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Sort Report
Washington Workforce Analytics (WWA)

Web Intelligence (Webl) reports can be sorted with a variety of options.
Webl default sorting is from left to right in ascending order.

1. Select: Data column.
= This is the data column you

want to use for the sort N Pay Type (EE)
l - _______________________________|

2 Right-click: Column. 50000142 JOFFICE SUPPORT SUPERVISOR 3 100R  WFSE
= You can also right-click a 50000153 JLEGAL ASSISTANT 1 425F Non-Represented
column without first selecting a 50000153 JLEGALASSISTANT 1 425E  Non-Represented
specific data column. If YL do 50000153 JLEGALASSISTANT 1 425E  Non Represented
not select a data column first,
you will need to add a sort in the 50000153 JLEGALASSISTANT 1 425E WFSE
sort panel later. 50000153 JLEGALASSISTANT 1 425E WFSE
=>» Sort options are available in 50000153 JLEGAL ASSISTANT 1 425E  WFSE
design mode. ANNNN1EY e ——————— 495F  WFSF

=N Design | v
3. Select: Data. ) Comments I T, Add Sort I

4. Select: Add Sort.

> Webl will sort the report data - [ '¢67€ Header..

based on the data column you Element Link . <2 Add Rank
selected. Webl will also display

the sort panel with additional Copy Link For > Remove Ran
options.

o Shared Element > T/ Add Break

I‘;K Data ,I Remove All Breaks

In this example, the report data is sorted by Job (EE) in ascending order.
Display Sort Panel

W@y T2 oh

v Rows (1) oo0
Job (EE) Pay Type (EE)

50003875 ABLE BOS'N MOBOS  WSF <f Job (EE) e @
50003873 ABLE SEAMAN MOBOO  WSF Sort ascending -
50003782 ACCOUNTANT M0233  WSF

4 Add a sort v
snnN7an ACCT AQRT 2 MN231 W<SF 4
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Sort Panel

The sort panel provides additional options for sorting. For example, you can prioritize (move up/move down),
add/remove sorts, change sort for ascending/descending, create a custom order, clear sorts, etc.

i T Clear Group Sorts

| 4 Create Custom Order ] Clear All Sorts

@ VN @ o

~  Rows (1) eoo

Remove sort

P
@ Toggle ascending/descending
<«

Add

< Job (EE) ecs  (X)

Sort ascending

Add a sort v
<% Job Code (EE)
<% Job Class Abbr (EE)
< Pay Type (EE)
<% Pay Area (EE)

<% Business Area Code (EE)

<% Cap Utilization Le

Create Custom Sort Order

You can use the sort panel to create a custom sort order. In this example, we will add an object to our existing
sort. After we add the object, we will prlorltlze it (move it up) and create a custom sort order

1. Select: Add a sort. ’r
2 Select: Object from list. liE v 4y “Q o,
v Rows (1) e

<% Job (EE) oo (X)

Sort ascending

<+ Job Code (EE)

< Job Class Abbr (EE)

< Pay Type (EE)

< Pay Area (EE)
< Business Area Code (EE)

<% Cap Utilization Le

Add a sort v . o .
3. Select: Ellipses (...). o SRRl
4. Select: Move Up. & Job (EE)
= You can also drag and drop Sort ascending =
the object to move it up.
= Ensure the object that you > Pay Type (EE) [ oo |
yvant to prioritize fon_' the first sort "~ Move Up ‘
is at the top of the list.

Ada ~

-+ Create Custom Order
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5. Select: Ellipses (...).
6. Select: Create Custom

Order.

7. Select: Value from list.

8. Select: Arrow 1 to move
value up.

=>» You can also drag and drop

the value to move it up.

= Ensure the value that you

want to prioritize for the first sort

is at the top of the list.

= Repeat the steps to prioritize

additional values if needed.

~  Rows (2)

< Pay Type (EE)

Fal

c%g ~ Move Down

-+ Create Custom Order

Custom Order: Pay Type (EE)

Value to add in list

i Coalition

: DFW

i Higher Ed Admin

i Non-Represented

i PTE 17

i SEIU 11909NW

i TEAMSTERS 117

i WAFWP

Sort Report

Washington Workforce Analytics (WWA)

Bl =

i WFSE

o

Custom Order: Pay Type (EE)

Value to add in list

i Coalition

: DFW

i Higher Ed Admin

i Non-Represented

! PTE 17

i SEIU 1199NW

i TEAMSTERS 117

§ WFSE

i WFSE-ALJ

: WPEA

i WAFWP

i WFSE-ALJ

WPEA

4

&) Reset Order

OK" Cancel

In this example, the report data is sorted by Pay Type (EE) beginning with WFSE based on the custom
sort order we created.

Job (EE)
50001746 ACTUARIALANALYST 1 503A WFSE
50001748 ACTUARIAL ANALYST 2 503B WESE
50001748 ACTUARIALANALYST 2 503B WFSE
50001748 ACTUARIAL ANALYST 2 503B
50001749 ACTUARIAL ANALYST 3 503C
SNNN4752  ACTIIARY 2 SNAR
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Additional Information - Things To Know

Letters and hyphens will override commas for default sorting priority. This will prevent Name - Full from sorting
alphabetically. You can add Name - Last, Name - First, and Name - Middle to the query and then sort by Name
- Last to create a correct alphabetical sort. You can hide the extra columns if necessary.

In this example, Name - Full will not sort in correct alphabetical order because letters and hyphens
override commas for sorting priority.

Name Ful
BIRCHER, L
BIRCH, 8

COLEMAN, E
COLEMAN, T
COLENCH, D
COLER, J

COLE, S

In this example, adding Name - Last, Name - First, and Name - Middle to the query and then sorting by
Name - Last will cause Name - Full to sort correctly.

Name - Full Name - Last Name - First Name - Middle
BIRCH, S BIRCH S

BIRCHER, L BIRCHER L A

COLE, S COLE S M

COLEMAN, E COLEMAN E M

COLEMAN, T COLEMAN T M

COLENCH, D COLENCH D E

COLER, J COLER J A

After you run your report, you can right-click the column to hide extra name columns if necessary.

Name - Middle

Name - First

Name - Last

BIR I Hide > Hide Column
\ Delete De

Set as Section

Insert

I

Hyperlink

Element Link

Footer Calculation
o/? Assign Reference...
2 Formatting Rules...

I Mats
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