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Introduction 
The focus of this course is to introduce you to additional functionality in the UDW+ Ad Hoc environment, and go 

over best practices for designing analyses. This entails exposure to concepts such as Functions, Action Links, Report 

Prompts and other topics, so that you will be able to develop dynamic reports that can scale up as your 

requirements for them grow. In addition to exploring technical concepts, we will explore best practices for query 

design. This course won’t cover all of the functionality of UDW+, but will provide you with the knowledge to better 

explore the system and craft logical, scalable queries.  

At this point, please log in to UDW+ using your credentials. 

Course Content: 

Because of the breadth of capabilities that UDW+ has, this course will not cover every topic in this manual, but will 

delve into how to use functions, how to create in-column filters, how to use an action link, and how to create 

report prompts. For your reference, additional topics are covered in the manual, which, if time permits during class 

or if the topic is of interest to the class, we can cover.  

We have chosen these topics because of their utility in designing different types of analyses; they are techniques 

that are often used by the DSG and PSO when creating Ad Hoc analyses.  

Course Format: 

Each section of the manual is accompanied by sample queries that emulate how a query should look at the start of 

the section, and how the final product should look. All start and end query templates are contained in the folder 

/Shared Folders/DSG Public/Advanced Ad Hoc Training/ 

To use any of these queries, open the analysis and save a copy of it in your local folder.  

To do this, select a _start query from this folder, open it to be edited, and click Save As ( ) to place a copy of it 

in a folder of your choosing. When prompted to name the file, change the word ‘start’ or ‘end’ at the end of the 

query name to your first name. This way, in the upper left corner of your analysis, if you see your name, you know 

that you are using your copy of the start query. 

 

Please do not save over the query templates in the DSG Public folder. If you do, let the instructor know, so that 

they can copy over a backup.   
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Using functions 
Functions are blocks of instructions that take in values and return those values in a modified form. For example, an 

Upper () function takes in a string (a letter or series of letters) and returns them in upper case format. 

 

 Upper(‘Hello World’) 

 Result: 

 ‘HELLO WORLD’ 

 

In UDW+, users are able to call different types of functions in their analyses by placing them in the Formula of a 

column.  

 

Unlike Excel, UDW+ does not work with data on a cell-level. As such, it is important to recognize that we will 

always be dealing with columns of data, rather than  

 

1. Create a copy of the qry_functions_start query. 

2. To see the functions that are available in an Ad Hoc Analysis, navigate to the Account column ( ), hover 

your mouse over the Option button ( ), and select Edit Formula ( ). 

 

 

3. Clicking the Function button ( ) will bring you to a list of functions that are available. 

 

 
 

 

This list of functions also provides the Syntax for properly executing them. 
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While all functions take parameters, some require multiple ones and, in addition to those, may ask for them to be 

structured in a specific syntax. 

Luckily, while you can type a function directly into your Column Formula (which you may find to be the quickest 

option down the road), selecting a function from this list will show you the syntax necessary to use it, and input it 

into your column formula when selected.  

 

 

4. Navigate to the string folder and select the Left () function. After clicking OK ( ), you will see 

 added to your column formula.  
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5. Where you see the word integer is where you will place a number. This number correlates to the number of 

characters (beginning from the left of the string), which will be displayed in your column.  

Let’s enter the number 5 in place of the word integer ( ).  

Be sure to select Custom Headings ( ) above, so that we can change our column name to 

Account Number ( ).  

 

6. Click on the Results () tab and take a look at what you’ve got: 

 

 

    
 

 

 

To recap what you have done:  

 

You have passed the values in the Account column into a function that takes the first 5 characters (beginning from 

the left of the string) and returns those. Although this value is already available in the  

Account Code ( ) column in Ad Hoc reporting, you can see how truncating the value of a field 

can give you a shorter version of the column, which can help with formatting, or even remove sections of a field 

that you don’t find necessary.  

 

7. The next function that we will look at will take a few more parameters than Left (), but operates along the 

same rules: pass each value through the function and return the modified form.  

 

Let’s add the Account Code column to our analysis, navigate to the column formula and select the functions 

button. 

 

  

 

Versus the default values that appear 

in this column: 
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8. Scroll down to the Expressions folder, double click on it, and click on Case (Switch) 

 
 

Notice that the syntax and description for the Case Switch is slightly more complex than the Left () function. 

 
 

9. Let’s select the Case (Switch), and write a statement. You can use the prepopulated formula:

  or delete this and write in your own.  

 

10. Now write a case statement.  As an example, a simple Case that you can use is below. 

 

CASE "Account"."Account Code" 

WHEN '51102' THEN 'ACADEMIC FACULTY' 

WHEN '51112' THEN 'ACADEMIC ADJUNCT FACULTY' 

WHEN '51103' THEN 'ACADEMIC RESEARCHER' 

WHEN '51113' THEN 'ACADEMIC RESEARCH ASSISTANT' 

ELSE ‘’ END 

 

Notice the structure of the formula. The first section defines what the Case statement will evaluate: the dimension 

“Account”.”Account Code”. The next section shows the evaluations; each WHEN statement asks if the value that 

follows it (for example ‘51102’) is the value of a row in “Account”.”Account Code”. If so, this value is replaced by 

the string that follows the THEN statement (‘Academic Faculty’). For the values in “Account”.”Account Code” that 

do not equal the values after the WHEN statement, the ELSE will execute. In this example, the ELSE statement 

substitutes all other values with an empty string (‘ ’). Although we have put a piece of text (a string) after the THEN 

clause, you can place the values from other columns, or even functions. We’ll look at this kind of functionality a bit 

later. 
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Remember:  Whether you are using a Case (Switch) or Case (If) statement, you are using a loop function. In a loop 

function, each value in the column will be passed to the function and evaluated one at a time. Thus, the results of 

the Case statement above will appear as: 

 
 

11. For a more complex version of the statement above, we can use the Case (If) statement. The syntax for this 

type of function varies slightly: 

 

CASE WHEN "Account"."Account Code” BETWEEN '50000' AND '59999' THEN 

'Salary Expense'  

WHEN "Account"."Account Code" BETWEEN '40000' AND '49999' THEN 

'Revenue'  

ELSE 'Other' END 

 

The results should look like the below:  

 
 

 

Notice that the syntax of the Case (If) statement allows us to go beyond the = operator to check if statements 

evaluate to true based on any operator, including <> [NOT], < [LESS THAN], > [GREATER THAN].  Also, we need to 

reiterate the dimension that we are evaluating within each WHEN clause. 

 

Remember:  When defining text in UDW+ use single quotation marks (‘ ‘) and when defining a number don’t use 

any special characters ( 5 ). The type of a value defines which functions it can utilize, so in some instances, we may 

need to change the type of a value (for example, from a number to a string).  
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Using the Filter() Function 
UDW+ allows for more complex filters than those indicated in the bottom pane of the criteria tab. While defining 

filters in the Filters section of the criteria tab applies those criteria to an entire report, you can define filters that 

only apply to the values within a column. 

 

1. Open the [qry_filters_start] query in the folder /Shared Folders/DSG Public/Advanced Ad Hoc Training/ and 

select Save As ( ) to make a copy of it in your training folder.  

 

2. In the Filters pane, Edit ( ) the filter on Org and replace the ‘--‘ with an org or set of orgs that you want. Do 

the same for the Fund filter. Note that for the sake of performance, it is best to filter on one fund and one org 

until you have finished designing your query. This way, results and changes will display more quickly. Once the 

design is complete, you can open the filters up to account for all of the data you would like displayed.  

 

3. Next, bring in the YTD Actuals measure twice.  

 
 

4. On the first measure for Actuals, edit the formula and change the Heading of the column to ‘Personnel 

Spending’. Click on the ‘Filter’ button, at the bottom of the dialog. 
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5. When you click on the Filter button, the following dialog comes up: 

 
 

Notice from the formula in the upper right corner that we are dealing with another function called Filter(). The 

Filter() function takes two parameters, separated by the key word ‘USING’. From this dialog box, we can fill in the 

parameters of the function, but remember that in the future, you can also type this function directly into your 

formula box in a column.  

6. Select the Active Chartfields folder and navigate down to Account Code.  

 
 

7. Double click on Account Code to bring up the conventional New Filter dialog, and here, enter Begins With as 

the operator and 5 as the value.  
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8. Click OK on this dialog and the Filter function dialog to view the new formula. It should read:  

FILTER("Monthly USD"."Actual USD" USING ("Active Chartfields"."Account 

Code" LIKE '5%')) 

 

Let’s break down what the function is doing. Moving from the inside (inner most parenthesis) to the outside, we 

see that we have filtered our Account Code on any line that begins with a 5, which for our purposes will only yield 

the Personnel Spending accounts. Just as with any conventional Filter, you could also write [IN (‘51100’, 

‘51102’, ‘51103’ etc)], or indicate a range by writing [BETWEEN ‘50000’ AND ‘59999’]. 

By using the LIKE operator, however, we’ve cut down on the amount of code that we have to write, and made it 

easier to maintain if we need to edit something later. Just like the CASE statements above, remember that you can 

create complex filters by using AND/OR operators, but always remember that the more complex your functions 

become, the longer it may take to get results from the BI server.  

 

Also, note that the LIKE operator uses the special character ‘%’ to indicate a wildcard value. This means that ‘5%’ 

returns any value beginning with 5, ‘%5%’ returns any value containing a 5, and ‘%5’ returns any value ending in 5.  

 

9. Click on Results. Note that depending on which orgs and funds that you limited your results on, this query 

might take some time to return results. Again, it is always best practice to limit your filters as much as possible 

while in the design phase of a query, so that any changes that you make will return faster. You can always 

broaden your criteria when the query is completely designed.  

 

Exercise 1 Filter Functions 

Return to your Criteria tab, and edit the formula for the second Actuals measure to reflect OTPS accounts, and 

name this column ‘OTPS’.  

 

Hint: Remember that OTPS is an Account Category, and can easily be filtered on that rather than choosing 

the accounts themselves.  We filtered on ‘5%’ as an introduction to the wildcard character, but Account Category 

would be the better dimension to filter on in that case as well. 

 

The results show our Fund and Org with our Personnel Spending next to our OTPS expenses.  

 

This effect can also be achieved by using a pivot table (see qry_filter_pivot) but notice that the results are 

somewhat difficult to organize without using the column hierarchy within the pivot. We will also find that graphing 

our results is easier with our filtered columns. 
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Let’s combine this query with a CASE statement, to give us more data. For this example, we will add in a column 

that shows us our revised budget, and then add another column that tells us if the budget we see in that column is 

the same as the original, if it has been revised, and finally, how much the budget was increased or decreased.  

10. First, pull in the YTD Revised Budget column twice, and rename the second one ‘Budget’. Edit the formula for 

the first, and rename it to ‘Revised or Original Budget’. We’ll build this statement step by step: 

 

11. We need to write a statement that evaluates whether or not the Revised Budget is different from the 

Original. We will try taking the difference between the two numbers, and if the difference is any value other 

than zero, we’ll proceed. This will read as: 

 

CASE WHEN (("YTD USD"."YTD Revised Budget USD" - "YTD USD"."YTD 

Original Budget USD") <>0) 

 

The ‘<’ & ‘>’ characters together indicate NOT.  

In plain English, this statement reads as: When my Revised Budget minus by Original Budget isn’t zero… 

 

12. Next, we will define the THEN clause to show that the budget was revised: 

 

THEN 'Budget Revised: ' 

 

This means that if the Revised Budget minus the Original Budget is any value but zero, we will write the words 

‘Budget Revised: ‘ 

 

13. It might be helpful to know by how much the budget was revised, so we’ll add that to our THEN clause. To 

combine two things together, we will use the concatenation symbol for UDW+ ‘||’. Note, however, that we 

can only concatenate two items of the same type (a number to a number, a string to a string). As such, we will 

have to change the type of our value from an int (a number) to a char (a string). 

 

|| CAST("YTD USD"."YTD Revised Budget USD" - "YTD USD"."YTD Original 

Budget USD" AS CHAR) 

 

The CAST () function serves to change a value from one type to another. Normally the value of ["YTD 

USD"."YTD Revised Budget USD" - "YTD USD"."YTD Original Budget USD”] 

would result in a number, by passing it to the CAST() function, we can recast it as a char (string).  

 

14. Lastly, let’s add our ELSE and END clauses to the formula.  

 

ELSE 'Original Budget' END 
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If the value of our subtraction above does equal zero, then we know that no change was made to the budget. 

 

The entire formula should read as: 

 

CASE WHEN (("YTD USD"."YTD Revised Budget USD" - "YTD USD"."YTD 

Original Budget USD") <>0) THEN 'Budget Revised: ' || CAST("YTD 

USD"."YTD Revised Budget USD" - "YTD USD"."YTD Original Budget USD" AS 

CHAR) ELSE 'Original Budget' END 

 

Let’s translate this into a real world case that this statement might address when it is running. Let’s say that our 

Original Budget on one row is $100, and we revised that budget to be $150. The statement evaluates as: 

 

150 - 100 is not zero. Proceed to THEN. 

150 – 100 = 50. This is a number, so rewrite it as a string (‘50’). 

Write ‘Budget Revised: 50’ in the row for that column.  

 

15. From the results tab, we can see that the table tells us if this is a revised or original budget, the amount of 

difference, the Budget amount, the Personnel Spending, and the OTPS from left to right. 

 

16. Let’s save this query, and add some more functionality to it. Add ( ) a new graph to your analysis (such as 

a vertical bar graph) and adjust its settings to appear as below: 

 

 
The graph should now give an 

indication of how much of your 

budget was spent on PS and OTPS 

expenses. 
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Action Links 
Action Links allow you to make custom hyperlinks in your reports that execute various types of actions. They can 

be used to open webpages, such as linking metadata or FAQs, or, as we will build in this class, allow us to drill from 

one report to another while dynamically bringing criteria to the new analysis.  

 

You’ve probably already seen this functionality in the standard reports and dashboards, where you are able to drill 

from a Budget Summary Report to a Salary Expense Report for further details.  

 

Our purpose for using Action Links here will be to allow us to drill into our custom column in the previous analysis 

(Revised or Original Budget), to get Journal Line level details on our budget, so that we can trace when any 

budmods for increases or decreases were done.  

 

1. To start this, we’ll open the analysis qry_actionlink_start from /Shared Folders/DSG Public/Advanced Ad Hoc 

Training/ and save it in the same directory as the first analysis.  

 

 
 

Notice in the analysis that the dimensions used must be the same as those of the parent analysis, which in this 

case means that we need to use “Active Chartfields” Fund, Org, Program etc. 

 

Likewise, the filters on this analysis must be the same type as those of the parent analysis. However, rather than 

putting default values in the filters, we have set the Operator of each filter to ‘is prompted’.  

 

 

 

 

This way, when we click on a hyperlink, all dimensions that are a part of that analysis will be passed here. Notice, 

however, that we haven’t included a filter on Accounting Period. As a budmod could have been submitted at any 

point during the fiscal year, but our root analysis filters on a specific accounting period of FY 2013. Rather than 

limit our result set in the linked analysis just to January, we have included Accounting Period within our analysis.  

 

2. Go back to your saved analysis that compares Budget to PS and OTPS expenses.  
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3. Go to the criteria tab and select the Column Properties of the ‘Revised or Original Budget’ column. 

 
 

4. From here, select the Interaction tab ( ). 

 

The dialog that comes up is where you will define how your link will work. Change your  

Primary Interaction ( ) to be ‘Action Link’.   

Clicking on the Add ( ) button will bring you to the Action Link dialog. 

 

 
 

5. In Link Text, write ‘Drill to Budget Journal Detail’, then click on the Create New Action ( ) button. Select 

Navigate to BI Content, and in the Open dialog select the copy that you had saved earlier for 

qry_actionlink_start.  

 

 
 

 

Remember:  You can define Action Links separately from an analysis (for example, if you would like to use one in 

multiple analyses), by clicking on New ( ) and selecting Action ( ). 

 

 

6. Click OK, and in the next dialog box, choose Options: 
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7. From here, you have access to a number of options and settings, but the one we are concerned with is 

selecting ‘Open in New Window’. By doing this, clicking on the action link will open the new analysis in a new 

window or tab in our browser instead of taking over the one we are already in.  

 

 
 

 

8. Click OK on all four dialog boxes to return to your query and hit Results.  

 

Now you should see a blue hyperlink for each value in the ‘Revised or Original Budget’ Column. Clicking on one of 

these will give us the option to drill to the journal line detail, and selecting this will open a new analysis that shows 

Budget Details for the Fund and Org that were related to our hyperlinked value. 
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Report Prompts 
Now that we have defined reports that show specific data sets in more meaningful forms, let’s adjust our analysis 

to make it more dynamic. This means allowing the report to be shared amongst a group of users without having to 

have them change the logic of the report to show the Orgs, Funds or Accounts that they are interested in. 

To do this, we will utilize report prompts to ask for input from the user on which orgs and funds to view, and 

develop groups so that, if we know what Orgs and Funds our users might be interested in seeing, they can select 

their group in one or two clicks.  

 

1. First, let’s open qry_reportPrompt_start (from /Shared Folders/DSG Public/Advanced Ad Hoc Training/) and 

save a copy of it.  

 

2. Open the query to be edited and navigate to the third tab of the analysis screen,  

Prompts ( ). 

 

 
The screen that you are presented with will be where we define our prompts. You may notice that this screen is 

the same as the screen for developing Dashboard Prompts, and the same principles apply.  

 

We want to think meta-critically here; since we are prompting user interaction, we need to think about the 

relationship between the information we are asking be inputted and the analysis that will run it.  

 

3. First, let’s define our first prompt. Click the New ( ) button and hover your mouse over Column Prompt: 

 

 
 

4. You will be presented with a list of columns that appear in your analysis.  Select “Active Chartfields”.”Fund”. 

 

 



FIN 870: UDW+ Advanced Features Training 

 
 

18 
 

 

5. From this screen, the first thing to do is press ‘Options’ as we would like to see everything available to us for 

this New Prompt. 

 
 

 

 

 

Here, we see a number of available options. From the top down, 

we can: 

 Define the label that will appear for the prompt. 

 Describe the purpose of the prompt. 

 Define the operator (using the same operators available 

in creating a new criteria). 

 Specify the type of input that it will take (check boxes, a 

blank text field, a list of choices, etc). 

 What values will be included in the list (if a choice list 

was specified). 

 What the prompt defaults to. 

 The size of the prompt. 

 If the prompt creates a variable.  
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What we want to create is a Choice List with the values already checked. However we will check the box that reads 

‘Require user input’ to make sure that our users put a value into this prompt. If they don’t, the apply button will 

be grey, and can’t be clicked. 

 

6. Click OK on this dialog and create another required prompt for Org. Play around with the possible types of 

User Input and Operators to see what can be achieved. 

 

Once done, your screen should appear something like the below: 

 
 

Note that I checked the box under New Column, so that my prompts would be next to each other rather than one 

underneath the other. This is a matter of preference, so use what you think looks best. 

Exercise 2 
Add Non-Required prompts for Fiscal Year and Accouting Period. For these, users should not be able to select 

multiple values (as, since Fiscal Year and Accouting Period are not columns in our analysis, our results would be 

aggregated and logically unsound).  
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Using Multiple Subject Areas in One Analysis 
 

 

1. Open a new analysis in the Budget Detail Subject Area. 

2. Click on the ‘Add/Remove Subject Area’ button( ) and select Budget Summary. 

 

3. Click ok, and expand the Budget Summary Subject Area in your analysis. 

 

You now have access to the Budget Summary and Budget Detail subject areas at once. To use these, you much 

select dimensions that both subject areas have in common. 

Remember: Budget Summary values will only appear next to Budget Detail values if they are on the same grain. 

Looking at the journal level values of the Budget Detail will eliminate any measures from the Budget Summary 

subject area, as one would be on the journal level grain and the other on the monthly grain.  
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Tips for Designing Complex Queries 
 

Let’s take a step back and think about what we have created here. When creating complex analyses, it is important 

to think ahead of yourself:  

 Will I use this analysis in connection with another?  

 Will this analysis end up on a dashboard?  

 Will it be shared with others?  

 Will I be using these filters more than once?  

 Should I include links to my filters or hard code them? 

If you are going to save your analysis, rather than just build one quickly to answer a particular question, and plan 

to run it again, you should take steps to give your query the underlying structure necessary to grow later. 

 We would try to always use ‘Active Chartfields’ dimensions, so that when we share with others, our 

prompts and result sets are tailored to their chartfield security.  

 We would also try to stick to the concatenated version of a dimension or the numerical codes (Fund vs 

Fund Code). Then, our filters and linked analyses will all use the same dimensions. 

 We should save our filters, and include links to them in our analysis, so that if we need to make a change, 

we can do so in one filter file, which would affect all analyses that use that filter.  

Taking these steps ensures that we don’t have to back track to change functionality in our analysis to make it scale 

to our growing needs.  

 

Other things to keep in mind: 

 Limiting your data set allows for better performance. If you have an analysis that has a very large data set, 

and you would like to create a chart from it, consider creating a separate analysis with just the data to be 

charted.  

 Name your analysis views to quickly give you an indication of what the view contains (rather than ‘chart1’ 

and ‘chart2’, rename your views to something like ‘cht_PS’ and ‘cht_OTPS’. Handing off your queries to a 

colleague will be much easier this way.  

 Filtering in columns can have a significant performance impact on your analysis. Consider alternative ways 

to view your data without in-column filters (for example, if you want a year over year comparison of 

personnel spending, rather than filtering on PS and year in numerous columns, filter the analysis on the 

Account Category ‘Personnel Spending’, bring in your year dimension, and pivot your results so that year 

is a column heading).  

 Selection steps can be accessed from the context menu (right click on a column) which allows you to 

remove columns, add them back into an analysis, or give aggregates. These are all accessible in the 

interactive standard reports and dashboards. 

 Be careful when repivoting large amounts of data: your browser may not be able to handle the 

performance hit.  

 When making changes to an analysis, change your filters to only show a handful of rows to facilitate your 

design changes. Once you are satisfied with the changes, switch your filter back.  

 Every prompted value must have a filter in the analysis associated with it. If you prompt Fiscal Year, but 

do not filter on Fiscal year in your analysis, your query will run for all years.  

 If you do not want a filter changed, regardless of what is prompted, click the ‘protect this filter’ button in 

the filter menu.  

 If you’re stuck on the logic of a query, call the DSG. 


