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Chapter 1

Sigma Report Center: What's Changing From
|lzenda to Sigma

What’s Changing in Your Reporting Experience?

We're upgrading the reporting and analytics experience inside ClientSpace by moving from Izenda to
Sigma Report Center as our embedded analytics engine. Sigma Report Center is fully integrated directly
into ClientSpace just like Izenda is today but it brings a more modern, intuitive, and flexible experience
for exploring your data and building reports.

Here's what you can expect.

A More Modern, User-Friendly Interface

Report Center uses a clean, spreadsheet-style interface that makes working with data feel familiar and
intuitive, even if you're not a technical user. This interface is designed to make it easier to sort, filter, and
explore data without needing SQL or advanced training.

By comparison, while Izenda is also web-based and accessible, many users find its report creation
interface less intuitive and harder to use for everyday analysis. For instance, Report Center reports
appear on a Home Page as a series of tiles and under each tile, you can store unlimited views which are
customized subsets of the orginal report. This makes for a much cleaner interface and far better
organization of your reports over Izenda.

What this means for you:

You will spend less time figuring out how to build, adjust or locate a report and more time actually
analyzing your data.

Faster, Real-Time Data Exploration

Report Center connects directly to cloud data warehouses, allowing you to work with live data in real
time. There's no waiting for data extracts or slow refresh cycles. Changes you make to your report or
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dashboard update instantly because they are powered by cloud-native performance.

Izenda supports embedded reporting well, but it does not offer the same cloud-native, real-time model
Sigma Report Center provides.

What this means for you:

Your dashboards and reports will feel faster and more responsive, especially when exploring large or
complex datasets.

More Interactive Dashboards

With Report Center, dashboards are designed for flexible, interactive analysis. You can easily drill down,
adjust filters, and explore trends without switching screens or jumping through multiple menus.

Izenda also offers embedded dashboards, but Sigma’s cloud-enhanced visuals and user experience
provide a more modern, fluid interaction style.

What this means for you:

You'll be able to answer questions more easily on your own from directly inside your existing
dashboards.

Still Fully Embedded in the Application

Just like Izenda today, Sigma Report Center will be fully integrated into ClientSpace as its own module.
With a few simple configuration steps, you will be able to simply add "Report Center" to the menu bar
of ClientSpace. Additionally, you can sync existing ClientSpace roles to Report Center and easily assign
Report Center license types to ClientSpace roles and manage workbook (i.e., report) access.

You can also set reports (or report elements such as charts and tables) as ClientSpace widgets, custom
modules and custom dataform links.

What this means for you:

» No additional login

No switching to another website

No new navigation structure to learn

A straightforward way to assign report access

The ability to fully integrate reports into ClientSpace as widgets and dataform links.
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In Summary...

Sigma is integrated into ClientSpace, supported by the same permissions and workflows as the rest of
the application. You will get a more powerful reporting tool within ClientSpace. You will get simpler,
more flexible ad-hoc analysis as Sigma is designed for on-the-fly analysis and encourages users to
explore data freely using its spreadsheet-like layout and no-code capabilities.

Note: Izenda supports ad-hoc reporting as well, but some users find the workflow more rigid or harder
to modify when exploring data.

Because Sigma is built for both business users and data teams, dashboards and reports will look more
consistent and behave more predictably across the application. (Even the filter drop-downs on Sigma
Report Center reports work in ClientSpace. Users can filter data on-the-fly.) Sigma’s design helps ensure
that all embedded dashboards share the same modern visual language and interaction patterns. You'll
see a more cohesive reporting experience across the platform that is cleaner, clearer, and more unified.

What this means for you:

« User Interface - More intuitive, spreadsheet-like design in Sigma versus Izenda’s more complex
Ul. Modern, interactive dashboards offer deeper exploration capabilities.

» Performance - Real-time, cloud-powered responsiveness with Sigma.

 Full integration - Sigma is fully embedded like Izenda. No new logins or external navigation.

« Overall Experience - A more modern, intuitive, and faster analytics environment inside of the
ClientSpace application.

Related Topics:
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Chapter 2

Report Center to ClientSpace Integration
Configuration

This chapter details how to configure the Report Center platform for ClientSpace in just a few easy
steps.

You will learn how to:

» Designate a Report Center Administrator
o Add the Report Center module to ClientSpace User Profiles
» Assign License Types to users in Report Center

» Sync Roles and Assign License Types to Roles and Reports

Also included in this section:

» Report Center User Maintenance

Step 1: Designate Report Center Administrators

The first step in implementing Report Center is to allow your Report Center Administrator(s) access to
the system. Users with Administrator access to Report Center are able to manage users and roles in
Report Center. They can see and access the Users and Roles links on the Report Center navigation
pane:

Report Center Implementation Guide © 2026 PrismHR 8
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X

(@ Home Report Center

| 2 Users

2 Roles = Search xX Q = o
?  Help v

Note: You must be a Global Administrator or above in ClientSpace to configure Report Center
Administrator access.

To designate a user as a Report Center Administrator:

1. Go to System Admin £ > Resources > Users.

Search Q Glorrie Crum,
Logout
My Profile Ses Resources
Action Cen  Modules &  Users  Personalization
e L‘;l o System Admin

The Users dashboard displays.

2. To edit a user account, highlight the row and click & (Open) or Edit.
The User Details form opens.

3. Under "Administrator Settings”, select Report Center Administrator in the Reporting Profile field.

@ User Details sare
Administrator Settings

Global Admin Password Never Expires
[] = Change Password Next Login [ | Can Create Workspaces
© | O | SendEscalation Email [ | Send Account Info Email

*UserTvpe | Intemnal - Default Workspace @ -

Date to Expire & PrismOne ID
* Authentication Type ClientSpace - Domain @ -

O | Template User Template User @ @ .

Reporting Profile. @ | Report Center Administrator - %

Notes

4. Click Save.

Report Center Implementation Guide © 2026 PrismHR 9
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Note: Once you add the user as a Report Center Administrator, they are added under System
Admin £ > Security > Reporting Profile to the Report Center Administrator profile. If you
access this profile, you can click Users in the Action Center to view and manage the list of users
with Report Center Administrator access:

Report Center Administrator Configuration © Ay Save&New | Cancal

Action Center

(&
“Promietame | Report Center Administrator O | Allow Report Creation (lzenda) .

Allows All Forms and Views (Izenda;
v ( ) Tables and Views @ =

Report Center Administrator

Step 2: Add the Report Center Module to User Profiles

The next step in implementing Report Center is to add the Report Center module to the user profiles of
all users who will be using Report Center.

Note: You must be a Global Administrator or above in ClientSpace to configure Report Center
Administrator access.

To add the Report Center module to a ClientSpace user profile:

1. Go to System Admin £ > Resources > Users.

Search Q Glorie Crum,
Logout
My Profile en Resources
Action Cen  Modules & Users Personalization
o System Admin

(&

The Users dashboard displays.

2. To edit a user account, highlight the row and click (& (Open) or Edit.
The User Details form opens.

3. In the Action Center, click the Modules link and then click the Select Modules button.

Report Center Implementation Guide © 2026 PrismHR
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Action Center

P Q 0 @ C -

s riccue: @ ~

+ Select Modules

i Clients ]
iCases [}
i Employees [}

The Add Modules popup window displays.
4. Select "Report Center" from the drop-down list.

Add Modules

= Report Center

5. Click Ok.

Step 3: Assign License Type to Users in Report Center

Report Center Administrators can assign a license type to users or roles in Report Center. In this topic,
we will show you how to assign license types to individual users. (See the next topic to learn how to pull

in ClientSpace roles and assign license types to roles.)

Users with an Editor license type will see a New button on the Report Center Home page.

Report Center Implementation Guide © 2026 PrismHR
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GC

@ Home Report Center

Users 5

0;
AR Roles w | searc x Q

o
5]

«
@©

- RS

~ Uncategorized

Manage Categories ]
2 Help v B¢ Cates

Total Workbooks 37

Brad Testing Workbooks (V] Cameron Test v}

Total Categories 0
Client Cases v}

Last Run: Never Last Run: Never Last Run: Never

Views (0) v - Views (0) v Views (0) ~

An Editor license type is required to view and personalize existing workbooks plus create new
workbooks and use "join tables" functionality. An Editor can also change the base workbook file.

A Sigma workbook is the primary, saved container for data analysis (data, charts, and layout) acting as
the "single source of truth". A workbook view (also referred to as a custom view) is a personalized layer
built on top of a published workbook, allowing users to filter, sort, or explore data without altering the

original, shared workbook. Therefore, users with Editor access can alter the "source" which impacts all
related views.

Note: The Editor license type can only be assigned to individual users. Only Viewer and Explorer
license types may be assigned via roles.

A Viewer license type allows a user to execute reports. An Explorer license type allows users to view

and personalize existing workbooks. However, they cannot change the base workbook file. They can
save a view and personalize it.

To assign a license type:

1. Click Report Center on the on the ClientSpace menu bar.

Benefits Batch Contacts Pricing Tasks Employees Cases WC Claims Ul Claims Clients Case Discussions Report Center .

2. Select Users in the left pane.

3. Click the checkbox next to a user's name.
The right panel displays user details and settings.

4. Click the pencil " icon next to License Type.

Report Center Implementation Guide © 2026 PrismHR 12
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X Gc
@ Home Users
2 Users 5
£ Roles ¥ | search x Q @ -
€3 Email settings Gerald e
. Name T userid Email License Type Last Login Acive T
2 Help v
Geralc Explorer 26 days ago [ @) Deactivate ] [ Delete
Glorrie Editor in less than a minute [ @)
User ID
Isaal t Explorer 18 days ago [ @) S — It
Jason Explorer 4 days ago «© Email Address
e ety —— =
Jason Viewer about 1 month ago [ @) e
icense Type
Jod cditor sdaysago e Service Provider  Explorer
Status Last Login
Joyce Explorer 14 days ago [ @) . TEETHEED
Julian Explorer 4 daysago [ @)
Kent Explorer 4.days ago [ @) Assigned Roles 0 A
M Explorer about 1 month ago [ @) ACME PEO Employees
Nathan Explorer 10 days ago p Benefits Member

The Edit License Type window displays.

5. Click the Select button under the license type you want to assign.
The button name text changes to "Selected".

Report Center Implementation Guide © 2026 PrismHR 13
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Edit License Type X
'
Viewer Explorer Editor
. Can only view workbooks in their Can also personalize existing Full access to create and share
License Name existing format workbooks new workbooks
) ST

View views v v v

Generate workbooks v v v

Enter specific

parameters v v v

Save views Ay v

Edit columns Ay v

Group by column Ay v

Summarize data Ay v

Do custom calculations Ay v

Create data

visualizations v v

Create new workbooks v

Edit Additional Permissions
Cancel Save

6. Click Save.
In the previous step, you learned how to assign Report Center license types to individual users.
Note: The Editor license type can only be assigned to individual users. Only Viewer and Explorer
license types may be assigned via roles.
Report Center Implementation Guide © 2026 PrismHR 14
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If you want to assign Viewer and Explorer license types to ClientSpace roles, you can sync roles from

4o}
ClientSpace to Report Center which pulls the ClientSpace roles into the Roles ™™ page of Report

Center. From there, you can assign a license type to the role.
Note:

« If a user belongs to more than one ClientSpace role, ClientSpace automatically uses the role with
the highest license type level to determine that user’s Report Center access. For example,
Explorer access overrides View access.

« If you later add a new role, you can sync the roles again to pull in any new roles. Existing
configuration will not be affected.

Roles are also used when assigning access to individual workbooks. This topic will also cover assigning
access to workbooks using roles.

Sync Roles from ClientSpace to Report Center

To sync roles in Report Center:

1. Click Report Center on the on the ClientSpace menu bar.

Benefits Batch Contacts Pricing Tasks Employees Cases WC Claims Ul Claims Clients Case Discussions Report Center I

Q2
o

2. Select Roles
X

in the left pane and then click Sync Roles.

@ Home Roles

2 users

i

o
52 Roles

Role Name T Default License Type Report Center Access T Workbook Access Restricted Field Access

Eé Email Settings

?  Help =
Accounting_Admin Explorer Yes 0 a

Accounting_Member Explorer Yes 0 0
ACME PEO Employees Explorer Yes 0 0
ACME PEO Employees-No Sale...  Explorer Yes 0 0

AuditTrail-Task Explorer Yes 0 0

Benefits_Admin Explorer Yes 0 ]

Note: All the roles come over with a Default License Type of Viewer. Assign a different license
type (see below) to roles that require more rights.

Report Center Implementation Guide © 2026 PrismHR 15
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Assign License Types to Roles and Manage Workbook Access

For simplicity, if everyone in your organization can access the same reports, you can use the Everyone
role to assign the Default License Type to all users and assign them the same reports. Keep in mind,
however, that the Everyone role applies to internal and external users. If you have external users that
should not have access to certain reports, do not use the Everyone role.

Depending on your configuration, you may have role named PEO Employees or Your Site Employees.
One of these roles can be used to assign a Default License Type to all internal users.

To assign license types to roles and manage workbook access:

£0)
1. While still on the Roles ™™ page, click the checkbox next to a role.
The right panel displays role details and settings.

2. Click the pencil ¢ icon under Default License Type.

X &c
@ Home Roles
2 Users S
R Roles Sea
L N Searcl X Q [1: 4
Everyone
? Help i
‘ Role Name T Default License Type Report Center Access T Workbook Access Restricted Field Access
Default License Type || Role Type
Document Management_Admin  Explorer Yes 0 0 Explorer 2 Service Provider
Document Management_Mem... Explorer Yes 0 o
Workbook Access o7 v
Everyone Explorer Yes 0 0

Field Access o7 v
External Escalate Explorer Yes 0 0

Global Admin Explorer Yes 0 0 Additional Permissions 5 F A

Global Administrators Explorer ves 0 0 Can Share Workbooks
Can Share Views
Immediate_Supervisor Explorer Yes 0 0

Can Export Data
NetWise Accounting Explorer Yes 0 0 Can Not Impersonate Other Users

Placeholder Role Explorer Yes 0 o Can Not Be Impersonated
PrismHR QA Explorer Yes 1 0

PrismHR_Admin Explorer Yes 0 0

The Edit License Type window displays.

3. Click the Select button under the license type you want to assign.
The button name text changes to "Selected".

Report Center Implementation Guide © 2026 PrismHR 16
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Edit License Type

License Mame

View views

Generate workbooks
Enter specific parameters

Save views

Edit columns
Group by column
Summarize data

Do custom calculations
Create data visualizations

Create new workbooks

Viewer

Can only view workbooks in their

existing format

[

Select

X

Explorer

Can also personalize existing

workbooks

B

N

Edit Additional Permissions

cancel [ Save J

4. Click Save.

5. Click the pencil ¢ icon next to Workbook Access.

Report Center Implementation Guide © 2026 PrismHR
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Home

o
2 Users
5 Roles

7 Help

v

Roles

-

X Q @~
Role Name T Default License Type
Document Management_Admin  Explorer
Document Management_Mem... Explorer
Everyone Explorer
External Escalate Explorer
Global Admin Explorer
Global Administrators Explorer
Immediate_Supervisor Explorer
NetWise Accounting Explorer
Placeholder Role Explorer
PrismHR QA Explorer
PrismHR_Admin Explorer

Sync Roles

Restricted Field Access

GC

>

Everyone

Default License Type | Role Type

Explorer Service Provider
Workbook Access 98 -
Field Access 98 -
Additional Permissions D By ~

Can Share Workbooks

Can Share Views
Can Export Data
Can Not Impersonate Other Users

Can Not Be Impersonated

The Manage Workbook Access window displays.

to this report. (A blue button background indicates that access is enabled. A

background indicates access is disabled.)

Click the Has Workbook Access slider button next to the roles where you want to enable access

button

You can also adjust the default Maximum Permissions on a report-by-report basis. By default,
role members have access associated with their Default License Type for each workbook where
access has been granted but you can edit this.

Report Center Implementation Guide © 2026 PrismHR
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r A
Manage Workbook Access X
= Search x Q
Werkbook Name Maximum Permissions & Has Workbook Access T
Y
Benefit Cases [ Edit ( ~ ' aQ
Client Cases Edit v ()
Explore
Client Stats View v ()
Client Vitals - Client Monthly Changes Widget Edit v ()
Brad Testing Workbooks ~
Cameron Test v
Dev Sprint Cases v
Est. Sprint v
Glorrie - Test ~
Hannah's Sigma Workbook ~
« < 1 2 3 4 > 0» 1 of 4 pages (38 items)
Cancel Save
R ' 1 )
7. Click Save.

Assign Role Access to Reports

You can also assign roles to workbooks. If you add a new report, for instance, and there are multiple
roles that require access to the report, you can locate the report tile and assign roles to it.

To assign role access to ClientSpace reports:

1. On the Report Center Home A page, locate an "out of box" report such as the Case Listing tile
(by using the Search bar at the top of the page or by scrolling the list of available reports).

2. Click the checkbox on the report tile to select it.
The right panel displays report details and settings.

Report Center Implementation Guide © 2026 PrismHR 19
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X

{a} Home
2. users
22 Roles

£§ Email Settings

7 Help

Report Center

Case Listing

Last Run: 05/06/2026 11:29 AM

Views (0) ~ asa
3. Click the pencil " icon next to Roles with Access
X Gc
@ Home Report Center
9
2 users N
Py
& roles e (oo - ao Y=< [ e - o
= Case Listing
€8 Email Settings
> v RN peyes T@ ] |t Tl Poereu— =
Last Run Category
05/06/2026 11:29 AM  Uncategorized
Created Date Workbook Type
Lost Run: 05/06/2026 11:29 AM Last Run: 05/06/2026 11:36 AM Lost Run: Never RG] e
Views (0) ~ Views (@) v Views (0) v Owner Available To
System Admin Service Providers
and WSMs
Case Type ID Lookup © Cases and Tasks o Cases By Type - Last 365 Days o
Views 0w
I Roles With Access L7
Lost Run: Never Last Run: Never Last Run: Never Everyone Explore
Views (0) v Views (0) v Views (0) v

The Manage Role Access window displays.

4. Click the Has Workbook Access slider button next to the roles where you want to enable access
to this report. (A blue button background indicates that access is enabled. A
background indicates access is disabled.)

button

Report Center Implementation Guide © 2026 PrismHR
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Manage Role Access L X

v Search ®x Q

Role Name Has Workbook Access
Distress Call Owner
Everyone ()
Executives_admin D
Executives_Member
FernandoDpt_Admin
FernandoDpt_Member
Global Admin ()
Global Administrators

Human Resources_Admin

Human Resources_Member

® o« 1 2 3 4 5 & 7 o » 3 of 7 pages (69 items)
Cancel
k.
5. Click Save.

Report Center User Maintenance

When a user is inactivated, expired or deleted in ClientSpace, they remain active in Report Center until a
Report Center Administrator deactivates the user. Deactivated users remain in the Report Center Users
list and can be reactivated later if needed.

Report Center Implementation Guide © 2026 PrismHR 21
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Deactivating a Report Center User

To deactivate a user in Report Center:

1. Click Report Center on the on the ClientSpace menu bar.

Benefits Batch

Contacts

Pricing

Tasks Employees

Cases

WC Claims

Ul Claims Clients

Case Discussions

Report Center I

2. Select Users in the left pane.

3. Click the checkbox next to a user's name and then click Deactivate in the right pane.

X Gc
@ Home Users
2 Users 5
5 Roles - x Q @ -
€3 Email settings Gerald e
. Name T userid Email License Type Last Login Acive T
2 Help v
Gerale . Explorer 26 days ago [ @) [ Deactivate ][ Delete
Glorr Editor in less than a minute [ @)
User ID
Isaa t Explorer 18 days ago [ @) BVt —
Jason Explorer 4days ago [ @) Email Address
— et —— —
Jaso Viewer about 1 month ago [ @) e PR
Jod Editor 3 days ago o« Service Provider  Explorer
Joyce . Explorer 14 days ago [ @) JSS:‘:E ;:;:l;g;nago
Juliar . Explorer 4 daysago [ @)
Kent Explorer 4.days ago [ @) Assigned Roles 0 A
M Explorer about 1 month ago [ @) ACME PEO Employees
Nathan Explorer 10 days ago p Benefits Member
. . . . . .
Click the toggle button in the Active column of the Users grid on the line item of the user you
want to deactivate.
X GC
@ Home Users
2 Users S
AR Roles v: x Q B -
€5 Email settings Gerald “wi
. Name T userid Email License Type Last Login Acive T
? Help v
Gerald . Explorer 26 days ago I:]‘ [ oeocwae | Delete
Glorrie Editor in less than a minute [ @)
User ID
Isaac. Explorer 18 days ago [ @} — e g
Jason Explorer 4 days ago [ @) Epallidre=y
— ————t ——— —
Jason Viewer about 1 month ago [ @) User Type P
Jodi ) I Editor 3 days ago o« Service Provider  Explorer
Joyce . Explorer 14 days ago [ @) j;j::e ;:;:l;g;nagu
Julian Explorer 4daysago [ @)
Kent Explorer 4daysago [ @} Assigned Roles 0 A
M Explorer about 1 month ago «@ ACME PEO Employees
Nathan k Explorer 10 days ago ‘) Benefits Member
A Deactivate User confirmation message displays.
Report Center Implementation Guide © 2026 PrismHR 22




Chapter 2 Report Center to ClientSpace Integration Configuration

Deactivate User Gerald =+ ? X

This user will no longer be able to log in, and will not count
towards your license numbers. You can reactivate them if

necessary.
Cancel Deactivate

4

4. Click Deactivate.

Report Center Implementation Guide © 2026 PrismHR
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Chapter 3
Getting Started with Report Center

In this section, you will learn how to learn how to:

o Access the Report Center Help

» Review and Edit a Simple Report

» Special Note on ClientSpace Editor Fields in Report Center

 Saving and Sharing Views

» Saving a Copy of a Workbook

» Flagging Favorite Reports

» Creating ClientSpace Widgets Using Report Center Workbooks or Views

» Creating ClientSpace Custom Dataform Links Using Report Center Workbooks or Views

e Adding Custom Forms and Fields to Reports

Also included in this section:

 Frequently Asked Questions

Report Center Implementation Guide © 2026 PrismHR
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Accessing Report Center Help and Videos

Report Center Online Help

)
To access Report Center Help documentation, open Report Center and click the Help -~ iconin the
left navigation panel.

X

{a} Home

2 Users

02 Roles

oy 2 Hep 2

£ User Guide
2 Administration Guide

7 Report Builder Documentation

Three Help links display in the Report Center application:

» User Guide - Contains guidance on navigating in Report Center, Report Center features and
terminology, viewing reports, editing reports in Explore mode, and creating/publishing
workbooks.

» Administration Guide - Contains the same information as the User Guide but with additional
details throughout which are specific to Report Center Administrators. Also contains a dedicated
section on user, role and permissions administration.

» Report Builder Documentation - This extensive Help library contains detailed documentation
on how to use Sigma Report Center to analyze your data, work with data sources and data
models, create joins in workbooks, build reports from workbooks, share and export reports and
more.

Note: Be sure to check out the function index in the Report Builder Documentation! Sigma
supports over 200 functions that allow you to perform calculations, transformations and
extractions on your data. If you are viewing this guide as a PDF, simply click this link: Report
Center Function Index.


https://help.sigmacomputing.com/docs/function-index
https://help.sigmacomputing.com/docs/function-index

Chapter 3 Getting Started with Report Center

Otherwise, select the Report Builder Documentation link in Report Center and search for
"Function index".

ClientSpace Report Center Training Video Series

In addition to the Report Center online Help, you can also access the ClientSpace Report Center
Training Series in the ClientSpace Help Center from ClientSpace Videos > ClientSpace Report
Center:

HELP CENTER search | 1 [a]

PRISMHR
ClientSpace
-
You are here: ClientSpace Videos > ClientSpace Report Center h < >veaeys
ClientSpace Videos ~

grromrenceme = @ ClientSpace Report Center Training Series

End User Foundations ~

User Profile ™

Learning how videos
Navigating the application ™
Learning how: Session 1 - Report Center Foundations
Learning how: Session 2 - Building Simple Reports
Learning how: Session 3 - Advanced Report Building

Learning how: Session 4 - Data Visualizations and Widgets

Cases and Tasks ™

Email Templates ¥

Workflow Channels Help Center Build Date: Wednesday August 12,2026 Last Article Update: Wednesday August 12, 2026

Sprint £166 ClienSpacs Help
Client Profitability ~

| ClientSpace Report Center |

Learning how: Session 1 -

Report Center Foundations

Learning how: Session 2 -
Building Simple Reports

Learning how: Session 3 -
Advanced Report Building

Learning how: Session 4 -

Data Visualizations and
Widgets

Reviewing and Editing a Simple Report

To begin familiarizing yourself with Report Center, we recommend that you begin by reviewing some of
the existing out-of-the-box ClientSpace reports. A good starting place is a simple report such as the
Cases By Type - Last 365 Days workbook.

Note:

» You must have Explorer or Editor access to perform some of the tasks outlined in this topic.
Remember: An Editor license type is required to view and personalize existing workbooks plus
create new workbooks and use "join tables” functionality. An Editor can also change the base

Report Center Implementation Guide © 2026 PrismHR 26
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workbook file. An Explorer license type allows users to view and personalize existing workbooks.
However, they cannot change the base workbook file. They can instead save a workbook view and
then personalize it.

« A Sigma workbook is the primary, saved container for data analysis (data, charts, and layout)
acting as the "single source of truth". A workbook view (also referred to as a custom view) is a
personalized layer built on top of a published workbook, allowing users to filter, sort, or explore
data without altering the original, shared workbook. Therefore, users with Editor access can alter
the "source" which impacts all related views.

Reviewing Filters

Filters display at the top of charts. The Cases By Type - Last 365 Days report has a pie chart which
displays Date Created = Last 2 years, including current year and all case categories are checked under
Category.
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Cases By Type - Last 365 Days - Test Copy

= + v Pagel ~

o

Date Created Category ()

Last 2 ye.. ~ ' Category =

s

Last = 2 Years

Include current year

testyTestCaseType (1.8%)
Onboarding Employee (0.6... \W
Invoice Question (5.4%)

Fer-ClientServiceCa...
Employee Issue (...

Email Activity (5... R
CT1(6.0%) V

COVID-19 Termin... 9574
Client Visit ((.9%9)

1-Banking Issues (16.8%)

P B ;o ivesi.. M Client Recovery

Client Visit
casetype 9041 (6.. |l COBRA

Client Alert (28.8%) Rat

w

I Type

Case Type

B 1-Banking Issues
401K

Bl A Subscriber

B Accident Investigation

B EBenefit Deductions

B casetype 9041

B Client Alert

401K (4.5%)

Benefit Deducti.. | Client Reinstatement

Code/Classification Issue
[l Commission Adjustment

B COVID-19 Termination

B Email Activity
[l Employee Issue

Experiment with opening the drop-down list and setting a different Date Created filter or removing

some of the Category options.

Adding a Custom Field

In ClientSpace, with Izenda reporting, our out-of-the box reports could not contain any custom fields
that you created. The data models containing the fields we created had to be maintained separately
from fields created by your agency. This section covers how to modify an out-of-the box or "canned"
report to point to a datasource containing custom fields and then add a custom field to the report.
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To add a custom field to the report:

1. With the workbook open, click the Explore slider button to enter Explore mode.

Cases By Type - Last 365 Days - Test Copy

Page 1 -
Date Created Category (1)
Last2ye.. x =~ Category = ©

Cases By Type

tesyyTestCaseType (1.8%)

Onboarding Emplayes (0.6%) \ ‘

1-Banking Issues (16.8%)

Invoice Question (5.4%)
401K (4.5%)

Email Activity (5.4%)

Benefit Deductions (3.6%)

, Amdem Investigation (0.3%)

Views ~

Share =

* » explore []- [[EZH “Csigma

Case Type

M 1-Banking Issues
401K

W A Subscriber

M Accident Investigation

B Benefit Deductions

B casetype 0041

W Client Alert

[ Client Recovery

M Client Reinstatement

Client Visit
W COBRA

Code/Classification Issue

Fer-ClientServiceCaseTypeT (0...
Employes lssue (3.3%)
CT1(6.0%) 7
€OMID-19 Terminaton (4% $22
Client Visit (0.9%)

(aserype 9041 (6.9%)

B Commission Adjustment
M COVID-19 Termination
| el

M Email Activity

Client Alert (28.8%)

B Employee lssue

2. Click the Cases by Type - Last 365 Days grid (located beneath the pie chart) to select the element.
A right pane displays the Properties, Format and Actions tab.

3. On the Properties tab, click the down arrow next to the data source and select Edit join...
Cases By Type - Last 365 Days - Test Copy

Views = Share =
« explore [ [JEEN ¢ “{sigma
" Cases By Type - Last 365...

¥ .
Edlt]mn..‘¢

DATASOURCH Change source...

Page 1

fx [view_gen_ClientServiceCase/Due Date Due Date]

=3
Code/Classification lssue a

Cller Visie 0.9%) Properties

M Commission Adjustment
M COVID-19 Termination

Client Alert (28.8%) i ) " ’
W Email Activity ao view_gen_ClientService..
B Employes Issus Available columns
- R v | L
—_—,
- 1 GROUPINGS +
Cases By Type - Last 365 Days CHOLEEY
mc Case Type
- CaseType v Category ~ Case Number ~ Subject ~ Status ~ Date Due + Date Created ~ =
CALCULATIONS +
- 1-Banking lssues Accouring 24145 High prioricy issue! - The dlient has banking issues New 20250317 111807 2025-03-10 1:18:07
Accounting 24282 Task for email integration New 2025-10-09 15:42:06  2025-10-03 15:42:06 Columns Metrics
Accourting 24283 High priority issue! - The dlient has banking issues New 20251009 15:4639  2025-10-03 15:46:39
Accounting 24365 DD New 2026-01-2821:4327  2026-01-22 21:43:27 ADD COLUMN a +
Accounting 24366 DD New 202601-28 21:50:31  2026-01-22 21
Accounting 24367 DD New 202601-2821:58:36  2026-01-22 21 foc Category
Accounting 24368 DD New 2026-01-2822:00:38  2026-01-22 22:00:38 121 Case Number
Accourting 24369 DD New 202601-2822:1349  2026-01-22 22:13:49 e Subject
Accounting 24370 DD New 2026-01-23 09:53:07 fc Status
Acourting 24371 DD New 20260129 10:0345  2026-01-23 10:03:45 ——
Accounting 24372 DD New 202601-2910:07:43  2026-01-23 10:07:43 ate bue
Accounting 24373 DD New 202601-2010:19:24  2026-01-23 10:19:24 fec_ Client Number Client Num..
Accourting 24374 DD New 20260129 10:2057  2026-01-23 10:20:56 s Name
Accounting 24375 DD New 202601-291021:13  2026-01-2310:21:12 Date Created
Aczourting 24319 null New 202510-2123:3949  2025-10-1523:39:49
Accounting 24318 adsfasdf In Progress  2025-10-21 00:00:00  2025-10-15 23:37:45
Po—— 24313 it New ADSINIT 23O 20251015 733K0R
SUMMARY ~ 336 rows - 7 columns
& S
= =
m = = & &
Daa Chars Comwals Ul Layour

4. Click the plus symbol next to SOURCES.
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The Select Source window displays.

5. Type clientservicecase in the Search for data sources, or current workbook element field.
A list of matches displays on the Suggested tab. If you do not see the data source you are looking
for, you can click the Elements and Data Sources tab to look at other options. However, in this

test, we will select a Suggested source. Note that the B icon next to a data source indicates a

ClientSpace data model used for a "canned" report containing no custom fields while the [ icon
is used to indicate a view or table containing custom fields. The view name will typically end with
" custom".

Select source x
clientservicecase X | F

By view_gen_ClientServiceCase

...........

@ view_gen_ClientServiceCase_custom
& ClientSpace.PEQ MetroHR.UAT

B view_gen_ClientServiceCase
CoreWorkbooks » [CASE - Master (gen_ClientServiceCas (&

B, view_gen_ClientServiceCase
Core Data Models ASE

[, view_gen_ClientServiceCase
Core Data Model. ASE - Master {gen_ClientSe

[, view_gen_ClientServiceCasePriorityMetadata
ata Models » [METADATA - Case Priority (gen_ClientServi

B, view_gen_ClientServiceCaseDiscussion
ata Models » [CASE - Discussion (gen_ClientServiceCase

Cancel

6. For this test, we will click the custom view named view_gen_ClientServiceCase_custom to select
it. (If you do not have this view, you can select a different custom view for testing purposes.)
Note that when you select the custom view, the Primary Key as well as all custom fields (beginning
with "z_") are listed. Additionally, a snapshot of data in the fields displays in the grid located to the
right of the field listing. The presence of "null" indicates no data in the fields, which may indicate a
newly created field where no data exists yet.
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Select source x
) clientservicecase x | = TR 1D (pkClientServiceCaselD) ~ 2 Editor ~ 2 EmailSender ~ 2 fKOrgID_ServiceCompany ~ 2 Location - 2 ReportedByEmailAd
7237 il null null null  null
Search
By vi =i 7282 nul null null null null
: 5 @ 122 1D (pkClientServiceCaselD) it A o
o e = e ¢ L0 5489 null null
@ #ec z_Editor
* [ view_gen_ClientServiceCase_custom 7375 il null null null - null
¥ WtSpace.PED MetroHR.UAT @ nec z_EmailSender 7366 null null
P EHSam @ 122 z_fkOrgiD_ServiceCompany L LS L)
. " . 1640 null null null null  null
[, view_gen_ClientServiceCase 15 =_Location . :
Core Workbaoks > [CASE - Master (gen_ClientServiceCasel] 1641 nuil nult null nul mull
@ #ic z_ReportedByEmailAddress 1642 nul null null null null
[, view_gen_ClientServiceCase 2170 nul = oo
i ul il null il null
Core Data Modsls » [CASE - Master (gen_ClientServiceCase € @ 2 _TestingDTshorteuts
2169l null null null - null
s, view_gen_ClientServiceCase T T 1452 nul null null null  null
Core Data Models > [CASE - Master (gen_ClientServiceCase 7353 nul null null null - null
ol n L n null
s, view_gen_ClientServiceCasePriorityMetadata 79 " L) iy
Core Data Models > [METADATA - Case Priority {gen_ClientServic 7362 null null nuill null  null
7369 nul null null null null
[, view_gen_ClientServiceCaseDiscussion 7370 rus = = o e

a Models > [CASE - Discussion (gen_ClientServiceCase
5,518 rows - T columns

7. Uncheck the checkboxes next to the fields you do not want to add (or uncheck All columns and
check the checkboxes next to the fields you want to add.) Then, click Select.

Select source x
Q) clientservicecase x = D All calumns z_EmailSender ~ z_ReportedByEmailAddress - z_TestingDTShortcuts ~
nadll null nul
. " N 1 Search.
fh, view_gen_ClientServiceCase null null nul
Use % . U
g (] 123 1D {pkClientServiceCaselD) L
CA ore W nul
1] wec z_Editor
[0 view_gen_ClientServiceCase_custom il null ol
& ClientSpace.PEQ MetroHRUAT & fic z_Emailsender o
L ik () 13 z_fkOrgID_ServiceCompany i
. . . null null nul
[, view_gen_ClientServiceCase () 122 z_Location o aull il
Core Workbooks > [CASE - Master (gen_C se)| o i A
(8 e z_ReportedByEmailAddress nudll null nul
[, view_gen_ClientServiceCase
T : null null nul
Core Data Models > [CASE - Master (gen_ClientServiceCase @ [ = TestingOTShortcuts
null null nul
g
B, view_gen_ClientServiceCase nadll null nul
Core Data Models 3 [CASE - Master (gen_ClientServiceCase] null null nul
5 n . nadll null nul
i, view_gen_ClientServiceCasePriorityMetadata
Core Data Models 3 [METADATA - Case Priority (gen_ClientServi nadll null nul
nedll null nul
fi, view_gen_ClientServiceCaseDiscussion rudll null nul
‘ore Data Models > [CASE - Discussion {gen_ClientServiceCasel
ol i it ke R § 5,518 rows - 3 columns
Cancel %

The join configuration fields display along with Join Output table below it. The Join Output table
displays the columns being used in the join, including the columns you just added.

8. Review the Join keys.
Notice that Report Center attempts to create the join for you. In this case, it found the relationship
between the primary key fields in both the original source and the newly added source and filled
in the Join Keys. When Primary Key naming conventions are consistent, this "auto assist" works.
Therefore, in this instance, we will keep the settings. However, you should always review Join keys
and make manual changes as necessary.
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Cases By Type - Last 365 Days

SOURCES + Join with

B, view_gen_ClientService. .

By view_gen_AdminCaseTy. Jointype

Left outer join
B, Client Master

view_gen_ClientServ... ~

Selected source

view_gen_ClientSenic... 2

Join ke
[y, tblOrganization »

123 ID (pkClien... ~
fl view_gen_ClientService. .

= v 13 ID(pkclien...

FINAL OUTPUT

@ Ssources -12 columns

Create join

view_gen_ClientServiceCase
Total key count 5518
Keys with no matches ]
Keys with 2+ matches 0

1D

Views ~ Share -

view_gen_ClientServiceCase...
Total key count 5518
Keys with no matches (]

Keys with 2+ matches 0

a3
£7]
a5

87
88
29
90
92
93
a1

1D [pkll

9. Review the Join type.

Report Center has automatically set join type to "Left outer join". For a more efficient report that
runs faster, we typically recommend changing this to "Inner join".

Cases By Type - Last 365 Days

SOURCES +

Join with Selected source
By, view_gen_ClientService... view_gen_ClientServ... ~  view_gen_ClientServic... 2
B view_gen_AdminCaseTy. Join type
Inner join
B, Client Master
Join keys. +
B tblOrganization
123 1D (pkClien. = v 13 ID(pkClien.

f0 view_gen_ClientSenvice...

FINAL OUTPUT

@ S sources - 12 columns

Create join

view_gen_ClientServiceCase
Total key count 5518
Keys with no matches ]

Keys with 2+ matches 0

1D (pkClientServiceCaseiD] ~

Views ~ Share =

Cancel Prevl‘ew output

view_gen_ClientServiceCase...

Total key count 5518
Keys with no matches 0
Keys with 2+ matches 0

10 (phClientServieeCaseiD) ~

10. Review the Total key count. Notice in the example screenshot above that there is a one-to-one
match of the Total key count for both the data model and the custom data source. For both data
sources, there are no keys with no matches and no keys with more than two matches. There is one
row for each record in both tables. This is indicative of a healthy join.

11. Click Preview Output.

Cases By Type - Last 365 Days

SOURCES + Join with

B view_gen_ClientService...

By, view_gen_AdminCaseTy.. Join type
Inner join v
B, Client Master
Join ke
[, tblOrganization i
131 1D (pkClien.

fl view_gen_ClientService..

FINAL OUTPUT

@D 5sources - 12 columns

view_gen_ClientServ... ~

Selected source

view_gen_ClientServic... &

123 1D (pkClien.

Create join

view_gen_ClientServiceCase

Views = Share =

-

Cancel

wview_gen_ClientServiceCase...

Total key count 5518  Total key count 5518
Keys with no matches 0 Keyswith no matches o
Keys with 2+ matches E  Keyswith 2+ matches []
D L]
83 83
84 84
85 85
86 86
87 87
88 88
89 89
90 %0
92 92
93 93
a4 a4
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A join diagram is generated which includes the new custom datasource. A preview of the data

with the join settings applied is also displayed in the bottom grid. If you use the horizontal scroll

bar at the bottom of the grid, you can view the data associated with the columns you just added.
Cases By Type - Last 365 Days Views ~  Share -

Create join Gt m
SOURCES -
By, view_gen_ClientService.
fi view_gen_AdminCaseTy...

B, view_gen_ClientServiceC
B Client Master
-8

ase
@  inner Join
thlOrganization view_gen_AdminCaseT, @  LeftJoin
ga g e
es fy  Client Master

Q@D Left Join ——\_\
fli view_gen_ClientService... B tblorganization

i view_gen_ClientServicec __J
ase_custom

@D nner Join (Final Output)

FINAL OUTPUT

@ 5sources - 12 columns

—
oy Date Created (DateCreated) - CaseNum (CaseNumber] ~ Category (crCategory) ~  DueDate(DueDate) ~ Status (luStatus) - Subject (Subject] ~ Case Type (Title) ~
2009-11-05 16:37.06 83 Benefits null On Hold Add deduction for employee Milford Benefit Deductions
~ B s view_gen_ClientSe... 2009-11-06 11:32:57 84 Payroll null Resoived Missing the Iatest payroll direct deposit Direct Deposit Chang)
1z 20091106 11:44:06 85 Payroll 20170421 000000 In Progress Needs attention Direct Deposit Chany
() 129 1D (pkClientServiceCas.
20091109 161235 86 HumanResources Wil Resoived Unemployment Claim Unempioyment
123 Proj ProjectiD)
() Project D fkProjectid 20081117 143401 87 Benems 20140623 000000 In Progress concemed about renewal Senefit Deductions
(8 (D ate Created (DateCrea. . 20091120 171427 BE HumanResources null InProgress Client has a new hire New Hire
()t CrestadBy User 1D/ 2009-11-20 17:52:57 89 HumanResources null  In Progress Client has a new hire New Hire
123 Created By User ID (Cre...
20100112 1047:53 90 Benefits wil - In Progess his Is the issue Benefil Plan Questior
() 6 pate Updated (DateUp. 2010-01-151211:36 92 Payroll 2017-04-21 000000 In Progress asdf Delivery Changes
- 20100119 1218:24 93 HumanResources nullResoived adstasct Compliance Paster
() 123 updated By User ID (U.
il 2010-01-20 11:04:08 94 Benefns null Resoived Heanh benefnt charge not being deducted for Garson  Benefit Deductions|
(Jmc GUID (RowGUID) 20100120 11:06:16 95 Payrol 20170421 000000 In Progress There is an issue with. Direct Depostt Cha.g
() #c import D (importiD) 2010022209339 96 Benefits null In Progress Wamts toincrease amount 401K
M7 Active lichctive) 5,504 rows - 12 columns

12. Click Done to close the diagram. This takes you back to the tab which displays the pie chart and
grid.

Adding Custom Forms and Fields to Reports

The data sources for custom forms and fields are stored under your connection. This topic covers how
to select a new data source containing custom forms or fields on existing report elements and new
report elements.
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Changing an Existing Data Source on a Report Element
To change an existing datasource to use a custom data source:

1. On the Report Center Home A page, locate the report tile (by using the Search bar at the top
of the page or by scrolling the list of available reports).

2. Click the blue report title link to open the report.

Click the Explore slider button to enter Explore mode.

Cases By Type - Last 365 Days - Test Copy views > share =
Page 1 - * » explore []- [EZHD “Ysigma
Date Created Category (i)
Last2ye.. x ~ Category =

Cases By Type

Case Type

M 1-Banking Issues
0K

I ASubscriber

W Accident Investigation

M Benefit Deductions

M casctype 9041

W Client Alert

\ / Accident Investigation (0.3%) [l Client Recovery
CT1 (6.0%)

S ©cnciiDeduciors(36% M Clens Rensisiemen:
/ Clienc Visic
casetype 9041 (6.9%)
COVID-19 Termination (2.4%) 2l (6.9%) M COERA

Client Visit (0.9%) Code/Classification Issue

testyTestCaseType (1.8%)

Onboarding Employee (0.6%)
Invoice Question (5.4%) Y
Fer-ClientServiceCaseTypeT (0....
Employee Issue (3.3%) \

Email Activity (5.4%)

1-Banking Issues (16.8%)

401K (4.5%)

B Commission Adjustment
Il COVID-19 Termination
Client Alert (28.8%) | Raul

M Email Activity

W Employee Issue

4. Click an element on the report to select it.
5. On the Properties tab, under DATA SOURCE, click the down arrow and select Change Source.

6. On the Change Source window, click the Data sources tab and then click Connections.
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Change source

Q, Search for data sources, or current workbook elements

Suggested Elements
] Your documents

Q Workspaces

S5 Shared with you

® Recent
iﬁf Favorites

@ Connections «

J=  (ClientSpace.PEQ.Master.UAT

Join Union

Data sources

i

Transpose

7. Click your connection and then click the arrows beneath it to expand the list of custom data

sources.
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Change source

Q, Search for data sources, or current workbook elements

Suggested Elements

Data sources

< Back ClientSpace.PEQ.Master.UAT

* J2 (lientSpace.PEO.Master.UAT

~ ClientSpace.PEO.Master.UAT
~ rpt_custom
T view_gen_ClientProcessingTeam_custom
[T view_gen_CompClaim_custom
[T view_gen_CompClaimClaimant_custom

[T view_gen_DefaultClientTeam_custom

[T view_gen_EmployeeEmploymentinformation_custom

[T view_gen_LossHistoryDetail_custom

[T view_gen_LossHistorySummary_custom

[T view_gen_RiskUnderwritingReview_custom

[T view_gen_SalesEntity_custom

fm view gen UnemplovmentClaim custom

a o

Join Union

g7

Transpose

8. Click a data source to apply containing the custom fields or forms you want to use on the report.

Adding a New Custom Data Source to a Report Element

To select a custom data source on a new Report Element

@

1. On the Report Center Home

2. Click the blue report title link to open the report.

3. Click the Explore slider button to enter Explore mode.

page, locate the report tile (by using the Search bar at the top
of the page or by scrolling the list of available reports).
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Cases By Type - Last 365 Days - Test Copy Views *  Share -
Page 1 - * ® Explore ]~ m “sigma

Date Created Category (1)

Last2ye.. x ~ Category =

Cases By Type

Case Type
W 1-Banking Issues
01K

restyTesiCaseType (1.8%)

Onboarding Employee (0.6%) \
Invoice Question (5.4%) l

Fer-ClientServiceCaseType1 (0.... \

Employes Issue (33%) \\
|
Email Activity (5.4%) .\
CT1 (6.0%) 7
COVID-19 Termination (2.4%) ////

Client Visit (0.9%)

1-Banking Issues (16.8%)

B Benefit Deductions

W cosetype 9041
B Client Alert

4__4 Accident Investigation (0.3%) M Client Recovery
‘ Benefit Deductions (3.6%) [l Client Reinstatement

M Client Visit
casetype 8041 (6.9%) B COoBRA

Code/Classification Issue

401K (4.5%)

M Commission Adjustment
M COVID-19 Termination
Client Alert (28.8%) [ Yaul

M Email Activity

B Employes lssue

4. Select a new element type that relies on data (Data or Charts) from the menu at the bottom of the
workbook.

5. When the Select Source window displays, click the Data sources tab and then click Connections.
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Select source x

Q, Search for data sources, or current workbook elements

Suggested Elements Data sources
] Your documents >
Q Workspaces »
S5 Shared with you >

‘ B connections -

¥ (ClientSpace.PEO.Master.UAT

@® & )

Jain Union Transpose

i S

Data Charts

6. Click your connection and then click the arrows beneath it to expand the list of custom data
sources.
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Change source

Q, Search for data sources, or current workbook elements

Suggested Elements

Data sources

< Back ClientSpace.PEQ.Master.UAT

* J2 (lientSpace.PEO.Master.UAT

~ ClientSpace.PEO.Master.UAT
~ rpt_custom
T view_gen_ClientProcessingTeam_custom
[T view_gen_CompClaim_custom
[T view_gen_CompClaimClaimant_custom

[T view_gen_DefaultClientTeam_custom

[T view_gen_EmployeeEmploymentinformation_custom

[T view_gen_LossHistoryDetail_custom

[T view_gen_LossHistorySummary_custom

[T view_gen_RiskUnderwritingReview_custom

[T view_gen_SalesEntity_custom

fm view gen UnemplovmentClaim custom

a o

Join Union

g7

Transpose

7. Click a data source to apply containing the custom fields or forms you want to use on the report.

Tip: Getting New Custom Forms and Fields into Report Center

Immediately

New custom forms and fields are added to the system overnight. To accelerate this process so that you

can access them right away, click the vertical three dot menu (i.e., kebab) * jcon next to the custom

form name and select Sync now.
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Change source

Available
Q. Search for data sources, or current workbook elements
PIVOT ROWS
Suggested Elements Data sources
aec Client ID
< Back ClientSpace.PEQ.Master.UAT
PIVOT COLUMNS

J2 ClientSpace. PEQ.Master.UAT
~ ClientSpace.PEO.MasterUAT

~ rpt_custom

{7 view_gen_ClientProcessingTeam_custom E

[0 view_gen_CompClaim_custom

1 view_gen_CompClaimClaimant_custom

[T view_gen_DefaultClientTeam_custom

[ view_gen_EmployeeEmploymentinformation_custom
[I7 view_gen_LossHistoryDetail_custom

[T view_gen_LossHistorySummary_custom

7 view_gen_RiskUnderwritingReview_custom

[[7 view_gen_SalesEntity_custom

frrl view gen UnemplovmentClaim custom

@ g B

Jain Union Transpose

UAIASUURLE

x B Case Detail

Drag from Column|

VALUES

Sync now

Last synced 12 hours ago

REC

ABC

RBL

REC

v B

ABC

REC

REC

123 Case Count

Client Name
Client Numb}
Case Numbe
Category
Type
Subject
Status
Priority
Reported By
Reported By
Reported By

Saving and Sharing Views

Aview is a related subset of the original report that you have edited and customized to your needs.

FAQ: Instead of creating a view, why not just create a copy of the report?

Answer: When you save the report as a view, it remains organized neatly under the original report (on
the Home page workbook tile under the Views link). While there are cases where it is beneficial to save
a copy of the report (such as when you want a report to become the "template" for an entirely different
report or dashboard) if the changes you are making are related to the original report, your views (which
are only visible to you unless you share them) stay organized with the original report and therefore are
easier to find. For example, you might create variations of the Cases By Type report showing a specific
Type such as "Client Alerts" and name it "Cases By Type - Client Alerts". Or you might create a view
named "Cases By Type - New" which shows all cases with a Status of "New".
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The additional benefit of views is that you can save the changes to a report without affecting the
original report (i.e., base report). Unless you have an Editor license, you cannot overwrite base reports
with changes. (Even with an Editor license, you may not want to overwrite the original report until you
have vetted the changes thoroughly.)

You also cannot edit "out of box reports”. This is important because it allows us to maintain the
integrity of the standard reports. If we update them, they do not overwrite your views. Your view may
change, however, depending on changes we make. For instance, if we rename a field, the new field
name will display in your view. With views, you can maintain your own custom reports while allowing us
to maintain the original reports.

Therefore, the solution for those with Editor license types who want to preserve the original report, for
Explorer license types who do not have access to overwrite a base report or for any Explorer or Editor
who wants to personalize an "out of box" report is to save a view. The view becomes a workbook that
you own, can edit freely and can share.

Saving a View
To save a view:

1. On the Report Center Home @ page, locate the report tile (by using the Search bar at the top
of the page or by scrolling the list of available reports).

2. Click the blue report title link to open the workbook.

3. Click Views > Save as New View.
The Save New View popup window displays.
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Cases By Type - Last 365 Days
= + Pagel -
h= I =g

Date Created Category ()

B Last.. x -~ Category =

Cases By Type

testyTestCaseType (1.8%)
Onboarding Emplayee (0.6.. \
Invoice Question (5.4%)

Client Alert (28.8%)

Cases By Type - Last 365 Days

- CaseType ~ Category ¥  Case Number ~
- 1-Banking Issues Accounting
Accounting

)__‘ Accident Investi.

4

Case Type

B 1-Banking Issues
401K

W ASubscriber

W Accident Investigation

M Benefit Deductions

W caseqype 9041

M Client Alert

W Client Recovery

M Client Reinstatemen:
Client Visit

W COBRA
Code/Classification Issue

B Commission Adjustment

M COVID-19 Termination

[ Kay!

M Email Activity

MW Employee lssue

#£ = 8
Chartis  Contrals ul

Views = Share ~

Reset @ Explore []~ Apply View... a

P
a Save Changes to View

— -

Exit View
The

Share Current View..

Manage Views...

Status ¥ Date Due ~ Date Created ~ 1D Pk Clien
e &.. InProgress 20260528 12:15:00 202605-22 11:24:33
Layout New 20250317 11:18:07 2025-03-10 11:18:07

4. Enter the view Name and optionally, click the Set as my default view checkbox if this is the view
you want to see when you open the report.
pA

Save New View

Name

My Customized Cases By Type - Last 365 Days Report

Set as my default view

ke

-

X

5. Click Save.

If you have set the view as your default view, the next time you open the workbook, the view will
open and you will see a green tag next to the Explore field. This indicates that you are looking at a
saved subset or view of the report. Hovering your mouse pointer over the tag displays the name

of the view:
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Cases By Type - Last 365 Days - Test Copy

Page1 -

Date Created Category (1)
Last2ye.. x ~ Category =

Cases By Type

Case Type
M 1-Banking Issues

restyTestCaseType (1.8%) 401K

Onbearding Emplayee (0.6%) \ 1-Banking lssues (17.1%) W A Subseriber
Invoice Question (5.4%) ) W Accident Investigation
“ g W_Rensfir Deduction

Additionally, views that you have created (or received access to when a view created by someone
was shared with you) are organized under the Views listing on the Home page report tile:

Cases By Type - Last 365 Days - Q
Test Copy

Last Run: 05/22/2026 5:50 PM

Views (1) ~ h

My Customized Cases By Type - Last 365
Days Report

e S A A il

Sharing a View

Once you create the view, you can share it with other Report Center users.

To share a view:

1.
2.

Click Views > Share Current View... or Share > Current View.
The Share View window displays.

In the first search field, you can search for and add multiple users to whom you will grant access to
the view. In the second search list, you can filter a list of users with existing access to determine if
you have already granted them access.

Click Add to grant access to the users shown in the first search field.

Note: The users must have access to the workbook to be granted access to any subset (i.e., view)
of the workbook. A "Missing Access" message displays if the user does not have access. This
message will not stop you from being able to share the view with the remaining users or roles
selected, however.
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r 3

Share View "My Customized Cases By Type - Last 365 Days Report" X
v | Add
= Se ting Acce » Q
User or Role License Type
ac Glorrie Crump

Editor

z .Ccom

[ -

Each user or role is added with the same level of access they have to the originating workbook.

5. By default, the Send email to added users or members of the user role(s) option is selected
to notify users or role members that they have been granted access to the view.

6. Optionally, enter a brief message for the email notification recipients.
7. Click Share.

Report Center Implementation Guide © 2026 PrismHR 44



Chapter 3 Getting Started with Report Center

Share View "My Customized Cases By Type - Last 365 Days Report" X
Missing Access x
The user "Alan Aardvark" does not have access to the workbook "Cases By Type - Last 365 Days - Test Copy". Please see an
administrator.

Add Users or Roles ~ Add
= search Existing Access x Q
User or Role License Type \L
EB TR CIEE R Explorer Remove
.com
ac Glorrie Crump Editor

.com

@ send email to added users or members of the user role(s)

Please take a look at this view of the Cases By Type report with the new fields we discussed. Y]
Thanks!

Saving a Copy of a Workbook

You have the option of saving a copy of the workbook instead of saving a view. This is often done when
you want to use an existing workbook as the basis for an entirely different report whereas a view is a
related subset of the same report. Note: When a view will suffice, we do not recommend saving copies
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of workbooks in place of creating views as views keep related report subsets tidy and manageable on
the Home page on the original workbook tile under the Views link.

To save a copy of the workbook:

1. On the Report Center Home @ page and locate the report tile (by using the Search bar at the
top of the page or by scrolling the list of available reports).

2. Click the blue report title link to open the workbook.
3. Click Save As in the top right corner of the workbook.

4. In the Name field, you can accept the default name of the report (which is the name of the
original report with the number of the copy behind it in parentheses) but we recommend
renaming it to reflect its use.

For instance, if the report is a test copy that you will be using to experiment with, you can append
"Test Copy" to the end of it.

If the report is being used as a template for a brand-new report, enter the new report name
instead.

You may also be prompted to update data sources for the report.

5. Click Select All and Update to use the same datasources used by the original report. You can edit
the data sources later when you customize the report.

Flagging Favorite Reports

Note: All ClientSpace reports are currently held in an "Uncategorized" container within Report Center.
We are working on adding the ability to place reports in categories. Setting favorite reports may help
organize reports in the interim by reducing searches for frequently accessed reports.

To flag Favorite reports:

1. On the Report Center Home A page, locate the report tile (by using the Search bar at the top
of the page or by scrolling the list of available reports).

2. Click the Favorite ““ icon on the report tile. The Favoriteicon becomes solid red.

=

3. Optionally, filter the report list to show only favorites by clicking the Filters icon located next
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to the Search field to display report filter options and then selecting Show Favorites Only.

X

By o Report Center

2 users

/R Roles Filters = @- = -
?

< = Search x Q
~
Ll @) show Favorites Only /

~ Uncategorized

Show Recently Used Only

Category Benefit Cases [~
Select -
Workbook Owner
Select -
Last Run: N
Service Provider Only ast Run: Never
e v Views (0) v

Creating ClientSpace Widgets Using Report Center
Workbooks or Views

This article will show you how to get the embed code from a Report Center workbook or view and add
it to a ClientSpace custom widget.

Note:

You can only get the embed code on Report Center workbooks or views that you are authorized
to access.

You have the option of embedding the entire report or elements of the report such as a graph,
chart or data grid.

Any interactive filter drop-down lists you may have added to the report or report element in
Report Center are still functional within ClientSpace.

e Once the report link is clicked:
o The report renders based on the viewer's security and role permissions.

o The report displays in the ClientSpace left navigation as a work item.

Report Center Implementation Guide © 2026 PrismHR 47



Chapter 3 Getting Started with Report Center

Step 1: Copy the Embed Code from Report Center
To copy the embed code:

1. On the Report Center Home A page, locate the report tile (by using the Search bar at the top
of the page or by scrolling the list of available reports).

2. Click the blue report title link to open it.
3. Click Share > Get Embed Code.

Cases and Tasks dam & ]| SO 2
Cases ~  Tasks - ® explore [ workbook
Current View
Case Is Active Client ID Case Number Department Assigned To * Get Embed Code
False @D True Select values - Select values - Select values - Select values
Priority Status

Medi... High Critic... Low t New In Prog... T Assigned  Resolved Test

Date Created Resolution Date Escalation Date

& Select date range v & Select date range ~ Select date range

Total Cases

3 4 48 T 960.0% @) 430.0%
r

May 2026 ~ A

The Get Embed Code window displays.
4. Complete the following settings:
» View - Select Published Version to use the currently published version (recommended) or

Unpublished Version to use an unpublished version of the workbook or view. This selection
is included in the embed code.

» What to Embed - Select entire page if you want the viewer to be able to see all page tabs
and report controls or select an element of the report such as a single tab or a chart.
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5. Click Copy Embed Code.
F

Get Embed Code X

The embed code is required to embed this report in the Manager Portal or another application. For security
reasons, the code will only work in an application set up for Report Center embedding.

View ¥
Published version w
The view is included in the embed code and
loads automatically when a user opens the
report.
What to Embed )
Entire Page v

Embed the entire page if you want the report
to appear as a navigation item. The embed will
include page tabs and other report controls....

Show More

Embed Code

d2I9em9wYnRNZVhpbkcddUdBbVRURDho h
Close | Copy Embed Code |
e

A

Step 2: Configure the Widget

To configure the widget:

1. In ClientSpace, go to System Admin & > Widget Layouts).
The Widget Layouts dashboard displays.

2. Add a widget layout or open an existing layout in the grid by clicking the Open [ icon next to
the widget layout line item.

3. Add a Business Intelligence Widget: Click Add Widgets button > Select Business Intelligence

from Widget Library and then click Settings on the Business Intelligence widget tile.
OR

Open an existing widget: Click Settings on an existing Business Intelligence widget tile.
The Widget Settings form opens.

4. Complete the fields:

Reporting System Select Sigma.
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Embed Code Paste the embed code you copied from Report Center.
Report Type the name of the Report Center report you want to use in the
widget.

Note: A future enhancement is pending that will allow you to
select the report from the drop-down list. For now, please type the
report name.

Filter Report Center widgets respect the Current Workspace and Current
Record auto-filter settings.
Also, if the report or element that you are embedding has
interactive filter settings that you set up in Report Center, users
can use them once the report is embedded as a widget. In that
instance, select None in the Filter field since your users will be
setting their own filters "on-the-fly".

Click Save Settings on the Widget Settings form.

You are returned to the Widget Layout Details window. If this is a new Widget Layout, a Publish
button displays in the upper left corner of the window. (If the layout is already published, the button
displays as Unpublish.)

If applicable, click the Published button when you are ready to publish the layout.

Creating ClientSpace Custom Dataform Links Using
Report Center Workbooks or Views

This article will show you how to get the embed code from a Report Center workbook or view and add
it to a ClientSpace dataform as a custom link.

Note:

You can only get the embed code on Report Center workbooks and views that you are authorized
to access.

You have the option of embedding the entire report or elements of the report such as a graph,
chart or data grid.

Any interactive filter drop-down lists you may have added to the report or report element in
Report Center are still functional within the ClientSpace widget.

Once the report link is clicked, the report:
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o Renders based on the viewer's security and role permissions.

o Displays as a work item on the navigation pane of ClientSpace.

Step 1: Copy the Embed

To copy the embed code:

@

1. On the Report Center Home

Code from Report Center

page, locate the report tile (by using the Search bar at the top

of the page or by scrolling the list of available reports).

2. Click the blue report title link to open it.

3. Click Share > Get Embed Code.

Cases and Tasks

Cases - Tasks -

Views ~ Share =

® explore [ yorkpook

Case Is Active
False @D True
Priority

Medi...

Client ID

Select values

High Critic... Low

t

Case Number

Selectvalues

Status

New

Department

Select values

In Prog..

Date Created

Select date range

Total Cases

3,448

May 2026

Resolution Date

Select date range

Assigned To

Select values

T Assigned  Resolved Test

Escalation Date

Select date range

Current View

* Get Embed Code

7 960.0% @ 4300%

The Get Embed Code window displays.

4. Complete the following settings:

» View - Select Published Version to use the currently published version (recommended) or
Unpublished Version to use an unpublished version of the workbook or view. This selection
is included in the embed code.

» What to Embed - Select entire page if you want the viewer to be able to see all page tabs

and report controls or select

an element of the report such as a single tab or a chart.
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5. Click Copy Embed Code.
F

Get Embed Code

The embed code is required to embed this report in the Manager Portal or another application. For security

reasons, the code will only work in an application set up for Report Center embedding.

View ¥
Published version

The view is included in the embed code and
loads automatically when a user opens the
report.

What to Embed )
Entire Page

Embed the entire page if you want the report
to appear as a navigation item. The embed will
include page tabs and other report controls....

Show More

Embed Code

d2I9em9wYnRNZVhpbkcddUdBbVRURDho h

Close | Copy Embed Code |
[

X

=
Step 2: Configure the Custom Link
To configure the custom link:
1. Go to System Admin&} > Advanced > Custom Links.
The Configure Links dashboard opens.
2. Click Add.
The Configure Links Detail form opens.
3. Complete the form.
Location Name of the dataform or system object on which you want the link to appear.
Display Value Enter the link text.
Group Select Report to place the link in the Reports group of the dataform.

Display Action  Select Open Report Center.
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The Sort Order determines the order of individual items within the Report

group. The lower the number, the closer to the bottom of the list the link

appears. 0 places the report at the bottom of the list if there are other links in

the Reports group.

Report Center
Embed Code

Display this Link Prior to Save, dataforms generally do not display links. This option allows you
to display the link before the initial form Save. If you want the link to always
appear, regardless of whether the dataform has been saved, select the Display
this link when adding option.

when adding

Pinned Open

Paste the embed code you copied from Report Center here.

When this option is enabled (selected), it forces the link to display in the

Action Items area. The link does not collapse when the associated group is

collapsed.

4. Click Save.

Configure Links Detail

“Lesation @ | Clignt Service Case

*Growe @ [ Report

pizy Action @ | Open Report Center

® [ Display this Link when adding

Active

kMyYIpDbzd4dSZIbDOwYzN:

EI2cFFt

Reportierge

yValue @ | Cage Count by Client

order @

Code Value @

® (5 | Pinned Open

Value:

When a user opens the dataform where you added the link, the link displays in the Reports group

of the Action Center. When the link is clicked, the report name displays as a work item in the

ClientSpace left navigation pane.
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Special Note on ClientSpace Editor Fields in Report
Center

HTML formatting in ClientSpace Editor fields does not display in Sigma Report Center data tables as it
does in Izenda reports.

In Izenda reports, formatting, images and links display for Editor fields. In Report Center, this is not
supported. The formatting tags display but they are not converted to display formatting, images, or
links as shown in the example of ClientSpace Editor field contents in a Report Center table below:

z_Body ~

null

The Signers and Log Data fields have been added to Quick Search (%) Search Fields (contains) on the Uploaded Files Qu...
<p=All BFM&nbsp; Save operations are now routed through a new BPM&nbsp;pipeline. As part of this enhancement, th...
A&nbsp; users Mass Update feature has been added to the Users Dashboard (System Admin&nbsp; &gt; Users). Global ...
Previously, if a ran a merge and logged out, if another user logged in and attempted to run the same merge, an error oc...
The Create Benefits Group business rule has been deleted. This rule was no longer recommended for use as it incorrect...
<p=Two new business rule methods were added to allow you to configure a rule that displays a custom hard or soft err...
Previously, on the Clients module dashboard in the Mare search, the Status field lookup displayed lookup code values i...
<p>Previously, when you opened the Benefit Flan drop-down list on an Offered Benefits Plan, the list values were not so...
<p=</p><p>An&nbsp; Enable Revert/Original Value funcrionality field has been added to App Settings&nbsp; (System A...
<p>The following changes have been made to the Benefit <strong>Premium Basis</strong> metadata lookup group: </...
<p=The following new User GET method has been added to the ClientSpace APli<br></p><p>GET/api/userfiv3.0/{id}<br=...
<p>Updated the Benefit Plan and Associated OBP Logic for When a Benefits Coverage Level is Set to "No"</p=<p>The fo...

This is a known issue to keep in mind when using any "out-of-box" or custom ClientSpace Editor field in
Report Center.

Frequently Asked Questions

Q: Can | join to PrismHR data?
A: Currently, PrismHR and ClientSpace data are separate.

Q: When will the switch from Izenda to Report Center be complete?
A: You will no longer be able to access Izenda reports on February 1st, 2027.
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Q: As a beta participant, will you convert my reports from Izenda to Report Center?

A: We are currently testing a report conversion tool that will convert the Izenda data to Report Center
data models (with the existing joins and selected fields in place). We will partner with all of our beta
participants on a case-by-case basis on a conversion plan.
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