
 

How to Run Reports in the 

Client Portal 
 

 

 

From the Dashboard click Reports 

 

 

 

 

 

 

 

 

 



 

List of Reports  

 

Click a Report or View button 

 

 

From date � you can type in the date or pick the calendar  

If you do not have specific dates required, you can leave the from to dates blank 

Each report has different filters. 

Click the down arrow under each filter to see the options 

Example is Customer 



 

 

With the report on the screen you can Export the data 

 

 

Click Export � the button is in the upper right corner 

The options are  

Excel and PDF (landscape) 

Excel 

Pick a file name 

Once saved you can open this Excel spreadsheet from  

Downloads 

Or the location you saved the file 

 

 

Click Export 

PDF (Landscape) 



 

Name and Save the File 

 

The pdf is in landscape format  
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