Instructions for Downloading Weave Reports
Updated July 2024

1. Log-in to Weave
Instructions for logging-in to Weave can be found here. 

2. Select REPORTS at the top of the page.

3. Select Assessment for the type of report.
If you are creating a new report, select Create New.
If you want to view a previously run report, select View Saved.
 
4. For new reports, select either Page View or Table View as the report format.
Page View is recommended for ease of viewing. 

5. Name the Report under Report title; this is required. Select Next.
You may skip the Executive Summary and Report description; it is not needed.
 
6. Select the project(s) you wish to download, then select Next. 

7. Select which sections of the report you would like to include in the downloaded report. Select Compile Report.
Note that USM does not use Supported Initiatives in Weave. 
It is recommended to include all components. 

8. You will then view a preview of the report. To create the report, select Save Report at the top right or bottom of the page. 

9. The report will begin being created; Weave will notify you via email when the report is ready to be downloaded. Select Continue.
It may take several minutes or longer for the report to be created, depending on how much content was selected for the report. 

10. Once the report is ready, you will be able to select Download on the right side of the Saved Reports page. 

11. Once the zip file is downloaded, ensure you select Extract All when extracting the zip folder. The main report will be in PDF format; the project attachments will be located in a folder. 
