
Reporting Guide

Mtivity



To access reports, Log In to Mtivity 

Log In to Mtivity



Current Reports

1) From your Home Page after 
Log-in, Select Reports from the 
Navigation bar. 

2) This will be a list of options to select from. 

3) Choose Current Catalog Orders for this report. 
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Current Reports

You will be shown a list of the catalogs from which you can select. 

1) Select the Catalog  you wish to run the report on
from your list that will be here.

2) Select your From and To Date – these are inclusive. 

2

1

2



Current Reports

1) Ignore the country field.

2) You must now select Run Report, in the lower right hand corner. 
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Current Reports

The Run Report button will generate the report, based on your selections, on your screen to view. 

1) To download a copy of this Report to your local 
machine, Click the Export to CSV file button. 1
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1) You will have the option to Open or Save. Save will 
automatically save the file as a Zip file, for speed of 
download. 

2) Once Saved, you will be able to open the 
document in Excel for use, shown below.


