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When you want to view the entire snapshot of your company from every angle, look no further than the Reports 
in Point®. Point contains an assortment of standard pre-defined report templates that are geared toward 
simplifying your business needs and increasing your bottom line. You can also create custom templates that 
meet your exact specifications. It’s easy to create, view, and print data-specific reports tracking all files – all 
within Point! 
 
Generating Reports in Point 
 
The first step in creating a Report is to set up a Report & Marketing Template. To view, create, and modify 
templates, use the Templates tab on the navigation panel. Please refer to the tip sheet titled; “Creating Reports 
& Marketing Templates” to create custom Reports tailored to your company. 
 
First, click the Reports & Marketing tab in the navigation panel to open the Reports & Marketing Generate 
Results screen. 
 
Select the data folders where you will collect your report data. If you want to include data from all data folders, 
click the Select All button. Select the types of files that you want to include in the report by using any 
combination of the Prospect, Borrower, and Include Co-Borrowers check boxes. 
 

 
 
Reports & Marketing:  Left Navigation Bar 
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In the workspace, select the Report radio button to specify the type of template, and select a template from the dropdown 
list. The reports that contain “Excel” in the title are generated in a Microsoft Excel spreadsheet. These reports will display 
in the lower portion of the Generate results screen, but can be opened up fully in Excel by clicking the “Open in Excel” 
button once the report is generated. 

 
 
 
 
Use the Additional Filters button to specify more options to customize the report.  
 
Use the Loan Rep and Loan Processor dropdown lists to filter the search results by a specific loan representative or loan 
processor. In the Current Status section, select the status of the loan to include in the report, or Select All to include loans 
of any status. To filter loans based on specific status dates, (for example all loans opened between 1/1/2008 and 
2/1/2008), select the loan status from the Status dropdown list, specify a date range in the date fields, and click 
Generate. 
 

 
 
 
 

Reports & Marketing:  Template Download List 

Reports & Marketing Generation Screen 
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Reporting Output 
 
Depending on the template settings, reports are output into the Point Report Viewer window, a separate Excel 
spreadsheet, or an Excel spreadsheet, which is displayed in the lower section of the Generate Results screen. After a 
report is generated you can manipulate the data depending on the output type you selected. 
 
If you have created or selected a report with an Excel output, you may click the “Keep the report results open” 
box and this report will self-generate each time you select the “Reports & Marketing” tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Results displayed in Point viewer 
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A report that has Excel® as an output will open in Excel within Point® or in a separate Excel window, depending on the 
report template. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Results displayed in Microsoft Excel viewer 
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  Results displayed in Microsoft Excel  
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Viewing Options in Full Excel View 
 

 
 

Dashboard View Yearly Trend 

Monthly Trend Range Analysis 

Data View 


