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Q&A Executive Training 
 

Breakouts 
 
Breakouts are another powerful feature of Q&A Executive. Like the other Analysis 
Functions, Breakouts allow the breakdown of macro data into its component parts. 
 
We will use the Analysis of Employee Expenses report for our lesson. We will begin 

with the report in the Design Mode  . 
 
Before we start working on Breakouts, we will modify our original report slightly. 
 

1. Double-click in cell B4 
 

 
 

We will write a new query in cell B4.  
 
The Data Type this time will be a Field Reference. A Field Reference pulls in various 
data to be displayed in worksheets and documents.  

 
2. Data Type - select Field Reference 
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Field References are a way to pull information from Q&A, not from the SunSystems 
database. 

 

3. Click on the Assist button at the right of the Field References field   
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We want to select Breakout Code 1. 
 

4. Click on the arrow to the left of Breakout 
 

 
 

5. Double-click on Code 1 
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Notice: The Field References field is now populated with {BreakoutCode 1}. 

 
6. Click OK to save our selection 

 

 
 

We are returned to the report in the Design Mode. 
 

7. Click the Extract icon   
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8. Click the Extract Primary Worksheets button   
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Notice: Our extracted report looks pretty much like it did before we added the 
Breakout query. Don’t despair! All is not lost. 

 
Remember the purpose of our report: these figures are the expenses for the entire 
organization for these employee expense accounts. 

 
Let’s do a Breakout. 

 

9. Click on the Breakout icon   
 

10. Select Specify   
 

 
 

We want to breakout by Department. 
 

11. Scroll down the Selection List to the L4 Function Analysis Table 
12. Expand the L4 Function Analysis Table 
13. Select Name from the L4 Function Analysis Table 
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This next step is very important. 
 

14. Click on the Options Tab 
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15. Check the Suppress Zero Rows check box 
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Suppressing zero rows will hide expense rows that had no entries in a particular 
department for the relevant period. 

 
16. Click OK 

 
The system will run the Breakout. 



 
 

Q&A Executive Breakouts   11 

 
 

Here are our results.  This is cool. 
 

Notice: In the Drill Tree Pane, there is now a separate worksheet for each relevant 
Department. 

 
17. Click on the first Breakout worksheet in the Drill Tree Pane – Accounting 
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Notice: There is now a value in cell B4. If we select a different department worksheet, 
that value will change to reflect the new department. 

 
18. Click on any other Breakout worksheet in the Drill Tree Pane and notice the 

value in cell B4 
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Each Breakout worksheet displays the expenses for only one department. 
 
The fact that the department name is brought into cell B4 shows that our Breakout 
Code is working.  
 

Combine Expands and Breakouts 
 
You can combine Expands with Breakouts.  
 
Let’s go back to the original report by clicking on Sheet 1 in the Drill Tree Pane. 
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We’ll keep the Breakout, which is still active, but create another query. 
 

19. Highlight cells C8 through D12 
 

 
 

20. Click the Expand icon   
 

21. Click Specify   
22. Scroll down to L4 Function Analysis Table 
23. Click the + to expand the L4 Function Analysis Table 
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24. Click OK 
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We are back to the expansion by Department, showing each Department’s 
expenses. 
 
Let’s do another Breakout. This time the Breakout will be by Accounting Period. 
 

Secondary Breakout 
 

25. Click the Breakout icon   
 

26. Select Specify   
27. Select Accounting Period from the Selection List 

 



 
 

Q&A Executive Breakouts   17 

 
 

To keep our Breakout results manageable, we’ll check the Suppress Zero Rows 
checkbox. 

 
28. Go to Options Tab 
29. Check the Suppress Zero Rows 
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30. Click OK 
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This Breakout has resulted in a separate worksheet for each of the Accounting 
Periods covered by the original report. 

 
Notice: There is now a series of worksheets, one for each Accounting Period, in the 

Drill Tree Pane. 
 

We now have an expansion by Departments, and then a subsequent Breakout by 
Accounting Period. 
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Let’s do another exercise before moving to the next lesson. 

 
31. Click on the original report in the Drill Tree Pane 
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32. Click on cell C8 

 

33. Click on the Drilldown icon   
 

34. Select Specify   
 

35. Select the following data items from the Selection List as the Output data 
items: 
 

• Transaction Date 
• Journal Number 
• Journal Line 
• Transaction Reference 
• Description, and 
• Base Amount 
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36. Click OK 
 



 
 

Q&A Executive Breakouts   23 

 
 

Now we have the details for the figure we chose on the report. 
 
Notice: We have an elaborate drill path in the Drill Tree Pane. It consists of the 

original report, the Breakouts, the Expands, and the Drilldown we just 
extracted. 
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In the next lesson, we will learn how to save the Drill Path so it will be available to use 
again the next time we want to use this sheet for another client, another 
organization, or another period. 
 
 
 
 
 
 


