
How do I change the name of a report I've just
copied?
Last Modified on 11/25/2024 2:51 am EST

NOTE: You can only change the name of a report once you've copied it. You can also change the name more than

once (be careful of doing this if your report is visible in more than one event or to multiple offices).

1. Navigate to the Reporting Panel.

2. Locate the report you've just copied.

3. Double-click on the name of the copied report (see image below).

You'll see a box around the name of the report, and the pointer cursor will change to a text cursor.

5. Enter the name of your new report, overwriting the existing name. You can use backspace and/or delete if you need

to.

6. After editing, click outside the box and the name change will save.


