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BEX 7.3 Quick User Guide 

 

Log into Citrix 

https://sceisgateway.sc.gov/vpn/index.html 

 

 

Choose BEX Analyzer 

 

 

 

 

 

 

 

 

https://sceisgateway.sc.gov/vpn/index.html
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Opening a Query 

1. Click the “Open” icon and select “Open Query...”   

 

2. Select the system and click “OK.” 
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How to Search for and Select a Query 

1. Select “Roles.”  

2. Expand the appropriate folder by double-clicking on the folder. Choose the desired query. 

3. Select “Open.” 

 

 

Prompt Screen 
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What the Query Will Look Like 

 

To Add, Remove or Modify Columns and Suppress Repeated Values 

1. To add or remove columns from a report, right-click within a cell in the tab and select 

“Query Properties…” 
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2. Select the “Navigation State” tab and move the desired fields from the “Free 

Characteristics” box into the “Rows” box or vice versa depending on whether or not the 

field is necessary in the report.   

 

3. To suppress key repeated values, in the “Display Options” tab of the “Query Properties…” 

option, select “Supress Repeated Key Values” and click “OK.”   
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To Suppress Results Rows 

1. To suppress results, right-click within a cell where the results begin and choose 

“Properties…”   

 

2. On the “General” tab, in the “Results Rows” dropdown box, select “Always Suppress.”   
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To Display Key and Text 

1. To display the key and text of a field, right-click within a cell in the desired field and select 

“Properties…”  

2. Under the “General” tab, select “Key and Text” from the “Display” dropdown box.   

 

 

Setting a Filter 

1. Right-click on the desired field in the “Filter” section of the report and choose “Select Filter 

Value…” 
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2. Change the dropdown option in the “Show” box to “Single Values.”  

3. Choose the desired value and click “OK.”  

 

4. The filtered value will appear in the “Filter” area of the report as shown below: 
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Expanding Columns 

1. Click the arrow of the column that is to be expanded.   

 

 

 

Saving as a New Workbook 

1. Click the “Save” icon and select “Save Workbook…” 
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To Refresh a Report 

1. Click the “Change Variable Values” icon. 

2. Input new values into the prompt and click “OK.”   
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Inserting a Second Query into a Workbook 

1. Open a workbook where you would like to add a second query. 

2. Go to the bottom left corner and click on “Insert Worksheet.” 

 

3. Click on Bex Analyzer drop down menu on new sheet. 

4. Choose “Design Toolbar.” 

5. Then choose “Insert Analyzer Grid.” 
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6. Click on the cell with a design icon (cell A1). 

 

 
 

7. Click on the white sheet of paper beside DATA_PROVIDER_1. “Properties of Analysis Grid.” 

 

 
 

8. Click on the “Create DataProvider” icon next to “DataProvider” field.  
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9. Choose desired query. 
 

 
 

10. Click “OK” on both pop-up windows.  
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11. Click on Bex Analyzer drop down menu. 

12. Choose “Design Toolbar.” 

13. Choose “Exit Design Mode.” 

 

14. You will see the second query appears on the sheet.  

15. Save the workbook. 


