Business Intelligence User Guide

e-Builder: Business Intelligence User Guide

09/15/2016

Builder,

///’



Business Intelligence User Guide

L1 oo U od o] o [OOSR USROS 5
AT (U] o OO PP 6
Accessing Business Intelligence Reports and DashbOards............ccccoveieeiiiiieii e 7
TYPES OF REPOITS ...ttt bbb bttt b bbbt b bt e b e et e e et e b e b et beene e 7
€-BUIldEr’s Data SEIUCTUIE .....vvviiiiiieiiiiie ittt sttt e st bb e e bt e s nab e e e nnbe e e nnn e e e e 8
Creating EXPreSS REPOIS. ... .ciuieiiiieiieeiestee e estestesteeste e s te e teeseesbaeste e e e aseesbeessesseesteeseeaneeaseesseaneesseesreaneenns 8
Sub-Totals and Grand TOLAIS ........cueiieie et neas 11

DALA HEAUBTS ... ettt bbbttt b e b bbb st e et bbb b n e 11

V0 Tl o T=T: o [ USSR 12
010 (=] £ OO ST O PR UPRP PR 13
StYIING EXPreSS REPOIS ....c.veeiiiieiiee ittt te ettt esre e ste e e re et e e sbesseesteensesreesaeeneesneennas 14
V01U A O o 4 o] TSP 14
EXPress REPOI TNEIMES ......c.oiiiiiiiii ittt b e 15

(@] o1 o] 4TI IF- o SRS 15
SAVING REPOIS ...ttt ettt e e e s b e e s te et e e be e beesbesaeesbeenteeneenaeeneenneenns 16

SAVE AS NEW REPOIT ...ttt ettt nn e ns 17
D] Lo Lol LT oo £ USSR 18
Creating Standard REPOIS .......ccveiieie ettt e st et e s e saeeteeseesteesbeeneesreesseannenseeeens 19
The Design Grid TOOIDAT ......c..oiiiei s 19
ST 1) 3 SRS 19

(01 [0 IS T=Tot o] USROS 21
(Of0] 1] T3 a0 o {0 1SR 22
(@0} 1] 01 OSSR 22
Sorting by Columns ON HTML .......ooiiii et 23

ROVUS .ttt ekttt ekt e ettt e b et e et e e R et e e e e R b e e e e nnneas 24

L] | S 24
USING PAJE BIEAKS ......ocviiiiciii ettt sttt e be et e e e s be e beebesreesteenneaneesaeenteas 25

(O - £ TS SSSR 25

N o] 0=t L2 (o OO P R PRPRP 26

D - E T TP OTR PP PP 27

02 0] USSR 28
SINGIE-SErIES EXAMPIE ... bbbt 29
MUItI-SErES EXAMPIE ... re e e s 32

T OO OT PRI 35

I3/ L TP PR TR PR 36

09/15/2016 2



Business Intelligence User Guide

[0 ToF: LX) PO P PSR 36

D - T OO PP R OTRTPP PR 37
TS0 1] o] = USROS 38

[ 11 o [0 1TSS 40

(C T TH o[- T TSROSO 41
N o] 12 L (o USSP UPRP PRI 41
DIALA ...t e bt b E e e e e b et e e b e e e e e e e e e e anre s 42

(Y DAY 2 Lo [OOSR P PO PR TP 43
ROW HEAUBIS ...ttt bbbt b b bbbt et s et e b et b e nbenbesne e 44
(000 1] 0TI == T0 L= TSRS 45
TADUIALION DALA. ......eeviiieiiieieeieie ettt bbbt s et e et nbe st b e reenes 47
IMIBEFTIX THEIMIES ..ttt bbbt b ettt b e bbb e e b e e st e e b e nteebe st e e beene e 48
IMEBETTIX OPTIONS ...ttt bbbttt b bbbt e bbb e et b e 49

F o (o I T O g T A Y/ o OSSPSR 50
Creating MaAtriX REPOIS ......eeviiieie ettt ettt e et e s e st e et e s s e sbeeaeeseesteebeaneesreeseanaesreenteas 51
Creating ChaINE REPOITS .......c.uiiiiiieiiteii et et bbbttt et bbb b beeneas 53
Creating and Editing @ DashDOAId .............c.coiiiiiiiii e sre e 55
DASNDOAIT TEBIMS ...ttt bbbt e s e et st benbe st e benbeenes 57
AGAING REPOIES ...ttt bbbt bbbt bbb 57
Adding Data VISURIIZATIONS ........ccveiviiiiiiiiiiieeie bbb 60
o [0 a0 = A SRS PSOP 61
AGAING TMAGES ... bbbttt b bbbt s et et b e bbb 61
AQAING WED PAJES. ...t bbbttt bbb 62
AdAING INEErACHIVE FIITEIS .....eoiiieie et sre e 62
L1010 | o SRS 64
SAVING DASHDOAITS. ...t bbb 64
(310 (o7 =T (o SRRSO 64
270 0 =T £ USROS 64
Formatting DashbDOArd TEXE......c.ooeiiiiiiiieiee et 65
SAVING DaShDOAIS. .......ciiiiiiecie e e e aeera e 65
USING FOIMUIBS ...t bbb bbbttt e et b bbb ene s 67
o 0] F= T =T [ (o] USSR 67
MANUAT FOIMUIBS ...ttt st e b et e bt e nbeentesreesbeenbe s 67
DESCIIPLION OF PATAMETEIS ......ueiiieieie ettt b bbbttt ettt st nbeene s 68
Appendix 1 - AQQregate FUNCLIONS .........coiiiiiiieieie ettt 69

09/15/2016 3



Business Intelligence User Guide

Appendix 2 — Data Types and RelationShips .......ccooiiiiiiii i

Appendix 3 — Additional Report Examples

09/15/2016



///’

Builder,

Business Intelligence User Guide

Introduction

e-Builder Business Intelligence (Bl) empowers your organization to create powerful reports and
dashboards that help drive better business decisions. This guide will help you create and format
reports, add drilldowns, and create and format dashboards that include interactive filter controls.

Use Bl Reports and Dashboards to “tell the story” of your organizations construction projects by
bringing Key Performance Indicators to life with dashboards and reports. The advanced visualizations
(charts, graphs, maps) and formatting available in the tool can take your reporting to the next level.
Note that these new features peacefully coexist with the base reports and reporting features you
already enjoy in e-Builder. Benefits include:

For Executives:

e Insightful program performance and forecasts

e Graphically assess complex data quickly

¢ Interactive, real-time answers about project & program status
For Admins:

e Report across multiple e-Builder modules

e Easily create dashboard reports with drag & drop fields

¢ Combine graphical reports with tabular reports in one view
For Project Managers

e Automated report production gets more time back in your day

e Visually analyze data in an easy-to-read manner
e Create compelling project status reports everyone can trust

09/15/2016 5
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Setup

Business Intelligence is part of e-Builder’s core product, there are no additional settings required to
enable this feature in your account.

There are two permissions associated with Bl Reports that enable your organization to distinguish
between those who may view reports and those who may both create and view reports and
Dashboards.

Types of Bl Reports Users

Report Viewer
N A typical report viewer is a business user that runs reports to track
Q . progress and analyze key performance indicators

Report Designer

A typical report designer is an administrator, power user or more
technical resource that has a sense of the underlying data structure
and understanding of the fundamentals of reporting such as sorting,
” filtering and formula creation.

To set these permissions by Role, click Setup—> Users—>Manage Permissions and click the Bl Reports
tab.

Projects | Contacts Processes | Cost Funding Calendar | Bidding Schedule Reports. BI Reports | Users Forms Submittals Planning Documents Equipment Items

Roles Save Changes

Role View Add / Edit
Report™ Report™

A Role

Admin Demo

Administrator

O®&®&O
O®& OO

Admin's

To set these permissions by Role, click Setup—> Users—> Permissions by User and click the Business
Intelligence tab.

A note on permissions

Report Designers with Add/Edit rights may only add data that they are permissioned to
access to reports. For example, if they do not have access to e-Builder’s Planning
module they will not be able to add and view Planning data in reports, values for
Planning will be blank.

09/15/2016 6
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Accessing Business Intelligence Reports and Dashboards

Bl Reports are accessed from the e-Builder Reports module. To create a new Bl Report, click “Add BI
Report Report” from the Reports page and select a Business Intelligence report type: Express,
Standard, Matrix, Dashboard, or Chained Report.

Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Reports Setup +
Reports
Filter
Folder: [l Report Folders v|dit | add New Folder
Report: | Clear
Expand All | Collapse All Reorder Folders Add Report Add BI Report ~ Copy User Reports

My Personal Reports (32)

Types of Reports

Advanced Reporting includes five separate report designers which can be accessed by clicking the Add
Advanced Report button.

1. Express Report designer—Enables you to quickly build tabular reports with basic layouts and
calculations.

2. Standard Report designer—Uses an Excel-like grid to layout data and labels. Standard reports

provide more complex sections to group data and make specialized calculations. Charts, Maps
and Drilldowns are created in the Regular Report designer.

3. Matrix Report designer—Simplifies the process of creating a report Designer that expands both
horizontally and vertically based on the data returned.

4. Dashboard designer— An HTML canvas to combine and display reports, images, text, web pages
and interactive filter controls.

* Dashboard Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Reports Setup +
Reports
Filter
Folder: |A‘| Report Folders Vl | Add New Folder
Expand All | Collapse All Reorder Folders Add Report Add BI Report ~ Copy User Reports

My Personal Reports (32) Express Reports

Recent Pages... M Standard Reports
Unfiled Account Reports {125)

Crosstab Reports

Dashboard
Administrative Reports (25)

09/15/2016 7
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e-Builder’s Data Structure

The key to creating meaningful reports and dashboards is understanding the story you want to tell and
including the data that tells that story. Below are a few guidelines on how the data available in
Advanced Reporting is organized.

database » Your organization’s data is stored
in a relational database
= The data is made available to you

column in Advanced Reporting as
! table . .
categories of data (e.g. Invoices)
: “ws ”
row —* Shawn  shawn@spbd.gov  2012-12-10T10:00 UTC  2013-02-16 T 14:00 UTC . Some categorles are J0|ned
Gus  gus@sbpd.gov  2012-12-01TOT00UTC 2013-02-17T09:00 UTC tOgether and some are not. Joins

are links between two data
categories that enable you to pull
data from both onto one report.

= There is a category that joins
project, cost, schedule and process
together for reporting on overall
project status

Note: for more information about the data types and relationships between data elements in B
Reports see Appendix 2 at the end of this document.

Creating Express Reports

When should | use express reports?

Express reports are a good fit for business users to quickly view data that require only
simple calculations and summaries (e.g. total invoice amount per project)

1. Click the Add Bl Report Button and select the Express Report button from the dropdown. This will
launch the New Report Wizard.
The New Report Wizard has five sub tabs. Only the Categories tabs are required.

09/15/2016 8



Builder, &

Business Intelligence User Guide §

e-Builder'® I stz ~ ks ¥

n' Dashboard Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Reports iﬁa ml .

- New Express Report x || {ff Getting Started 2]
Recent Pages... - =]
Categories || Sorts || Filters || Layout || Options
‘S“"h report names... X | o Select categories to include on report
£ My Personal Reporis ‘Ssarthm X‘ R Category Name

Duplicates

& Unfiled Account Reports » @ Account Role Membership

» @ Audit Log

» & Bidding - Bid Coverage Summary

» & Bidding - Bid Tabulation

+ @ Bidding - Bidders
4 » @ Bidding - Project Bidding Summa
» @ Calendar - Attendees
» @ Calendar - Events 1
» 8 Calendar - Meeting Minute ltems
» & Combined - Project Cost Schedu

~

-

2. Categories: Categories are data objects that contain the fields you can use on your report. To see which
fields are contained in a category, select and click the Info button located at the bottom of the
Categories pane. To add a Data Category to your report, either drag and drop it to the ‘Category Name’
Column, or use the ‘Add’ button or double-click it.

Note: Linked process reports are also category options. To learn more, see Add Custom Report Types in
the e-Builder Online Help.

3. Sorts: (optional) Select the Data Fields you want to sort by.

To sort by a Data Field, drag and drop it to the ‘Sort By’ Column, use the ‘Add’ button or double-click it.
Use the up and down arrows to indicate the sort priority.
You can sort each Data Field in ascending (A- Z) or descending (Z-A) order.

4. Filters: (optional) In the Filters Tab create statements that will be used to filter the data when you run
the report.

09/15/2016 9
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5. There is no limit to the number of filters that can be defined. Filters can be numeric (up to eight
decimals) or alphanumeric.

[E# New Express Report = || {4 Getting Started

B BB

Categories || Sorts | Filters | Layout || Options

‘Search report names... | Select filter fields to include on report

B My Personal Reports Bid Scope Items v Filter By
B Unfiled Account Reports Bid Scope ltem ID 1 Bic Scope Items.Created By
Bid Scope Section ID a

Budget Line ltem 1D
Construction Code
Construction Code ID

Created By «
Date Created "
: Description 1
. Details
Estimated Total Cost
Estimated Unit Cost
Loet Modifed B y

8&

T4 X

= To filter a Data Field, drag and drop it to the ‘Filter By’ column, use the ‘Add’ button or double-

click it.
= Use the up and down arrows to indicate the filter priority.

= Toremove a filter, click the delete button.

= Set the operator (equal to, less than, one of, etc.) by selecting it from the operator drop-down.

= Set the filter value by either entering it manually or selecting a value from the drop-down. If the

Data Field is a date the calendar and function buttons can be used to select a value.

= Check ‘Prompt for Value’ to allow the filter to be modified at the time the report is executed.

= Select ‘AND With Next Filter’ to require that the selected filter and the one below it are both

true. Choose ‘OR WithNext Filter’ to require that either be true.

= Check ‘Group With Next Filter’ to indicate the precedence of the filters.

6. Layout Tab: In the Layout tab select which Data Fields that will appear on the report. For each Data Field
chosen, the report will automatically create a column header and the Data Field. Additionally, sub-totals,

grand totals, and page header/footers can be created.

[E” New Express Report x || #f Getting Started

B Er =]
B
Categories || Sorts || Filters || Layout || Options
|Search report names.. | .
Select fiedds to include on report
& My Personal Reports Bid Scope Items ﬂ Data Field Summary Function
£ Unfiled Account Reports Bid S tem D 1 Bid Scope ltems.Construction Code J= None v & ¥
¢ 2cope fem A 1 8id Scope Items.Construction Code ID J= Mone M+ 3%

Bid Scope Section ID
Budget Line ltem ID

Construction Code 4

4~ Summarize By

Construction Code ID 4
Created By ; )
Date Creatad v One or more sorts must be defined to summarize
: Description
4 & add dh Add Blank MPage Header [JPage Footer [JGrand Total
e [T Ak v TR I U Ad g T== =EE=
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To place a Data Field on the report, drag and drop it to the ‘Data Field’ column, use the ‘Add’

button or double-click it.

To add blank columns that can be typed in click the ‘Add Blank’ button (). You can enter text into
the blank column.

Use the up and down arrows to indicate the order the Data Fields should appear on the report.
The Data Field at the top will appear on as the left most column of the report.

The Summary Function column is used to make sub-totals and grand totals. See Sub-Totals and
Grand Totals for more information.

To remove a Data Field click the delete button.

For each Data Field added in the Sorts tab a checkbox will appear in the Summarize By box.
Using the ‘Summarize By’ box you can display sub-totals, grand totals or headers for each
unique value of a Data Field.

Sub-Totals and Grand Totals

1. To display sub-totals, check the box of the category you want sub-totals for. Then for each Data Field
you want totaled select a Summary Function.

2. Todisplay grand totals check the Grand Total box. Then for each Data Field you want totaled select a
Summary Function.

Summary Functions:

Data Headers

Sum: Totals all of the data in the Data Field.

Count: Returns the number of rows in the Data Field.
Average: Takes the mean of the data in the Data Field.
Minimum: Displays the lowest value in the Data Field.
Maximum: Displays the highest value in the Data Field.

To display a header for each value of a Data Field click on the associated Data Category in the Summarize By box
and a Header Menu will appear.

e Toinclude a blank road before each unique value of the selected Data Field check the box ‘Add space before
each unique item’.

e Toinclude a Header check the box ‘Include Header at the beginning’. In order to select the text that will
appear as the header value, use the Header Text dropdown to select a Data Field or use the Formula Editor
Button (35’) to create a formula.

e Use the ‘Summarize by each unique’ dropdown to specify if the header should repeat based on a specific
Data Field or if it should repeat for all of the keys of a Category.

o Check the box ‘Include Total at the end’ to have a sub-total created for this Category.

09/15/2016
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-Summarize By
¢ Professors

Summarize by each unique:

Professors v
— Space
B ¥/ Add space before each unique item
—Header
Include Header at the beginning
P
o Header Text:
Professors.Department v
p [ Total

P ¢ Include Total at the end

Page Header

To display information on the top of each page, click ‘Page Header’ below the ‘Summarize By’ box. A Page
Header Menu will appear.

‘Summarize By

| Professors

V| Page Header [ |Page Footer [ |Grand Total

e Check the box ‘Include Title at the top of every page’ to display the name of the report on each page. If an
image is also included, use the position dropdown to set where the title should appear and the number of
columns it should span.

e Use the ‘Change Image’ button to upload an image to display at the top of each page. If a title is also
included, use the position dropdown to set where the image should appear and the number of columns it
should span.

09/15/2016 12
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r Title
Include title at the top of every page

Position: Number of columns to span:
Left ¥ 4 -
—Image
Include image at the top of every page N o
Position: Number of columns to span:
Rigt | 11 [& Image
L-ﬂ Change Image SE|eCted

Footers

To display information on the bottom of each page, click ‘Page Footer’ below the ‘Summarize By’ box. A Page
Footer Menu will appear.

‘Summarize By

| Professors

[|Page Header [V]Page Footer [ |Grand Total

e Check the box ‘Include page number at the bottom of every page’ to display the page number on each page.
If an image is also included, use the position dropdown to set where the page number should appear and
the number of columns it should span.

e Use the Change Image button to upload an image to display at the bottom of each page. If the page number
is also included, use the position dropdown to set where the image should appear and the number of
columns it should span.

—Page Number

Include page number at the bottom of every page

Position: Number of columns to 2pan:
Left 1 F
~Image
Include image at the bottom of every page N
Position: Number of columns te span: D
Right ¥| 1 [& Image
& Change Image SeleCted

09/15/2016 13
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Styling Express Reports

Above the preview is a toolbar. This toolbar can be used to stylize the Express Report. In order to utilize this
toolbar select the cell(s) you want to modify from the preview.

B [E A ~ SB I U AdH g =

Theme: | Custom W

The following icons are available in the toolbar:

Undo/Redo — can undo or redo the last change made. You can also use Ctrl+Z /Ctrl+Y respectively.

Layout Options — see Layout Options for more information.

. . Arial v
Font — see Font for more information.

]
N
=

Foreground & Background Color — see Color for more information.
Number/Date Format — see Formatting Cells for more information.
Border Color — see Formatting Cells for more information.

I
ol
(]

Alignment — see Alignment for more information.

Theme — see Theme for more information. "€Me: | Custom

Layout Options

In Layout Options you can hide the detail information and set row shading.
e Check ‘Suppress Detail Rows’ to only display Sub-Totals, Grand Totals, Data Headers & Page Headers/Footers.
e To add row shading click the ‘New’ button and select a color from the color dropdown or enter a hex value.

Note: Row Shading is only applied to the detail rows that contain Data Fields.

09/15/2016 14
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General
|:| Suppress Detail Rows

Row Shading
Alternate Shading Color

Mew

OK Cancel

Express Report Themes

The Theme dropdown can be used to quickly style the report using one of the pre-defined themes. After
selecting a Theme styling can still be modified.

Options Tab
The Options tab allows you to control various report option settings.

General Options

e From the ‘Include Setup’ menu select Top or Bottom to display the data categories, sorts and filters at either
the beginning or end of the report.

e Select which type of Filter menu to display when executing a report that have prompt for value filters.
o Default - Display the default type of filter execution window.
o Standard - Display the standard filter execution window.

o Simple with Operator — Display a simplified filter execution window that only allows the
operator and value to be changed.

o Simple without Operator — Display a simplified filter window that only allows the filter value to
be changed.

e Check ‘Always Show Filter on Execution’ to show the filter menu and allow changes to be made each time
the report is run.

09/15/2016 15
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New Standard Report | E2* New Express Report = || {ff Getting Started

B BB

Categories || Sorts || Filters || Layout || Options

|Search report names... |

5 I Information
£ My Personal Reporis snera
ey y’ﬂ o tpR . EXpOI‘I Include Setup Info
nile CCcount mepors
p Advanced Filter Execution Window O Ahways Show Filters on Execufion

Mo Data Qualify Display Mode | Show Message W

Export Options
General Export Options
e Use the Default Export Type drop-down to specify the default format for the report.
e Qutput types may be disabled by unchecking the boxes for ‘Allowed Export Types’.
HTML Options
e Uncheck ‘Show Grid’ to disable grid lines.
e Uncheck ‘Simulate PDF’ to have the report appear as though it is not on a page.

Excel Options

e Check ‘Suppress Formatting’ to prevent the report formatting from exporting to Excel.

Page Options
e Specify the size of the report in the ‘Page Size’ drop-down. Default is Letter.
e Set the orientation for the report in the ‘Orientation’ menu. Default is Portrait.
e Check ‘Fit to Page Width’ to scale all columns to fit the width of the page.

New Standard Report || £ New Express Report x || {4 Getting Started

BrEFB

Categories || Sorts || Filters || Layout | Options

|Search report names... |

General General Export Options

g t"sfflrec:s,fnal RT;;ms ) Export Defauit Export Type
niile ccoun eporis
P Advanced Allowed Export Types: W] HTML [¥] Excel M PDF W] RTF V] csv

HTML Options
[ showGrid W Simulate PDF

Excel Options
b D Suppress Formatiing

-

Page Options

Page Size Page Orientation

[C] Fit to Page Widih

Saving Reports

///‘

1. After areport has been updated it can be either saved under a new name, or saved with its changes
under the same name. To modify a report and save it with the same name, press the Save button.

09/15/2016
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2. A Report Designer will also have the option of saving the report for other users. To save the report for

other users select the radio button to make the report available to all users or to make the report

available to the following roles. If you select to make it available only to certain roles then select the
names of the roles and press the Add button.

3. Saved reports are available on the Reports main page.

Mew Standard Report || E¥ New Express Report x || §ff Getting Started
* Report Name: | |

N
Report Description: |
Report Permissions: '3§3'T"i5 report is available only to me
) This report is available to all users
{_)This report is available to the following roles:
All Roles Roles With Access
eB admin
Role 1
Role 2
Role 3
* Report Folder: W
v
OK Cancel

Save As New Report
Permissions: Add/Edit Reports

You can easily copy, tweak, and re-save a new version of a report in order to save time, and engage more people
as they don’t have to start each report from scratch.

To edit and save new reports:

1. Click Reports from the Top Navigation menu.

2. Click Add BI Report and choose a report type from the list:

e Express
e Standard
e Matrix

e Dashboard
3. Make necessary changes.

4. Click the Save or Save As icon from the toolbar.

09/15/2016 17
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The Save Report dialog box appears.

Save Report

oK Cancel

Builder,
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5. Name the report. Enter a description, assign permissions and a folder.

e The report name can be up to 255 characters. Avoid special characterssuchas?:/\*““<>.

e Areport’s description appears at the bottom of the Main Menu when it is selected. The

description text is also used when searching for a report.

6. Click OK.

Deleting Reports

1. To delete a report from the main reports module screen, click on the Delete link next to the name of

the report.

2. You will then be prompted to confirm the deletion

Reports

Filter

Folder:
Report:
Expand All | Collapse Al
My Personal Reports (1)

=] Unfiled Account Reports (8)

En:l'tExpDrt | History  LV'S Beta RFI Log
Edit | Delete | Export | Historny LVS IDR Log - test grid

09/15/2016
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Creating Standard Reports

The Standard Report design wizard begins with the same steps as the Express Report Wizard, but clicking Finish
in the Layout tab will open the Design Grid where you can add charts, formulas, sorts, filters and many other
features to your report.

In the design grid you can:

e Add charts, maps and formulas

e Add and delete rows, columns and sections

e Enter data fields, text and formulas

e Dragand drop fields into different sections, rows or columns

Add Sections that dictate how the data appears in a report. There are five types of sections: page, report,
details, group and repeating group. To add a section click in the Section column, hover your mouse over Add
Section, and select the type of Section you would like to add.

The Design Grid Toolbar

The toolbar contains the buttons and menus used to modify the report. Modifications can include aesthetic
formatting, inserting formulas and images, linking reports and much more.

The toolbar begins with a drop-down menu. This menu controls changes that affect the entire report such as
renaming or filtering. All other buttons on the toolbar require a cell (or cells) in the design grid be selected.

Design Grid
In the design grid you can:

e Add and delete rows, columns and sections.
e Enter data fields, text and formulas.
e Drag and drop fields into different sections, rows or columns.

Sections
Sections dictate how the data appears in a report. There are five types of sections: page, report, details, group
and repeating group.

- Page Header & =/Page Footer — The rows in the Page Header section appear at the top of every page of a
report. Typically, the Page Header section is used to designate column headers for a report. The rows in the Page
Footer section appear at the bottom of every page of a report. Typically, the Page Footer sections are used to
display the page number, or confidentiality notices for a report.

Note: Formulas and calculations should not be made in the Page Footer section.

Note: If you are printing a report remember that Excel output does not have pages. Page Headers will
appear only once at the beginning of the report. Reports executed as HTML will display Page Headers
similarly unless ‘Simulate PDF’ is checked in the Options menu.

09/15/2016 19
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= Report Header & =/Report Footer — The rows in the Report Header appear at the beginning of a report.
Typically, these rows display the title of a report. The rows in the Report Footer appear at the end of a report.
Typically, the Report Footer displays grand totals and summary information for the report.

Detail — The Detail section is the main section of most reports. When the report is run the Details Section
creates a row for each element in the Data Categories. For example if the Detail section contains the Data Field
Orders.Orderld, the report will display each Order Id on a separate row.

Group Header & =] Group Footer — Group Headers/Footer sections require a sort on a Data Field. The rows
in a Group Header section will appear above the Detail section for each unique value of the sorted Data Field.
Typically, Group Header sections are used to display data as labels. For example a report may contain a Group
Header on Orders.OrderDate and display Orders.Orderld in the Detail section. The output would display each
date with orders that occurred on that date below them.

The rows in a Group Footer section will appear below the Detail section for each unique value of the sorted Data
Field. Typically, Group Footer sections are used to calculate subtotals. For example a report may contain a Group
Footer on Orders.OrderDate which displays the number of orders made on each date.

Note: Group Header/Footer sections can also be set to display rows for each value of a formula instead
of a Data Field. (Ex. The report may be sorted on the Data Field Orders.OrderDate but the report should
show subtotals for each month. A Group Footer on the formula ‘=Month({Orders.OrderDate})’ will
display rows containing subtotals for each month.)

Repeating Groups — Repeating Groups require a sort on a Data Field. Repeating Groups have their own
header, details and footer subsections. Repeating Groups should only be used when the data has multiple one-
to-many relationships and each should be rendered completely before the other. (Ex. Each Professor can teach
multiple classes and advise multiple students. For each professor you want to see all the classes they teach and
then all the students they advise.)
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Ad-Hoc Report = Ad-Hoc Report Mew Express Report || 4 Getting Started

Budgets M g HE =7 v EEIREET )
15tring G B I UAD: [ =I5 =B
Actual Cost To Complete = :

Actuals Approved Section A [Actuals Paid) B (Amount Retained) _ - PProved Buaget
Actuals Paid Changes)
Actuals Received 1 Ad-Hoc Report

Armount Retained

ra

Approved Budget Change Page Header

Approved By 3 Actuals Paid  Amount Retained A"”’g:::ﬂ':dw
Applruved Commitment Ct Detai @Jdgets.hct.]als @Jdgets.ﬁmnunt 'BJdgets.hpp'tuved
Available Funds : Paid Retained Budget Changes
4 | Budget Approved Date 4 Page Footer e
1 Budget Created Date q on Add Section Ml
‘' Budget Field 1 Al ‘ .
Budget ID # Delete Section [£] Report Header
Budget Rule
Budget DropDown_C 4 E
Budget_DropDown_D Report Footer
cAccountlser t = g
cDate 4 (=)
cDecimal
cDropDownList # Section Shading [E] Group Header
cinteger W =] Group Footer
cMultiplePickList .
< > Repeating Group

L]

Using Sections
Sections can be added, deleted, modified, moved, and assigned shading.

Adding Sections
1. Click anywhere in the Section Column.
2. Hover your mouse over ‘Add Section,” then select the type of section you would like to add.

Deleting Sections
1. Inthe Section Column click on the section you want to delete.
2. Click ‘Delete Section’.

Modify Sections (Group Header/Footers and Repeating Groups only)
1. Inthe Section Column click on the section you want to modify.
2. Click ‘Modify Section’. This will bring up a ‘Modify Group Section’ Menu.
3. Select from the drop-down the desired Data Field for the group to use.
4. Click okay.

Section Shading
1. Inthe Section Column click on the section that you want to Shade.
Click ‘Section Shading’. This will bring up a menu.
Click ‘New’ to add a color to the shading.
Click the color box to select a color or enter a hex value.
Click okay.

vk wnN
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Section Shading

Alternate Shading Color

'::}'hlew

0K Cancel

Columns and Rows
Columns and rows of cells can be added, modified or removed as described below.

Columns

» To select a group of columns, hold the SHIFT key and then click the beginning and ending column.

« Non-contiguous columns can be selected by holding the CTRL key and clicking the desired columns.

* Acolumn can be resized by dragging its right edge horizontally.

« Clicking on a column (or selected group) will display a menu where you can:

(0]

(0]

09/15/2016

Insert a new column.

Delete the selected column.

Set its width to be identical with the other selected columns.
Hide the selected column.

Set Column Info to make the label the column and/or make it sortable on HTML reports.
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] Ins.;rt Columns Before
R Insert Columns After
g Delete Columns
Set Widths Identical
Column Width. ..
#7 O Hide Column
2| Column Sort v

Column Info...

Sorting by Columns on HTML

While viewing reports run to HTML, a user can click the bar at the top of the report to sort by a column. For
Express Reports this is handled automatically but must be enabled for Standard and Matrix Reports.

To make a column sortable in HTML
* Click on the column and select Column Info...

* Provide the column with a label that will appear in the Interactive HTML Dock.

* From the Sort dropdown select the Data Field to be used for sorting, or provide a formula by clicking the
formula button (35‘).

Note: Html Column Sorts are applied AFTER any sorts defined in the Sorts Menu.

Column Infermation

Label:
Actuals Paid X |
Sort:
| Actuals Paid V|j§:
OK Cancel

* Click on the column again to set a default sort direction.
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A B
4f Insert Columns Before

MR Insert Columns After
fge Delete Columns
Set Widths |dentical
Column Width. ..

#7 O Hide Column

2] Column Sort b = None

Column Infa. .. ‘ 2| O Ascending

41 O Descending

Rows
« To select a group of rows, hold the SHIFT key then click the top and bottom row.

* Non-contiguous rows can be selected by holding the CTRL key and clicking the desired rows.
« Arow can be resized by dragging its bottom edge vertically.
* Clicking on a row (or selected group) will display a menu where you can:

o Insert a new row.

o Delete the selected row.

o Set its height to be automatically controlled.

o Suppress the row from appearing on the report

o Insert a page break. Note: Please see Using Page Breaks

g5 Insert Rows Before
B Insert Rows After
ﬁ Delete Rows

Set Auto Height
Row Height...

F#* O Suppress Rows
& O

Cells
Cells are the containers for all the information in a report. Cells may contain text, images, charts, or links to other
reports.
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» To enter text into a cell, double-click and a text field will appear.
» To select cells by either click or use the arrow keys.

e Groups of cells can be selected by holding the SHIFT key and clicking on another cell. All the cells in between
the two will be selected.

* Non-contiguous cells can be selected by holding the CTRL key and clicking the desired cells.
« Acell can be copied by holding the CTRL key while you dragging and drop it over a new cell.

« Adjacent cells can be merged and unmerged using the Merge/Split Cell buttons in the Toolbar.

e =] \"’fp e 4 Anal 5 =

w w | B I U A 2 E

Using Page Breaks

For a Page Break to occur at the beginning of each element of a Data Field, place a page break on the top row of
Group Header Section for that Data Field. See Sections for more detail on Group Headers Sections.

Section A
Header: Emplovees 1
i

s Insert Rows Before F
Footer: Employees 2 Emg

Li Insert Rows After
=} Delete Rows

Set Auto Height
Fow Height...

Report Footer
Suppress Rows

Charts

A chart can be displayed in a report to give a visual interpretation of the data. Select a cell and then click the

Insert Chart button (ElII), to add chart to your report. The Chart Wizard will appear. The Chart Wizard has three
tabs; Appearance, Data and Labels.

Note: Charts should only be placed into a Group Header, Group Footer, Report Header or Report Footer
sections.
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Chart Wizard X

Complete the steps in the wizard below to create a chart

Appearance Data Labels

Appearance
In the Appearance tab select the type of chart, its size, its colors and where to display the legend.
Chart Wizard x
Complete the steps in the wizard below to create a chart
Appearance Data Labels
Type
4, p= Eﬂ ll |
Use 30 Style
Dimensions
Hesight ]
19 5 33 3 & FrteCel
Colors:
Defaul »
o Concel Previous text ¥ # Finish
Item 2 I
[tarn X
i ¢=
o 10 20 a0 40 30

e Select the chart type by clicking the icon that represents it. Check the ‘Use 3D Style’ box to make the
chart three dimensional.

e There are three ways to the size of the chart.
o Enter the height and width in the dimension boxes.
o Resize the chart by dragging the lower right corner in the preview.
o Check the box ‘Fit to Cell.
e Inthe color drop-down either select a color theme or specify a linear range of colors.
Note: There are two types of charts; single series and multi-series.
Single Series

Pie, Doughnut, Funnel, Pareto and Pyramid charts utilize a single Data Field to visually compare each element to
the whole. (Ex. Each section of a pie chart may represent a region and the size of the section indicates how many
people live in that region).
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Pareto charts are a special type of single series chart generally used to highlight the most important element
amongst a group. The bars of a Pareto chart will display in descending order while a line show the cumulative
percentage of the total. You can read more about Pareto Charts here.

Multi-Series

Bar, Column, Line, and Spline charts display the values of one Data Field for each element of another Data Field.
(Ex. A column chart will have a series of columns whose height indicates the number of customers in each region
for each company).

Chart Wizard X
Complete the steps in the wizard below to create a chart
Appearance Data Labels
~Type
<9 ~ E HT
Use 3D Style
_["
Height Width
194 [ 393 [ @ Fitto Cel
Colors
( Default v
3 cancel Previous Hext 3 #F Finish

Data
Use the Data tab to set specific data values and data labels for the chart.

e Use the Data Values drop-down to select the cell that contains the numeric value for the chart.

e From the Data Labels drop-down select the cell containing the Data Field that names each element of
the chart.

e From the Series Labels select the cell that contains the Data Field with the name of the series elements.
e Use the ‘Sort data by’ dropdowns to specify how the order of the chart data.

o Report Order — The chart will follow the order of the information on the report.

o Data Labels — The chart will be sorted by the data labels (either alphabetically or numerically).

o Data Values — The chart will be sorted by the data values.
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Labels
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To ignore values that are too large or too small, enter a value into ‘Exclude values less/greater than/’
boxes.

To manually set the axis values enter a value into the ‘Data Axis Minimum/Maximum Value’ boxes.

Check the ‘Align Data Labels Across Series’ if you have multi-series data with common data labels among
series.

Note: For example, consider charting house values as a function of location and building type. We
choose location as the series labels and building type as data labels. Since each location uses the same
building types, we check the 'Align Data Labels Across Series' box to align like data labels in the chart. On
the other hand, if we want to chart city populations where we use country name as the series labels and
city name as the data labels, we leave the box unchecked. This is because the data labels (city name)
used for one series (country name) have no relation to those used in others.

Chart Wizard x
Complete the steps in the wizard below to create a chart
Appearance Data Labels
Fill sut tha flalds balsw to salace which dsts eo use for tha char
[Diata Vakes i Quanity}"{Order Detaill UnitPrice} v
Ciata Labels v
Series Labels L
Other Options
Sort cata by
Report Drder ¥ Ascanding ¥
Exciude values less than  Exclede values greater than
8 3
Data Axis Wnimum Valie  Maomam Vakie
3 2
¥ Ccancel £ Previous  Mext ) ## Finigh

a s s

Item 1

Itemn 2

I
|
—

Item

Item 4

In the Labels tab set the visual options of the Chart.

Chart Title: Enter the text you want to appear in at the top of the chart.

X-Axis Title: Enter the text you want to appear on the bottom of the chart.

Y-Axis Title: Enter the text you want to appear on the left of the chart.

Point Labels: Use the dropdown to display the values of each element of the chart.

Legend Position: Use the dropdown to specify where to show the legend on the chart.
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e Number Format...: Use the number format button menu to open specify how data and axis labels should
be formatted.

Note: Single Series charts only have a Chart Title. Multi-series charts additionally have X and Y Axis titles.

Chart Wizard x

Complete the steps in the wizard below to create a charn
Appearance Data Labels

Titles

Chart Tile X-Axis Titw W-Axis Tite

Other Labels

Paint Labels

Nene v

25 Mumber Foamat

X cancel £ Previous Mext ## Finish

FAFNFS

Single-Series Example
Take the following report as an example.

Note: The report designer here is making use of a Group Footer section to get a count of orders per
customer. See Sections for more information.

Section A B
1 Charting Example
Page Header 2
3 CompanyName OrderlD
Footer: Customers. 4 Ttustomers.Co mpanyhlame =aggcount({Orders. OrderiD})

The subsequent steps show how to create a 3D Pie Chart in this report. The chart will be display the number of
orders each customer has made:

e Add a Report Footer section to the report, select all the cells in the Report Footer and click the merge
cell button (E).

e Select the merged cell and click the Insert Chart icon (El:l).

e |nthe Appearance tab:
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o Setthe type, size, and color.

Appearance Data Labels

—Type

¥ |sze 3D Style
—Dimensions

Height Width

150 (= 480 & ¥ Fitocel
—Colors

| Defautt ¥

e Inthe Data tab:
o Set Data Values to be the cell ‘=aggcount({Orders.OrderID})".

o Set Data Labels to be the cell ‘Customer.CompanyName’.

Appearance Data Labels

Fill out the fields below to select which data to use for the chart
[rata Values =aggcount({Orders.OrderiD}}
[ata Labels Customers.CompanyName

—Other Options
Sort data by

'F‘.&purtDrder ¥ 'Ascending ¥

Exclude values less than  Exclude values greater than  Other Category Percent
Y Y D rY
w w w

e Inthe Labels tab, enter the text ‘Number of Orders by Customer’ in the Chart Title. Also set the point
Labels to ‘Data Values’ and the Legend Position to ‘Right’.
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Appearance Data Labels

—Titles
Chart Title

Number of Orders by Cus

—Other Labels
Point Labels Legend Position
| Data Values v| |[Rignt ¥

[ Number Format...

e C(Click Finish and execute the report as HTML.
Report Designer:

Section A B

Charting Example

[y

Page Header

2
3 Companylame OrderlD
Footer. Customers. 4 "Customers.Co mpanyMame =aggcount({Orders.OrderiD})

NMumber of Orders by Customer

47 - 15 @ =2
=) Item 2
@ 1tem =
& tem 4

Report Footer

1]

15
14

Chart on HTML Export:
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Charting Example

CompanyName OrderlD
Bottom-Dollar Markets 14
Cactus Comidas para llevar 6
Great Lakes Food Market 1
Mére Paillarde 13
The Big Cheese 4

Number of Orders by Customer

@ cottom-Dollar Markets

Cactus Comidas para llevar
® Great Lakes Food Market
& mere paillarde

11
4 @® The Big Cheese

Multi-Series Example

Multi-series charts allow you to compare multiple values across various projects such as Budgets and Actuals for
a programmatic view. Multi-series charts can be added to the Header or Footer row (you may have to add this
section to the report if there isn’t already one there).

To add a multi-series chart:

1. Open the report you'd like to add the multi-series chart to. This element can be added in both Express
and Standard reports.

2. Click into a cell in the Group Header or Group Footer section and then click the Chart icon. (For
instructions on creating sections, see Sections.) The Chart Wizard appears and the Type tab is in view.

3. Choose a chart type from the Type tab, and then click the Data tab.
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Type Data Appearance  Size and Preview
Setup the data to show in the chart
Data for Chart
¥-Axis Labels
Projects. Name »
Series Values Series Name
Commitments. Commitment Mumber » x
Mone - ®
et Layourl“

4. Click Add Series and enter series values in the new drop-down menu.

5. Click Save & Close.

Take the following report as an example.

Note: The report designer here is making use of a Group Footer section and two sorts to get a count of
orders by customer per employee. See Sections for more information.

Section A B C
1 Chart Example
Page Header 2
3 | Company Name Employee Name Order Id
Footer: Employees 4 'Custumers.CUmpanyName 'Empluyees.LastName =aggCDnr|;:tr-jIE[_3:rder5

The subsequent steps show how to create a Column Chart in this report. The chart will display the number of
orders made by each customer and which employee took the order:

e Add a Report Footer section to the report, select all the cells in the Report Footer and click the merge
cell button (E).

o Select the merged cell and click the Insert Chart icon (El:l).

e Inthe Type tab:

o Set the type, size and color.
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Appearance Data Labels

—Type

Il Use 3D Style

—Dimensions
Height Width
200 & 300 & ¥ Fittocen

— Colors

| Crayola ¥

e In the Data tab:

o Set Data Values to be the cell ‘=aggcount({Orders.OrderID})".
o Set Data Labels to be the cell ‘Employees.LastName’.

o Set Series Labels to be the cell ‘Customer.CompanyName’.

Appearance Data Labels

Fill out the fields below to select which data to use for the chart

Data Values =aggCount({Qrders.OrderiD})
Data Labels Employees.LastName
Series Labels Custemers.CompanyMName

I# Align Data Labels Across Series

—Other Options
Sort data by
|F‘.&purt Order ¥ | |Ascending r |

Exclude values less than  Exclude values greater than

& &

Data Axiz Minimum Value Maximum Value

[+

e In the Labels tab:
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o Set the Chart title to ‘Number of Orders by Customer’
o Set the X-Axis Title to Labels to ‘Employee’.
o Set the Y-Axis Title to ‘Num. Orders’.

o Set the point Labels to ‘Data Values’ and the Legend Position to ‘Right’.

Appearance Data Labels

—Titles
Chart Title X-Axis Title -Axiz Title
Mumber of Orders by Cus| [Emploves Num. Orders
—Other Labels
Point Labels Legend Position
| Data Valuss ¥ | |Right ¥

[ Number Format...

e Click Finish and execute the report as HTML.

Report Designer:

Section A B C
1 Chart Example
Page Header 2
3 | Company Name Employee Name Order Id
Footer: Employees 4 'Custumers.CUmpanyName 'Empluyees.LastName =agg%ur|:|rétr(lét}l;ders

Number of Orders by Customer

50

42 41
p 40 a7 40 = =
] 20 21 ﬂ Item 1
;::- 30 illy Ttem 2
Report Footer 5 £ 20 - i, ttem =
3 13 13 il Item 4
Z 10
u]
Series 1 Series 2 Series 3
Employes
Maps

A Map can be displayed in a report to give a visual representation of geographic data. Select a cell and click the
Insert Map button (@), to add a map to your report. The Map Wizard will appear. The Map Wizard has three
tabs: Type, Locations and Data.

Note: Maps should only be placed into a Group Header, Group Footer, Report Header or a Report Footer
section.

09/15/2016 35



///’

Builder,

Business Intelligence User Guide

Complete the steps in the wizard below to create a map

Type Locations Data

Type
In the Type tab select the initial view, size, colors and where to display the legend.

e Use the Initial View drop-down to select the location that initially displays on the Map. You may either
select the world, a continent, or a country.

e There are three ways to the size of the Map.
o Enter the height and width in the dimension boxes.
o Resize the chart by dragging the lower right corner in the preview.
o Check the box ‘Fit to Cell’.
e Inthe Color drop-down either select a color theme or specify a linear range of colors.

e Check the ‘Show Legend’ box to display the legend.

Type Locations Data

Initial Wiew

Waorld A

— Dimensions

Height Width

295 A e 2 Fit to Cell
—Colors

Burnt Orange r

#| Show Legend

Locations
In the Locations tab specify which geographic locations should display on the Map.

e Use the Location Values drop-downs to select the cells that contain the geographic information for the
Map. To utilize Region information, such as states/provinces, Country information must be provided.
Similarly, City information requires Region and Country information.

e The ‘Show last Location type as’ drop-down specifies how to display the lowest level of information. You
can either select circular markers (see image in Data tab) or shaded geographic regions (see image
below).
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Type Locations Data

Add data fields to specify which locations to map

Location Type Location Values
Country Customers Country
Region Customerz.Region
City Custoemers.City

Show last location type as

Markers ¥

Data
In the Data tab specify which data determines the color of each country/region/city and the size of each marker.

For each Data Value:

e Use the Data Values drop-down to specify which cells on the report should be used to determine the
color and the size of each marker. Setting a cell for the size of marker is optional.

e Enter alabel in the Data Labels column. Labels will appear in the hover effects of Dynamic Maps.
e Use the Aggregation drop-down to select a method to perform on the data.

o Sum: Totals the Data Value for each location.

o Count: Counts all instances of the Data Value for each location.

o Distinct Count: Counts all unique instances of the Data Value for each location.

o Average: Takes the arithmetic mean of the Data Value for each location.

o Minimum: Displays the lowest value in the Data Value for each location.

o Maximum: Displays the highest value in the Data Value for each location.
e Use the Display Format drop-down to specify how to display the data.

o Default: displays the values without any formatting.

o Currency: prepends the currency symbol on the values.

o Percent: multiplies the Data Value by 100 and appends a percent symbol (%) to the values.

o Scientific Notation: displays the values in scientific notation.

= Ex. If Decimal Places is set to 2 then 123.45 would appear as 1.23 E2.

e For each Data Decimal Places: the number of decimal places to display.

09/15/2016 37



Builder,

///‘

Business Intelligence User Guide

Type Locations Data

Add data fields to specify which data to display with each location, and how it aggregates

Data Values [Cata Labels Aggregate Type Dizplay Format %’Eg:l
Color of Locations  Customers.CompanyName ¥ HNumber of Custemers Distinct Count ¥  Default ¥ 0 v
Size of Markers Orders.CrderlD ¥ Number of Orders Distinct Count ¥  Defaul * 0 v
Example
Take the following report as an example.
Section A B & D E
L Map Example
Page Header 2
%) Companylame Region Country City OrderlD
Detail 4 'Customers.l:ompﬁnyNﬁme 'Custumers.Regiun 'Customers.tountry 'Customers.tity "Orders.OrderD

The subsequent steps show how to create a Map in this report. The Map will be colored based on the number of
customers in each location and the markers will be sized based on how many orders have been placed in each
location:

e Add a Report Footer section to the report, select all the cells in the Report Footer and click the merge
cell button (E).

e Select the merged cell and click the Insert Map icon ('ﬁ).
e Inthe Type tab:
o Set the initial view, size and color.

Type Locations Data

Initial View

Waorld v
—Dimensions

Height Width

400 = |800 2~ Fit to Cell
—Colors

Burnt Orange v

¥ Show Legend

e Inthe Locations tab, set the field Customers.Country for Country information, Customers.State for
Region, and Customers.City for City information. Also set the ‘Show last location type as’ drop-down to
Markers.
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'.Ty'pe | Locations || Data |

Add data fields to specify which locations to map

Location Type Location Values
Country Customers.Country El
Region Customers. State El
Citw Customers. City El

Show last location type as | Markers |E|

e |nthe Data tab:

o Set the field Customers.CompanyName for Color of Locations. Provide a label such as ‘Num. of
Customers’ and set the Aggregate Type to Distinct Count.

o Set the field Orders.Orderld for the Size of Markers. Provide a label such as ‘Num. of Orders’ and
set the Aggregate Type to Count.

-.TﬂGE | | Locations || Data |

Add data fislds to specify which data to dizsplay with each location, and how it aggregates

[ata Values Data Labelz Aggregate Type
Color of Locatione  Customers.CompanyName El Mum. of Customers Distinct Count El
Size of Markers Orders.OrderlD El Murmn. of Orders Count El

e C(Click Finish and execute the report as HTML.
Report Designer:

Note: In the report designer the map is always represented by the same image regardless of the size,
color or world view of the map that will be generated on the report.
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Section A B C D E
1 Map Example
Page Header 2
3 CompanyName Region Country City OrderlD
Detail - 'Customers.CompanyName 'Customers.Region 'Customers.Country 'Customers.cny "Orders.OrderD
<« - A
(2

l

o

Report Footer

N | 19

Map on HTML Export:

NM
Mum. of Customers: 18
Mum. of Orders: 31

Drilldowns

The ability to create drill downs can be added by linking reports. Linked reports are only available for
HTML output.

e Tolink a report, select a cell and click the Linked Reports button. The Linked Report window will
appear displaying the available reports. Select the report you want to link and press ‘OK.’
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e Tounlink a report select the cell and open the Linked Report window. Click the ‘Remove Link’
button.

Commitment Changes v o B 8 Aral v FT==HE rsE&Ff&O
1String ~ e BIUAD:; B E=E== 5 =AH
Adjustment Amount = = i
N rAdinch v

Allowance Reason Code Section A (Name) BEIHIT=s C (Amount | inked Reponw.em AL iR
Amount Number) Code)
Approved By 1

Approved By Date
cAccountUser Commitment Adjustment Allowance Reason
cDate 3 Name Amount

Decimal Number Amount Code
cuecima r i commitment Tcommitment
cDropDownlList Changes.Adjustmen Changes.Allowance
t Amount Reason Code

cmm.,

Page Header 2

Detail 4 projects.Name Commitment
Change Number Changes.Amount

Fi;]:l;;”.' Linked Report

When a link is set on a cell, the unique key of the information being displayed is used to automatically
filter the linked report. In the example below the linked report is filtered for information where
Category equals ‘Meat/Poultry’ because that was the Category clicked on.

Chart drilldowns can also be created by using the linked reports menu. Chart drilldowns are only
available for HTML output.

To create a chart drilldown, select a cell that contains a chart and click the Linked Reports button. The

Linked Report window will appear displaying the available reports. Select the report you want to link
and press ‘OK.’

Gauges
A Gauge can be displayed in a report to give a visual representation for the scale of a value Select a cell and click

the Insert Gauge button (), to add a Gauge to your report. The Gauge Wizard will appear. The Gauge Wizard
has two tabs: Appearance and Data.

Note: Gauges can be placed in any section of the report.

Complete the steps in the wizard below to create a gauge

Appearance Data

Appearance

In the Appearance tab select the Type and Dimension of the Gauge.

e Type —Select the icon representing the type of gauge. Available types include: Angular, Linear, Bulb and
Thermometer.

e There are three ways to the size of the Gauge.
o Enter the height and width in the dimension boxes.

o Resize the gauge by dragging the lower right corner in the preview.

o Check the box ‘Fit to Cell’.
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Complete the steps in the wizard below to create a gauge

Appearance | Data

Data

Type
[
I @ |
L4
b Save Cancel

In the Data tab select the Data Values and Color Ranges for the Gauge.

Use the Data Values drop-down to select the cell that contains the numeric value for the Gauge.

Use the ‘Provide range as’ buttons to specify if the Min and Max values for the Gauge should be static
numbers or come from cells on the report.

In the Color Ranges, use the ‘Color By’ buttons to specify if colors ranges should be percentages of the
Max value, static numbers or come from cells on the report.

Note: Percent Color Ranges must be in ascending numeric order.

" Add * Remove
Use the Add ( ) and Remove ( ) buttons to create additional colors.

Note: Thermometer Gauges can only have one color.

To change a color either select use the drop-down (g) or enter a Hex value.
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Gauge Wizard

Complete the steps in the wizard below to create a gauge

Appearance || Data
Color Ranges ~
Color by (®Percentage (_Static Value ( Cell Value
srooo0 HA 0 [
srrrF00 [ o] 85 [2 =
L4 > Save Cancel
b
~
50
A N
25 75 i
Matrix Wizard

¥ The matrix wizard enables the report to expand both horizontally and vertically based on data values and
displays summary information where each column and row meets. A Matrix consists of three parts; Row

Headers, Column Headers and Tabulation Data. Additional settings for Matrix can be found in the Matrix Options

Menu.
Note: For the section a Matrix is in, all the cells below and to the right of a Matrix must be empty.
Section A B C D E F
=Year({{Orders.OrderDate
1 Year ( ) ¥
=Month({Ord Total
z | Category Product Month| ers.OrderDa| Annual Total
Report Footer t&}}
3 |Categories.CategoryName
4 Products_ProductMame Orders.OrderlD{ Orders.Orderll{ Orders.Orderl
5 Category Total Orders.Orderlll  Orders.OrderlD|  Orders. Orderi)
3 |Total Orders.Orderlly Orders.Orderlll Orders.OrderlD
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Row Headers

Row Headers expand a Matrix vertically. A Matrix has a row for each unique value of a Row Header. For example
if you were using sales data you may have the Row Headers Category.CategoryName and Products.ProductName

to provide rows for each product grouped by category (see image below).

e To add a Row Header either drag and drop it to the ‘Row Header Source’ panel or use the ‘Add Row Header’

button (*'&2).

e Click the Formula Editor Button (35‘) to insert a formula into the Row Header.

e Click the Edit Header button (E) to open the Deader Options Menu. In the Header Options Menu you can:
o Set a Label for the Row Header. This label will appear at the top of the CrossTab.

o Select a Sorting Method and direction.
= None- Does not sort the Row Headers
= Header Value (Text) — Sorts the Row Header by its values as though they are text.
= Header Value (Number) — Sorts the Row Header by its values as though they are
numbers.

= Tabular Totals — Sorts the Row Header by the totals of the Tabulation Data.

Note: If there is more than one Row Header the Header Options Menu for the top most Row Header will

have Options for sub-totals of Tabulation Data.

o Select where to display subtotals by using the Placement dropdown.
= None —Subtotals will not display.
=  Top - Displays subtotals above the Tabulation Data for each Row Header value.

= Bottom — Display subtotals below the Tabulation Data for each Row Header value.
o Set a label for the subtotals.
e Use the up and down arrows to rearrange the order of the Row Headers.

e Toremove a Row Header click the delete button (%).
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Header Options

General Options
Label
Actuals Approved |

Sort Options

Method Direclion

|h.::|"e V| |A5c5n::|ing e

0K Cancel

Layout

- Row Header Source
Categories. CategoryName 4+ # X
Products. ProductName El+ 4 X

Column Headers

Column Headers expand a Matrix data horizontally. A Matrix report has a column for each unique value of a
Column Header. For example if you were using sales data you may have the Column Headers
‘Year({Order.OrderDate})’ and ‘Month({Orders.OrderDate})’ to provide columns for each month grouped by year

(see image below).

e To add a Column Header either drag and drop it to the ‘Column Header Source’ panel or use the ‘Add

Column Header’ button ( | ).

e Click the Formula EditorButton (-3'5’) to insert a formula into the Column Header.

e C(Click the Edit Header button (E) to open the Header Options Menu. In the Header Options Menu you can:
o Set a Label for the Column Header to appear at the top of the CrossTab.

o Select a Sorting Method and direction.
= None- Does not sort the Column Headers
= Header Value (Text) — Sorts the Column Header by its values as though they are text.
= Header Value (Number) — Sorts the Column Header by its values as though they are

numbers.
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= Tabular Totals — Sorts the Column Header by the totals of the Tabulation Data.

Note: If there is more than one Column Header the Header Options Menu for the top most Column

Header will have Options for sub-totals of Tabulation Data.

o Select where to display subtotals by using the Placement dropdown.
= None —Subtotals will not display.
= Left — Displays subtotals to the left of the Tabulation Data for each Column Header value.
=  Right — Display subtotals to the right of the Tabulation Data for each Column Header

value.
o Set a label for the subtotals.
e Use the up and down arrows to rearrange the order of the Column Headers.
e To remove a Column Header click the delete button (3().

Header Options b 4

—General Options
Label
Year

— Sort Options
Method Crirec tion
Header Value (Mumber) v Ascending v

Total Options
Placement Label
MNone v Total

OK X Cancel

Layout
v Row Header Source
Categories. CategoryName Y+ 4 X
Products. ProductName 4+ 4 X
Column Header Source
=Year{{Orders OrderDate}) I PJ + 4 X
4« =Month({Orders.OrderDate}) EZ e+ ¥ X

09/15/2016 46



Builder,

///’

Business Intelligence User Guide

Tabulation Data

Tabulation Data provides information when data exists for the Column Header and Row Header values. For
example if you have a Row Header on products and a Column Header on the month, then Tabulation Data of

Orders.OrderID may use the Count function to display how many orders contained each product each month.

e To add a Tabulation Data either drag and drop it to the ‘Tabulation Data’ panel or use the ‘Add Tabulation

Data’ button ( @).
e Click the Formula Editor Button (35‘) to insert a formula into the Tabulation Data.

e Click the Edit Tabulation button (E) to open the Tabulation Options menu. In the Tabulation Options Menu

you can:
o Set a Label for the Tabulation Row to appear at the beginning of each row.

o Use the Method dropdown to select the summary function to be applied to the Tabulation Data.

= Sum: Totals the Tabulation Data.

= Count: Counts the Tabulation Data.

=  Average: Take the mean of the Tabulation Data.

= Minimum: Displays the lowest value in the Tabulation Data.

=  Maximum: Displays the highest value in the Tabulation Data.

= None: Displays the value of the Tabulation Data without applying any formula.

o Use the Value dropdown to select how the Tabulation Data should be displayed.

= Aggregate: Display the result of the selected Method.

= Percent of Row: Display the result of the selected method as a percentage of the row

total.

= Percent of Colum: Display the result of the selected method as a percentage of the

column total.
e Use the up and down arrows to move the Tabulation Data order.

e To remove a Tabulation Data click the delete button (3‘3).
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Tabulation Options x

—General Options
Label

— Tabulation Options

Method Value
Count v Aggregate v

+ OK 3 Cancel

Layout
v Row Header Source
Categories. CategoryName e+ 3 X
Products ProductName e ¥ X

Column Header Source
=Year({Orders OrderDate}) - E’, + 3 X
4 =Month({Orders.OrderDate}) I B + 3 X
4
4
Tabulation Data Source
Orders.OrderlD FZHEAR 3 2P

Matrix Themes

The Theme dropdown can be used to quickly style the Matrix report using one of the pre-defined themes.

Further styling can be done to the cells of the Matrix report in the Report Designer.

[E% New Matrix Report x

Complete the steps in the wizard below to create a new report

Categories Filters Layout

- Row Header Source
Budget Line Items ¥ Budget Line Items. Account Code EZ4 3%

Projected Over Under
Retainage Held Paid

Retainage Released Column Header Source

Retainage Released Paid Budget Line ltems. Actuals Approved EZ4 3%
Unallocated Forecast
v

Use Unallocated Forecast

$H +H +HE Theme: Basic > Options

Account Code Actuals Approved Actuals Approved 1 Actuals Approved 2
Account Code 1 92 45
Account Code 2 54 12

Save & Close Cancel
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Matrix Options
Settings that affect the entire Matrix report are controlled in the Matrix Options Menu. Open the Matrix Options

Menu by clicking the Options button (= options ). Using this menu you can adjust the following settings:

Options X
General
Row Headers Placement
Columns v

[CJRepeat Matrix Header every new page

Grand Total Row
Placement Labe!
None Total

Grand Total Column

Placement Label
None v Total
OK Cancel
General

e Use the Row Headers Placement dropdown to determine how the Row Headers are displayed.

o Columns — Display the Row Headers in columns from left to right in their order in the Row

Header Source panel.

o Hierarchical — Display Row Headers in a hierarchical structure using indentation to display their

order.

e Check ‘Repeat Matrix Header every new page’ to repeat Row Header labels and Column Headers on

each new page.

Grand Total Row

o To get a total for each column, select ‘“Top’ or ‘Bottom’ from the Placement dropdown in the Grand Total

Row section and provide a label in the Label text box.

Grand Total Column

e To get a total for each row, select ‘Top’ or ‘Bottom’ from the Placement dropdown in the Grand Total

Column section and provide a label in the Label text box.
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Add Map Chart Type

Maps can be added to Standard and Matrix reports. A map chart allows you to visually represent geographical
data, providing versatility in the way you present and view data. This function can be especially useful for
organizations that have a regional or multinational presence. For example, you might use a map to show

Estimate at Completion above a threshold across regions of your business. To add a map chart:

1. Click Reports from the Top Navigation menu.
2. Click Add BI Report and choose either Standard or Matrix.
Note: Maps can only be added in a header or footer.

3. Click into a header or footer cell, and then click the map icon.

I = f/ iﬂl
RO

The Map Wizard displays the following options:
e Type: World, Continent, Country
e Location: Location data appears. Choose the location data to include.
e Data: Specify which data determines the color of each country/region/city and the size of each
marker.

4. Click Save & Close on the Map Wizard window.
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Creating Matrix Reports

When should | use matrix reports?

Matrix reports are a good fit for business users to view data that expands both horizontally and
vertically based on the data returned.

To create a Matrix report:

1. Click the Add Bl Report Button and select the Matrix Report button from the dropdown. This will launch
the New Report Wizard.
The New Report Wizard has five sub tabs: Categories, Sorts, Filters, Layout and Options.

2. Categories: Categories are data objects that contain the fields you can use in your report. To see which
fields are contained in a category, select and click the Info button located at the bottom of the
Categories pane. To add a Data Category to your report, either drag and drop it to the ‘Category Name’

Column, or use the ‘Add’ button or double-click it.
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3. Filters: In the Filters Tab create statements that will be used to filter the data when you run the report.

There is no limit to the number of filters that can be defined. Filters can be numeric (up to eight

decimals) or alphanumeric.

[ New Matrix Report x

Complete the steps in the wizard below to create a new report

Filters

Select filter fields to include on report

Filter By
Budget'Chande Hems 1 Budget Change Items.Budget Change ltem Number 4+ 3 X
A
Budget Change ID
Budget Change Item ID
Budget Change Item Number
Budget Line Item ID Greater Than v 50000 v
Date Created AND With Next Filter v
Description ] Group With Next Filter
h Add [ Prompt For Value
SUMMARY
Budget Change ltems.Budget Change Item Number = " And Budget Change ltems.Amount > "50000'
< > Save & Close Cancel

e To filter a Data Field either drag and drop it to the ‘Filter By’ column, use the ‘Add’ button or
double-click it.

e Use the up and down arrows to indicate the filter priority.
e To remove a filter click the delete button ( X ).
e Set the operator (equal to, less than, one of, etc.) by selecting it from the operator drop-down.
e Set the filter value by either entering it manually or selecting a value from the drop-down. If the
Data Field is a date the calendar and function buttons can be used to select a value.
e Check ‘Prompt for Value’ to allow the filter to be modified at the time the report is executed.
o Select ‘AND With Next Filter’ to require that the selected filter and the one below it are both
true. Choose ‘OR With Next Filter’ to require that either be true.
e Check ‘Group With Next Filter’ to specify the precedence of the filters. Filters can be nested
indefinitely by using the following keyboard shortcuts while a filter is selected:
o Ctrl + [ adds an open-parenthesis before the selected filter.
o Ctrl +] adds a close-parenthesis after the selected filter.
o  Ctrl + Shift + [ removes an open-parenthesis from before the selected filter.

o  Ctrl + Shift + ] removes a close-parenthesis from after the selected filter.
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4. Layout Tab: In the Layout tab design the Matrix report by moving Data Fields into the Row Header,

Column Header and Tabulation Data panels.

= New Matrix Report x

Complete the steps in the wizard below to create a new report

Layout
Row Header Source 5
Items v
Bldget g Hiom: Budget Line Items Account Code EZ2 3%
Projected Over Under %
Retainage Held Paid
Retainage Released Column Header Source
Retainage Released Paid Budget Line ltems Actuals Approved 243X
Unallocated Forecast
: v v
Use Unallocated Forecast
i ] SH Theme: Basic v Z options
Account Code Actuals Approved Actuals Approved 1 Actuals Approved 2
Account Code 1 92 45
Account Code 2 54 12
Save &Close | | Cancel

Creating Chained Reports
Chained reports give you the ability to save multiple reports in one output file (PDF, Excel, RTF, or CSV). This
reduces the time it takes to prepare reports for senior staff and is especially helpful when you need to print

reports or dashboards. To create a chained report:

1. Click Reports from the Top Navigation menu.

2. Click Add BI Report and choose a report type from the list:

e Express
e Standard
e Matrix

e Dashboard

3. From the toolbar, click the Create New Report icon and select Chained Report.

Business Intelligence

BR Matrix Report

rts
I Composite
v Tyoe
A ; y lyp
€| Dashboard
nents
) X .
ee Chained Report hents E

HiiAdnst v ('nmn@mnfr. A
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4. The New Chained Report tab opens for you to choose the reports to combine.
e To add a report either drag and drop it to the ‘Report Name’ Column, use the ‘Add’ button or
double-click it.
e To search for a specific report, enter the terms that you want to search for in the search box. To

see all the reports click the Clear button ().

Search report names o |

4

e If areport has Prompt for Value filters or parameters, click the ‘Edit Report Options’ button (" )
to access the Report Properties menu, where you can specify how to prompt for these filter
values:

= Common Prompt — When the Chained Report executes, you will be prompted for a
value that is used by all of the reports on the Chained Report that have filter prompts on
this Data Field.

= Report Prompt — When the Chained Report executes you will be prompted for a value
to filter this specific report.

= Assign Value — Assign the filter a specific value. This filter will not prompt when the

Chained Report executes.

New Chained Report * [£2 EAC Map Report M Getting Started
HE
iz
— Available Export
Raport Name Typss
1 Unfiad Account Reports EAC Map Report [Ty WIS "+ 4 X
My Eersonal Reports 1 Untizd A 200rts'Sudget & Commitmants EL dNEE Z1 48X
Unfiled Account Reports . . -
| B-C-Aby Type-DPS 1 Untad Account Reports S-C-A by Typ=-D2S Rz T+t i X

pe-

5. Click the Options tab to review a list of general options such as default and available output types.
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[ New Chained Report x
Options

General Options
Default Export Type Default v

Allowed Export Types: [¥] Excel ] POF M RTF [V csVv

No Data Qualified Action Show Placeholder v
| v

Page break after each report

General Options
e Use the ‘Default Export Type’ menu to specify the default format for the report.

e Qutput types may be disabled by unchecking the boxes for ‘Allowed Export Types'.
e Use the ‘No Data Qualified Action’ menu to select what to display if no data qualifies for a
report.
= Skip Report — Display the next qualified report.

= Show Placeholder — Show a placeholder message in place of the report.

6. Click the Export Report icon and choose the output type: Excel, PDF, RTF, CSV.

Creating and Editing a Dashboard

Dashboards provide an HTML canvas that can display reports, images, text and web pages.
To create a new dashboard, click the New Dashboard icon from the Add Bl Reports button on the reports main

page. The Dashboard Designer will appear in a new tab.

The Dashboard Designer can be used to add reports, text, images and web pages to a dashboard.

The Dashboard Designer has four components; the Design Canvas, Tool Box, Data Fields and the Toolbar.
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e-Builder'SS I - rentez < ik

h Dashboard Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule Reprngraphet Reports 'I'lme'llacking Setup +

Q R.eports
§ Filter

Folder: | [All Report Falders | Edit | Add New Folder

Expand All | Callapse All Reorder Folders Add Report Add BI Report ~ Copy User Reports

[Z] My Personal Reports (3) Express Reports

| Recent Pages... - |

Edit | Delete | Export | History 1 Standard Reports

Edit | Delete | £ test Crosstab Reports

Edit | Delete | Export | History  testug Dashboard

=1 Hnfilad Arcnint Bannrts (RAY

File Edit View Favorites Tools Help

e exago0l

»

{E_‘; g Certificate Error Navigatio... & Usability Issues ~ salesfor... 33 NEX NetSet FS‘ Sign in to Microsoft Onlin... E Suggested Sites - e:j Web Slice Gallery ~ & A - [ @ ~ Page~ Safety

™~

h Dashboard Projects Planning Forms Processes | Documents | Calendar Contacts Bidding Cost Schedule | Reprographer 00 Sl Time Tracking Setug

Mew Dashboard Report x | {f Getting Started

Q B BB
\\\ = | & adal v ==

Si h rt
’ |earc report names. X‘{@} a4 B I UASD
¢+ @ Unfiled Account Reports
|RE€EJ‘.\‘PG§'€S.‘. " » @ Time Tracking |E| |§| Canvas

L= Toolbar

B Irma
& New Report
® Cost
» @ new .
Adh d Reports
» @ Advanced Repo 1 - Drag items from the toolbox located at the left
£ Product Management Rep 4 |Data Fields onto this area.
& Report 1 » B Account Role Membershi ,
E PSR 184 data reports » B Audit Log
]
E “_"ﬂSt_jH Ri;ports » B Bidding - Bid Coverage St

Dashboard Canvas
Within the Dashboard Designer you can:
e Move and resize Dashboard Items
e Style Dashboard Items with alignment, borders, colors, etc.
e Edit Dashboard Items such as Reports, Data Visualizations and Text
Toolbox
By dragging Dashboard Items from the Toolbox onto the canvas you can add the following:
e Reports
e Data Visualizations

o Text
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e Images

e Web Pages

e Interactive Filters
Data Fields

After dragging a Data Visualization from the Toolbox on to the Canvas you can add Data Fields by dragging them
over the Data Visualization.

Toolbar

Using the toolbar you are able to:

o Rename the Dashboard and modify its description.

o Set the Dashboard to automatically run when entering this tool.
o Change the background color of the canvas.

. Format the font, font size, alignment, color and borders of text.
) Save the dashboard.

) Execute the dashboard as HTML.

Dashboard Items
By dragging Dashboard Items onto the canvas you can add the following items to the dashboard:

e Reports

e Dashboard Visualizations
o Text

e |mages

e Web Pages

e Interactive Filters

Adding Reports

Drag and drop the Report Button (=) over the Dashboard Canvas, to add an existing report to the dashboard.
The Report Properties menu will appear. The Report Properties menu has four tabs: Report, Filters, Parameters
and Options.

Report

In the Reports tab select the report you want to display on the dashboard.
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Report Properties

Report | Filters || Parameters || Options
Select the report that will fill this dashboard tem.

& My Personal Reports
: @ Unfiled Account Reports
: @ Time Tracking

& Irma

£ New Report

£ Cost
- 8 new v

B A dhvancad Doanarke

OK Cancel

Filters

If the selected report has any Prompt for Value Filters, those filters will appear in the Filters tab. In this tab you
can specify how to prompt for these filter values.

For each Filter:
e Use the Action dropdown to select how the filter should prompt.

o Dashboard Prompt — When the dashboard executes, you will be prompted for a value that is
used by all of the reports on the dashboard that filter using this Data Field.

o Report Prompt — When the dashboard executes you will be prompted for a value to filter this
specific report.

o Assign Value — Assign the filter a specific value. This filter will not prompt when the dashboard
executes.

e Inthe ‘Data (Prompt Text or Value)’ column enter a value if the Action is Assign Value; if the Action is
Dashboard or Report Prompt, enter text to use for the prompt.
Hepon Propernics

Repot  Filters Parameters  Options

Assign how B Bandle & repoiTs promplabls flers
Report Fller Fromgt Auon Dala {Prommpl Test of Value
Qaders OrderDate Dashboard Frompl ¥ Specily valse for Orders OrdeaDate

Parameters

If the selected report has any Prompting Parameters, those parameters will appear in the Parameters tab. In this
tab you can specify how to prompt for these parameter values.

For each Parameter:
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e Use the Action dropdown to select how the parameter should prompt.

o Dashboard Prompt — When the dashboard executes, you will be prompted for a value that is
used by all of the reports on the dashboard that parameter.

o Report Prompt — When the dashboard executes you will be prompted for a value that is used by
this specific report.

o Assign Value — Assign the parameter a specific value and do not prompt when the dashboard
executes.

e Inthe ‘Data (Prompt Text or Value)’ column enter a value if the Action is Assign Value; if the Action is
Dashboard or Report Prompt, enter text to use for the prompt.

Report Properties

epol  Fillers mrameters  Oplions
R 3 P 0

Smicyn how 10 haradle 3 reporTs promplables par smelens.
Report Pasameser Fromgt Achion Cata (Prompt Teod of Vakee
tompans Daskbcard Prompl v Spacly value for companyid

Options
In the Options tab specify settings for how the report displays on the dashboard.
Execute

e |nthe Title Text box, provide a title for the report. This title will be displayed in on the canvas when
editing the dashboard.

o Check ‘Allow scrolling’ to allow scrolling on the dashboard if the report is larger than the designated size
on the canvas.

e Set the number of seconds at which to re-execute the report. Set to 0 to only execute the report when
the dashboard is first run.

Design

e Check the ‘Only execute report in design screen when report is manually refreshed’ to prevent the
report from being executed while editing the dashboard.
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Report Properties

Report || Filters || Parameters | Options

Execute
Report Label:

|E| Allow searching

|E| Allow scrolling

Reload Interval in Seconds (0 means "never reload™)

0 =
Design
OK Cancel

Adding Data Visualizations

Drag and drop the Data Visualization icon () onto the Dashboard Canvas, to create a new Visualization on the
dashboard. A Data Visualization item will appear.

B New Dashboard Report x | {f Getting Started
ﬁ E @9 Arial v TEE = 1@;
|Search report names... |z_:', ﬁ' 0 B 7 UAS 3 ===

& My Personal Reports
» @ Unfiled Account Reports

& Time Tracki
>ﬁ|r:.1r1n: racking

& New Report

& Cost

~ Toolbox

» B new p
» B3 Advanced Reporis 4
& Product Management Rep 4 Data Fields
& Report 1 » B Account Role Membership |
& PSR 184 data reports » 8 Audit Log :
W
? T"aﬂf" RE’PDnS » & Bidding - Bid Coverage St
< > » & Bidding - Bid Tabulation

» & Bidding - Bidders
» 83 Bidding - Project Bidding ¢
» 8 Calendar - Attendees

Drag data fields here to create a
» 8 Calendar - Events ¢ visualization

Report Description

With the Data Visualization item you can:

e Drag Data Fields onto the item to create a chart or a tabular report.

e Use the Options Menu (#) to filter, name or modify other settings of the Visualization.

Modify how the Data Fields are grouped and summarized, by opening the Data Model Menu (U).
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e Save the Data Visualization as a new Standard Report ().
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Note: Subsequent changes in the Standard Report Designer will not be reflected on the Data
Visualization. To have those changes appear on the dashboard add the new report to the dashboard.

e Convert from a chart to tabular report (or vice versa) by selecting ‘Convert to Chart’ in the right-click

menu.

Note: A Data Visualization must have at least two Data fields in order to display a chart, one of which must

be numeric.

Adding Text

Drag and drop the Text icon () over the Dashboard Canvas, to add text to the dashboard. A text box will
appear. Type the desired text in this box. Use the Toolbar to format the text.

B B
& = i dal
|Sear-:h report Names... | G B T UADS
& My Personal Reports A Toolbox

» @ Unfiled Account Reports
> 8 Time Tracking

& Irma EI
£ New Report

& Cost

> B new p

» 8 Advanced Reporis q
& Product Management Rep 4 Data Fields
£ Report 1

> B Account Role Membership |
: 8 Audit Log :
» @ Bidding - Bid Coverage St

& PSR 184 data reporis

£ Master Reports e

Adding Images

New Dashboard Report x | {4 Getting Started

u]
800 %

[m]

Drag and drop the Image icon (Ig) over the Dashboard Canvas, to add an image to the dashboard. An image
box will appear. Click the insert image button ('=) and select the image to upload.
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New Dashboard Report x ||} Getting Started

B
g = B Arial v i
|Searchrepc>r‘t nNEMES... | e B T UAD; 2
£ My Personal Reports A Toolbox
» @ Unfiled Account Reports
» 8 Time Tracking T
o = — =
£ MNew Report
£ Cost
> B new y
» 8 Advanced Reports 4
£ Product Management Rep 1 Data Fields
& Report 1 » 8 Account Role Membership ,
£ PSR 184 data reports , B Audit Log :
v
? ﬁqaﬂ_‘_}' RE’PDnS » @ Bidding - Bid Coverage St
< > ; B Riddina - Bid Tahulation

Adding Web Pages

>
To add a web page to the dashboard drag the URL Button () over the Dashboard Canvas. A URL menu will

OK
appear. Entire the desired URL and press Ok ( ).

Note: Some web pages will not appear as they do not permit being embedded within another web page.

New Dashboard Report x | {f§ Getting Started

B BB

| Search report names... |

£ My Personal Reports
> 8 Unfiled Account Reports
> 8 Time Tracking
B Irma
£ MNew Report
£ Cost URL
> 8 new
» 8 Advanced Reporis
& Product Management Rep ‘
£ Report 1
£ PSR 134 data reports OK Cancel
£ Master Reports v

< >

Location: |

-

Adding Interactive Filters

Drag and drop the Filter icon () over the Dashboard Canvas, to add an interactive filter to the dashboard. The
Filter Properties menu will appear. The Filter Properties menu has two tabs: Reports and Filter.

Reports

In the Reports tab select which reports and data visualizations the filter should apply to by checking the box in
the Controlled column.

Note: The all of the reports and visualizations being controlled by the filter must share at least one
common Data Category.
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By New Dashboard Report x || Getting Started
gnT S =

|Search report names... |

Filter Properties
& My Personal Reports

> 8 Unfiled Account Reports
» @ Time Tracking
B Irma
£ New Report
& Cost
> B3 new
- @ Advanced Reports
& Product Management Rep 1
& Report 1

~
Dashboard Items | Filter

Select the reparts that this filter will control.
Controlled Cashboard Item Name

-

OK Cancel

Filter

In the Filter tab specify what data should be used filtered how the interactive filter should appear on the
dashboard.

e Use the Filter value dropdown to select the data field that should be filtered.
Note: The filter can be applied to a calculation instead of a data field by using the formula button (J'gf).
e Use the Type dropdown to specify what kind of interactive filter to display:

o Single Choice: A dropdown with the possible values of the filter.

10442

o Multiple Choice: All possible values for the filter presented with check boxes to select a one or

more values.
10248 10249
10250 10251
10252 10253

o Single Slider: Select the filter value by sliding a point along a scale.

10442

o Range Slider: A scale that displays values between two points.

10243 11050

e In the style dropdown specify if the filter should be vertically or horizontally oriented.
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In the Value Sort Direction specify if the filter values should appear from least to greatest (ascending) or
vice versa (descending).

e C(Click the Format button () to open the format menu and specify how the filter values should be
displayed.

Filter Properties

Dashboard ltems  Filter

Filler Vakue
CategoryMame v |

Type Syl
Single Choice ¥ | | Horizondal v

WVakue Sorl Direction
tscending ¥

-_=_ Filler Value Foamat

Toolbar
The toolbar contains the buttons and menus used to modify the dashboard.

Saving Dashboards
The dashboard can be saved by clicking the save button (EI).
Undo/Redo

Any action on a dashboard can be undone by clicking (") or pressing CTRL + Z. Undone actions can be redone by
clicking (™) or pressing CTRL + .

Borders

To create borders around a dashboard item, select it and click the Format icon (@).

e Uncheck ‘Make Borders Uniform’ to modify specific edges.

To widen the borders either key in a value or use the arrows in the width box.

To change the color either select a color from the drop-down or enter a hex value.
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~ " Borders

Select color and width for each side of the item. Check
‘Make Borders Uniform' to apply color and width to all sides

Make Borders Uniform

| ;
0 >
[J [
0 é 0 s
J
0 <

Borders can be rounded by clicking the ‘Rounded Edges’ button (F_) in the toolbar.

Formatting Dashboard Text
Text items can be formatted using buttons in the toolbar. A text item must be selected for these changes to be
applied.
Font

Arial .
+ To change the font use the font drop-down ( e v ). The font names appear in the style that
they represent.

« The B, /and U icons make the font bold, italicized and underlined, respectively.

Y
« Text size can be controlled using the up and down arrows on font size menu ( 8 = ).
Color

» To change the text color, click the Foreground Color button (& ) and then select a color or enter a hex value
into the Foreground box. Click the clear button to revert to the default color (~7).

» To change the background color, click the Background Color button (“%) and then select a color or enter a
hex value into the Background box. Click the clear button to revert to the default color (~71).

Alignment

« Text can be aligned to the top, center, or bottom of a cell using the vertical alignment buttons.

2
-
i

« Text can be centered, justified or aligned to the left or right of a cell using the horizontal alignment buttons.

_h,l
-l
I
-

Saving Dashboards
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1. After a Dashboard has been updated it can be either saved under a new name, or saved with
its changes under the same name. To modify a report and save it with the same name, press
the Save button.

2. A Dashboard Designer will also have the option of saving the report for other users. To save
the report for other users select the radio button to make the report available to all users or
to make the report available to the following roles. If you select to make it available only to
certain roles then select the names of the roles and press the Add button.

3. Saved reports are available from the Dashboard dropdown list

New Dashboard Report = || {4 Getting Started

* Report Name: | ~

Report Description: |

(®)This report is available only to me
2 This report is available to all users
{_IThis report is available to the following roles:

Report Permissions:

All Roles | Roles With Access
Dir. Budget & Finance

Dir. Project Administration
Doc Change Perm
Financial Swes Supervisor
Mew Role

Mew Role 2

MNew Role 3

MNew Role 4

Mew Role 5

MNew Role 6

Mew Role 7

Mew Role 8

* Report Folder: b
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Using Formulas
Formulas can either be entered in the Formula Editor or by manually written into cells.

Formula Editor
1. Navigate to the Report Designer.

2. Click in the cell you want the formula to be in.

3. Click the Formula Editor Button (35‘).

Formula Editor x
Select Fields
Employees v . Aggregate
Address » Operators
BirthDate » Logical
City -D_ate .
Coilntr'-' - Financial
Emplo-ieeID > Database and Data Type
Extem—;ign > Arithmetic and Geometric
FirstName » String )
HireDate > Formatting
HomePhone ¢ b Other
LastName :
Notes
Photo
PhotoPath
PostalCode
Region
ReportsTo
Title
TitleOfC ourtesy b Add
b Add
Formula

oK 3 cancel

4. Create the desired formula by selecting the desired functions and clicking add or drag and dropping
into the Summary box.

Note

When embedding functions begin with the outermost function and add them moving inward. (ex. To get
=TRUNCATE(SQRT(162)), first add Truncate then the square root function.)

5. Click Ok.

Manual Formulas
To manually add formulas:

1. Navigate to the Report Designer.
2. Double click in the desired cell.
3. Enter the formula.

4. Save the report.
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pageNumber:
Description
Returns the number of the current page.
Remark
For RTF output, pageNumber cannot be used with other formulas.
Example
=@pageNumber@ will display the current page number for all output types.
=‘Pg. ' & @pageNumber@ will display ‘pg.’ followed by the page number for HTML
and PDF output.
reportName:
Description

Returns the name of the report.

reportFullName:

Description

Returns the file path of the report.

Example

For a report named Transcripts in a Folder named Student Documents
@reportFullName@ would return Student Documents/Transcripts.
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Appendix 1 - Aggregate Functions

A full description of the aggregate functions that may be utilized in building formulas is included in the attached
document.

Appendix Aggregate
Functions. pdf

Appendix 2 — Data Types and Relationships

Data Types - a listing of the data types (e.g. string, decimal, guid) for the data available in Bl Reports is available
on the first tab of the attached spreadsheet.

Relationships — insight into the relationships (joins) between data elements in Bl Reports is provided in the
second tab of the attached spreadsheet.

Data Types and
Relationships.xls

Appendix 3 — Additional Report Examples
More detailed examples of specific report scenarios
e Conditional Formatting
e Scatter Chart
e Repeating Groups
e Guage

@ﬂ

Additional Report
Examples.docx
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