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Profile Reports



Getting 
Started

To access your reporting page, click on Administration 
on the menu to the left of your dashboard to expand 
the dropdown, then click on Reports.



Activity Reports 
Section
The first section you will see in Reports is the Activity Reports 
section. Here you can access reporting on faculty profiles, 
activity input data, and more. 

To start pulling profile reports, click on Profile Report.

Depending on your levels of access, you may 
see this pop-up window appear after 
navigating to the Reports page. Select the 
access you need and click Okay to continue.



Select a Category
To build a report, you will start by selecting the information you want to see. 
For this example, we will be running a Degrees report. 

Click on the dropdown beside Activity under General. This will expand the list 
of profile categories you can choose from. We will be selecting Degrees.



Select Faculty
To select specific faculty members, click the Select Faculty button.

From the pop-up window, you can narrow down the faculty 
whose information you need to capture in a report. You may 
choose to Select Individual Faculty, change the Unit to a 
particular department, or change the timeframe or Employment 
Status. 

If you are pulling a report for all faculty 
in your subdivision, skip this step and 
continue forward. 



Build Your Report
When you have set your desired filters, click the Build Report button. 

Your report will generate as below. If you wish to change any of your filters, 
click the Refresh Report button to update the report.



Download Your 
Report
Click on Actions in the top right corner to expand the dropdown, then select your preferred export type to 
download your report. 

Choosing Excel is the recommended option for large exports.



Activity Input 
Reports



The majority of reporting is pulled from the Activity Input reports. To 
run reports on faculty activities, select Activity Input Report on the 
reports page.

Activity 
Reporting



Select a Category
Under the General filter, you will need to select an activity category by 
clicking on the dropdown beside Activity. For this example, we will select 
Teaching. 

Here you can also change the Unit and the timeframe captured in the report.



Activity Classifications
Activity Classifications are helpful in narrowing down specific information 
you�re trying to capture in a report. To add an activity classification filter, 
click on Select to expand the dropdown, then choose the classification 
needed. Depending on the one you select, there will be a list of filters to 
choose from to narrow down your results.



Build Your Report

Once you have applied the 
appropriate filters, including 
selecting faculty if needed, 
click the Build Report 
button. 

You will then need 
to click on the 
number at the 
bottom of the 
Total column 
twice.



Additional Filters Now that your report has generate, you may notice some additional 
filters have populated specific to the activity category. Apply any as 
needed and Refresh Report. You are now ready to export.



Reporting Help
If you need more complex reports, please reach out to us at facultyaffairs@uwyo.edu with 
details about your request. 


