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American Water Quick Reference Guide 
 

REPORTS 
AWPMIS contains a robust Reports module that allows a User to report on information based on their Role(s) and permission.  
The ability to publish reports for all Users is restricted to specific Administrative Roles.  All requests for broad changes must be 
routed to them through the e-Builder Assistance Request (HELP) process. 

Several reports are in place for AWPMIS to meet the needs of most Users.  The following outlines how to use the Reports module 
in broad terms.  Each AWPMIS Process has foundational reports that include core detailed information for each Process. 

INSTRUCTIONS 
The Reports Module is always available in AWPMIS; a User does not need to open a Project to run a report.  To run any report… 

1) Go to the Reports tab 
2) Select from the list of available Groupings (gray bars with headers) 

o “My Personal Reports” will only appear if you’ve saved a report for personal use 
3) Type in the Filter box if you know specifically what is needed 

 
4) Once you run the selected report, choose which Project from the drop-down 

o Only Projects you are an active member of will appear in this list 

 
 

OVERVIEW OF REPORTS 
When running a report, you have these standard options 

1) Project Selected 
o Most Reports are configured for a single Project 

2) Hide Details 
o Show the Header (roll-up) information only 

3) Print View 
o Create an Excel-based Report 

 

4) Export 
o Allows the report to be pulled into Excel, CSV or 

Tab Delimited Text 
5) Save As 

o Create a report saved to “My Personal Reports” 
for future use 
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CREATING PERSONAL REPORTS  
 

Any existing report can be used as a baseline to create a personal report.  Find the report you want to make a copy of 

• Run the Report to use as the baseline 

• Click Save As and create a specific name that explains the intent of the report 

• Immediately run the newly named report 

• Click Edit 

• All updates to the report can be viewed by selecting the drop-down next to Jump to step 

• This allows for easy navigation in the report edit process 
 

SPECIFY FILTER 
Applying a filter is the most common approach to creating a personal report.  This creates a smaller subset of information. 

• Select “Specify Filter” under Jump to step 

• Select the filters you want to enforce such as 
o Open equals Yes 
o Project Manager contains a specific name 
o Company Code is a specific value 
o Project status is a specific value 

• Click Save, verify / update name, then click Save and Run to preview the report 

• If additional edits are required, repeat the exercise until the report is as needed 

• The report will now be under “My Personal Reports” 
 
 

 

 

 

SELECT COLUMNS 
The foundational reports created for each Process contain a selection of commonly utilized columns. 

• Select “Specify Columns” under Jump to step 

• Scroll through and review all available columns 

• Select the columns filters you want to add and review 

• To preview and validate you have the correct column, click Run Report all the way in lower left of the screen 

• Click Edit to change additional columns and finalize selection 
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CONFIGURE COLUMNS 
The column order, sort order and column width are controlled under the Configure Columns selection.  This should be addressed 
once all columns are added and filters are in place. 

• Select “Configure Columns” under Jump to step 

• Click on the Column name and use the arrows to move the column up or down in the list 
o The arrows with lines will immediately go to the Top / Bottom respectively 

• Select the Sort Order the report should use for presentation 

 

 

• Column width can be adjusted below under Set Column Width 

• Drag the vertical line left or right to control the width 
 

 


