
COURSE TOPICS
Reporting Apps Suite. A preview of all our Reporting-related Apps 

Functionality. For each User Level, who gets what & where can they use it

Data Queries vs. Reports. Use cases and benefits for each app

Data Queries App. Learn how to customize and apply this app to your business

Reports, Report Builder and Themes. Get excited, get creative with Custom Reporting!

Reporting
TRAIL GUIDEBOOK



REPORTING
Orion offers a variety of ways to display a client’s portfolio information as simply as possible 
or including as much detail as needed to communicate your message and demonstrate your 
value as their trusted Advisor.  Our Reporting Suite includes multiple apps to serve different 
needs; starting with Data Queries for internal data analysis, Reports to quickly access 
client-facing reports and Report Builder that allows you to customize your reports to fit 
each situation or client’s personality.  We don’t stop there though, more Reporting apps 
await you as you continue your Ascent!  But let’s learn the basics first…

USE CASE:  Run a data query and export to Excel if all you need to do is review portfolio 
values across your entire database or run multiple client-facing reports at once to prepare 
for your Monday meetings.  Feeling creative? Spend some time customizing reports to fit 
different client personalities via our Report Builder app.  Get crazy and adjust the Report 
Themes to match your branding!



Our Reporting Suite (Sweet)
Take advantage of other Reporting-related Apps.



§ Household Overview + Insight app
§ Reports | Report Builder app
§ Benchmark Assignments app
§ Report Themes
§ Grouping Manager, Engage + more!
§ Additional access via: 
o CRM Integrations*

Advisor Level
§ Portfolio Overview
§ Portfolio Values, Performance & Activity
§ Portfolio Reporting List
§ Stored Reports
§ Cloud Storage Access
§ Access via portal.orionadvisor.com

Advisor Level 

Representative Level+      

Representative Level 
§ Household Overview + Insight app
§ Reports | Report Builder app
§ Data Queries app
§ Benchmark Assignments app
§ Additional access via: 
o CRM Integrations*

*Contact us about available CRM integrations via Salesforce.com, RedTaillCRM or Junxure Cloud.
+Broker/Dealer, Wholesaler and other user levels available.  Contact us for details.

§ Access via:
o Client Portal app
o CRM Integrations*

Client PortalOrion Connect

§ Access via:
o Client Portal app
o CRM Integrations*

Reporting Functionality

Client Level

General features and access rights.



*Contact us about customizing Data Queries and Report Builder Sub-reports.  We are always open to new ideas!

R e p o r t sD a t a  Q u e r i e s

Data Queries   VS. Reports

Which app should I use and when?

§ Commonly used for internal data analysis

§ Review data across all clients and accounts

§ On-screen or spreadsheet format options

§ Only available at Advisor and Representative Levels

§ Generated from the Data Queries* app

§ Commonly used for client-facing presentations

§ Generate for one portfolio, pre-assigned Groups or Report Batches

§ Generates in PDF format

§ Make reports available at Advisor, Representative and Client Levels

§ Customize reports via the Report Builder* app



Data Queries
Customizing your Favorites List. 

1. Click All Data Queries under Data Query Lists on the right-side Menu.

2. Find a favorite query from the list and right-click.  Select +Add to Favorites.

3. There you go!  You now have a personal Favorites List specific to your User Login.
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Data Queries
Scheduling a Data Query. 

1. Select a query and right-click. Select Scheduled Data Query.

2. Select your Scheduler Details and click Schedule.

3. You now have a query that will automatically run and post the results 
under Notifications.  Orion does the heavy lifting for you!1
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Data Queries
Running a Data Query. 

1

1. Easy! Just select the query you wish to run by Double-clicking or Right-clicking and choose Run Data Query.

2. Choose your Query Parameters (if applicable) and select your Run To method*.

3. Click Run.
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*Selecting Screen as your Run To method will allow for on-screen editing for Household and Account information, if needed.



Best Practices

Helpful Data Queries
Below are a few data queries that can be helpful when auditing general data, reviewing balances and values or satisfying your curiosity.
Contact your us to request a new data query or discuss the most relevant data queries for your firm.

①Audit File_All Accounts A complete review of all Household, Registration and Account information 

②Audit File_Billing_Account Info Similar to above, but with more billing-related information

③Audit File_Product Classifications Review classifications across all products in your database

④As of Value by Account Review account values as of a date (choose from multiple variations) 

⑤As of Value by Asset Review asset values as of a date (choose from multiple variations)

⑥Accounts gone to zero Review accounts that recently went to $0 during a date range

⑦Daily Transactions Review all transaction information for a date range

⑧Contributions and Distributions Review client cash flow transaction information

⑨AUM by Rep  Review assets under management as of a date for each Representative 

⑩Account Search by Ticker Review accounts that hold a specific product 

There are 100s of data queries to choose from, so you need to ask yourself “What data is important to me or my business?”



§ Select the Advisor level on a custom report (inside the Report Builder app) for it to appear under the Custom Reports section above.
§ Click the       to enable Standard Reports for other users + set Date Defaults.

Reports
To get started go to the Orion Connect Home Page and click on the Reports App. 



D E L I V E R YP A R A M E T E R S  

1 Options Choose entity & period                       2 Parameters Customize settings                           3 Delivery Format options

Reports
Running a report. 

O P T I O N S  



REPORTING| report builderReport Builder Maintenance
§ Maintain Advisor Level Custom Reports
§ Maintain Report Default Options
§ Maintain Versioned Reports | Web Access
§ Maintain Disclosures and more!

Features
§ Add Custom Manager’s Message 
§ Add Custom Text | Guide-To-Reading Info
§ Choose from over 300 Sub-reports
§ Custom settings on every Sub-report!

General Settings
Add Report Name & Description
Assign a Report Theme & Cover Page
Choose Layout & Date Defaults

Sub-Reports Menu
Select by Category or Search sections
Click to Add, then Drag & Drop

Report Options
Select or modify sub-report Parameters
Select a Parameter to highlight the related 
sub-report(s) A or use Filter on sub-report B

Access Controls
Assign Web Access rights to User Levels
Assign User Access rights to specific Clients
or RepresentativesParameter Filter

Click to filter Parameters under 
Report Options for a specific sub-report

To get started go to the Orion Connect Home Page 
and click on the Report Builder App. 
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Report Themes
Give your reports some style – just 3 easy steps!

STEP 1 Clone
Orion provides a ‘jumping-off’ point for you - 3 pre-built themes to get you started!  
From the Report Builder app, simply clone Orion Classic, Orion Light or Orion Traditional 
to begin theming.  

STEP 2 Create
Within the report theming tool you only have to theme 3 basic sub-reports.  The theme 
settings are then applied to any sub-report being used within a Custom Report!  Simply 
click on the area to Edit within the report theming tool and the theming options will be 
presented on the right-side Menu bar.  As you edit, the template dynamically changes so 
you can see what areas are affected and what your changes look like.

STEP 3 Assign
After you finalize your theme settings and save your new Report Theme, go to any Custom 
Report and assign a theme!  Simply edit a Custom Report and assign a Report Theme
under the General Settings tab.  Be sure to Save your changes (but you knew that)!

Customization Highlights  

Fonts Select type, size and color    

Borders Select style and color    

Logos Upload custom image & edit placement    

Assign Select a custom report and assign a Report Theme



Report Themes
To get started go to the Orion Connect Home Page and click on the Report Builder App.  Select Report Themes.
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D Y N A M I C  D E S I G N
Just Click on each theme element to Edit.  
Changes happen right before your eyes!   

Report Logo 

Section Row Header 

Section Border 

Page Header 

Disclaimer

Section Title Bar 

Report Title 

Section Column Header 

Section Detail 

Table Grouping Header 1  2  3

Table Grouping Footer 1, 2, 3 

Page Footer

Report Themes
Available theme elements.




