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SEARCH FOR INFO IN THIS DOCUMENT  

To quickly find information in this document on a particular subject, you can use the FIND feature of 
Adobe Reader and search for a key word. 
 

 Click  on the tool bar.  
 

 Click  in the dropdown list that displays. 
      (Short-cut key alternative: hold down the <Ctrl> key & press the “F” (for “Find”) key).  
 

      The  window will be displayed.  
 

 Type the search text (‘fold’ in this example) in the window.   
 

 To search for the previous occurrence, click  button. 
 

 To search for the next occurrence, click . 
 

      The occurrence of the text will be found & highlighted in blue. 
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LOG INTO THE DATA WAREHOUSE  

 

 Access LaGov using the Launch LaGov Portal desktop icon. 
        

The Log On screen will be displayed. 
 

 
 

   Enter your Personnel id. and password (your LEO password & i.d.). 
 

 Click  or press . 
 

 
 

 

Be aware that while you are signed on to LaGov ERP, your personal 
and financial information are accessible through LEO.  

When you are logged on, do not leave your PC unlocked.  
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  You may also log in to the Data Warehouse via  website:  http://louisiana.gov/ 

However, other LaGov systems (ECC – Financial, SRM – Purchasing) may not be fully functional when 
you sign on this way.  
 

 Log onto http://louisiana.gov/.  
 

 Scroll to the bottom and click on    

 
 

 Click on   
 

 Enter your Personnel id. and password (your LEO password & id.). 
 

 Click  or press . 
 
  

http://louisiana.gov/
http://louisiana.gov/
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OVERVIEW OF DATA WAREHOUSE  

 
We highly recommend that you take a few minutes to READ the LaGov Announcement Page, 
as it may contain critical information regarding the system’s function. 
 

Click on the  tab to open the Data Warehouse portal. 
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 Data Warehouse Announcements 

 

We highly recommend that you take a few minutes to READ the Data Warehouse Announcement 

Page.  It contains beneficial information, such as: 

 system downtime 

 newly created reports 

 links to new HELP information 

 reminders of reports available to help with fiscal year end tasks 

 
Not only will reading the Data Warehouse Announcements save you time and frustration, you 

may pick up a useful tip or two along the way !  
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 Navigating the Data Warehouse 

 Portal Tabs 

The Data Warehouse portal tabs outlined in red provide access to reports created by the 
Business Intelligence Team (a.k.a the Data Warehouse Team) for the LaGov modules  
ECC (Financial) and SRM (Logistics/Purchasing), and for agencies with unique data and 
reporting needs. 
 

 
 

The security assigned to your positon number determines what portal tabs will display.  

For instance if you are not in a Control Agency postion, you will not see that tab. 

 

Clicking on the tabs will display a Detailed Navigation panel so folders,subfolders and reports maybe 

accessed.  

 
 

Tab Name 

 

 

Accesses Custom Reports Created by 

the BI Team for… 

 

Description 

 

 

 

ECC Module 

– Enterprise Central Components 

 

 
 

 

The LaGov Finance System 

(AFS in the Legacy ISIS 

System) 

 

 

 

 

 
 

Reports that are date driven will 

have historical versions in the  

 folder. 
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Tab Name 

 

 

Accesses Custom Reports Created by 

the BI Team for… 

 

Description 

 

 
 

 

SRM Module 

– Supplier Relationship Mgt 

 

 
 

 

The LaGov Purchasing System 

  

 

 

 

 

 

 

 

 

Reports that are date driven will 

have historical versions in the  

 folder. 

 

 

 
 

 

 
 

 

 

These folders have custom 

reports for LaGov agencies and 

departments with unique 

reporting needs that the reports 

under the Finance & Logistics 

tabs do not meet. 
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Tab Name 

 

 

Accesses Custom Reports Created by the 

BI Team and by Users. 

 

Description 

 

 
 

This tab is for viewing, 

editing and creating 

Agency reports under 

.   

 

Folders that correspond to 

the tabs on the DW page 

are located here as well 

and contain the reports 

avaibale in the Portal.   

 

Click  to 

access personal folders 

like “My Favorites” & your 

BI Inbox. 
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Detailed Navigation Panel 
 

 

 

 Directory of Reports 
 

Right-pointing triangle 
  = Reports hidden 
 

 
 

    No triangle = no reports  
    or sub-folders that folder. 

Down-pointing triangle 
    = Reports displayed 
 

 

Reports with asterisks * 
are Crystal Reports 
 

 
  
 All other reports are Webi 
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NAVIGATING A WEBI REPORT * 

 Components of a Webi Report * 

 

Side Panel & Icons 
Close Side 
Panel  Report Window 

In READING mode 

       Report Tabs       Page & Zoom Tools
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 Reading and Design Modes * 

 The Reading and Design Mode icons are located 
in the upper right corner of the Webi toolbar. 
 

 READING Mode is a “view only” mode. 
 

 DESIGN Mode allows the user more functionality  
 

 

 

 

 Side Panel and Icons * 

 
 

If you open the report, and the side panel is not 

displayed …click on one of the Side Panel icons. 

 

The 3rd icon is the Input Controls. 

 

 

 

 

 

 

To Open/Close the side panel is a toggle function. 

  

Click on one of the icons to OPEN the panel.  

Click on the double arrow to CLOSE the panel. 
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Resize the side panel (and/or 
any report column) by hovering 
over the edge of the panel or 
column until the cursor turns into 
a double-headed arrow, 
(cursor). 
 

 
 
Click & drag the arrow right to 
increase or left to decrease 
column width. 

 

 

 

 

 

 Side Panel Icons in Reading Mode * 

 
Located to the left of the side panel: 

 

Document Summary 

 

Navigation Map 

 

Input Controls 

 

User Prompt Input 

 

 
 
 
 
 
 

 
  
 

See the Appendix for details on the toolbar and report panel icons in these toolbars.   
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 Report Window  

 
Webi’s Report Window contains the following components: 

 

 Report header 
 
 

 Column headers  
 

 
 Report body 

 
 

 
 Report footer  

 
 

 
 

 Report Toolbars * 

There is only one Webi toolbar in Reading Mode (view only mode). 

 

See the Appendix for details on the functions of the icons in these toolbars.   
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 Webi Report’s ZOOM Tools * 

There are (2) ways to change ZOOM (viewing) levels 

 The Webi Report ZOOM Tool and the Browser ZOOM Tool 

 

           
 

The Report’s ZOOM Tool is located at the  

bottom right of the report next to the Page Tool. 

 
 Click on the drop down menu’s arrow for  

pre-selected zoom sizes. 

 

 The Report ZOOM Tool zooms report body only 

- not the report’s toolbars 

- not the browser’s elements 

 
 

 

You can also use the browser zoom feature to increase or decrease the display size.  

This feature zooms both the report body and the browser elements. 

 

To use the browser zoom feature, hold down the CTRL key, and use the scroll wheel on the  mouse to 

increase or decrease the zoom effect.  

 

Scroll forward to enlarge the image. Scroll backward from the screen to reduce the image.  
 

 
 

The Windows magnifier tool  is no longer supported.  
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 Open / Close a Webi Report in the Portal * 
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 Pinning a Tab for future viewing   

A document or instance that is frequently viewed in the  may be pinned to a 
tab. 
 
Before you can pin a tab, BI launch pad preferences must be updated to enable tabbed 
document viewing. In General Preferences, under Set document viewing location, choose to 
open documents on a new browser tab instead of a new browser window. 
 

 
 

 

 
  



 

LaGov ERP 
Data Warehouse  

Webi Reports 

BO 4.2.  Navigation Guide 

 

Revision: 10/20/2022  Page 19 / 54 

 

Now when a report tab is opened in , the push pin icon  will be available.  
Click it to make the document automatically appear as a tab the next time you log on through 

. 
 

 
 

When a document is pinned, the push pin icon will be green & point downward .   
 

Click the ‘Open in a new window’ icon  to view the document. 
 

 
 
 

Click the push pin icon  to unpin the document. The icon will then be blue & point left . 
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 Report in WIDE View 
 

To get the widest view of a report, close the Side Panel. 
 

Click the left pointing double arrowhead icon to do this.  
 

Clicking on any of the Side Icons will reopen the Side Panel. 
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 Open / Close Side Panel 

 

 

CLOSE the report panel by 

clicking the double arrow.  

 

 

Open and Close the side panel 

is a toggle function. Click on 

one of the icons to OPEN the 

panel.  

Click on the double arrow to 

CLOSE the panel. 

 

 
 

  

Once the Side Panels is closed, more of the report is displayed. 
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To display the entire WIDTH of the report after 

closing the Side Panel …. 

 
Click on the arrow of the ZOOM Tool at the bottom of 

the report and select Page Width 

  
 

       
 

 Page through a Webi report 

Page through the report using the  

Page Navigation tool located in the  

lower toolbar, next to the Zoom tool. 
 

 
 
 

Use the page navigation arrows to:  

- move to the first page of the report  

- move back one page 

- move to a specific page in the report 

- move forward one page 

- move to the last page of the report 

 
first 

page 
back 
one 

Type number 
and hit the  
Enter key. 

forward 
one 

last 
page 
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INPUT CONTROLS 

 Overview 

 
Side Panel 

& Icons 
 

                 Report Window 

 
         Report Tabs 

 

  

 

 

The Input Control icon is located 3rd from the top in the Side Panel icons. 

 

Input Controls act as report filters that narrow the data displayed in a report. 
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 Navigate the Input Control Panel 

 Scroll Bars 

 

 

Some Input Controls have their own scroll bar 
 
When the Input Controls exceed the amount of 
display space in the side panel, it will have its 
own scroll bar as well.  
 
 
 
 
 

 
 
 

Use the scroll wheel on the mouse,  

or the  

scroll bar on the Input Control  

to scroll up and down through the  
entire list of Input Control values 

 
 

        
 
 

 

 

 

 

 

 

 

 

 

 

 Resize the Side Panel 

 

 

 

 

 

 

 

 

 

 

 

scroll  
wheel 

scroll bar 
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Mouse anywhere over the 

panel’s border  to display the 

floating cursor.  

  

   

 

 
 

To expand the side panel,  

drag the floating cursor right. 

 
  

  
 

 

 

 

To reduce the side panel, 

drag the cursor  left.  

 

 
  

 

the Input Control descriptions 

may not fully display  
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Input Control Types 

 Input Control Type – Checkbox 

To display ALL DATA in a report,  
check the ‘Select (All)’ checkbox. 
 
 
 
 
 
 
 

 
 

 
Uncheck ‘Select (All)’.  
 
No data will display in the report. 
 
To display specific data,  
check one or more values  
in the Input Control. 
 

As you check each value, if there is 
no OK bar, the data displays in the 
report. If there is an OK bar, it must 
be clicked to filter/display the data. 

 
 

 Input Control Type – List Box 

 

 

To display ALL DATA in a report,  

highlight All values. 

 
 
 
 
 
 
To display specific data, the user must  
select one or more values and click OK. 
 
The report will display data for those  
specific values only. 
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 Input Control Type – Entry Field 

 

When a report opens and the Entry Field in the 

Input Control contains a value, it means that the 

report is probably HUGE, with hundreds of 

pages.   

 

This is true of the HB2 Capital Budget report. 

 

The report is run wide open, for all data, but is 

“filtered” for one project number to reduce the 

number of pages in the report. 

 

In the example to the right, this report was 

filtered for project – H.000700. 

 

 

To display ALL DATA in a report, the user must 

delete the data in the Entry Field  

and click OK.  In this example, all projects will 

display.  

 
Be careful not to PRINT all those pages  

 

 

To use an Entry Field input control, the user 

must type the value exactly as shown in the 

example text (Ex: xxxx) and click OK.  

 
This example is from the Shopping Cart Items 
Awaiting Approver report. 
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FILTER A WEBI REPORT 

 

 Filter using Input Controls in “Reading Mode” 

With the Webi report in Reading Mode, the easiest way to filter is by using the Input Controls. 

 
1. Open an HB1: Budget vs Actual report 

   Finance > Budget Reports 

   HB1: Budget vs Actual by AGY >AP> CI>FC 

 

2. Notice that this report opens with NO data displayed 

even though ALL of the Appropriated Programs are selected. 

 

This is because there is NO agency selected: 

 Select All 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

3. Click  Select All in the Agency input control. 

 

Notice that this report is now populated with data for all of the agencies 

listed. 

 

4. Scroll through the remainder of the input controls on this report.  Notice 

that all values have been selected in the remainder of the input controls. 

 
 

5. Also notice that for each Agency, ALL of the CI Categories are currently 

displayed on this report. 
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6. Let’s filter for “only” CI Category 540 – Total Supplies 

Uncheck  Select All in the CI Category input control.  

 

7. Scroll down through the CI Category input control until you see the value 

540 – Total Supplies 

 

 

8. Select  540 – Total Supplies 

(Please note that multiple values can be selected.) 

 

9. Now page through the report and notice that for ALL of the agencies, 

 CI Category 540 – Total Supplies is the only  

CI Category that displays. 

 

 
 



 

LaGov ERP 
Data Warehouse  

Webi Reports 

BO 4.2.  Navigation Guide 

 

Revision: 10/20/2022  Page 30 / 54 

 Filter a column of data in “Design Mode” 

 
1. Open an HB1: Budget vs Actual report 

   Finance > Funds Management > Budget Reports 

   HB1: Budget vs Actual by AGY >AP> CAT >FC 

 

 

2.   
3. Click on Design mode icon on upper right of the 

Webi toolbar. 

 
 

4. The report open with no data displaying. 

 

Click  Select (All) in the Agency input control. 

 

The report is now populated with data. 

 

 

 

 

 

5. Right-click inside the CI CATG column of data in 

the report.  (Do not click on the header cell.) .   

 

 

 

6. Select a cell that populates the Formula (fx) 

toolbar, at the top of the report, with the technical 

name of the object.  This will ensure that you are 

filtering on the correct object. 

 

 

 

 

 

 

7. When you right-click on a data filled cell, a menu 

pops up.  Scroll down, and slide your cursor over 

Filter, the Add Filter option appears. 

 

8. Click on Add Filter. 
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9.  A Filter dialog box opens. 

 

Note the name of the column selected: L01 COMM. ITEM CATEGORY Key 

Click the Operator’s drop down arrow to display the list of operators. 

The operator In List has already defaulted. 

 

 

Object in data 

cell 

 

List of formula 

operators 

 

In List 

selected by 

default 

 
 
10. The left pane contains the list 

of values. 

 

11. Hold the CTRL key and click 

several of the values: 

512…520…540…560 

 

 

 
 

 
 

12. Click the right arrow to move 

the selected values to the right 

panel of the Filter box. 

 

 
 

 

13. Click OK to confirm your filter selections. 

 

14. Page through the report and note that it now displays only those CI Categories selected for each of 

the agencies displayed. 
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 Edit a filter in “Design Mode” 

 
1. Make certain you are still in 

Design mode. 
 

2. To edit an existing filter, right-

click again inside a data cell 

under the CI CATG column 

heading. 

(Do not click on the header 

cell.) 

 

 
 

3. When the menu pops up,  

select 

Filter > Edit Filter. 

The Report Filter box opens. 

 

 
 

4. Hold the CTRL key and select 

values 512 and 540 in the right 

pane.  

 

5. Remove these values from the 

selection box by clicking on the 

left arrow. 

 

6. Click OK to confirm your 

selection. 

 

 

7. Review the report and note that CI CATG 512 and 540 no longer display in the report 

since they have been removed from the filter. 
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 Remove a filter in “Design Mode” 

  

1. Make certain you are still in Design mode. 

 
 

2. To remove this filter and restore all of the CI 

Categories to this report … 

 

3. Right-click again inside a CI CATG data cell. 

(Do not click on the header cell.) 

 
 

4. Select Filter > Remove Filter 

 

5. This action removes (clears) the filter 

and restores all of the values to the 

report. 
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OUTLINE VIEW:  FOLD-UNFOLD REPORT DATA * 

Fold-Unfold is a toggle function used to expand and collapse data in the report body.  

1. Unfold  =>  to display more detailed data in the report body 

2.  Fold   =>  to hide the details and display summarized data in the report body 

The Fold-Unfold function is available in both  and  modes, but the  

 Show Outline icon  must be active/highlighted.       

 

 
 

 
 

 

 
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 Click on Logistics tab. 

 Click on eProcurment folder. 

 Select the PO Overview ECC report.  

 Close the Detailed Navigation Panel. 

 Notice the report opens with no data displayed … this can be a very large report. 

 Go to the Plant input control and select 109A – Coastal Protection. 

 This PO report opens with all data fully expanded. 
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Click on any cell in the report body  (not the header). 

The Outline View: Fold-Unfold toolbar opens on left side of the report, gray columns with  

small triangles. (If the gray columns do not display, click again on the Outline icon.) 
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The Fold-Unfold toolbar is controlled by the numbered 

boxes at the bottom of the gray column. 

 

The numbers correspond to the data elements (objects) 

that expand and collapse.  

 

  
 

 

 

 

 

 

 

Scrolling the cursor over a number indicates with data 

element is referenced. 

 

 
Clicking the numbers in sequence is the most 
fool-proof way to Fold-Unfold the data. 

 

         

.  
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1. A downward triangle 

indicates the data for that 

column is unfolded. 

 

2. In this report, 

all the data is unfolded. 

 

3. All arrows are pointed 

downward.  

 

4. Click on # 5. 

 

5. Click on #4.  The data on 

this report.is being folded 

up.  

 

6. See the image below. 

 
7. Right-pointing triangles 

indicate that data has been 

collapsed. 

 

8. This data has been folded 

on Level 4 – up to the 

Purchase Order number 

level. 

 

 

9. All the Data is summarized 

at this level. 

 

10. Line Item No and 

Accounting Line No are 

folded up (collapsed). 

11.  
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PRINT A WEBI REPORT TO PDF 

Webi converts reports to  Adobe PDF format to print them.  Below is an example. 

1. Open Finance tab. In the Detailed Navigation Pane, open the  > Accounts Payable folder> open the  

Aged Outstanding Checks report. 

 

2. Check to be sure you are in Reading mode.  

 

This report contains data on all agencies,  

and can be very large, so you may want to 

select only your Business Area in the  

input controls. 

 

3. Uncheck  Select (All) and select  

 270 – DEPT TRANSPTN & DEV ADMN 

 

4. We strongly discourage using the Print icon, as 

it will print the entire document (ALL report 

tabs), not just the report tab you are viewing 

(unless you specify a range of pages). 

 

5. Click on the Export icon. 

If you leave the default setting the entire Webi 

document will be exported and printed (all 

report tabs). 

6. Confirm that File Types is set to PDF.  

 

7. So that only the report tab you have open  

will be exported and printed, select the  

Current Report option. 
 

8. Click  .  

 

 
 

 
 

 
     

 
  

 If this is the first time you attempt to print to PDF, you may receive pop-up blocker 

message at the top of your window. 

 Click on the pop-up blocker to clear it. 

 This will kick you all the way out of the report. You must work your way back to 

the report. 

 Repeat the steps above beginning with #1. 

 This should occur only the first time you attempt to print a report. 
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9. The File Download box displays and asks:  Do 

you want to open or save this file? 
 

NOTE: The pop-up’s appearance may vary with 

different Web browsers. 

 

10. Click Open to view the report in PDF. 

Your pop-up may look like this… 

 
 

                                                              … or your pop-up may look like this… 

 

11. The report opens in Adobe PDF format. 

 

 
12. Click the Print icon in the upper left  

and select your Print options. 

 
 

13. Under Page Sizing & Handling section,  

make certain you select:  

  Choose paper source by PDF page size 

    

This will automatically select Letter or Legal paper 

according to the page size selected for the report. 

 
 

 

14. Click OK to print the report 

12.   
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SAVE A WEBI REPORT  

Webi reports can be saved in PDF format to a local drive. 

Follow the steps above for printing a Webi report. 

 

When the dialog box opens, select SAVE 

and choose the directory in which to 

store your report.  
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DOWNLOAD A WEBI REPORT TO EXCEL 

Webi reports can be converted to spreadsheet format to print them.  Below is an example. 

 

1. Click on the Finance tab > Accounts Payable folder.  

Open the Aged Outstanding Check report. 

 

2. Look at your report tabs.  Do you have a report tab titled:  RAW DATA ? 

 
Raw Data report tabs are created for purpose of downloading report data  

to a spreadsheet format. 

 

3. Click on the Raw Data report tab. 

 

4. Use the Input Controls to filter the data you want to include. 

 

5. Click on the Export icon. 

If you leave the default settings the entire 

Webi document will be exported and 

printed (all report tabs). 
 

6. Click on the check mark in the selection 

box for “Select All”, to de-select it 

 

 

 

7. Click in the empty check box of the Raw 

Data tab. (Use the vertical scroll bar to 

navigate down to it) 

 

8. In the File Type selection box, click the 

 icon and select Excel (.xlsx) from the 

drop-down menu of options.  

 

9. Click . 

 

 

10. Select OPEN. 

The report will open in Excel. 
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11. The excel spreadsheet opens and includes all report data from that report tab. 

 
 

12. The spreadhseet can now be manipulated and saved as needed. 

 

NOTE:  It’s important to remember that the data in this spreadsheet is only as current  

as the date and time it was exported. You may want to include the date in the tile.  
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VIEW PREVIOUS VERSIONS OF A REPORT 

“Instances” or copies of some Financial and Budget reports are kept in a History file for 45 
days. This allows users to refer back to a previous copy of a report “within” the 30-day period. 
 
Previous instances of reports are stored in InfoView. 
 
The Launchpad (InfoView) tab is located all the way to the right.  Click on it.  
 

 
 

All agency reports are located in Public Folders.   

The Launchpad’s directory structure replicates the directory structure in the portal. 

 

To view a previous instance of a report, drill down the directory folders until your report is reached. 

Click the + sign to open the various levels of 

reports in the InfoView Directory. 

 
+   Public Folders 

   +  LaGov Reports 

      +  Finance 

          +  Funds Management 

               +  Budget Reports 
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 Right-click on the report title  

of the report you want to 

view. 

 

 
 

 Click on History in the drop down menu.  

  

  

  

  

  

 LaGov is maintaining a History  

of 40 days on this Budget Report so users can 

access previous reports for a prior month. 

  

 
 

  

 

 

 

 Instance Time =  

Version Date & Time 

 

  

 Click on the DATE link of the version 

you want to view 

 
  

 
 

  

 Note the Page Navigation tool at the right of the 

toolbar.  The window only displays 10 report instances 

at a time.   

 

 You must page throught the windows if you want to see 

the earliest report instances maintained. 

  

  
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SEND A REPORT TO ANOTHER USER 

 Select the report you want to 

send by highlighting it.  

Hint:  Click on the report title and not the date 

 

 Click the Send To arrow at the  

top of the InfoView toolbar and  

select Business Objects Inbox. 

 

 The Send To window opens. 

 

 
 
 
 After a second, the  

Use default settings option 

appears. 

 

 Uncheck this option to 

display further options. 

Scroll down to see  

remainder of the screen. 

 

 
 
 You must know a user’s Personnel 

Number (PID) in order to send them 

a report. 

 

 Type the user’s P-number into the 

Search Title field and click Search ( 

magnifying glass). 

 

You can type a partial string of 

numbers and still get results. 

 

 

 

 

 
 Typing “175757” returns:  

 

 

 LaGov User IDs begin with: 

PB1~300/P_ _ _ _ _ _ _ _ 

(production id)  



 

LaGov ERP 
Data Warehouse  

Webi Reports 

BO 4.2.  Navigation Guide 

 

Revision: 10/20/2022  Page 47 / 54 

 

 

 Click on the User’s PB1 id and move it to the Selected box on the right. 

 
 

 The default settings are set to:  

Target Name: 

 

 

 

 

Send As: 

 

 

 Click the Submit button at the bottom 

right of the window to SEND the 

report to the user. 

 

 

 

 The user can access this 

report by opening the 

InBox on the InfoView 

Home Page. 
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 HINTS on the SEND TO function: 

 
 To delete a P-number: 

You must click inside the Search title field at 

the end of the character string and DELETE the 

characters using the  Backspace key.   

 

 
 

 

 After entering a new P-number,  

you must select User List,  

then Search. 

 

 
 

  
 You can send to multiple users by selecting and moving them to the Selected box. 
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DATA WAREHOUSE HELP 

There are several types of HELP documents located on the LaGov website. 

In the Data Warehouse, click “Help” and then “Open online help” to display links to various help 

documents.  
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APPENDIX 

 Webi Default Toolbar 
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 Webi Formatting Toolbar 

These features work in the same way as the formatting toolbar in MS WORD. 

 
 

 

Font Name 

 

Font Size 

 

Bold – Italics – Underline 

 

Font Color 

 

Cell Background Color 

 

 
 

 
Background Image 

 

Wrap Text 

 
Border Style 

 

Merge or Split Cells 

 
Border Color 

 

Format  Painter 

 
Horizontal Text Alignment 

  

 
Vertical Text Alignment 
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 Webi Report Toolbar 

 
 

 

Alerter 

Highlight results that meet or fail specific business targets 

 

 

Sort  

Sort data in ascending, descending or custom order 

 

 

Filter 

Add, remove or edit a report filter 

 

 
 

Break 

Insert a break to ‘group results’ on a table 

 

Calculations 

Add or remove calculations 

 

 

Insert row or column 

 

 

 
 

Remove row or column 

 
 

Duplicate table or chart 

 
 

Order 

Bring to Front, Send to Back, Bring Forward, Send Backward 

 

Align cells and blocks 
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 Webi Report Toolbar … (continued) 

 

 

Create a variable (named formula) 

 

Formula Editor 

 

Validate Formula 

 

Cancel Formula 

 

Modify Formula 

 
 
 
 
 


