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Document Information

Notices
Copyright

Longview is a brand name of the insightsoftware.com Group. insightsoftware.com is a registered
trademark of insightsoftware.com Limited. Longview is a registered trademark of insightsoftware.com
International Unlimited.

Other product and company names mentioned herein may be the trademarks of their respective
owners. The insightsoftware.com Group is the owner or licensee of all intellectual property rights in this
document, which are protected by copyright laws around the world. All such rights are reserved.

The information contained in this document represents the current view of insightsoftware.com on the
issues discussed as of the date of publication. This document is for informational purposes only.
insightsoftware.com makes no representation, guarantee or warranty, expressed or implied, that the
content of this document is accurate, complete or up to date.

Disclaimer

This guide is designed to help you to use the Longview applications effectively and efficiently. All data
shown in graphics are provided as examples only. The example companies and calculations herein are
fictitious. No association with any real company or organization is intended or should be inferred.
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Longview Add-In For Office Overview

The Longview Add-In for Office is a fully integrated Add-In that allows you to make use of the familiar
interface of Microsoft Excel in conjunction with the database used by your Longview system. You can
use the Longview Add-In for Office to access Longview data servers to query data and other aspects of
the data server repository and submit data to the data server repository in worksheets and workbooks
within Microsoft Excel. The Longview Add-In for Office can also connect to a Tidemark Data Source. For
more information on this topic, see Connecting to a Tidemark Data Source.

If you have already installed the Longview Add-In for Office, you can also open any Excel file and
connect to the data server using the method described in Connecting to the data server.
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Accessing the Longview Add-In For Office

After you have installed the Longview Add-In for Office, the Longview tab appears in the ribbon in
Microsoft Excel.

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Longview novaPL

2]

Longview
Add-In Help

Help

| i ConnectTo~ =] @
“hs Connections =
Connect Convert t Longview
to Values Functions =

Connections Data Insert Formulas

group nhame~” Longview tab

Most Longview Add-In for Office features are unavailable until you connect to a data server. However, if
you are not connected to a Longview data server, you can still view the Longview Add-In for Office Help.
For more information, see Viewing Longview Add-In for Office Help.

Most of the Longview Add-In for Office functionality is available from the ribbon, which is divided into the
following groups:

= ConnectionsThe Connections group contains all functionality related to connecting to and
disconnecting from the data server and managing existing connections.

= DataThe Data group contains functionality related to data in the Microsoft Excel workbook. For
example, you can refresh, lock, or submit data in the active worksheet or workbook, or convert
data.

= |nsertThe Insert group contains functionality related to querying data or information from the
Longview data server. Click one of the buttons in the Insert group to insert a query into your
Microsoft Excel workbook.

® FormulasThe Formulas group contains functionality related to working with Longview
Functions using the Function Arguments dialog. Longview Functions allow you to query
different types of data into worksheet cells and submit data from worksheet cells to the
Longview data server repository.

= ViewThe View group contains links to the Data Locks and User Submissions tools:

o Locks — Opens the Data Locks tool, to view and delete any locks that are applied to the
data server repository.

o Submissions — Opens the User Submissions tool, to view the status of batches that have
been created in the system.

For more information on the Data Locks or User Submissions tools, see the Longview Data
Locks Help or Longview User Submissions Help.

= HelpThe Help group contains a link to the Longview Add-In for Office Help.
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Using Longview Add-In With A Tidemark
Data Source

The Longview Add-In for Office can also connect to a Tidemark Data Source. Connecting to a Tidemark
Data Source is equivalent to connecting to a Tidemark Application. Once connected, data security,
hierarchy and member selections will be restricted to those available in the Tidemark Application to
which you are connected. Some, but not all the functionality is available for Tidemark Data Sources. Any
functionality unavailable for Tidemark Data Sources will appears disabled in Longview menu options
within Microsoft Excel.

This guide will describes how to use these features. However, note that there may be some slight
differences in terminology. Most notably, Longview Data Sources use the term "symbol" and Tidemark
Data Sources use the term "member".

The main features available for Tidemark Data Sources include retrieving data, refreshing data, and
retrieving metadata.

The following lists the features applicable to Tidemark Data Sources:

= Data Query

= Data Extract

= Symbol Query

® Refresh Worksheet

® Refresh Workbook

® Convert to Values

® Longview Functions: LVCELL, LVDESC, LVCHILD, LVDIMDESC, LVDIMNAME,

LVIDENTIFIER, LVPARENT, LVREFRESHDATETIME, LVSUBMIT, LVSYMBOLSELECTOR,
LVUSER, LVUSERDESC

A Caution: The following caveats apply when connecting to a Tidemark Data Source:

= | ongview Add-In for Office is only supported on Windows operating systems.

= The link to download the Longview Add-In for Office is available from the Tidemark main menu.
Once the Add-In is installed, you may subsequently launch the Longview Add-In for Office from
the Tidemark main menu or by launching Microsoft Excel from your desktop and navigating to
the LONGVIEW tab.

= | ongview Add-In for Office queries are made directly against Tidemark data. Data security is
enforced through a Tidemark data security profile that customers must configure in each
Tidemark application they want to make available to users from Longview Add-In for Office.
The security profile must be named ExcelProfile. Users cannot connect to Tidemark
applications unless the ExcelProfile is present and configured properly.

= Single Sign-On is not supported for Tidemark Data Sources.
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= | ongview Add-In for Office can handle a maximum of 64 dimensions when connecting to a
Tidemark Data Source. If your Tidemark Data Source has more than 64 dimensions, then you
will be unable to use the Longview Add-In for Office to connect to it.

= When retrieving data using Data Query, Data Extract, or LVCELL() and LVSUBMIT(); you must
specify a co-ordinate for each dimension

= Some messages, tooltips and user interfaces may be Longview-centric. For example, in some
cases, you may see the term "symbol" instead of "member". You may think of these two terms
as equivalents.

= Automation APlIs are not supported for Tidemark Data Sources.
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Longview Add-In For Office Version And
Session Information

It may be useful at times to view version and session information about the Longview Add-In for Office.

o Note: If you are not connected to a data server, only the version information for Longview
Add-In for Office displays. (Not connected) displays in all other fields.

To view Longview Add-In for Office information:

1. Click the File tab. The Backstage view displays.

2. Click Longview.

3. Review version information in the About Longview Add-In for Office section for the following:

» Longview Add-In for Office

e Longview Data Server

Note: To copy version information to your Windows clipboard, click Copy Info to
Clipboard.

4. Review session information in the Session Information section for the following:

a. Username: Your current username and description.

b. Group: Your current user group name and description.

¢. Name: The name of your current connection.

d. Identifier: The Longview Identifier (LID) of the system you are currently connected to.
e. Host: The host name of the data server you are currently connected to.

f. Port: The port number of the data server you are currently connected to.
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Managing Connections

Before you can start working with the Longview Add-In for Office, you must use the Manage
Connections dialog to add a connection to the Longview data server.

For more information, see the following:

= Understanding authentication methods
= Adding a connection

In addition, you can use the Manage Connections dialog to complete several tasks involving data server
connections, including the following:

= Modifying connections
= Deleting connections

After you have added a connection, you can complete the following tasks from the Connections group:

= Connecting to the data server
= Changing an expired password
®  Upgrading the Longview Add-In for Office

= Disconnecting from the data server

Understanding authentication methods

Before you can start working with the Longview Add-In for Office, you must know the authentication
method required by your company.

Currently, the Longview Add-In for Office supports the following authentication methods:

Authentication
Method

Description

Windows authentication is currently supported for all components of the Longview
Windows system. If your Longview system uses Windows authentication, you are authorized to
authentication |access the Longview system as soon as you sign on to Windows. You do not have to
supply a password specific to the Longview system.

Longview If your company uses Longview authentication, you will be required to enter a specific
authentication |user name and password to access the Longview system.

Single Sign-On (Web) allows your company to use a standard authentication across
multiple applications. This allows you to use a single password for both the Longview
system and other applications.

Single Sign-
On (Web)
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Adding a connection

You can use the Manage Connections dialog to add a connection to the Longview data server. The first
time you access the Longview Add-In for Office, you may have to add a connection, depending on how
the Add-In was installed:

= |fyou installed the Longview Add-In for Office from a Longview Dashboard link, a connection is
automatically created for you with the connection settings you used to log in to Longview
Dashboard.

= [fyou installed Longview Add-In for Office as a stand-alone installation, you must add a
connection before you can sign on.

You can add up to 12 connections.

To add a connection:

1. Click the Longview tab.

2. Inthe Connections group, click Connections. The Manage Connections dialog opens.

Note: Connections is available only if you are disconnected from the data server. For
more information, see Disconnecting from the data server.

3. Click Add. The Add Connection page appears.

4. Complete the following fields:

Field Description

Name Enter a name for the connection. Each connection name must be unique.
Select a color to represent the connection from the drop-down list. Longview
Category recommends that you select a different color for each connection so that they can

be easily identified.

Enter the Longview ldentifier (LID) for the system you want to connect to.

. o Note: If the Longview Identifier policy is enforced (as set by the LV _
Identifier IDENTIFIER_POLICY parameter), the Longview Identifier set for
Identifier must match the data server Longview Identifier. For more
information, see the Longview Installation Guide.

Host Enter the host name of the data server you want to connect to.

This field is unavailable if you specified a URL (starting with http) foran HTTP
Proxy Server for the Host field.

Port For more information on HTTP Proxy servers, see the Longview Installation Guide.

Enter the port number of the data server you want to connect to.
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Description

Enter the web bridge URL, such as

Web Bridae http://ca127docsql01:80/cgi-bin/LongviewCPM/Ilvwebsso.cgi or
g http://ca127docsql01:80/cgi-bin/LongviewCPM/ks_iwebsso.dll.

This field cannot be longer than 256 characters.

5. Click Add. The Manage Connections dialog comes into view, and the connection appears in the
Connections list.

Modifying connections
You can use the Manage Connections dialog to modify existing data server connections.

To modify connections:

—_

. Click the Longview tab.

2. Inthe Connections group, click Connections. The Manage Connections dialog opens.

Note: Manage Connections is available only if you are disconnected from the data server.
For more information, see Disconnecting from the data server.

3. Select the connection that you want to modify from the Connections list.
4. Click Edit. The Edit Connection page appears.

5. Modify the connection settings as necessary.

6. When you are finished, click Save. The Manage Connections dialog comes into view.

Deleting connections
You can use the Manage Connections dialog to delete existing data server connections.

To delete connections:

1. Click the Longview tab.

2. Inthe Connections group, click Connections. The Manage Connections dialog opens.

Note: Manage Connections is available only if you are disconnected from the data server.
For more information, see Disconnecting from the data server.

3. Select the connection that you want to delete from the Connections list.

4. Click Delete.
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Connecting to the data server

To use the Longview Add-In for Office to work with system data, you must first connect to a Longview
data server.

o Note: If you opened Excel by clicking a link to a Longview Add-In for Office file on the
Longview Dashboard or in the Tax Provision navigation pane, you will automatically be
connected to the data server using the same credentials as the ones used to sign on to the
Longview Dashboard.

To connect to the data server:

1. Click the Longview tab.

2. Inthe Connections group, click Connect. The Longview Add-In for Office dialog opens.

Note: If this is your first time connecting to a data server from the Longview Add-In for
Office, and you installed the Add-In as a stand-alone installation, you must add a
connection before you can sign on. For more information, see Adding a connection.

3. Your current Connection displays in the Connection section. If you want to use a different
connection, select it from the Connection drop-down list.

4. Inthe Authentication section, select the authentication method used by your organization. For more
information, see Understanding authentication methods.

5. Do one of the following:

« If you selected Windows authentication in step 4, the Username and Password fields are
unavailable. Click Sign On to connect to the data server.

« If you selected Single Sign-On (Web) in step 4, the Username and Password fields are
unavailable. Click Sign On to connect to the data server.

« If you selected Longview authentication in step 4, complete the following fields:

Field Description

Username Enter your username.

Password Enter your password.

6. Selectthe Remember Me checkbox if you wish to save your username with the connection once
you have successfully connected.

7. Click Sign On. The Group page appears.

Note: If you are a member of only one user group, the Group page does not appear. You
are now connected to the data server.
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8. Select the appropriate user group and click OK. You are now connected to the data server.

Note: When you are connected to a data server, the Longview Identifier of the data server
displays to the right of the workbook name in the Microsoft Excel title bar.

If a later version of the Longview Add-In for Office is detected, an upgrade dialog opens.

For more information, see Upgrading the Longview Add-In for Office.

Changing an expired password

If you are a Longview authenticated user and your password has expired, the system prompts you to
change it the first time you attempt to connect to the Add-In for Office after your password has expired.

To change your password:

1.

2.

Click the Longview tab.
In the Connections group, click Connect. The Longview Add-In for Office dialog opens.

Your current Connection displays in the Connection section. If you want to use a different
connection, select it from the Connection drop-down list.

Complete the following fields:

Field Description

Username Enter your username.
Password Enter your password.

Click Sign On. The Change Password dialog appears.

Complete the following fields:

Field Description

Old

Password Type your expired password.

Type your new password.

Password Note: Passwords cannot contain any of the following characters: double
quotation marks ("), pipes (| ), dollar sign ( $ ), square brackets ([ ),(]) or
spaces ( ), and cannot start with the at sign (@).

Confirm

Password Retype your new password.

Click OK. Your password is updated, and you are connected to the data server.
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Upgrading the Longview Add-In for Office

If a later version of the Longview Add-In for Office is detected when you connect to a Longview data
server, you can upgrade the Longview Add-In for Office.

To upgrade the Longview Add-In for Office:

1. Connect to a data server (as described in Connecting to the data server). If a later version of the
Longview Add-In for Office is detected, an upgrade dialog opens.

2. Click Upgrade.

3. Depending on your security settings, the Application Run - Security Warning dialog may appear.
Click Run.

4. A Downloading LongviewAddIn.Office dialog opens, informing you of the status of the download.
Once the download is complete, an installation dialog opens.

5. Close Microsoft Excel, and then click Continue Installation. Once the installation is complete, Excel
launches.

Disconnecting from the data server

When you are finished working with the Longview Add-In for Office, you can disconnect from the
Longview data server.

To disconnect from the data server:

1. Click the Longview tab.

2. Inthe Connections group, click Disconnect.
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Querying Data

Once you are connected to the Longview data server, you are ready to work with the data contained
within it. This chapter explains how to use the Longview Add-In for Office to query data.

For information on analyzing data queries, see Analyzing data query results.

Understanding data query output

You can use the Longview Add-In for Office to query data from the data server repository and place itin
a Microsoft Excel workbook. The results of a data query are divided into several main sections
(displayed depending on the Format Options specified for the data query) and appear in the following
layout:

Worksheet and Fixed dimension symbol names
| Worksheet and Fixed dimension symbol descriptions

Time Stamp Column dimension symbol names
(Data columns)

B ~

200 Torontd - D200
DIMISET De delault
CAD Cana n Dollar
SEGMENTST Total Pegments Query fnformat,on secbon

DIMESET Flements Delault,
DIMTSET Cantiols Dfla..l* *
Query Time Stamp 3/13/20n14 16:18

Inventory query 3 :
or firstquanter, ;om0 ————— Quiery Title section

BN bW N

Bl

Query Data section

N

Al1003 Al0Qi
13 Mar 10 Qtr 110
14 All410 11410 Materials & supplies 187,636 1,124,651
15 All420 11420 - Work in progress 183,458 507.436
16 A11430 11430 - Finished goods 218.955 1,.204.05%
17 Allaa0 11430 - UIFO revaluation 8,354 a1 643
18 Al11450 11450 - FIFO revaluation 5. 712 16.542
19 All4s0 11460 - Inactivity and obsolescence revaluation 5.433 21.435%
20 Al11499 11499 - I/C Profit in inventory elimination 16,823 65,403
21 A11400 Total inventory 826,41 2,984,167

M 4« » M 200 EI210 Sheetl Sheet2 SheetD

i ) Column dimension symbol descriptions
Row dimension symbol names (Data columns)

(Symbol Name column)

Row dimension symbol descriptions

Worksheet dimension symbol names (Symbol Description column)

Data query results in the Longview Add-In for Office are divided into the following main sections:

® The Query Information section
® The Query Title section
® The Query Data section
= The worksheet dimension symbol names (worksheet tabs)
Each section is separated from the others by a blank row. If none of the elements for the Query

Information and Query Title sections display in the data query results, the Query Data section appears at
the top left cell of the query results.
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Note: If you manually modify any character string or data value in the data query results, or if
you insert or delete a row or column within the range of the query results, you will not be able
to rerun, reorient, analyze, or drill into that data query.

The Query Information section includes the following elements:

Element Description

Worksheet
and Fixed
dimension

symbol names |Fixed dimension symbols — The symbols as specified for the fixed dimensions (all
and dimensions other than the Row, Column, and Worksheet dimensions).

Worksheet  |Worksheet dimension symbol — The Worksheet dimension symbol for the active
and Fixed worksheet.

dimension
symbol
descriptions

The value for the time stamp depends on whether you selected one of the Values
options or one of the Formulas options for the As field when you ran the data query.

Values — The time stamp appears as Query Time Stamp and is the date and time that
the data query was run, in the date and time format for your region (as set in your

system settings). The Query Time Stamp is a hard-coded string value.
Time Stamp
Formulas — The time stamp appears as Refresh Time Stamp and is the date and time

when the data query was last refreshed or run if it has not been refreshed. The Refresh
Time Stamp is a LVREFRESHDATETIME function, with the date and time in the short
format, as specified in your system.

For more information, see LVREFRESHDATETIME.

The Query Title section includes the following elements:

Element Description

Query title The query title, as specified in the Format Options page.

Query subtitle[ The query subtitle, as specified in the Format Options page.

The Query Data section includes the following elements:

Element Description

Row dimension symbol names and Row dimension symbol |The symbols as specified for the Row
descriptions dimension.

Column dimension symbol names and Column dimension | The symbols as specified for the Column
symbol descriptions dimension.
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If duplicate symbols are specified in the Worksheet dimension (for example, when a data query is rerun),
a new worksheet is created for each duplicate symbol. In each new worksheet, the symbol name is
appended with (N), where N is a unique number corresponding to the number of duplicates created.

For example, if two new worksheets are created (for two duplicate symbols), the symbol names in the
worksheet tabs appear as follows:

= SymName
= SymName (2)

= SymName (3)

Querying base data

You can use the Longview Add-In for Office to query data from the data server repository and place itin
a Microsoft Excel workbook.

When you run a data query, you can specify whether to output Values or Longview Formulas in the data
query results. You should select an output type depending on how you plan to use the data query
results:

= Select one of the Values options for the As field if you do not plan to customize the data query
results.

® Select one of the Formulas options for the As field if you want to customize the data query
results (for example, by adding commentary, or an additional column, or by inserting Microsoft
Excel functions) and you want to maintain your customizations when you refresh the data
values in the query results. To refresh data values in customized data query results, use the
Refresh Worksheet or Refresh Workbook buttons in the ribbon. For more information, see
Refreshing data queries.

Note: Some changes to data query results will prevent you from rerunning the data
query or reorienting and drilling into the query results. For more information, see
Formatting query results.

To query data:
1. Click the Longview tab.

2. Inthe Insert group, click Data Query. The Data Query dialog opens with the Data Options page in
view.

[ o Note: You must be connected to the data server to run a data query.
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X

Data Options Cell Location:
Query Options
Format Options Qrientation Dimension Symbols Spec Level
E%] Row v Accounts Q Al v 99
[%1 Column v Timeperiods Q All v 99
E3 Worksheet v Entities Q Al v 0
v Details Q Al 0
“v Currency Q Al 0
v Segments Q Al 0
“v Elements Q Al 0
v Controls Q Al 0
Load Query Save Query Close

3. Complete the following field:

Description

Type the location of the top left cell of the query results. Keep in mind that the query
Cell results will overwrite any data in the worksheet cells.

Location ||t you must place multiple queries in a single worksheet, Longview recommends that you
ensure that the query results do not overlap.

4. Specify the active dimensions for your query:

Dimension Description

Data for the specified symbol or symbols in the Row dimension displays in rows on the
Row .

left side of the worksheet.

Data for the specified symbol or symbols in the Column dimension displays in
Column

columns across the top of the worksheet.

Data for the specified symbol or symbols in the Worksheet dimension displays in
Worksheet

separate worksheets, one for each symbol.

5. For each dimension in your system, specify the following symbol specifications:

o Note: Certain combinations of Symbols, Spec, and Level are restricted because they will
not return a valid set of results. If you attempt to use one of these combinations, either the
combination will be restricted (for example, if you specify Leaf for Spec, the Level field is
unavailable), or you will receive an error message.
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Specification Description

Type a symbol name or click the symbol selector button to search the hierarchy for

the selected dimension.

For more information, see Using the Symbol Selector.

If you specify more than one Root symbol for the Row, Column, or Worksheet

dimensions, you cannot change the orientation of that dimension to a fixed
Symbols dimension unless you delete the additional symbols.

o Note: Default values for the data query symbols for each dimension are
set by the UGPDDimNQueryDefault user attributes, where DimN is an
integer corresponding to the order of the dimension as it appears in the
Longview data server repository. For more information on attributes, see
the Longview Application Administrator Guide.

This field is unavailable for symbols that are not in the Row, Column, or Worksheet
dimensions.
Specify the type of symbol to query, using one of the following options from the
drop-down list:
= All— To query all symbol types.
Spec
® | eaf — To query only leaf symbols.
® Parent— To query only parent symbols.
= Root and Parent — To query only root and parent symbols.
The default value for this field is All.
This field is unavailable for symbols that are not in the Row, Column, or Worksheet
dimensions.
Type the number of levels of descendants of the selected symbol to appear in the
Level results. You can select up to 99 levels of symbol detail. If you type 0, only the
symbol you selected will appear. To include the selected symbol and one level of
symbol detail below it, type 1. If you select 99 levels of symbol detail, all levels of
symbol detail are included in the results.
Note: Large queries take longer to complete than smaller queries. Be as specific as
possible with the data intersection you are querying.

6. Forthe dimensions you specified as the Row, Column, and Worksheet dimensions in step 4, you
can specify additional symbols to query. To add additional symbols to query for a dimension,
complete the following steps:

a. Select the applicable dimension row.

b. Click Symbol. A new row appears.
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c. Forthe new symbol, specify the symbol specifications, as described in step 5.

d. Repeat step a to step ¢ for each additional symbol that you want to include in your data query.

o Note: To delete additional symbols that you have added, select the row containing the
symbol and click Delete. You can also change the order in which the symbols will appear
in the query results by selecting the row containing the symbol and clicking Move Up or
Move Down.

7. Do one of the following:

» To specify the format options for your data query, proceed to Specifying format options for data
queries.

« Torun the data query with the default format options, proceed to Running a data query.

Note: You may also quickly populate the Data Query dialog with query selections that you
have previously saved by using the Load Query button. For more information, see Saving
and loading data query selections.

Specifying Query options for Data queries

Data Query

Data Options
General

Query Options

) Show All Data v

Format Options
Query type Values, Adjusted v
Include comments O

< >
Load Query Save Query Close

Complete the following fields:
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Field Description

Specify the type of hierarchy data to display in the data query results using one of the
following options from the drop-down list:

= All Data — To display all types of data.
m | eaf Data— To display data for leaf cells only.
®m CTA Data — To display Cumulative Translation Adjustment (CTA) data only. This

Show option displays data from CTA symbols containing data on the net gain or loss
resulting from the data translation of another currency.

o Note: If you specify Leaf Data or CTA Data, you must specify either Values,
Adjusted or Values, Unadjusted for As.

The default value for this field is All Data.
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Field Description

Specify whether Longview Formulas are output and whether data that has been adjusted
by journal entries displays in the data query results, using one of the following options from
the drop-down list:

= Values, Adjusted — To output data values only, and display data that has been
adjusted by journal entries. The time stamp for the query is output as a hard-
coded string value.

® Values, Unadjusted — To output data values only, and display data that has not
been adjusted by journal entries. The time stamp for the query is output as a hard-
coded string value.

® Formulas, Adjusted, with Cell References — To create an LVCELL function for
each data intersection in the query results, an LVDESC function for each symbol
description in the Row, Column, and Fixed dimensions, and an
LVREFRESHDATETIME function for the time stamp. Symbol nhames in each of
the LVCELL and LVDESC functions are references to the cells that contain the
required values for the data intersection.

Note that the cell references also include absolute cell references (for example,
$A%$1), where the address of the cell remains the same, regardless of the position
Query of the cell that contains the function.

Type For more information, see LVCELL, LVDESC, and LVREFRESHDATETIME.

Data that has been adjusted by journal entries displays in the data query results.

.o. Note: If As is set to Formulas, Adjusted, with Cell References, and
Show Fixed Symbols is set to Do not show in the Format Options page,
cell references are output for symbols in the Row and Column
dimensions only. All other symbol names in each of the LVCELL and
LVDESC functions are hard coded as the required values for the data
intersection. For more information on Format Options, see “Specifying
format options for data queries”.

®  Formulas, Adjusted, without Cell References -To create an LVCELL function for
each data intersection in the query results, an LVDESC function for each symbol
description in the Row, Column, and Fixed dimensions, and an
LVREFRESHDATETIME function for the time stamp. Symbol names in each of
the LVCELL and LVDESC functions are hard coded as the required values for the
data intersection. For more information, see LVCELL, LVDESC, and
LVREFRESHDATETIME. Data that has been adjusted by journal entries displays
in the data query results.

The default value for this field is Values, Adjusted.

Include Select this field to include comments in the data query results. Comments retrieved from
comments |the database will be displayed as Excel cell comments on the corresponding cells.
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Specifying format options for data queries

Before you run a data query, you can specify how the results of the query are formatted in the Microsoft
Excel worksheet. For more information on the layout of the query results, see Understanding data query

output.

To specify format options:

1. Click Format Options in the left pane of the Data Query dialog. The Format Options page opens.

Data Query

Dals Options

Foamal Oplons

General

Tithe Tex1

Subbthe Texl

Show Fipd Symibols T
Sray T S18img D ROt e
Show Symbal Descriptions -

Riowr Headers

Symibol Narse Column Width AusoFit

Specily Symbol Mame Column Width
Symibol Description Column Widih AutoFit

Spacily Symbol Dascription Column Widih

Column Hoaders

Column 'Widsh Spacily
Spacily Column Wialh 1357
Data

Apply Cudbam Formatting

Decimal Places

Usg Thousand Soparator o
Mibgativi Musbors

Exchody Tadod P
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2. Inthe General section, complete the following fields:

Field Description

Specify the text for the data query title. If you leave this field blank, no title row is
included in the data query results.

Specify the text for the data query subtitle. If you leave this field blank, no subtitle
row is included in the data query results.

Title Text

Subtitle Text

Specify whether the Fixed dimension symbols display in the data query results,
using one of the following options from the drop-down list:

Note: The functionality for this option includes the Worksheet dimension
symbol that is included in the Query Information section. The Worksheet
dimension symbols in the worksheet tabs are unaffected.

Do not show — Fixed dimension symbols do not display in the data query results.

Show Fixed
Symbols o Note: If Show Fixed Symbols is set to Do not show, and the data query is
set up to output Longview Formulas with cell references, cell references
are output for symbols in the Row and Column dimensions only. All other
symbol names in each of the LVCELL and LVDESC functions are hard
coded as the required values for the data intersection.

Top — Fixed dimension symbols display in the Query Information section above the
data query results.

The default value for this field is Do not show.

Specify whether the time stamp displays in the data query results, using one of the
following options from the drop-down list:

i ® Do not show — The time stamp does not display in the data query results.
Show Time

Stamp = Top — The time stamp displays in the Query Information section above the

data query results.

The default value for this field is Do not show.

Select this field to show symbol descriptions for symbols in all dimensions in the

Show data query results.

Symbol Clear this field to show only symbol names for symbols in all dimensions in the data
Descriptions |query results.

This field is selected by default.

3. Inthe Row Headers section, complete the following fields:
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Field Description

Symbol Name

Specify how the width of the Symbol Name column (the column containing the
Row dimension symbol names) is determined, using one of the following options
from the drop-down list:

= AutoFit — To automatically fit the width for the Symbol Name column to
the longest symbol name. This does not include the Worksheet and

Name Column
Width

Column Width Fixed dimension symbol names.
®  Specify — To specify a custom width for the Symbol Name column.
The default value for this field is AutoFit.
This field is available only if Symbol Name Column Width is set to Specify.
Specify Symbol

Type a number for the width of the Symbol Name column in characters. Type a
number from 0 through 255, including decimals.

The default value for this field is 22.71.

Specify how the width of the Symbol Description column (the column containing
the Row dimension symbol descriptions) is determined, using one of the
following options from the drop-down list:

®  AutoFit — To automatically fit the width for the Symbol Description

Symbgl . column to the longest symbol description. This does not include the
Description Worksheet and Fixed dimension symbol descriptions.
Column Width
® Specify — To specify a custom width for the Symbol Description
column.
The default value for this field is AutoFit.
Specify Symbol |This field is available only if Symbol Description Column Width is set to Specify.
Description Type a number for the width of the Symbol Description column in characters.
Column Width  [Type a nhumber from 0 through 255, including decimals.

In the Column Headers section, complete the following fields:

Field Description

Specify

dimens

options
Column -
Width

how the width of the Data columns (the columns containing the Column
ion symbol names and descriptions) is determined, using one of the following
from the drop-down list:

AutoFit — To automatically fit the width for the Data columns to the symbol
name, symbol description, or data value, whichever is longer.

Specify — To specify a custom width for the Data columns.

The default value for this field is Specify.
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Description

This field is available only if Column Width is set to Specify.

ngucr:ﬁ Type a number for the width of the Data columns in characters. Type a number from 0
Width through 255, including decimals.

The default value for this field is 13.57.

5. Inthe Data section, complete the following fields:

Note: Custom formatting as specified in the data section overrides the formatting applied
by Longview cell styles. For more information, see Formatting query results.

Field Description

Apply Select this field to apply custom formatting to the data values in the data query results.
Custom
Formatting | This field is cleared by default.

This field is available only if Apply Custom Formatting is selected.

Decimal  |Type an integer from 0 through 9 for the number of decimal places to include in the
Places symbol data.

The default value for this field is 0.
This field is available only if Apply Custom Formatting is selected.

Select this field to use your regional separator (as set in your system settings) as the
thousands separator in the symbol data. For example, if your region is set to United

Use States and your regional separator is a comma, the symbol data appears as follows:
Thousand |«q ,000,000".
Separator

Clear this field to display the symbol data without thousands separators; for example,
“1000000”.

This field is selected by default.

insightsoftware.com


https://insightsoftware.com/

Y insightsoftware 32

Field Description

This field is available only if Apply Custom Formatting is selected.

Specify how negative numbers in the symbol data display in the data query results
using one of the following options from the drop-down list:

®m -1234.00 — Negative numbers are preceded by a minus sign.

= 1234.00 — Negative numbers display in red.

Negative ) ) . ) )
Numbers L] -1334.00 — Negative numbers are preceded by a minus sign and display in
red.
® (1234.00) — Negative numbers are enclosed in parentheses.
= (1234.00) — Negative numbers are enclosed in parentheses and display in
red.
The default value for this field is (1234.00)
Specify whether zero data will be suppressed, using one of the following options from
the drop-down list:
= None — No rows or columns are suppressed.
® Rows — Rows where all the data returned are values of “zero”.
Exclude
Zeros ®  Columns — Columns where all the data returned are values of “zero”.

® Rows and Columns — Rows and Columns where all the data returned are
values of “zero”.

The default value for this field is None.

6. Proceed to Running a data query.

Running a data query

When you are finished specifying the data and format options for the query, you can run the data query.

To run a data query:
1. Do one of the following:

« If you are querying data in a workbook that does not contain existing data queries, click Run
Query. The results of the data query appear in Microsoft Excel, with your specified orientation,
symbols, and formats. Proceed to step 3.

« If you are querying data in a workbook that contains existing data queries, and any symbols

that you specified for the Worksheet dimension are duplicated in the Worksheet dimension of
the existing data queries, click Run Query, and proceed to the next step.
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2. Inthe dialog that appears, do one of the following:

« Click Create to create a new worksheet or worksheets for the data query results.

« Click Reuse to reuse the existing worksheet or worksheets for the new data query results. The
existing data query results are overwritten.

Note: Any existing data and formatting (font, borders, or alignment for example) is
retained when you reuse the existing worksheet or worksheets. This includes
formatting automatically applied to the existing data query results.

3. Click the File tab.
4. Click Save.

5. If you are saving the workbook for the first time, the Save As dialog opens. Enter a name for the
workbook and click Save.

Rerunning a data query

You can use the Longview Add-In for Office to rerun an existing data query. Rerunning a data query
refreshes data values in the query and allows you to modify the query as necessary.

For information on refreshing queries that contain Formulas, see Refreshing data queries.

When you open a workbook containing data queries, the associated values are not updated to show the
latest values in the Longview data server repository. The data will be exactly the same as when you last
saved and closed the workbook. To see the most up-to-date data from the data server repository, you
must rerun your data queries.

If you create a new worksheet or worksheets for the rerun data query results, and symbols in the
Worksheet dimension of the rerun data query are duplicates of the symbols in the Worksheet dimension
of the existing data query, symbol names in the worksheet tabs of the rerun data query results are
appended with (N), where N is a unique number corresponding to the number of duplicates created.

For example, if two new worksheets are created (for two duplicate symbols), the symbol names in the
worksheet tabs appear as follows:

= SymName
= SymName (2)
= SymName (3)

To rerun a data query:

1. Right-click any cell in the results of the data query that you want to rerun and select Rerun Query.
The Data Query dialog opens, with the Data Options page displayed.
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2. Make any changes to the data query as necessary.

Note: If you specify more than one symbol for the Row, Column, or Worksheet
dimensions, you cannot change the orientation of that dimension to a fixed dimension
unless you delete the additional symbols.

3. Clear or select the 'Clear previous results' checkbox.
« Selected (default): Removes all existing query results and formatting before displaying the new results.

* Cleared: Retains existing query results and formatting, overlaying the new results on top of the existing
data

4. Click Run Query.

If you did not make any changes to the data query, or if any symbols in the Worksheet dimension of the
modified data query are duplicates of the symbols in the Worksheet dimension of the existing data
query, a dialog appears prompting you to create or reuse existing worksheet(s).

o Note: The 'Clear previous results' checkbox only applies when you choose reuse existing
worksheets in this dialog.

= Click Create to create a new worksheet or worksheets for the rerun data query results.

= Click Reuse to reuse the existing worksheet or worksheets for the rerun data query results. The
existing data query results are overwritten based on your Clear previous results selection.

o Note: Any existing data and formatting (font, borders, or alignment for example) is retained
when you reuse the existing worksheet or worksheets with the Clear previous results check
box not selected. This includes formatting automatically applied to the existing data query
results.

Refreshing data queries

When you open a workbook containing a data query, the associated values are the same as when you
last saved and closed the workbook. To see the most up-to-date data from the data server repository,
you can manually refresh your data query.

Refreshing data queries in a worksheet

To see the most current data server repository information for a data query in a worksheet, you must
manually refresh that data query. You can also choose to refresh all data query data in the open
workbook.

For more information, see Refreshing data queries in a workbook.

To refresh a data query in a worksheet:

1. Open the worksheet containing the data query to refresh.

2. Click the Longview tab.
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3. Inthe Data group, click Refresh Worksheet. All cells containing query data in the worksheet are
refreshed.

Refreshing data queries in a workbook

In Microsoft Excel, a workbook consists of one or more worksheets. Each worksheet appears as a tab at
the bottom of the workbook. A Microsoft Excel workbook corresponds to a single .xls or .xlIsx file.

To see the most current data server repository information in all workbook cells containing data queries,
you must manually refresh those queries. You can also choose to refresh data queries in the active
worksheet only.

For more information, see Refreshing data queries in a worksheet.

This functionality is available for data queries only if one of the Formulas options was specified for the As
field when you ran the data query. If one of the Values options was specified for the As field, you can
refresh the data by rerunning the data query.

For more information, see Querying base data and Rerunning a data query.

To refresh all data queries in a workbook:

1. Open the workbook containing the data queries to refresh.
2. Click the Longview tab.

3. Inthe Data group, click the arrow beside Refresh Workbook, and click one of the following options:

Option Description

If you select this option, the system refreshes the workbook by making a call to
. the data server for each worksheet in the workbook.
By Cycling
Through All
Worksheets Note: Longview recommends that you use this option if you are
refreshing a large amount of data or using a slower network.
With a Single If you select this option, the system refreshes the Database Retrieval
Database ; . )
Retrieval workbook by making a single call to the data server for the entire workbook.

All cells containing data queries in the workbook are refreshed.

Saving and loading data query selections

You may save the query selections that you have selected in the Data Options and Format Options tabs
of the Data Query dialog. This will enable you to quickly prepopulate the Data Query dialog in the
existing session or within a future session.

The query selections are saved to a file. You can name and save the file in a local or network drive. This
enables you to give the query a meaningful name and the ability to share your query with others.

Saving data query selections

To save your query selections, you must first specify the selections you wish to save in the Data Query
dialog. For more information, see Querying base data.
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To save data query selections:

1. Complete the fields in the Data Query dialog.
2. Click Save Query.

3. The Save As dialog opens. Enter a name for the query and click Save.

Loading data query selections
You may quickly pre-populate the Data Query dialog with selections from a saved query.

To load data query selections:
1. Click the Longview tab.
2. Inthe Insert group, click Data Query. The Data Query dialog opens with the Data Options page in

view.

[ o Note: You must be connected to the data server to run a data query.

Click Load Query.
The Open dialog appears.
Select the query file that you wish to load and click Open.

The fields of the Data Query dialog are populated with the query selections from the selected file.

N o o M w

You may modify these selections before running the query.
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Querying Symbols

You can use the Longview Add-In for Office to query symbol data such as the balance type, weight, and
priority of a specified symbol or symbols from the data server repository.

Understanding symbol query output

A symbol is a plane of data within the database. Symbols identify specific cells within a hierarchy and
are used to store information in the Longview database. When you run a symbol query, the results of the
query are output to a Microsoft Excel workbook. The symbol query results appear in the following layout:

| A i B C
________ |Hiera rchy |ACCGUNTS_RGG’E ACCOUNTS_Symbol

2 TRIALBAL - Trial Balance TRIALBAL TRIALBAL

3 || BALSHEET - Balance Sheet TRIALBAL BALSHEET

4 || | +TOTASSET- Total Assets TRIALBAL TOTASSET

5 | [ | +CURAST- Current Assets Total TRIALBAL CURAST

6§ | | | | +CASHT-CashTotal TRIALBAL CASHT

7 ] | | | | +CASH1-CashAccountl TRIALBAL CASH1

8 | | | | | +cASH2-cCashAccount2 TRIALBAL CASH2

9 | | | | | +CASH3-CashAccount3 TRIALBAL CASH3

The following colors and character formats are applied to symbols in the Hierarchy column in the symbol
query results:

Colors and
character Description
formats
Red Red characters indicate that the symbol is a static symbol. For more information, see
[DimName]_SymbolType in the following table.
Blue Blue characters indicate that the symbol is a carry forward symbol. For more
information, see [DimName]_SymbolType in the following table.
Black Black characters indicate that the symbol is a standard symbol. For more information,
see [DimName]_SymbolType in the following table.
ltalic Italic formatting indicates that the symbol is a virtual symbol. For more information,
see [DimName]_Virtual in the following table.
Bold formatting indicates that the symbol is a parent symbol.
Bold Note: Bold formatting is applied to parent symbols in all columns in the
symbol query results.
Thick bottom If multiple root symbols were specified in the symbol query, a thick bottom border
border separates the lists of symbols for each root symbol in the query results.

Symbol queries display the following columns in the query results:
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