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Q&A Executive Training 
Prompts I 
 
 
In this lesson, you will be introduced to the concept of prompts.  
 
We will use the Analysis of Employee Expenses report we have been working with in 
the last few lessons. 
 

 
 
This report is very nice, but it is limited in use, because it was prepared for a specific 
Business Unit, the ATA Business Unit, and it was prepared to extract data for the 
years 2013 and 2014.  
 
What if we wanted to use the report for other business units or dates? In the report’s 
current formatting, we would have to go in and make changes every time we 
wanted to run it for a different business unit or period. This is where prompts come 
into play. 
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Prompts 
 
The gray pane extending across the top of the Executive workspace is the prompt 
section. It is where prompts are created, displayed, and then used. 
 

 
 

Add a Prompt 
 
There are two ways to add a prompt: 

1. Edit > Prompt > Add 
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2. Right-click in the Prompt pane > Add 
 

 
 
The following dialog will be displayed: 
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3. Enter a Code for the prompt – enter anything you want as the Code; however, 
when the prompts are displayed in the Prompt Pane, you may notice that 
having a Code that is descriptive may be helpful. 
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4. Enter a Description for the prompt 
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We will set a Default Value for each prompt we create. Let’s be sure we understand 
the role of the default value: 

• A value presented in the prompt until the operator replaces it with some 
other value.  

• It should give the operator an idea of what the input is supposed to look like. 
• It should help the operator know how to enter the data value needed for the 

report. 
 
For our first prompt, let’s enter a default value range of 2013001 to 2013012 for last 
year. 
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We will cover the Data Type in our next lesson. We can click OK to save our settings. 
 

5. Click OK 
 

 
 

Notice: The prompt has been created and placed in the Prompt section. It is ready 
for use. 

 
Current Year Prompt 
 
We will add a second prompt. We want to be able to prompt for the current year. 
 
We will repeat the steps we took for the first prompt. 
 

6. Click the Edit menu 
7. Select Prompts 
8. Select Add 
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One trick for naming prompts is to make them an instruction that tells the user 
what to do. This way, you can help the operator who is unfamiliar with Q&A know 
what is expected of him. 

 
9. Enter a Code of ‘CurrentYear’ 
10. Enter a Description of ‘Enter Current Year Range’ 
11. Enter Value From of ‘2014001’ 
12. Enter Value To of ‘2014012’ 
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13. Click OK 
 

 
 

Now we have two prompts in the Prompt Pane. 
 

We are not quite ready to begin modifying the report, however, because the actual 
cells comprising the report are still programmed specifically for a specific range of 
dates. We need to revise the cell formatting. 

 

Linking Prompts to Cell Queries 
 
We are going to change the formatting in cells C11 and D11 and then copy that 
formatting to all of the other cells. 
 

14. Double-click cell C11 
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We are working on Period ranges, so we are interested in the Accounting Period 
filter of the query.  The current formatting picked up the period from cells hidden in 
the worksheet. We want to change that so that the value it extracts from the system 
will be the value the operator requests in the prompt.  
 

15. Click on the Accounting Period row in the Filter pane 
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16. Click in the Filter From field 
17. Delete the value in the Filter From field 
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18. While the focus is still on the Filter From field, click on the CurrentYear 
prompt in the Prompt pane 
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Notice: Now the value in the Filter From field is =(CurrentYear) 
 

19. Click in Filter To field  
20. Delete the value in the Filter To field 
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21. While the focus remains on the Filter To field, click in the Filter To field of the 
CurrentYear prompt in the Prompt Pane 
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Notice how the Filter From and Filter To values are displayed: 

• The start of the range, Filter From, is enclosed in single parentheses 
• The end of the range, Filter To, is enclosed in double parentheses 

 
Notice also that at the immediate right of the From and To fields, in blue font, are 
displayed the default values that we set up for the CurrentYear prompt. 

 
22. Click OK 
23. Click in cell D11 
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24. Select the Accounting Period row in the Filter Pane 
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25. Click in the Filter From field 
26. Delete the value in the Filter From field 
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27. Click on the Filter From field in the LastYear prompt 
 



 
 

Q&A Executive Prompts I 19 

 
 

28. Click in the Filter To field 
29. Delete the value in the Filter To field 
30. Click in the Filter To field of the LastYear prompt in the Prompt Pane 
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Cells C11 and D11 have now been reformatted to reflect the Prompt values. We can 
copy those queries and paste them into cells with similar queries. 
 

31. Highlight cells C11 and D11 
 



 
 

Q&A Executive Prompts I 21 

 
 

32. Right-click  
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33. Select Copy (or use Ctrl+C) 
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34. Highlight cells C12 through D15 

 

 
 

35. Right-click 
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36. Select Paste (or use Ctrl+V) 
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We have now copied our reformatted queries into cells C12 through D15. We can 
check our work. 

 
37. Double-click in cell C14 

 



 
 

Q&A Executive Prompts I 26 

 
 

We can see that the Accounting Period is set for the prompt, and that the target 
cells are C14. 
 
We are now ready to extract this report and see the results. 
 

Extract 
 
If you look closely at the icons on the toolbar, you will see a new icon. This is the 

Query Prompt icon  . When we want to Extract in a report that uses Prompts, 
there is an additional step.  

 

38. Click the Query Prompt icon   
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The Prompt screen gives the operator a chance to change the ranges, in this case 
the Accounting Period range, that he wants for his report. 
 

39. Click on the beginning period for last year 
 

 
 

40. Fill in the From value ‘2014001’ 
41. Fill in the To value ‘2014012’ 

 

 
 

42. Click OK 
43. Click the beginning period for the current year 

 

 
 

44. Fill in the From value 2015001 
45. Fill in the To value ‘2015012’ 
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46. Click OK 
 

 
 

The prompts now reflect the Accounting Periods changes we entered. 
 

However, for the sake of our example, let us leave the Year Ranges as 2013 and 2014. 
 

 
 

47. Notice that the familiar Extract icon is back on the toolbar. Click Extract   
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48. Click the Extract Primary Worksheets button   
 

 
 

 Here we have our nice little report for the years 2013 and 2014! 
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Please do not try to make sense of the figures in this report. Remember that we are 
using a sparsely populated demonstration business unit. The figures are not likely to 
be reflective of any real life equivalent. 
 
 
 
 
 


