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What is conditional formatting?

In a Web Intelligence reporting document, conditional formatting can be applied to highlight
values that meet a specific set of criteria. The formatting can be customized to draw attention

to values that meet the criteria.
When would conditional formatting be used?

Conditional formatting can be used to find blank cells or data and apply formatting to highlight
those cells that meet specified conditions.

How to apply conditional formatting:
When customizing formatting, three areas can be modified:

Text — Font, type, size, color, underline, strikethrough
Background — Color, skin, image from URL, image from file
Border — One or more sides, border size, color

1. Right-click on the document that you want to format and choose MODIFY.
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2. Click the ANALYSIS tab on the ribbon toolbar in the Applet viewer and then click the

CONDITIONAL tab. l
Report Element | Format | Data Access | Analysis | Page Setup |
#  Filtars | Ciata Tracking Display |~ Conditiona b‘ & Interact | Functions
Fiter = | gfl; Ranking = | S8 Input Controls = || Formatting Rules ~ New Rule... ¥ Dril =~ 7 Fiter Bar BH Outiine

3. Click the NEW RULE button in the CONDITIONAL tab. Clicking the NEW RULE button will
launch the FORMATTING RULE EDITOR window.

Report Element Format Data Access Analysis Page Setul

Fiters |~ Data Tracking Display Conditiond Interact |/ Functions

2

Fiter v | i}y Ranking ~ | =8 Input Controls v || Formatting Rules ~ New Rule ¥ Dril ~ 7 Fiter Bar BF Outline

4. In this window, modify the following settings to set up criteria for the new conditional
format rule:
a. Name — Give the conditional rule a descriptive and unique name.

Formatting Rule Editor p 4
Name : Conditional Format e
Description:
dr Add.. Condition ~ I
Fittered object or cell Operator Operands u
Equal T || |Type a value
+

If the above is true, then dizplay:

Format...
Cell cantents

Cancel i
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b. Description — Enter a clear description of what each conditional rule will

perform.
Formatting Rule Editor a4
Name : Conditional Format
Description: e
dF Add.. Condition ~ I
Fittered object or cell Operator Operands u
Equal T || |Type a value
+
i
If the above is true, then display:
i
Format...
Cell cantents
i
i
i
Cancel i
(] ETIMIET i 17 Y
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c. Filtered Object or Cell — Select the filter or result object to be evaluated by
clicking on the more button. Choose SELECT AN OBJECT OR VARIABLE or CELL
CONTENTS and select the filter that you want to evaluate.

Formatting Rule Editor -

X

Mame : Conditional Format

-
%

Available objects i

¥

Description:

=] g 11207145 _[T Inventory_0 ’
Age
Agency name I
gk Add.. Condition ~ Agency Number
Application Name
Cabinet
[ Hypervisor
Inventory Type L
Lifecycle Renewal Period [ i
If the above is true, then displag Lifecycle Renewal Process
Location il
Maintenance Contract?
C':'.” lZlJﬂt":I"ItS Manufacturer
oS
Ownership
Platform if
Software Type
Uze X
Arranged by: Alphabetic order ~ Ccancel i

Fittered object or cell 0

3 FTTATET TV i
OK Cancel
3 Printer 14 b
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d. Operator — Select the operator to be used.

Formatting Rule Editor A4
Name : Condtional Format
Description:
4k Add.. Condition - I
Fittered object or cell Operator Operands u
Equal T || |Type a value
+

If the above is true, then dizplay:

Format...
Cell contents

Cancel i

] ETINTE FEONIES i H‘ﬁ 17 i
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e. Operands — Enter a value to represent the target or threshold to trigger the
conditional format. Click on the more button and choose SELECT AN OBJECT OR

VARIABLE or CELL CONTENTS and select the target value.

|
Formatting Rule Editor

Name : Conditional Format

Description:

List of Values 24
dn ol
Fit = = Operands

Age vpe a value

15 ’ ' T
<1 year
If1 1 year

2 years
3 years it...
( 3yr

4 years

5 years
& years
T years
=7 years
ADMIN, SCEIS, OEPP Cancel
DIs —

g - | |erox NIA

pple 1056 1 year

0K Cancel RIM

[7S (ELIE Gateway Windows 7 2 =1 year
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5. After configuring these five settings, click in the FORMAT button to launch the

FORMATTING RULES DISPLAY window used to define the visual attributes of the new

rule.
o x o |jage]
Formatting Rules Display I
] 11207145_IT Inventory_0 y Invent| | Dispiay
Age — Formula
A ext
e A Background v
Formatting Rule Editor
Border x
Name : Conditional Format i3
Description:

|| Read contents as

Format Number
4 Add..  Condition +

Fittered object or cell Operator Operand DEFAUL = Custom. ..

Equal L4 VpE a

If the above is true, then display:

Format.
Cell contents

i OK Cancel
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6. In this window, revise the following items to create the criteria for the conditional
display then click OK:
a. Text — Change the default font size and font color. (Choose another color by
clicking on the down arrow and selecting from the color palette.)

p——

Formatting Rules Display z

¥

Dizplay

Font: Font style: Size
Text

Default Default Default
Background
Default * Default » Default »
Arial Regular
BlJapan Bold

Border

Courier WHew
Fixedsys
Gothic

Gulim

Helvetica
Imnact Ld L 12 L

ltalic
Bold ltalic

et = == I I = r ]

| Font color:
A -

Effects
M| Underline

|®| Strikethrough
Alignment
Horizontal: Default ¥

Vertical: Default d

Preview

Cell contents

OK Cancel

Tl ]t s +u-|“ =1 'ﬂ"ndi r—- Gl { == LY Jiiii hn




< .
admin How to use and apply Conditional Formatting

THE SOUTH CAROLIMNA
DEPARTMENT .?:'.-x DMIMNISTRATION

b. Background — Choose colors, patterns, or images to apply to the cell background.

1y )

Formatting Rules Display 2
Dizplay
Background Image
Text
Eiackamund Color:  \&J) No color [ ,@
Border

Pattern: &) Default

\_J None

) Skin

\_J Image from address:

\_J) Image from file:

Preview

Cell contents

oK Cancel

— n FETI C
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c. Border — Choose any style for the cell border to accentuate the cell.

|

v
™

Formatting Rules Display ¥

i

Display
Text [ Defautt
Background St Thick col o

Style v ickness v olor : A
Border Y '_

& p—

e b
Preview

Cell contents

oK Cancel
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7. After you have created a new conditional formatting rule, select a column or table

heading.

urer 0/S Quantity Use Maintenance Lifecycle Rer Lifec

Windows 7 Yes, 0-1 year
Linwe 7 Mo Manufacto
Windows 71/° 3492 2 years Yes, 3-4 yean Yes 4 yea
Windows 7 130 2 years Yes, 3-4 year Yes 4 ye
Linu 2 7 years Mo Manufacte Mo
Windows 7 /- 423 1 year Yes, 3-4 year Yes 4 ye
[JiA k Yes, 0-1year Mo
[IA G Yes, 2-3year Mo
[IA 49 Yes, 2-3year Mo
pnolt MiA 17 fes, = 4 year: Yes Aye
[ 14 Yes, 0-1 year Mo
[IA i Yes, 0-1 year Mo
056 517 1 year Mo Manufacte Yes 2ye
1 =1 year Yes, = 4 years Mo
Windows 7 2 1 year Yes, =4 year: Mo
Windows 8 2 1 year Yes, = 4 year: Yes 4 ye
Windows 7 E 3 1 year Yes, 3-4 year Yes 4 ye

11
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8. Then, click on the FORMATTING RULES icon on the ribbon toolbar under the
ANALYSIS/CONDITIONAL tabs. All available conditional formatting will have an open
checkbox located to the left of the conditional formatting name.

Format | Data Accessy Analysis | Page Setup |

b Display |- Conditional #  Interact | Functions

ing ~ | =8 input Controls ~ || Formatting Rules = New Rule... 3 Oril - Vo Fiter Bar &5 0
i oo SEE
Conditional Formats G
Inventory Available formatting rules applied in the order shown:
Test =
-

et Platfq

Deslk

Desk T
Desk
Laptc 2y
Laptc
Laptc
Printe
Frinte
Frinte

OK Cancel
Frinte

I=IITaL T il =t LUl 1.1
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9. Check the rule that you want to apply to the selected column, and click OK.

:[.ﬂ T

Conditional Formats A3
Available formatting rules applied in the order shown:

mf_est

oK Cancel

Limitations on Conditional Formatting:

13

Up to 30 conditional formatting rules can be applied to a single Web Intelligence
reporting document.

Conditional formatting can be applied to a maximum of 20 different rows or columns in
a table report element.

Up to 10 different alerts can be applied to a single column.

A single conditional formatting can contain up to 6 conditions.




