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CREATING AND SHARING CUSTOM ANALYTIC REPORTS 

1. Analytics allow agencies to analyze their data and create custom reports! To use analytics click the analytics tab at the top and 
then you will see this page (1). Click on “SURVEYS” 

 

!  

NOTE: Only administrative (default) agency users have access to the analytics feature. If you are set to a staff account you will not see the reports or analytics 
feature. If someone at your agency needs to be switched to administrative to use these features please contact us at data@thecouncil.org. 

2. You will be brought to this page (2). To proceed click “VIEWS dashboard.” This will bring you to the template options. 
 

!  
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3. Select the survey you’d like to create a custom template for (i.e., Personal Outcome Measures Adult, Basic Assurances, Personal 
Outcome Measures Child and Youth). (You might not see all depending on what you have access to in the system.) 

4. Next, click “create new view” to create a new template. 

 
5. Add the name for your template. You can also add a description if you’d like. Then select “create view”. 
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6. You will be brought to this screen. Elements are the figures and tables you add to your template. To add your first template click 
“add an item”. 

7. A box will pop up asking you to select the element type you’d like to add with the 3 overarching categories: datagrid, counts, and 
pivot. Once you select one of those it will present you with the types of graphics/tables you’d like to use. Below we will describe 
each type. 
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7.1. Data Grid 
7.1.1.Table 

7.1.1.1.Data Listing - displays a table of text; for example notes or comments fields. 

!  
7.1.1.2.National Data Comparison - a table of data (you can add multiple questions) comparing your organizations’ data 

with the national data and showing the difference.  

!  

7.1.1.3.Negative Count - this shows you the ‘no’ or equivalent answers for binary questions. For example, how many 
people do not have an outcome present. For example, this may be useful to examine disparities. 

!  
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7.1.1.4.Positive Count - this shows you how many people and what percentage have the item answered either yes or 
equivalent depending on what questions you select. For example, if you wanted to see the average number of outcomes 
present for your sample. 

!  
7.1.2.Horizontal Bar 

7.1.2.1.National Data Comparison -  this is very similar to the table except it displays items graphically comparing your 
data benchmarks to the national ones. 

!  

7.1.2.2.Negative Count - this shows you the ‘no’ or equivalent answers for binary questions visually. 

!  
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7.1.2.3.Positive Count - this shows you the ‘yes’ or equivalent answers visually 

!  
7.1.3.Vertical Bar 

7.1.3.1.National Data Comparison - this is very similar to the table except it displays items graphically comparing your 
data benchmarks to the national ones. 

!  
7.1.3.2.Negative Count - this shows you the ‘no’ or equivalent answers for binary questions visually. 

!  
7.1.3.3.Positive Count - this shows you the ‘yes’ or equivalent answers visually 
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!  
7.2. Counts 

7.2.1.Horizontal Bar - this displays the answer options for a single question, including the n and percentages but numerically 
and using a graphic. 

!  
7.2.2.Pie Chart - presents you with another way to display your information via a pie chart to visually see differences in 

percentages 

!  
7.2.3.Table - this displays the answer options for a single question, including the n 

!  
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7.2.4.Vertical Bar - this displays the answer options for a single question, including the n and percentages but numerically and 
using a graphic. 

!  
7.3. Pivot - pivots allow you to examine the relationships between variables. Sometimes they’re called cross tabs. 

7.3.1.Grouped Horizontal Bar - This template shows the relationship between 2 different variables visually horizontally.  

!  
7.3.2.Nested Pie Chart - this allows you to compare the differences between two items using a nested pie or what’s called a 

donut chart. 

!  
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7.3.3.Table - this allows you to find out the n and percentages for all the groups in the crosstab 

!  
7.3.4.Grouped Vertical Bar - This template shows the relationship between 2 different variables visually vertically. 

!  

Note: National comparison templates are not available for the Basic Assurances or the Child and Youth Personal Outcome Measures. 
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8. Once you decide what type of element you’d like to use, click the question box and either scroll to the question/s you’d like to use 
or type part of the name. Once you’ve done that enter what you’d like to name the element and select save. Repeat steps 6-8 with 
as many elements as you’d like to add to the report. 

!   
9. Now that you’ve got your report all set up there are a few other settings you can set up if you’d like. Click the dropdown where it 

says “view elements”. First let’s walk through how to set up filters. To do so, click the “view filters” button.

!   
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10. Filters allow you to filter your reports to only include the data you want and exclude the data you do not want. By default all the 
filters will be available for your report - if you do nothing you’ll have access to them all. In this section of the settings you’ll be 
able to disable some filters if you do not want them to be able to be used by checking off the box to the left of the filter. 
Alternatively you can set filters which automatically filter every time you open the report by setting the default value/s. (Even if 
you do so, you’ll be able to edit them later.).  

!  
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11. The final settings relate to sharing the report. From the options dropdown, you have the options to either share the report with your 
entire organization (all users in the system for your organization; organizational security) or just particular individuals (user 
security). 

!  

12. Let’s start by walking through organizational security - how to share your template with your entire organization. The options on 
this screen may differ slightly depending on what you have access to in the system and what your organization looks like. For 
most organizations, the options will look like the below image. To give access to all power users in your organization (those who 
have access to the reports and analytics sections), click “assign org”. When it appropriately assigned it will show up in the left 
hand side. 

!  
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If your organization has many branches or is set up like an umbrella (or parent/child relationship), your access might look like the 
below image. if this is the case, the top of the umbrella is considered the company (level 3), and all those branches or organizations 
underneath them are considered level 4. If you’d like everyone underneath the umbrella to have access to the report, click “assign org 
& children”. If you only want those administrative users who are at the umbrella level (company/level 3), click “assign org” instead 
for level 3. When it appropriately assigned it will show up in the left hand side. If you need more clarification regarding this contact 
data@thecouncil.org and we will work with you to explain. 

12b
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13. If you’d like to give access to individual users instead of all users at your organization you do so using user security. To do so, 
select the name of the user/s you’d like by clicking on them. They will shift over to the left hand side when they are assigned. If 
you’d like to remove someone select the red X when they’re on the left hand side. Note: only power users will be listed - power 
users are those who have access to the reports and analytics tab. Alternatively, standard users can only access the survey tab. We 
can change a user’s settings if you contact us at data@thecouncil.org. 

!  
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14. Now you’re all done setting up your report - it’s time to use it! To do so we need to go back to the page where you see all your 
templates. To do so, you can either click “views dashboard” or “back”. 

!  
This will bring you back to the page with all your templates (both our standard ones and the custom ones you’ve created). From here 
you want to select the template you just created by clicking on its name. (If you select the pencil it will open it back up to edit it). 

!  
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From there your template will open up displaying all your data! You can then filter your data as you see fit by hitting “applied filters” 
and changing the options. You can also export either just single graphics by selecting the floppy disk icons. Or print/pdf your report by 
selecting “printer friendly view in the top right hand corner” and then on the new page selecting “print this page” and selecting either 
your printer or “print as pdf”. 
 

!
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