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Reporting

Navigation
Access Report Central, 
Ad-Hoc Queries, and the 
Dashboard tool through 
the Reporting menu.

Dashboard Tool
The Dashboard tool allows 
users to monitor key data 
in the following three areas:
•	 Form Responses
•	 Adverse Events
•	 Patient Study Status

Report Central
Report Central offers a wide 
variety of out-of-the-box reports 
that provide account, financial, 
patient, and study information.

Ad-Hoc Query Browser
The Ad-Hoc Query browser allows 
users to create and save custom 
reports based on system datasets, 
user-created forms, and fields.
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Report Central

1.	 Select Report Type – Select a Report Type from the dropdown menu.
2.	 Report List – Select a report from the available options. Options change 

depending on the report type selected.
3.	 Filters – Apply filters to the report as needed.
4.	 Display - Pull the report by clicking the Display button.
5.	 Download as CSV – Click to export a CSV version of the report with applied filters.
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Export Reports
After generating a report, you can 
export or print a copy by clicking on 
one of the available options at the 
top of the page. Note: Export options 
may vary across specific reports.

From the Reporting 
dropdown, select 
Report Central.
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Ad-Hoc Queries

Configure all five elements of your ad-hoc query.

1.	 Select Report Type – Used to define the report type, the 
report target (e.g. patient population, study, etc.), and any 
specific forms that the report should use to generate data.

2.	 Select Fields – Used to define the specific fields that will 
be used to feed the report data output.

Continued on next page

Report Type Description

Study Pulls data associated with studies. (e.g. budgets, 
milestones achieved, study arms, etc.)

Patient Pulls data associated with patients. (e.g. 
Demographics, patient form data, etc.)

Account Pulls data associated with the entire account. (e.g. 
usage audit, groups, organizations, etc.)

1 2 3 4 5

Ad-hoc queries are used to create custom reports from the patient, 
study, and account domains. Ad-hoc queries are the only means to 
pull data captured by Account, Study, or Patient forms.

Click the Create 
Report link to build a 
new Ad-Hoc Query.

From the Reporting 
dropdown, select 
Ad-Hoc Queries.
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Ad-Hoc Queries (continued)

3.	 Filter Criteria – Defines the filter 
criteria that will be used to restrict 
and define the data that appears 
in the report.

4.	 Sort Criteria – Determines the 
sort criteria that will be used to 
establish the order in which the 
data is displayed in the report.

5.	 Preview & Save – Finalizes the 
report by defining the filename, 
header/footer, and sharing details. 
Click Display to preview the report 
and then save by entering your 
e-Signature and clicking Submit.
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Ad-Hoc Queries (continued)

2
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1.	 Search – Use the available Report Name, Report Type, and Study fields to search for a specific Ad-hoc query.
2.	 Create Report – Used to create a new Ad-hoc Query. 
3.	 Display and Export – Display the report in a normal or linear format, or export to a Microsoft Word document or Excel spreadsheet.
4.	 Edit – Used to modify saved Ad-hoc Queries. 
5.	 Copy – Used to create a copy of an existing Ad-hoc Query.
6.	 View and Delete Filters – Displays Filters that have been applied to that Ad-hoc Query. There is also an option to delete the filters 

from the report using this tool (Note: This is the ONLY place to delete filters).
7.	 Delete – Deletes an Ad-hoc Query.
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Dashboard Tool

Search Results
Monitor key study data entries under 
the Form Responses, Adverse Events, 
and Patient Study Status tabs.

Response View
View, edit, or open queries for selected 
form responses, adverse event 
entries, and patient study statuses 
using the Response View page.

Export Search Results
Click on one of the labeled buttons 
at the top of the search results page 
to export the search results table.

From the Reporting 
dropdown, select 
Dashboard.

Save Searches
Click the Save icon to save your search 
criteria for easy use at a later date.

Study Search
Search one or more studies 
by typing the study ID into 
the New Search panel.

The dashboard tool is used to monitor and 
manage key data for Form entries, Adverse 
events, and Patient study statuses.

Note: 	Only permissioned users will 
observe an edit icon. Continue to 
the next page for additional steps.
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Dashboard Tool (continued)

Revise Data
Make virtually any data change necessary to the 
original form entry from the Response View page.

Add Queries
Queries allow permissioned users to 
document questions they have about 
any form response, adverse event, or 
patient study status entry. Click the 
Add New link to add a new query.

Respond to Queries
Add updates and change the query status 
by adding a response. Click on the field 
name link to add a new query response.
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