How to Create a Simple Focexec in WebFocus using Report Assistant
Campus Snapshot Sample #1
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Log in to WebFocus via this screen at https://webfocus.ucop.edu/ibi_apps/login/mr/mr_login.jsp  
[image: image2.png]T
NEEEDR R P Y

o et Reparts Standard Renorts |y Reports | Shared Reports | Reporting Objects |
© defautaomain EX [T RGeS

@ Financial Lo Agustin

& Personnel - Academic L Labor Relations Reports.

& Personnel - Address. L Senice Requests.

i Personnel- Campus] LIsR's

- Personnel - Dep/Campusil LA TestF766

@ Personnel - History

@ Personnel - Labs/Campus
& Test- Karla

& Title Code

& Training






Select the domain you want to use under Repository.  When you double-click on Personnel-Campus in this example, 
you will see the various tabs appear on the right - Standard Reports, My Reports, Shared Reports, and Reporting Objects.
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Click on the Reporting Objects tab and select the specific view you would like to use.  In this case, we want the current 
cycle of campus snapshot data, including Employee, Appointment and Distribution data. We choose Campus Snap Current 
(Emp, Apt, Dst).   Right-click on this selection, and select Report Assistant from the menu that appears. You can also click 
on the Report Assistant icon in the toolbar.
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You will be presented with the “Field Selection” screen, which has a listing of the fields in the table you have 
selected, as well as a screen where you can build your report by selecting different options.

[image: image5.png]( WebFOCUS Report Assistant - (Campus Snap Current (Emp, Apt, Dst)) - Windows Internet Explorer
£ hitps: jwfdev.ucop.edufbi_appsfassistijspirpasstie.isp.
Save @|'-| Run» |- Help? -] Quit'x Reporting from file: PER_SNAP_CURR

Reportheadngs | Selecton 1" Report optins.
rt felds
- Sekcted fild dsplay optons.

[ Add grand totais ('~

[ Add a row total coumn

‘e ADD_COVERAGE_C
= ADD_EFF_DATE

‘e ADD_PRICPAL_SUI
e ACTIVE THS_HONTS
= AGE

‘e APPT_TYPE_CODE_PRI .
e AVG_PAD_HOURS WK
‘= BELI_CONFL_DTE

= BELLASGID

‘= BELLDERVD

e BEN_REP_CODE

Descrmton | Ssonby 2502 % |TsmQewl  Kiv(25 % ¢

Displaying fields: 1-200, of 317





The fields will be displayed in alphabetical order on the left-hand side of the screen.  You can re-sort them 
into the order they are in the data warehouse table by clicking on the button indicated above and then checking 
“Sort  by File Order”.  This will put them in order by file segment (Employee, Appointment, and Distribution) 
and the key fields will be at the top of each segment.  You can unclick “Sort by File Order” after selecting the
key fields to return to an alphabetical list.
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Select Sort fields by dragging them to the “Sort by” column, or clicking on the + sign above the box.  These 
fields will be used for ordering the data, as well as for aggregating it, if appropriate. Select carefully; fields 
which have a large number of values should only be used if they are truly needed for sorting or aggregating 
(e.g., EMPLOYEE_NUMBER or EMPLOYEE_NAME would be common sort fields, but GROSS_EARNINGS_PAY_PER 
would not).
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You may need to click on “Next” to get the next set of fields in the data warehouse view.  The display will 
only show 200 fields in one window.

[image: image8.png]WebFOCUS Report Assistant - (Campus Snap Current (Emp, Apt, Dst)) - Windows Internet Explorer (2 J[B)[X
] hitps:fjwfdev.ucop.eduibi_appsfassistispirpasstie. o v 8
Save &l ~| Run» || Help ? -/ Quit x| Reporting from file: PER_SNAP_CURR

Reportheadngs | Seecioncriera | Repot otons
Reportfes
5+ Selcte feld iy ptons 2serecuss

CJadd grand totas [~
[ Add a row total coumn
= LOCATION_10 |
‘= LOCATION_11 L
‘= ORG_1_CODE
‘= ORG_1_TMLE
‘= ORG_2_CODE
‘= ORG_2_TME
‘= ORG_3_CODE
‘= ORG_3_TMLE
= SAU_CODE
TWE_DISTRB_ACTUAL
= UAS_DISCRLNE_CODE
‘= UAS_DISCPLIE_NAWE
<

sony 25 2%
[EFF_DATE 1
Locamon 1

UPLOYEE_HUMBER

_PAD_PAY_PER
TWE DSTRB_ACTUAL

Displaying flelds: 118317, of 317

© Show - Available Objects © Show - ield options - GROSS_EARNINGS.

() To learn more about any tem on his page, just clck the 7 toth lft, and the click on th e you ar iterested .

= @ intemet ®100% -






To select data fields which should be listed or aggregated, click and drag them to the “Sum/Print” 
area of the window. You can drag  them one at a time or by using the Shift or Ctrl key to select multiple 
fields.  If you want to list the records, click on “Print”. If you need to Sum the field (which means to 
aggregate it in some way, not necessarily by adding), you may probably need to click on “Show Field 
Options” to specify how the field should be treated.
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The Field Options area of the screen allows you to change a number of things, 
such as the title of the field you would like printed on your report, the length or
 format of the field, whether the field should be used just for sorting but should
not be printed, whether you need subtotals on certain sort fields, etc.
[image: image10.png]save |-/ Run p [-| Help ? |- quit'x |

Reporting from file: PER_SNAP_CURR

= PRIOR_NSTITUTON_CODE
= PRIOR_SERVICE_CODE

= PRIOR_SERVICE_WONTHS

= RETREMENT_SYSTEM_CODE

= SEPARATED_ENPL_DEST_CODE
= SEPARATION_DATE

= SEPARATION_RSN_CODE

= SEPARATION_ RSH_CODE_ACAD
= sex_cone

= SICK_LV_HOURS BAL

= SICK_LV_HOURS_USED_WONTH
= SOCIAL_SECURITY_NUMBER

= TAXABLE_GROSS_CALYTD  Ti
— TAXABLE_GROSS_CALPROR  Ti%
< i I >
Displaying fields: 118-317, 0f 317 _

© Show - Field list searching)

© Show - Available Objects)

2 sortacross. X4 4

eX 44 Zsm @ &

MEY RS

[GROSS_EARNNGS_PAY_PER
[HOURS _PAID_PAY_PER
ITHE_DISTRE_ACTUAL

MPLOYEE_NUMBER

Dspiey [ Soro | Rarking | Subhess | Subtot

() ol i e S T o A T i e G AT S e T e





 In this example, we're changing the name of the EMPLOYEE_NUMBER field to Emp ID in the column heading.
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You can subtotal on a field by selecting it, clicking on the Sorting tab, and checking “Subtotal numeric sum/print fields”.  
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You can also specify what text should be displayed next to a subtotal by clicking on the Subtotal tab and typing the 
desired text in the “Current Subtotal Text” box. 
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And you can change the display format of fields in the Field Options area.
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Click on the Report Headings tab to create a heading which will be displayed on each page of the report, 
assuming you select a printable format for your report.
** Note: using the left carat (<) in front of a field name tells the report to display the contents of that field in
the heading.  You may use this for a field such as LOCNM5 if you sort and page-break on that field to display

the location name at the top of each page.
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You specify selection criteria by using the “Selection Criteria” tab. You can either drag a field to the 
“Screening Conditions” window or  double-click on a field name, select one of the Relations operators  
(is equal to, is not equal to, contains, etc.). When you have clicked on one of the Relations operators, the 
“Select Values” button will become clickable. 
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You have several choices for entering or selecting values.  If you know the exact values you want to 
select, you can click on the radio button to the left of “Constant” and enter values.  Click on the “+”
 sign if you need to enter multiple values.
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You can select values from the database by clicking on the Values radio button, selecting a value, 
and clicking on the + sign to add it to the list of values on the right-hand side.
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You can also specify that one field in the database be compared to another field by clicking on the 
radio button to the left of “Field”.  A list of the fields in the view will be displayed.  Click on the 
name of the field you want to compare.  Make sure the relation operator is set to EQUAL TO, 
GREATER THAN, or whatever is appropriate.   Relation operators such as CONTAINS or FROM-TO 
wouldn’t make sense when comparing one field to another.
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Here is the selection criteria for this request.
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The Report Options tab offers a number of formatting options.
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Some report formats have no styles applied to them.  Uncheck “Show styled formats” to select one of 
these formats from the list.  
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If you select an ‘unstyled format”, some of the options on this screen will be grayed out because they do not apply to the format 
selected, such as “Report Title” or “Apply an existing WebFocus Style Sheet”.
[image: image23.png]WebFOCUS Report Assistant - (Test1forTutorial) - Windows Internet Explorer. o]
& ki cop ol g bt SOIETY v &
Sove (el 5| Runl> < ep 2] Qux Reporing from e PER_SHAP_CURR

FotssuctenReporressngs Sewctencrers | TR

@ Tolesrm moresoutany e on i pag,just <k the 7 th e, an then ik on he e you rentrested .

@ itemat o -





Click on “Show styled formats” to select from a list of the formats which can have styles applied.
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We have selected EXL 2 format, added a report title, and put a recordlimit of 1000 on this report.
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Click on “Run”.  
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You may get a message at the top of the screen alerting you that Internet Explorer is 
blocking the download of the report you are running.  Click on “Download File” to 
allow the report to be displayed.
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 When the report is finished running, you have a choice of opening it in Excel on your desktop, or saving it.
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If you open it, it will appear like this if you have your Windows Explorer Folder Options set to “Browse in 
Same Window” for file type .xls.  Note that the Report Title you specified on the Report Options screen is the
name of the tab.
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If your folder options for .xls files are not set to open the file in the same window, it will be displayed in Excel 
in a separate window.  Note that the Excel window tends to “hide” behind other windows rather than switching 
from the window you are on to the Excel spreadsheet.
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** Note: EXL2K and EXL2KFORMULA both will display subtotals, Report Titles, footers, etc. but they will only 

display the value for a SORT BY field once.  If you need the value of a column to appear in every row and you don’t
mind a simple format, use Excel 95 (on the “Unstyled” list).
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If you want to use the features of EXL2K but you want the value of a sort field to be displayed in every row, you can 
make the SORT BY fields invisible by clicking on the Show Field Options button, highlighting the field name, and

checking the box next to “Make this field invisible”.
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Since you want the sort fields to be displayed in the spreadsheet, you need to add them to the top of the list of 
“Print/Sum” fields so they will be displayed in the first three columns.  Don’t forget to change the column titles.
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If you don’t want the shading in the default style sheet, select NONE from the “Apply an existing 
WebFocus style Sheet” dropdown menu.
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If a focexec will retrieve more than 65,536 records and you want to manipulate the data, you 
should select a format such as LOTUS, run the report deferred, save the file after clicking “View”
on the Deferred Status menu, and import the data into Access or another database tool.
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You can view deferred reports by clicking on the Deferred Status icon.
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This is the deferred status screen.
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Click on the “View” button.  If it is not a “viewable” report, it will give you the option to save the file to your PC.

[image: image38.png]- Run [+ Help [~ Quit x Reporting from file: PER_SNAP_CURR

Field selection | Report headings | Selecton creria

t optons

‘Generate report as | PDF - Portable Document Format | [ show styled formats.

Output format specific —————————————————————————— - Content and generafion

e e

Limthe number of read operations performed
during report generation

] Optiize output it Cascading Style Sheets T

Stop retrieving records after the specified
‘umber have been included in the report

| [ oo ]

Ghobalreportstying ————————————————————————
Font and Settings.

D

() ol i e S T o A T i e G AT S e T e





You might want to create a pdf document.  This is one of the options under the “Styled” formats.  
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If you want the pdf report to be displayed in landscape mode, click on the “Font and Settings” button, 
and change the Page Orientation to “Landscape”.  Then click “OK”.
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The report looks like this.  You might want to go back to the Field Selection tab to shorten some of the column 
headings and add commas to the number formats.
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You can also change the background color, text color, and font attributes of the report heading from 
the Report Headings tab, and add some blank lines below it.
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This is what the report looks like with the report heading, column headings, and number formats changed.
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Make sure you save your focexec.  
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You can name it whatever you like.  Check “Share Report” if you want others to be able to retrieve or run it.
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You will find the focexec under My Reports in the appropriate domain.  You can open it in Report Assistant,
run it, delete it, or change the properties by right-clicking on the name of the focexec.
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In the Properties window, you can change the name of the focexec, and 
check or uncheck the Share Report or Prompt for Parameters checkboxes.  
We do not currently have any Reporting Objects set up to enable OLAP, so 
you won’t be able to use full OLAP functionality .  Prompt for Parameters is 
automatically checked in case you select Parameter in a WHERE statement 
on the Selection Criteria screen.   
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This focexec can be found in the Personnel-Campus Domain, within the Shared Report tab, under “Holmberg, Karla” in the “Snapshot”

folder.  It is called Test 1 for Tutorial.
