
Users will frequently need to paginate their Business Warehouse reports 
according to values in a particular field. For example, you might want to paginate a 
Labor History report by Funds Center. 
These page breaks cannot be set directly from within a BW web template. To do 
this pagination, download the file to Microsoft Excel. 
 
Please note: in order to use the following technique, your downloaded file must 
have text values on all lines. for the field which is to be the basis of your 
pagination. For example, if you want to paginate by Funds center, your file should 
look like this: 
 

 
 
If the Funds Center field has the text value only on the first line for which it occurs, 
as in the following example, the following pagination technique will not work. 
 



 
 
For instructions on how to download a file to display repeated text, please see 
instructions posted on the UC Flex website. 
 
The first step in this process is to make sure that your file is sorted in the proper 
order for the way that you want to paginate it. In a BW report, the primary sort is 
always on the first column of your report. If you wish to keep the column order, but 
have the primary sort be on a different column, you can do this in Excel. 
 
Click on any cell within your Table Range. From the Excel menu at the top of the 
page, select, /Data/Sort 
 

 
 



You will get a popup menu which allows you to specify three sort fields in order. In 
this example you would select the Funds Center column as your first sort. 
 

 
 
Press the “OK” button, and the file will be sorted as specified. 
 
The next step is to set the pagination. This is done from within the Subtotals 
functionality. First, click on any cell within the table range. Then, from the Excel 
menu at the top of the screen, select /Data/Subtotals 
 

 
 
You will get a popup dialog box which asks you to specify the field for which you 
want subtotals. Included in this dialog is the option “Page break between groups”. 
If you check this box, Excel will automatically insert a page break when it creates 
a subtotal for each Funds Center. Note that you can use other functions besides 



Sum. You may also use Count, Max, Min, Average, and other functions for each 
group. 
 

. 
 
Press the “OK” button. You will now see dotted lines within your table, showing 
where the page breaks have been inserted. If you look at your file in Print preview, 
you will see that it is printing with these page breaks. 
 



 


