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How to Add Columns to a Report Center
Workbook

This guide provides instructions for adding columns to your Report Center Workbook.

By following the steps outlined, users can easily customize their reports to better suit

their needs, improving data visibility and analysis. It's an essential resource for

anyone looking to optimize their reporting capabilities within Report Center.

NOTE: The Report Center functionality detailed in this guide requires "Explorer" level

access in Report Center.

1 Navigate to any Report Center Workbook. For this example, we used the
"Employee Census" Workbook.
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2 Toggle into "Explore" mode.

3 Click in the white area of the table you will be adding columns to. In this case, we
are adding a column to the "Employee Census" table.
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4 Under the "Data Source" section of the Explorer Menu, click on the "Show source
Columns" icon.

5 Within the "Source columns" pop-up box, select the field you would like to add to
the table. In this case, we are adding the "Location Home" field.
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6 Exit out of the "Source columns" pop up box.

7 The "Location Home" field has been added to the report.


