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Create and Share Report Center
Bookmarks/Views

This guide provides a step-by-step process for creating and sharing bookmarks/views

in the Report Center.

By following these instructions, users can efficiently save and share customized views,

promoting collaboration and data accessibility within their teams.

Note: Our reporting partners at PrismHR have made us aware that soon "Bookmarks"

will instead be referred to as "Views". For the purposes of this guide, these terms may

be used interchangeably.

NOTE: The Report Center functionality detailed in this guide requires "Explorer"
level access in Report Center.

Saving a Bookmark

1 From within any Report Center Workbook, toggle into "Explore" mode.
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2 Make as many changes as desired in the Workbook. In this case, we have added a
"Pay Group" column.

3 Once all desired changes have been made, click "Bookmarks".
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4 Click "Save as New Bookmark"

5 In the "Name" field, type the desired name of your Bookmark.
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6
Optional: If you prefer to view this new version of the workbook (i.e. "bookmark")
every time you open the original workbook, check the "Set as my default
bookmark" checkbox.

7 Click "Save"
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Sharing a Bookmark with Teammates

8 Follow the steps below to share this bookmark with a teammate who has access to
Report Center.

9 Within the Bookmark view, click "Share".
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10 To share the bookmark you have open, click "Current Bookmark".

11 Click in the "Select users to add" field.
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12 You may select your teammate from the list of available users or you may type
your teammate's name in the search bar to find your teammate.

If your teammate's name is not found, that user may not have access to Report
Center.

Your Client Advocate will assist you in granting Report Center access to additional
users. Please keep in mind that additional monthly user fees will apply.
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13 Click the checkbox next to the teammate's name, then click "Save".


