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Contacting Infor

If you have questions about Infor products, go to the Infor Xtreme Support portal.

If we update this document after the product release, we will post the new version on this website. We
recommend that you check this website periodically for updated documentation.

If you have comments about Infor documentation, contact documentation@infor.com.
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Contacting Infor



1Overview

Office Plus for Microsoft® Office Word™ and PowerPoint™ is an add-in to Microsoft Office. The add-in
is installed by individual users on their computer.

Infor BI Application Studio reports can contain multiple objects and text. You can insert a specific data
block from a report into a Microsoft Office document. Objects such as charts, embedded sparkline
charts, and dialogs are represented as empty spaces in the display grid.

The data brought into the document can be displayed as a table or chart. After the data is brought into
a document, it can be manipulated or formatted using standard Microsoft Office capabilities.

The documents can be sent to other users. The recipients can view the information in the document.
The recipients can change the document by typing over the information if the document is not protected.

Ssource formatting can be transferred to the document. If the Use pre-defined formatting check box
is selected, any formatting changes made in Microsoft Office are replaced with source formatting when
the data is refreshed.

The Office Plus tab is the entry point for the add-in. The tab is located in the menu bar of Microsoft
Word or Microsoft PowerPoint.

Specifying the server connection
Before you can connect , you must specify the server connection.

To specify the server connection:

1 Select the Office Plus tab.
2 Click Server Connection.
3 Specify the URL for the service by replacing localhost:port with the server name and port

number. This value is stored in the document. For example:
http://Service:Port/OfficePlus/OfficePlusService

4 Click OK.
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Inserting a table
To insert a table:

1 Click the Office Plus tab.
2 Click Table. The shortcut key combination is Alt+Y+T.
3 Select the repository. The repository list includes all repositories.
4 Select the project and report catalog.
5 Double-click the report. The data from the report is shown in the data display pane.
6 Highlight a contiguous range of cells in the report. You should restrict the amount of data if you are

inserting data into a Microsoft PowerPoint document. For example, do not select more than 50 rows
at a time.
To select all the cells in the report, click Select all.

7 Optionally, select the Use pre-defined formatting check box to use the formatting defined in the
report. The data is brought in with no formatting if this check box is not selected. You can then format
the table in the document. The customized formatting in the document is preserved when you refresh
as long as this check box was not selected. This check box is not available for charts.

8 Click OK. The selected data is transferred to the document. For Microsoft PowerPoint, the object
is added to the currently selected slide.

Inserting a chart
To insert a chart:

1 Click the Office Plus tab.
2 Click Chart. The shortcut key combination is Alt+Y+C.
3 Select the repository. The repository list includes all repositories.
4 Select the project and report catalog.
5 Double-click the report. The data from the report is shown in the data display pane.
6 Highlight a contiguous range of cells in the report. You should restrict the amount of data if you are

inserting data into a Microsoft PowerPoint document. For example, do not select more than 50 rows
at a time.
To select all the cells in the report, click Select all.

7 Click OK. The selected data is transferred to the document and a Microsoft Excel™ spreadsheet
opens. For Microsoft PowerPoint documents, the object is added to the currently selected slide.

To see the data associated with a chart, right-click the chart and select Edit Data. The data is displayed
in a Microsoft Excel spreadsheet.
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Inserting a single cell
You can insert an individual cell from a report into the text in a Microsoft Word document.

To insert a single cell:

1 Open a Microsoft Word document.
2 Click the Office Plus tab.
3 Add text to the document.
4 Insert a number by clicking in the desired location.
5 Click Single Cell. A placeholder is inserted. Each placeholder has a unique number. The shortcut

key combination to insert a single cell is Alt+Y+P.
6 Double-click the placeholder.
7 Select the repository. The repository list includes all repositories.
8 Select the project and report catalog.
9 Double-click the report. The data from the report is shown in the data display pane.
10 Highlight a cell in the report.
11 Click OK. The selected cell replaces the placeholder.

Double-click a placeholder to select a different cell in the report.

Refreshing selected data
When refreshing only selected items, you must select a single object. For example, an entire table or
the placeholder in the case of the single value or chart. You cannot update a selection within a table.

1 Open the document.
2 Click the Office Plus tab.
3 Click the down arrow for Refresh Selected.

Refreshing all data
Refreshing all data updates all the data in the Microsoft Word or Microsoft PowerPoint document. If
the Use pre-defined formatting check box was selected, it also applies to all the formats.

1 Open the document.
2 Click the Office Plus tab.
3 Click Refresh All. You are prompted to leave the object as is or remove the object if the report is

no longer available.
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Refreshing only the data
You can refresh only the data and the number format.

1 Open the document.
2 Click the Office Plus tab.
3 Click the down arrow for Refresh Selected or Refresh All and select Values only.

Limitations
Office Plus for Microsoft® Office Word™ and PowerPoint™ has these limitations:

• When inserting a table, the formatting is limited to what is supported in Microsoft Word and Microsoft
PowerPoint. The inserted report may look different than it did in Application Studio. You can manually
format the table to more closely achieve the look in Application Studio.

• When you insert a chart from an Application Studio report, only the data is used for the chart. You
must manually format the chart in Microsoft Word or Microsoft PowerPoint.

• When inserting a single cell, it must be a single value from the Application Studio report.
• Refreshing all data updates all the data in the Microsoft Word or Microsoft PowerPoint document.

If the Use pre-defined formatting check box was selected, it also applies to all the formats. All
formatting made by user is lost.

• Refreshing all (values only) updates all the data in the Microsoft Word or Microsoft PowerPoint
document. This updates only the values even if the Use pre-defined formatting check box was
selected. All format changes done by the user are preserved except number formats which are
taken from the Application Studio report.

• When refreshing only selected items, you must select a single object. For example, an entire table
or the placeholder in the case of the single value or chart. You cannot update a selection within a
table. Only data and number formats are updated. Formatting is preserved.

These formats are not supported:

• Complicated number formats such as "# ##0,00 Kč;[Red]-# ##0,00 Kč"
• Standard symbols such as an asterick (*)' are not supported. The underscore character is (_) is

partially supported. When the use is valid, it is replaced with single space.
• Formatting is restricted to what is supported in Microsoft Word and Microsoft PowerPoint. For

example, you are limited to the maximum number of columns supported by Microsoft Word and
Microsoft PowerPoint.

• The cell width does not automatically adjust for long text strings. The text wraps to fit the column
width.

• Margins are ignored. The default for the Microsoft Word table is used. As a result, minimum row
height and column width are affected by the table settings.

• Complicated alignment formats where the Application Studio report relies on automatic formatting
of numbers (to the right) and text (to the left) may not work as expected. We recommend you define
the alignment in the Application Studio report.

10 | Infor BI Office Plus for Microsoft Office Word and PowerPoint

 

Overview



• Custom objects such as pictures are ignored.
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ATroubleshooting

Moving the application to a new server
If you change the server on which the add-in is installed, all users must first uninstall the application.
Users must then reinstall the application from the new server. This facilitates updates from the server.

Disabling the add-in
If you disable the add-in, you cannot re-enable it. You must uninstall the add-in and then reinstall it.
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