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Processing Steps:
Before building a custom report, there are several questions you should ask to help you design the report: 
· Where is the data I need? 
· What view of the data do I need? 
· What fields should be displayed? 
· How should the data be grouped and sorted? 
· How should the data be filtered? 
· How should the output be displayed? 
· Who is this report for? Who should report be shared with? 
· Is there an existing report that can be used as a starting point? 

You can use the Create Custom Report task to create a custom report. When creating a report, you must specify the Report Name, Report Type, and Data Source. You can also select the Temporary Report and Web Service Enable options.

 
	Reminder: A user’s access to data sources drives data source selection for the report.

Note: Selecting the data source determines the primary business object for the report. Once a report is based on a primary business object, you can only change the report’s data source to another data source on the same primary business object. You cannot change the primary business object for a report. 
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1. Temporary Report-means that the report has a defined period of time before it expires and becomes eligible for deletion in the tenant
2. Web Service Enabled-enables use in outbound integration (Reporting-as-a-Service),

REPORT NAME 
As a best practice, you should establish a naming convention to make your reports easy to find. 

REPORT TYPE 
Report Writer provides the following report types for creating custom reports. 
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DATA SOURCE 
When creating a custom report, one of the most important decisions is selecting your report’s data source. This data source drives the primary business object for your report as well as the ‘view’ of that data. Data sources provide the starting filter for your report. You can search on data sources by name, category, business object, or a combination of category and business object.

Once the report opens you can now start to edit: I chose advanced however I would recommend testing on Simple and them moving to advanced where you can create much more complicated reports.
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You can also sort, Filter, Subfilter, Prompt, Output, Share and Advanced
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When your report is done make sure you aren’t getting any errors by testing it.  
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NOTE-If you want to share this report:
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Option Description

Allows you to display data from the primary and related business objects.
You can also sort and filter the data, show groupings, display subtotals and
a grand total, add charts, enable the report as a worklet, share the report
with other users, and enable the report as a web service.

Advanced

Allows you to combine several existing Matrix or Advanced reports into one
Composite report. Each report is considered a sub-report and each replort can have its
own data source. It also provides advanced formatting options.

Forms the foundation for custom analytics. It allows you to group data,
Matrix summarize the metrics for each grouping, and drill into the summarizations
for further analysis.

nBox Counts the data and displays the results in a two-dimensional matrix.

Displays search results based on values selected for facet filters on the

Search report.

Provides straightforward design options for the beginning or occasional user
Simple to create reports quickly and easily with limited options. It allows you to
display, sort, and filter data from the primary business object.

Interchanges the rows and corresponding columns on the report. This

Ullijpiesizl allows you to create reports that enable side-by-side comparisons.

Similar to a matrix report, but with a time period element. It is commonly
Trending used to report and analyze trended worker data, like headcount and attrition,
over time.
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