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Abstract 
 
This document provides instructions to how to add Subtotal in Report 
using a BI template report layout. 
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Requirement: Create report that display subtotal. 

First create Data Model and create Layout using BI Template. 

NavigaƟon-> Tools->Reports and AnalyƟcs 

 

Follow the below steps, 

 

1. Select Data Model 
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2. Select Layout as “Table” 
 

 
 
 

3. Pick and drop the Columns that required for Report 
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4. Columns are selected 
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5. Click Next 
6. Select “Customize report layout” and click on finish 
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7. Save report 
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8. Data will display 
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9. To Add Subtotal, Click on Column which get subtotal, in this case “base_element_name” 
Get Base_Element wise Subtotal 
 

 
10. Select Grouping “Group LeŌ” and Checked Subtotal Check box. 
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11. Double click on blank row in front of subtotal value and add text “Subtotal” 

 
 
 
 

 


