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USER GUIDE - ORIENTATION

What Reportworq is

explanation report author user

Reportworq is an enterprise reporting and distribution platform. Planning systems are
excellent at collecting budgets, forecasts, and actuals and at building financial plans.
What they generally do not do is get that information into the hands of the people who
need it to run the business. Reportworq fills that gap.

Reportworq turns the reports finance already builds into governed, trusted
assets that refresh, personalize, and deliver themselves, so your team gets its
analysis time back.

The problem it solves

In a small organization, reporting is manageable: someone builds a spreadsheet, saves a
version, and emails it or drops it on a shared drive. As an organization grows, that
breaks down. Picture a retailer with a thousand stores. Every store manager needs a
personalized view, every regional manager needs different information, and executives
need consolidated numbers. Finance ends up creating, personalizing, and distributing
thousands of reports, and if a single number changes the whole process starts again.
That is operational overhead, not value creation.

Reportworqg automates that entire process. An author builds one report, and the platform
refreshes the data, personalizes each copy, and delivers every output on time, without
anyone assembling and emailing files by hand.

Meet people where they already are

The people who need the information are often not the people who work inside the
planning system. Sales leaders, department managers, executives, HR leaders,
operational teams, and even external partners need the information, not a seat in the
planning platform. Buying more planning-system licenses is rarely the right answer.

So Reportworq delivers instead of inviting. It sends finished reports to email, Microsoft
Teams, Slack, SharePoint, network folders, and more, as PDF, Excel, PowerPoint, CSV, or
rich HTML. Rather than forcing people into another application, Reportworg meets them
where they already work.

Not finance-only

Finance is the primary use case because finance already has standardized, repeatable
reporting, but Reportworq is not limited to financial data. Any standardized report that is



built once and needs to go out on a regular cadence, operational reporting, HR, sales
operations, executive flash reports, fits the same pattern. Reportworq is strongest in
financial reporting today and extends naturally into any workflow where enterprise
information must move reliably between systems and people.

Coming full circle: contribution
Distribution sends information out. Contribution brings it back.

A contribution campaign turns a report into an input form. You send it to the people
who own the numbers, a cost-center manager, a regional lead, a department head, and
they fill in their part: a forecast, a headcount plan, a commentary field. Reportworqg
collects what they submit, routes it for approval where you need one, and writes the
approved values back into the planning system.

That closes the loop. The same governed report that goes out as a PDF can come back
as a form, so the round trip from "here are your numbers" to "here is my plan" happens
in one platform, with the same security and the same audit trail. Nobody is reconciling

emailed spreadsheets. See Contribution overview.

The Al layer

Reportworg connects your people, and their Al chat clients, to the reports you have
already built and curated.

That is a deliberately narrow claim, and the narrowness is the point. Reportworq's Al
does not try to reconstruct your business model, invent data queries nobody can
validate, answer gquestions it has no grounds to answer, or burn tokens exploring your
data warehouse. It sits on top of reports that finance has already approved.

What you get from that:

= Answers from trusted content. The Al reads finished, reviewed report output, so
what it says traces back to a report someone signed off on.

e Security that already exists. A user reaches through Al exactly what they could
reach in the product. There is no second permission model to keep in step.

= Governance and auditing. Al access is logged like everything else, so you can
see who asked what and which content answered.

e Steering wheels. Authors add context to a report telling the Al what it means and
how to talk about it, which is how you keep answers from drifting or hallucinating.
See Create an Al Profile for a report.

For the full picture, see Al in Reportworq.


file:///home/runner/work/reportworq/reportworq/build/docs/dist/v1.2/site/dist/ai-integrations-guide/40-ai/ai-overview.html

Governed throughout

Reportworq is a governed platform. Reports live in a shared workspace with security,
scheduling, run history, and audit logs, so an organization can see who can run what,
when a report last ran, and where its outputs went. That governance is what makes both
of the above safe: contribution writes back through it, and Al answers from within it.

Where to go next

= Learn the one idea that unlocks the product in Key concepts and the mental model.
= Sign in and get oriented in Sign in and take the tour.
= Build a report end to end in Your first report, end to end.



USER GUIDE - GETTING STARTED

Sign in and take the tour

how-to report author user

This page walks you through signing in to Reportworq and finding your way around the
home screen. By the end you will know how to sign in, where the main tools sit, and how
to sign out.

Before you start

= A Reportworq account with access to at least one workspace. An administrator
provisions this; signing in alone grants nothing until your role and permissions are
set.

= The web address of your Reportworq server.

Reportworg uses Native username and password sign-in by default. If your organization
has enabled single sign-on, the sign-in screen redirects to your corporate identity
provider instead of showing the username and password fields, and your role comes
from your identity-provider group membership. Setting up SSO and recovering from a
lockout are administrator tasks; see Sign-in and SSO.

Sign in

&
}’reportworq_
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1. Open your Reportworg web address in a browser. The native sign-in screen
appears.

2. In the username field, enter your account email.

In the password field, enter your password.

4. Select Login.

w

A brief transition animation plays while the app loads, and then the Workspace opens.

If you select Login with an empty username field, Reportworq reports "A user name is
required to authenticate.” and stays on the screen. If your account is new, you are
prompted to set an initial password before the app opens. A Forgot Password link
appears only when your administrator has configured an email server.

Take the tour

After sign-in, Reportworq lands on the Workspace, described on screen as "Browse
governed reports, contribution campaigns, and data models."” Every signed-in screen
shares the same frame.

E &\ reportworq Search reports, folders, schedules, parameters

£ Workspace B Workspace oz |2
Workspace
Browse governed reports, contribution campaigns, and data models.

[ My Input Forms
(© Scheduled Content
{ ) Global Parameters All 0 Reports 0 Campaigns 0 Data Models 0 Scheduled 0 Files 0 &5 Upload Kc © copy [D Paste U Delete ® Properties

[z} Address Book 1items

G Data Collection O NAME DESCRIPTION TYPE LABELS MODIFIED

@] O Timberline - Folder 21 items 07/16/2026 22:54 ®

£3 Settings

v6.0.0.0

What you see is scoped to your role. This tour describes the author and administrator
shell; a view-only User sees a trimmed, read-only version with no New button and no
header search. See Roles and what you can do.



Stop 1: the frame
Find each part before you touch anything:

e The header runs across the top and holds the global search box, the activity and
notification indicators, and the account menu at the far right, which opens Help,
Support, Settings, and Logout.

e The side rail down the left lists the primary areas, Workspace, Scheduled
Content, Global Parameters, Address Book, and Data Collection, with
Settings in the footer above the server version badge (for example v6.0.0.0).

e The content pane in the middle is where screens open in place.

Try it: select Scheduled Content in the side rail, then Workspace to come back.
Screens open in the content pane without ever leaving the shell.

Reportworg keeps the browser address bar in step with the screen you are on, so your
browser's Back and Forward buttons work, refreshing keeps you where you are, and
you can bookmark or share a link to a specific place: a folder, a report's run history, a
settings tab, even a step in the job editor. See Back, Forward, and shareable links.

Stop 2: the content library
The Workspace browser has two regions:

1. A folder card grid at the top. Select a folder card to open it and see what is
inside.

2. An item table below it, with the columns Name, Description, Last Run,
Schedule, and Outputs. Last Run and Outputs tell you at a glance whether
something ran and what it produced.

Try it: open a folder from the card grid, then scan the Last Run column.



B ‘;.reportu:orq Q_ Search reports, folders, schedules, parameters

& Workspace &5 Workspace > Timberline > Financial Reports 28 =

[ My Input Forms Financial Reports

Reports, campaigns and data models in this folder.
® Scheduled Content

{ ) Global Parameters All 12 Reports 8 Campaigns 2 Data Models 2 Scheduled 0 Files 0 & Upload K cut (O copy [D Paste U Delete ® Properties
[z} Address Book 13 items
&5 Data Collection D NAME DESCRIPTION TYPE LABELS MODIFIED

@) O  SourceFiles = Folder 9items 07/17/2026 20:47 ®

O B Board Packet Executive board PPT deck Report 07/17/2026 20:48 2 > 0o

@) B g;:;dsp“ke‘ with Division Board Deck with slice by division f. Report 07/17/2026 20:51 > 0o

(@] ® Commissi c ) statements for most..  Report 07/16/2026 22:10 s > 0O

O [ Divisional Packet This is a high level board deck cre... Report 07/17/2026 20:52 2 > 0o

O [®  Financial Statements Income, Balance Sheet, and Cash ... Report 07/23/2026 20:48 g b O

@) B ;:‘:':"'jg:;me'"ems N - Report 07/20/2026 21:03 2 NG)

O G Sales Compensation - Campaign ® Running 07/27/2026 15:40 2 o

O @ Sales Journals - Data Model B SQL Provider - Transaction. 07/20/2026 17:26 Z ©®

O [®  sales Rep Scorecard This report is to provide managem... Report 07/17/2026 20:54 2 > o
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T — ~  Timberline Sales . e -

To act on an item, use its row: the inline edit, run, and info actions, or the overflow ...
menu for the full set (Edit, Run, View, Run history, Properties, Rename, Duplicate,
Delete).

Stop 3: narrow the list
Try it: select the Reports filter chip.

The item table narrows to reports only, and the chip's count badge shows how many the
current folder holds. Select All to return to the full list.

The chips are All, Reports, Campaigns, Data Models, and Scheduled. Filter to
Reports to hide campaigns and data models in a large library, or to Scheduled to see
what runs on a schedule. The layout toggle switches between Card and Grid, and your
choice is remembered per account across sessions.

Stop 4: long lists

Lists that grow with your data are paged, so a folder with thousands of entries stays
responsive.

= A pager sits under the list with the current page, the page controls, and the count
shown out of the total.



= 100 rows per page is the default. Choose 100, 500, 1000, or All. All renders
every row, which is what you want before printing or copying a whole list out, and
is slower on a large one.

= Searching, filtering, or sorting applies to the whole list, not only the page on
screen, and the pager reports the filtered total.

The same pager appears on the address book, scheduled content, a job's parameters,
global variables, burst sets, the report picker, My Input Forms, and a campaign's forms
list. Two lists behave differently by design: a campaign dashboard pages its form
cards in smaller batches with no page-size selector, and a data model's Fields tab is not
paged at all, because fields are reordered by dragging and a drag cannot cross a page
boundary.

Stop 5: search
When you know an item's name, search beats browsing.
Try it:

1. Select the global search box in the header (placeholder "Search reports, folders,
schedules, parameters...").

2. Type at least 2 characters. Results appear across reports, folders, schedules,
parameters, accounts, groups, contacts, outputs, and global parameters.

3. Use the up and down arrows to move the selection, Enter or a click to open the
highlighted result, and Esc to close the panel.

Results are scoped to your access, so you only ever see what you are permitted to.
Search finds a known item fast; to browse by type, use the filter chips instead.

Stop 6: create something

To add an item, use the New split-button in the browser toolbar. Its caret menu offers
New Folder, New Report, New Campaign, and New Data Model. Selecting a type
prompts for a name; new reports, campaigns, and data models are created in place and
appear in the list. Opening one with Edit takes you into its editor.

The New button and the authoring toolbar appear only for authors and administrators.

Sign out
When you are finished:
= Open the account menu in the header, then select Logout.

Reportworg ends your session and returns to the sign-in screen.



Next steps

= Build your first report in Your first report, end to end.
= See how a report moves from idea to delivery in The report lifecycle.



USER GUIDE - WORKING IN THE WORKSPACE

Back, Forward, and shareable links

how-to report author administrator contributor user

Reportworg keeps the browser address bar in step with the screen you are on. That
means the browser's own Back and Forward buttons work, any screen can be
bookmarked or refreshed without losing your place, and you can share a link that
opens a colleague on exactly the same screen. This is on by default; there is nothing to
enable.

Move Back and Forward

Use the browser Back and Forward buttons to step through the screens you have
visited - the Workspace, Activity, Scheduled content, Settings sections, an open editor,
and so on. An open editor is kept alive as you move, so stepping Back into a report you
were editing keeps your unsaved changes.

When a dialog or a side panel is open, Back closes it first, rather than navigating the
page underneath - so one press does what you expect.

Bookmark or refresh a screen
Because the address bar tracks the current screen, you can:

e Bookmark a screen and return to it later - a Settings tab, a workspace folder, a
report's run history, or the Job Editor at a particular step.

« Refresh the page and stay exactly where you were, instead of being sent back to
the start.

Share a link to a screen

Copy the address bar and paste it to a colleague. When they open it (in a fresh tab, even
after a browser restart), it lands on the same surface - for example a folder in the
workspace, a specific report’'s history, the Activity list filtered to failures, or a Settings
tab. If the link points at something their account is not allowed to see, Reportworq opens
their home screen instead of exposing it.

Open a folder in a new tab

Breadcrumbs are real links. Middle-click or Ctrl-click (or -click) a breadcrumb to
open that folder in a new browser tab; a plain click navigates in place as usual.



Notes and limits

= This applies to the main Reportworq web application. It does not change how
external integrations (the API or the MCP and Copilot surfaces) work, since those do
not use the browser shell.



USER GUIDE - AUTHORING REPORTS

Choose the source workbook and worksheets
AUTH-01 how-to report author

Every Reportworq report renders one or more source files, Excel workbooks or
PowerPoint templates, into output. The Reports step of the Job Editor is where you
choose those source files and pick which of their worksheets the report outputs, and in
what order. This is the first thing you do when building a report.

The worked example is a monthly P&L pack built from one workbook that holds a
summary tab, detail tabs, and a hidden lookup tab.

Before you begin

= Open the report in the Job Editor and select the Reports step. A new report starts
empty and shows "0 reports, O sheets."

= A report provider (a configured source-file location) with at least one source file
must exist. If none is configured, Add a Report tells you there are no report
providers. Ask your administrator to set one up, or upload a file from within the
dialog.

What you can use as a source

Excel is the report. .xlIsx, .xls, .xlsm, and .xlIsb are all accepted, and this is the
file Reportworq refreshes, parameterizes, and renders.

You can also attach PDF, Word, and PowerPoint files, and it is worth knowing what
they do before you plan around them. A _pdf, .docx, or .pptx added as a source is
appended into the job's PDF output. Reportworq does not edit or refresh them, and
the Excel render pass ignores them entirely, so they only appear when the job produces
a PDF. That makes them right for fixed front matter, a cover page, standing notes, or
terms and conditions that travel with every pack. It makes them wrong for anything that
needs to change with the data.

Encrypted Excel workbooks are not supported as sources. Remove the encryption
before you add the file.

Add a source workbook

1. On the Reports step, select Add a Report.



2. In the Select a Report dialog, browse the report provider's folder tree and select
your source file, for example Monthly PnL.xIsx . The dialog shows the same
folders, names, and permissions as the Workspace file browser.

3. Select OK.

To bring in a file that is not yet in the provider, use Upload File(s)... inside the
dialog. Upload honors the provider's allowed file extensions. Uploading a .zip
prompts you to extract it (which recreates the archive's folder structure) or store it
as a single file.

Select a Report

@ Reports

v Reports .
£ UpaLevel New Folder & Upload File(s)... & Refresh < Download File(s) ¥ Rename Item em(s Q_ search...
> Workspace

NAME Y TYPE Y MODIFIED SIZE

4
4}

No items to display

Cancel m

/4

Choose the worksheets to output
Once a source is added, its worksheets appear as a checklist.

1. Select the checkbox next to each worksheet you want in the output. Clear the
checkbox for any worksheet you want to leave out.

2. Drag the worksheets into the order you want them rendered. Included worksheets
are output in list order.



Lé Search reports, folders, schedules, parameters
E ~;.reportu:orq Search reports, folders, schedules, parameters

& Workspace Workspace > Timberline > Financial Reports > Financial Statements £3 Job Options [® Save Changes
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€ Settings
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A report can hold multiple source files. Add each one with Add a Report; each
contributes its selected worksheets to the output in sequence, so you can combine tabs
from two workbooks into a single report.

Each included worksheet also exposes an Output Options panel and a Parameters
mapping panel. See Worksheet output options and Parameterize a report.

The most common mistake here is mapping a parameter to the wrong
worksheet. A workbook with several similar tabs makes it easy to map Region
onto the summary sheet when you meant the detail sheet. It fails quietly: the report
generates, the parameter resolves, and the numbers are simply not filtered the way
you intended. After mapping, run the Test step and check the value landed on the
sheet you meant. See Parameterize a report.

Manage a source file
Each source file has a context (the ... ) menu with these actions:

= Open, Download, Rename, Properties, Remove.
= Relink re-points the source to a different file, for example after the file has moved.



Notes and limits

e Excluded worksheets still calculate. An unchecked worksheet is removed from
the output before distribution, but it stays in the workbook during calculation. It can
still feed the visible tabs through formulas, lookups, commentary, imagery, or Cell
Value message and file-name variables. Use a hidden calc or lookup tab to drive
visible content without shipping the tab itself. In short: compute here, do not ship.

= Encrypted Excel workbooks are not supported as sources. Remove workbook
encryption before adding the file.

- File and folder names in the report provider cannot contain < > : "™ / \
| ? *. Uploading, renaming, or creating a folder with one of those characters is
refused with a message naming them, on every host operating system. Rename
the file before you upload it.

e Cross-workbook formulas resolve only when the workbooks are co-
located. A formula in an Excel source can reference another workbook only if that
other workbook sits in the same folder as the source file, within the same
Network Share report provider. Co-locate referenced workbooks, or the
references break at render time.

e Map the replicating parameter to every worksheet that must replicate.
This is the rule behind copying worksheets as a group. When a parameter
replicates a worksheet (East, Central, West) and a second worksheet references it,
map that same parameter on both worksheets, even if the second one does
not need to display the value. Reportworq then copies the related worksheets
together and rewrites intra-workbook cross-sheet formula references, and pivot-
table data sources, to point at each copy’s own sibling rather than the original. Map
it on only one worksheet and the other will not replicate with it, so every copy
keeps reading the original. Copying as a group is on by default; an administrator
can toggle it at Settings, Configuration, Reporting, Advanced Features,
Enable copying worksheets as a group. Worked through in Parameterize a
report.

Going deeper. To make one report serve many periods, entities, and recipients,
add parameters. See Parameterize a report.



USER GUIDE - BURSTING

What bursting is and when you need it

explanation report author

Bursting is the outcome of one report producing many personalized outputs: a P&L per
cost center, an expense report per department, a statutory pack per legal entity. You
build one source template, and Reportworqg produces and delivers the whole set.

There are two different mechanisms that produce that outcome, and confusing them is
the single biggest source of wasted effort in this part of the product.

Three words, kept straight

Term What it means
Bursting The outcome. One report, many outputs. It is a result, not a screen.

Replication A parameter that holds more than one value fans the output out, one output per
value. You set the parameter’'s replication mode on the Parameters step and
you are done. The Bursting step is not involved at all.

Burst set One row on the Bursting step. Each row carries its own value for each burst
parameter and, optionally, a recipient. The Bursting step is hidden until a
parameter is flagged Burstable.

Throughout the guides, output fanned out by a parameter's own values is called
replication, and burst set always means the Bursting-step feature.

The distinction people miss: the Burstable flag is not what makes output multiply. A
parameter that already holds several values and has a replication mode is producing
many outputs whether or not it is flagged Burstable. The flag does exactly one thing: it
unlocks the Bursting step. If you are not building burst sets, leave it off.

Which one you need
Use replication when:

= The values you want to fan out on already exist somewhere you can read them,
such as a Planning Analytics subset or MDX query, a SQL query, a Workday
Adaptive dimension, an Excel range, or a typed Text List.

= Every output is built the same way and differs only by that value.

= The list should stay current on its own as the business changes, with no second list
to maintain.



This is the common case, and it is where most jobs should land. See Replicate output
from your source system.

Use burst sets when:

= You need per-output control: a different value, a different query, or a different
recipient for individual outputs rather than the same treatment for every one.

= You have a fixed, curated list with no home in a source system, such as a roster
of stores or an external distribution list.

= The list of outputs is easiest to maintain as a spreadsheet or a standalone query
that the business already keeps.

See Burst sets.

What a burst set adds

A burst set is worth the extra step when the outputs are not all built the same way. The
Bursting grid gives you one row per output and one column per burst parameter, so
each output can carry its own values.

The part that saves the most work is the default. Every cell starts by inheriting the
value already set on the Parameters step, and it shows as Default with that value. You
only edit the cells that need to differ, which become overrides.

That matters most when a burst parameter is query-driven. If the parameter is a
Planning Analytics MDX query or a SQL query, the query you enter once on the
Parameters step is the default across every burst set. A grid of 30 sets needs that query
entered once, and you override only the two or three sets that need a different query or
a fixed value. At run time each set applies only the values it actually carries, and every
cell left at Default falls through to the job parameter.

How the two fit together
Replication and burst sets are separate axes, and a job can use both.

= Replication is set per parameter with its replication mode. One report per item
produces a separate output file per value. One page per item produces extra
worksheets inside one output instead of more files. No replication declares that
the parameter is a single value.

= Burst sets sit outside that. Reportworg works through the burst sets first, applies
each set's values on top of the job’s parameters, and then replicates within that
set. A job with four burst sets whose parameters do not replicate produces four
outputs. If a parameter still replicates inside each set, each set produces one



output per value.
= When no burst sets exist, the job behaves as a single implicit set, which is why
replication works perfectly well on a job that never opens the Bursting step.

Recipients are optional

Neither mechanism requires you to name a recipient. An output that has no recipient is
still produced and still delivered, using the job's own destinations, such as a fixed
network folder or a static email list.

When outputs do need to reach different people, the recipient can come from several
places: an attribute alongside the value in your source system, a value on a worksheet
in the report, a Contact column in an Excel or SQL burst source, or a contact picked by
hand on a burst set. The address book is one convenient way to hold that information,
not the required one. See Assign recipients to bursts.

What each path needs

e Both paths need at least one parameter on the job. A parameterized report is the
prerequisite for every form of bursting. See Parameterize a report.

= For replication, the parameter's type can hold more than one value. See
Parameters reference for the full type catalog and the replication modes.

= For burst sets, decide where the list of sets will come from: the grid, a workbook, or
a query.

Going deeper. A parameter can reference another parameter's value inside its own
query and repeat that query per item, which produces cascading one-report-per-
item fan-out. See Advanced parameters.




USER GUIDE - DISTRIBUTION
Distribution overview

DIST-02 explanation report author

Authoring builds a report; distribution delivers it. The Distribution step of the Job
Editor is where you decide three things: what output formats the report generates,
how each file is named and organized, and which destinations receive it. It is the
step that turns a refreshed Excel template into the personalized email, the archived PDF,
or the Slack post your recipients actually see.

L é
E ~;.reportu:orq
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Financial Statements Distributionjob )~ Saved
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The mental model: formats times destinations

A single job is not locked to one file type or one place. On the Distribution step you
select output formats as a set of tiles, and destinations as a second set of tiles, and
Reportworg produces the cross-product: every selected format is generated once, then
each destination delivers the formats you route to it.

That means one job can, in a single run:

= render the report to Excel and PDF and PowerPoint at the same time, and
= email the PDF to controllers, drop the Excel on a network folder, and post a Slack
notification,



without you building a separate job per format or per place. A common misconception is
that each output format needs its own job. It does not. Select as many format tiles as

you need, and route them where they belong. See Output formats.

The three decisions on the Distribution step

Decision

What files

What they are
called and where
they land

Where they go

What you set

The output-format tiles (Excel, PDF, PowerPoint,
CSV, Files) and each format's options.

The file-name pill editor and each destination’s
folder or path field.

The destination tiles (Email, Network Folder,
SharePoint, cloud drives, Slack, Teams, SFTP,
IBM Planning Analytics).

Where it is
documented

Output formats

Name and organize
output files

Destinations

Two more sidebars shape how the finished files are packaged and worded:

» Message templates let you write a branded, dynamic subject and body once and
reuse it, so you are not editing the email by hand every week. The same editor is
where an Al-generated insight is added to a message, and where recipient
addresses can be read from the workbook instead of the address book. See Email

messages and templates.
e Combine, collate, and zip group multiple outputs together, for example one

email that carries a recipient’'s whole pack instead of five separate messages. See

Combine emails, collate, and zip.

When files are generated versus when they are sent

Generating a file and sending it are two separate stages. A report can render

successfully and still send nothing, by design, in a few cases worth knowing up front:

= Hold for Delivery runs the job and previews the files but does not send them.
The held files are kept so you can review and release them later from Activity. This
is the safe way to check output before it reaches anyone.

= A destination only delivers the formats you routed to it. If a destination is left with

no formats, it sends nothing even though generation succeeded.

= An exception check can act as a send gate for the whole report. If the report has
an exception cell and its condition was not met, the send is suppressed for that

run.



These are covered where you configure them, in Destinations and (for exception checks)
in Worksheet output options.

Where this fits in the report lifecycle

Distribution comes after you have chosen the source workbook and worksheets and
parameterized the report, and before, or alongside, scheduling it to run on a cadence.
Bursting decides how many copies a run produces and who each one is for; distribution
decides what each copy is and where it goes.

Going deeper. To send a different copy to each store, entity, or recipient from one
template, pair distribution with bursting. See What bursting is and when you need it.



USER GUIDE - OFFICE ADD-INS

The Office add-ins

explanation report author

Reportworg loads a task pane inside the Office applications your authors already live in.
There are two, and they do different jobs.

Add-in What you do with it

Excel Pull governed data into a worksheet layout you control, refresh it on demand,
find and insert Reportworqg worksheet functions, and build refreshable charts
and maps.

PowerPoint Link slide shapes to report objects so a deck fills with live data on every run. The
linking procedure lives with the rest of the PowerPoint story, in PowerPoint
reporting.

What the add-ins are for, and what they are not

The add-ins are for content: getting the right data into the right shape on a sheet or a
slide.

They are not where a job is assembled. Bursting, distribution, scheduling, and
everything about who receives what stays in the web Job Editor. The usual division of
labor is that an author builds and refreshes the content in Office, then goes to the web
to decide how it is produced and where it goes.

Shared prerequisites
Both add-ins need the same three things:

e HTTPS on the Reportworq server. This is a hard requirement for every Microsoft
365 feature, not a recommendation. Over plain HTTP the add-in sign-in fails, and it
fails quietly. See System requirements.

= The add-in installed in Office. Install from Home > Add-ins, search for
Reportworq, then Add > Continue > Allow and Continue. On Excel 2016, or
anywhere users cannot install add-ins themselves, an administrator deploys it
centrally. See Deploy the Office add-in.

= A signed-in licensed account. You sign in every time you use the add-in. The
prompt accepts a non-default server URL and port (the Windows default is 8600).

Where to go next

= Excel: build and refresh reports
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= Excel: find and insert functions

= Excel: charts and maps

= PowerPoint reporting, which covers linking slide shapes to report objects in the
PowerPoint task pane

= Functions overview, for what the worksheet functions do once they are in the sheet



USER GUIDE - WORKSHEET FUNCTIONS
Functions overview: which one do | use

reference report author

Reportworg extends Excel with a set of custom worksheet functions you place in a
source workbook. They are inert in desktop Excel and are evaluated by the
Reportworg engine when a job runs, or, for write-back functions, when a contribution
form is submitted. Rather than returning a value to the cell the way a native Excel
function does, most of them perform an action, import a query result, reshape the
layout, set a worksheet property, or write data back to a source, and then clear or
replace the formula cell.

Every function has two names that resolve to the same thing:

= a canonical dotted name, for example RW.Tools.Sort or RW.Relational .Export,
and
= a legacy short alias, for example RWSORT or RWSQL .

New workbooks should use the canonical form; the aliases are kept for compatibility with
older templates. The one exception is ANAPLANINPUT , which has no dotted name.

The Al* functions are Workday Adaptive, not
generative Al

This is the single most common misreading of the function surface, so read it before you
go further.

The worksheet functions whose aliases begin with A1 ( AIINPUT , AIEXTRACT, AIFILTER,
AIOPTION, AITIER, AIMODELEDINPUT , AIMODELEDEXPORT ) are the Workday Adaptive
Planning connector functions, canonically RW.Adaptive.* . Here "Al" is short for
Adaptive Insights, the former name of Workday Adaptive Planning. They have
nothing to do with artificial intelligence or large language models.

The only generative worksheet function is RW.Tools.Allnsight ( RWAIINSIGHT ). See The
Al insight function.

Two ways to put source data on a sheet

Worksheet functions are not the only way to get data into a workbook. The Reportworq
add-in does it too. The two routes reach the same destination and differ mainly in how
you work.



The add-in is the visual route. You build a report in the companion pane, and the
pane is where you craft and manipulate both the data being imported and how it
renders: which fields come across, how they are grouped, sorted, aggregated, and
filtered, how the columns are formatted, and where on the sheet the block lands. The
report keeps a spec inside the workbook, so you can reopen it and reconfigure it without
rewriting anything. See Excel: build and refresh reports.

A worksheet function is the plain route. You drop a query straight into a cell. There
is no interface and no stored report spec. The formula is the whole definition, and at run
time the result lands where the formula sat. That plainness is the appeal: what sits in the
cell is what produced the data, and the layout around it is entirely yours to design.

Neither one is the advanced option. Both accept the same {{parameter}} tokens, so a
query that varies by region, entity, or period can be expressed either way, and both
produce a live report that refreshes on every run. Some people prefer the keyboard, and
some prefer the mouse.

Two practical points usually settle the choice:

= When the output is naturally a table that grows and shrinks with the data, the add-
in's list report carries the grouping, sorting, aggregates, and formatting for you.

< When the output is a designed page with numbers in specific places, a formatted
financial statement or a board pack, functions bring the data to your layout instead
of an imported block dictating it.

Plenty of real workbooks use both: a formatted statement built from functions, with a
supporting detail tab imported through the add-in.

Complete function index

Every function, with a direct link to its full reference entry.

General report and layout: RW.Tools.*

Reference page: General report and layout functions



Function Alias What it does

RW.Tools.Sort RWSORT Sorts a range or table by up to three keys,
optionally keeping only the top or bottom N
rows

RW.Tools.Suppress RWSUPPRESS , Hides or deletes rows or columns when a

RWZERO condition is true. Defaults to delete

RW.Tools.Group RWGROUP Builds Excel outline groups from repeated row

or column identifiers

RW.Tools.BlankRow RWBLANKROW Inserts blank rows above or below the formula
row

RW.Tools.PageBreak RWPAGEBREAK Inserts a horizontal or vertical page break

RW.Tools.Resize RWRESIZE Auto-fits a row height or column width,

merged cells included

RW.Tools.RemoveFormula  RWREMOVEFORMULA Replaces formulas with their values

RW.Tools.SheetName RWSHEETNAME Sets the worksheet output name from a
formula

RW.Tools.SheetColor RWSHEETCOLOR Sets the worksheet tab color from a formula

RW.Tools.SheetSuppress RWSHEETSUPPRESS Suppresses a worksheet from a formula
IBM Planning Analytics
Reference page: IBM Planning Analytics functions

Function Alias What it does

RW.PlanningAnalytics.MDX  RWMDX Runs a TM1 MDX query and writes the cellset into a range
The classic native TM1 functions each have their own reference page. The IBM Planning

Analytics functions hub indexes them all and explains the shared error model; the
individual pages are:
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Function Alias
DBRW DBR, DBRW
DBRA

DBS DBS, DBSW,
DBSS

VIEW
ELPAR
ELPARN
ELLEV
ELWEIGHT
ELCOMP
ELCOMPN

ELISCOMP

ELISPAR

ELSLEN
DIMIX
DIMSIZ
DNEXT
DNLEV
DTYPE
DFRST
TABDIM
SUBSIZ

SUBNM SUBNM , DIMNM

TM1RPTVIEW
TM1RPTROW
TM1RPTTITLE

TM1RPTFILTER

What it does
Retrieve a single cube cell value
Retrieve an element attribute value

Write a value back to a cube cell

Reference a named cube view

A parent of an element, by index

The number of parents of an element
The level of an element

The weight of a child in its consolidation
A child of a consolidation, by index

The number of children of a consolidation

Test whether one element is a component of
another

Test whether one element is a parent of
another

The length of an element’'s name

The index of an element within a dimension
The number of elements in a dimension

The next element in a dimension

The number of hierarchy levels in a dimension
An element's or attribute's type

The first element in a dimension

The dimension name at a cube position

The number of elements in a subset

An element name from a subset, by index or
name

Anchors an Active Form region
The dynamic row axis of an Active Form
A title member reference

The sort and filter for a region
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Function Alias
TM1RPTELISCONSOLIDATED
TM1RPTELLEV
TM1RPTELISEXPANDED

TM2RPTELISCONSOLIDATED

TM2RPTELLEV

TM2RPTELISEXPANDED

TMI1ELLIST

TM1VAL

DefineCalc DEFINECALC
TM1USER

TM1SET

TM1PRIMARYDATASOURCE

TM1PRIMARYDBNAME

Relational database

What it does

Whether an Active Form row is a consolidation
The display level of an Active Form row
Whether a row is expanded (always FALSE )

Whether a Universal Report axis member is a
consolidation

The display level of a Universal Report axis
member

Whether an axis member is expanded (always
FALSE )

Spill element names down a column, indented
by level

Hierarchy-aware cube retrieval

Declare a user-defined calculated member
The current user's display hame on a server
A hierarchy-aware member selector

The workbook's last-saved data source name

The workbook's last-saved server name

Reference page: Relational database functions

Function Alias

RW.Relational .Export RWSQL ,
RWRELAT IONALEXPORT

RW.Relational.Update = RWSQLUPDATE

RW.Relational.Upsert RWSQLUPSERT

Workday Adaptive Planning

Reference page: Workday Adaptive functions

What it does

Runs a SQL query and imports the result
into a range or named table

Updates the row matching a key column and
value

Same as Update, but inserts when the key is
missing
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Function Alias What it does

RW.Adaptive.Extract ALEXTRACT Builds and imports a custom Adaptive report

RW.Adaptive.Tier AITIER Defines one row, column or filter axis for an
Extract

RW.Adaptive.Option AIOPTION Sets a named report option that Extract reads

RW.Adaptive.Filter AIFILTER Stores a reusable dimension filter

RW.Adaptive.Input ALINPUT Marks a cell for upload to Adaptive on submit

RW.Adaptive.ModeledIinput AIMODELEDINPUT Updates one field on a modeled Adaptive
sheet

RW.Adaptive.ModeledExport = AIMODELEDEXPORT  Exports modeled Adaptive data into a range

or table

Anaplan
Reference page: Anaplan functions

Function Alias What it does

ANAPLANINPUT (no dotted name) Marks a cell as an Anaplan write-back input
Al
Reference page: The Al insight function

Function Alias What it does

RW.Tools.Allnsight ~ RWAILINSIGHT  Calls a configured Al provider and writes the response into a
TextBox or cell

Contribution: RW.Contribution.*

Reference page: Contribution functions



Function

RW.Contribution.Input

RW.Contribution.Check
RW.Contribution.Checkbox
RW.Contribution.List

RW.Contribution.Filter

Alias

RW. INPUT

RW.CHECK

RW.CHECKBOX

RW.LIST

RW.FILTER

What it does

Declares the editable range and its dimensional
context

Adds a validation rule, blocking or advisory
Adds a checkbox bound to a target cell
Adds a dropdown of allowed values

Adds a filter control and its value list



Which function do | use

Goal

Bring TM1 or Planning Analytics data into a sheet with

MDX

Read a single TM1 cell or slice with the classic
functions

Write a value back to a TM1 cube cell

Bring SQL data into a sheet or named table
Write back to SQL where the row already exists
Write back to SQL, creating the row if missing

Build a custom Workday Adaptive report

Write back to Workday Adaptive

Write back to Anaplan

Sort a data block, optionally keeping top or bottom N
Hide or delete rows and columns on a condition
Group repeated rows or columns into an outline

Add spacing rows in a report that grows at run time
Control print pagination

Auto-fit a row or column around runtime content
Freeze calculated results before distribution

Set a sheet's name, tab color or suppression from a
formula

Build an interactive contribution input form

Embed an Al-generated summary or commentary

How the functions run

Function

RW.PlanningAnalytics.MDX

DBRW, DBR, SUBNM, VIEW, TM1RPT*

DBS, DBSW, DBSS

RW.Relational.Export
RW.Relational.Update
RW.Relational.Upsert

RW.Adaptive.Extract with Tier and
Option

RW.Adaptive.Input or ModeledInput
ANAPLANINPUT

RW.Tools.Sort

RW.Tools.Suppress

RW.Tools.Group

RW.Tools.BlankRow
RW.Tools.PageBreak
RW.Tools.Resize
RW.Tools.RemoveFormula

SheetName, SheetColor,
SheetSuppress

RW.Contribution.*

RW.Tools.Allnsight

- Evaluated by Reportworqg, not Excel. The formulas do nothing in desktop Excel.
They are recognized and executed by the Reportworqg engine at the right phase.

= Action, not value. After a successful run, most functions clear the formula cell.
The data importers instead set the cell text to the query that produced the data.
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= A fixed layout pipeline. During report generation the data importers run first,
then the layout functions in a set order: RW.Tools.Suppress, then RW.Tools.Sort,
then RW.Tools.RemoveFormula, then RW.Tools.BlankRow , then RW.Tools.Group,
then RW.Tools.PageBreak , then RW.Tools.Resize. RW.Tools.Allnsight runs after
the data has been imported and expanded. Ordering matters when functions
interact: suppression runs first, so a later sort or group only ever sees the rows that
survived it.

e Phase separation. Reporting, layout and data-read functions run during report
output. Write-back functions ( RW.Relational .Update and Upsert, the
RW.Adaptive.* inputs, ANAPLANINPUT , and the RW.Contribution.* inputs) are
processed during input submission, not the output pass.

The quiet failures worth knowing

Most function mistakes do not produce a formula error. These are the ones that fail
silently, each covered on its reference page:

e RW.Tools.Suppress deletes by default when you probably meant hide.

e RW.Tools.Group puts every matching row in the group, including the first - the
whole block collapses together. There is no header inside the formula’'s range, so a
title has to go in a row or column without the formula to stay visible, though people
sometimes expect the first matching cell to stay outside.

RW.Relational .Update and Upsert ignore an odd trailing argument, so a
mistyped column pair writes nothing.

RW.Adaptive.Option ignores an unknown option name, so a typo looks like the
option had no effect.
RW.Adaptive.ModeledExport splits levels on |, not commas.

RW.Tools.Allnsight silently drops dataRange when its worksheet cannot be

found, and only warns when the destination TextBox does not exist.

= ANAPLANINPUT trailing tuple arguments suppress the breadcrumb that the write-
back actually depends on.

= The three sheet functions apply nothing at all if two of the same kind appear on

one worksheet.

Related pages

= General report and layout functions
= |BM Planning Analytics functions

= Relational database functions

= Workday Adaptive functions

= Anaplan functions

= The Al insight function

= Contribution functions
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USER GUIDE - RUNNING AND SCHEDULING

Run a job

how-to report author administrator

Run Jobs is the on-demand way to run a report right now, instead of waiting for a
schedule. You pick one or more jobs, choose which of their outputs to produce, optionally
override parameters for this run, set a run mode and logging, and launch. The run is
queued and you land on Activity, where you can watch it finish.

When to use it. Any time a report has to run outside its schedule: an ad-hoc request
mid-month, a re-run after you fixed a template, a review-gated delivery you want to
check before it sends, or a diagnostic run with extra logging. For recurring, unattended
runs, set up a schedule instead.

Before you begin

= You need at least one runnable job with resolvable outputs.
= For outputs to actually be delivered, the job needs a configured distribution. Hold
for Delivery still produces output without delivering it.

Pick the jobs and outputs

1. Open Run Jobs. The header reads "Pick jobs to run now, review the outputs they
produce, then set run options.” A left rail steps you through Selection,
Parameters, and Options.

2. On the Selection step, use the Available Jobs tree on the left. Search or expand
folders, then select the checkbox next to each job you want. Folders roll up their
jobs, so checking a folder selects everything in it.

3. Each job you check is added live to Outputs to run on the right and its outputs
are resolved. A card shows "{included} of {total} outputs included" per job.

4. Include or exclude individual outputs with their row checkboxes, or use Include all
/ Exclude all on a job's card. A Burst chip on a card means that job resolves to
more than one output.

5. To start over, select Clear.

You can run at least one output across the selected jobs, so keep at least one output
included or the run control stays disabled.



Workspace > Run Jobs X Cancel ® Run Jobs
Run Jobs

Pick jobs to run now, review the outputs they produce, then set run options.
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When to run several jobs together. Selecting multiple jobs and running them in
one go runs them in the same execution process, which is what lets Reportworqg
group them into a single message when Combine email messages when
possible is turned on. See Combine emails, collate, and zip.

Override parameters for this run (optional)

1. Select the Parameters step. It is available only when a selected job exposes an
overridable parameter.

2. The step shows the parameters shared across your selected jobs. Enter a value to
apply it to every selected job that uses that parameter for this run only.

3. Leave a value blank to use each job's own default. Each override can be reset back
to the default.



Choose the run mode and options

1.

Select the Options step. A recap reads "Ready to run {N} outputs across {M}
jobs."

. Choose a run mode:

o Production (the default) generates the outputs and distributes them.
- Hold for Delivery generates the outputs but pauses distribution so you can
review them first. You release or discard the held run later from Activity.

. Under Logging, turn on the extra detail you need. Both switches are off by default,

and a routine run needs neither.

o Verbose logging captures detailed step-by-step execution logs, so the run’'s
log records each step it worked through rather than only the point where it
stopped.

o Trace logging adds high-volume diagnostics, including the HTTP traces of the
calls the run made to its data sources. It is available only while Verbose
logging is on, and Reportworg turns it off again after this run.

. Set notifications:

o Notification email receives a run summary when the run completes. It is
pre-filled from your saved settings.

= Notify on failures only stays quiet on success and emails only if something
fails.



When to turn logging up

Leave both switches off for routine production runs. There are two situations that call for
Verbose logging.

= A job keeps failing while you are still setting it up. A verbose run records
every step, so the run's log shows where the job stopped and what it was doing at
the time, instead of only that it failed. Turn Trace logging on as well when the
failure looks like a data-source problem: the HTTP traces exist only for a run that
had Trace logging on, and cannot be recovered afterward.

e Support has asked you for logs. Re-run the job with Verbose logging on, and
Trace logging too if you were asked for it, so the run's diagnostics archive carries
the detail support needs. Then send that run’s archive from its diagnostics, see
When a job fails.

Logging is set on the run you are launching, not on the job. The next run of the same job
records its normal level of detail unless you turn logging on again.



