
____________________________________________________________________________ 

 

 
 

 

 

The focus of this guide is to walk you through understanding how to create a report for 

CyberKeys and CyberLocks.  

 

 

We will cover making a report and how to customize the report. For receiving reports, you 

create we will also cover creating notifications.  

 
Also note: every page on the website has a question mark that is the link to help for that particular page. 

 

 

 

 

 

 

 

How to create 

a report  



 

 

 

 

 

Log in to your CyberAudit Web account. 

 

 
 

 

 

Once you log in the site will load to the home screen. It is the starting point any time you log in. 

 

From the home screen we will select the Report from the top menu bar and choose Report list. 

 

 



This will load our reports list. Your list will be empty. The example below has many reports 

already created. 

 

 
 Click on the plus sign at the top right to add a new report. 

 

Provide the report a name and then click on SAVE at the bottom of the screen. 

 

 
 

Once you save the report this will load the Report Details page. Here you will set up to filter to 

the detailed information you want from the report. 

 



 
 

You can launch a report as it is. However, it is highly recommended to filter the options available 

to get the data you need. 

 

We will review how to filter the data. 

 

Click a pencil mark to edit the information you want to filter. 

 

To start with people, you can filter what people are included in the report. 

 

At the top of the list are Tagged people and below are individual people. You can choose 

“include only the following tags and people.” 

 

Selecting the people to include in your report will help filter down the data. We can filter the 

report data further. 

 

You can also filter the source of the CyberKey or CyberLock data by filtering Communicators. 

The same for Included events, which will help you look for specific data. Below is an example of 

specific events for a report. 

 



 
 

You may want to also edit the date filter.  

 

 
 

This will help to either narrow or expand the date range for the report. 

 

 

Once the date is set you are ready to run your report. 

You can choose the output of the report. 

 

The options are Quickview , XML and TSV . The Quick view option will open in the browser or 

you can print to paper or a file. You would use the web browser print feature for this option. 

Then we have XML which is file format which break down the data in a sections similar to the 

HTML of a web page. Last we have TSV which is Tab separated Value, it lists the data in a 

plain text but it can also be opened in Excel or a similar spreadsheet program. 



 

Here are examples of each. 

 

Quick view. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



XML 

 

 
 

 

TSV 

 
 

 

 

 

 



 

 

TSV in Excel 

 
 

With a report in excel you can use the filters built make temporary filters of the data. 

 

 

 

If you still have questions or issues. Please use the support portal to create a ticket for 

assistance. 

 

https://support.tecsolutionsinc.com/ 

 

 

 

https://support.tecsolutionsinc.com/

