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BW How to Format Web Report
Navigation Block

To display additional columns that can be added to your BW web report, expand the Navigation Block  [image: image9.png]nivarsiyof Cincinnsts
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To add a column to the report, Drilldown in the Rows [image: image2.png]


. To remove a column, Remove Drilldown [image: image3.png]
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To further restrict the data displayed in the report, Select Filter Value [image: image4.png]
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To remove a Filter Value, click [image: image5.png]
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To see what Key Figures are available, click Key Figures Filter Value [image: image6.png]
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To see how the data was originally selected, expand the Variables Entered block [image: image7.png]
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Report Table
To rearrange fields added from the Navigation block, right click a column heading, chose Swap With …
To see what additional “attribute” columns can be displayed/linked with an existing column, right click the column heading, then chose Properties.  (e.g. Employee Property Attributes include an employee’s date of birth, job, and work phone number. Position Property Attributes include Chief Position and Staff Position flags.)

To display both the key and text of a particular field, right click the column heading, Properties then change the Display options to Key, Key and Text, Text only, etc.
The Primary sort key for a web report is the left-most column. To sort within that group (e.g. Employees within the Org Unit), right click the heading, choose Sort .. then chose Ascending / Descending. To do multiple sorts in a report based on a particular column and its attributes, right click the column heading, then chose Properties. Click to Show the following Attributes and change the sort order, indicate whether key or key and text should be displayed.  

To make your BW web template behave like an Excel pivot table, right click on a column heading, then Swap Axes.
To format key figures (e.g. number of decimal places, scaling factors, totals/results on or off,) as displayed in white columns, right click the key figure column heading, chose Properties, and make your selections.
To format (e.g. suppress zeros, placement of Results etc) selections that affect the entire report, right click any column heading, then select Query Properties. 
To restore the report format if you did not get the desired results, right click any column heading, select Back or Back to Start.
To save your new report layout (or layout with data displayed), click a column heading, select Bookmark or Bookmark with Data, (note that the URL of the web report changes when you Bookmark). Copy the new URL by highlighting it then Ctrl+C for Copy.  Switch to your UCFLEX BW System User Menu, Favorites->Add other objects->Web address or file->type some descriptive text, and Ctrl+V to paste the URL in the text box Web address or file, Enter to save. 

To download to MS Excel for further formatting and print, right click a column heading, select Export As…MS Excel 2000. 
























