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• Reports Module is 
broken up into 
three sections, 
Favorite reports, 
My reports and 
Shared Reports 

• Once a report is 
run, it can be 
saved as a 
favorite, thus 
showing in the top 
section of the 
landing page.

Reports
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Reporting
Module

• In the Reporting Module, 
ensure your Current Plan is 
chosen in the top right

• To run a report, click on the 
Shared reports icon on the 
report module page. 

• In the left-hand view 
window, you can choose the 
desired report to run

• At any point, the user can 
click on the Star icon to save 
it as a favorite report.  

• Once reports are saved as 
favorites, they can be run 
from the main report 
module screen
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Running Reports

• To run a report, click the Shared 
reports icon on the report module 
page or choose the favorite report 
to run. 

• The report will run with the Rows, 
Columns and Filters at the top of 
the page and the report as the 
body

• The filters can be changed to 
narrow down the report field; i.e. 
filter based on Department to run 
a report for one department

• Once a filter is changed, click the 
refresh icon      to refresh the 
report on current data set

• Click on the Save As icon      to save 
the report as it is run 

• Click on the Export icon      to 
export the report to Excel
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Building in 
Analytics
Maestro

• Analytics Maestro (AM) is an Excel add-on tool that allows a user to connect to a cube created in 
Centage

• A user must have specific Analytics Maestro credentials that are licensed and issued by Centage 
Support

• Each user will receive a username and unique password that can not be changed by the user

• Analytics Maestro add-on needs to be downloaded and licensed in a users Excel and displays as 
an additional ribbon

• Once AM is downloaded and licensed, a user needs to connect to the cube in Centage in order to be 
functional in the tool

• The following slides will demonstrate how a user will create a hierarchy in Centage, push data to 
Analytics Maestro, and build a report in AM.  

6

What is Analytics Maestro?
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Building Reports using Analytics Maestro Starts
with Centage Hierarchies

WHAT IS A HIERARCHY? HOW TO SET-UP A BASIC HIERARCHY 
IN Centage  

HOW TO MAXIMIZE HIERARCHY IN 
Centage AND ANALYTICS MAESTRO 
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• A reporting view and filter that 
can be built in ANY dimension in 
Centage 

• Hierarchies can assist in 
grouping together elements of a 
dimensions for reporting 

• Hierarchies translate from 
Centage to Analytics Maestro

8

What is a Hierarchy?
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• Connect to the profile from 
the Data Modeler; click the 
drop-down menu and choose 
the active profile  

• Click Connect; the message 
will change to “Connected” 
when the profile has 
connected
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How to build a hierarchy?
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Working in the Dimensions

10
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In the Hierarchy Menu

• Click on Add Hierarchy

• Enter the Hierarchy Name and 
Description (they can be the same)

• Select the Type 

• Dimension Member (will list 
the items in the dimension) 

• Attribute (will list items that 
are in attributes of the 
dimension; i.e. Account 
Group) 

• Click the save button in the 
bottom right corner
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• To build the hierarchy folders: 

• While clicked on the Title of the report, click the + Add Node button 

• This will add a sub folder in the report 

• To name the folder, click on the ellipsis Icon to the far right of the node line 

• The folders have a parent/child relationship; they can be moved around, dragged and dropped to reorder if 
needed 

•  The sign display can be adjusted for Natural or Reversed based on the line’s requirement 

• P&L, any folder that holds Revenue accounts are typically reversed sign displays 

• Balance Sheet, any folder in the Liabilities/Equity are typically reversed sign display

12

To Build



13

Load the structures into the appropriate folder

• Select the accounts in the 
“Avaialble Members” area of the 
screen (can use Shift or Control to 
choose more than one line); 

• Ensure the Folder is highlighted in 
the report for the destination of 
the accounts 

• Click the Double arrows pointed 
to the right to move the items  

• Save the report hierarchy as you 
build and when completed

13
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Once the hierarchy is built, deploy Plan and 
Cube

• The plan needs to be deployed to 
push the hierarchy to the balance 
of the tool

• Once deployed, report structure 
can be seen in Centage Reporting

• If using Analytics, the cube will 
also need to be deployed 

14



15

In Analytics 
Maestro

• Build report in 
Analytics 

• The reporting 
hierarchies will display 
as the dimensions are 
pulled into the AM 
report 

15
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Building a Report

• To begin building a report, a user will open a blank Excel document

• Click the Report Designer icon to connect to the cube [how to connect 
to the cube in following slides]

• Once the cube is connected, the report can be laid out between the 
Header, Columns and Rows.  

• The dimensions in the Header will drive the entire report 

• The dimensions in the Column area of the layout will dictate what data is 
displayed in each column

• The dimension(s) in the Rows will be the base of the report

16
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Analytics Maestro Ribbon

• Refresh Sheet updates the current sheet, with any changes

• Refresh all updates all sheets in the workbook with any changes 

• Report Designer is used to create the cube connection and the 
report layout initially

• Member Selector is used to change one member of the report to 
another, i.e., to update the report from P01 to P02

• Custom Members is where a user will create custom members 
specific to the report, can be imported and exported

• Replicate is the ability to create multiple reports from a single 
dimension in the header

• Distribute is the ability to replicate and send reports from a 
single dimension in the header
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▪ Connect is where a user will connect to the cube in an 
existing report (a new report will connect in the report 
designer)

▪ Disconnect All, disconnects all reports in the workbook 
from the cube

▪ Zoom in (more details) and Zoom out (less details) are 
used to open or close hierarchy levels in the report

▪ Drill Through is the ability to see the transactional detail in 
a separate tab

▪ Keep and Remove members is the ability to isolate 
members of the report

▪ Report Options is where a user can create a format sheet, 
hide empty data rows, preserve formulas and sort a report 
numerically 
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How to connect to the cube in Analytics 
Maestro

• Click on the Analytics Maestro ribbon 

• Click on the Report Designer

• Click on the dropdown menu and choose 
[New Data Source…] to open the Data 
Source Setup screen

• HTTP Server Name is:  
analytics.planningmaestro.com

• Username is cloudmaestro\your username 
from Centage Support

• Password from Centage Support

• Click Connect to Server

• Choose the appropriate cube and click ok

18



19

Report Designer

• The left-hand list is the dimensions 
from Centage

• The right-hand area is where a user 
will drag and drop the dimensions to 
create the layout of the report

• The dimensions in the Header will 
drive the entire report 

• The dimensions in the Column area 
of the layout will dictate what data 
is displayed in each column

• The dimension(s) in the Rows will 
be the base of the report

• The report will result in the 
intersection of the data dimensions

19
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Working in Report Designer - Headers, Headers

20

• Double click on the dimension in the 
Headers to open the members listing
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Working in Report Designer, Columns
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• In the columns, a user can choose multiple 
selections by double clicking on the dimension.

• Choose the desired dimensions members on 
the left, click on the blue arrow in the center 
and the members will appear in the Selected 
box to the right.    
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Working in Report Designer, Rows

22

• In the Rows, a user can choose a single or 
multiple selections based on the report 
needed.

• Choose the desired dimensions members on 
the left, click on the blue arrow in the center 
and the members will appear in the Selected 
box to the right. 
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Report Presentation

• When the report initially runs, it will display at a 
high-level.  

• To enable the double click, feature, a user can 
click on the Report Options icon, Navigate tab 
and click on the “Enable Double-Click”, click OK

• To expand the report to the appropriate level of 
detail, a user can double click on the report total 
line, in column A.
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Expanding the Report

• The Analytics report can display varying levels of detail, based on the preference of the user.  

• To gain more detail, the user will continue to double click on each of the categories, zooming into the report Hirearcky.    

• The reporting hierarchies will display as the dimensions are pulled into the AM report 

• Once the report is to the level of detail desired, a user can begin to insert additional rows or columns based on the 
presentation desired.  

• Please note, when inserting a row or column, be sure to Insert and Entire row or column.  

• When the report has the general layout, formatting can begin.

• A user has a few options for formatting; excel formatting or using a format sheet

24
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How to format an Analytics Maestro Report

• Click on the Report Options icon

• In the Display tab, click “Create 
Formatting Sheet” and then 
click the Use Format Sheet box

• This will create a new tab in the 
report workbook called “AM 
Formatting Sheet 1”

• All formatting for the report will 
be placed on the format tab

• Other options that are available 
in this menu; Repeat Row 
headers, Preserve formulas and 
Hide Empty Data rows if desired 
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Using a Format Sheet

26

• The format sheet is based on the level of each 
dimension in the report hierarchy.  

• For instance, in the report to the left, to format 
the Revenue Line, the Revenue line is Level 3.  

• The formatting will be applied to all Level 3 lines; 
therefore, Revenue and COGS will be formatted 
the same. 

P&L=Level 0
Net Income = Level 1
Gross Profit = Level 2
Revenue = Level 3
COGS = Level 3
OpEx = Level 2



27

Applying the Format Sheet

• The formatting is applied to 
the format sheet

• Once the report is Refreshed, 
the formatting will be applied 
to the connected report

• The format sheet needs to 
have the appropriate number 
of Levels and Columns that is 
displayed in the report. 

• A user can apply conditional 
formatting to the format 
sheet if needed

27
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Working in the Report
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Use the Member Selector to change from one Dimension member 
to another (i.e., Change from P01 to P02 or 2020 to 2021)

Use the Replicate function to build multiple reports from one 
dimension (in the header)

Change the dimension layout between Headers, Columns and Rows 
to modify the report results
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Report
Examples

• The following reports are example layouts that can be 
built

• Each example has the “Report Designer” layout and the 
report view

• The actual results and layout will be based on the 
dimension and dimension members within the Centage 
plan
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Report Results

Monthly one Version
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Report Results

Current Month Vs YTD for one Version
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Report Results

Current Month Vs YTD for Two Versions
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