
Subreports 
 

This Document describes how to create “subreports.”  

 

Fundamentally, the “subreport” feature provides you with the ability to create a link between two 

reports, in such a way that you can “drill down” from one report into another.  

 

This feature is available for all report formats (i.e., every style of both grids & charts). 

 

Example use case: I’ve already set up a report that shows me how much time people are 

spending on administrative tasks every week. Now I’d like to see whether their admin time is a 

function of being stretched too thin across many projects.  

 

To do this, I can create a “subreport” to help me understand more information about these 

people- for example, a simple popup on the “Person Name” field, to tell me how many projects 

each person is logging time against during this time period. 

 

SAMPLE REPORT:  In the following image, I’ve decided that when I click any person’s name, I 

want to see a subreport showing the number of projects people are working on. 

 

 I’ve decided that I want to see all names, not just the data relevant to the name I clicked, so I 

have not mapped fields.  

 

 

 
 

  

To add a subreport: 



● Click the field you want to use to link the two reports together- for example, If you want 

to drill down on the person, Click the Person Name field.  

● Click the Field Properties  menu in the right hand sidebar 

● Click “More” at the top of the Field Properties menu 

● Scroll down to the “Drilldown” section (you can also collapse all the sections above it) 

 

 
 

● Click “Subreport” to open the configuration modal 

○ In the”Reports” field, search for the report you want to link 

○ Decide whether the subreport inherits filters from the “parent” report  

■ This is useful when you have narrowed your date parameters, for 

example 

○ Decide whether to map fields in parent and sub-reports.  

■ If you map fields: this is effectively another kind of  filter. Only the data for 

the mapped fields will appear in your subreport. If you do not map fields: 

the subreport will appear in its entirety   

○ Decide how the popup will open 

■ Link: takes you to the subreport in your current window 

■ Link (Window): takes you to the subreport in a new window 

■ Pop-Up: opens the subreport in a pop-up over the current window 



 

Notes:  

 

● Always SAVE your changes. When you’ve configured a subreport, you will see a 

checkmark on the “Subreport” option in the Field Properties menu.     

● You cannot create a subreport while designing a new report part. The report you want to 

link to must already exist.  

● One report can have many “parents”  

● One report can have many “sub reports” 

● But each FIELD can have only ONE subreport 

○ Example: let’s say you’ve created a big, basic vertical grid with lots of data.  

■ You can use it as a parent report for many charts 

■ OR You can also use it as the subreport for multiple parent reports 

■ OR you can do link the report both ways.  

■ Just remember that the more complicated you make interactions, the 

more likely it is that subsequent edits to individual reports will impact your 

BI&A ecosystem.   

 

 


