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About Insights Reports

Brief Overview

The Insights Reports page is your home base for reviewing, exporting and subscribing to your
Insights common and custom reports. If you subscribe to a report, a scheduled email will be sent to
a recipient list of your choosing.

Tip

To create a custom report that is not available in the Reports page, please use the Report Builder
feature by clicking on the Add Report button.
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e Daily Summary Report Shows the number of events from each deployable that occurred each day.
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_ Deployable Report The publish status and date of every WalkMe item in the selected account.
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End User Actions A log of all user interactions with WalkMe items - including timestamp, intera... N

Use Cases

Reports use cases include the following:

¢ Analyze your Insights in a more raw data format or using external tools

e Share Insights reports with more people, including those who are not Insights users

e Schedule and receive periodic updates about the progress of your KPIs without needing to
actively search and filter in Insights
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Reports Page Breakdown

Find all reports for the Default system you are viewing. Learn more

Available Reports My Reports Recent Reports

100 Reports available

o Report e Description o Active Subscription

Daily Summary Report Shows the number of events from each deployable that occurred each day.
Deployable Report The publish status and date of every WalkMe item in the selected account.
End User Actions A log of all user interactions with WalkMe items - including timestamp, intera... Nor

In the Reports page in Insights you will see a list of all available reports in your account, as well as
which have currently active subscriptions.

1. Report — The name of the report
o Ifit’s a common report, it will just show the report name; if it’s a custom report, there

will be an icon with a wrench that says CUSTOM
o View all Common Reports

2. Description — The description of the report and what data it contains
3. Active Subscription — Indicator of whether you've subscribed to a report or not, and, if so, at

what interval you're receiving reports

Report Builder
Reports K

Find all reports for the Default system you are viewing. Learn more,

Avallable Reports My Reports Recent Reports

100 Reports available

Report Description Active Subscription
Daily Summary Report Shows the number of events from each deployable that occurred each day

Deployable Report The publish status and date of every WalkMe item in the selected account.

End User Actions A log of all user interactions with WalkMe items - including timestamp, intera... None

e The Add Report button will open the Report Builder, allowing you to create your own custom
reports
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e To learn more, please view our Report Builder article

Subscribing to a Report

1. Hover over the report you want to subscribe to and click the Subscribe icon

Reports “
My Reports Recent Reports
145 Reports available
Subscribe
ActionBot Activity by Us... A log of all user interactions with the ActionBot - including timesta...
» | 8‘3 il
ActionBot Act... IEEEED
ActionBot Conversation ... Breakdown of ActionBot conversations including each Bot Output...

ActionBot Co... IEIEEED

ActionBot Co... [EIETEED - o

2. In the side panel that opens, define your subscription:

B insights2.walkme.com

insights2.walkme.com wants to

Show notifications

o Report — The name of the chosen report
= Will be selected by default according to the report you've chosen
o Date Range — The time frame of the report data
» Some reports do not have the date range field by definition since they are
configured to query all of the historical data of the account
» These reports will not have the date range field available
o Subscription Frequency
» Daily: Sent every day at the hour and time selected
¢ Available for Yesterday date range
» Weekly: Sent weekly, on the day and hour and time selected
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e Available for Last week and Last 7 days date ranges
* Monthly: Sent monthly, on the day of the month and the hour and time selected
e Available for Last month, Last 3 months, Last 30 days, Last 90 days, and Last
365 days date ranges
o List of Email Recipients
= Enter any valid email address, whether registered to WalkMe or not
» For multiple email addresses, separate by commas without a space - For example:
walker@walkme.com,runner@walkme.com
= A maximum of 15 recipients is allowed
» Tip: We suggest you always add yourself to the list as a recipient
o Email Subject (optional)
= Enter the subject of the email
= If left empty, the report name will be sent in the subject
3. Click Subscribe to save your subscription settings
4. Each time that the report is generated according to the saved subscription it is also added to
the Recent Reports page and becomes available for download once the report generation is
completed

Unsubscribing from a Report

Once you have subscribed to a report, you can unsubscribe by following these steps:

1. Hover over the report
2. Click the options menu
3. Click Delete

Reports
My Reports Recent Reports
145 Reports available
.II"
ActionBot Activity by Us... A log of all user interactions with the ActionBot - including timesta... Preview now

ActionBot Act... GG

) Export now

ActionBot Conversation ... Breakdown of ActionBot conversations including each Bot Output... !

il Delete &y
ActionBot Co... EEELEID

ActionBot Co... FXIEEIN - . o

You will be prompted to confirm you want to delete the subscription by clicking the DELETE button.
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New! You can also unsubscribe directly from the report email by clicking Unsubscribe.
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You will be prompted to confirm you want to unsubscribe by clicking the Unsubscribe button.
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yort?

71 Stevenson Street, Floor 20 San Francisco, CA 94105 | 245 Fifth Avenue, STE 1501 New York, NY, 10016 | 421 Fayetteville St STE 215 Raleigh, NC
27601 www.walkme.com


https://www.walkme.com

wolk@

Once you are no longer subscribed, a short survey will be shown to improve our subscriptions that is
optional to complete.

walk(@®
You are no longer subscribed!

If you have a moment, please let us know why you unsubscribed.

° I no longer want to receieve these emails
() I never subscribed for this mailing list

() Contentis no longer relevant for me

() Other (tell us below)

Downloading a Report

1. Hover over the report you want to export and click the Export icon
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My Reports Recent Reports
145 Reports available
Export
ActionBot Activity by Us... A log of all user interactions with the ActionBot - including timesta...

ActionBot Act...

ActionBot Conversation ... Breakdown of ActionBot conversations including each Bot Output..,

ActionBot Co... [EEEET

ActionBot Co... [IEEE] - o

2. In the side-bar that opens, define your export:
1. Report — The name of the chosen report
= Will be selected according to the report you’ve chosen
2. Results Filters — Select the following:
1. Available Filters: Select from a dropdown list of available filters; the filter you
select will be applied to your exported report
2. Date Range: Select the time frame of the report data
e Some reports do not have the date range field by definition since they are
configured to query all of the historical data of the account
e These reports will not have the date range field available
3. Email Configuration — To receive the report by email turn on the Send by Email
toggle and enter the following information:
* The email address you want the exported report emailed to
* The email address list is limited to 256 characters - for email lists that are longer
than this limit it is recommended to create an email distribution list and use it for
reporting
= The subject line of the aforementioned email (optional)
3. Click GENERATE REPORT to download your chosen report

i Daily Summany Regesrt

Wewdts Filters

A S

4. Once generate is clicked the report is added to the Recent Reports page
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If you chose to send by email in just a few minutes you will receive an email with the requested
report ready for download. Browser notifications can also be enabled to get alerted once your report
has been generated.

Browser Notifications

For convenience, push notifications can be sent by the browser to let a user know when a report is
ready for download or when a report’s export has failed.

This must be enabled by following the steps below:

1. After the prompt message from the browser appears, click “Allow” to give permission to show
notifications related to insights2.walkme.com.

B insights2.walkme.com

insights2.walkme.com wants to

f Show notifications

Block Allow

2. Once the report is generated, a push notification will appear like below:

Report is ready
@ insights2.walkme.com

Daily Summary Report is ready to be dow...

3. If the generated report’s export has failed, a push notification will be sent that will appear like
below:
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Report export has failed
G insights2.walkme.com | I l
ActionBot Activity by User Id export has f...

4. Clicking on the push notification will open a new tab that redirects you to the Recent Reports
page, filtered on the newly generated report’s name where the report can be downloaded:

Reports H

the Default ySstem vy € VIEWINE. Learn more
Available Reports My Reports
15 Reports
ActionBot Activity by User Id Subscription  All Sessions Last 30 Days 11/14/2022 - 12/13/2022 12/14/2022, 11:00

5. The permission settings for notifications can be modified whenever desired by following the
steps below:
1. Click on the lock icon next to the URL
2. Open the notifications’ drop-down list
3. Select a value from the list
4. Refresh the page to apply the updated settings for insights2.walkme.com

) Ask (gefault)
Pop-ups and redirects

Allow

& Automatic Downloads

Block

Il Certific ]
B Certificate

Artianbnt Fammeeatinn Besledn
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Please note:

¢ Notifications are also supported for All Systems Reports

¢ Notifications are not supported in Incognito Mode

e Refresh, switch system, or any action resulting in a page refresh made after generating a
report will cancel the arrival of the notification

Recent Reports Page Breakdown

In this page the user can see all the reports that are ready for download. The list includes reports
that were generated by using Export or Subscription.

1. Name - The name of the chosen report
o Will be selected according to the report you've clicked on
2. Type - Indicates the trigger of the report - can be either subscription or export
Filter - The name of the filter chosen when creating a subscription or exporting the report
4. Date range - The time frame of the report data as chosen when creating a subscription or
exporting the report
5. Started - The time and date when the report generation was triggered
6. Status:
1. In progress - Report which is still being processed will appear with the status “In
progress”
2. Download - The download button becomes enabled once a report generation was
completed
3. Failed - If a report generation failed due to any reason, the displayed status will show as
“Failed”. Possible reasons for this could be an issue with the query, session timed out, or
the report was too large - Please contact Support for assistance if this occurs
7. Subscription label - Indicates the subscription frequency

w

[ Pro-tips:

e Unlike the data in the Insights Apps Pages, the data in the report is not real-time, but is
instead updated daily

e Data for the previous day will begin to be updated at 9:00 AM UTC

e Data is accessible in Insights for a period of up to one year

e The report email is sent from the email account: noreply@walkme.com (WalkMe Insights)

e The report email does not contain the report results in the email body, but as a link to a .CSV
file containing the report results
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e The link to the report expires after 7 days
e A maximum of 15 recipients is allowed

Tip Tuesday

Get more out of your Insights Reports with this Tip Tuesday:
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To see more Tip Tuesday videos on WalkMe World, click here.
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