
Creating a report to specific team members usage  

 

Objective: To generate a report on the total amount of cases one team 
member has been assigned, breaking down the total amount of current 
open and closed cases whilst giving an overview of average response time 
of a team member.  

1. On the Reports page, click New Report, search for Cases and select Start Report 

 

 

2. Under the Columns section on the left, add Case Number and the new column will 
appear in the report. Drag the column to the beginning of the report. Click refresh to 
see the changes. 



3. Go to the Filters, select Opened Date > Customize and then set start date from 7th 
April then click Apply. Click ‘refresh’ to see the changes.  

 
 
 

4. In the filters search bar, search Case Owner, set Operator to Equals and type the 
name of the person you are creating the report for then click apply. Click refresh. 

 

 



5. Click the arrow on the Age column > click Summarise and then Average 

 

 

6. Click the arrow on the Open column > click Group Rows by This Field 

 



7. Click Add Chart and then go to Chart Properties which can be found by the little cog 
icon above the chart, to the right. 

 

 

8. Click the chart you would like to use (here I’ve selected donut), title it ‘Total Cases’, 
change the Value to Record Count, ensure Sliced by is set to Open and tick Show 
Values. You can then Name the report after the person on the left-hand side (rename 
it from ‘New Cases Report’ and click Save and Run on the right-hand side. 

 

 



Report Duplication: 

Once you have complete one person’s report, you can duplicate this by:  

1. Open the report you’d like to duplicate  
2. Clicking the arrow on the Edit button 

3. Click Save As and save the new report as the next person you are creating one for 
4. On the new report click Edit, go to the Case Owner filter and change the name to 

the person who you would like the report to apply to.  

 

 

5. Click Save and Run and the report will automatically update with the new 
persons data. 


