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How to View and Download Reports via
SiSense
This guide provides a straightforward process for viewing and downloading reports,
ensuring users can efficiently access and analyze important data. By following the
step-by-step instructions, users can navigate the reporting system with ease, making
it a valuable resource for anyone needing to generate and customize reports quickly.
Whether for tracking candidate invitations or enhancing data management, this
guide simplifies the task, saving time and effort.

1 Click Reports
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2 Click the Reporting Library folder to view the reports available

3 If you need to increase the width of the reports screen, you can click Increase
Width
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4 If you would rather view the SiSense reports in a separate tab, click Open SiSense
in new Tab
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5 Click one of the reports to view the data

6 To download/export a report, click the 3 dots icon
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7 Click Download
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8 Select the format you require

9 Reports can be filtered by clicking one of the available filters in the toolbar on the
right
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10 Clicking a filter, will then allow you to filter de-select datasets you do not wish to
see
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11 Click OK to apply the filter

12 You can use the scroll-bar at the bottom of each report to see all the columns
included in the report
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13 You can also click through the pagination buttons at the bottom of the screen for
reports containing more results than can be showed per page
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14 To remove any filters you have applied, click this icon to remove all filters


