Conditional Styling

You can style specific values within a report so that critical information can be identified immediately or visually with conditional styling.

Visualize Fields (numeric)

· Right click the field in your report that you want to add visualization (must be numeric field).
· Select “Visualize”
· Select “Visualize again”
· Select “Color” box and drop down list of color of choice
· Select “Conditional Styling”
· Select “New”
· Your “Edit Condition” box will open
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· Then create a condition (e.g. amount is greater than $100.00)
· Then select “OK” to complete condition.
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You can create multiple conditions by selecting “NEW” for next condition. Or edit, change colors or remove any conditions previously applied.
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See sample visualization condition of years greater than 20 below
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Emphasize fields (non numeric)

· Right click any field in your report that you want to emphasize.
· Select “Options” for Field Properties
· Select “Edit Conditions”
· Select “New
· Your “Edit Condition” box will open
· Set your Edit criteria, then OK
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· Then with your condition highlighted
· Select “Single Color” button
· Push “Select Colors” and choose your highlighting
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See sample below of condition of greater than $50,000 on report.
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