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Creating a Custom Excel Report —SOLABS SharePoint

Overall Steps:
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1. Locate & Download the required Excel dataset file(s) from your Sharepoint onto your local computer
2. Create a combined Excel Dataset File
a. NOTE: If you are working with only 1 dataset, this combining step is NOT required!
3. Create reports in the Excel Dataset File
a. Create pivottables from the datasets to create more complex reports
OR
b. Filter the datasets and hide columns to create simple table reports
4. Save the new Excel Report & Dataset file
a. Title it something meaningful. Ex. Process Analytics
5. Upload your new Excel Report file back to your SharePoint
6. Use the new Excel Report & Dataset file directly in SharePoint
a. *Click it to open and use it in your browser
i. NOTE: When you open it in your web browser — MAKE SURE to *Click Data-> Refresh All
Connections
ii. This ensures the datasets are refreshed and any pivottables are refreshed
OR
b. Download a copy to your local computer

GOAL: For the following scenario

1- Create a custom ECreating a Custom Excel Report — SOLABS SharePointxcel report to see;
o All of the Process Tasks associated with all QM APPs (CAPA, Deviation, etc)
o Addthe MANAGER of the user who executed the task to the report (for filtering)
2- Requires 2 Datasets;
o Dataset 1: Ds Process Tasks PROD (under ‘QM APPs Datasets)
o Dataset 2: Ds Setup User Inventory PROD (under ‘Core Datasets -> Setup Section’)
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1- Locate Excel Dataset File(s) on your Sharepoint

1. Loginto your SharePoint
2. NOTE: *Excel Dataset Files from your PRODUCTION environment are found under the ‘SOLABS QM Reports
(Excel)’ folder (on the left panel)

SharePoint
BROWSE | FIES  LIBRARY

Home

solabs M 5o ABS OM Reports (Excel) o

Libraries @ new document or drag files here
Lists All Documents =+ Find a file yel
Recent
v D Name Modified Modified By
Documents
Tasks Core Datasets «ss May 3, 2020 solabs\solabsarchitect
MKMAX Custom Reports «ss May 11, 2020 solabs\solabsarchitect

SOLAES QM Reports
(Excel) QM APPs Datasets we May 3, 2020 solabs\solabsarchitect
SOLABS QM Reports (S5RS)

SOLABS QM VAL Reporis
(Excel)

3. Locate the dataset file(s) required
a. Dataset 1: Ds Process Tasks PROD (under ‘QM APPs Datasets)
i. Go to folder ‘QM APPs Datasets’
ii. Open the dataset file ‘Ds Process Tasks PROD’

v @ Ds Process Tasks PROD «s  May 3, 2020 solabs\solabsarchitect

iii. File will open in your browser
iv. Download the file
1. *Click ‘FILE’ in the ribbon
2. *Click ‘Download’
v. File will be downloaded into your ‘Downloads’ folder on your local computer

Os Process Tasks PROD.xlsx

DATA - FIND

Save As

Download
m Download a copy of this workbook to your computer.

b SO MEma A Aol

b. Dataset 2: Ds Setup User Inventory PROD (under ‘Core Datasets -> Setup Section’)
i. Go to folder ‘Core Datasets -> Setup Section’
ii. Open the dataset file ‘Ds Setup User Inventory PROD’
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B5 Ds Setup User Inventory PROD ==x  May 3, 2020 solabs\solabsarchitect

iii. File will open in your browser
iv. Download the file
1. *Click ‘FILE’ in the ribbon
2. *Click ‘Download’
v. File will be downloaded into your ‘Downloads’ folder on your local computer

SOLAES QM Portal » Ds Setup User Inventory PROD.xlsx
FIND

DATA -

PEM IM EXCEL
Save As

ownload
w Download a copy of this workbook to your computer.

1 userid B4 userStatus B userDeactivateDate
1 Active
2 Deactivated

P

L

2- Create a Combined Excel Dataset File (with all dataset worksheets into 1 workbook

together)

NOTE: If you are working with only 1 dataset, this combining section is NOT required!
1. Open the 2 downloaded datasets from your ‘Downloads’ folder
NOTE: When you open them, you will get the ‘Protected View’ yellow ribbon

2. *Click ‘Enable Editing’

H A A B I U = Ds Setup User Inventory PROD (2).xlsx [Protected View] - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER POF Architect 5 Creator

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing

13 - Jx | Engiish

2 1 Active
3 2 Deactivated 2020/04/30 18:27 2020-04-30 18:27 2019/03/14 15:39 2019-03-14 15:33
4 3 Deactivated 2020/08/31 19:59 2020-08-31 19:59 2019/03/14 15:39 2019-03-14 15:35

3. The file will then RE-OPEN and attempt to connect to the server

o *THIS WILL ERROR! -
o *Click ‘OK’ on the 1% popup, *Click ‘Cancel’ on the 2" popup

Microsoft Excel - - u SQL Server Login ———— g
3 Server: I lb-m-sgl01%SLEREFOR R
,iﬁ [DBMETLIB][ConnectionOpen (Connect(]}.]SQL Server does not exist or access denied,
[ Use Trusted Connection Cancel
Legin 10: IlemHeporIUseerdNKM Help
Was this information helpful? P rd [—— Options >
I asswol I ptions
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Now BOTH dataset files are open! eactivafad
wctive

wctive L_'x Delete
yeactival Repame
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Insert...

4. Create a NEW Blank Excel Workbook «ctive Move or Copy..
5. Move the Dataset Worksheets into this NEW Blank workbook i
6. In each of the ‘Dataset Files’ ;::‘:im

a. MOVE the dataset worksheet into the NEW Blank Excel workbook yeactiva ’

b. Right*Click the worksheet leactival
c. *Select ‘Move or Copy...’
d. Inthe Form that appears;

i. Inthe dropdown menu -> select the NEW Blank Excel

r love or Lo ['@ g
Workbook (Book1) Mo
e. *C||Ck 'OK' II\-'IOo:::E:ected sheets
Book |4
7. All required Datasets are now in 1 combined Excel Workbook L
[move to end)
8. NAME the Sheets accordingly (NOT REQUIRED but helps users understand)
a. DS Process Tasks i
b. DS Setup User Inventory [C] Create a copy
I oK ]I[ Cancel
D5 Setup User Inventory D5 Process Tasks _

v" We have assembled all the data, now we can create the custom reports desired!

3- Create custom reports in the New Excel Dataset File

3.1- Add Formulas to Expand Datasets
For the scenario we need to add the ‘Manager’ to the ‘Process Tasks’

1. Inthe ‘Process Tasks’ worksheet
2. Find the next available column to the right
3. Add a NEW COLUMN: Manager
o Create a ‘VLOOKUP’ formula to locate the MANAGER from the ‘DS Setup User Inventory’ worksheet
based on the userld who executed the process task

NOTE: Add as many columns as desired to expand the data

=VLOOKUP([@processTaskUserldexecuted], Table_slsrvrpt0l_rpt_SOLABSOM_REPORT_Test_DEVO07_1070_DS_DOCUMENT_Attributevalue,17,0)

AE AF AG AH Al
bssDelayFromissue currentProcessDelayFromStart nmnentpmcmbelavﬁomlsue currentProcessDelayFromTaskStart n Manager
<onl
[} Stephen Chen
1] Stephen Chen
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3.2- Create custom Excel Reports in the new Excel Dataset File

Options:
v Insert new worksheets
v’ Create Pivottables from the datasets
v Filter or hide columns from the tables to create simple table reports
v Duplicate sheets for 2 different reports from the same dataset

NOTE: Any filters SAVED in the report file will stay filtered when opened in SharePoint!
Ex. Below, Pivottable report connected to the expanded ‘DS Process Tasks’

e Provides by Manager, the users who executed tasks & which process they touched
e Very basic report

A B C D | E F G H
Manager - | processTaskUser ~ | processName - | processinstancelD | - processStatus h#
=Cathey Esler ='Daniel Chou ='Deviation DEV-000199
Deviation Total CANCELLED
Cathey Esler Total CLOSED
='Elmer Huey-Nazareno ='Erin Trainor + Document Control

) OPEN
='Kimberly Sales = CAPA

*Change Control
# Document Control

(YT~ B s VI O R SO W O T

Elmer Huey-Mazareno Total

- ot PR R - TiemAma

1
3

N
[]

Save the NEW Excel Report File

1. Save the completed NEW Excel Report File
a. Save it somewhere on your local computer, ex. desktop or downloads
b. Save it with a meaningful name
c. Ex. Process Tasks executed (by Manager, Employee)

5- Upload your new Excel Report & Dataset file back to your SharePoint

1- Open your SharePoint
2- Determine which folder to upload the New Excel Report File
a. Typically stored under a folder ‘Custom Reports’
b. Thisis to separate what is ‘Custom’ vs. ‘Core’
3- *Click ‘+ new document’ (see print screen on next page)
a. Inthe form that appears;
b. *Click ‘Choose File’ and select the New Excel report file saved in step #4
c. *Click OK

v" New Custom Excel Report File will be uploaded to your SharePoint! Ready to use!
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mmo files here

All Documents ~A

Add 2 document *
v [ name
Therearenaff ~ Chooseafile J{ [ cnoose File | o fiie chosen ]
Add as a new version to existing files
Destination Folder /NKMAX Custom Reports/ Chones Folder.
(® new document or drag files here
Version Comments All Documents ~ «= Find a file Pel
v O Name
Process Tasks executed (by Manager, Employee) %
4 —
\ o e

6- Use the new Excel Report & Dataset file directly in SharePoint
1. Use in WEB BROWSER: *Click it to open and use it in your browser
a. NOTE: MAKE SURE to *Click Data-> Refresh All Connections
b. This ensures the datasets are refreshed and any pivottables are refreshed

&« c @ nkmax.solabs.com/sharepoint/_layouts/15/xlviewer.as

SOLABS QM Portal ¥ Process Tasks executed (by Manager, Employee).xlsx

OPENINEXCEL - FIND
A

1 | Manager Iz‘ n
2 | Cathey Esler JE
3

4 | Cathey Esler Total r Refresh All Connections

5 = Elmer Huey-Nazareno Refresh all data connections in the

6 workbook.

7 Calculate Workboolk

8 Recalculate the workbook.

OR

&« c @ nkmax.solabs.com/sharepoint/_la

2. Download a copy to your local computer ’
a. Goto ‘FILE->Download’

b. Then you can use it like a regular Excel workbook

SOLABS QM Portal » Process Tasks executed {by Manager, Empl

Save As

Download

w Download a copy ¢
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