom Reporting
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3.To refine your results, apply filtering criteria to narrow down the information
displayed. Depending on the type of data selected you will be given a range of
options such as: 

4.You would then either need to choose a date, manually type in the field or select
an option from a dropdown menu to define your filter criteria. 

5.You can add multiple filters to a single report to further refine your results.
Whenever you update or add filters, select “Refresh Report” to display the latest
results. 
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Reports -  Custom Reporting
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6.Reports can also be exported for use outside of the system by clicking: 

7.Once your report has been configured, click                         . You can save it with a
chosen name, allowing you to reuse the same report template in the future. 

8.To locate the report template again, look for the report name in the dropdown
option under Custom Report. 
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