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Format Your Report 

If you customize and create analyses in the EPM Data Warehouse, then you are familiar with the Analysis editor 

and views. A view is the visual display of the results of a report. You can add or update a variety of views to 

display the results in different ways. In this guide, we show you how to apply cosmetic changes in an analysis. 

Some of cosmetic changes affect only the current view. However, most of the techniques demonstrated here 

affect the individual column (a data field) at the report level and is retained with any new view you might add.  

Changes made to the Column Properties option of a column, persist within the analysis, no matter the view. 

Changes made in the Column Properties can be made from either the Criteria or the Results tabs. We use a view 

on the Results tab to demonstrate all the formatting techniques presented here. This allows you to immediately 

see the effects of each change. After you have customized the appearance of a view, you can reuse the 

formatting through an import process and apply it to other analyses.   

To export a formatted analysis, we suggest exporting directly to Excel if you want to retain the appearance. Excel 

does the best of job of maintaining the cosmetic changes after export. Exporting to other formats can require 

additional manipulation.  

Analysis Editor 

When you open an existing report or create a new analysis, the Analysis Editor displays. The Analysis Editor 

includes four tabs: Criteria. Results, Prompts and Advanced. Use the Criteria tab to select columns (fields) and 

measures and apply filters for your analysis. Use the Results tab to view, organize, and apply cosmetic changes 

to the display of the data. For more information about working with and creating analyses in the EPM 

Warehouse, refer to other Quick Reference Guides available on the EPM Warehouse Training page.  

Formatting Techniques 

There are different ways to apply cosmetic formatting which affects the visual appearance of data in an analysis.  

Some techniques are applied only to the current working view. It helps to think of a view as an object on the 

Compound Layout pane of the Results tab of the Analysis Editor.  

• You can apply some format changes by selecting the Container icon  of the object.  

• Other types of changes are made using the Edit View icon  for the object.  

• Techniques where you use the Column Properties to make format changes are applied at the column 

level. Therefore, if the column is used in another view within the report, the applied format is retained.  

Add Background Color to an Object 

You can add background color to an object such as, the title or table view on the Compound layout.  

https://mn.gov/mmb/accounting/swift/reporting/swift-data-warehouse/warehouse-training/
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1. Select the Container icon of an object. It is in the upper right corner of the view. 

 

2. The Format Container window displays. Select the Background Color drop-down menu.  

 

3. Select a color or enter a hex code (hexadecimal color code) from the Color Selector.  

4. Then select the OK button.  

 

5. In this example, we changed the container of a table view and added background color for the table. 

Notice that the cells or contents of the table are unaffected by the color. Be aware of the color you 

choose. Make sure there is enough color contrast to easily see and read any text on the object. Simply 

put, a dark background may require a white or light colored font.   
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Change the Data Format 

You can change how the data displays for a column’s values. For example, changing general numbers to look like 

currency or a percentage.  

1. Select the Edit View icon for the view. There are two location to access the Edit View icon.  

a. One is in the upper right corner of the view. 

 

b. The other is in the Views pane in the lower left corner of the Results tab. With the desired view 

highlighted, select the Edit View icon.  

 

2. In the Layout pane, select the More Options icon for one of the columns where you want to change how 

the values are displayed.  
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3. Select “Column Properties” from the menu list.  

 

4. The Column Properties window displays. Select the Data Format tab.  

 

5. Select the Override Default Data Format checkbox.  

6. In the Treat Numbers As field, choose the appropriate option from the drop-down list. In this example, 

we chose “Currency.”  
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7. Enter other choices as desired, such as, using the currency symbol.  

8. Select the OK button.  

 

1. Select the Done button located at the top right of the page to exit editing from the Compound Layout.  

 

2. Review your results.  

 

Change the Font  

You can change the font for text on an object, such as a column heading or column value. You can change the 

style, size, and color of the font. In addition, you may be able to change the alignment and padding (white 

space) between and around the text.  

1. Select the Edit View icon for the table.  
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2. If it is a table view, the Layout pane displays. For each column where you want to change the font, select 

the More Options icon.  

3. Select the “Format Headings” or the “Format Values” option.  

 

4. The Edit Format window displays. In the Font section of the window, you can change the font Family, 

Size, Color, Style, and/or Effects.  

  

a. The font Family allows you to choose a typeface, such as, Arial, Times New Roman, or Verdana.  
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b. The font Size allows you to choose how big you want your text and numbers, such as 12pt or 

14pt font.  

 

c. Select the Color drop-down menu. Select a color or enter a hex code from the Color Selector. 

The default color for any characters is black (hex #000000). Select the OK button.  

 

d. The Style menu allows you to apply a style to the font, such as, Bold or Italic.  

 

e. The Effect menu allows you to apply an effect to the text. Options include None (the System 

Default), Underline, or Strikethrough.   
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Additional Display Options  

You can use the Edit Format window to apply additional cosmetic changes to column headings and values. 

Options include:  

• Cell: you can specify alignment, background color, and whether to wrap text.  

• Border: you can choose to apply a border, its position, style, and color.  

• Additional Formatting Options: Specify cell width, height, and add padding.  

• Custom CSS Style Options (HTML Only): you can use Cascading Style Sheets (CSS) to apply style and 

format changes in HTML.  

User Tip: When using the Edit Format window, you can select the Copy and Paste icons to apply the same 

changes to different columns, both headings and values.  

 

Apply Conditional Formatting 

You can use Conditional Formatting to draw attention to a column if it meets a certain condition, such as adding 

background color to a cell when the dollar amount reaches a particular value.  

1. Select the Edit View icon for the table.  

 

2. In the Layout pane, select the More Options icon for one of the columns where you want to apply a 

conditional format. In this example, we use the Current Expense Budget column to demonstrate.  
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3. Choose “Column Properties” in the displayed list.  

 

4. Select Add Condition button to open a list of available columns.  

 

5. Choose the appropriate column.  

 

6. The New Condition window displays. Choose the desired operator and enter a value.  

7. Select the OK button.  
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8. The Edit Format window displays. In this example, we are choosing a color to be applied to a data cell 

when it meets the condition previously defined.  

9. Select the OK button.  

 

10. A summary of the condition just added displays on the Conditional Format tab of the Column Properties 

window. Select the OK Button. 

 

11. Select the Done button located at the top right of the page to exit editing from the Compound Layout.  
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12. Review your results.  

 

Add Calculated Measures 

You can add calculated measures to a report. Measures are a specific type of column, generally found in Fact 

folders. Calculated Measures are derived from other measures in the analysis and are created using formulas. In 

this example, we demonstrate how to forecast the next fiscal year’s expense budgets by editing the current 

year’s expense budget amounts.   

1. Select the New Calculated Measure icon in the ribbon located above the Compound Layout.  

 

  



 

Page | 14 – User Guide 

 

2. The New Calculated Measure window opens. Optionally, enter a Folder Heading name.  

3. Enter a Column Heading name for your new column.  

4. Expand the Fact folder in the Folders pane under the subject area.  

 

5. From the available options, select a measure for editing so that it is highlighted.  

6. Then select the Add Column icon . The selected measure moves to the Column Formula pane. Notice 

that it is highlighted by default.  

 

7. Select outside the column title to dehighlight the added column. You must deselect each piece of the 

formula added to the new measure.  
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8. Select the appropriate operator under the Column Formula pane. You can also select the operator 

symbol on your keyboard. In this example, we selected the Multiply icon since we expect next year’s 

expenses to be more than the current year.  

 

9. To increase the expense budget line amounts by 5%, we enter 1.05 after the operator. You may need 

additional operators for your formula. The EPM Data Warehouse uses precedence, left to right, to 

evaluate order of operations in the expression.  

10. When the expression for the new measure if complete, Select the OK button.  

 

  



 

Page | 16 – User Guide 

 

11. Review your results. By default, the new column measure is added to the end of the columns in the 

Columns and Measures section. You can move it as desired. Refer to the Reorganize Layout section in 

this guide for more information about rearranging columns in the view.  

 

Customize Column Labels 

There are several ways to customize column labels, including the visibility, the location, and the name. The 

choices depend on which section of the view the column resides.  

1. Select the Edit View icon. 

2. The Layout pane displays. Depending on the desired customization, refer to “a, b, or c” below.  

a. Table Prompts section and Columns and Measures sections – Display of heading labels.  

i. You can choose to make labels visible, hidden, or available on rollover. To do so, select 

the Column and Measure Properties icon .  

 

ii. Choose the appropriate option.  

ₒ “On” makes them headings visible.  

ₒ “Off” hides the headings. 

ₒ “On Rollover” makes the headings visible when your mouse hovers on the column.   

 

b. The Sections section – Location of heading labels.   
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i. You can choose where to display column heading labels in the Sections area of the 

table. Options include None for no headings label, Above to have the headings above 

the values, and Start to have the headings display to the left of the value. To begin, 

select the Section Properties icon . 

 

ii. Choose the appropriate option.  

 

c. Report level – Customize the Text for a Column Label 

i. You can change the name and the appearance of the heading labels. To do so, select the 

More Options icon.  

 

ii. Select the “Column Properties…” option.  

 

iii. The Column Format window displays. Select the Column Format tab.  
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iv. Select the Custom Headings checkbox.  

v. Overwrite or enter the desired text for both or either of the Folder Heading or Column 

Heading.  

vi. Select the Color Selector icon  to change the font style, size, color, and effects. 

vii. In the Value Suppression section, select “Suppress” to prevent repetition of values or 

“Repeat” to allow repetition of values.  

 

Note: You can also apply text and color changes to heading labels using the Format Headings option rather than 

through the Column Properties. Doing so affects the display of the label only in the current view.   

Resize Columns and Rows 

1. Select the Edit View icon for the table.  

 

2. In the Layout pane, select the More Options icon for one of the columns where you want the rows to be 

resized. Resizing one column affects the entire row and resizes the row for all columns in that row. In 

this example, we demonstrate using a column located in the Columns and Measures section.  
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3. Choose “Column Properties” in the displayed list.  

 

4. Enter a desired height in the Height field of the Additional Formatting Options section.  Note: To resize 

the width of a column, enter a desired width in the Width field. Column width only affects the one 

column and no other columns in the same row. 

 

Reorganize Layout 

There are various ways you can organize the layout of the results on the view. You can drag columns around, 

you can right-click on a column using a mouse and select a movement option, and you can use the Layout pane.  

We demonstrate using the Layout pane.  

1. Select the Edit View icon for the table. 

2. The Layout pane displays. There are four sections. Hover over a column that you want to move until the 

cross arrows mark appears.   
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a. Table Prompts – columns dragged to this section will create a drop-down menu of all the values, 

allowing you to view one value at a time.  

b. Sections – columns in this section create sub-tables of the view. Data will be aggregated based 

on the columns included in this section.  

c. Columns and Measures – this represents the body of your data.  

d. Excluded – these are columns included in your report but excluded from the view. If you create 

a new view, all columns in the report will initially display, including those excluded from the 

previous view.  

3. Move columns to various sections and in the desired order by dragging and dropping.  

 

Note: For more detailed information and instructions about reorganizing views, refer to the Update the View on 

an Existing Report Quick Reference Guide.  

Import Formatting from Another Analysis 

You can import formatting from one analysis to another when using the same view from the source analysis.  

1. Navigate to My Folders from the Catalog.  

2. Select the Edit link for the analysis for which you want to import and apply formatting.  

 

https://mn.gov/mmb-stat/documents/swift/training/trainingguides/epm-update-view-existing-report.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/epm-update-view-existing-report.pdf
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3. By the default, editing an analysis opens the Results tab of the Analysis Editor. If it does not, simply 

select the Results tab.  

 

4. Select the Import formatting from another analysis icon found in the icon ribbon above the Compound 

Layout.  

 

5. The Select Analysis window displays. In My Folders, select the analysis from which you want to import 

formatting. 

6. Select the OK button.  

  

7. Select the Refresh the results of the current analysis icon.  
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8. View the Results. Remember to select the Save button before exiting.  

 

Appendix 

Guidelines for Choosing an Operator in the EPM Data Warehouse 

Source: Oracle Smart View for Office User’s Guide, Oracle Help Center. 

Operator Guidelines 

is equal to / is in Valid for a column that contains text, numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column 
matches the value in the filter. 

is not equal to / is not 
in 

Valid for a column that contains text, numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column does 
not match the value in the filter. 

is less than Valid for a column that contains numbers or dates. Specify a single value. Results 
include only records where the data in the column is less than the value in the 
filter. 

is greater than Valid for a column that contains numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column is 
greater than or the same as the value in the filter. 

is less than or equal to Valid for a column that contains numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column is less 
than or the same as the value in the filter. 

https://docs.oracle.com/cd/E57185_01/SMVUG/ch16s08s04s01.html
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Operator Guidelines 

is greater than or equal 
to 

Valid for a column that contains numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column is 
greater than or the same as the value in the filter. 

is between Valid for a column that contains numbers or dates. Specify two values. Results 
include only records where the data in the column is between the two values in 
the filter. 

is null Valid for a column that contains text, numbers or dates. Do not specify a value. 
The operator tests only for the absence of data in the column. Results include only 
records where there is no data in the column. Sometimes it might be useful to 
know whether any data is present. Using the is null operator is a way to test for 
that condition.  

is not null Valid for a column that contains text, numbers or dates. Do not specify a value. 
The operator tests only for the presence of data in the column. Results include 
only records where there is data in the column. 

is ranked first Valid for a column that contains text or dates. Specify a single value. Results 
include only the first N records, where N is a whole number specified as the value 
in the filter. This operator is for ranked results.  

ranked last Valid for a column that contains text or dates. Specify a single value. Results 
include only the last N records, where N is a whole number specified as the value 
in the filter. This operator is for ranked results.  

contains all Valid for a column that contains text, numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column 
contains all the values in the filter. 

does not contain Valid for a column that contains text, numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column does 
not contain any of the values in the filter. 

contains any Valid for a column that contains text, numbers or dates. Specify a single value or 
multiple values. Results include only records where the data in the column 
contains at least one of the values in the filter. 

begins with Valid for a column that contains text, numbers or dates. Specify a single value. 
Results include only records where the data in the column begins with the value in 
the filter. 

ends with Valid for a column that contains text, numbers or dates. Specify a single value. 
Results include only records where the data in the column ends with the value in 
the filter. 
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Operator Guidelines 

is LIKE (pattern match) Valid for a column that contains text. Specify a single value or multiple values. 
Requires the use of a percent sign character (%) as a wildcard character. You may 
specify up to two percent sign characters in the value. Results include only records 
where the data in the column matches the pattern value in the filter. 

is not LIKE (pattern 
match) 

Valid for a column that contains text. Specify a single value or multiple values. 
Requires the use of a percent sign character (%) as a wildcard character. You may 
specify up to two percent sign characters in the value. Results include only records 
where the data in the column does not match the pattern value in the filter. 

Related Training Materials 

• Create a New Analysis Quick Reference Guide 

• Update the Data on an Existing Report Quick Reference Guide 

• Update the View on an Existing Report Quick Reference Guide 

https://mn.gov/mmb-stat/documents/swift/training/trainingguides/epm-create-new-analysis.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/epm-update-data-existing-report.pdf
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/epm-update-view-existing-report.pdf
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