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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. Select Add Ins tab on the Excel Spreadsheet.  

2. Click the “Open” icon 

3. Select “Open Query...”   

 

The next screen shot will appear. Select the PROD – BW Production 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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At this point, you can type in the criteria or use the  to select and search for 

what you want to filter by.

 

What the Query Will Look Like 
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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…” 

 

 

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.   

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

option, select “Supress Repeated Key Values” and click “OK.”   

 

 

 

 

 

 

 

To Suppress Results Rows 

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

“Properties…”   
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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.   
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Hiding Key Figures in Local View 

1) Right Click and select Query Properties…

 
 

 

2) Right click on Key Figures 
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3) Select Filter Value…

 

 

4) Using the Chosen Selections, you can change the order of the Key Figures.
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5) Remove the Key Figure from the selection by selecting it and clicking on the Left arrow.

 

The Key Figure will not show while you are working in that local version.  
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Saving as a New Workbook 

1. After you have the report set up the way you want it, Click the “Save” icon and select “Save 

Workbook…” 

 

 

2. You can save the workbook to your “Favorites” or “Roles folder”: 
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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.”   

 

 


