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Running a Saved Report in MassCat 
 
Login to MassCat using your username and password: 
 
Click on the “Reports” link on the left side of the screen: 
 

 
 
 
If you are already logged in to the system, click on the “More” link at the top left corner 
of any screen and then click “Reports” from the drop down menu: 
 
 

 
 
You will be taken to a screen with a variety of report choices.  To find and run special 
reports that have been created and saved for your library, click the “Use Saved” link on 
the left side of the screen under the heading “Guided Reports:” 
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You will be taken to a large list of all the reports saved by libraries using MassCat.  
Reports are listed alphabetically by name.  Most of your reports should have your 
library code in the name of them, but some of the commonly needed reports like 
circulation statistics are gathered together under the code, EVERYONE.   
 
To find the saved reports for circulation statistics (and other common topics, like holds), 
enter the code, “EVERYONE” in to the “keyword” box of the “Filter” area on the left side 
of the screen.  Then click the “Apply Filter” button. 
 
To find all of the saved reports specific to your library’s needs, enter your library code in 
the “keyword” box of the “Filter” area on the left side of the screen.  Then click “Apply 
Filter.” 
 

 
 
 
Depending on the number of reports you have saved for your site, you might need to 
adjust the display to show the complete list of saved reports on a single screen.  Do this 
by altering the “Entries/page” number to something larger, like 100 or 200: 
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When you find the report you want to run, click on the “Run” link on the far right side 
of the screen: 
 

 
 
 
The system will generate the report data and display it to the screen.  If you would like 
to download the data from the report into a spreadsheet, scroll to the bottom of the 
page.  Click the “Download” button: 
 
 

 
 
Your computer will then likely present you with a warning window alerting you to the 
fact that you are trying to open a file.  Choose the “Open” option, choose Microsoft 
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Excel or whatever spreadsheet program you have loaded on your computer and click 
“OK.”: 
 

 
 
Your computer will open the report results in your spreadsheet program.  If you are 
downloading barcode number data as part of your report, it may display in scientific 
notation rather than as numbers.  If this happens, reformat the column containing the 
barcode information as “number” data.  The barcode numbers should appear properly 
after you make that change. 
 
You can manipulate the data in your spreadsheet program however you like.  When you 
are finished working on the report in your spreadsheet program, remember to save 
the report results to your computer! 


