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1 STARTING DECISIONKEY 

 

 

Starting DecisionKey 

Logging In or Logging Off 

Starting the Application 

Navigate to the DecisionKey web page from the Sign In link on NPD.com.  The login box will be 
displayed. 

Logging In 

1.      Enter your username and password. 

2.      Choose the Log In button. 

Or 

Press the Enter key. 

 The first time you log in, you will be prompted to change your password. Enter the temporary 
password emailed to you and then create a new password. 

At your first login, you select a data source. Then, depending on the preferences you have set, 
you may see the last data source you had open, the Data Source List where you select the data 
source, or a specific data source each time you log in. (See Also: Selecting a Data Source) 

Logging Off 

Choose the Log Off link on the Title Bar. 

Use the NPD.com link on the Title Bar to open the NPD.com webpage. 

Selecting a Data Source 

You are granted access to various data sources based on your department. (See Also: Logging 
In or Logging Off ) 

Opening a Data Source When You Log In 

The first time you log into DecisionKey, open a data source from the Data Source List that will be 
displayed on the screen. You will see only the data sources to which you have access. 
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 You can view the data sources as a grid by choosing the Show as Grid button. 

1.      Double click the data source that you wish to open. 

Or 

Highlight the data source and choose the OK button. 

The data source name will appear in the Title Bar, along with a notation on the range of dates 
for which data is available. 

2.      Depending on the preferences you have set, when you log in again you may view: 

 The last data source you had open. 

 The Data Source List where you select the data source. 

Or 

 A specific data source each time you log in. 

(See Also: Setting Preferences) 

Changing the Data Source 

The Title Bar shows the current data source. 

 

To change the data source: 

 Select the data source from the drop-down list in the Current Data Source text box. 

Any report you have open will be cleared and the Library tab will be displayed for the new 
data source. 

 Enter the first few letters of the data source to jump to the first matching entry. 
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Creating Reports 

Creating 

If you have access to Pro, you can create a new ad hoc report. Choose the Pro tool on the Title 
Bar toolbar and use the Report Builder tab to design your report. 

Filter Data 

1.      Select a data source from among those you subscribe to. (See Also: Data Source List) 

2.      In the Filter section of Report Options, drill down through the tree to specify how you want the 
data filtered. You need to filter on at least one time period to reduce the amount of data that 
will be returned. 

3.      When you reach an option that no longer expands, the Workspace in the center of the screen 
displays further choices. For example, if you select Category, the Workspace allows you to 
select specific categories. 

Design the Report Layout 

1.      In the Layout tree, specify what data will be shown in the report rows and columns. (These 
can be rearranged in the Viewer.) 

2.      Again, in the Workspace, refine the layout. For example, select Product in the tree and then 
decide which types of Product data to include as rows or columns (category, subcategory, 
and so on). 

Select Measures 

1.      In the Measures tree, drill down to the type of measure you want. 

2.      Select specific measures in the Workspace. 

View and Change Your Options 

As you make your choices, report specifications will be displayed in Report Selections. Click on a 
link to view that choice in the Workspace. 

 Choose the Preview button to open the Preview tab to see the arrangement of rows and 
columns without any data. 
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Check Notification Center 

1        As you work, check the messages in the Notification Center. They alert you to remaining 
steps. 

2        If you see a message alerting you to a limit (such as the number of measures you can 
include in the report), you must address this limit before you can run the report. Click the 
underlined text to jump to Report Options to make changes. 

 Make selections in the filter to further subset the data. 

 And/Or 

 Change the report layout. 

3.      When you have cleared all the alerts in the Notification Center, the message "Report is ready 
to run" will be displayed. The Run button will be enabled. 

Reports too large to run in the Viewer can be delivered directly to you as a file. (See Batch the 
Report below.) 

Run and Save the Report 

1.      Run a cube using the Run button. 

2.      View the report. (See Also: Viewing Cube Reports) 

3.      Print or export the report. 

4.      Choose the Save button on the lower toolbar to save the specifications so you can run the 
report again. (See Also: Saving Reports) 

Batch the Report 

If your report is too large to view in the cube or you wish to have it delivered directly as a file: 

1.      Save the report by choosing the Save button. 

2.      Choose the Batch button. 

3.      You can choose to have the batch run immediately or with the next data load, and you can 
specify the format of the report. 

4.      Download your completed report in the File Center.  

(See Also: Batching Reports) 

Starting a Report 

To start a report in Pro: 

1.      Log in. 

2.      Select the data source from the Data Source List or from the drop-down list on the Title Bar. 

3.      (New Report) On the Library tab, choose the Pro tool on the toolbar to begin a new report. 
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4.      (Modify Existing Report) To open and modify an existing report: 

 Locate and click the link to a saved report in My Reports or Recent Reports. Or highlight 
the report and choose the Edit button. 

 Or 

 Locate a report in All Reports. Double click to open. 

The new blank report or the saved report opens on the Report Builder tab. 

(See Also: Choosing Filters, Layout, Measures for information on how to select report 
specifications.) 

Choosing Filters, Layout, Measures 

To create a report or to change a saved report, use the following: 

 Filters that subset the data according to criteria that you specify. 

 Report layout  that defines the rows and columns of the report. 

 Measures that specify the volumetrics and calculations to display (such as units, dollars, 
average price, unit share). 

Sequence of Steps 

Generally, you should work in this order on the Report Builder tab: 

1.      Filter (See Also: Working with Filters ) 

2.      Layout (See Also: Specifying Layout) 

3.      Measures (See Also: Working with Measures) 

4.      (Optional) Specify data ranges (See Also: Defining Data Ranges) 

5.      (Optional) Specify custom title, header, and footer (See Also: Selecting Display Options) 

6.      Run the report with the Run button. 

Or 

Save the report and choose the Batch button to have it delivered to you in the File Center. 

 Choose the Preview button to open the Preview tab to see the arrangement of rows and 
columns without any data. 
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Working with Filters 

About Filters 

Use filters to select data to include in your report. 

 Because the data sources are very large, it is important to use filters to subset the data you 
are bringing into the report. Otherwise, response time may not be what you wish. 

Selecting Filters 

Begin creating a report by specifying the filters to be used: 

1.      Drill down through filters in the Filter section of Report Options. 

2.      When you get to an item that no longer expands, the Workspace will display the options 
available for that filter. 

 For some criteria, you have to make a selection from one filter set before you can see 
additional options. Example: Select Brand before selecting an Item within the Brand. 

3.      In the Workspace, select filter criteria by moving them from the available top area to the 
selected area below. (See Also: Workspace and Searching in Report Creation) 

4.      Repeat these steps to add additional filters as required. 

Selecting Time Period Filters 

 You should filter the data on a time period. The Notification Center will display a reminder 
message until you do so. (See Also: Using Time Filters) 

 You have the option of comparing that data to the previous year or viewing a trend. (See 
Also: Comparing Over Time) 

Next Step 

Design the report layout. (See Also: Specifying Layout) 
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Searching in Report Creation 

Viewing Results in the Workspace 

When more than one screen of results is displayed in filter, layout, or measures, you can navigate 
quickly through the results. 

Click the Page x of x button and: 

 Move the slider to navigate through the report. 

And/Or 

 Change the number of rows to display per page. 

 

 Specify the number of rows to display by default in Preferences. (See Also: Setting 
Preferences) 

Searching in the Workspace 

To make locating specific filters, layout choices, or measures easier, you can use the Search 
function in the Workspace section of the Report Builder tab. 

 

To search: 

1.      Enter text in the Search text box. 

 You do not have to press Enter or click the magnifying glass for the matches to display; 
they begin to display when you have entered two characters.  

Use the * wildcard to help find matches. s* returns all entries starting with "s." *sys returns all 
entries with "sys" anywhere in the text. 

 

2.      Select from the results. The selections display in the top pane of the Workspace, where you 
can double click to move them to the selected pane. 
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3.      To clear the Search box, choose the X. 

Using Time Filters 

About Time Period Filters 

In the Filter section of Report Options, filter the data for the time period you need. You can 
include as many as three time periods in your report. (The number you can include depends on 
your subscription. Batch the report if you need more time periods.) For example, you can display 
sales data for the current month and also total sales for a 3-month period.  

For monthly data, you can choose from the time period options offered and also create your own 
custom time periods. Custom periods show combined data for up to 12 months. 

 

 You must select at least one time period filter along with one layout option and one 
measure in order to run or batch a report. The Notification Center will display reminder 
messages. 

Selecting a Time Period -- Including Custom Periods 

To select a time period filter for your report: 

1.      In Report Options Filter, choose the Time Period option and Time Period(s) under it. 

2.      In  the Workspace first select the Time Scale. 
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 Your choices for monthly datasets are shown in the table. To display a custom period, 
choose the Custom Months (Combined) option. 

 

Choice Filters On... 

1 Month A single month--the current 
month or any other month for 
which data is available. 

3 Months (Combined) A 3-month period.  

Data will be shown as a 3-month 
total. 

6 Months (Combined) A 6-month period. 

Data will be shown as a 6-month 
total. 

12 Months (Combined) A 12-month period.  

Data will be shown as a 12-
month total. 
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Choice Filters On... 

Custom Months 
(Combined) 

Displays a total for the number of 
months you specify.  

When you select this option, a 
number box will be displayed 
where you can specify the 
number of months. 

Year-to-Date Calendar 
(Combined) 

The period from January to the 
end date you select.  

Data will be shown as a total for 
that period. 

Year-to-Date Retail 
(Combined) 

The period from February to the 
end date you select.  

Data will be shown as a total for 
that period. 

Year-to-Date Calendar 
(Monthly Trend) 

The period from January to the 
end date you select.  

Data will be shown by month. 

Year-to-Date Retail 
(Monthly Trend) 

The period from February to the 
end date you select.  

Data will be shown by month. 

 For weekly data sets, the options are Week and Quad Weeks (4-week periods). There is 
no custom option for weeks. 

3.      (If you select Custom Months) Enter the number of months from 1 to 12 or use the spin 
arrows to select the number. 

 

4.      Select the End Month or End Week from among the possible choices in the drop-down box.  
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 If you choose Auto Update, the most recent month or week will be used as the end date 
every time the report is run. The report will update when a new month (or week) of data is 
available and you run the report again. 

 If you pick a specific end date, that date will be used each time the report is run. 

5.      (Optional) Compare to previous periods as a trend report or a comparison to year ago. (See 
Also: Comparing Over Time) 

6.      Choose the Add button to move your time period to the Selected area. 

7.      (Optional) Choose additional time periods for your report. 

Including Time in the Report Layout 

1.      In the Layout section of Report Options, choose Time Period.  

2.      In the Workspace, add Time Period(s) to your layout in order to see your time periods as 
rows or columns in your report. 

 If you include multiple time periods, the report will be "locked," and you will not be able 
to move rows or columns or move anything to the page field. 

Using a Time Period Cluster Set 

If your subscription includes the ability to create cluster sets and you have created a time cluster 
set, you can filter on it. ( If someone has created a  time period cluster set and made it public, you 
can select it.)  

1.      Select the View Cluster Set choice in the Workspace.  

 

2.      Choose a Time Cluster Set. (See Also: Using Clusters & Cluster Sets in Reports) 

Comparing Over Time 

About Comparing over Time 

You can specify comparisons: 

 Against the same period a year ago. 
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Or 

 Against a set of successive periods--Trend. 

Both choices are available in the Workspace. 

 If there is not enough data available to show a comparison, the option(s) will be grayed out. 

Comparing Data 

To compare over time: 

1.      In the Filter section, select the Time Period and Time Period(s) under it.  

2.      In the Workspace, select a Time Scale and End Month (End Week for weekly data). For 
monthly data, you can specify a custom period of from 1 to 12 months. (See Also: Using Time 
Filters) 

3.      Choose how you want to compare your selected period from the options in the Workspace. 

 

Option Use 

Comparison None Do not do any comparison. 

Year Ago Compare to the selected time period a year 
ago. (Example, compare 3 months to the same 3 months 
a year ago.) 

Trend Compare to successive periods in the past. 
(Example, compare 3 months to the previous 3 months.) 

Number of Comparison Periods Select the number of periods to include in the comparison. 

Click the top arrow in the button to increase the 
number; the lower arrow to decrease the number. 

Calculate Percent/Point Change Show the percent or point change between periods. 
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4.      Add the period to your filters. (If you are adding multiple periods, you can include a 
comparison in any or all of them.) 

The report will show the most recent comparison period followed by the next older period and 
so on. The latest period is last. 

Examples 

You pick a Time Period filter of 3 Months (Combined)  with an end date April 2011. 

 If you select the "Year Ago" comparison and 1 comparison period, you will see data for 
February to April (3 months) for 2011 and for February to April 2010. 

 If you select the "Trend" comparison and 4 comparison periods, you will see data for the 
period February to April 2011 and for the previous 3 months--November 2010 to January 
2011, and for the 3 months August to October 2010, and so on. 

Specifying Layout 

About Report Layout 

  

After you select filters for your report, specify your report layout--rows, columns, and page by. 

 The Notification Center will alert you to limits on the number of columns you can 
include. You can batch the report if you need to include more data. 

Creating the Layout 

For each heading that you want to use in your report, follow these steps: 

1.      Drill down through the Layout section of Report Options. 
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2.      When you get to an item that no longer expands, the Workspace will display the available 
choices. Select headings for the report layout by moving them from the top available area to 
the selected area below. (See Also: Workspace for information on making selections.) 

 

 In Layout select Time Period in the tree and Time Period(s) in the Workspace to put 
time in your column (or row). If you have multiple time periods in filters, you must put 
time in the columns. 
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 You can search in Layout and page through the results. (See also: Searching in Report 
Creation) 

Selecting Layout Options 

Choose from options for your layout. Options control how the data is displayed in the report. 

 

  

Option Use 

Subtotal Include a subtotal of this heading in the report. For 
example, in a report with categories and brands, subtotal 
on brand to see a subtotal of each brand within each 
category. 
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Option Use 

Orientation Select Row, Column, or Page to place the heading 
initially in this orientation. You can change these later in 
the Viewer. 

 If the report uses non-additive measures such as % of 
Stores Selling, includes benchmarks, includes multiple time 
periods, displays overall rank, or includes a non-mutually 
exclusive field such as an appended field, custom 
grouping, or a multi-punch field, you will not be able to 
move rows or columns, or move anything to the page 
field.  Specify the layout before running. The lock symbol 

shows the report is “locked.”  

  

Append Columns and/or 
Append Rows 

This changes the fields from nested to appended in the 
selected orientation. 

Grand Total Choose the checkbox to display a grand total. 

Grand Total can be selected on any heading and applies 
to all headings in the layout. All columns will have a grand 
total if you select this. 

  

 

Use the Move Up and Move Down buttons to move 
headings up or down to change order of the display in the 
report. 

Your specifications are shown in Report Selections. 

Next Step 

Choose the measures for the report. (See Also: Working with Measures) 

Working with Measures 

After selecting filters and specifying the layout, select measures for the report. You can also show 
rank in your report. 

Choosing Measures  

For each measure that you want in your report, follow these steps: 

1.      Select a measure type in the Measures section. (Measures are grouped by Units/Dollars, 
Pricing, and so on.) 



 USING DECISIONKEY  8.8.2012 

 

17 
CREATING REPORTS 

 

 

 

2.      In the Workspace, select measures by moving them from the available top area to the 
selected area below. You can include up to ten measures in a report run in the Viewer. To 
include more measures, batch the report. 

 

3.      Use the order arrows to move measures up or down to change the display of measures in the 
report. 

4.      Choose the Column or Row radio button to determine whether the measures will be 
displayed in columns or rows. 

 All measures are by default placed in columns. They appear by default at the left, but 
you can modify the placement in the Viewer. 
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Displaying Rank 

(Optional) To display a column or row with a rank order number, use the options in the 
Workspace. 

There are two kinds of rank: 

 Overall Rank -- Overall Rank shows the unique rank no matter what order the fields are 
in. There is one set of overall rank for the entire report. 

 

 Group Rank -- Group Rank shows the position of each value within its group. You might 
show Group Rank of each brand within its category, or each item within its brand, for 
example. There is a set of group ranks for each group in the report. 

 

To display overall or group rank: 

1.      Select the Group Rank check box to include a Group Rank Measure Name row or column in 
your report. You can select more than one measure for group rank. 



 USING DECISIONKEY  8.8.2012 

 

19 
CREATING REPORTS 

 

 

And/Or 

2.      Select the Overall Rank radio button for one measure. This will add an Overall Rank 
Measure Name row or column. You can select only one overall rank.  

 Overall Rank is available for Units and Dollars measures. If Overall Rank is grayed out, 
it is not available for that measure. In this example, Overall Rank is not available for the 
Unit Share measure. 

 

 When you include overall rank in the report, the cube will be locked. You will not be able to 
move rows to columns and so on. 

Next Steps 

 Choose the Preview button to open the Preview tab to see the arrangement of rows and 
columns without any data. 

 (Optional) Add Share Measures. (See Also:  Using Share Measures) 

 (Optional) Limit the data in the report by setting data ranges. (See Also: Defining Data 
Ranges) 

 (Optional) Select display options for the report. (See Also: Selecting Display Options) 

 Choose the Save button to save the report or Save As to save it with a different name. 

 Choose the Run button to run the report or the Batch button to batch it. 

 Using Share Measures 

About Share Measures 

Share and Share of Subtotal measures are available in the Measures tree. 

 Share is a percentage of the grand total. 

 Share of Subtotal shows the percentage based on the subtotal. 
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Including Share Measures 

To use a share measure: 

1.      Select the Units/Dollars measure type in the Measures section. 

2.      In the Workspace, select share measures such as Unit Share or Unit Share of Subtotal by 
moving them from the available top area to the selected area below. 

 

Example 

In this example, Unit Share and Unit Share of Subtotal are used. 

 83.66% is the Unit Share for 2D LCD TVs in March 2010--the percent that 2D LCD sales 
represents of the grand total of all televisions in March 2010. (Not all report rows are 
shown in the example screen.) 

 99.49% is the share that 2D LCD sales represents of the subtotal for LCD TVs in that 
month. (The other .51% was 3D LCD TVs.) 
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 These are column share measures. To display share of row, use the Settings tool on 
the Viewer toolbar. (See also: Changing Measures) 

  

  

Defining Data Ranges 

About Data Ranges 

Under Report Results in the Measures section, you can set ranges to limit the data that will be 
included in the report. 

To Set Ranges 

To set a range for measures you have selected: 

1.      Choose Report Results under Measures in Report Options. 

The Workspace will display measures for this data source, but only those where a range can 
be set. This will include measures you selected in the tree and measures still available to be 
selected. 

 

2.      To specify a range for a measure, move it to the selected area. 

3.      Click in the Operator column. Select the operator from the drop-down list: 
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>= 

> 

<= 

< 

= 

Between 

Not Between 

4.      Enter values: 

a.     Enter the value in the First Value field. 

b.     (If necessary) Enter the second value of a range in the Second Value field. 

5.      Use the up and down arrows to move any of the ranges up or down in the list.  

Data will be subset in the specified order. 

Selecting Display Options 

Setting Display Options 

These choices are optional; the report will display with default values if you do not make choices. 

To set options: 

1.      Select Display Settings in Report Options. 

2.      Choose the Custom Text option. 

3.      Specify header, footer, and report title. 

 These custom header and footer will originally display any you have set with the 
Preferences tool on the Toolbar. Change the text to override the preferences for this 
report. (See Also: Setting Preferences) 

If you want page numbers to display on the report, after you run the report, choose the Show 
Paging Footer checkbox from the Viewer Appearance tool. 
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Viewing Reports 

Viewing Cube Reports 

About Cube Reports in Pro 

When you run a report from the Report Builder, the report opens as a "cube" on the Viewer tab. 
On that tab you can change the report layout by moving fields to vertical or horizontal orientations 
or to page by. You can also filter data, sort columns and rows, and collapse or expand a 
dimension. 

 Fields are displayed in rows or columns. Entries within these dimensions are nested (by 
default) or appended. 

 Measures are grouped together in the row or column area. 

 Page fields sit above the report and allow you to filter the entire report to display data for 
one or more selections. (The page by dimension is the third dimension of the cube.) 

Suppression Indicators and Low Transaction Indicators 

Suppression Indicators 

Suppressed POS data is indicated by color as shown in the screen image below. 

 Partial suppression is shown in blue. 

 Full suppression is shown in red. 

 

Low Transaction Warnings 

For consumer data, low transaction warnings are indicated by colors: Low Limit (less than 35) is 
red and High Limit (35 to 200) is blue. 

 You can change the color of the suppression or low transaction indicators in Preferences, so 
the colors may be different in your reports. (See Also: Setting Preferences)  
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Working with a Cube in Pro 

On the Viewer tab you can: 

 Change the view by moving headings to a different orientation or by putting rows or 
columns in a different order. (See Also: Changing the View) 

 Change the sort order. (See Also: Sorting the View) 

 Filter the data. (See Also: Filtering the View) 

 Display measures in rows or columns or change the order of the measures. (See Also: 
Changing Measures and Using the Fields List) 

Changing the View 

Dragging Fields to a Different Orientation 

To drag a header to a different orientation: 

1.      Click and hold the left mouse button on a row header and drag it to a column. (Or drag a 
column to a row.) 

A small arrow will appear in the new position. 

2.      "Drop" the header where you want it to appear. 

3.      If you move the header to the area labeled "Drop Fields Here," you can filter the entire report 
by the data. This is the Page area. (See Also: Filtering the View) 

  

Restrictions on Changing the View: 

If the report uses non-additive measures such as % of Stores Selling, includes benchmarks, includes 
multiple time periods, displays overall rank, or includes a non-mutually exclusive field such as an appended 
field, custom grouping, or a multi-punch field, you will not be able to move rows or columns, or move 
anything to the page field.  Specify the layout before running. The lock symbol shows the report is “locked.” 

 

 Other restrictions in “locked” mode: 

 Only one page filter value can be selected at a time. And there is no "All" option. 

 Subtotals will not be included in reports. 

 Share of subtotal measure values will be the same as the share of the grand total. 

 You cannot use share of row. 

 If you subset, the grand total and share values will not change based on the subset. 

 There are restrictions on exports; see also Exporting. 

  



 USING DECISIONKEY  8.8.2012 

 

25 
VIEWING REPORTS 

 

 

  

Changing the Order of Rows or Columns 

To rearrange the order of rows or columns: 

 Position the mouse pointer over a row (or column) header, click and hold the left mouse 
button, and drag the column (or row) left or right. The small arrow shows you where the 
row or column will be moved. 

 You can also use the Fields list to rearrange headers to change the order. (See Also: Using 
the Fields List) 

Hiding a Row or Column 

 This is not available in a locked report. 

 Action Do 

Hide a row or 
column 

Right click in the "token" for  a row or column and choose Hide from the 
context menu to hide the data. (The numbers will not change.) 

 

"Unhide" a row 
or column 

 Right click in the "token" heading and choose Show Field List from 
the context menu. 

The field you hid will be shown in the popup window. 

 Drag the field token to where you want it to display in the report. 

  

Changing the Number of Rows on the Screen 

To specify the number of rows to show on each screen of the cube report: 

1.      Choose Appearance on the Viewer toolbar. 

2.      Choose Rows Per Page and specify the number of rows to display. 

Moving Totals to Top or Bottom 

To put totals at the top or bottom of the cube view or to turn them off: 
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1.      Choose Appearance on the Viewer toolbar. 

2.      Select Show Totals and select Top, Bottom, or None. 

  

Filtering the View 

You can change the way data is filtered by choosing the Report Builder tab and changing the 
filters. You can also change the filter directly in the cube and view the results immediately. These 
changes will not be saved with the cube specifications. 

Filtering a Column or Row 

To change the data displayed in a column or row: 

1.      Click the filter symbol in the header to display the filter list.  

2.      Select the data you want to view in the list: 

Click and drag the dotted lower right corner of the text box to make it larger. 

a.     Clear all the check marks by deselecting Show All. 

b.     Select the checkbox next to each element of data that you want to view. 

c.     Choose the OK button. 

The data will change to show results for only the selected elements. 

Using the Page Filter 

To filter all the data in the cube by the page filter: 

1.      Click the filter symbol in a header in the Page area (above the report)  to display the filter list. 

2.      Select the data you want to view in the list: 

a.     Clear all the check marks by deselecting the Show All checkbox. 

b.     Select the checkbox next to each element of data that you want to view. 

c.     Choose the OK button. 

The data will change to show results for only the selected elements. 
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Sorting the View 

Changing Sort Order from Ascending to Descending 

To change the sort order of any row or column from ascending to descending, click the 
column/row header. 

The sort arrow in the header always shows whether the data is sorted in ascending or 
descending order. 

(Ascending) 

What Is Sort By Row or Column  

You can change the way data is sorted in the report by specifying the row on which you want to 
sort. (In order to sort by a row, you have to have at least one heading  in the columns in addition 
to the measures.) You can also sort the rows by one of the measures. 

 For example, this report shows sales of categories by month. Months are arranged in 
chronological order with month 2010-01 at the left. 

 

 When the report is sorted by the row "LCD," month 2010-01 moves to fifth position, with 
ascending unit sales shown in that row. The double arrow shows the cube is sorted by 
that row. 
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Sorting by Row or Column 

To sort: 

1.      Right click in the row or column label to display the context menu. 

 

2.      Choose one of the sort options that are displayed. 

To return to the original sort order: 

1.      Right click in the row to display the context menu. 

2.      Choose Remove Sorting from the menu. 

Changing Measures 

Changing the Order of the Measures 

To change the order of the measures, move the mouse pointer to the area to the left above the 
row headers. Measure "tokens" will be displayed. 

 Click and drag a measure "token" (such as Units or Dollars) to a different position left or 
right. 

To move the measures to the row or column area: 

 Click and drag the Measures token to the row or column area. 

You cannot move an individual measure to rows or columns. Use the Measures token 
to move all the measures to a different orientation (if there is more than one measure in 
the report).  

Showing Top N, Share, Percent/Point Change, or Report Info 

Choose Settings on the Viewer toolbar and select: 
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Option Use 

Show Report 
Info 

Display a window with information on the report settings. 

Top N Filter the data to show just the top results: specify the number of results to 
show, the field to rank on, and the measure to rank on. You can show the top 
results by item or by percent. 

A "Group Rank" column or row will be added showing the top N. 

Choose the Clear button in the Top N dialog box to remove the sorting. 

Fields Show the Fields List where you can change the position of headings and 
measures. (See Also: Using the Fields List) 

Share of 
Row 

Use this option to show row share. Then select the measure(s). For example, 
if you have year/month in your layout and dollars as the measure, you can 
display the dollar share for each month. 

If you want to show column share, use the Share and/or Share of 
Subtotal measures. (See Also: Working with Measures) 

Percent/Point 
Change 

Select the measure and indicate whether to show change as a percent/point 
or as an absolute number. 

Choose the Clear button in the dialog box to remove the percent/point 
change from the report. 

  

Using the Fields List 

The Fields List in the Viewer is a quick tool for changing the positions of headings and 
measures. 

Restrictions on Moving: 

If the report uses non-additive measures such as % of Stores Selling, includes benchmarks, includes 
multiple time periods, displays overall rank, or includes a non-mutually exclusive field such as an appended 
field, custom grouping, or a multi-punch field, you will not be able to move rows or columns, or move 
anything to the page field.  Specify the layout before running. The lock symbol shows the report is “locked.” 

 

 Other restrictions in “locked” mode: 

 Only one page filter value can be selected at a time. And there is no "All" option. 

 Subtotals will not be included in reports. 

 Share of subtotal measure values will be the same as the share of the grand total. 

 You cannot use share of row. 

 If you subset, the grand total and share values will not change based on the subset. 

 There are restrictions on exports; see also Exporting. 
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Moving Headings 

To use the Fields feature to move headings to row, column, or page by: 

1.      Click Settings on the Viewer toolbar and choose the Fields option. 

The Fields dialog box will be displayed with headings and measures shown in their current 
location. 

 Filter Area is the Page area outside the cube. 

 Column Area and Row Area are in the cube. 

 Data Area does not apply to headings. 

2.      Specify a position for headings by dragging a grouping "token" to the desired location. 

3.      Rearrange the order of the headings in each area if you wish. 

4.      Choose the OK button to see these changes in the cube. 

Moving Measures 

In the Fields dialog box change the order of the measures in the Data Area. 

 You cannot move individual measures to rows or columns. Instead, in the Viewer itself, 
move the Measures token. This moves all the measures to rows or columns. 
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Batching Reports 

Batching Reports 

DecisionKey Pro users have Batch capability for running very large reports. NPD will run batched 
reports for you on separate servers so as not to impact system performance for you and other 
users. When your report finishes running, the file will be available for you to retrieve in the File 
Center. 

 Batch provides the option to produce reports containing up to 5 million records. 

 Batch allows you to create reports that are too large to process in the DecisionKey 
Viewer. 

 Batch allows you to report on current data or wait until new data is released. There is a 
five-report limit on the number of reports that you can batch for the new data load, but not 
on the Batch It Now option. 

 You can batch smaller reports as well if you want to export them to Excel now or at a 
later date without opening them in the Viewer. 

How Batch Works 

You can batch a report once it is set up and saved. Report specifications are used to create Excel 
or CSV files.  

 Reports up to 2 million records are available in Excel or CSV format. 

 Reports of 2 – 5 million records are available in CSV format only. 

Running a Report/Batching a Report 

 Messages in the Notification Center in Report Builder always tell you what steps need to 
be completed before your report is ready to run in the Viewer. Reports that meet the 
requirements to display in the Viewer will have an active Run button.  

 For reports that do not meet the restrictions to display in the Viewer, only the Batch 
button will be active (after you have saved the report).  

The Notification Center shown below tells you what changes to make in order to run the 
report in the Viewer, but you can choose instead to batch the report with the current 
specifications. 
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Save the report in order to be able to choose the Batch button. 

Creating a Batch Report 

Batch provides the capability to run very large reports and have them delivered to you as 
downloadable files. You can also batch a smaller report if you want it delivered only in file format 
rather than in the Viewer. (It may be faster to run a small report in the Viewer, however.) You can 
have the report run now or at the next data load. 

To batch a report: 

1.      In Report Builder select your time periods, set filters, design the report layout, and select 
measures to include in the report. (See also: Choosing Filters, Layout, Measures) The basic 
requirements for a batch report are that you select: 

 At least one  time period  

 At least one field for a row or column 

 At least one measure 

The other restrictions shown in the Notification Center do not apply to batch reports.  

 The limit for a batch report is 5 million records. When your batch report is run, if it 
returns more than 5 million records, you will receive an error message in the File 
Center. At that time you can change the report specifications and batch the report 
again. (It is not possible to determine the exact amount of data that will be returned 
when the report is batched, only when it is actually run.) 

2.      Save your report criteria. 

When the report is saved, the Batch button becomes active.  

3.      Choose the Batch button.  

The Batch dialog box will be displayed.  
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Batch Report Choices Use 

Options Batch It Now runs the report now with current data and delivers 
results as soon as possible.  

Batch It With Next Data Release runs the report and delivers 
results as soon as possible after NPD releases a new month or 
week of data. 

File Format Excel creates the report in Excel 2007 format. 

CSV creates the report in the .csv format, suitable for use with 
Excel if the report is under 2 million records or opened by many 
other applications as well.  

Notifications Email Me When Ready: Select the check box if you wish to 
receive an email notification when the file is ready for download. 

Appearance The Formatted option exports an Excel file as shown on the 
screen. 

The Unformatted option exports an unformatted version of an 
Excel file suitable for use in a pivot table report. 

  

4.      Choose the OK button. 

Batched reports show in My Reports, All Reports, and the File Center. (Refresh the display if 
necessary.) (See Also: Viewing Batched Reports Status) 

Viewing Batched Reports Status 

Batched reports are listed in My Reports and All Reports and the Batch Reports tab in the File 
Center. You see your own batched reports and public reports batched by others in your company 
who have access to the same data in this data source.  

My Reports. All Reports, and the File Center all show: 
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 Who batched the report and when it was batched  

 The status of the batched report  

Status Meaning 

Pending The batch report will be run as soon as possible. 

Pending ... On New Data 
Load 

The batch report will be run when a new month's or 
week's data is available. 

Running... The batch is currently running. 

Choose the Refresh button in the  title bar  to 
refresh the status and see when the report is complete. 

 

Ready-Warning The batch is complete and ready for download; it was 
too large for an Excel format and so was delivered in 
CSV format. 

Error The batch could not be run.  

Go to the File Center and hold the mouse pointer 
over the “Error” status to see a popup message 
explaining the error. 

Refresh the display if necessary to see the latest information. 

The File Center also shows: 

 When the report will expire and be automatically deleted from the list  

 The file format--Excel or CSV. 

Managing and Modifying Batch Reports 

Modifying Batch Reports 

You can modify a report that you have batched.  

To change the report specifications: 

1.      Select the report in My Reports or All Reports and choose the Edit button. 

The Report Builder opens.  

2.      Change report specifications and save the report.  

3.      Choose the Batch button to specify how to run the batch. 

To change just the batch settings: 

1.      Select the report in My Reports or All Reports and choose the Batch button. 

The Batch dialog box opens.  
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2.      Make selections for the batch and choose the OK button. (See Also: Creating a Batch 
Report) 

You can also click the folder name in File Center to open Available Reports. Select the report 
and choose the Edit or Batch button. 

 

Removing Reports from the Queue 

You can batch up to five reports for the next data load. If you try to batch more reports, you will 
get an error message telling you to wait until reports run or to remove one or more reports from 
the queue.  

To remove a pending report from the queue: 

1.      Select the report in My Reports or All Reports. 

2.      Choose the Remove from Queue button. 
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 You can only remove your own batched reports from the queue. And you can only 
remove reports with a Pending status. 

Deleting Reports 

To delete the batch results file from the File Center: 

1.      Select the report in the File Center. 

2.      Choose the Delete button.  

This deletes the completed file. 

You can also delete a report from All Reports.  

Deleting the report in All Reports deletes the entire report specification.  

To delete a report in All Reports:  

1.      Select the report in All Reports. 

2.      Choose the Delete button.  

(See Also: Opening, Copying, Moving, Renaming, Deleting Reports) 

Downloading Batch Reports 

Completed batch reports are available for download in the File Center. You can download any 
report that you see in the File Center. (See Also: Viewing Batched Reports Status) 
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Downloading a Batch Report 

To download a report: 

1.      Choose File Center on the Title Bar toolbar to open the File Center.  

2.      Choose the Batch Reports tab. 

3.      Select the report and choose the Download button. 

Or 

Click the underlined report name (hyperlink). 

You will have the option to open or save the file. The steps you take depend on the browser 
you are using. For example, you may see a dialog box with an option to open or save the file 
or you may be able to open or save the file from "Downloads." 

 If the status is "Error," hold the mouse pointer over the message to read the full text. 

Deleting a Batch Report File 

Batch report files are automatically deleted from File Center after 90 days. If the report is batched 
and run again, the file will be overwritten. 

To delete the file manually: 

1.      Select the file. 

2.      Choose the Delete button.  
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This deletes the results of the batch, but not the report specifications. You will still see the report 
in All Reports and My Reports.  

Only the report owner can delete a batch file. 

Running Batch Reports Again 

If you want to run a batch report again with different settings (for example, in Excel formatted 
instead of unformatted), you need to batch it again. 

When a report has run after a new data load and you want it to run again at the next data load, 
you also have to batch it again.  

To set up a batch again: 

1.      Select the report in My Reports or All Reports and choose the Batch button. 

The Batch dialog box opens.  

2.      Make selections for the batch and choose the OK button. (See Also: Creating a Batch 
Report) 

 You can also click the Folder Name in File Center to open Available Reports. You can select 
the report and choose the Batch button. 

To change the specifications for the report itself before you batch it, choose the Edit button. (See 
Also: Managing & Modifying Batch Reports) 


