
Viewing and generating program reports

1
Welcome to this tutorial on Program Reports in Impact Evaluator. Program Reports let
you view participants' Baseline reports, which are their initial evaluations, as well as
Post-Program reports, which show their progress after completing the program.

2 If your program includes more than two sessions, any intermediary evaluations can
be compared in the analytics page.



3 However, Baseline and Post-Program reports are accessible from the reports tab.

4 For this video we will focus on the reports.



5 To get started, click on the 'Reports' tab in the left menu.

6 Next, click on Program Reports in the top menu.



7 From the dropdown, select the program you want to review.

8 This will display the program, and you can click the 'View Participants' button to see
all participants who completed evaluations in this program.



9 You can view and download any Baseline or Post-Program report for each participant
directly from here.

10 Simply select the participant and click View baseline or view program report to
access their report.



11 The report will download to your computer.

12
If you'd like a report that covers all participants who completed the evaluation, you
can generate either a Baseline Group Report or a Post-Program Group Report. For
this demo, weʼll create a Baseline report.



13 Click on Generate Baseline Group Report

14 and give the report a clear, descriptive name—such as the program name and date,
to make it easier to identify later.



15 Once youʼve named the report, click Generate PDF Report.

16
Youʼll see a spinner at the top of the page, indicating that the report is being
generated. You can stay on the page and wait, or return later when the report is
ready. Youʼll also receive an email notification once the report is complete.



17 When the report is ready, youʼll find it under the 'Group Reports' tab. 

18 Click on the dropdown to see all the available program group reports.



19 Simply click 'View Report' to open and review the report youʼve generated.

20 The report will download to your computer.



21 The process is the same if you want to generate a Post-Program report.

22 Just follow the same steps and choose 'Generate Post-Program Group Report'
instead on the Program reports tab.



23
And thatʼs it! You now know how to view Baseline and Post-Program reports for
individual participants and generate group reports for your programs in Impact
Evaluator. Thanks for watching
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