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Reporting Best Practices  
& Quick Tips   

All-inclusive report showing each time a user takes action such as Viewed Executive Summary, 
Viewed Agreement, Executed Agreement, Entered Virtual Deal Room, etc. Also indicates how a user 
accessed each page (ex: entered the VDR from an email link, viewed your Executive Summary from 
the project or RCM Marketplace)

Activity Report
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RCM provides a comprehensive suite of reports 
designed to support every stage of the marketing, due 
diligence, and sales process, offering valuable insights 
and data to drive informed decision-making. 

1.	 Summary of all activity is displayed at the top of the report. This will adjust as the date range and/or email campaign 
is updated. 

2.	 Search by company or user’s first/last name. 

3.	 Search by a specific email campaign. 

4.	 To see users that have only viewed the email check the “Viewed Email” checkbox

5.	 Set date range to see activity in a specific period. 

6.	 Export the report into a PDF or Excel file. 
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Questions? Contact Us at clientservices@lightboxre.com

https://lightboxre.com
mailto:clientservices%40lightboxre.com?subject=


© 2025 LightBox Holdings, L.P.

Visit us at lightboxre.com

Use this report to quickly identify and prioritize serious buyers by reviewing who has executed the 
agreement and accessed key deal documents—enabling your team to focus outreach on the most 
engaged prospects.

1.	 Search by company or user’s first/last name. 

2.	 View files that have been downloaded. Click the number to see which files have been viewed/downloaded and when.

3.	 View/print Investor’s executed Confidentiality Agreement.

4.	 Choose your agreement options.  EX: one entry per company.

5.	 Create Custom Columns for your report.

6.	 Export the report to PDF or Excel.

Agreement Report 
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Effortlessly create a branded marketing activity report that impresses your client with clear insights 
into investor engagement and campaign performance

1.	 Under Overview -> Branding, upload your company logo. 

2.	 Optionally update the report’s background color, image, 
and position. 

3.	 Go to Reports -> Marketing Report  

4.	 Choose PDF or DOCX (to further edit document prior to 
sending to seller)

Creating a Branded Marketing Report 
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