
Content Activity Report Step x Step 
 

1. Log-in and select the Admin tab within Quick Links 

 

 

1. Reports tab, then Templates 

2. Expand (+) folders:  1. Content /2. Content Activity/ 3. Detailed by Content 

Click “Edit” 

 
 

3. A. Choose Date Parameters (from and to) 

B. If running report for entire Group click on “Group” & add it to column to the right (green arrow) 

C. If running on individual users click “Users” & choose/ click on user name & add it to column to the 

right (green arrow). 

 
 

4. Click on - Display Options – If you choose to see data more options in your report 
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5. A. Click Save Results to run report now 

B. Click Preview to view your report  

C. Click Save As to save the report in your personal folder  

 
 

6. Rename your report if you wish. Click OK – to continue   

 
 

7. Click ok 

 
 

8. The report database query will run automatically, click refresh until the report can be selected 

(highlighted) 

9. Click to open/download to Excel, manipulate data and Save 
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