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DocuSign - Generate Reports 

Follow the steps below for instructions on how to generate reports in DocuSign. 
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1. Click the Reports tab in 
DocuSign 

2. From the 3 report categories 
on the left, click the desired 
report folder. 
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3. Click the VIEW button 
next to the report you want 
to run 
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4. Features you can use to 
customize the report are 
Date Range, Edit Filters, 
and Edit Columns 

5. Click Run Report to 
generate the report 
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6. To save the report to your 
Custom report folder, click Save 
As 

7. To download the report data, 
click the Download CSV button 


