
    

 

Building a Custom Report 
 

You can build a custom report of your library’s survey data through the report builder, 

located within the data dashboard.  

 
 

The custom report is designed to allow you to select what survey data to include in the 

report by applying specific filters to your library’s dataset. Filters include survey topic 

and type, program date or date range, program name, and survey name. These filters 

relate to the same information you entered when creating the survey.  

In addition to applying custom filters, you can also apply light customization to your 

report by choosing to include a list of specific program details, adding a custom 

narrative, and adding a logo.  

The custom report is formatted so that you can easily print, download, and share your 

survey results with stakeholders.  

To build a custom report, you have two options to start the process. From the survey 

management tool, click the “Build a Report” button to open the report builder in a new 

tab. Or, from the data dashboard home page, click the “Build Report” button to launch 

the report builder.  

The report builder will walk you through seven steps. Some of these steps are optional. 

There will be instructions on the screen for each step telling you if the information is 

required. There are also helpful screen-tips for each step, which you can hover over for 

a more detailed description of each question.  
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Step 1: Select Report Location 

The first step is to select the report 

location, which is a required filter. If 

your library has more than one library 

or location, you can choose to select 

the option for all libraries, or choose a 

single library from the drop-down list. 

Any custom locations that you have 

entered in the system will appear in 

this list. It is not possible to choose 

more than one single location. If you 

are not sure which location was set 

for the surveys you want to choose, 

then you may want to select the 

option for all libraries at the top of the 

list. All location options will appear in 

the list regardless of whether there is 

any survey data for that location. For information about managing your library’s 

locations, view tutorial on accessing your library’s account information. 

After selecting the location, click the arrow on the right side of the screen to continue.  

 

Step 2: Select Topic  

The second step is to select the 

survey topic and type. Both of 

these filters are required.  

Select the survey topic from the 

list. Then choose whether you 

are generating a report for your 

immediate or follow-up surveys. 

You can only select a single 

topic and single type for one 

report. 

You will see that your selections appear at the bottom of the report builder navigation 

window.  

Once you have selected the survey topic and type, you can proceed to the next step.  

https://www.projectoutcome.org/modyules/119
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Step 3: Select Date Range and/or Program(s) 

The third step is to select a 

program date or date range to 

filter the data, as well as to 

choose a program name or 

multiple program names. Both of 

these filters are optional.  

The date or date range 

corresponds to the program date 

entered when creating the survey. 

If you would like to limit the report 

by program date, then choose a date or date range using the calendar tool. 

The program name refers to the program name you entered during Step 2 of the survey 

creation process. To enter a program name, click the field or begin typing the name of 

the program and a list of options will appear showing program names from your chosen 

survey topic and type. Simply click the name of the program to add it as a selection. 

You have the option to select multiple program names. This filter will roll up data from all 

surveys with the selected program name, so if you ran multiple surveys using the same 

program name you could select all of those results using this filter.  

Also included in this step is an option to include a full program list in the final summary 

report. This would list each program that was surveyed, including the program name, 

survey name, attendance, and response rate for that survey. This box will be checked 

by default. If you do not wish to include the program list in the report, click to uncheck 

this option.  

When you have finished step 3, click the arrow to move on to the next step. If you have 

no further customizations, you can skip straight to the last step to preview the report.  

https://www.projectoutcome.org/modyules/122
https://www.projectoutcome.org/modyules/122
https://www.projectoutcome.org/modyules/122
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Step 4: Select Survey(s) 

Step four is to select a survey or 

multiple surveys. This filter allows 

you to choose the specific instances 

of each survey you have run in the 

system.  

In order to use this filter, you need to 

have chosen at least one program in 

the previous step. You will see the 

filters already chosen in the area at 

the bottom of the report builder 

navigation window.  

If you need to return to the previous step, click the left arrow in the report builder 

navigation window. 

To select a survey, click the field to see a list of surveys that are connected to the 

program names chosen in the previous step. The drop-down list is organized by survey 

name, which corresponds to the survey name field in Step 3 of the survey creation 

process. Survey names are unique and represent a single survey. You can choose one 

or multiple surveys in this step. Only surveys that have response data entered will 

appear in this list. Click the name of the surveys you wish to include to add them to the 

report.  

If you wish to include all surveys that meet the existing filters chosen in previous steps, 

then you can skip this step and leave this field blank.  

When you have finished with step 4, click the arrow to move on to the next step. If you 

have no further customizations, you can skip straight to the last step to preview the 

report.  
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Step 5: Write Custom Narrative 

 

Step 5 is where you can add in a 

short custom narrative called the 

purpose statement, which is 

optional. The purpose statement 

will appear at the beginning of 

the report and is where you can 

include any specific information 

about your library’s intent or 

process for measuring outcomes.  

If you wish to include a purpose 

statement, simply type it into the field. There is some example text included, which you 

can insert and modify by clicking the button below labeled “Use Example Text.” The 

purpose statement is limited to 250 characters.  

 

Step 6: Select Logo 

Once you have entered your 

purpose statement, click to move 

on to the next step.  

Step 6 allows you to include a 

logo, and is optional. The default 

will be to not include a logo. 

However, you can select from 

any of the logos you have 

previously uploaded to the 

system to include on your surveys (for information on adding logos, see this tutorial). The 

logo will appear at the end of the report.  

If you would like to include a logo, click the radio button next to the logo you would like 

to include, and click the navigation arrow to continue.  

 

https://www.projectoutcome.org/modyules/119
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Step 7: Preview 

The final step is where you can 

preview the report. You will 

also see all of the criteria that 

you used to build the report.  

Before you preview the report, 

you can choose to add relevant 

open-ended responses to the 

report or export open-ended 

responses as an XLS file.  

To add or export open-ended responses that correspond to the report, click the button 

to “Add or Export.” A pop-up will appear showing a list of questions and responses, 

along with corresponding survey data. These responses will already have the same 

filters applied as what you have selected for the summary report. You can choose to 

apply further filters if you wish to narrow your selections.  

 
 

You have the choice to select all the responses shown, or only some of the responses. 

You can choose to select only a few responses that best highlight the patron feedback 

the library received. Keep in mind that the more responses you include, the longer the 

report will be.  

Once you are happy with the responses you have chosen, click the appropriate button 

to either export the responses to an Excel file or add them to the summary report.  

The process for exporting open-ended responses from the data dashboard tools is 

covered in more detail in another tutorial.  

https://www.projectoutcome.org/modyules/150
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Preview Your Report 

Click the button to preview your report and the preview will open in a pop-up. You can 

view each page of the report by clicking the arrows in the upper right corner to go 

forward or backward. Most reports will be a minimum of three pages long.  

 
 

If you would like to make changes to your filters or your customization options before 

printing or saving the report, click the button to “Edit Report Criteria” to go back to make 

adjustments.  

 

Add Custom Content 

At the bottom right of the report preview page are options to add custom 

pages and custom content. First, add a custom page by clicking the “+ 

Before” or “+ After” button to add the new page before or after the page 

you are currently viewing.  
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Once you have added a new 

page, you can add previously 

saved content or text to the 

new pages of your report. To 

add content, click on the “+ 

Content” button. You will be 

able to choose from 

visualizations you saved from 

the data dashboards. Once 

your selection is made, click 

on the “Add to Report” button.  

To add custom text to your report, click on the “+ Text” button. This will bring up a text 

box. You can put the text anywhere on the new content page and change font size, 

format, and color.  

Save or Print Your Report 

To print a paper copy of the report, 

click the “Confirm & Print” button to 

the right of the report and follow the 

prompts on your screen to select a 

printer and complete the print job.  

You can also choose to save the 

report to your local computer as a 

PDF, so you can access it later or 

send it as an email attachment. To 

save the report as a PDF, you will still 

use your computer’s printer function. 

Click the “Print” button and then select 

the correct option to “Save” the file as 

a PDF. Then select the location to 

save the file.  

The details of what is included in 

Project Outcome reports is covered in another tutorial.  

https://www.projectoutcome.org/modyules/144
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