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Webi Tips-n-Tricks 

 

Q:  How do I see what accounts I have access to? 

A:  Just log in, select the report you’re curious about, and click the button.  

 

 

 

Q:  How can I see my 0-, 1-, 2-… accounts in order? 

 

A:  Make sure the match type is set to ‘Like’, and enter the account number you want to see, with 

an asterisk in place of the beginning number.  For example, to see all the accounts for 12345, 
put this into the index search area:  *-12345 and click   That will show you the accounts at 
the bottom, in order.  They will look something like this: 

 
Account Number 
0-12345 
1-12345 
2-12345 
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Q: How do I see all my 0- accounts? 

A: Just use an asterisk in place of the trailing account number.  For example, to see all your 0- 

accounts type: 0-* and click   That will show you all your 0- accounts. 

 

Q: How do I turn off pop-up blockers? 

A: Firefox:  Tools, Options, Content, then there is a box that you uncheck 

Internet Explorer: Tools, Internet Options, Privacy, then there is a box that you uncheck  

 

Q: How do I know what version of Internet Explorer I am running? 

A: At the top of the screen, click on  Help, then on About Internet Explorer.  A box will pop up and tell you 

what version you have. 

 

Q: When I first try to use the system I get odd messages.  What should I do? 

A: Please use the following as your guide: 
 

 

When you see them, please click on the box and then on Yes (or Run) to ensure you don’t see the 
message anymore. 
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In Firefox, you may see the following screen when you log in: 

 

To fix that, click on the “I Understand the Risks link”, click on the Add Exception button, click on the Get 
Certificate button, then click on the Confirm Security exception button. 

 

Q:  I tried to send a report to someone, but they weren’t able to open it up and view it.  How do I fix 

that? 

A: What is happening is that the report gets to them with part of the name being .lin, which their 

computer doesn’t understand.  Here’s how to get their computer to understand these files: 

1) Try to open the document.  A box very similar to the following will come up. 
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2) Choose “Select the program from a list” and then click OK.  The following screen will pop up: 

 

3) Choose Notepad in the list, check the box and then click OK.  From that point forward, their 
computer will open those files up right away and display them in the Notepad viewer. 

 

Q: How do I bring the report data into an Excel sheet? 

A: Follow these steps: 

1) Open the report you wish to save and click the 
Copy Pages icon.   
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2) This will bring up the ‘Copy Document Pages to File’ dialog box. Here you have the option to 

select All, Current page, or Select pages.  
 

 
 
 
 

3) Click the ‘BROWSE’ button to select the 
destination of the report you are about to 
download and give it a name you can 
remember with a .TXT extension and click 
‘OK’. The copy pages dialog box will disappear 
once the download has completed. 
 

4) Import the text file into Excel and set the 
columns 

NOTE: The actual instructions for doing this will 
vary depending on whether you are running 
Office 2007 or Office 2003.  These are the 
instructions for Office 2007. 

5) Open up a blank data sheet. 
6) Click on the Data selection in the top ribbon: 
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7) Click on From Text button (directly clicking on it avoids the popup you see in the example) 
 

 
 

8) Choose Navigate to the file you just created 
9) Select it and click Import 
10) Keep the default of Fixed Width 

 

 
 

11) Click Next to bring up the screen below: 
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12) Set columns for the data to be brought in (you may need to scroll down past the headers - to do 
this use the slider on the side)  You can click on and drag the existing lines, double-click lines to 
get rid of them, or single-click where a line should be to create one.  Remember, you’re setting 
the columns up this way. 
 

 
 

13) Click Next 
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14) Determine what information actually gets brought over.  To do this you will be choosing to 

import or not to import the columns.  The best thing to do here is to only grab the information 
that is relevant so you don’t clutter your spreadsheet with things that aren’t needed.  In the 
example below, the account number and vendor number are being selected, but the column 
that would contain the check number is being skipped.  The default is to import the columns, so 
if you’re not sure whether or not to bring in a column it will be done for you. 
 

 
 

15) Click Finish.   
16) It will then display a small pop-up box like: Just 

click OK. 
17) An example of the results of this process is 

displayed on the next page.  At this point you can 
manipulate the data as you would any other Excel 
sheet.   

 

NOTE: This is a basic functionality document.  There are some very sophisticated things possible using 
this method of importing data, most of which are well documented in the Microsoft Office Help that 
comes installed with your edition of Office 2007.  
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