
Online Report Designer Validator
Adhoc Data Source

A how to guide on installing and validating Online Report Designer 

Templates from Customer Community.
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Online Report Designer Templates

Customers are now able to download a number of pre designed online report designer 

(ORD) templates for a variety of SuccessFactors Modules. 

These reports are able to be further customized by organizations to suit business 

requirements after being downloaded.

The ORD templates are available in the form of an encrypted xml file, which contains 

the report definition. Storing the templates in xml allows for quick and easy 

transportation of the report definition. It contains no data results and is a set of 

“instructions” for building the report in the target instance. 

*** Note that the report transfer process will overwrite any existing report that has the 

same name as the transferred template.  To prevent this, note the names of existing 

reports and rename any that has the same name as the report/s intending to be 

transferred
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ORD Templates are found

The ORD templates can be found in the Customer Community > Reporting 

and Analytics > Reporting and Analytics Product Resources here:

http://community.successfactors.com/t5/Reporting-and-Analytics-Product/bg-

p/WorkforceAnalyticsProductResources

For the particular ORD Templates to 

download the instance must have the

required SuccessFactors Data Schema 

on their instance.

E.g.  - Employee profile, Performance & Goals.

*Please note that at the time of publishing

this document the templates are still to be uploaded

http://community.successfactors.com/t5/Reporting-and-Analytics-Product/bg-p/WorkforceAnalyticsProductResources
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New ORD Templates available on Customer Community 

Employee Profile

Employee Profile Export 

Birthday List 

Employee Register 

Service Anniversaries 

Diversity Summary Report 

Login Report 

Proxy Report  

Security Audit Report 

Goals & Development

Goal Ratings

Goal Summary

Overall Ratings Summary - 360 Reviews 

Performance

Performance Overall Ratings

Process Status & Documents

Form Route Map Data 

Form Status Report 

Anonymous 360 Status

Competencies

Competency Ratings 

Competency Ratings 



How to Load Report/ 

Templates
1. Load report templates

2. Validate reports

3. Test reports
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Loading a Report Template
Checklist – Before you begin

 Ensure your account has the necessary permissions to access the Report 

Transfer function.  This can be quickly confirmed by navigating to the Admin

page in Analytics.  If you can see Report Transfer option then you have the 

required permission.  If you cannot see this option, please raise a case with 

Customer Support or have your SuccessFactors admin add the Report Transfer 

permission to your account.

 Ensure you have saved the report template package and/or the individual files 

from the Customer Community to your computer.  This package will include 

individual report templates (for loading selected reports) and a single file that 

contains all report templates (for bulk loading all available report templates).  

 Note that the report transfer process will overwrite any existing report that has 

the same name as the transferred template.  To prevent this, note the names of 

existing reports and rename any that has the same name as the report/s 

intending to be transferred.



© 2014 SAP SE or an SAP affiliate company. All rights reserved. 7Internal

Loading a Report Template
Report Package templates and Single Report templates

Templates can be in two forms:

• Report “packages” – these contain a set (i.e.: more than one report) of report 

templates

• Single reports – these contain a single report template.

Generally, the template name will identify the form of template.  Report packages 

are typically named for the release version and contain “Report Package” in the file 

name.  Single reports are typically named for the individual report contained in the 

template.

The Report Transfer process is the same, regardless of whether a single report or 

report package is being used.  Report packages are useful when many templates 

need loading, single reports when only one template is required.  Report packages 

can be used even if only a single template is required (discussed further in the 

following slides).
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Loading a Report Template
Identifying Report Package templates and Single Report templates

The first template file in this list is a report 

packages, as identified by the release version 

they are suitable for (e.g.:  1505) and contain 

Report Package in the file name.  

The remaining template files in this example 

are single report templates.  The report name 

is identified in the template file name (e.g.:  

1505 Cost of Hire has only the Cost of Hire 

report to download
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Loading a Report Template
Navigate to the Report Transfer page in Analytics Admin

Note:  your language and administration options 

may differ from those shown here. 
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Loading a Report Template
Select the xml package to be uploaded

Click Upload.

The To Organization field 

will be automatically 

populated with your 

instance name.

Click Browse and 

navigate to where the 

report template is stored / 

saved.

Select it and click Open.
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Loading a Report Template
Load the package

Click Load Package.

Note:  The load may take from a few seconds to a few minutes depending on the size of the file, and the speed of your connection.

Once loaded, the 

reports available in the 

template file will 

appear in a list in the 

Available Reports

box.
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Loading a Report Template
If selecting all available report templates

If loading all report templates available in the file, drag the top folder (called 

Workspaces in this example) from the Available Reports box, to the 

Selected Reports box and click Upload Selections.
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Loading a Report Template
If selecting individual report templates

If loading only selected report templates available in the file, individually drag 

reports from the Available Reports box, to the Selected Reports box and 

click Upload Selections.
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Loading a Report Template
Load status

A status screen will display showing the success/failure of the report transfer.  If 

there were existing reports with the same name, they will now be overwritten 

with the new template. Please raise a case with Support should any reports fail to 

upload. 



Validator for Online Report 

Designer
You can now check for errors in an Online Report Designer report using Adhoc data source in 

the following places: the report transfer page (as part of report upload action), the report 

instance validation page, the report designer page. When you validate, you see the validation 

results for errors and the specific steps that are invalid. We store the validation results in the 

uploaded report definitions and show you invalid reports in the user interface. ** Please note at 

the time of publishing this document the user cannot execute invalid reports. 
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Validation   - Report Transfer (Upload) & in Report 

Designer 

Shows that the report has 

been uploaded but with 

exceptions (errors) Users 

are unable to edit these 

errors 

Red Cross indicates 

that the report has 

been loaded but with 

errors

During the report transfer function validation for the ORD templates will occur 

automatically Validation of an 

invalid report will 

produce the 

uploaded with 

exception message. 

Users are not able to 

edit these errors 

here



Testing Reports
Once reports have been loaded and successfully validated, the final step is to 

confirm that the online report designer template is returning results.  
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Loading a Report Template
Checklist – Before you begin

 Ensure your account has the necessary permissions to 

access the Report Designer functions.  This can be 

quickly confirmed by viewing the list of available functions 

for your user in the Tools menu:
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Testing Reports
Open report to check results

Navigate to Report 

Designer.  For 

Example, these 

templates have been 

placed as reports 

under the Reporting 

Section & Folders 

section in Report 

Designer.

Select Preview
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Testing Reports
Open report to check results

Here we can see that the report is returning all required fields and records



Thank You


