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Adhoc Report Wizard 
 
Using Adhoc Report Wizard, and end-user can design reports on adhoc basis.  To 
get a report, user needs to select a data source, choose fields to be placed on 
report and that is all. 
 

 
Figure 1: Adhoc Report Wizard 
 
Using the Adhoc Report Wizard, you can design simple columnar reports as well 
as mixed reports having charts and matrix embedded within.  For columnar 
reports, you can setup filtering, grouping, totals, as well as sort order and a 
report complete in itself. 
 
 

Important: The tabs for filtering, grouping, totals, sort order, matrix 
and chart will appear only when respective tab is set as TRUE in 
Adhoc.properties file.  If these tabs are not visible, please make required 
changes in adhoc.properties file.  Please refer to 
IntellicusAdministrationManual.pdf for more information. 

 
 
To design an adhoc report on Intellicus Web Portal, click the Adhoc Report 
Wizard under Design tab. The Adhoc Report Wizard opens up. 
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Tip: Another way to open adhoc report wizard is, click  button on a 
folder (category).  This opens adhoc report wizard page.  After opening 
the wizard this way when you try saving report, it will be saved in the 
same category.   
 
In this case, the page: 
 
- May have data source dropdown box.  You can select a data source and 
fields for the report. 
- May have data source name.  So that you are aware of the data source 
name.  You can select fields for the report. 
- May have only fields list (no data source name, no data source 
dropdown box).  You can select fields for the report. 
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Designing a simple columnar report 
 
On Adhoc Report Wizard, 
 

 
Figure 2: Selecting Display fields 
 

1. Under Select Display Fields, select the query object to be used for the 
report. 

2. In Report Title text box, specify text that should appear on the report. 
3. From Report Contents checkbox, select the Detailed option to get a 

detailed report (one line for each record).  Select Summarized option to 
get a summary report.  A summary report generally contains report level, 
page level and group level summary only. 

4. Select the check box to get that control on the report. 
5. Set your preferences about pagination, layout and report output format.  

Details are provided after these steps. 
 
Observe a collapsible field sequencer window on the right of the tab. When open, 
it lists the selected fields.  The field sequence in this window shows the fields’ 
placement sequence on the report.  Select a field and click  or  button to 
move it up (left) or down (right) respectively. 
 
To setup a query, click Query Editor link.  It will open Report Objects tab from 
where you can setup a query object, a parameter object as well as set parameter 
value groups.  
  
 

Note: Query Editor link appear if you are a Super Administrator, 
Administrator or a user having Data Admin system privilege.  

 
 
Click Run to run the report.  You can also save the report for future use. 
 
When selecting display fields, you may find fields grouped under a group name. 
 

 
Figure 3: Select group name to select all the fields in the group 
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In that case, click group name in order to select all the fields within the group. 
 
In place of checkboxes, you may get a field selector boxes known as dual list 
mode to add and remove the fields in the report. 

 
Figure 4: Dual List for selecting fields for report 
 
To select a field select the field from Available Fields list and either drag it in 
Select Fields list, or click  .  To select all the fields, click  . 
 
To remove a field, select the field from Selected Fields list and click  .  Click 

 to remove all the fields. 
 
While using Dual List mode, you can set width for selected field.  Select a field 
and specify its width in Width entry box. 
 
When selecting display fields through dual list, you may find fields arranged in 
tree view. 
 

 
Figure 5: Select group header to select all the fields within it 
 
To select all the fields within branch, select the top branch. 
 
 

General settings for the report 
 
 
• Template: Select a template to be applied on the report being designed.  

• Report Format: Select the format in which report is required.   

• Refresh Data: Select (check) this checkbox when you want to run the report 
with latest data.  
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View Options 
 
You can select View options for the selected report format. 
 

 
Figure 6: View Options appearing on Adhoc Report Wizard 
 

1. Click View Options link.  
2. In View Options dialog, select options for the selected output type.  
3. Click Ok to proceed.  

 
 

Note: More information about View options is available in Export 
Options chapter. 

 
 
 

To save a new report 
 

1. Click Save As Button.  The Save Report Layout As dialog box is 
displayed. 

 
 

Note: While saving for the first time, even if you click Save button, Save 
Report layout As dialog box will appear. 

 
 

2. Select the right category from Category List.  Reports under selected 
category are listed in the box. 

3. In Report Name box, specify a name to uniquely identify the report being 
saved.  This name will appear on report list. 

4. Select Public if you want the report to be available to everyone, select 
Private if you want the report to be available only to you. 

5. Specify the Description. 
6. Click the Save As button. 

 

The report will be saved.  If a report is saved as Private,  image will appear 
on the left side of the report name as shown: 
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Figure 7: Privately saved report 
 
 

Opening an adhoc report to work on 
 
With the Adhoc Report Wizard page, you can open a report that was designed 
and deployed on the server.  You can open this report; make changes in it and 
save it under the same name or as a different report. 
 

 
Figure 8: Open Report Layout dialog box 
 
To open an adhoc report, 
 

1. Click the Open button on the top of Adhoc Report Wizard page.  The Open 
Report Layout dialog box opens. 

2. From the Category List dropdown box, select the category in which the 
report is placed. 

3. Click the report that is to be opened. 
4. Click the Open button. 

 
However, Click the Cancel button to cancel the operation. 
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Selecting Filter Criteria 
 
Use filter criteria to select the information that you want on the report.  Value 
for the filter criteria can be specified in any of the following ways: 
 
• Specify values at design time  

• Use default value of a parameter 

• Specify value at run time 

 
 
Specifying criteria 
 

1. From Field selection box, select the field. 
2. From Criteria selection box, select the criteria condition. 
3. In Value entry box, specify the criteria.   

 

 
Figure 9: Selecting Filter Criteria 
 
In case Between is selected as the criteria, then specify the value in the box on 
the right side of the Value box.  In case of between, the records having either of 
the values will be considered for report. 
 

  
Figure 10: Click Calendar icon to get this dialog to select date 
 
Intellicus provides Date picker dialog for selecting the date.  Click  icon to get 
date picker dialog box.  Get the calendar based on specifying a year and 
selecting a month.  Click the date you want to select.  That date will be selected 
and the dialog box will disappear. 
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Use Default value of a parameter 
 

 
Figure 11: Specifying default value of parameter 
 

1. From Field selection box, select the field. 
2. From Criteria selection box, select the criteria condition. 
3. Make sure that the Prompt check box is clear. 
4. Select appropriate parameter in Use Parameter drop down box.   

 
 

Note:  If you do not get Prompt check box and / or Use Parameter drop 
down box, check the property file adhoc.properties. 

 
 
At run time, Intellicus will use the default value set for the Parameter to run the 
report. 
 
 
The Smart Date feature 
 
When a field selected is of Date type, you have the option to use Smart Date 
feature.  Using this feature, you can simplify criteria selection for date range 
based on the date of report generation.   
 
For example, 
 
• Date of hire is in last 10 days from today (report generation date). 

• Date of sales transaction is in this Quarter. 

• Transaction Date is in last month. 

• Date of retirement is in next month. 

 

 
Figure 12: The Smart Date feature 
 
For criteria, you may select any of the following: 
 
• is in last 

• in this 

• is in next 
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Note:  The options that will appear in Criteria drop down box are 
configurable.  So, the actual option that will appear will depend on the 
configuration made. 

 
 
If in this is selected as Criteria, the Value drop down box has following options 
to choose from: 
 
• Day 

• Week 

• Month 

• Quarter 

• Year 

 
If is in last or is in next is selected in Criteria, specify the number of Day(s), 
Week(s), Month(s), Quarter(s) or years (as the case may be) in Value entry 
box.  Explanation for each of the option is given below: 
 
• Day(s): The number of days from the date of report generation. 

• Week(s): The number of weeks from the date of report generation.  A week 
is considered from Sunday to Saturday. 

• Month(s): The number of months from the date of report generation. 

• Quarter(s): The number of quarters from the date of report generation.  A 
quarter is Jan to March, April to June, July to September and October to 
December. 

• Year(s): The number of years from the date of report generation. 

 
After specifying filters, if you choose to click the Run button, you will receive a 
report having records that satisfy all of the set conditions. 
 
 
Adding and removing Criteria rows 
 
 
 

  
 
 

A click here... 

... inserted this row. 

A click here will remove this
row. 



 

Designing Adhoc Reports  12 

 
Max Rows and Suppress Duplicates 
 
Max. Rows 
 
Specify the maximum number of rows you want to have on report. 
 
 
Suppress Duplicates 
 
A report may have multiple rows having duplicate data.  Check this checkbox to 
suppress additional rows having duplicate data. 
 
 
“In List” and “Not in list” operators 
 
• Select In List operator when you want to include rows in the report having 

selected multiple values. 

• Select Not in List operator when you want to exclude rows in the report 
having selected multiple values. 

 
When the field has Network ID as value 
 
• IP: It needs to be specified as a set of 4 numbers (decimal) separated by 

dots.  Each of the number needs to be between 0 and 255.  Example: 
90.233.245.162 .  

• MAC Address: It needs to be specified as a set of 6 numbers (hexa) 
separated by colon.  Each of the number needs to be between x00 (00) and 
xFF (FF).  Example: 15:FF:01:F1:01:B4 . 

 
 

TIP: While specifying MAC address, putting a colon between the hexa 
digits is not necessary.  The application automatically inserts colon 
between every second number (starting from right side).  Example: 
number entered is FF101B4; Number changed to is 00:00:0F:F1:01:B4. 

 



 

Designing Adhoc Reports  13 

 

Selecting Grouping 
 
Specify grouping requirements to arrange the report information in logical 
grouping. 
 

1. Select the field by which you want to create a group. 
2. Select the order of arrangement of group. 
3. Select the method of arrangement of records within the group. 

 

 
Figure 13: Selecting Grouping 
 
If you want to set sub-groups, specify details in the row 2 and row 3. 
 
The value that you can specify for arrangement depends on the type of the 
group-field: 
 
Value Char Num Date Explanation 
Day   Yes Day of the month. 
Week   Yes Week number of the month. 
Month   Yes Month number 
Quarter   Yes Quarter number 
Year   Yes Number indicating the year  
Numeric 
range 

 Yes  A number indicating entries in the range. 
For example, 10 means, 0-9, 10-19, etc. 

 
After doing this if you chose to click the Run button, you will receive a report 
having records organized and grouped in the specified order. 
 
 
Adding and removing Group rows 
 
 

  
 
 
 

A click here... ... inserted this row. 

A click here will remove this
row. 
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Select Totals 
 
You can specify the summary fields.  You can apply a summary on any of the 
following levels: 
 
• Report 

• Page 

• Group 

 
To specify summary details, 
 

 
Figure 14: Selecting Totals (summary) 
 

1. From Field, select the field that will be processed to calculate summary 
information. 

2. On the same row, from Function, select the summary function. 
3. On the same row, from Level, select the level at which you want the 

summary. 
 
After doing this if you choose to click Run button, your report will have summary 
information specified. 
 
 

Note: If total is applied on field that is not in Selected Fields list, it is 
automatically added in Selected fields section. 
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Sort Order 
 
In case you do not want your report to be grouped, but you do expect the report 
to be sorted, you should set its Sort Order. 
 
You can have up to three levels of sorting. 
 

 
Figure 15: Specifying Sort Order 
 

1. In Field (on the right of Sort By), select the field on which you want to 
sort the report. 

2. In Criteria (in the same row), select the sort criteria. 
3. Repeat step 1 and 2 by providing values in the rows of then by to specify 

more sorting criteria. 
 
 

Note: Do not use Sort Order if you have used Grouping.  This is 
because when you group, the data will be automatically sorted based on 
the groups. 

 
 

Highlighting 
 
An adhoc report may have multiple alerts / highlighting.  They provide a visual 
indication on report viewer when a report is run and set condition is satisfied. 
 

 
Figure 16: Setting highlighting 
 
To setup a highlight, 
 

1. In Highlight, select the field that should be highlighted.  Select Entire 
Row to highlight entire record.  

2. In Using Style, select the style to be applied to highlight it.  
3. Select Alert check box to receive a visual alert on report viewer.  
4. In Field, select the fields which will be evaluated for highlight / alert.  
5. In Level, select the level at which the selected field should be evaluated.  

Select Detail to evaluate for each row (record), select Report to evaluate 
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at the end of report, select respective group to evaluate at the end of 
each group and select Page to evaluate at the end of the page.  

6. When Report or Page is selected in Level, select Function to be applied.  
7. Select Criteria and specify Value. 

 
Click the  button available on the left of the criteria entry to delete an entry.  
Click  button to add another entry. 
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Creating Matrix 
 

       
 
You may choose to have a matrix on your report since it presents a summary of 
data.  Make sure that the right query object is selected (under Select Display 
Fields). 
 

 
Figure 17: Creating a matrix 
 

1. To place a field in Row or Column, click the field and drag it to the Row 
Fields or Column Fields boxes. 

2. To place a field as cell (summary), click the field and drag into the 
Summary Fields box. 

3. Select the function from respective dropdown box for the field placed in as 
Summary Fields. 

4. Optionally, for numeric / date fields in column / row, specify Group By 
function from respective dropdown box. 

5. Optionally, for fields in column / row, check Totals checkbox to get total 
row / column.  

6. Click Run to view the report. 
 
Select a field and click  button to add that field in matrix as one of the column 
fields.  Select a field in Column Fields box and click  to remove it from the 
matrix. 
 
Select a field and click  button to add that field in matrix as one of the rows.  
Select a field in Row Fields box and click  button to remove it from the matrix. 
 
Select a field and click  button to add that field in matrix as one of the 
summary cells.  Select a field placed as summary cells and click  button to 
remove it from the matrix. 
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To move a field up or down, click the field and click  or  the respective 
buttons pointing upwards or downwards.   
 
If you don’t want matrix on the report or want to clear the contents of matrix, 
click Clear Matrix link. 
 
 

Creating Chart 
 
For pictorial representation of summary data, you may choose to have a chart on 
your report.  Make sure that the right query object is selected (under Select 
Display Fields). 
 
 
Chart Placement 
 
Chart Placement is important when the chart is placed on the report along with 
other component.  Specify chart placement preference using the Align option: 
 
• Select Top to place the chart above other components. 

• Select Bottom to place the chart below other components. 

• In Level, select Page to plot chart having page level data.  Select Report to 
plot chart from data that has come from entire report. 

• To get point labels on chart, select Point Labels check-box. 

• TOP(N): To include only few top values in the chart. For example, in a chart 
having sales summary field, specify 20 to include records having top 20 sales 
summaries. 

 
Chart Type 
 

       
 
 

Note: Some chart types are not available in Smart Developer and Smart 
Viewer edition. 

 
 
Select chart type by clicking respective button (image) from Select Chart Type 
area.  Selected chart type appears in Selected Chart Type area.  
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Set fields for axis 
 
Set fields for Value axis 
 
The attributes that you want to use for Series and X-Axis are dragged from the 
attribute list available on the left. 
 

 
Figure 18: Creating Chart 
 

1. Click and drag the Field in Value fields (X-Axis) box.  
2. Select summary function for the field.  
3. To select a chart type different than the selected one, click the button on 

the right to open a box having chart types.  Select the type you need.  
 
Follow steps 1 through 3 for each attribute to be placed as series.  To re-position 
fields, select a field and click up and down button. 
 
 
Set fields for Group axis 
 

1. Click and drag the field in Group Axis (Y-Axis) box. 
2. Select the method to group (for Numeric or date type). 

 
To specify groups in numeric fields, 
 
For example, to have groups of 10, specify 10 in Groups box. 
 
To specify groups in date fields, 
 
From the drop-down box select from Day, Week (Sunday to Saturday), Month, 
Quarter (Jan-Mar, Apr - Jun, Jul - Sep, Oct - Dec), Year. 
 
 

Note: Click Clear Chart link to clear the chart settings.   To remove a 
field from Value fields (X-Axis) or Y-axis, drag it out of respective box. 
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Viewing the Chart 
 
Click the Run button to create the chart. 
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Adhoc Report Toolbar 
 
When you run an adhoc report you will get Adhoc report toolbar.  Using the 
functionalities available on this toolbar you can change adhoc report settings on 
viewer itself. 
 

 
Figure 19: Adhoc Report Wizard on HTML Viewer 
 
 

Important: If the viewer is set to open in a new window, the new 
window will not have Adhoc Report Toolbar. 

 
 
Adhoc Report toolbar has buttons that will open respective tab of adhoc report 
wizard: 
 

 
Figure 20: Buttons on Adhoc Report Toolbar 
 
From left to right the buttons are: Data Source, Filter, Total, Sorting, Highlight, 
Matrix and Chart. 
 
When you click a button, its tab opens up.  You can change respective settings 
on the tab and run the report again.   To close an open tab, click that button 
again.   
 
Clicking Expand All button will open all the tabs of Adhoc report wizard.  When 
you click Expand All button it changes to Collapse All button.  Clicking 
Collapse All button will close all the tabs. 
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Using Adhoc Report Toolbar 
 
When you click a Adhoc Report toolbar button, it opens respective tab. 
 

 
Figure 21: Adhoc Report toolbar with Filter tab in open position 
 
After changing the values in an open tab, you can: 
 
• Click any of the buttons ns to take respective action 

• Click any of the other tool-buttons to carryout respective modification task 

 
All the changes that have been made will come into effect when the report is 
run. 
 
When you click Run button, the report is run and tab is closed.  This does not 
occupy screen space and more space can be allotted for viewing of the report. 
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