
 
 

 

 
 

ACCESS PORTAL REPORTS - NAMING CONVENTION 
When publishing reports to the Access Portal, it’s important to follow a consistent naming 
convention so you can easily identify in Cvent which reports have been published for your 
specific chapter. When creating a custom report in the event, use the format: MPI [Chapter 
Name] [Event Name] and then save it. 

Publishing Report to Access Portal with the Naming Convention: 

Creating Reports within Event 

• Go to Events and open the specific event. 
• Go to Reports > Reports in your event. 
• Run/open the appropriate report template (for example, Registrant Details) 
• Customize fields, filters, and advanced criteria as needed. 
• From the Actions menu, choose Save As, name the report as per the naming 

convention shared above, and save it 

Publish the saved report to the Access Portal 

• On the event’s Reports page, go to the Saved Reports area and locate your saved 
report. 

• Click on the kebab menu towards the far-right side of the saved report and select 
‘Publish to Access Portal’ 

• In the publish wizard: 
o On the Viewing Rights step, select Only Selected users, and select the 

specific portal users or groups who should see the report 
• Click on Publish.  

 



 
 

 

 



 
 

 

 



 
 

 

 

Please note: If you need assistance creating event reports and publishing it to the 
Access Portal, please contact the system admins at aniket.gupta@cvent.com and 
mshoaibmauloodi@cvent.com. If you have any other questions, please feel free to 
reach out to us. 
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