
Shelvspace User Guide 
Getting started and understanding of  

the features of Shelvspace 



What is a Report? 

Shelvspace reports were designed to remove the black box of what is happening at retail by giving you more visibility of what is 
happening at store level and saving you hours, if not weeks of time rolling up survey results and sharing them in a digestible format.  
 
The Shelvspace Reporting system gives you the ability to create custom, automated reports that can be viewed online or 
automatically sent to your email on a daily, weekly or monthly basis. Typically reports are used by managers and executives to track 
team performance, form activity, audit results, trends, in-store photos and much more.   
 
Reports can be shared with your team, brokers, partners, management to ensure alignment and focus on what really matters.  
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Accessing Reports 
To get to the Reports Screen, click on “Reports” from the Menu Navigation on the left. The top section of Reports shows all 
submission trends by form and customizable date range. Below the trend chart will be all of your available custom reports that you 
build.   
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Creating Custom Reports 
Report Settings on the left allows you to set the Title of the report as well as filter the report by specific Accounts, Users, and Date 
Ranges. You can also specify who and when you want the report to be sent under “Email Notifications”. 
 
The Report Preview on the right allows you to select one or more sections to be included in the report. For each section added you 
will need to specify which form questions that the information will pull from. For example when adding a Trend Chart section, click on 
“Add/Edit Questions”. 
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Report Sections 

Trend Charts allow you to create trends on 
any number questions from any of your forms 
or the overall total submissions per a form. 
Results are graphed on a line chart  

Trend Charts 

Similar to the dashboard, you can include any 
widgets from any of the form submissions. 
This includes numbers, pie charts, and 
column charts.   

Widgets 

The summary section can calculate the sum 
or average of any number questions from any 
of your forms. Results will be shown in a table 
format with by user or account and the total.  

Summary 

The comment section will show any text 
questions in any of your forms and show 
them in a table format.  

Comments 

The gallery section will show all pictures from 
any questions on your forms. You can specify 
how many images to show and add more 
galleries for multiple questions.  

Gallery 



Configuring Reports 
In order to configure each section of your report, you click on the “Add/Edit Questions” button to access the configuration screen. 
Once in the section configuration screen,  you will need to select the Form you want to pull data from and then the specific Form 
question to be included (only available options will be shown per selected section).  You then need to label the question and select 
how you would like the information to be calculated (i.e. sum or average). You can select multiple questions by clicking on “Add 
Question” when available. Once  you have completed configuring your section, click on the “Back” button to return to the Report 
Preview. 
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Viewing and Sharing Custom Reports 
Click on the      view icon from the Custom Report list to view the report. 
 
The entire report can be edited, emailed, duplicated, or deleted from this screen. When emailing the report you can enter and 
unlimited number of email address(es) as well as add a comment which will be added to the top of the emailed report. 
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Viewing Reports 
You can adjust the date range of the entire report by selecting the start and end date at the top. If there were multiple questions 
added to a section you can toggle between those question labels in the drop down of that section. 
 
Each section can also be downloaded, emailed, or printed. Depending on the type of section, information may be downloaded as a 
jpeg, PDF, or CSV.  
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