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About

This application is a powerful yet easy-to-use reporting tool. It runs in your web browser and does not

require any downloads.

Supported Browsers

Supported browsers include:

e Firefox 3+

e Internet Explorer 9+ / Edge

e Google Chrome

e Safari

Navigation

This application consists of two sections. On the left is the Main Menu and on the right are Tabs. The
Main Menu displays the available reports, folders, and buttons. Tabs can contain the New Report
Wizard, report outputs, design windows, or help pages.

[ 1 [D Dashboard [ Products b3 d
+ 00 ——
o =] 3@ Al rEE= ®
oo L e~ B IUAGS®® sE==
3 Toolb
| Main Menu R
(%] Dashboard
Search report names
Data Fields

> @& Customer Reports

» Order Details 2016

> Report Examples » Adventureworks

» Sales Reports I > Categories

Dashboard Description

» CustomerCustomerDemo
» CustomerDemographics
» Customers

» Employees

» EmployeeTerritories

> Exago University

» OrderDetails

» QOrders

¥ Products

> Region

> Shippers

» Suppliers

> Territories

» Zendesk

- Productiame 1,7

Productiame 2,8 ~_

a
ProductName 3, 7 - Lasthame 1 Lasthame 2 Lasthame 3 Lasthiams ¢
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Main Menu

Through the Main Menu you can:

e Create new reports

e Search for reports

e Read report descriptions

e Run reports

e Export reports to other types (Excel, PDF, RTF and CSV)

e Duplicate reports to save time setting up reports that are similar
e Edit reports

e Delete reports

e Schedule reports to be emailed or archived

e Manage folders and report storage

Click the splitter icon = to hide the Main Menu. This is located in the top left corner of the application’s
interface between the Main Menu and the Tabs.

Tabs

The right section is made up of tabs containing the New Report Wizard, reports outputs, design
windows, or help pages. Tabs can be closed by clicking the ( *) to the right of the tab name.

El Orders El Weekly Sales < # Getting Started

, Close this tab
OrderDetails - a = [+
W
Discount N e | B
CrderlD . i
ProductiD SEEL

Tabs can be rearranged by clicking and dragging them left or right.

Orders ~'/eekly Sales 4t Getting Started
-
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Creating New Reports

To create a new report, click the New Report Button. This will launch the New Report Wizard in a
new tab.

L)

Create a New Report
[ T
Search report names...

» & Customer Reports
» Order Details 2016

» Report Examples

» Sales Reports

Types of Reports

This application has five types of reports.

+ 00

Report

»¢ Express Report
Standard Report
O Crosstab Report
Composite
w4 Dashboard

4 Chained report

e " Express Reports — This simplified report designer enables you to quickly build reports with
basic layouts and calculations. For more information, see Express Reports.

e U Standard Reports — This type of report uses an intuitive grid to lay out data and labels.
Standard reports can provide more complex sections in which to group data and make
specialized calculations. For more information, see Report Designer.

e [ CrossTab Reports — CrossTab reports utilize the Standard Report Designer to create
reports that may expand both horizontally and vertically based on data. For more information,
see CrossTabs.
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e 5 Dashboards — This is a canvas for combining and laying out reports, data visualizations,
images, text and web pages. For more information, see Dashboards.

e 'O Chained Reports — This type of report compiles multiple reports into a single document.
For more information, see Chained Reports.

9 Exago Inc.
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Express Report Wizard

The Express Report Wizard is an interactive tool which allows you to quickly create and edit Express

Reports.

To navigate the wizard, either click the desired tab or use the buttons at the bottom.

To save an Express Report, click the save El button.

El Mew Express Report # Getting Started

Mame Categories Sorts Filters Layout Options

Enter a description for the report

* Cancel < Previous Next >

X0
SRENC;

E Save and Close

The Express Report Wizard has six sub tabs. The Name, Categories and Layout tabs must be

completed while the other tabs are optional.

Name Tab

El New Express Report

Mame Categories Sorts Filters Layout Options
Enter the report name

Mew Express Report

Select folder for the report

» & Customer Reports
| > order Details 2016

» Report Examples

» Sales Reports

Enter a description for the report

X Cancel < Previous Mext >

)
=RENC;

[/ save and Close

10
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In the Name tab, enter a report name and click on the Folder where the report will be saved.
The report name can be up to 255 characters long. Avoid special characters suchas ?: /\ *" < >,

A report’s description appears at the bottom of the Main Menu when it is selected. The description text
may also be used to search for a report.

NOTE. You cannot create a report inside a folder that is read-only ().

Categories Tab

[l New Express Report o 7]
b
Mame Categories Sorts Filters Layout Options Iﬂ I-J @
Select categories to include on report
Suppress
Search Duplicates Category Name
(] Categories b 4
» Adventureworks - (] Products »
Categories
CustomerCustomerDemo
CustomerDemaoqgraphics
Customers
Employees
EmployeeTerritories
» Exago University
OrderDetails
Orders
Products
Region
Shippers - h
& Add i ]
X Cancel £ Previous Next > E,’ Save and Close

In the Categories Tab, select the Data Categories that you would like to have access to on the report. It
is important to understand two terms: Data Category and Data Field.

Data Category — A Data Category is a data object that has several attributes. E.g. Orders is a
category; each order has an ID, a date, a customer, etc.

Data Field — A Data Field is a single attribute within a category. E.g. Orders.OrderID is numeric
value that identifies a specific order.

e To add a Data Category, either drag and drop it to the ‘Category Name Column, use the == Add
button or double-click the category.

e To search for a specific Data Category or folder, type its name into the Search box.
e To see what Data Fields are in a Data Category, click the information button (0).
e Check the ‘Suppress Duplicates' box to suppress any repeated records from that category.

e To remove a Data Category, click the delete button ( *).

11 Exago Inc.
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Sorts Tab
[l New Express Report e
.
Mame Categories Sorts Filters Lay out Options Iﬂ Ll @
Select sort fields
Sort By Sort Order
Categories % Categories. CategoryMame aAscending v A W X
Ascendi
CategorylD Dm
CategoryName k.
Description
&= Add
X Cancel £ Previous Next > E,’ Save and Close

In the Sorts Tab, specify which Data Fields will be used to determine the order of data on the report.

e To sort by a Data Field, either drag and drop it to the *Sort By’Column, use the = Add button,
or double-click the field.

e You can sort each Data Field in Ascending (A-Z, 0-9) or Descending (Z-A, 9-0) order.
e Use the up ( ~) and down ( ~) arrows to indicate the sort priority.

e To remove a sort, click the delete button ( %).

12 Exago Inc.
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Filters Tab
El New Express Report - 7]
-
Mame Categories Sorts Filters Layout Options Iﬂ D ®
Select fiter fields to include on report
Filter By
Products % Products Producttame AV X
CategorylD -
Discontinued
ProductlD
QuantityPerUnit
ReorderLevel Is One Of v ‘k
Supph_erID AND With Mesxt Filter w | | Alice Mutton
UnitPrice - ) Aniseed Syrup
UnitsinStack s I:J Group With Next Fitter Boston Crab Meat
+ Add |l Prompt For Value Camembert Pierrot
Carnarvon Tigers
SUMMARY Chai
Products. ProductM ame 1s Cne OF () Chang
Chartreuse verte
Chef Anten's Cajun Seascning
X Cancel < Previpus Chef Anton’s Gumbo Mix 7

In the Filters Tab, create statements that will be used to filter the data when you execute 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.

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

Use the up ( ~) and down ( +~ ) arrows to indicate the filter priority.
To remove 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 both
evaluate to true. Choose ‘OR With Next Filter' to require that either be true.

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.

13

Exago Inc.



Exago User Guide EXSg0

o Ctrl + Shift + [ removes an open-parenthesis from before the selected filter.

o Ctrl + Shift + ] removes a close-parenthesis from after the selected filter.

[F New Express Report N9
-,
Name Categories Sorts Filters Layout Options Iﬂ D ®
Select fields to include on report
Data Field Summary Function
Products ¥ % Products Productilame fr Mone v AWV X
CategorylD % Products.ProductiD fx Mone v A v X
Discontinued % Products.UnitPrice fr Mone v AV X
ProductiD  Products. QuantityPerUnit fx Mone v AW X
ProductName
QuanfityPerUnit
ReorderLevel Summarize By
SupplierlD = -
UnitPrice [ Categories
UnitsinStock
UnitsOnOrder ~
= Add == Add Blank # Page Header () Page Footer ([J Grand Total
v | 5 Al “8 2B I U A% [H S=<L E = =E Theme Custom ~
New Express Report
ProductName ProductlD UnitPrice QuantityPerUnit
ProductMame 1 ProductlD 1 UnitPrice 1 CuantityPerUnit 1
ProductMame 2 ProductlD 2 UnitPrice 2 CuantityPerUnit 2
ProductMame 3 ProductlD 3 UnitPrice 3 CuantityPerUnit 3
ProductMame 4 ProductlD 4 UnitPrice 4 CuantityPerUnit 4
¥ Cancel < Previous Next > E,f Save and Close

In the Layout Tab, select which Data Fields will appear on the report. For each Data Field chosen, the
report will automatically create a column header and the Data Field. Additionally, subtotals, grand
totals, and page header/footers can be created.

Display Data

e To place a Data Field on the report, either drag and drop it to the ‘Data Field column, use the
== Add button, or double-click it.

e To add blank columns that can be edited manually, click the = Add Blank button. You can enter
text into a blank column.

e 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 as the leftmost column of the report.

e The Summary Function column is used to make subtotals and grand totals. See Subtotals and
Grand Totals for more information.

e To remove a Data Field, click the delete button ( *).

14 Exago Inc.
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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 subtotals, grand totals, or headers for the values of a Data Field.

Subtotals and Grand Totals

e To display subtotals, check the box of the category you want subtotals for. Then, for each Data
Field you want totaled, select a Summary Function (see below).

e To display grand totals, check the Grand Total box. Then, for each Data Field you want totaled,
select a Summary Function (see below).

Summary Functions:

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

o Count: Returns the number of rows in the Data Field.

o Average: Takes the mean of the data in the Data Field.

o Minimum: Displays the lowest value in the Data Field.

o Maximum: Displays the highest value in the Data Field.

Data Field Summary Function

% Products. Producthame f* Mone A X
2 Products. ProductlD Jx Count Aw X
£ Products.UnitPrice fr Maximum A K
£ Products. CuantityPerUnit fx Mone Aw K

Summarize By

¥ Page Header () Page Footer |[J Grand Total

Data Headers

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

e To include a blank row before each unique value of the selected Data Field, check the box ‘Add
space before each unique item.

e To include 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 (f*) 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.

e Check the box ‘Include Total at the end to have a subtotal created for this Category.

15 Exago Inc.
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Summarize By

Summarize by each unigue:
Categories v

Space

¥ Add space before each unique item

Header
[+ Include Header at the beginning

Header Text:
Categories. CategorylD  ~  fx

Total

# Include Total at the end

Page Header

Summarize By

¥ Page Header (1 Page Footer ([ Grand Total

To display information on the top of each page, check the ‘Page Header box. Click ‘Page Header' and
the Page Header Menu will appear:

Title

¥ Include title at the top of every page
Position: Mumber of columns to span:

Left - 4

Image

[l Include image at the top of every page 1

Position: Mumber of columns to span:
Rightv| Q

| Changelmﬂgel

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.

16 Exago Inc.
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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.

Footers

Summarize By

[ Page Header ¥ Page Footer [ Grand Total

To display information on the bottom of each page, check the ‘Page Footer box. Click on ‘Page Footer'
and the Page Footer Menu will appear:

Page Number

# Include page number at the bottom of every page

i Position: Humber of columns to span:
i Left = 4
Image

) Include image at the bottom of every page

Position: Number of columns to span:
Right~| |1 g

ki Change Image

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.

Preview
v | [Z] | Adal v&8 $B I U A% 3B ES = = = Theme: Custom v
New Express Report
ProductName ProductlD UnitPrice QuantityPerUnit
ProductMame 1 Product!D 1 UnitPrice 1 CuantityPerlnit 1
ProductMame 2 ProductlD 2 UnitPrice 2 CuantityPerlUnit 2
ProductMame 3 ProductlD 3 UnitPrice 3 CuantityPerlUnit 3
Producttame 4 ProductlD 4 UnitPrice 4 CuantityPerlUnit 4
X Cancel < Previous Next > E,f Save and Close
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At the bottom of the Layout Tab, a preview will display how the report will appear based on the fields
that have been added. You can increase/decrease the size of the preview or hide it altogether by
dragging the top of the Express Report Designer box.

Styling Express Reports

v ~ [ Al ~ls B 1T U A% @

=  Theme: Custom -~

The toolbar above the preview can be used to style the Express Report. To utilize this toolbar, select
the cell(s) in the preview you want to modify, then use one of the following options:

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

[l Layout Options — see Layout Options for more information.
Font — see Font for more information.
A%® Foreground & Background Color — see Color for more information.

] Number/Date Format/Border Color — see Formatting Cells for more information.

Alignment — see Alignment for more information.

Theme — Quickly style the report using one of the pre-defined themes.

Layout Options

Layout Options x

General

O su ppress Detail Rows

Row Shading

Alternate Shading Color
#FF8F00 A v x
#3400FF A x
+ New

¥ 0K X Cancel

In Layout Options you can hide the detail information and set row shading.

e Check ‘Suppress Detail Rows' to only display Subtotals, Grand Totals, Data Headers & Page
Headers/Footers.

18 Exago Inc.
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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.

Options Tab

The Options Tab allows you to control various report settings.

General Options

El Mew Express Report X
-
MName Categories Sorts Filters Layout Options Iﬂ U ®
General Information
Export Include Setup Info No
Advanced -
Filter Execution Window Default ~ || Ahvays Show Fitters in Report Viewer

Mo Data Qualify Display Mode | Show Message v

X Cancel £ Previous Mext > E,’ Save and Close

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 has 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 Filters in Report Viewer' to show the filter menu and allow changes to be
made each time the report is run.
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Export Options
El New Express Report .4 7]
>
Mame Categories Sorts Filters Layout Qptions Iﬁ U @
General General Options
I Export Default Export Type | Defaults
Advanced o
Allow Execution in Viewer True
Aliowed Export Types: & Excel ¥ PDF & RTF # csv
Report Viewer Options
¥ showcrid  # Simulate PDF
Excel Options
L:J Suppress Formatting
Page Options
Page Size Leiterw Page Crientation Portrat
[J Fit to Page Width
X Cancel < Previous Next > E,’ Save and Close

General Export Options

e Use the Default Export Type drop-down to specify the default format for the report.

e Output types may be disabled by unchecking the respective ‘Allowed Export Types' box.
Report Viewer Options

e Uncheck ‘Show Grid to disable grid lines.

e Uncheck ‘Simulate PDF to prevent the report from appearing as though it were on a page.
Excel Options

o 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 *Orientatiorr menu. Default is Portrait.

o Check ‘Fit to Page WidtH to scale all columns to fit the width of the page.

Advanced Options
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[l New Express Report N
o
Mame Categories Sorts Filters Layout Options B D ®
General Convert Options
EXPOT’L Convert Express Report to a standard report (this cannot be undone) |->
I.i‘ad'.fanced
X Cancel < Previous Next > E Save and Close

In the Advanced Options an Express Report can be converted to a Standard Report.
IMPORTANT. This CANNOT be undone.

e Click the ‘Convert simple report to a standard report button to convert an Express Report to a
Standard Report.
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New Standard Report Wizard

The New Standard Report Wizard is an interactive tool which will walk through the process of creating
a new standard report. All of the selections made in the New Standard Report Wizard can be modified
in the Report Designer after the report has been created.

To navigate the wizard, either click the desired tab or use the buttons at the bottom.

[# New Standard Report P4 ?)

Complete the steps in the wizard below to create a new report
Mame Categories Sorts Filters Layout

Enter a descripticn for the report

» Cancel < Previous Next > f# Finish

The New Report Wizard has five sub tabs. The Name and Categories tabs must be completed while
the other tabs are optional.

Name Tab

[# Mew Standard Report »0

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

Mame Categories Sorts Filters Layout

Enter the report name

[New Repor

Select folder for the report

» & Customer Reports
| > order Details 2016

» Report Examples

» Sales Reports

Enter a description for the report

* Cancel < Previous Next > F# Finish

In the Name tab enter a report name and click on the Folder where the report will be saved.
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The report name can be up to 255 characters long. Avoid special characters suchas ? : /\ *" < >.

The report’s description appears at the bottom of the Main Menu when it is selected. The description
text may also be used to search for a report.

NOTE. You cannot create a report inside a folder that is read-only ( &).

Categories Tab

[# New Standard Report o

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

Mame Categories Sorts Filters Layout

Select categories to include on report

Suppress

Search... Duplicates
(] Categories ®

- a Products %

Category Name

> Adventureworks
Categories
CustomerCustomerDemo
CustomerDemographics
Customers
Employees
EmployeeTerritories

» Exago University
OrderDetails
Orders
Products
Region
Shippers
Suppliers
Territories -

& Add i ]

¥ Cancel < Previous Next > f# Finish
In the Categories Tab, select the Data Categories that you would like to have access to on the report. It
is important to understand two terms: Data Category and Data Field.

Data Category — A Data Category is a data object that has several attributes. E.g. Students is a
category; each student has an ID, a major, an advisor, etc.

Data Field — A Data Field is a single attribute within a category. E.g. Students.ID is the numeric value
that identifies a specific student.

o To add a Data Category, either drag and drop it to the ‘Category Name Column, use the = Add
button, or double-click the category.

e To search for a specific Data Category or folder, type its name into the Search box.

e To see what Data Fields are in a Data Category, click on a Data Category and then click the
information button (0).

e Check the ‘Suppress Duplicates box to suppress any repeated records from that category.

e To remove a Data Category, click the delete button (*).
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Sorts Tab

Mew Standard Report

»e

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

MName Categories Sorts Filters Layout

Select sort fields

Sort By Sort Order
Categories

{ Categories.CategoryMame

Ascending » A W M
Ascendi
CategoryMame h:

Description

&= Add

¥ Cancel < Previous Next > f# Finish

In the Sorts tab, specify which Data Fields will be used to determine the order of data on the report.

e To sort by a Data Field either drag and drop it to the ‘Sort By’Column, use the J Add button
or double-click the field.

¢ You can sort each Data Field in Ascending (A-Z, 0-9) or Descending (Z-A, 9-0) order.
e Use the up ( ~) and down ( ~) arrows to indicate the sort priority.

e To remove a sort, click the delete button ( *).
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Filters Tab

Mew Standard Report 47

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

MName Categories Sorts Filters Layout

Select filter fields to include on report

Filter By
Categories ¢ Categories.CategoryName SRR 4
CategorylD
CategoryMame
Description
Picture
Equal To ~
AND With Next Fitter | Beverages
- Condiments
] Group With Mext Fiter Confections
= Add [J Prompt For Value Dairy Products
Grains/Cereals
SUMMARY Meat/Pouttry
Categories.CategoryMame =" Produce
Seafood
¥ Cancel < Previous Next > f# Finish

In the Filters Tab, create statements that will be used to filter the data when you run a report.

There is no limit to the number of filters that can be defined. Filters can be numeric (up to eight
decimal places) or alphanumeric.

To filter a Data Field, either 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.
To remove 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.

Select *AND With Next Filter' to require that the selected filter and the one below it both
evaluate to true. Choose ‘OR With Next Filter' to require that either be true.

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.
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o Ctrl + Shift + ] removes a close-parenthesis from after the selected filter.

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

Layout Tab

[+ Mew Standard Report # Getting Started 47

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

Name Categories Sorts Filters Layout

Select fields to include on report

Data Field Summary Function
Categories ¥ % Products.Productiame fx MNone v AW
CategorylD % Products. ProductiD fx MNone v oA WX
CategoryName % Products.UnitPrice fx None v AV X
Description 2 Products QuantityPerUnit fx MNone v AW
Picture -
Summarize By
{J Categories
+ Add # Page Header (1 Page Footer () Grand Total
Standard
ProductName ProductiD UnitPrice QuantityPerlnit
ProductMame 1 ProductlD 1 UnitPrice 1 QuantityPerlUnit 1
Producthame 2 ProductlD 2 UnitPrice 2 CQuantityPerUnit 2
ProductMame 3 ProductlD 3 UnitPrice 3 QuantityPerlUnit 3
ProductMame 4 ProductlD 4 UnitPrice 4 QuantityPerUnit 4
¥ Cancel < Previous Mext > f# Finish

In the Layout Tab, select the Data Fields that will appear on the report. For each Data Field chosen, the
report will automatically create a column header and place the Data Field in the detail section.
Additionally, subtotals, grand totals, and a page header/footer can be created.

Display Data

e To place a Data Field on the report, either drag and drop it to the ‘Data Field’ column, use the
# Add button, or double-click the field.

e Usethe 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 the report as the left-most column.

e The Summary Function column is used to make subtotals and grand totals. See Subtotals and
Grand Totals for more information.
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e 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 subtotals, grand totals, or headers for the values of a Data Field.

Summarize By

Summarize by each unigue:
Categories v

Space

¥ Add space before each unique item

Header
# Include Header at the beginning

Header Text:
Categories. CategorylD  ~  fi

Total
# Include Total at the end

Subtotals and Grand Totals

e To display subtotals, check the box of the category you want subtotals for in the Summarize By
box. Then, for each Data Field you want totaled, select a Summary Function.

e To display grand totals, check the Grand Total box. Then for each Data Field you want totaled,
select a Summary Function.

o Sum: Totals the all of the data in the Data Field.
Summary o Count: Returns the number of rows in_the Data Fiel_d.
Functions | ° A\_lerage: Talfes the mean of the data. in the Data Eleld.

o Minimum: Displays the lowest value in the Data Field.

o Maximum: Displays the highest value in the Data Field.

Data Headers

A checkbox will appear in the Summarize By box for each Data Category in the Sorts tab. To display a
header for each value of a Data Field, click on the associated Data Category in the Summarize By box.
Click the Data Category name next to the checkbox, and the Header Menu will appear.

e To include 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 dropdown to select a Data Field or use the
Formula Editor Button (f*) to create a formula.

e Use the ‘Summarize by each unique dropdown to specify if the header should repeat based on
a specific field or fields within a Category.

e Check the box ‘Include Total at the end to have a subtotal created for this Category.
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Page Header

Summarize By

¥ Page Header [ Page Footer [ Grand Total

To display information on the top of each page, check the ‘Page Header box. Click on ‘Page Header
and the Page Header Menu will appear.

Title

# Include title at the top of every page
Position: Mumber of columns to span:

Left 4

Image

[ Include image at the top of every page 1

Position: Mumber of columns to span:
Right~] g

| Changelmagel

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 Imagée 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.

Footers

Summarize By

[ Page Header | Page Footer [ Grand Total

To display information on the bottom of each page, check the ‘Page Footer' box. Click on ‘Page Footer
and the Page Footer Menu will appear.
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€200
Qe ]

Page Number

l#| Include page number at the bottom of every page

I Position: Mumber of columns to span:
i |Left ~ 4
i —Image

[ Include image at the bottom of every page

Position: Mumber of columns to span:

Right~| |1

Ed Change Image

&

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.

Preview

ProductName

Producttame 1
Productlame 2
PreductMame 3
Producthame 4

Page Mumber

X Cancel

1]

ProductlD
ProductiD 1
ProductlD 2
ProductiD 3
ProductlD 4

< Previous

UnitPrice

UnitPrice 1
UnitPrice 2
UnitPrice 3
UnitPrice 4

Next >

QuantityPerUnit

QuantityPerlnit 1
QuantityPerlUnit 2
QuantityPerUnit 3
CuantityPerUnit 4

¥ Finish

At the bottom of the Layout Tab, a preview will display how the report will appear based on the fields
that have been added. You can increase/decrease the size of the preview or hide it altogether by

dragging the top of the preview box.
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New CrossTab Wizard

The New Crosstab Wizard is an interactive tool which will walk through the process of creating a new
CrossTab report. All of the settings in the New CrossTab Wizard can be modified in the Report Designer

after the report has been created.

To navigate the wizard, either click the desired tab or use the buttons at the bottom.

[+ Mew CrossTab Report % 9
Complete the steps in the wizard below to create a new report
Mame Categories Filters Layout
Enter a description for the report
% Finish

X Cancel < Previous Next >

The New Report Wizard has four sub tabs. The Name, Categories, and Layout tabs must be completed
while the other tabs are optional.

Name Tab

[# Mew CrossTab Report NO

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

Mame Categories Filters Layout

Enter the report name

Mew CrossTab

Select folder for the report

» & Customer Reporis
» Order Details 2016
» Report Examples

I » Sales Reports

Enter a description for the report

* Cancel < Previous Next > F# Finish

In the Name Tab, enter a report name and click on the Folder where the report will be saved.

The report name can be up to 255 characters long. Avoid special characters suchas?: /\ *" < >,
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A report’s description appears at the bottom of the Main Menu when it is selected. The description text
may also be used to search for a report.

NOTE. You cannot create a report inside a folder that is read-only ( &).

Categories Tab

[# Mew CrossTab Report O

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

Mame Categories Filters Layout

Select categories to include on report

Suppress
ISearch. .. Duplicates
O Categories

- (] Products

Category Name

o X

» Adventureworks
Categories
CustomerCustomerDemo
CustomerDemaographics
Customers
Employees
EmployeeTerritories

» Exago University
OrderDetails
Orders
Products
Region
Shippers
Suppliers
Territories -

== Add (i ]

¥ Cancel < Previous Mext > f# Finish
In the Categories Tab, select the Data Categories that you would like to have access to on the report. It
is important to understand two terms: Data Category and Data Field.

Data Category — A Data Category is a data object that has several attributes. E.g. Students is a
category; each student has an ID, a major, an advisor etc.

Data Field — A Data Field is a single attribute within a category. E.g. Students.ID is the numeric value
that identifies a specific student.

e To add a Data Category, either drag and drop it to the ‘Category Name Column, use the = Add
button or double-click the category.

e To search for a specific Data Category or folder, type its name into the Search box.
e To see what Data Fields are in a Data Category, click the information button (0).
e Check the ‘Suppress Duplicates box to suppress any repeated records from that category.

e To remove a Data Category, click the delete button (*).
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Filters Tab

[# New CrossTab Report b 7 ]

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

Mame Categories Filters Layout

Select fiter fields to include on report

Filter By
Categories % Categories.CategorylD adhdb.s
CategorylD
CategoryMame
Description
Picture
Equal To h V%
AMND With Next Fitter v 1
— 2
|| Group With Mext Filter 3
+ Add (] Prompt For Value -
5
SUMMARY &
Categories CategorylDl =~ 7
3
% Cancel < Previous Next > ¥ Finien

In the Filters Tab, create statements to filter the data at runtime.

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

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

Use the up ( ~) and down ( + ) arrows to indicate the filter priority.
To remove 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 both
evaluate to true. Choose ‘OR With Next Filter' to require that either be true.

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:
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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.

Layout Tab

[+ Mew CrossTab Report 47}

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

Name Categories Filters Layout
Row Header Source
Orders ¥ Categories.CategoryName fo [ A~ v X
CustomeriD Products. ProductMame o[l A v X
EmployeelD h‘
Freight
OrderDate Column Header Source
qi dDate =Year({Orders. OrderDate}) i [ A v X
ShipAddress =Monthi{Crders. CrderDate}) o[l A v X
ShipCity
ShipCountry
ShipName Tabulation Data Source
ShippedDate Orders OrderlD A
ShipPostalCode Rt I =
ShipRegion
ShipVia
+11 += +H Theme: Peterbook v ] Options
QuantityPerUnit | QuantityPerUnit1 | QuantityPerUnit2
CategoryName ProductName  SupplieriD [SupplieriD 1. [SupplierlD 2| SupplieriD 1 SupplieriD 2,
CategoryName 1 ProductMame 1 33 26 86 1
ProductName 2 a3 35 72 9
CategoryName 2 ProductMame 1 & ST 98 46
ProductName 2 14 38 56 15
X Cancel < Previous Mext > f# Finish

In the Layout Tab, design the CrossTab by moving Data Fields into the Row Header, Column Header,
and Tabulation Data panels.

Row Headers

Row Headers expand a CrossTab vertically. A CrossTab has a row for each unique value of a Row
Header.
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E.g. If you were using sales data, you might select Row Headers Category.CategoryName and
Products.ProductName to provide rows for each product grouped by category.

e To add a Row Header, either drag and drop the data field to the ‘Row Header Source panel or
use the + = button.

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

e Click the Edit Header button ( [ ) to open the header options menu.

Header Options b
General Options
Label
CategoryMame
Sort Options
Method Direction
Mone w Ascending +

Total Options

Placement Label
Mone d Total

o OK * Cancel

In the Header Options Menu, you can:

o Set a Labelfor 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 subtotals of Tabulation Data.

o Select where to display subtotals by using the Placement dropdown:

= None — Does not display subtotals.
= Top — Displays subtotals above the Tabulation Data for each Row Header value.
= Bottom — Displays subtotals below the Tabulation Data for each Row Header

value.

o Set a Labelfor the subtotals.
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e Use the up ( ~) and down ( v ) arrows to rearrange the order of the Row Headers.

e To remove a Row Header, click the delete button ( *).
Column Headers

Column Headers expand a CrossTab horizontally. A CrossTab has a column for each unique value of a
Column Header.

E.g. 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.

e To add a Column Header, either drag and drop a data field to the ‘Column Header Source panel
or use the + il button.

e Click the Formula Editor Button ( /*) to insert a formula into the Column Header.

e Click the Edit Header button ([4) to open the Header Options menu.

Header Options x
General Options
Label
|Qu antity|
Sort Options
Method Direction
Mone v Ascending +

Total Options
Placement Label
Maone i Total

o 0K X Cancel

In the Header Options Menu, you can:
o Set a Labelfor 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
were text.

» Header Value (Number) — Sorts the Column Header by its values as though
they were numbers.

= Tabular Totals — Sorts the Column Header by the totals of the Tabulation Data.
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NOTE. If there is more than one Column Header, the Header Options Menu for the topmost
Column Header will have Options for subtotals of Tabulation Data.

o Select where to display subtotals by using the Placement dropdown.

= None — Does not display subtotals.

= Left — Displays subtotals to the left of the Tabulation Data for each Column
Header value.

= Right - Displays subtotals to the right of the Tabulation Data for each Column
Header value.

o Set a Labelfor 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 ( %).
Tabulation Data

Tabulation Data provides information when data exists for both the Column Header and Row Header
values.

E.g. 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 Source, either drag and drop a data field to the ‘7abulation Datd
panel or use the + E button.

e Click the Formula Editor Button ( f*) to insert a formula into the Tabulation Data.

e Click the Edit Tabulation button ( [4) to open the Tabulation Options menu.

Tabulation Options x

General Options
Label

Tabulation Options

Method Value
Sum d Aggregate ~

o 0K * Cancel

In the Tabulation Options Menu, you can:

o Set a Labelfor the Tabulation Row to appear at the beginning of each row.
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o Use the Method dropdown to select the summary function to be applied to the
Tabulation Data.

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

Count: Returns the number of rows in the Tabulation Data.
Average: Takes the mean of the data in 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 in the Tabulation Data without doing any
calculations.

Summary
Functions

© O O O O O

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 rearrange the order of the Tabulation Data.
e To remove a Tabulation Data Source, click the delete button ( %).

CrossTab Themes
The Theme dropdown can be used to quickly style the CrossTab using a predefined theme. Further
styling can be done in the Report Designer.

CrossTab Options

Settings that affect the entire CrossTab are controlled in the CrossTab Options Menu. Open the
CrossTab Options Menu by clicking the El Optiens pytton,

Options >
General
Row Headers Placement
Columns -

[J Repeat CrossTab Header every new page

Grand Total Row

Placement Label
Bottom =+ Total

Grand Total Column

Placement Label

Right v Total

o OK » Cancel

37 Exago Inc.



Exago User Guide EXSg0

Using this menu, you can adjust the following settings:
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 the order they
appear in the Row Header Source panel.

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

e Check ‘Repeat Crossiab Header every new page to repeat Row Header labels and Column
Headers on each new page.

Grand Total Row

e To get a total for each column, select ‘Top’ or ‘Bottom’ from the Placement dropdown and
provide a label in the Labeltext box.

Grand Total Column

e To get a total for each row, select ‘Top’ or ‘Bottom’ from the Placement dropdown and provide
a label in the Labeltext box.

Preview

Discontinued

~ Discontinued 1 Discontinued2
CategoryName  ProductName  ProductiD [ProductlD 1 ProductiD 2| ProductiD 1/ ProductiD 2
26 37 x2 x2

CategoryMame 1 ProductMame 1

ProductMame 2 16 10 19 48
CategoryMame 2 ProductMame 1 79 43 i T4
ProductMame 2 5 9 70 82

At the bottom of the Layout Tab, a preview will display how the Crosstab will appear based on the
fields that have been added. You can increase/decrease the size of the preview or hide it altogether by
dragging the top of the preview box.
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Searching Reports

To search for a specific report, enter your search terms in the search box in the Main Menu. All reports
that contain one or more of the search terms in their names will appear.

+00
zaoon

Eearch report names.

» & Customer Reports
» Order Details 2016

» Report Examples

» Sales Reports

To cancel your search and return to a complete list of reports, click the Clear button ( ).

To expand your search to include report descriptions, click on the Settings icon ( #*) and check the
‘Include Description (slower)’ box.

& Search By Name

Include Description (slower)
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Folder Management

NOTE. If you do not see a Manage Folders button in the Main Menu, then you do not have
folder management privileges and should contact your administrator.

In the Main Menu, click the Manage Folders button. A drop-down menu will appear:

+ 00 5

[] Add root folder

En E [ Add child folder

[] Rename folder
Search | [(] Delete folder

(51 Add root folder: Add a new folder at the base of the directory.

(51 Add child folder: Add a new folder within the selected folder.

[¥1 Rename folder. Rename the selected folder.

Delete folder. Delete the selected folder. The folder must be empty.
NOTE. A folder marked read-only ( &) cannot be modified.
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Editing Reports

To edit an existing report:
1. On the Main Menu, select the report you want to edit.
2. Click the Edit button ([4) or double click the report.
e For Standard and CrossTab reports, the Report Designer will open in a new tab.
e For Express Reports, the Express Report Wizard will open in a new tab.
e For Chained Reports, the Chained Report Wizard will open in a new tab.
e For Dashboards, the Dashboard Designer will open in a new tab.

NOTE. You cannot edit reports marked read-only ( &). You can duplicate a read-only report into an
unlocked folder and edit the duplicate.
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Report Designer

The Report Designer can be used to add data, charts, formulas, sorts, filters and many other features

to a report.

The Report Designer has three parts: the Design Grid, the Data Menu and the Toolbar.

Item 1 Item 2

Item 3 Item 4

|0rders V| B @ pd SEZ2IAE R AEO | Toolb
Ll B/UA&pB = E|ls==1F s80§ boo oomar
CustomerlD H - = = - - - B -
EmployeelD
Freight Section A B [ D E
erate Cugtoader | 4 Country Region city CompanyName OrderlD
" ‘Customers.Compan
RequiredDate Detail 2 |C Country C Region C City Vhame PN Orders. OrderlD
ShipAddress Footer: =aggcount({Orders,|
ShipCity Customers.Co... OrderlD})
ShipCountry 50
ShipMame
ShippedDate
ShipPostalCode
ShipRegion
ShipVia 0
= Add Field to Cell
B e
Order 1D
ily Name
Report Footer 4
Data Menu ? il Region
B0 e s
10 -
Design Grid

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 data and text into different sections, rows, or columns.

Data Menu

Using the data menu, you can:

e Drag and drop Data Fields onto cells in the report.

Click the splitter icon ( + ) to hide the data menu.

42

Exago Inc.



Exago User Guide

€200
Qe ]

Toolbar

Using the toolbar, you can:

Rename the report.

Add, modify, or remove sorts and filters.

Format cells’ font, font size, alignment, color, and borders.

Use the Formula Editor to create complex functions.
Insert charts, gauges, and images.

Link reports, allowing users to drilldown for more detail.
Save the report.

Run the report in the Report Viewer.

Export the report to Excel, CVS, RTF, or PDF.

Add or remove Data Categories from the report.

Add Action Events.
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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

Add Section @ > Page Header

.l.
¥ Delete Section Report Header
[4

Modify Section Detail

Move Section Up Report Footer

A
v Move Section Down Page Footer

~ Section Shading Group Header

Group Footer

oy oo

Repeating Group

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

BPage Header & QPage 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 nhumber and/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 run via the Report Viewer
will display Page Headers similarly unless ‘Simulate PDF’ is checked in the Options menu.

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

EGroup Header & |;|Group Footer — Group Header/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. (E.g. 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.)

ERepeating 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.

(E.g. 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.)

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. In the Section Column, click on the section you want to delete.
2. Click ‘Delete Section’.

Modify Sections (Group Header/Footers and Repeating Groups only)
1. In the 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 OK.

Section Shading
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1. In the Section Column, click on the section that you want to Shade.
2. Click ‘Section Shading’. This will bring up the Section Shading menu.

Section Shading x

Alternate Shading Color

#00C1FF PA v x
#19E519 A v x

& 0K X Cancel

3. Click ‘New’ to add a color to the shading.
4. Click the color box to select a color or enter a hex value.
5. Click ‘OK.

Columns and Rows

Columns and rows of cells can be added, modified, or removed.

Columns
e To select a group of columns, hold the SHIFT key and then click the beginning and ending
o ﬁz)lﬁzgﬁtiguous columns can be selected by holding the CTRL key and clicking the desired

columns.
e A column can be resized by dragging its right edge horizontally.
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e Clicking on a column (or selected group) will display a menu where you can:

A
5 h |]+ Insert Columns Before
Customer:

Region +[| Insert Columns After

F
Customers.Re E Delete Columns

Set Widths (dentical

Column Width. ..

S Hide Calumn
41 Column Sort >

40 - Column Info. .

Insert a new column.

Delete the selected column.

Set all selected column widths to be identical.

Hide the selected column.

Set Column Info to make the label the column and/or make it sortable within the
Report Viewer.

O O O O O

Sorting by Columns in the Report Viewer

While viewing reports in the Report Viewer, 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 it must be enabled for Standard and
Crosstab Reports.

To make a column sortable:
e Click on the column and select ‘Column Info...
Column Information x

Label:

Sort:
Fegion w fx

" OK K Cancel

e Provide the column with a Labe/that will appear in the Interactive Report Viewer Dock.
e From the Sort dropdown select the Data Field to be used for sorting, or provide a formula by
clicking the formula button ( fx).

NOTE. Column Sorts are applied AFTER any sorts defined in the Sorts Menu.
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e Click on the column again to set a default sort direction.

A B C )]
"Customers.( [|+ Insert Columns Before
Region Name OrderlD
. _ +[| Insert Columns After !yc -
Customers.Reqi - HLOMPA Seders OrderlD
x Delete Columns —aggcount({Orde
) CrderlD})
Set Widths ldentical
Column Width. ..
BO ceeees| o e
m Hide Column
40 .....] 24 Column Sort ’ ¥ None
Column Info... 1 Ascending

N B

T Descending

Rows

e To select a group of rows, hold the SHIFT key, then click the top and bottom rows of the area
you wish to select.

¢ Non-contiguous rows can be selected by holding the CTRL key and clicking the desired rows.
A row can be resized by dragging its bottom edge vertically.

e Clicking on a row (or selected group) will display a menu where you can:

|>.5“ %1 Insert Rows Before
ic Insert Rows Affer
exy Delete Rows
Set Auto Height
Row Height. ..
= Suppress Rows

Collapse Rows

o

FPage Break

Insert a new row.

Delete the selected row.

Set the selected row’s height to be automatically controlled.
Suppress the selected row from appearing on the report.
Insert a page break.

NOTE. See Using Page Breaks

© O O O O
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Cells

Cells are the containers for all the information in a report. Cells may contain text, images, charts, or

links to other reports.

To enter text, double-click the cell, and a text field will appear.

e To select cells, either click the cells or use the arrow keys to toggle from one to the next.
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.

e A cell can be copied by holding the CTRL key, then dragging and dropping it into a new cell.

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

+]

¥

Ea‘/ﬂm'al w
B/ UAH ./

aﬂ‘

L3

Using Page Breaks

[

|
il
il

LI

15

T B Ol ®
E- E ©

[0®

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 the Group Header Section for that Data Field. See Sections for more detail on Group

Headers Sections.

F
s =
+

+
=

= &=

Insert Rows Before
Insert Rows After

Delete Rows
Set Auto Height

Row Height. ..

Suppress Rows

Collapse Rows

¥ Page Break

Collapsible Rows

A Group Section can be set to display collapsed by default in the Report Viewer. This causes the
contents of the section to be suppressed and individually expandable for each change in the Header.
Collapsible rows are only supported in the Report Viewer. Export formats will ignore Collapsible Rows.
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Left-click on an arrow next to a Collapsible Row to expand or collapse the group:

[:-
[:-
[:-

ProductName

Order #:10248
Order #10249
Order #10250

taf's Knackebrid 21

E %der #:10251
violi Angelo

Louisiana Fiery Hot 21.05

Pepper Sauce

Order #10252

Sir Hodney's a1
Marmalade
Geitost 25

Camembert Pierrot 34

» Order #:10253

Order #10254
Order #10255
Order #10256
Order #10257
Order #:10258
Order #:10259
Order #10260

Orders
UnitPrice Quantity UnitPrice

6 $126.00

15 $292.50

20 $421.00

3 $839.50

40 $3,240.00

25 $62.50

40 $1,360.00

3 $4.662.50

Right-click on an arrow next to a Collapsible Row to see additional display options:

4 Order #10251

Gustaf's Knackebréd 21
Havioli Angelo 19.5
Louisiana Fiery Hot 21.05
FPepper Sauce

Expand

Collapse

Expand Group

Collapse Group

Expand All

Colflapse All

15
20

40
25

Expand will expand the selected top-level group. (This
is the same as left-clicking an arrow.)

Collapse will collapse the selected top-level group. The
state of the sub-groups is preserved.

Expand Group will expand the selected top-level
group and all sub-groups within that group.

Collapse Group will collapse the selected top-level
group and all sub-groups within that group.

Expand All will expand every group and sub-group on
the page.

Collapse All will collapse every group and sub-group
on the page.
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Creating a Collapsible Row

To create a Collapsible Row, first open the desired report in the Report Designer. Click on the desired
row number in @ Group Header Section, and select Collapse Rows in the dropdown menu:

hd, 5 Insert Rows Before
' . Insert Rows After

exa Defete Rows

Set Auto Height
Row Height...

= Suppress Rows

¥ Collapse Rows

» Page Break

A Collapsible Row is indicated by an arrow at the bottom right of the row number cell.
Properties of a Collapsible Row

Collapsible Rows have the following properties when a report is viewed:

e Collapsible Rows display as collapsed whenever a report is run or altered using the Interactive
Report Viewer.

NOTE. Collapsed or expanded state cannot be saved to User Report preferences.
e Page Breaks below a Collapsible Row are ignored.
e Expanding a Collapsible Row will not alter the Report pagination.

See Sections for more detail on Group Headers Sections.
See Interacting with the Report Viewer for more information the Interactive Report Viewer.

51 Exago Inc.



Exago User Guide

€200
Qe ]

Data Menu

The data menu holds the data that you can put into a report.

Adding Data Fields to a Report

To add a Data Field to a report, select the appropriate Data Category at the top of the menu. Drag and
drop the Data Field from the menu to a cell in the Design Grid.

Orders v

Customers
OrderDetails
Orders

CrderlD
RequiredDate
ShipAddress
ShipCity
ShipCountry
ShipName
ShippedDate
ShipPostalCode
ShipRegion
Shipvia

== Add Field to Cell

Orders v

CustomerlD .
EmployeelD :
Freight

OrderDate

OrderlD
R

equiredDate OrderlD
ShipAddress l}

ShipCity
ShipCountry
ShipMame
ShippedDate
ShipPostalCode
ShipRegion
Shipvia

== Add Field to Cell

Alternatively, a Data Field can be put into a cell by typing Data Category Name (dot) Data Field Name.
(E.g. Orders.OrderID).

To access other Data Categories, see the section on Data Categories.
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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, such as renaming or filtering,
that affect the entire report.

= ® [+ [B 7 ||ial v ESEZ2 IO & A@mo |—j®
W - — - .
L - "I U A% 32 Els=s=s 15 80
b Rename
= Description - 2 £ L
_ | 1 |Customers.Country
= Categories 2 Region City CompanyName OrderlD

r r F
%l Sorts 3 | Customers Region Customers City ?ﬁztr:;ners_(}t)mpan Orders. OrderlD

: L =aggcount({Orders.
% Filters 4 OrderD})
{:+ Options »
Country
B Template B covvee s imre e e et et e et et et e e
soo  Advanced *
il —

Saving Reports

The report can be saved by clicking the save button (E]). The report will also save automatically any
time it is run or exported.

Undo/Redo

Any action on a report can be undone by clicking (¥) or pressing Ctrl+Z. Undone actions can be
redone by clicking (™) or pressing Ctrl+Y.

Font & Alignment Options

The text of each cell can be formatted using drop-down menus and buttons in the toolbar. A cell or
multiple cells must be selected for these tools to be used.

Font

 To change the font, use the font drop-down menu (| ! ~). The font names
appear in the style that they represent.
e The buttons B, 7, and U, make the font bold, italicized, and underlined, respectively.

e Usethe ® = menu to set the font size.
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Color

e 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 (ﬁ‘).

o 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 (#).
Alignment
e Text can be aligned to the top, center, or bottom of a cell using the vertical alignment buttons.
=g |EE
=E=EEIS
[

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

==L 1f
SEREEIE

e The wrap text button (%) will begin a new line if the text is longer than the width of the cell.

Formatting Cells

Click the format cells button ((2) to open the Format Cells window. The window has three tabs:
Number, Border, and Conditional.

NOTE. Cell formatting can be copied using the Format Paintbrush. Select the format you want to

copy, click the format paintbrush button (."' ), then click the cell you want to apply the
formatting to.

Number

The NMumber Tab allows you to set the format of numbers and dates.

e General:
o General format automatically applies formatting to cell values.
e Number:

o Using the arrows, you can specify how many decimals to display. You can also set the
symbol to separate decimals from whole humbers.

o Check ‘Use 1000 Separator to separate every 3 digits. You can set which symbol is used
to separate digits.

Check ‘Use Currency Symbols' to have the currency sign appear in front of the number.
Check ‘Append Percent Sigr’ to have the symbol ‘%’ appear after the number.

Check ‘Blank When Zerd to leave the cell(s) blank if the value is zero.

Check *Show Negative Symbol to have a negative sign display in front of negative
numbers.

o Check ‘Show Parenthesis' to put () around negative numbers.

O O O O
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o Use the Color picker to make negative humbers a specific color.

Format Cells »
Mumber Border Conditional

Category

General Decimal Places 2 & Symbol
I Mumber .

|w#l
Date ¥ Use 1000 Separator
Text

[ Use Currency Symbol §

[] Append Percent Sign
[J Blank When Zero

Megative Mumbers

# Show Negative Symbol

[J Show Parenthesis
Color

¥ OK X Cancel

e Date:
o From the menu, select a time/date format. (E.g. MM-yy will display a date as ‘Jun-97).

Format Cells x

Mumber Border Conditional

Category

General Date/Time Format

Mumber

| Date MM/ddlyyyy R

Text MM/ddiyy
Midlyy
Midlyyyy
M/d
d-MMM
d-MMM-yy
d-MMM-yyyy
dd-MMM-yy
dddd, MMMM dd, yyyy
MMM-yy

MIMMM-yy
PARARARA A v

o OK * Cancel

55 Exago Inc.



Exago User Guide EXSg0

e Text format: Formatting does not apply to cell values.
Border
The Border tab allows you to alter the width and color of the cell edges.

Format Cells x
Number Border Conditional

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

[ Make Borders Uniform
#E2E2E2 | |

1 <

#00c1FF [ #893989 [
1 S \—‘ 1 S

#19e519 [

1 <

o QK * Cancel

e Uncheck ‘Make Borders Uniform’ to modify specific edges.
e To widen the borders, either key in a value or use the arrows in the width box.
e To change the color, either select a color from the drop-down or enter a Hex value.

Conditional Formatting/Suppression

Format Cells x
Mumber Border Conditional
Action Attribute
Foreground Color  ~ #FF0000 BiAvx
Font Size w oA v X

Suppress Section v fo A v X

= Add

o OK ¥ Cancel
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The Conditionaltab allows you to set or modify the format of a cell based on a formula you create.

Click the = Add button to create a new conditional format. Each format must have an Action
and a Formula that evaluates to True or False. Some Actions require an Attribute such as a color
or a number.
Select an Action from the dropdown. This action will occur if the formula evaluates to True.
Actions include:
o Foreground Color —Sets the foreground color of the cell.
Attribute: Color
o Background Color — Sets the background color of the cell.
Attribute: Color
o Font Size — Sets the size of the text.
Attribute: Number
o Bold — Bolds the text of the cell.
No Attribute
o Italic — Italicizes the text of the cell.
No Attribute
o Underline — Underlines the text of the cell.
No Attribute
o Horizontal Alignment — Aligns the text of the cell horizontally.
Attributes: Left, Center, Right, or Justify
o Vertical Alignment — Aligns the text of the cell vertically.
Attributes: Top, Bottom, or Middle
o Suppress Row — Suppresses the row the cell is in.

No Attribute

o Suppress Section — Suppresses the entire section that contains the cell.
No Attribute

o Page Break — Starts a new page.
No Attribute

Click the Formula Editor Button ( /*) to set the condition for the formula.

NOTE. The formula must evaluate to True or False. For conditional formatting, the Formula
Editor will have an add ™= cellvalue button. This button adds the function CellValue() to the
formula. This function returns the value of the cell that conditional format is being applied to.

NOTE. The formula is still calculated with respect to the section of the cell. For example, for a
cell in a report footer, the formula {Order.Profit} > 1000 will return True if the last Order of the
detail section profited more than 1,000. To make the condition see if the total profit was greater
than 1,000 use the formula ‘Sum({Order.Profit})>1000".

Use the up ( ~ ) and down ( + ) arrows to change the priority of the formats. If two formats
share a common action and are both True, then the lower condition will be applied.

To remove a format, click the delete button (*).
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AutoSum

To quickly get a total on a Data Field, place the field in a Report or Group Footer and click the AutoSum

button ( ). Alternatively, a sum can be created with the aggSum formula. See Formulas for more
information.

NOTE. Do not use AutoSum on a cell with an aggregate formula such as aggSum.

o B [+ &, Al v FE=0B EE HfEo
W — — — p— —
r ~ BT UAR3 2 El=s=s=s1F F8 O
Section A (ProductMame) B (UnitPrice) C (Quantity) D (UnitPrice)
1 Orders
Page Header
2 ProductMame UnitPrice Quantity UnitPrice
Header: \ "
Orders.OrderlD 3 - Order #:"&{Orders.OrderlD}
r r r -
. . {Products. UnitPrice}
Detail 4 ﬁ.reuduc:ts.PruductNa Products. UnitPrice t[;rderDetalts. Quanti
{OrderDetails. Cuant
ity
F =aggsum({Preducts
Footer: 5 CrderDetails. Cuanti . UnitPrice}*
Orders.OrderlD ty {CrderDetails.Quant
it}

Images

Insert an image from your computer to a cell using the Insert Image button ( k). This opens the Insert
Image window. Select the image you would like to insert, and click *OK:.

Formulas

Complex calculations can be done using Formulas. A formula can be added to a cell manually or by
using the Formula Editor. To open the Formula Editor, click the Formula Editor Button ( fx).

Suppress Duplicates

You can suppress duplicate values of a Data Object from being displayed. Select the cell and click the
Suppress Duplicate button (7). E.g. Compare the following reports:

Products _ . _ Products
ProductName |  UnitPrice | ' | ProductName |  UnitPrice
erugas Beverages
2 Chang $15.20 2 Chang $15.20
2 Chang $15.20 I $19.00
2 Chang $15.20 Condiments
|2 Chang $15.20 3 Aniseed Syrup $10.00
2 Chang $15.20 4 Chef Anton's Capn | s o0
2 Chang 51520 Seasoning -
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Chart Wizard

To insert a chart into a cell, select a Group Footer or Report Footer cell and click the 'l Chart Wizard'
button. The Chart Wizard dialog will open. Use the tabs on top or the navigation buttons on the bottom
to navigate the wizard.

Select a chart type, then press 'Next’ to continue.

Chart Wizard x

Type Data Appearance  Size and Preview

Choose a chart type

Line

WA RV WV W

Bar and Column

[ ] [ | [ |
s e mee il K Il
e = s 0 - 0 N alll
Pie and Other Single-Series Scatter and Bubble
*© @
* A @
¥ Cancel < Previous Mext > f# Finish

The Chart Wizard contains four tabs:

Type e+ Data e+ Appearance -+ Size and Preview
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Type

The Type Tab lays out all the available types of charts you can create. The following chart types are
supported:

Click on a chart for more information

Line Spline Area Spline Area Spark Line
& & =]
A A || ol a2V
d @
Bar Stack Bar Stack Bar 100 Column Stack Column Stack Col. 100 Pareto Spark Column
| | s B
— il = L B Il
I N I | [] |
Pie Doughnut Pyramid Funnel
Scatter Bubble
“ || ®
* A ®

Line, Spline, and Area

Line charts display a series of data points on a grid, connected by straight lines.
They are often used to display a trend in data over intervals of time. Lines are
not necessarily representative of any data between connected points. Line charts
can be single-series (one line), or multi-series (multiple lines). On a multi-
series chart, lines are differentiated by color.
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Spline charts are a stylistic variation of a Line chart. Data points are
connected by an interpolated curve. They are often used to display a trend in
data over time, with estimated data between points. Spline charts are created in
the same manner as Line charts.

Area charts are a variation of a Line chart. The area below each line is colored
to represent cumulative data. They are often used to compare cumulated totals
over time. On a multi-series chart, each series is given a distinct color, and the
colors blend where series areas overlap. Area charts are created in the same
manner as Line charts.

Spline area charts are a stylistic variation of an Area chart. Data points are
connected by an interpolated curve, and the area below each curve is colored to
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represent cumulative data. They are often used to compare cumulated totals
over time, with estimated data between points. On a multi-series chart, each
series is given a distinct color, and the colors blend where series areas overlap.
Spline area charts are created in the same manner as Line charts.

Bar and Column

Bar charts use rectangular bars that extend horizontally to show
comparisons between categories. Each data value is represented by a bar,
the length of which represents its quantity. Bar charts can be single-series
(one bar per category) or multi-series (multiple bars per category, each
series differentiated by color).

Stack bar charts are a variation of a multi-series Bar chart. Each bar is a
category of data values stacked additively. The length of the bar represents
the total quantity of the category, and each segment represents the data
value in proportion to the total. Each series is differentiated by color. Stack
bar charts can be created in the same manner as multi-series Bar charts.
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Stack bar 100% charts are a variation of a multi-series Bar chart. Each
bar is a category of data values stacked additively. The length of the bar is
fixed to 100%, and each segment represents the data value as a percentage
of the total. Each series is differentiated by color. Stack bar 100% charts can
be created in the same manner as multi-series Bar charts.

Column charts are a stylistic variation of a Bar chart. They use rectangular
columns which extend vertically to show comparisons between categories. Each
data value is represented by a column, the height of which represents its
quantity. Column charts can be single-series (one column per category), or
multi-series (multiple columns per category, each series differentiated by
color). Column charts are created in the same manner as Bar charts.

Stack column charts are a variation of a multi-series
Column chart. Each column is a category of data values stacked
additively. The length of the column represents the total quantity
of the category, and each segment represents the data value in
proportion to the total. Each series is differentiated by color.
Stack column charts can be created in the same manner as multi-
series Bar charts.

63 Exago Inc.



Exago User Guide

€200
Qe ]

Stack column 100% charts are a variation of a multi-series
Column chart. Each column is a category of data values
stacked additively. The length of the column is fixed to 100%,
and each segment represents the data value as a percentage of
the total. Each series is differentiated by color. Stack column
100% charts can be created in the same manner as multi-series
Bar charts.

Pie, Doughnut, Pyramid, and Funnel

Pie charts are used to show the relationship of individual data
fields in a series as portions of the total data in the series. They are
shaped like a circle divided into colored "slices," each representing
a data value. The area of each slice of the pie is proportional to the
quantity it represents.

Doughnut charts are a stylistic variation of a Pie chart. They are
ring shaped with a circular "hole" in the center like a doughnut.
The ring is divided into colored "slices," each representing a data
value. The area of each slice is proportional to the quantity it
represents. Doughnut charts are created in the same manner as
Pie charts.
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Scatter

Pyramid charts are a variation of a Pie
chart. They are often used when it is
necessary to show a hierarchical order of
data as well as its quantity.

Each data value is represented by a
vertically stacked "slice" of a triangle, the
height of each proportional to the quantity
it represents. The slices are stacked in sort
order. The width of each slice corresponds
to its order but has no relation to its
quantity. Pyramid charts are created in the
same manner as Pie charts.

Funnel charts are a variation of a Pie
chart. They are often used to show stages
in a process as a falling value or
percentage.

Each data value is represented by a
vertically stacked "slice" of a triangle, the
height of each proportional to the quantity
it represents. The slices are stacked in sort
order. The width of each slice corresponds
to its order but has no relation to its
quantity. Funnel charts are created in the
same manner as Pie charts.

Scatter charts use pairs of data values as
coordinates for points on a grid. They are often
used to find relationships between two
variables in a set of data. Scatter charts can be
single-series (one set of points) or multi-
series (multiple sets of points). On a multi-
series chart, series are differentiated by point
color and shape.
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Bubble charts are a variation of a Scatter
chart. They use pairs of data values as
coordinates for "bubbles" on a grid, and a third
data value for the size of the bubble. They are
often used to find relationships between three
variables in a set of data. Bubble charts can be
single-series (one set of bubbles) or multi-
series (multiple sets of bubbles). On a multi-
series chart, series are differentiated by bubble
color.

Pareto

Pareto charts are a type of single-series chart
generally used to highlight the most important element
amongst a group. Pareto charts combine a Column
chart, each column representing a data value sorted
in descending order, with a Line chart, each point
representing the cumulative percentage of the total.

Spark Line and Column

B.5az 7.881[8,532]2,000]

Spark line charts are a variation of a single-series Line chart. They are used to
display continuous trends in data, usually with regard to time. Spark line charts have no
grid or axes and instead rely on point labels and benchmark lines to provide reference.
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Spark column charts are a variation of a single-series Bar chart. They are used to
show comparisons between data values. Spark column charts have no grid or axes, and
instead rely on colors and benchmark lines to provide reference.

Data

The Data Tab is used to specify which cells are used as data values for the chart. You can also choose a
sort order, as well as upper and lower boundaries for the data and axes. This tab is subdivided into two
sections: Data for Chart and Other Options.

Data for Chart

This section contains fields to specify your chart data. You must fill out all the required fields before
progressing. This section will contain different options depending on the selected Chart Type and
Data Layout.

Use Layout 1 to build a chart one data point at a time. Each data point must contain a numeric Point
Value and a Point Label. You can only create single-series charts using this layout.

e Add data points by clicking the = Add Point button.
e Remove data points by clicking the Delete ( *) button.

Data for Chart

Point “alue Point Label

=aggsumi|F({Categories. CategoryMame}="+  ="Beverages” LA 4

=aggsum(|F{{Categories. CategoryMame}="~  ="Seafood” LA 4

=aggsumi|F({Categories. CategoryMame}="~  ="Producs” v o
4= Add Point » Data Layout...

NOTE. For scatter charts, "Point Value" and "Point Label" correspond to the Y and X-axis values,
respectively.

Use Layout 2 when each category has a repeating group with a data point for each series value.
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e Add series by clicking the = Add series button.
NOTE. This button is disabled for single series charts.

e Remove series by clicking the Delete ( *) button.

Default options:

Data for Chart

¥-fxis Labels

Categories. CategoryName W

Series \Values Series Mame
=aggsum({CrderDetails. Quantity}) ¥ Quantity x
=aggsumi({OrderDetails. UnitPrice}) ¥ Unit Price x
+ Add Series » Data Layout...

Scatter and Bubble Charts options:

Data for Chart

X Values Y Walues
=aggsumi{OrderDetails. Quantity}) v  =aggsumi{OrderDetails. LnitPrice})
=aggsumi{OrderDetails. Quantity}) w | | =aggsum({OrderDetails. Discount})
o= Add Series

Additional Bubble Chart options:

Bubble Sizes Bubble Labels
Mone v | | Mone
Mone | |Mone

Series Name

LInit Price x

Discount 4

» Data Layout...

Use Layout 3 when each series is a repeating group which contains (at least) a data value cell and a

data label cell.

Default options

Scatter & Bubble Chart options

Additional Bubble

Chart options
Data for Chart Data for Chart Bubble Sizes
Data Values Y values MNaone ¥
=aggsum({OrderDetails. UnitPrice}*{ OrderDe =aggsum({CrderDetails. UnitPrice}*{ OrderDew
Bubble Labels
Data Labels X Values Mone ¥
=Year({Orders. OrderDate}) w =ear({Orders. OrderDate})
Series Labels Series Labels
Employees LastMame d Employees Lasthame
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Data Layout
This dialog allows you to specify how your data is organized on the report.

Layout One

Use Layout 1 when you have a one-to-one relationship between your chart and data and you only
wish to chart a single-series of data.

A One-To-One relationship means that for a table of data, there exists a relationship between your
chart such that an element from your table can have at most one matching value on the chart. In
practice, this means that your chart can only have one series of data. This is the simplest way to lay
out your data, but also the most labor intensive. Stack and bubble charts are unsupported.

NOTE. A common example of a one-to-one relationship is social security numbers. A person has only
one social security number, and each social security number belongs to only one person.

Using this layout, you can build charts by plotting out data value/label pairs (or coordinate pairs) using
pairs of (non-repeating) cells in the design grid:

Section B B
1 ="Beverages" ="Seafood"
Report Footer 3 =aggsumIF({Categories CategoryMame }="Beverages", =aggsumiF({Categaries CategoryMame |="Seatood",
10rderDetails UnitPrice 3,00 10rderDetails UnitPrice},0m

([A1], [A2]) => Point (x,y)
([B1], [B2]) => Point (x,y)
Each cell must be written in Formula format, like so:
e Formula: =aggsum({Orders.Orderld})
e String: ="Beverages”
e Number: =34
e Cell reference: =/A4]

Use the Data Tab to select the pairs of cells for each point on your chart.

Layout Two
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Use Layout 2 when you have a one-to-many relationship between your chart and data and have one
or more cells representing each series of data. Single-series and multi-series charts can be created
using Layout 2.

A One-To-Many relationship means that for a table of data, there exists a relationship between your
chart such that an element from your table can have more than one matching value on the chart.
Each such value is referred to as a series.

NOTE. A common example of a one-to-many relationship is email addresses. A person may have more
than one email address, but each email address belongs to only one person.

Using this layout, each series is represented by one or more group ("category") cells:

Section A B
Footer: Categories.Categorydame 1 =aggsum({OrderDetails Quantity 1) =aggsumi{OrderDetails UnitPrice )

Series [Al]:
(Category 1, [A1]) => Point (Xx,y)
(Category 2, [A1]) => Point (Xx,y)
Series [B1]:
(Category 1, [B1]) => Point (X,y)
(Category 2, [B1]) => Point (x,y)
Use the Data Tab to select the cells for each series on your chart.

NOTE. A category label cell is required for most chart types.

Layout Three

Use Layout 3 when you have a one-to-many relationship between your chart and data and have one
cell for data values, one cell for labels, and optionally a cell with a series name for each value and
label. Single-series and multi-series charts can be created using Layout 3.

Depending on the arrangement of your data, you can use this layout to build multi-series charts using
only a single cell for each the data value, data label, and (optionally) series label:
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Section 1 B C
Footer: =Year({Orders.OrderDate}) 1 %mployees.Las’cName =Year({Orders CrderDate ) =aggzumi{CrderDetailz UnitPrice})

This example uses a repeating group (Order Year), and a sort on an element (Employee Name) in the
repeating group (see Sorts) to create a "category" group within a series group.

Series [B1].1:
(Category [A1].1, [C1].1) => Point (Xx,y)
(Category [A1].2, [C1].2) => Point (Xx,Yy)
Series [B1].2:
(Category [A1].1, [C1].1) => Point (x,y)
(Category [A1].2, [C1].2) => Point (Xx,Yy)
Use the Data Tab to select the data value, label, and series cells on your chart.

NOTE. Charts created in an older software version exclusively support Layout 3.

Other Options

This section contains options for sorting data and setting data and axis bounds.

Other Options

Sort data by
Data Labels » | Ascending »

Exclude values less than  Exclude values greater than
- S0000 =

Diata Axis Minimum “alue Maximum Value

2400 ¥ —

|« Align Data Labels Across Series

Use the ‘Sort data by dropdown to specify the order of the chart data (categories and series).
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.
o You can sort data in Ascending (A- Z, 0-9) or Descending (Z-A, 9-0) order.
e To ignore values that are too large or too small, enter a value into ‘Exclude values less/greater
than’ boxes.
e To manually set the axis values, enter a value into the ‘Data Axis Minimum/Maximum Value
boxes.
o Check ‘Align Data Labels Across Series’ if you have multi-series data with common data labels
among the series.
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Appearance

The Appearance Tab contains options for customizing how the chart will look. This tab is subdivided
into four sections: Colors, Labels, Other Features, and Advanced Features.

Colors
Colors Colors
Burnt Orange w Linear Range v Begin #rsac4s . End #pDCcic m
(] Use 3D Style [ Use 3D Style

e Use the drop-down to select a color palette to apply to the report.

o Specify a custom range of Colors by selecting the 'Linear Range' option. Click on the
colored squares to open up a color picker, or type in custom hex values.

e Check the Use 3D Style'box to give your chart a three-dimensional look.

Labels
Labels
Chart Title H-bois Title “-Axis Title
Awesome Chart Category Price
Point Labels Legend Position
Series “Values w Right »
Label Font
Arial -

[ Mumber Format... | — Benchmark Lines...

This section allows you to add labels to various elements of the chart.
NOTE. Not every attribute is applicable to every chart type.
e (Chart Title: Enter the text you want to appear in at the top of the chart.
e X-Axis Title: Enter the text you want to appear on the X-Axis (horizontal axis).
e Y-Axis Title: Enter the text you want to appear on the Y-Axis (vertical axis).
e Point Labels: Use this dropdown to select value labels for the points on the chart.
e Legend Position:. Use this dropdown to specify where to display the legend.

e Label Font. Use this dropdown to specify the label font.
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e Number Format: Specify how data and axis labels should be formatted.
Number Format b 4

Format

Decimal Places  Symbol

.
-

[}

Use 100D Separator |,

s
| Use Currency Symbol $

|| Append Percent Sign

o 0K X Cancel

e Benchmark Lines: Add horizontal benchmark lines at specific sections of the chart.

Benchmark Lines x
Label Value Caolor Line Style
Maximum Profit 250000 = #FFODOOD [ D=shed v ¥

+Hew

o OK X Cancel

To add a benchmark line press the = New button.

o Label Enter the text you want to appear as the label of the benchmark.

o lalue: Specify the numeric value you would like to define as the benchmark. The
benchmark line will display horizontally at this value.

o Color. Use the color picker or type in a custom hex value to specify the color of the line.
o Line Style: Specify either a Solid or Dashed line.

o To remove a benchmark, click the Delete ( %) button.

Other Features

Other Features

Font color #o000FF [ *
Legend title List of Products X
Font size v = Add Attribute

This section contains a list of common miscellaneous features that may be customized.
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e To add a custom attribute, select one from the drop-down and click the = Add Attribute button.
Then use the picker or type a custom property into the text field.

e To remove a custom attribute, click the Delete ( %) button.

Advanced Features

Advanced Features

Element Name o= Add Attribute

This section allows an experienced user to add Fusion Charts customizations.
NOTE. This section is recommended for advanced users only.

NOTE. For a full list of advanced features, see Fusion Chart Attributes (web link). Not all features
may be supported.

e To add an advanced attribute, type in the name of the attribute, and click the = Add Attribute
button. Then type a custom property into the text field.

e To remove an advanced attribute, click the Delete ( *) button.
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Size and Preview

The Size and Preview Tab allows you to change the size of the chart and see how it will appear on the
report.

NOTE. The chart preview uses placeholder data.

Awesome Chart

13,500

8843
List of Products
& ltem 1
& ltem 2
& ltem 3
&> Item 4
r
8,421

(0 Fitto Cell @ Set specific size Height 263 % Width 601 =

¢ You can change the size of the chart in one of three ways:
o Click and drag the outer boundary of the chart.

o Check the box for 'Set specific size' and type a custom Height and Width (in px) into the
selection fields.

o Check the box for 'Fit to Cell' and resize the chart cell on the Design Grid.
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Maps
A Map can be displayed in a report to give a visual representation of geographic data. To insert a Map,
select a cell and click the Insert Map button (%3). 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 Report
Footer section.

Type
Type Locations Data
Initial Wiew
World w
Dimensions

Height Width -
245 | (325 =« L FittoCel

-

Colors
Election w

# Show Legend

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

o Enter the Hejght and Widthin the dimension boxes.

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

o Check the box ‘Fit to Cell.
e In the Colors drop-down, either select a color theme or specify a linear range of colors.

e Check ‘Show Legend to display the legend.

Locations
Map Wizard x
Type Locations Data
Add data fields to specify which locations to map
Location Type Location Values
Country Customers. Country -
Regicn Customers.Region -
City Customers. City -
Show last location type as
[Regions - |
Regions
Exago Inc.
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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).

Type Locations Data
Add data fields to specify which data to display with each location, and how it aggregates
Data Values Data Labels Aggregate Type Display Format ?;T:Lr::l
Celer of Locatiens  Custemers.CempanyM ame ~ Mumber Cf Customers Distinct Count  ~ Default ~ 0 -
Size of Markers Crders. OrderlD ~ MNumber of Crders Digtinct Count ~ Default » 0 -

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 a label 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 all of the data in the Data Field.
Summary o Count: Returns the number of rows in_the Data Fiel_d.
Functions | © A\_lerage: Talfes the mean of the data. in the Data Ifleld.

o Minimum: Displays the lowest value in the Data Field.

o Maximum: Displays the highest value in the Data Field.

e Use the Display Format drop-down to specify how to display the data:

o Default: Displays the values without any formatting.
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.
» E.g. If Decimal Places are set to 2 then 123.45 would appear as 1.23 E2.

o

e Decimal Places. The number of decimal places to display.
Example

The subsequent steps show how to create a Map using the following data:

77 Exago Inc.



Exago User Guide exago

Section A B

C D E
1 Map Example
Page Header 2
3 Company Name Region Country City Order 1D
Dietail 4 'Custnmers.l.’:umpanyl\lame 'Cus'tumers.Regiun 'Custumers.Cnuntry 'Custumers.t:ity TOrders. OrderlD

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 Select the merged cell and click the Insert Map icon (&3).
e In the Type tab:

o Set the initial view, size and color.

Type Locations Data
Initial View
United States w

Dimensions
Height Width

Colors
Peterbook w

# Show Legend

e In the Locations tab, set the field Customers.Country for Country information,
Customers.State for Region, and Customers.City for City information. Set the ‘Show last

location type as’ drop-down to Markers.
Map Wizard
Type Locations Data

Add data fields to specify which locations to map

Location Type Location Values

Country Customers. Country ~
Region Customers. Region b
City Customers. City ~
Show last location type as

Markers +
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e In the 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.OrderId for the Size of Markers. Provide a label such as ‘Num. of
Orders’ and set the Aggregate Type to Count.

Map Wizard

Type Locations Data

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

Data Values Data Labels Aggregate Type Display Format lellgig:l
Coler of Locations  Customers.CompanyMame ~ Custemers Distinct Count  ~ Default ~ 0 ~
Size of Markers Crders. CrderlD ~ Orders Count ~ Default ~ 0 ~
e Click Finish and run the report.
Report Designer:
Section A B C D E
1 Map Example
Page Header 3
3 Company Name Region Country City Order ID
Detail 4 'Customers.CompanyName 'Customers.Region 'CuswmersACountry 'Customers.City "Orders.OrderlD

Report Footer 5

P

Report Viewer:
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WY
Customers: 1
Orders: 38

N
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Linked Reports

The ability to create drill downs can be added by linking reports. Linked reports are only available in the
Report Viewer or Dashboard Viewer.

e To link 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.I

o A cell with a linked report will be indicated by this icon (/).

e To unlink a report, select the cell with the linked report and open the Linked Report window.
Click the ‘Remove Link’ button ( *).

Linked Report X

Select report to link to
Sales Reports'Weekly Sales

» & Customer Reports
» Order Details 2016

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
Employee Last Name equals ‘Buchanan’.

Employees
Last Name Order ID
Buchamar, teven Mumber of orders: 117
Callahand Mira Mumber of orders: 260
Davolio,Naricy Humber of orders: 343
Dods *
Fulle _
King EI" Find... AN
Leve:
Peac Products
Suya
ProductMame | UnitPrice Order 1D
Meat/Poultry
Buchanan 3
Fite chinois £19.20 10254
Alice Mutton £39.00 10607
Perth Pasties 232.80 10650
Tourtigre 27.45 10650

Chart Drilldowns

Chart drilldowns can also be created by using the Linked Reports menu. Chart drilldowns are only
available in the Report Viewer or Dashboard Viewer.

81 Exago Inc.



Exago User Guide

€200
Qe ]

o To create a 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.’

e To remove a drilldown, select the chart and open the Linked Report window. Click the ‘Remove

Link” button (*).

Region

Gauges

i ProductName UnitPrice
"™ . Order #:10303
Bosten Crab Meat  518.40
Louisiana Fiery Hot
Pepper Sauce el
Scottizh Longbreads 12.50
4 Order #:10550
Alice Mutton 539.00
Teatime Chocolate
Biscuil= 39.20
Sir Rodney's
Scones S10.00
Sirop d'érable £28.50
[ Order #10629

[+ Crder #10872
[+ Order #10874
[+ Crder #10383

[ P PR T L |

30

15
45

10

Orders

Quantity

UnitPrice

&736.00
3631.50
5187.50
£1,555.00
312.00
92.00

260.00

§285.00
£749.00

A Gauge can be displayed in a report to give a visual representation of the scale of a value. To insert a
Gauge, select a cell and click the Insert Gauge button (™). 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.

Appearance
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Gauge Wizard x

Appearance Data

Type "™

FA Il eo |}

Dimensions

Height  Wdth
150 = [204 = [J FittoGel

-

¥ cancel < Previous Next > f# Finish

__________________________________________________

2,875.84
v

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 set the size of the Gauge.
o Enter the Height and Widthin the dimension boxes.
o Resize the gauge by dragging the lower right corner in the preview.
o Check the box ‘Fit to Cell'.

Data
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Gauge Wizard x

Appearance Data

Value and Range
=AggSumi{OrderDetails Cuantity}{ OrderDetails UniFrica})

Prowvide range as '® Static Value ) Cell Value
Min Max
0 = 420 =

Color Ranges
Color by ® Percentage (_) Static Value ) Cell Value
sesiors i v 2

ssosses [ 22

Ak

s1oeses JJl es

sioes1s [ .

Ak

X Cancel £ Previous Mext > f# Finigh

2,875.84

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

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

e 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 color 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.
e Usethe 4 Add and X Remove buttons to create additional colors.

NOTE. Thermometer Gauges can only have one color.

e To change a color, either use the drop-down (E) or enter a Hex value.
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CrossTabs

CrossTabs allow the report to expand both horizontally and vertically based on data values and display
summary information where each column and row meets. CrossTabs can be entered into a Standard
Report from the toolbar using the CrossTab Button (). A CrossTab consists of three parts: Row

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

NOTE. The cells below and to the right of a cell containing a CrossTab must be empty.

Section A B C D

m

e
WiCategory Name N NICategory DI | ProduetiD Products Productd

Categories.CategoryN . Products. QuantityPerUnit
ame ) Categories.CategorylD Protucts UnitPrice

=

=]

Report Footer

LA

Row Headers

Row Headers expand a CrossTab vertically. A CrossTab has a row for each unique value of a Row
Header.

E.g. 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.

e To add a Row Header, either drag and drop it to the ‘Row Header Source panel or use the ‘Add
Row Header' button (+ =).

o Click the Formula Editor Button ( fx) to insert a formula into the Row Header.
e Click the Edit Header button ([#) to open the Header Options Menu.

Header Options b4
General Options
Label
CategoryMame
Sort Options
Method Direction
Mone w Ascending +

Total Options

Placement Label
Mone d Total

o QK * Cancel
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In the Header Options Menu you can:

o Set a Labelfor 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 Header.
= 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 subtotals of Tabulation Data.
o Select where to display subtotals by using the Placement dropdown:

* None — Does not display subtotals.
= Top — Displays subtotals above the Tabulation Data for each Row Header value.

= Bottom — Displays subtotals below the Tabulation Data for each Row Header
value.

o Set a Labelfor the subtotals.
e Use the up ( ~) and down ( ~) arrows to rearrange the order of the Row Headers.

e To remove a Row Header, click the delete button ( *).

Column Headers

Column Headers expand a CrossTab horizontally. A CrossTab has a column for each unique value of a
Column Header.

E.g. 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.

e To add a Column Header, either drag and drop it to the ‘Column Header Source panel or use
the ‘Add Column Header' button (+ IlI).

e Click the Formula Editor Button ( /*) to insert a formula into the Column Header.

e Click the Edit Header button ([#) to open the Header Options Menu.
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Header Options x
General Options
Label
|Qu antity|
Sort Options
MMethed Direction
Mone hd Ascending v

Total Options

Placement Label
Mone » Total

o OK » Cancel

In the Header Options Menu, you can:

o Set a Labelfor the Column Header to appear at the top of the CrossTab.
o Select a Sorting Method and Direction.

* None — Does not sort the Column Header.

= Header Value (Text) — Sorts the Column Header by its values as though they
were text.

= Header Value (Number) — Sorts the Column Header by its values as though
they were numbers.

= 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 topmost
Column, Header will have Options for subtotals of Tabulation Data.

o Select where to display subtotals by using the Placement dropdown.

= None — Does not display subtotals.

= Left — Displays subtotals to the left of the Tabulation Data for each Column
Header value.

» Right - Displays subtotals to the right of the Tabulation Data for each Column
Header value.

o Set a Labelfor 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 ( %X).

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
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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 field, either drag and drop it to the * 7abulation Datad panel or use the
‘Add Tabulation Datd button (+ H).

e Click the Formula Editor Button (. fr) to insert a formula into the Tabulation Data.
e Click the Edit Tabulation button ( [4) to open the Tabulation Options menu.

Tabulation Options x

General Options
Label

Tabulation Options

MMethod Value
Sum hd Aggregate hd

o OK » Cancel

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.

Maximum: Displays the highest value in the Tabulation Data.
None: Displays the value in the Tabulation Data without doing any
calculations.

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

o Sum: Totals the all of the data in the Tabulation Data.

o Count: Returns the number of rows in the Tabulation Data.
Summary o Average: Takes the mean of the data in the Tabulation Data.
Functions Z Minimum: Displays the lowest value in the Tabulation Data.

o

= 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 Column: 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 field, click the delete button ( *).

CrossTab Themes

The Theme dropdown can be used to quickly style the CrossTab using one of the pre-defined themes.
Further styling can be done to the cells of the CrossTab in the Report Designer.
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CrossTab Options

Settings that affect the entire CrossTab are controlled in the CrossTab Options Menu. Open the
CrossTab Options Menu by clicking the Options button ( £ Optiens ),

Options x
General
Row Headers Placement
Columns v

[J Repeat CrossTab Header every new page

Grand Total Row

Placement Label
Bottom  ~ Total

Grand Total Column
Placement Label

Right v Total

o OK » Cancel

Use the menu to adjust the following settings:

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 CrossTab Header every new page to repeat Row Header labels and Column
Headers on each new page.
Grand Total Row
e To get a total for each column, select ‘Top’ or ‘Bottom’ from the Placement dropdown and
provide a label in the Labeltext box.
Grand Total Column

e To get a total for each row, select ‘Top’ or ‘Bottom’ from the Placement dropdown and provide
a label in the Labeltext box.

89 Exago Inc.



Exago User Guide EXSg0

Renaming Reports

To change the name of a report, click ‘Renamé in the Toolbar drop-down menu. Enter a new name and
select the folder in which you want to save the report. Click ‘OK’.

Report Name >

Enter the report name

Select folder for the report

E‘ = Lt L » & Customer Reports
- » Order Details 2016
Rename I » Report Examples
» Sales Reports

i

Drescription
Categornies
Sorts

< N

Filters
» Options ¥
B Template

eoo  Advanced ¥  OK ¥ Cancel

Changing Description

The report description appears at the bottom of the Main Menu. Report descriptions are optional but
can be searched. To change a report description, click *Descriptior’ in the Toolbar drop-down menu.
Write a description and click ‘OK.

=y 1] | Lo
cb e :

Report Description b
Rename

Enter a description for the report

Description

Categories
Sarts

<

Filters

wt

Qptions ¥

+

B Template

eee  Advanced * o OK ¥ Cancel

Changing Data Categories
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Before you change a Data Category, it is important to understand two terms: Data Category and
Data Field.

Data Category — A Data Category is an object that has a group of attributes. E.g. Orders is a
category; each order has an ID, a date, a customer etc.

Data Field — A Data Field is a single attribute within a Data Category. E.g. Orders.OrderID is humeric
value that identifies a specific order.

To modify the Data Categories, click *Categories' in the Toolbar drop-down menu.

ch

To add a Data Category to a report, either drag and drop it to the ‘Category Name panel, use
the = Add button, or double-click it.

To search for a specific Data Category, type its name into the search box.

To see what Data Fields are in a Category, click the information button (0).

Check the ‘Suppress Duplicates' box to prevent duplicate information from appearing on the

report.

To remove a selected Category, click the delete button ( *%).

= L2 | L=

Rename

Description

Categornes

Em

<

=
ik
wt

Sorts

Filters
Options ¥
Template

Advanced »

Report Categories

Select categories to include on report

Search... [;S:F?'?é:::ﬂ Category Name
(] Customers
» Adventureworks - O Orders
Categories
CustomerCustomerDemy
CustomerDemographics
Customers
Employees

EmployeeTerritories
» Exago University

OrderDetails

Orders

Products

Reqgion

Shippers

Suppliers A
1 b

&= Add (i )

« DK ¥ Cancel

Changing Sorts

To modify the sort criteria of a report, click ‘Sorts’ in the Toolbar drop-down menu.

XX

To sort by a Data Field, either drag and drop it to the *Sort by panel, use the = Add button, or
double-click it.
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e You can sort each field in Ascending (A- Z, 0-9) or Descending (Z-A, 9-0) order.

e Use the up ( ~) and down ( ~) arrows to indicate the sort priority.

e To remove a sort, click the delete button ( *).

= Lt L=
ch

Rename

Description

Categonies

Sorts

M=
o

<

Filters
i+ Options *
B Template

son Advanced *

Report Sorts

Select sort fields

Sort By

Customers v Customers.Country

Customers. Regicn

£ 43

Address

City
CompanyMame
ContactName
ContactTitle
Country
CustomerlD
Fax

Phone
PostalCode
Fegion

o= Add %

o 0K * Cancel

Changing Filters

Sort Order

Descending » /A % X
Ascending v A w0 X

To modify the filter criteria of a report, click ‘Filters’ in the Toolbar drop-down menu. There are three

types of filters: Standard, Interactive, and Group. Standard filters are based on values you specify.
Interactive filters can be applied after running a report to the Report Viewer. Group filters are based on
the minimum or maximum value in the Data Field.

Standard Filters

There is no limit to the number of filters that you can define. Filters can be numeric (up to eight
decimals) or alphanumeric.

 To filter a Data Field, either drag and drop it to the ‘Filter By panel, 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 (*).

e Set the operator (Equal To, Less Than, One Of, etc.) by selecting from the Operator drop-

down.
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To set the value on which to filter, either enter it manually or select from the drop-down. If the
Data Field is a date you may use the calendar or function buttons to select a value.

4

To allow the filter to be modified at the time the report is executed, check ‘Prompt for Value.

Select ‘AND With Next Filter' to require that the selected filter and the one below it both
evaluate to true. Choose ‘OR With Next Filter' to require that either be true.

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.

Report Filters x
Select fiter fields to include on report Switch to GROUP (MIN/MAX) Filtters
Filter By
Customers % Customers.Country PRV 4
Address
City
CompanyMame
ContactName
ContactTitle
Country
CustomerlD
Fax
Phone
FPostalCode
Fegion
o
- - ™
ch Rename
Is Cne Of w W
= Description -
AND With Next Fitter + | Brazi ~ +
= . - France
Categories [ Group With Mesxt Fiter Denmark x
4| Sorts &= Add [} Prompt For Value Spain T
S Filters SUMMARY
e ) Customers.Country Is One Of ("Brazil, ‘France’, "Denmark’, "Spain’, "Sweden’, "Switzerland’)
{3 Options ¥
B Template
oo Advanced  OK ® Cancel

Interactive Filters
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Interactive Filters can be created in the Report Viewer Options Menu. These filters can be enabled,
disabled, or modified after running a report to the report viewer. For more information, see
Interactive Report Viewer Options.

Group (Min/Max) Filters

Group filters are based on the minimum or maximum value in the Data Field. To modify group filters,
click *Switch to Group (MIN/MAX) filters. There is no limit to the number of group filters you may
define.

e To filter a Data Field’s minimum or maximum value either drag and drop it to the *Filter By
panel, use the # Addbutton, or double-click it.

e Specify Minimum or Maximum from the Operator drop-down.
e Use the up ( ~) and down ( ~) arrows to indicate the filter priority.

e To remove a filter, click the delete button ( %).

General Options

Hover over *Options' in the Toolbar drop-down and then click on *Genera/ menu to open the Report
Options Window. This window allows you to control various settings including default export type and
page orientation.

Report Options »
General Options
Default Export Type Defaultw Include Setup Info Mo -
= L] L=d & oo
H P ™ ‘f u é i 5 Allow Execution in Viewer | True v
ch Rename Allowed Export Types: # Excel @ PDF ) RTF ¥ csv
= DE SCrf,UtliDI'] A Fitter Execution Window  Defaultt v ] Ahways Show Fitters in Report Viewer
tuﬁtﬂmerﬁ-.c{)u ntw Mo Data Qualify Display Mode | Show Message v
= Categories -
= Region = Excel Options
‘%1- Sorts Customers.Region Custo [ suppress Formatting
57 Filters Page Options
. Opti Page Size |Letterw Page Orientation |Portrait
] » Fand -
¢ Cptons 4 General () Fitto Page Width
& Tempiate (») Report Viewer
oon Advanced J 0K % Cancel

General Options
e Use the Default Export Type drop-down to specify the default format for the report.

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 Output types may be disabled by unchecking the boxes for ‘Allowed Export Types.
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e Use the ‘Filter Execution Window drop-down to select which type of Filter menu displays when
executing a report that has 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 Execution’ to show the filter menu and allow changes to be made
each time the report is executed.

e Use the ‘No Data Qualify Display Mod€ to select what to display if no data qualifies for the
report.

o Show Message — Display the standard no data qualified message.

o Show Report — Display the Page Header, Page Footer, Report Header, and Report
Footer sections of the report. Any cells containing Data Fields will not be displayed.

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

e Specify the size for the report in the ‘Page Sizé menu. Default is Letter.
e Set the orientation for the report in the ‘Orientatior’ menu. Default is Portrait.
o Check ‘Fit to Page Width to scale all columns to fit the width of the page.

Report Viewer Options

Hover over 'Options’ in the Toolbar drop-down and then click on *Report Viewer' menu to open the
Report Viewer Options Menu. This window allows you to control what interactive capabilities a user has
when viewing reports.

= L= L= &
C

Rename
= Descriplion b -
_ _ Customers.Country
= (Categones Region
r L4
A1 Sorts Customers. Region  Custo
% Filters

{+ Options {3 General

& Template (® Report Viewer

son Advanced *
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General
Report Viewer Options x
I General Display
Filters ¥ ShowGrid (¥ Simulate PDF
Sorts

[#| Allow Hide!/Show Columns in Report Viewer

Show Toolbar in Report Viewer Default~

o OK ¥ Cancel

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.
e Uncheck ‘Allow Hide/Show Columns on Execution’ to disable the Hide Columns tools.

Filters
Report Viewer Options X
General Filter
Filters Customers ¢ Customers.CompanyName | fx A v ¥
Sorts Address
City
CompanyMame
Contacthame
ContactTitle
Country
CustomerlD
Fax
FPhone
FostalCode
Fegion
Title
Customers.CompanyMame
Type Value Sort Direction
Single Choice | Ascending +
[ Filter Value Format
I:I Initially Display Fiter on Panel
= Add

« OK » Cancel

Interactive Filters are filters created on either Data Fields or Formulas and then enabled after running a
report to the report viewer.
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e To filter a Data Field, either drag and drop it to the ‘Filter’ panel, use the = Add button, or
double-click it. To filter by a formula, first add a Data Field, then use the formula button ( f*) to
open the Formula Editor.

e In the Title box provide a name for the interactive filter.
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:

Orders.OrderDate »
07/25/2014 [¥]

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

Orders.OrderDate »
[ 04/27/2016 &
[ 04/29/2016
[ 05/04/2016
[ 05/06/2016 -

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

Orders.OrderDate »

08/06/2015

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

= Filters =
Orders.OrderDate b e
07/04/2014 05/06/2016

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

o If filtering on an Aggregate formula such as AggSum, use the ‘Calculate Value Ever' dropdown
to select on which sorted field or category the aggregate should be applied.

e Use the ‘Value Sort Direction to specify if the filter values should display in ascending or
descending order.
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e Check the ‘Initially Display Filter on Panel’ box to have the filter enabled automatically when the
report is run to the viewer.

Sorts
Report Viewer Options x
General [# Dizplay Sorts in Report Viewer
Filters Sort Title

I Sorts

Customers.Country
Customers.Region

o OK » Cancel

Interactive sorts can be used to change the direction of a report’s Sorts while viewing the report in the
Report Viewer

e Uncheck ‘Display sorts on Execution’ to hide interactive sorts in the Report Viewer.
e In the 7itle column, provide a name for each interactive sort.

Advanced Options

Click *‘Advanced in the Toolbar drop-down menu to open the Advanced Options window. This window
allows you to specify additional information about how the Data Categories relate to each other.

Joins x

Select options below
Advanced Options

In addition to Customers data that has matching Orders data, include:
["] Customers data that does not have Crders data Erl o
[ Crders data that dees not have Customers data

Gy oo e

I'U A‘
th Rename
= Description 1 =
_ _ Customers.C
= (Categories Region

r

4| Sorts Customers. Regi
% Filters

{:} Options ¥

Add Recreat
& Template 40 s + O ecreate

soo Advanced * | -, Jpins + 0K ¥ Cancel
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Before using these options, it is important to understand the definition of a Join.

Join — A join defines how two Data Categories are related. Each join has a ‘From’ Category and a ‘To’
Category. The From and To objects must have one (or more) Data Fields that contain the same
information.

E.g. A join exists between two Data Categories: Orders and Customers. The join goes ‘From’ Customers
‘To’ Orders. In this example, when a customer makes an order, that customer’s ID is saved with the
order. Thus, the Orders Category has the Data Field CustomerID. This Data Field matches the Data
Field CustomerID in the Customers Category. This join assures that each customer is paired with the
orders that they have made.

To add a new join, click the = Add button.

To edit a join, click the edit button ([4).

Restore the default joins by clicking the Recreate button ( C' Recreate ).
To remove a join, click the delete button ( X).

When you click the Add or Edit buttons, the Report Join menu will appear. In this menu, you can create
or modify a Join for the report:

Report Join x

Select join fields
Join From

Customers * Customers.CustomeriD Aw X

Address

City
CompanyMame
ContactMame
ContactTitle
Country
CustomerlD
Fax

Phone Crders. Customer|D A X
PostalCode

Region

Join To

J= Add From == Add To

¥ Cancel

e To set the From Category, select a Data Field from the Category and drag it into the ‘Join From’
panel or use the = Add From button.

e To set the To Category, select a Data Field from the Category and drag it into the ‘Join 70 panel
or use the == Add To button.

e Use the up (~) and down ( ~) Arrows to reorder the Data Fields. The position of each Field in
*Join Fron? should match the position of its corresponding Field in *Join 70.

Document Template

Reports can also be used to fill in PDF, RTF, or Excel templates, such as internal or government
documents. Click ‘Templates’ in the drop-down menu to open the ‘Document Template’ window.
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e Before using the Templates window, put your data into the cells of your report.
e From the top drop-down, select the template you want to use.
e In the ‘Report Field’ column, specify which cell of the report corresponds to each ‘Template
Field'.
[ ]
Once the fields are complete, exporting the report in the same format as the template will produce
a filled-in template.

The example below shows the fields being set in the Document Template window and the output when
the report is exported as a PDF.

Report Templates x
Select a template from the list below
w pdf ~ 1
Template Field Report Field
Address Detail. Employees. Address b
Business Name Detail: MerthWind Food Suppliers Inc. w
City, State, Zip Detail. ={Employees.City} &', " & {Employees.Region}& °, " &{Employees PostalCode}
MName Detail: ={(Employees.Lasthlame} &, ' & {Employees. Firsthlame} w
" OK X Cancel
A W9 »O

Form W-9 Request for Taxpayer Give Form to the

{Rev. December 2011) requester. Do not
B af e Troasary Identification Number and Certification send to the IRS.
Intemnal Revenue Sarvice
Mame (as shown on your income tax retum)

Steven
Business name/disregarded entity name, if different from above
MorthWind Food Suppliers Inc.
Check appropriate box for federal tax classification:

Oco ion [ s Corpora Or ie [

Exempt
[ Limited liability Enter the tax classification (C=C jon, S=5 jon, P=p i) » [ Exempt payee

Print or type
See Specific Instructions on page 2.

[[] Other (see instructions) »
Address (number, street, and apt. or suite no.) Requester's name and address (optional)
14 Garrett Hill
City, state, and ZIP code
London, , SW1 8JR
List account number(s) here joptional)

Taxpayer Identification Numb
Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name"” line | Social security number

to avoid backup withholding. For individuals, this is your soclal security number (SSN). However, for a

resident alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other ‘ ‘ ‘ - | ‘ -‘ ‘ | |
antities, it is your employer identification number (EIN). If you do not have a number, see How to get a

TIN on page 3.

Note. If the aceount is in more than ane name, see the chart on page 4 for guidelines on whose [[Employer identification number ]
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Duplicating Reports

Duplicating reports can save time. This feature creates a new report that is identical to an existing one.
Instead of creating the new report from scratch, you can duplicate an existing report, rename it, and
make your changes.

1.

2
3
4.
5

On the Main Menu, select the report you want to duplicate.

. Click the Duplicate button. The Rename Report Window will open.

. Type the name of the new report into the Report Name field.

Select the folder where the report will be saved.

. Click ‘OK".
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Deleting Reports

Deleting a report removes the report and all of its components.
To delete an existing report:

1. On the Main Menu, select the report you want to delete.

2. Click the Delete button (Ll ). A dialog box will ask if you are sure you want to proceed.
3. Click OK in the dialog box. The report is deleted.
IMPORTANT. Once the report is deleted, there is no way to recover it.
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Scheduling Reports

Reports may be sent to recipients via email using custom scheduled intervals. A scheduled report can
be executed and emailed immediately or scheduled to be emailed on a recurring basis. The Scheduler
Menu lets you schedule and email reports or edit existing schedules.

To open the Scheduler Menu:

1. In the Main Menu, select the report you want to schedule/email.

2. Click the Scheduler Menu button (E). The Schedule Menu will appear.

+ 00
LODO O

I—.
+IJ Schedule Report

Search report na
I'j Email Report ¥
» & Customer |

> Order Details _:!:Lj Manage Scheduled Reports
» Report Examg

|—I-
a. To Schedule a report, click new schedule button (+LJ). The Schedule Report Wizard
will open in a new tab.

I—l
b. To email a report, click email button (I:ILJ). The Email Report Menu will appear.

I—.
c. To edit existing schedules, click the edit schedule button (GLJ). The Schedule Manager
will open in a new tab.

NOTE. If you do not see a Schedule Report button in the Main Menu, then you do not have Report
Scheduler permissions and should contact your administrator.

Schedule Report Wizard

The Schedule Report Wizard has four sub tabs. The Recurrence and Recipients tabs are required, and
the other tabs are optional.

1. Recurrence: Specify the name and format of the report and when the report should be sent
out.

2. Parameters: (optional) Set values for any parameters used by the report.
3. Filters: (optional) Add filters to the report.

4. Recipients: Specify the recipient addresses, subject, and body text of the email.
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Recurrence Tab

% Schedule Report 7]

Complete the steps in the wizard below to schedule a report

Recurrence Filters Recipients

Schedule Mame

Export Type PDF +~ Password (optional) Confirm Password

[J Execute Immediately

Schedule Time

Schedule Time © O Repeat Every. .
1 hour(s) |0 minute(s), until i
Recurrence Pattern
® Once
O Daily
© Weekly  Schedule On
© Monthly
O Yearly

Range of Recurrence

Start [3] ® No end date
End after |1 OCCUITences
End by %]
X Cancel < Previous Next > F# Finish

In the Recurrence Tab, give the schedule a name and format. Set the frequency at which you want the
report to be executed and sent out. This recurrence can be a one-time, daily, weekly, monthly, or yearly
delivery. A date range can also be set to give the report delivery a defined start and end date.

e Give the Schedule a Name and select an export type from the drop-down.

e For PDF reports, a password may be set. The password may require a minimum number of
upper/lowercase letters or numbers. To find out the required password strength, hover the
mouse over the Password box.

e To execute and send the report immediately, check ‘Execute Immediately.
e Schedule Time

o Set the time of day the report should be executed by entering a time in the Schedule
Time box.

o Check ‘Repeat every and then specify a time interval to have the schedule be sent on a
recurring basis on the day(s) specified in as the Recurrence Pattern.

e Recurrence Patterns
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o

Once — Specify to execute the report on a specific day or immediately.

(0]

Daily — Send the report every weekday or every set number of days.
o Weekly — Send the report on specific days of the week.
o Monthly - Set the day of the month to send the report.
o Yearly — Set the day of the year to send the report.

e Range of Recurrence

o Use the Range of Recurrence section to set a start date and an end date for the report
schedule.

Parameters Tab

In the Parameters Tab, enter a value for each of the parameters listed.

NOTE. The Parameters Tab will only be visible if the report is utilizing parameters. See
Parameters for more information.

% Schedule Report [l Weekly Sales e

Complete the steps in the wizard below to schedule a report

Recurrence Parameters Filters Recipients
Parameter Name Value Reports
Productiame ¥ Weekly Sales
Filters Tab
% Schedule Report [l Weekly Sales % 9

Complete the steps in the wizard below to schedule a report
Recurrence Parameters Filters Recipients

Select fiter fields to include on report

Filter By

Products % Products. Productame Av X
CategorylD
Discontinued Is One Of v b
isDiscontinued -
ProduciD AND With Next Fiter ~e | | Mavdlaku -+

rodu - Lakkalkbiri x
ProductName ] Group With Next Fitter Konbu

o ) -
+ Add Chef Anton's Cajun Seasoning
SUMMARY

Products. ProductM ame |s One OF ("Maxilaky', "Lakkalikdar?, "Konbu', 'Chef Anton’s Cajun Seasoning’, ‘Chang’, "Chai, "Aniseed Syrup’)

X Cancel < Previous Next > F# Finish
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In the Filters Tab create statements to filter the data at runtime. There are two types of filters:
Standard and Group. Standard filters are based on values you specify. Group filters are based on the
minimum or maximum value in the Data Field.

Standard Filters

There is no limit to the number of filters that you can define. Filters can be numeric (up to eight
decimals) or alphanumeric.

 To filter a Data Field, either drag and drop it to the ‘Filter By panel, 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 ( *).

e Set the operator (Equal To, Less Than, One Of, etc.) by selecting from the Operator drop-
down.

e To set the value on which to filter, either enter it manually or select from the drop-down. If the
Data Field is a date, you may use the calendar or function buttons to select a value.

e To allow the filter to be modified at the time the report is executed, check ‘Prompt for Value!

e Select ‘AND With Next Filter' to require that the selected filter and the one below it both
evaluate to 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.
Group (Min/Max) Filters

Group filters are based on the minimum or maximum value in the Data Field. To modify group filters,
click *Switch to Group (MIN/MAX) filters. There is no limit to the number of group filters you may
define.

e To filter a Data Field’s minimum or maximum value, either drag and drop it to the ‘Filter By’
panel, use the #* Add button or double-click it.

¢ Specify Minimum or Maximum from the operator drop-down.
e Use the up ( ~) and down ( +) arrows to indicate the filter priority.

e To remove a filter, click the delete button ( %).

Recipients Tab
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% Schedule Report

Complete the steps in the wizard below to schedule a report

Recurrence Parameters Filters Recipients
To: email@address.com
Cc:
Bec:
Subject: The Weekly Sales Report has been completed.

»0

l#| Email Results

In the Recipients Tab, determine how the schedule will be delivered and list the email address(es) to

which the report should be sent. Separate email addresses with a semi-colon (;).

e Check ‘Email Results' to have the report sent via email. Uncheck this option to have it saved to

a repository.

e In the To field, set the email address(es) to which the report will be delivered.
e In the Cc field, set any address(es) to be carbon copied.
e In the Bcc field, set any address(es) to be blind carbon copied.

e Set the subject of the email in the Subject field.

e In the Body field, enter the text of the email to be sent with the report. To reference the report,

name use ‘@reportName@".

NOTE. In this application, @reportName@ is a built-in parameter. For more information on this

behavior, see Parameters.

Email Report

I D : 1+ Getting Started

OGO O :

Schedule Report

!

L

Email Report

i s

L] AManage Scheduled Reports

Search report na

» & Customer Reports
w Order Details 2016
o Crosstab
o Product Crosstab
» W9
» Report Examples

peter@example.com
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r.
In the Scheduler Menu, use the email icon (I:ILJ) to email a report. An input field and export options
will appear.

e In the input field, enter the email address.
e Click the drop-down arrow to change the format of the report.
e Select an export type and click the matching button to execute and email the report.

NOTE. Reports may only be emailed as downloadable file types (Excel, PDF, RTF, CSV).

Manage Scheduled Reports

Scheduled Reports can be monitored, edited, and removed using the Manage Scheduled Reports tab.

% Scheduled Reports X

(¥ Refresh ] Flush

Schedule Name Type Report Name Last Execute Date Next Execute Date Status Run Count

I_.
To open the tab, click the scheduler icon (E) in the Main Menu then click (GLJ). The Manage
Scheduled Reports tab will appear.

e Click at the top of a column to sort the scheduled reports by that column.

e To update the status and list new schedules click the Refresh button.

e To removed completed schedules click the Flush button.

e Click the Edit icon ([4) to open the Schedule Report Wizard and modify the report.

e To delete a schedule click the delete icon ([7).
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Executing Reports

Reports can be run or exported from the Main Menu or the Report Designer.

In the Main Menu select the report you want to run or export. With the report highlighted click the Run

-,
Report button @ To change the output format, click the Export Type drop-down rJ and select from
the available export formats (Excel, PDF, RTF, or CSV).

NOTE. Right-clicking on the Export Type button will export the report to a PDF.

+ [0 6
+ 0O LL.E'.@E(

Run Selected Report i

ZODOET

A POF

Search report names._. S
> & Customer Repo X: csv

Search report names. .. ) _ Order Details 2016

In the Design Tab, click the Run Report button. To change the output format, click the drop-down and

select from the available export formats (Excel, PDF, RTF, or CSV). See Report Options to change the
default format for the report:

El Weekly Sales

o E [+ | @/ Adal v FE2OE @ fEe e
w . _
v B I UA%Ss = E=S==EI15 5-BHO0 G
XLS
Section A (ProductlD) B (UnitPrice) C x
Header: 1

Products.Unit...

Footer:
Products.Unit...

Interacting with Reports

After running a report in the Report Viewer, you can make further modifications to the report’s style,
formatting, and content. These changes can be exported to other formats, saved to the original report,
or saved as a separate copy of the report depending on the settings.
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For these interactions to be available, they must be enabled in the Report Viewer Options Menu in
the Report Designer.

Changing Styling

While viewing a report in the Report Viewer, right click a cell to open the style menu. Using this menu,

you can change font, size, foreground and background color, bold, italic, underline, and alignment
options.

Apply to all

B] r [U/A &4
Arial

{

L1

<
I -
| m

(- |

Resizing Columns

The columns of a report can be resized by dragging the light grey bar at the top of the page to the
desired size.

¥ER= KL< > 1 /2 Find.. ”
ProductM ame UnitPrice L lls
Products
ProductMame | UnitPrice Order ID

Uncle Bob's
Organic Dried 30 10607
Pears

 Longlife Tofu 23 10254

Applying Interactive Filters

Any available interactive filters can be enabled by clicking the add button (%) in the Filters section of
the Interactive Report Viewer dock, which is located next to the report.

NOTE. Interactive filters must be defined in the Interactive Report Viewer Options Menu.

Additional filters can be created directly on the report by right-clicking within the Report Viewer.
See Conditional Filters for more details.
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Filters o

Employvees. LastiName |

L
After enabling a filter use the checkbox, dropdown, or slider to select what values should appear on the
report. After selecting a value, the report will refresh with the filter applied.

No ltems

Click the (%) next to an active filter to remove it. The report will refresh to deactivate the filter.

= Filters o

Employees.LastName ®

[ Buchanan
[ Callahan

Conditional Filters

You can set filters on specific values in addition to the pre-defined interactive filters by interacting
with the report in the Report Viewer.

To create a conditional filter, right-click on a cell of the report, choose an operator from the ‘Apply To’
dropdown then click the filter button (%):

[&pply to equal values > 57
B/ UAR}BE 2 SH=E
L
ProductName Arial - % === rice
Order #:10257
Schoogi Schokolade $43.90 25 31,097.50
Chartreuse verte  "513.00 [ £108.00
Criginal Frankfurter
iine Solle 213.00 15 £195.00
03232016 46 21,400.50

The conditional filter will appear in the dock below the interactive filters and sorts:

= Conditional Filters

Values Not Equal To »

True

Changing Sorts

In the dock next to the report you can change the direction of any sorts on the report by clicking the
ascending (2+) and descending ( 2") buttons:

= Sorts

Categories. CategoryMame g
Employees LastName =l
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Additionally, you can sort by individual columns of the report by clicking on the light grey bar at the top
of the page:

Productiame UnitPrice Cuantity UnitPrice

R

Singaporean

Hokkien Fried Mee 214,00 10 2140.00

Mozzarella di

Gi " 334.80 3 3174.00

Queso Cabrales £21.00 12 5252.00
3 2566.00

Hiding Columns

In the dock next to the report, you can show/hide the columns of the report by checking/unchecking
the column names:

= Columns

ProductMame O
UnitPrice O
Cluantity [«
UnitPrice v

Saving & Clearing Changes

Changes to styling, column sizes, sorts, and filters can be saved in a number of ways.

yBaR

[E] Save Changes to Report
[# SZave Changes as New Report

[&] Save Changes as User Report
¥ Delete User Report
In the toolbar above the report:
e Using the Clear dropdown (*'5), you can remove any changes made to the report.
e Use the Savebutton ([E) to save interactive changes onto the report.

e Use the Save as New Report button ([4) to make a copy of the report with the changes.
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e Use the ‘Save Changes as User Report option under the ‘Save Options dropdown to save your
changes as a User Report. The changes will be applied each time you run the report but will not
be seen when the same report is run by another user.

e Use the ‘Delete User Report' option under the ‘Save Options’ dropdown to remove any changes
that were saved as User Report.

Exporting to Other Formats

From the Report Viewer, you can export a report, including any interactive changes, to other formats
such as Excel, PDF, RTF, or CSV. To do so, use the export button in the toolbar above the report and
selected the export format.

¥EM
X

P
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Creating and Editing Dashboards

Dashboards provide a canvas that can display reports, data visualizations, images, text and web pages.

To create a new dashboard, click the New Dashboard icon in the Main Menu. The Dashboard
Designer will appear in a new tab.

+ 00

Report
k»  Express Report
Standard Report

[
O Crosstab Report

Composite

88  Dashboard

Dashboard Designer

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

Chained report

The Dashboard Designer has four components: the Design Canvas, Tool Box, Data Fields, and the

Toolbar.

B @
*vr B

Arial
~ IT'UAS

8 =

—| Toolbar

Toolbox g, |

(][] (7] (=] [ [7]

Data Fields

Search...

~ Northwind
> Categories
> Customers
> Employees
> EmployeeTerritories
> OrderDetails
> Orders
> Products
> Region
> Shippers
> Suppliers \
» Territories

Data Fields

$180,000.00

$144,000.00

$108,000.00

572,000.00

5$38,000.00

50.00

$180,000.00

$144,000.00

$108,000.00

$72,000.00

530,000.00

$0.00

Tool Box

Territory 1

5300,000.00
$240.000.00
$180,000.00
$120,000.00

$30.000.00

1581.00 3048.00 11747.00 8020200 s0.00

Territory 3
$150,000.00
$120,000.00
$90.000.00

$80,000.00

$30,000.00

50.00
2003.00 8501400 05008.00 4022200

REGIONAL EXECUTIVE SALES

Territory 2

Easter

Projected Revenue

$1,048,028.69

08052.00 4412200 211800 33807.00

Territory 4

Pending Revenue

$1,354,458.50 [Ea

2003.00 10010.00 0805200 05080.00

2635
Executive Sales

2 -February

3-March 4-april 5-May 8- June
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Dashboard Canvas
In 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

e Text
¢ 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:
e Rename the Dashboard and modify its description
¢ Set the Dashboard to automatically run when entering this tool
¢ Change the background color of the canvas
e Format the font, font size, alignment, color, and borders of text
e Save the dashboard

e Run the dashboard to the Dashboard Viewer
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Dashboard Items

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

Reports

Dashboard Visualizations
Text

Images

Web Pages

Interactive Filters

Adding Reports

To add an existing report to the dashboard, drag and drop the Report Button (

[+]

) over the Dashboard

Canvas. 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.

Report Properties x
Report Filters Parameters Options
Select the report that will fill this dashboard item.
» & Customer Reports
» Order Details 2016
» Report Examples
» Sales Reports
« DK X Cancel

Filters
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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 runs, 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 runs, 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 runs.

e In the '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

Report Filters Parameters Options

Assign how to handle a report’s promptable fiters.
Data (Prompt Text or Value)

Report Filter Prompt Action
Customers.Companylame Dashbeard Prompt  ~  Specify value for Company Mame:
Orders.Crder|D Dashboard Prompt  ~  Specify value for Order 1D:

o OK X cancel
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 runs, you will be prompted for a value that
is to be used by all of the reports on the dashboard with that parameter.

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

o Assign Value — Assign the parameter a run value and do not prompt when the
dashboard runs.

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 x
Report Filters Parameters Options

Azzign how to handle a report's promptable parameters.
Report Parameter Prompt Action Data (Prompt Text or Value)
TedayDate Dashboard Prompt  »  Specify value for TodayDate:

o 0K X Cancel

Options
In the Options Tab, specify settings for how the report displays on the dashboard.
Report Viewer

e In the Title Text box, provide a title for the report. This title will be displayed in on the canvas
when editing the dashboard.
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e 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-run the report. Set to 0 to only run the report when
the dashboard is first run.

Design

e Check the ‘Only run report in design screen when report is manually refreshed’ to prevent the
report from being run accidentally while editing the dashboard.

Report Properties x
Report Filters Parameters Options

Report Viewer
Report Label:

[#| Allow searching

¥ Alow scrolling

Reload Interval in Seconds (0 means “never reload™)
U )
W

Design

(] Only run report in design screen when report is manually refreshed

o 0K X Cancel

Adding Data Visualizations

To create a new Visualization on the dashboard, drag and drop the Data Visualization icon (=) onto

the Dashboard Canvas. A Data Visualization item will appear.
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o 1= M | Arial r = = ®
v % B 7 UAS% s 2 EEF=EE
Toolbox
Visualization 1 i X
B ||| T | |&£] | R Qoo o,

Data Fields

Search... E [I]]] E

> Adventureworks | . |
> Categories ! Drag data fields here to create a

» CustomerCustomerDemao
» CustomerDemographics ' '

visualiz ation.

% Customers i i

» Employees

» EmployeeTerritories i o il
» Exago University
» OrderDetails

With the Data Visualization item, you can:

Drag Data Fields onto the item to create a chart or a tabular report.
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 (&
).

Save the Data Visualization as a new Standard Report ([*)).
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.

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, one of which must be
numeric, in order to display a chart.

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

ﬁ B E Arial r.-_ %é ®
v — —_— J—
v % B UA&RS 3 EF=EE
Toolbox
Text %
Q---mmmmmmmmmm e R R o
[ ]| T||&E]|£] |V : :
r.-| (Please add text) |'_“|
Data Fields o N T M
Search...

» Adventureworks

» Categories

» CustomerCustomerDemo
» CustomerDemographics
» Customers

Adding Images

To add an image to the dashboard, drag and drop the Image icon ( = ) over the Dashboard Canvas.
An image box will appear. Click the insert image button (k) and select the image to upload.
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Toolbox
Data Fields

Search...

> Adventureworks

» Categories

» CustomerCustomerDemo
> CustomerDemographics
» Customers

> Employees

> EmployeeTerritories

> Exago University

» OrderDetails

» Orders

> Products

> Region

> Shippers

> Suppliers

> Territaries

Adding Web Pages

To add a web page to the dashboard, drag the URL Button ( & ) over the Dashboard Canvas. A URL
menu will appear. Enter the desired URL and press ¥ OK.

NOTE. Some web pages do not permit being embedded within another web page.
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Location:

o OK ¥ Cancel

o e |

Adding Interactive Filters

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

Dashboard Items

In the Dashboard Items Tab, select which reports and data visualizations the filter should apply to by
checking the box in the Controlled column.

NOTE. All of the reports and visualizations being controlled by the filter must share at least one
common Data Category.
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Filter Properties x
Dashboard ltems Filter
Select the reports that this fiter will control.
Controlled Dashboard Hem Name
O o Orders
o] Orders Per Company

W 0K * Cancel

Filter

In the Filter Tab, specify what data should be used and 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 (fx).

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.

Around the Homn
Consolidated Holdings

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

[} Around the Horn -
[T consolidated Holdings

[] Folk och fa HE

[T Hungry Coyote Import Store -
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o Single Slider: Select the filter value by sliding a point along a scale.

Hungry Coyote Import Store

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

10457

e In the style dropdown, specify if the filter should be vertically or horizontally oriented.

e In the Value Sort Direction, specify if the filter values should appear from least to greatest

(ascending) or vice versa (descending).

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

be displayed.

Filter Properties

Dashboard ltems Filter

Filter Value
OrderlD ~| fi

Type Style
Range Slider ~  Horizontalw

Value Sort Direction
Ascending v

[ Filter Value Format

« OK X Cancel

Toolbar

The toolbar contains the buttons and menus used to modify the dashboard.
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Saving Dashboards
The dashboard can be saved by clicking the save button (E]).
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 + Y.

Borders

To create borders around a dashboard item, select it and click the Format icon (C).
¢ Uncheck ‘Make Borders Uniform’ to modify specific edges.
e To widen the borders, either key in a value or use the arrows in the width box.
e To change the color, either select a color from the drop-down or enter a hex value.

Borders X

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

[[] Make Borders Uniform

0 $

o OK * Cancel

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

o To change the font, use the font drop-down (2™

¥)). The font names appear in
the style that they represent.

e The B, 7, and U icons make the font bold, italicized, and underlined, respectively.

.

e Text size can be controlled using the up and down arrows on font size menu ( L ).

Color

e 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 (

).

« 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 (#9).
Alignment

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

5
=
.

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

i [

Renaming Dashboards

To change the name of a dashboard, click ‘Rename’ in the Toolbar drop-down menu. Modify the name
and select the folder where the Dashboard will be saved. Click ‘OK:’.
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Report Name x

Enter the report name
Mew Dashboard Name

Select folder for the report

» & Customer Reports
| v order Details 2016
o Crosstab
o Product Crosstab
o We
» Report Examples
» Sales Reports

o]

b Rename

= [Description

{+ Options v OK ¥ Cancel

Changing Description

The dashboard description appears at the bottom of the Main Menu. Though dashboard descriptions
are optional, they are utilized when searching reports. To modify a dashboard description, click
‘Description’ in the Toolbar drop-down menu. Fill in the description and click ‘OK.

Report Description x

Enter a description for the report

L SR
S s ]

ch Rename

= [escripion

»  Options W 0K ¥ Ccancel

Dashboard Options
Click ‘Options’ in the Toolbar drop-down menu to open the Dashboard Options Window.

General Options
e To change the background color of the dashboard canvas, select a color or enter a hex value.
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e Check ‘Show report title bar on execution’ to allow reports on an executed dashboard to be
selected and modified.

Dashboard Options >

General Options
Background Color: #FFFFFF
Prompt user for fiters and/or parameters on execution: Default
¥ Show report title bar on executicn
O
— - ™
b Rename

= [escripion

X Cancel

{3 Options

Executing Dashboards
Dashboards can be run from the Main Menu or the Toolbar. To run a dashboard from the Main

Menu, first select the dashboard you want to run and click the ‘Run Selected Report’ button. When
editing a dashboard, simply click ‘Run Dashboard’ to view the dashboard.

+ 0O 0
(= ™ | Arial

OO0 B N BIluUA® =

=

i

i (I

-
®
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Chained Reports

Chained Reports comprise multiple existing reports, which run in a specific order and compile into a
single document. They are a simplified method for managing reports en masse.

NOTE. Chained Reports can only be exported as downloadable file types (Excel, PDF, RTF, or
CSV) Viewer-only features are not supported in chained reports.

NOTE. Chained Reports do not support Excel templates. Additionally, all reports in a chained
report must have a common RTF template.

NOTE. The Scheduler does not support Chained Reports.

Chained Report Wizard

The Chained Report Wizard is an interactive tool which allows you to create and edit Chained Reports.
To navigate the wizard, either click the desired tab or use the buttons at the bottom.
To save a Chained Report, click the save button.

The Chained Report Wizard has three sub tabs. The Name and Reports tabs must be completed.

Name Tab

[# New Chained Report N

[

Mame Reports Options B
Enter the report name

Weekly Sales

Select folder for the report

» & Customer Reports
w Order Details 2016
o Crosstab
= Product Crosstab
o W9
» Report Examples
+w Sales Reports
o Weekly Sales

Enter a description for the report

X Cancel < Previous MNext > E,’ Save and Close

In the Name Tab, enter a report name and click on the Folder where the report will be saved.
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The report name can be up to 255 characters long. Avoid special characters suchas ?: /\ *" < >.

The report’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.

NOTE. You cannot create a report inside a folder that is read-only (& ).

Reports Tab

[# Mew Chained Report

Mame Reports Options
Select reports to include in the output.

Report Name
Search report names. .. P

& Sales ReportsWeekly Sales
» & Customer Reports

s Order Details 2016 % Order Details 2016'\Product Crosstab

» Report Examples % Report Examples\Advanced repertsiLinked Reports\Orders
+w Sales Reporis
o Weekly Sales
o Add
X Cancel < Previous Next >

In the Reports Tab, select the reports you wish to include in the Chained Report.

X0
=]

Available
Export Types

XAEXK [ A v X
XAZEK: [ A v X
XAEZX: [ A v x

[/ Save and Close

NOTE. You can only include Standard Reports, Express Reports, and CrossTab reports in a Chained

Report.

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.

e A report may be able to export only in certain formats. Available formats for each report are
listed under Available Export Types. A Chained Report which contains a format restriction on

one of its reports cannot export to that format.

o If a report has ‘Prompt for Valué filters or parameters, click the ‘Edit Report Options’ button ([4
) to access the Report Properties menu, where you can specify how to prompt for these filter

values:
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o 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.

o 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.

e Use the up (~) and down () arrows to indicate the order of the reports.

e To remove a report, click the delete button (*).

Options Tab

[# Mew Chained Report

Mame Reports Options
General Options
Default Export Type Defaults
Allowed Export Types: # Excel # pPOF ¥ rRTF ¥ csv

Mo Data Qualified Action | Show Placeholder s

[+ Page break after each report

X Cancel £ Previous Mext > E Save and Close

The Options Tab allows you to control various report options for the chained report.

General Export Options

e Use the ‘Default Export Type menu to specify the default format for the report.
e Output types may be disabled by unchecking the boxes for ‘Allowed Export Types.

e Use the ‘No Data Qualified Actior’ menu to select what to display if no data qualifies for a
report.
o Skip Report — Display the next qualified report.
o Show Placeholder — Show a placeholder message in place of the report.
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Formulas

Formulas allow you to do calculations, parse strings, insert images, and much more. Formulas are the
composition of functions, parameters, Data Fields, and references to other cells.

Functions

Functions must begin with an ‘=" sign. You can use more than one function in each cell. Additionally,
there are logical functions that allow for if/then/else conditional statements. Functions include date,
financial, information, logical, mathematical, statistical, text, and data.

NOTE. Function names are not case sensitive (aggSum is the same as AggSum).

For a complete list of functions, including description, remarks and examples, refer to Full
Description of Functions.
Parameters

To call a parameter, enter its name between ‘@’ signs. Parameters can be used in functions or alone in
a cell following an ‘=’ sign.

NOTE. Parameters are case sensitive (pageNumber is not the same as pagenumber).
Parameter names should not contain the ‘@’ symbol.

For a list of parameters and their descriptions, see Full Description of Parameters. Your
administrator has the ability to create additional parameters.

Data Fields

To use a Data Field as part of a function, enter the name between curly brackets
(E.g.{Orders.OrdersID}).

Referencing a Cell

To reference another cell’s value, enter the column name with a capital letter and the row number
between square brackets (E.g. [A2]). A cell reference can be used in functions or alone in a cell
following an ‘=" sign.

NOTE. Cell references will update if rows or columns are added or deleted; however, dragging a
cell will not update cell references. This may cause errors in your formulas.

133 Exago Inc.



Exago User Guide

€200
Qe ]

Using Formulas

Formulas can either be entered in the Formula Editor or manually keyed into cells.

Formula Editor

1. Navigate to the Report Designer.

2. Click in the cell in which you want the formula to appear.

3. Click the Formula Editor Button ( fx).

Select Fields

Customers

Address

City
CompanyMName
ContactName
ContactTitle
Country
CustomerlD
Fax

Phone
FPostalCode
Fegion

= Add

Formula

Formula Editor

» Aggregate

» Operators

» Logical

» Date

» Financial

» Database and Data Type
» Arithmetic and Geometric
» String

» Formatting

» Other

= Add

« 0K * Cancel

4, Create the desired formula by selecting the desired functions and clicking = Add or drag-and
-dropping the function into the Summary box.

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

5. Click OK.

Manual Formulas
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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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Full Description of Parameters

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 default
and PDF outputs.
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.
136 Exago Inc.




Exago User Guide

€200
Qe ]

Quick List of Functions

Aggregate:
AggAvg Arithmetic & Geometric: String:
AggCount Absolute Concatenate
AggDistinctCount Acos Left
AggMax Acosh Len
AggMin Asin Lower
AggSum Asinh Mid
Financial: Atan NewLine
DB Atan2 Replace
DDB Atanh Right
Fv Ceiling Trim
Intrate Cos Upper
Ipmt Cosh Value
Nper Even
Npv Exp Operators:
Pmt Fixed &
Ppmt Floor
Pv Int )
Rate Ln *
Sin Log /
Syd Log10 )
Mod Logical:
Date: Odd And
Date Pi False
DateAdd Power If
DateDiff Product Not
DateValue Quotient Or
Day Rand Switch
Days360 Sin True
GlobalDateFormat Sinh .
GlobalDateTimeFormat Sqrt Dat?)bBaI:\lsuch & Data Type:
Hour Tan IsBlank
Minute Tanh ISError
h Truncate
I\N/Ig\?vt IsEven
. IsLogical
S_econd Formatting: IsNonText
Time Bold TsNull
TimeFormatl Italic IsNumber
TimeValue Underline 1sOdd
Today >
IsText
Year Null
Type
Other:
FilterValue
LoadImage
StripHTMLTag
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Full Description of Functions
This section provides detailed information on the available functions.
Types of Functions:

¢ Aggregate Functions

e Logical Functions

o Date Functions

e Financial Functions

o Database and Data Type Functions

¢ Arithmetic and Geometric Functions

e String Functions

¢ Formatting Functions

e Other Functions
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Aggregate Functions

Aggregate functions can be executed on non-numeric fields.

AggAvg:
Description | Returns the average of the values in the field.
Remark Only accepts Data Fields as input.
Example E.g. aggAvg({OrderDetail.Quantity}) - returns the average quantity of sales orders.
AggCount:
Description | Returns the number of unique entities in the Data Category.
Remark The aggCount function uses the Data Category, not the Data Field. For example, the function
“aggCount( {Officer.Salary} )" counts the number of Officers. You could replace “Officer.Salary”
with any other field in the Officer Data Category and the function would still count the number of
officers.
Only accepts Data Fields as input.
Example E.g. aggCount( {Orders.ProductPrice}) - returns the number of sales orders.
AggDistinctCount:
Description
Returns the number of unique values in the Data Field.
Remark
Unlike aggCount, aggDistinctCount returns the number of unique values of the Data
Field.
Only accepts Data Fields as input.
Example
E.g. aggDistinctCount({OrderDetail.Quantity}) - returns the number distinct
quantities in an order.
AggMax:
Description
Returns the maximum value in the field.
Remark
Only accepts Data Fields as input.
Example
E.g. aggMax({OrderDetail.Discount}) - returns the largest discount.
AggMin:
Description
Returns the minimum value in the field.
Remark
Only accepts Data Fields as input.
Example
E.g. aggMin({OrderDetail.Discount}) - returns the smallest discount.
AggSum:
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Description
Returns the sum of the values in the field.
Remark
Only accepts Data Fields as input.
Example

E.g. aggSum({OrderDetail.Quantity}) - returns the total quantity of units

ordered.

140

Exago Inc.




Exago User Guide

€200
Qe ]

Logical Functions

Logical functions can be used to handle conditional information.

And:
Description
Returns TRUE if all its arguments are TRUE; returns FALSE if any argument is
FALSE.
Remark
The arguments must evaluate to TRUE or FALSE.
NOTE. The And function can take more than two arguments as input.
Example
E.g. AND(2+2=4, 4+0=4, 2+3=6) - returns FALSE.
False:
Description
Returns the logical value FALSE.
Remark
You can also type the word FALSE directly onto the worksheet or into a formula; it is
interpreted as the logical value FALSE.
Example
If:
Description
Takes three arguments as input. Returns the second argument if the first evaluates to
TRUE. Otherwise returns the third argument.
Remark
The first input must evaluate to TRUE or FALSE.
Example
E.g. if({OrderDetail.Price}= 0,'FREE’,{OrderDetail.Price}) - returns FREE if the
price is 0, otherwise it returns the price.
Not:
Description
Reverses the value of its argument.
Remark
Argument should evaluate to TRUE or FALSE.
Example
E.g. Not(FALSE) - returns TRUE.
Or:
Description
Returns TRUE if any argument is TRUE.
Remark
The arguments must evaluate to logical values such as TRUE or FALSE.
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NOTE. The ‘'Or’ function can take more than two arguments as input.

Example

E.g. OR(2+2=4, 4+0=8, 2+3=6) - returns TRUE.
Switch:
Description

This functions should be used instead of placing if() function inside of if() functions.
Takes any even number of inputs arguments.

Remark
The 1%t argument will be the test value to compare to.
The 2" argument will be returned if none of the comparisons return true.
The 3™, 5™, 7"... arguments will be compared to the 1% argument. When the first
match occurs the following argument will be returned.
For example if argument 3 matches argument 1 then the 4™ argument will be
returned.

Example
E.g. Switch({Categories.CategoryName},”NOT FOUND"”, “"Beverages”, “Drink
up!”, “Condiments”, “"Enhance”, “Confections”, "Sweet Tooth"”) - returns a
string based on the Category Name.

True:
Description

Returns the logical value TRUE.

Remark
You can also type the word TRUE directly onto the worksheet or into a formula; it is
interpreted as the logical value TRUE.

Example
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Date Functions

Date functions can be used to do calculations and formatting on Date values.

Date:
Description
Creates a date value from three numeric values.
Remark
This function should be used to represent a date to other functions instead of
representing a date as text.
Example
E.g. Date(2012,7,4) - returns the date July 4th, 2012.
DateAdd:
Description
Returns the sum of a date and a quantity of time.
Remark
DateAdd takes three input arguments.
A string representing the interval you want to add. The interval can be. "yyyy" (year),
"y" (days), "d" (days), "w" (weeks), "m" (months), "h" (hours), "n" (minutes), "s"
(seconds), "ww" (weeks of year), or "q" (quarters).
A real number representing how much time you want to add to the date.
A DateValue.
Example
E.g. DateAdd(*h’,1,Now()) - returns the date and time 1 hour from now.
DateDiff:
Description
Returns the amount of time between two dates.
Remark
DateDiff takes three input arguments.
A string representing the interval you want to add. The interval can be. "yyyy" (year),
"y" (days), "d" (days), "w" (weeks), "m" (months), "h" (hours), "n" (minutes), "s"
(seconds), "ww" (weeks of year), or "q" (quarters).
The first date value.
The second date value.
Example
E.g. DateDiff(“yyyy”, date(1787,9,17), now())- returns the number of years
since the signing of the United States’ Constitution
DateValue:
Description
Converts a date represented as text (e.g. '30-jan-2008") to a date value.
Remark
Any time information in the Date_text is ignored. The ticks returned always represent
a time-of-day of Midnight (in the server's local time).
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If the year portion of Date_text is omitted, DATEVALUE uses the current year on the
server.
Use this function when comparing two dates.
Example
E.g. DateValue(30-jun-2011) - returns the date object 6/30/2011.
E.g. DateValue({Orders.OrderDate}) > DateValue(Today()) - compares the
order date to today.
Day:
Description
Returns the day portion of a date as a whole number.
Remark
Values returned by the YEAR, MONTH and DAY functions will be Gregorian
Calendar values regardless of the display format for the supplied date value.
Example
E.g. Day({Appointment.Date}) - returns the day of the appointment.
Day360:
Description
Returns the number of days between two dates based on a 360-day year.
Remark
Often used in accounting applications.
Date360 takes three input arguments.
The first date value.
The second date value.
Optional: True/False indicating to use European or American method of computation.
If not included the American method is used.
Example
E.g. Day360({Appointment.Date},today())- returns the number of days between
today and the appointment date.
GlobalDateFormat:
Description
Returns a DATE value whose format is based on the session format.
Remark
Only accepts data objects as input.
Example
E.g. GlobalDateFormat({Appointment.Date})- returns the date of the
appointment based on the session format.
GlobalDateTimeFormat:
Description | Returns a DATETIME value whose format is based on the session format.
Remark Only accepts data objects as input.
Example E.g. GlobalDateTimeFormat({Appointment.Date})- returns the date and time of the
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appointment based on the session format.

Hour:
Description | Returns the hour of a time value ranging from 0 (12:00 AM) to 23 (11:00 PM).
Remark Times may be entered as text strings within quotation marks or a date time value.
Example E.g. Hour("2:50:05PM") - returns 14.
Minute:
Description
Returns the Minute of a time value ranging from 0 to 59.
Remark
Times may be entered as text strings within quotation marks or a date time value.
Example
E.g. Minute("2:50:05PM") - returns 50.
Month:
Description
Returns the month portion of a date as a whole number, ranging from 1 (January) to
12 (December).
Remark
Values returned by the YEAR, MONTH and DAY functions will be Gregorian
Calendar values regardless of the display format for the supplied date value.
Example
E.g. Month({Appointment.Date})- returns the month of the appointment.
Now:
Description
Returns today’s date and time (in local server time).
Remark
If embedding in other functions use Now('false’).
Example
E.g. Now() - returns the current date and time.
Now(*false’) returns the current date and time formatted MM/dd/yyyy hh:mm:ss.
Second:
Description
Returns the seconds of a time value ranging from 0 to 59.
Remark
When a time omits seconds, 0 (zero) is assumed.
Times may be entered as text strings within quotation marks or a date time value.
Example
E.g. Second("2:50:05PM") - returns 5.
Time:
Description
Returns the number of ticks in a period of hours, minutes and seconds.
Remark
This function should be used to represent a time to other functions instead of
representing a time as text.
Time takes three input arguments.
Hours
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Minutes
Seconds
Example
E.g. Time(14,50,5) - returns 534050000000.
TimeFormat1:
Description
Returns the time component of a DATETIME input formatted as 'hh:mm tt'.
Remark
This function should be used to represent a time to other functions instead of
representing a time as text.
Example
E.g. Timeformatl({Appointment.Date}) - returns the appointment date in the
format as ‘hh:mm tt".
TimeValue:
Description
Convert a time represented in text (i.e., *“HH-mm-ss”) into time values that can be
passed to other functions.
Remark
Acceptable formats include "5:55 PM" and "17:55". A time separator is mandatory
("17:00" is acceptable, "1700" is not).
If AM/PM is not present AM is assumed. When specifying AM or PM, do not use
periods ("A.M." or "P.M." will return an error).
Example
E.g. TimeValue(Time(14,50,5))- returns the time object 14:50:05.
Today:
Description
Returns today’s date with no time component.
Remark
If embedding in other functions use Today(‘false’).
See the Now() function to get today's date with its time component.
Example
E.g. Today()- returns the current date.
Today(‘false’) returns the current date formatted as MM/dd/yyyy.
Year:
Description
Returns the year portion of a date as a whole number, ranging from 1 to 9999.
Example
E.g. Year(today()) - returns 2011.
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Financial Functions

DB:

DDB:

Description

Returns the depreciation of an asset for a specified period using the fixed-declining
balance method. Cost is the initial cost of the asset. Salvage is the value at the end
of the depreciation (sometimes called the salvage value of the asset). Life is the
number of periods over which the asset is being depreciated (sometimes called the
useful life of the asset). Period is the period for which you want to calculate the
depreciation. Period must use the same units as life. Month is the number of
months in the first year. If month is omitted, it is assumed to be 12.

Remark

The fixed-declining balance method computes depreciation at a fixed rate. DB uses
the following formulas to calculate depreciation for a period: (cost - total depreciation
from prior periods) * rate where: rate = 1 - ((salvage / cost) ~ (1 / life)), rounded to
three decimal places. Depreciation for the first and last periods is a special case. For
the first period, DB uses this formula: cost * rate * month / 12. For the last period,
DB uses this formula: ((cost - total depreciation from prior periods) * rate * (12 -
month)) / 12.

Example

Data Assumptions: Initial cost=1,000,000 (A2); Salvage value=100,000 (A3);
Lifetime in years=6 (A4).

E.g. DB([A2],[A3],[A4],1,7) - Depreciation in first year, with only 7 months
calculated (186,083.33).

E.g. DB([A2],[A3],[A4],2,7) - Depreciation in second year (259,639.42).

. DB([A2],[A3],[A4],3,7) - Depreciation in third year (176,814.44).

. DB([A2],[A3],[A4],4,7) - Depreciation in fourth year (120,410.64).

. DB([A2],[A3],[A4],5,7) - Depreciation in fifth year (81,999.64).

. DB([A2],[A3],[A4],6,7) - Depreciation in sixth year (55,841.76).

. DB([A2],[A3],[A4],7,7) - Depreciation in seventh year, with only 5 months
calculated (15,845.10).

mmmmm
uuuuu

Description

Returns the depreciation of an asset for a specified period using the double-
declining balance method or some other method you specify. Cost is the initial cost
of the asset. Salvage is the value at the end of the depreciation (sometimes called
the salvage value of the asset). Life is the number of periods over which the asset
is being depreciated (sometimes called the useful life of the asset). Period is the
period for which you want to calculate the depreciation. Period must use the same
units as life. Factor is the rate at which the balance declines. If factor is omitted, it is
assumed to be 2 (the double-declining balance method).

NOTE. All five arguments must be positive numbers.

Remark

The double-declining balance method computes depreciation at an accelerated
rate. Depreciation is highest in the first period and decreases in successive periods.
DDB uses the following formula to calculate depreciation for a period: ((cost-salvage)
- total depreciation from prior periods) * (factor/life). Change factor if you do not
want to use the double-declining balance method. Use the VDB function if you
want to switch to the straight-line depreciation method when depreciation is
greater than the declining balance calculation.

Example

Data Assumptions: Initial cost=2400 (A2); Salvage value=300 (A3); Lifetime in
years=10 (A4).

E.g. DDB([A2],[A3],[A4]*365,1) - First day's depreciation.
E.g. DDB([A2],[A3],[A4]*12,1,2) - First month's depreciation (40.00).
E.g. DDB([A2],[A3],[A4],1,2) - First year's depreciation (480.00).
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Intrate:

E.g. DDB([A2],[A3],[A4],10) - Tenth year's depreciation.

NOTE. The results are rounded to two decimal places.

Description

Returns the future value of an investment based on periodic, constant payments and
a constant interest rate.

Remark

For a more complete description of the arguments in FV and for more information on
annuity functions, see PV (Above). Rate is the interest rate per period. Nper is the
total number of payment periods in an annuity. Pmt is the payment made each
period; it cannot change over the life of the annuity. Typically, pmt contains principal
and interest but no other fees or taxes. If pmt is omitted, you must include the pv
argument. Pv is the present value, or the lump-sum amount that a series of future
payments is worth right now. If pv is omitted, it is assumed to be 0 (zero), and you
must include the pmt argument. Type is the number 0 or 1 and indicates when
payments are due. If type is omitted, then it is assumed to be 0. Make sure that you
are consistent about the units you use for specifying rate and nper. If you make
monthly payments on a four-year loan at 12 percent annual interest, use 12%/12 for
rate and 4*12 for nper. If you make annual payments on the same loan, use 12% for
rate and 4 for nper. For all the arguments, cash you pay out, such as deposits to
savings, is represented by negative humbers; cash you receive, such as dividend
checks, is represented by positive humbers.

Example

Data Assumptions: Annual interest rate=6% (A2); Number of payments=10 (A3);
Amount of the payment=-200 (A4); Present value=-500 (A5); Payment is due at the
beginning of the period=1 (A6)...(see above).

E.g. FV([A2]/12, [A3], [A4], [A5], [A6]) - returns future value of an investment
with these terms (2,581.40).

Description

Returns the interest rate for a fully invested security.

NOTE. Dates should be entered by using the DATE function, or as results of other
formulas or functions.

For example, use DATE(2008,5,23) for the 23rd day of May, 2008. Problems can
occur if dates are entered as text. Settlement is the security's settlement date. The
security settlement date is the date after the issue date when the security is
traded to the buyer. Maturity is the security's maturity date. The maturity date is
the date when the security expires. Investment is the amount invested in the
security. Redemption is the amount to be received at maturity. Basis is the type of
day count basis to use.

Remark

The settlement date is the date a buyer purchases a coupon, such as a bond. The
maturity date is the date when a coupon expires. For example, suppose a 30-year
bond is issued on January 1, 2008, and is purchased by a buyer six months later. The
issue date would be January 1, 2008, the settlement date would be July 1, 2008,
and the maturity date would be January 1, 2038, which is 30 years after the January
1, 2008, issue date. Settlement, maturity, and basis are truncated to integers. If
settlement or maturity is not a valid date, INTRATE returns the #VALUE! error
value. If investment = 0 or if redemption = 0, INTRATE returns the #NUM! error
value. If basis < 0 or if basis > 4, INTRATE returns the #NUM! error value. If
settlement = maturity, INTRATE returns the #NUM! error value.

Example

Data Assumptions...Settlement date=February 15, 2008 (A2); Maturity date=May
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Ipmt:

Nper:

15, 2008 (A3); Investment=1,000,000 (A4); Redemption value=1,014,420 (A5);
Actual/360 basis (see above)=2 (A6).

E.g. INTRATE([A2],[A3],[A4],[A5],[A6]) - returns discount rate, for the terms of
the bond above (0.05768 or 5.77%).

Description

Returns the interest payment for a given period for an investment based on periodic,
constant payments and a constant interest rate. For a more complete description of
the arguments in IPMT and for more information about annuity functions, see PV.
Rate is the interest rate per period. Per is the period for which you want to find the
interest and must be in the range 1 to nper. Nper is the total number of payment
periods in an annuity. Pv is the present value, or the lump-sum amount that a series
of future payments is worth right now. Fv is the future value, or a cash balance you
want to attain after the last payment is made. If fv is omitted, it is assumed to be 0
(the future value of a loan, for example, is 0). Type is the number 0 or 1 and
indicates when payments are due. If type is omitted, it is assumed to be 0.

Remark

Make sure that you are consistent about the units you use for specifying rate and
nper. If you make monthly payments on a four-year loan at 12 percent annual
interest, use 12%/12 for rate and 4*12 for nper. If you make annual payments on
the same loan, use 12% for rate and 4 for nper. For all the arguments, cash you pay
out, such as deposits to savings, is represented by negative numbers; cash you
receive, such as dividend checks, is represented by positive numbers.

Example

Data Assumptions: Annual interest=10% (A2); Period for which you want to find
the interest=1 (A3); Years of loan=3 (A5); Present value of loan=8000 (A6).

E.g. IPMT([A2]/12, [A3]*3, [A4], [A5]) - Interest due in the first month for a
loan with the terms above (-22.41).

NOTE. The interest rate is divided by 12 to get a monthly rate. The years the money is
paid out is multiplied by 12 to get the number of payments.

Description

Returns the number of periods for an investment based on periodic, constant
payments and a constant interest rate. For a more complete description of the
arguments in NPER and for more information about annuity functions, see PV
(above). Rate is the interest rate per period. Pmt is the payment made each period;
it cannot change over the life of the annuity. Typically, pmt contains principal and
interest but no other fees or taxes. Pv is the present value, or the lump-sum amount
that a series of future payments is worth right now. Fv is the future value, or a cash
balance you want to attain after the last payment is made. If fv is omitted, it is
assumed to be 0 (the future value of a loan, for example, is 0). Type is the number 0
or 1 and indicates when payments are due.

Remark

Set Type equal to 0 (or omitted) if payments are due at the end of the period; Set
type equal to 1 if payments are due at the beginning of the period.

Example

Data Assumptions: Annual interest rate=12% (A2); Payment made each period=-
100 (A3); Present Value=-1000 (A4); Future Value=10000 (A5); Payment is due at
the beginning of the period=1 (A6).

E.g. NPER([A2]/12, [A3], [A4], [A5], 1) - Periods for the investment with the
above terms (60).

E.g. NPER([A2]/12, [A3], [A4], [A5]) - Periods for the investment with the above
terms, except payments are made at the beginning of the period (60).
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Npv:

Pmt:

E.g. NPER([A2]/12, [A3], [A4]) - Periods for the investment with the above terms,
except with a future value of 0 (-9.578).

Description

Calculates the net present value of an investment by using a discount rate and a
series of future payments (negative values) and income (positive values). Rate is the
rate of discount over the length of one period. Valuel, value2, ...are 1 to 29
arguments representing the payments and income. Valuel, value2, ...must be equally
spaced in time and occur at the end of each period. NPV uses the order of valuel,
value2, ...to interpret the order of cash flows. Be sure to enter your payment and
income values in the correct sequence. Arguments that are numbers, empty cells,
logical values, or text representations of numbers are counted; arguments that are
error values or text that cannot be translated into numbers are ignored. If an
argument is an array or reference, then only numbers in that array or reference are
counted. Empty cells, logical values, text, or error values in the array or reference are
ignored.

Remark

The NPV investment begins one period before the date of the valuel cash flow and
ends with the last cash flow in the list. The NPV calculation is based on future cash
flows. If your first cash flow occurs at the beginning of the first period, the first value
must be added to the NPV result, not included in the values arguments. For more
information, see the example below. NPV is similar to the PV function (present
value). The primary difference between PV and NPV is that PV allows cash flows to
begin either at the end or at the beginning of the period. Unlike the variable NPV
cash flow values, PV cash flows must be constant throughout the investment. For
information about annuities and financial functions, see PV. NPV is also related to the
IRR function (internal rate of return). IRR is the rate for which NPV equals zero:
NPV(IRR(...), ...) = 0.

Example

Data Assumptions: Annual discount rate=10% (A2); Initial cost of investment one
year from today=-10,000 (A3); Return from first year=3,000 (A5); Return from
second year=4,200 (A6).

E.g. NPV([A2], [A3], [A4], [A5], [A6]) - Net present value of this investment
(1,188.44) ...In the preceding example, you include the initial $10,000 cost as one of
the values, because the payment occurs at the end of the first period.

Description

Calculates the payment for a loan based on constant payments and a constant
interest rate. For a more complete description of the arguments in PMT, see the PV
function. Rate is the interest rate for the loan. Nper is the total number of payments
for the loan. Pv is the present value, or the total amount that a series of future
payments is worth now; also known as the principal. Fv is the future value, or a cash
balance you want to attain after the last payment is made. If fv is omitted, it is
assumed to be 0 (zero), that is, the future value of a loan is 0. Type is the number 0
(zero) or 1 and indicates when payments are due.

Remark

The payment returned by PMT includes principal and interest but no taxes, reserve
payments, or fees sometimes associated with loans. Make sure that you are
consistent about the units you use for specifying rate and nper. If you make monthly
payments on a four-year loan at an annual interest rate of 12 percent, use 12%/12
for rate and 4*12 for nper. If you make annual payments on the same loan, use 12
percent for rate and 4 for nper.

Example

Data Assumptions: Annual interest rate=8% (A2); Number of months of
payments=10 (A3); Amount of loan=10000 (A4).

E.g. PMT([A2]/12, [A3], [A4]) - Monthly payment for a loan with the above terms
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Ppmt:

Pv:

(-1,037.03).
E.g. PMT([A2]/12, [A3], [A4], 0, 1) - Monthly payment for a loan with the above
terms, except payments are due at the beginning of the period (-1,030.16).

Description

Returns the payment on the principal for a given period for an investment based on
periodic, constant payments and a constant interest rate. For a more complete
description of the arguments in PPMT, see PV (above). Rate is the interest rate per
period. Per specifies the period and must be in the range 1 to nper. Nper is the total
number of payment periods in an annuity. Pv is the present value—the total amount
that a series of future payments is worth now. Fv is the future value, or a cash
balance you want to attain after the last payment is made. If fv is omitted, it is
assumed to be 0 (zero), that is, the future value of a loan is 0. Type is the number 0
or 1 and indicates when payments are due.

Remark

Make sure that you are consistent about the units you use for specifying rate and
nper. If you make monthly payments on a four-year loan at 12 percent annual
interest, use 12%/12 for rate and 4*12 for nper. If you make annual payments on
the same loan, use 12% for rate and 4 for nper.

Example

Data Assumptions: Annual interest rate=10% (A2); Number of years in the loan=2
(A3); Amount of loan=2000 (A4).

E.g. PPMT([A2]/12, 1, [A3]*12, [A4]) - Payment on principle for the first month
of loan (-75.62).

NOTE. the interest rate is divided by 12 to get a monthly rate. The number of years
the money is paid out is multiplied by 12 to get the number of payments.

Description

Returns the present value of an investment. The present value is the total amount
that a series of future payments is worth now. For example, when you borrow money,
the loan amount is the present value to the lender. Rate is the interest rate per
period. For example, if you obtain a car loan at a 10% annual interest rate and make
monthly payments, your interest rate per month is 10%/12, or 0.83%. You would
enter 10%/12, or 0.83%, or 0.0083, into the formula as the rate. Nper is the total
number of payment periods in an annuity. For example, if you get a four-year car loan
and make monthly payments, your loan has 4*12 (or 48) periods. You would enter 48
into the formula for nper. Pmt is the payment made each period and cannot change
over the life of the annuity. Typically, pmt includes principal and interest, but no other
fees or taxes. For example, the monthly payments on a $10,000, four-year car loan
at 12 percent are $263.33. You would enter -263.33 into the formula as the pmt. If
pmt is omitted, you must include the fv argument. Fv is the future value, or a cash
balance you want to attain after the last payment is made. If fv is omitted, then it is
assumed to be 0 (the future value of a loan, for example, is 0). For example, if you
want to save $50,000 to pay for a special project in 18 years, then $50,000 is the
future value. You could then make a conservative guess at an interest rate and
determine how much you must save each month. If fv is omitted, then you must
include the pmt argument. Type is the number 0 or 1 and indicates when payments
are due.

Remark

Make sure that you are consistent about the units you use for specifying rate and
nper. If you make monthly payments on a four-year loan at 12 percent annual
interest, use 12%/12 for rate and 4*12 for nper. If you make annual payments on
the same loan, use 12% for rate and 4 for nper. In annuity functions, cash you pay
out, such as a deposit to savings, is represented by a negative number; cash you
receive, such as a dividend check, is represented by a positive number. For example,
a $1,000 deposit to the bank would be represented by the argument -1000 if you are
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Rate:

Sin:

Syd

the depositor and by the argument 1000 if you are the bank.

Example

Data Assumptions: Money paid out of an insurance annuity at the end of every
month=500 (A2); 8% is the interest rate earned on the money paid out (A3); 20 is
the number of years the money will be paid out (A4).

E.g. Pv([A3]/12, 12*[A4], [A2],, 0) - Present value of an annuity with the stated
terms (-59,777.15). The result is negative because it represents money that you
would pay in an outgoing cash flow. If you are asked to pay ($60,000) for the
annuity, you would determine this would not be a good investment because the
present value of the annuity (59,777.15) is less than what you are asked to pay.

NOTE. that the interest rate is divided by 12 to get a monthly rate. The years the
money is paid out is multiplied by 12 to get the humber of payments.

Description

Returns the interest rate per period of an annuity. RATE is calculated by iteration and
can have zero or more solutions. If the successive results of RATE do not converge to
within 0.0000001 after 20 iterations, RATE returns the #NUM! error value. For a
complete description of the arguments nper, pmt, pv, fv, and type, see PV. Nper is
the total number of payment periods in an annuity. Pmt is the payment made each
period and cannot change over the life of the annuity. Typically, pmt includes principal
and interest but no other fees or taxes. If pmt is omitted, you must include the fv
argument. Pv is the present value—the total amount that a series of future payments
is worth now. Fv is the future value, or a cash balance you want to attain after the
last payment is made. If fv is omitted, it is assumed to be 0 (the future value of a
loan, for example, is 0). Type is the number 0 or 1 and indicates when payments are
due.

Remark

Guess is your guess for what the rate will be. If you omit guess, it is assumed to be
10 percent. If RATE does not converge, try different values for guess. RATE usually
converges if guess is between 0 and 1. Make sure that you are consistent about the
units you use for specifying guess and nper. If you make monthly payments on a
four-year loan at 12 percent annual interest, use 12%/12 for guess and 4*12 for
nper. If you make annual payments on the same loan, use 12% for guess and 4 for
nper.

Example

Data Assumptions: Years of the loan=4 (A2); Monthly payment=-200 (A3); Amount
of the loan=8000 (A4).

E.g. Rate([A2]*12, [A3], [A4]) - Monthly rate of the loan with the stated terms
(1%).

NOTE. that the number of years of the loan is multiplied by 12 to get the number of
months.

Description

Returns the straight-line depreciation of an asset for one period.

Remark

Cost is the initial cost of the asset. Salvage is the value at the end of the
depreciation (sometimes called the salvage value of the asset). Life is the number of
periods over which the asset is depreciated (sometimes called the useful life of the
asset).

Example

Data Assumptions: Cost=30,000 (A2); Salvage value=7,500 (A3); Years of useful
life=10 (A4).
E.g. SIn([A2], [A3], [A4]) - The depreciation allowance for each year (2,250).
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Description

Returns the sum-of-years' digits depreciation of an asset for a specified period.

Remark
Cost is the initial cost of the asset. Salvage is the value at the end of the
depreciation (sometimes called the salvage value of the asset). Life is the number of
periods over which the asset is depreciated (sometimes called the useful life of the
asset). Per is the period and must use the same units as life.

Example

Data Assumptions: initial cost=30,000 (A2); Salvage value=7,500 (A3); Lifespan in
years=10 (A4).

E.g. Syd([A2], [A3], [A4], 1) - Yearly depreciation allowance for the first year
(4,090.91).

E.g. Syd([A2], [A3], [A4], 10) - Yearly depreciation allowance for the tenth year
(409.09).
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Database & Data Type Functions

DataRowCount:
Description
Returns the number of rows retrieved from the data source when executing the
report.
Example
Suppose report is run to retrieve basic information on 10 employees
E.g. DataRowCount() should return 10.
DBNull:
Description
Returns DBNULL.
IsBlank:
Description
Checks if a cell is empty.
Example
E.g. IsBlank([A1]) - returns TRUE if the cell [A1] is blank, FALSE otherwise.
IsError:
Description
Checks if a value is an error value.
Remark
Error values include (#N/A, #VALUE!, #REF!, #DIV/0!, #NUM!, #NAME?, or #NULL!).
Example
E.g. IsError([A1]) - returns TRUE if the cell [A1] contains an error value, FALSE
otherwise.
IsEven:
Description
Checks if a value is an even number.
Example
E.g. IsEven([A1]) - returns TRUE if the cell [A1] contains an even number, FALSE
otherwise.
IsLogical:
Description
Checks if a value is TRUE or FALSE.
Example
E.g. IsLogical([A1]) - returns TRUE if the cell [A1] contains TRUE/FALSE, FALSE
otherwise.
IsNonText:
Description
Checks if a value is not text.
Remark
Non Text values include dates, humbers, images and blank cells.
Example
E.g. IsNonText([A1]) - returns TRUE if the cell [A1] contains non text, FALSE
otherwise.
IsNoDataQualified:
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Description
Returns True if no data qualified for the report execution. Otherwise it returns false.
Example
Suppose report is run to retrieve basic information on 10 employees
E.g. IsNoDataQualified() returns false.
IsNull:
Description
Checks whether a value is null (Nothing in VB).
IsNumber:
Description
Checks if a value is a humber.
Remark
Does not convert text to numbers. Ex IsNumber(*™19") returns FALSE.
Example
E.g. IsNumber([A1]) - returns TRUE if the cell [A1] contains a number, FALSE
otherwise.
IsOdd:
Description
Checks if a value is odd.
Example
E.g. IsOdd([A1]) - returns TRUE if the cell [A1] contains an odd number, FALSE
otherwise.
IsText:
Description
Checks if a value is text.
Example
E.g. IsText([A1]) - returns TRUE if the cell [A1] contains text, FALSE otherwise.
Null:
Description
Returns a null value (Nothing in VB).
Type:
Description
Returns the type of value.
Remark
Returns 1 if the value is a number, 2 if it is text.
Example
E.g. Type("John Smit”) - returns 2.
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Arithmetic & Geometric Functions

+, - *I /
Description
Basic mathematical functions.
Abs:
Description
Returns the absolute value of a number.
Remark
Example
E.g. Abs(-23.1) - returns 23.1.
Acos:
Description
Returns the arccosine, or inverse cosine, of a number.
Remark
The input must be from -1 to 1.
The returned angle is given in radians in the range 0 (zero) to pi. If you want to
convert the result from radians to degrees, then multiply it by 180/PI() or use
the DEGREES function.
Example
E.g. Acos(-.231) - returns 1.80390168255052.
Acosh:
Description
Returns the inverse hyperbolic cosine of the given number.
Remark
The input must be a real number greater than or equal to 1.
Example
E.g. Acosh(10) - returns 2.993223.
Asin:
Description
Returns the arcsine of the given number in radians, in the range -Pi/2 to Pi/2.
Remark
The input is the sine of the angle you want and must be in the range from -1 to 1.
Example
E.g. Asin(-0.5) - returns 0.5236.
Asinh:
Description
Returns the inverse hyperbolic sine of a number.
Remark
The input can be any real humber.
NOTE. asinh(sinh(n)) returns n.
Example
E.g. Asinh(-2.5) - returns -1.64723.
Atan:
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Description
Returns the arctangent, inverse tangent of a number.
Remark
The input can be any real number.
Atan returns an angle given in radians in the range -Pi/2 to Pi/2.
Example
E.g. Atan(1) - returns 0.785398 (pi/4).
Atan2:
Description
Returns the angle from the x-axis to a line containing the origin (0, 0) and a point
with coordinates (x,y).
Remark
The input requires two values, the x and y coordinates.
NOTE. If both x,y are 0, then Atan2 will return the error #Div/0!
A negative result represents a clockwise angle.
Example
E.g. Atan2(1, 1) - returns 0.785398 (pi/4).
Atanh:
Description
Returns the inverse hyperbolic tangent of a number.
Remark
The input must be from -1 to 1.
NOTE. Atanh(tanh(n)) returns n.
Example
E.g. Atanh(.76159416) - returns 1 (approximately).
Ceiling:
Description
Returns the number rounded up, away from zero, to the nearest multiple of
significance.
Remark
The input requires two values, the number to be rounded and the multiple of
significance.
Regardless of the sign of number, a value is rounded up when adjusted away from
zero.
NOTE. If the argument is non-numeric, then Ceiling returns the error #VALUE!
Example
E.g. Ceiling(4.42,.05) - returns 4.45.
Cos:
Description
Returns the cosine, of an angle in radians.
Remark
The returned angle is given in radians in the range 0 (zero) to pi. If you want to
convert the result from radians to degrees, then multiply it by 180/PI() or use
the DEGREES function.
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Example
E.g. Cos(1.047) - returns 0.500171.
Cosh:
Description
Returns the hyperbolic cosine of a number.
Example
E.g. Cos(4) - returns 27.30823.
Even:
Description
Returns a number rounded up to the nearest even integer.
Remark
Regardless of the sign of nhumber, a value is rounded away from zero.
NOTE. If the number is non-numeric, then EVEN returns the error #VALUE!
Example
E.g. Even(1.5) - returns 2.
Exp:
Description
Returns e raised to the power of the input.
Remark
Exp is the inverse of Ln, the natural logarithm.
Example
E.g. Exp(1) - returns 2.718282 (the approximate value of e).
Fixed:
Description
Returns the first argument rounded to the number of decimal places specified in the
second argument.
Remark
Takes three input values:
1. The number you want to round.
2. The number of digits to the right of the decimal to include.
3. (Optional) TRUE/FALSE whether to omit commas. The default is FALSE (includes
commas as normal).
Example
E.g. Fixed(1234.5678, 2) - returns 1,234.56.
Floor:
Description
Rounds the number down, toward zero, to the nearest multiple of significance.
Remark
The input requires two values, the number to be rounded, and the multiple of
significance.
Regardless of the sign of number, a value is down toward zero.
NOTE. If the argument is non-numeric, then Floor returns the error #VALUE!
Example
E.g. Floor(2.6, .5) - returns 2.5.
Int:
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Ln:

Log:

Log10:

Mod:

odd:

Description
Rounds a number down to the nearest integer.
Remark
The input must be a real number.
Example
E.g. Int(2.6) - returns 2.
Description
Returns the natural logarithm of a number.
Remark
LN is the inverse of the EXP function.
Example
E.g. Ln(86) - returns 4.454347.
Description
Returns the logarithm of a number to the base you specify.
Remark
The first input is the number and the second is the base (if omitted base 10 used).
Example
E.g. Log(100) - returns 2.
Description
Returns the base 10 logarithm of a number.
Remark
Example
E.g. Log10(86) - returns 1.934498451.
Description
Returns the remainder after first argument is divided by the second argument.
Remark
The second argument must not be 0.
Example
E.g. Mod(27,5) - returns 2.
Description
Returns a number rounded up to the nearest odd integer.
Remark
The input must be a real number. Odd always rounds away from zero.
Example
E.g. Mod(1.5) - returns 3.
Description

Returns the number 3.14159265358979, the mathematical constant pi, accurate to
15 digits.
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Remark
Example
E.g. Pi() - returns 3.14159265358979.
Power:
Description
Returns the result of the first argument raised to the second argument.
Remark
The operator ~ may be used instead of this function.
Example
E.g. Power(5,2) - returns 25.
Product:
Description
Returns the product of the arguments.
Remark
The * symbol may be used in place of product.
Arguments must be numbers, cell references or text representations of numbers.
Example
E.g. Product(5,2) - returns 10. Also 5 * 2 - returns 10.
Quotient:
Description
Returns the integer portion of a division.
Remark
The / symbol may be used in place of product.
This function discards the remainder of the division.
Example
E.g. Quotient(5,2) - returns 2. Also 5/2 - returns 2.
Rand:
Description
Returns an evenly-distributed random number between 0 and 1 (inclusive).
Remark
To generate a random real number between a and b, use: RAND() *(b-a)+a.
Example
E.g. Rand() - returns a random number between 0 and 1.
Round:
Description
Returns a rounded number.
Remark
Takes one or two input:
The number to round.
2. The number of decimal places desired.
Example
E.g. Round(5.236, 2) - returns 5.24
RunningSum:
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Description
Returns a running total of the input field.
Remark
Takes one or two input:
The Data Field you want to sum.
2. OPTIONAL: A Data Field or Category. The running sum will reset to 0 whenever
there is a new value for this Data Field or Category.
NOTE. RunningSum should not be used with the AutoSum feature.
Example
E.g.
1. RunningSum({Employees.Salary}) - returns running total of all the employee’s
salary.
2. RunningSum({Employees.Salary}, {Employees.Region}) - returns a running
total of employee’s salary for each region.
3. RunningSum({Employees.Salary}, {Company}) - returns a running total of
employee’s salary for each Company.
Sin:
Description
Returns the sine of the given angle.
Remark
The returned angle is given in radians in the range 0 (zero) to pi. If you want to
convert the result from radians to degrees, then multiply it by 180/PI() or use
the DEGREES function.
Example
E.g. Sin(1.047) - returns .0865926611287823.
Sinh:
Description
Returns the hyperbolic sine of a number.
Remark
Example
E.g. Sinh(4) - returns 27.1899171971278.
Sqrt:
Description
Returns the positive square root of the argument.
Remark
If the input is negative Sqrt returns the error #NUM!.
Example
E.g. Sqrt(25) - returns 5.
Tan:
Description
Returns the tangent of the given angle.
Remark
The returned angle is given in radians in the range 0 (zero) to pi. If you want to
convert the result from radians to degrees, then multiply it by 180/PI() or use
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the DEGREES function.
Example
E.g. Tan(.785) - returns .99920.
Tanh:
Description
Returns the hyperbolic tangent of a number.
Remark
Example
E.g. Tanh(-2) - returns .96403.
Truncate:
Description
Truncates a number to an integer by removing the fractional part of the number.
Remark
INT and TRUNC are different only when using negative numbers: TRUNC (-4.3)
returns -4, but INT (-4.3) returns -5 because -5 is the lower number.
Example
E.g. Truncate(9.9) - returns 9.
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String Functions

Concatenate:
Description
Joins several text strings into one text string.
Remark
The "&" operator can be used instead of CONCATENATE to join text items.
Example
E.g. Concatenate("This *, “is *, “one string!” ) - returns This is one string!
Left:
Description
Returns the first character(s) of a text string.
Remark
The first argument is the string you want to display. The second argument is number
of characters you want.
Example
E.g. Left(“example”, 2 ) - returns E.g.
Len:
Description
Returns the number of characters in a text string.
Example
E.g. Len(Mexample” ) - returns 7.
Lower:
Description
Converts all uppercase letters in a text string to lowercase.
Example
E.g. Lower("EXAMPLE"” ) - returns example.
Mid:
Description
Returns a specific number of characters from a text string starting where you specify.
Remark
Mid takes three input arguments:
1. The text string.
2. The place you want to start.
3. The number of characters you want to display.
Example
E.g. Mid(Mexample” , 2, 3) - returns xam.
NewLine:
Description
Begins a new line of text.
Replace:
Description
Replaces part of a text string.
Remark
Replace takes four input arguments:
1. The text string to partially replaced.
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2. The place you want to start replacing.
3. The number of characters to replace.
3. The string you want to substitute.

Example
E.g. Replace("example”, 2, 3, "*") - returns e*ple.
Right:
Description
Returns the last characters in a text string.
Remark
The first argument is the string you want to display. The second argument is number
of characters you want.
Example
E.g. Right("example", 2) - returns le.
Trim:
Description
Removes all spaces from text except for single spaces between words.
Example
E.g. Trim("This sentence has weird spacing.", 2) - returns This
sentence has weird spacing.
Upper:
Description
Converts text to uppercase.
Example
E.g. Upper("example") - returns EXAMPLE.
Value:
Description
Converts a text string that represents a number to a number.
Example
E.g. Value("$1,000") - returns 1000.
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Formatting Functions

Bold:
Description
Applies the bold formatting to the input.
Remark
Can be used to bold part but not all of the text in a cell.
An entire cell can be made bold using the bold button in the toolbar or ctrl + B.
Example
E.g. ='The second half of ‘& bold(‘this sentence is bold.”) - returns ‘The second
half of this sentence is bold.’
Italic:
Description
Applies the italic formatting to the input.
Remark
Can be used to italic part but not all of the text in a cell.
An entire cell can be italicized using the italic button in the toolbar or ctrl + I.
Example
E.g. = 'The second half of ‘&italic (‘this sentence is italic.”) - returns ‘The
second half of this sentence is bold.’
Underline:
Description
Applies the underline formatting to the input.
Remark
Can be used to underline part but not all of the text in a cell.
An entire cell can be underlined using the underline button in the toolbar or ctrl + U.
Example
E.g. = 'The second half of ‘&underline (‘this sentence is underlined.”) -
returns ‘The second half of this sentence is underlined.’
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Other Functions

CellValue:
Description
Returns the value of the current cell.
Remark
This function is only used in Conditional Formatting.
Example
Suppose a cell of a report displays the price of products.
E.g. CellValue()> 150 returns True if the price of the product is greater than 150.
FilterValue:
Description
Returns the current value of a filter.
Remark
Takes three arguments.
1. The index of the filter.
2. The sub-index used for filters that contain multiple values (i.e. between or one of).
3. (Optional) a true/false indicator if the value should be formatted following the
user’s culture settings. This is used for numbers and dates.
If there are no filters the function will return an Index out of Range message.
Indexes begin with 1.
Example
Suppose the filter summary is “Order Detail.UnitPrice > '3.6' and
Products.ProductName is one of (‘Boston Crab Meat', "Tofu')”.
E.g. FilterValue(2,2) returns Tofu.
Hyperlink:
Description
Creates a hyperlink to an external website.
Remark
Takes two arguments.
1. The URL of the website.
2. (Optional) the text to display in the cell.
If display text is omitted, the URL will display.
NOTE. If PDF exports open in a tab within this application, then clicking the hyperlink
may direct a user to leave the application.
Example
E.g. Hyperlink(*‘www.fakeWebSite.com’, ‘click here’) returns a hyperlink that
displays the text ‘click here’ . Clicking this text will open
http://www.fakeWebSite.com.
LoadImage:
Description
Loads a server side image based on the input path into the cell.
Remark
Can be used to load an image dynamically in place of the insert image feature. The
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path to the image must be in quotation marks. The entire path of the image is not
required if your administrator has set a 'LoadImage’' Prefix.

Example
E.g. LoadImage("c:/StaryNight.JPG") will return

StripHtmITags:
Description

Removes any HTML tags from the input string.

Remark
The input must be a string in between quotation marks.

Example
E.g. StripHtmITags("<h1>This is heading 1</h1>") - returns This is heading 1.
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Other

User Preferences

If given permission by your administrator, thg User Preferences button will appear in the top right
corner. Click the User Preferences button (%) to open the User Preferences menu.

4>

[ Dashboard

| User Preferences I

3 | Arial -
e x| Bl 71[U]A % 20

t-

"

Toolbox

9977 (i ” Number of Orders Per Company

Data Fields

Search...

> Adventureworks

> Categories

> CustomerCustomerDemo
> CustomerDemographics
> Customers

> Employees

@

> EmployeeTerritories
> Exago University

> OrderDetails o / %
> Orders Z | )
> Products ) G
> Region
> Shippers |\ P
> Suppliers ’
> Territories 4 4 ’ \
> Zendesk &f \ y TR 550 SO
y 1\ A ; 3 A/ ’41\\ )7
Select Company:
° C ! C 2 C 3 C 4

~

Item 1 Item 9
Products
Orders
ProductName UnitPrice Quantity UnitPrice ProductName UnitPrice Units on Order Units in stock
o e e e
Order #:10267 = 9
Schoggi Schokolade $43.90 25 $1,097.50 2 | Chang [s15.20 40 17
Chartreuse verte ~ 518.00 6 5108.00 | [519.00
Droned Frakineel - o 15 $195.00 Condi
OriibeSate 3 Aniseed $10.00 70 13
0312912016 46 $1,400.50 S S
4 m"‘“‘“ Caiun | 522 00 (] 53

Startup Reports

In the User Preferences menu, set your preferences such as which reports should run at startup and/or
what User Reports should be applied.

e To execute a report on startup, either drag and drop it to the ‘Report Name’ panel, use the
= addbutton, or double-click it.

e To disable a user report, click the delete button (*).
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User Preferences

Startup Reports  User Reporis
Reports assigned as a startup report are run whenever the application is entered.
Report Name
» & Customer Reports
» Order Details 2016

» Report Examples
» Sales Reports

&= add

& OK X Cancel

Context Sensitive Help

*

Context sensitive help is available at any point in the application. Click the help button (9), and
documentation will appear in a new tab. The guide will automatically open to the section that reflects

the feature you are using.

[F Dashboard
= & | arial | FEE .
- 22 . I Gasm s =E== ® Context Sensitive Help

0|
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