
 
Select Pick Team(s) to report on: for 
specific teams to include in report. 
 
5. Select Person(s) to include in 

Report…yourself in this example. 
 

6. Select Year. 
 

7. Select Program Areas: check box 
for specific program area teams 
(optional). 
 

8. Select the desired report, Summary 
of Individual Statistics; Summary of 
Individual Narrative Data; Individual 
Impacts; or Success Stories. 

 
Note:  Each report type should be 
generated separately.   
 
The Individual Impacts report includes 
Summary of Individual Impacts (numeric 
and narratives) and Success                                  
Stories.  
 
 

Note: Hold down the CTRL + Click for multiple teams; or use SHIFT + Click for sequential range of teams 
to include.  You may repeat the process in order to retrieve the other 3 individual report types. 
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9. Print Report 
The report will appear in a new 
browser window.  To print report, 
select Print button. 
 

10. To continue generating reports, close 
the report window by clicking the 
Close Window link below the Print 
button. 
 

11. Repeat steps 4 through 9 as needed. 
 

 
Note:  Once you have completed 
generating Individual Reports, return to 
the Reports Menu to select another 
report, or Exit System. 
 
 


