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DocuSign 
Report ing
Report  da t a  is  a  key tool t o 
unde rst a nding a nd improving your 
DocuSign usa ge .

64% Improved efficiency
a nd product ivity

56% Fa ster, more  e ffect ive
decision ma king

51% Driving be t te r fina ncia l 
performa nce
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Ident ify bot t lenecks a nd 
frict ion points.

Report ing Act ivit ie s & Benefit s

Optimize  to a chieve  higher 
comple t ion ra tes.

Provide  a  be t te r signing 
experience .

Report ing da ta  is genera ted 
cont inuously.

Reports conta in rea l-t ime 
da ta  from document  
a ct ivity.

Crea te  custom reports a nd 
schedule  a utoma t ic reports.
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Report s Pa ge

All users ca n view the ir own sent  enve lope  da ta .

Users wit h report ing permissions ca n view a ll 
a ccount  enve lope  da ta .

Standard Report s
Users ca n run reports to see  informa t ion on t heir 
own account  act ivit y only.
Administ rators a nd those  users with report ing 
permissions ca n see  all account -level act ivit y.

Downloa d links for the  most  recent  reports 
de livered from your a ccount .
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My Da shboa rd
● This da shboa rd provides a  

look a t  key metrics on your 
sent  enve lope  a ct ivity. Use  
this to quickly see :
○ Overa ll enve lope  

sta tus
○ Time to comple te
○ Volume over t ime

● This da shboa rd is a va ila ble  
to a ll use rs.

My Da shboa rd User Guide

https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=fhl1661468469364.html&_LANG=enus
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Administ ra tor Da shboa rd
● Provides a  look a t  key metrics 

on the  sent  enve lope  a ct ivity 
a cross a ll the  users within the  
a ccount  such a s:
○ Overa ll enve lope  sta tus
○ Time to comple te
○ Volume over t ime  for the  

enve lopes sent
● This da shboa rd is a va ila ble  to 

a dminist ra tors with full 
a dminist ra t ive  a ccess a nd 
de lega ted a dminist ra tors with 
Report ing permission.

Administ ra tor Da shboa rd 
User Guide

https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=zre1674502893268.html&_LANG=enus
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Sta nda rd report s
There  a re  3 ca tegories of sta nda rd reports:

Envelope
Da ta  on enve lopes 

sent  from the  
a ccount .

Recipient
Da ta  on recipient  

a ct ivity for 
enve lopes sent  from 

the  a ccount .

Usage
Da ta  on a ct ivity a nd 
usa ge  for the  ent ire  

a ccount .

Ava ila ble  to a ll users Ava ila ble  to a ccount  
a dminist ra tors only
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Report ing Demo
Full inst ruct ions ca n be  found he re

ht tps://www.youtube .com/wa tch?v=9PzoNLTPP0 w&t=1s

https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=wou1578456440763.html&_LANG=enus
https://www.youtube.com/watch?v=9PzoNLTPP0w&t=1s
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● Reports DO displa y enve lope  meta da ta  (da ta  a bout  the  t ra nsa ct ion), such 
a s sender de ta ils, recipient  de ta ils, da tes a nd t imesta mps, enve lope  ID, 
sta tus, la st  a ct ivity, volume, ve locity, declined/voided rea son, Enve lope  
Custom Fie ld va lues, IP a ddresses, e tc. 

● Reports DO NOT displa y document  fie ld-leve l da ta  (a ka  “form da ta ”).
○ Fie lds tha t  you pla ce  on a  document  a nd a ssign to recipients a re  ca lled 

Document  Custom Fields a nd the  da ta  collected in these  fie lds ca nnot  
be  ext ra cted via  reports, nor a re  these  sea rcha ble  in Ma na ge .

○ Envelope  Custom Fie lds a re  a  grea t  solut ion to a pply custom 
sea rcha ble  da ta !

● Row limits to be  a wa re  of when genera t ing reports:
○ View from within the  DocuSign a pplica t ion: 5,0 0 0  rows
○ Downloa d report : 50 ,0 0 0  rows
○ Scheduled report : 10 0 ,0 0 0  rows

Report ing 
Conside ra t ions

https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=pik1583277475390&topicId=qor1583277385137.html&_LANG=enus
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Modify Report  
Crit e ria

Edit  the  report  
filte rs a nd 
columns to displa y 
the  da ta  you wa nt .

View a nd Modify Report s
When you se lect  a  report  to view from the  Reports list  a nd run it , the  defa ult  report  da ta  is shown. From 
this defa ult  result  se t , you ca n modify the  da te  ra nge , filte rs, a nd columns displa yed to de liver the  
informa t ion you wa nt . View full inst ruct ions here .

Crea t e  a  
custom report

Sa ve  up to 10 0  
modified reports 
to a ccess them 
a nyt ime  you wa nt .

Scheduling 
Report s

Se t  up a  recurring 
schedule  to 
a utoma t ica lly run 
reports.

Send report s 
via  ema il

Use  the  Send Now 
fea ture  to ema il a  
link to the  report  
results.

https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=ekf1578456440590.html&_LANG=enus
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Report ing Addit iona l Resources

Learning Guides:
● Using Reports
● Administ ra tor Da shboa rd
● View a nd Modify Reports
● Schedule , Send, or Downloa d Reports

https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=wou1578456440763.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=zre1674502893268.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=ekf1578456440590.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&rsc_301=&bundleId=cnu1642812012214&topicId=xon1578456436425.html&_LANG=enus
https://www.youtube.com/watch?v=9PzoNLTPP0w&t=1s
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