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Webi Formatting 
Like a Pro: 

All Dressed Up & Ready to Go
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During a Harvard University study, neuroscientists revealed 
that we make 11 decisions about someone in just seven 
seconds of meeting them.
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• First impressions matter - even for reports!  This session
will be covering how to use formatting shortcuts and
templates to make a meaningful report stand out and
shine.
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Ugly Reports no more!

©InfoSol Inc. 2021

5©InfoSol 2021



Dress it up!
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Formatting Shortcuts

• Autofit all columns at once:
– Select first cell SHIFT select last column   cell / right

click/Format cell/Auto fit width to cell
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Formatting Shortcuts

• CTL + select columns to format multiple columns
at same time
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Use the Format Painter
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Default behavior
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Report Title uses 
UNDERLINE by 

default

Blank cells and 
Predefined cells 

use a BORDER by 
default©InfoSol 2021



Use Pre-built cells

• Use Pre-Defined formula cells to save time
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Quick Display Mode
• Preview before exporting!
• More visual reports should fit in Page mode
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Formatting for Excel Export

• Use
Relative
Positioning
to
eliminate
unwanted
rows and
columns
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Export to Excel formatting

• Adjust the column width for reports more prone
to be to exported to XL to match the header
column lengths to avoid additional columns of
variable lengths in the spreadsheet.
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Conditional Formatting…
• Based on User Input:
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Chart format shortcuts
• Shape up the

data in a table
FIRST!
– Decimals
– Currency
– Sorts
– Formulas

• Then “Turn
Into” a Chart
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Format Large Nbrs in “M” or “K”
• Unit Scale Factor

and Formatting
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1

2

Think: “Chop off 
this many zeros”©InfoSol 2021



Relative Positioning

• Aligning for symmetry
• (show sections and subsections with value cells

beside table & chart)
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Changing the Style Sheets

• Changing the default page size from A4 to Letter:

– Creating a custom template using the CSS
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Pre- Formatting in the Universe
• Format Years

without commas
• Format numbers

with commas &
symbols if
appropriate

• Add Year format
as both String &
Number for easier
merging

• Standardize on #
of decimals when
appropriate

• Clean up ugly data
with mixed case
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More Universe Formatting

• Create short forms of commonly used items such
as Month names, Short Month names, Days of
week, State abbreviations, etc.

• Format Dates in multiple ways – MM/dd/yyyy
– YYYYMM
– YYYY

• Add both month number and month name
• Add SORTS to LOVs
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Format Years without comma

• …in the universe
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Universe Formatting
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Mixed case 
names

String number 
should NOT 

have comma

Format 
Date for 

consistent 
length

Add State 
abbreviation©InfoSol 2021



Universe Formatting

©InfoSol Inc. 2021

24

Numbers 
without 
commas
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Using Report Templates

• Open Template.pdf
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Template consideration

• Adjust the column width for reports more prone
to be to exported to XL to match the header
column lengths to avoid additional columns of
variable lengths in the spreadsheet.

©InfoSol Inc. 2021

26©InfoSol 2021



Thank you!

• Questions?
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