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EXPORTING REPORTS FROM SIS 
 
SIS includes a range of tools to export summaries and reports for completed assessments. This may 
be a report of a single assessment, or a summary or report of all assessments within one working 
set. 
 

Exporting a single assessment report 
• In the open assessment, select Tools then View Report. 

• In the Generate assessment report panel, change the Report Type to “All Fields Report” and 
the Version to “Microsoft Word. 

 



 
 

• Click on Generate and the report will automatically download. 
 

Exporting a report for all assessments in a working set 
If you have been working on many assessments within a working set, you do not need to export 
each report individually. This can be done for the whole working set and can be downloaded as 
separate reports for each assessment, or as a single report containing all assessments. 
 

• Double-click on the name of the working set in the Working Sets panel at the top of the 
screen. Then scroll down through the options on the left and select Report Generator. 
 

 
 

• Select General Report. 
 



 
 

• You can tell SIS what you want the report to contain by adjusting the settings in the Report 
Generator panel. For example, if you want to download a single MS Word report for all draft 
assessments in the working set, use the following settings: 
 

 
Note that the locale in the above example uses the region tags associated with the working 
set. Do not adjust those tags; if you do, the report will miss some assessments in the 
working set. 



 
 

• Click on Generate Report. SIS will provide the report in a zip file. 
 

Exporting a summary list of all taxa and assessments in a working set 
You can also export a list of taxa in the working set with the Red List category and criteria for each 
assessment. 
 

• Double-click on the name of the working set in the Working Sets panel at the top of the 
screen. Then scroll down through the options on the left and select Report Generator. 
 

 
 

• Select Taxa List. 
 



 
• Use the Download csv File panel to tell SIS what you want to download. For example, to 

download a list of all taxa in the working set with the Red List categories and criteria for each 
draft assessment, use the following settings: 
 

 
 
Note that the locale in the above example uses the region tags associated with the working 
set. Do not adjust those tags; if you do, the report will miss some assessments in the 
working set. 


