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Introduction 

What is PracticeIQ 10.0 
Practice IQ 10.0 (PIQ) is the latest release of the Business Intelligence (BI) and Reporting 
Tool, which is part of the Reckon APS suite of applications.  

About this User Guide 
This guide aims to provide instruction on how to use PIQ 10.0 from a user’s point of view.  
 
For the general user, it covers the different reporting types available, how to work with 
these different types, navigation around the PIQ intranet site and creating easy access 
shortcuts to the most relevant areas and reports. It also covers how to access, refresh and 
work with PIQ data and structures in Excel. 
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PIQ Website Navigation and Functionality 
PIQ 10.0 has a new website that has been built from the ground up. The site has been built 
to accommodate cross browser functionality. It is used as a portal to the Reporting Services 
formats that are delivered as part of the PIQ solution.  
 
The site retains what is referred to as Clean URLs. Clean URLs allow direct access to any 
part of the website rather than having to navigate from a starting point and using the menu 
options each time to get to the correct section or report. The use of Clean URLs opens up 
the site so standard browser navigation and favourites can be used. URLs can be utilised by 
other tools such as Central Console and BPA. 
 
The PIQ 10.0 website has been redesigned to make better use of space. It now works 
across different browsers such as Chrome and Safari.  
 

 
 
Section names will vary depending on how the site has been configured to fit the firm’s 
requirements, but navigation between sections and reports remains consistent. 
 

Selecting a Report 
Once in the PIQ site there are always 3 clicks to a report. This is based on the underlying 
folder structure applied to the PIQ site. 
 
Select one of the toolbar options available to show the second level toolbar based on the 
first selection. 
 
Select a second level toolbar option to present a dropdown list of the relevant reports. 
 
Select a report from the dropdown list to display the report or dashboard. 
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Repeat any of the previous three steps to navigate to other reports. 
 
Note: Access to the reports is setup using the PIQ Portal Administration tool. Access to 
sections and reports may differ depending on user rights.  
 

Show and Hide the Navigation Bar 
In order to provide the most screen space as possible when viewing reports, a Show/Hide 
function has been made available. Selecting the Toggle Navigation option will hide the 
second two navigation layers. 

 

Using Browser Navigation Options 
Use the Back and Forward buttons on the browser. Clicking the buttons will move back 
and forth between the sections and report selections that have been made in the same way 
as navigating between standard webpages. It’s also possible to go outside the PIQ site to 
an unrelated page and use the Back button to go back to the last report or section used in 
PIQ. 
 

Creating PIQ Favourites 
In the same way as Favourites or Bookmarks can be setup for standard web pages so they 
can now be set for PIQ reports and sections.  
 
With PIQ 10.0 a Favourite can be applied for direct access in one click. Navigate to the 
required section or report and choose Add to Favourites.   
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Any number of Favourites can be setup up. This allow any users to effectively setup their 
own access points to the PIQ site and organise how they want to use them. 

Accessing Personal Site Information 
Clicking the user name link amongst the top right options on the site will open up a report 
showing the top ten most accessed reports and the last 10 reports accessed.  
 

 
 
This can be used to get back to relevant reports quickly as each line in the report is also a 
link to the PIQ report. 
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Accessing Site Information 
Clicking the PIQ Reports link amongst the top right options will open up a report showing 
the top ten most accessed reports for the firm. It also displays a list of the most recent PIQ 
build times and dates. 
 

 

 

 

Report Types 
There are two main types of reporting formats used by PIQ: Reporting Services and Excel. 
With these two options available, it is hoped that all aspects of reporting functionality are 
covered, from simply viewing a result to being able to interrogate data.   
 

Reporting Services 
The use of Reporting Services falls into two main categories, Dashboards and Tabular 
reporting. The two categories provide different user experiences depending on levels on 
detail and functionality required. 
 
Reporting Services opens up the opportunity to view reports through different types of 
media. It also allows variables such as Staff IDs to automatically filter reports in context to 
whoever is logged in. By default, the Reporting Services reports available are designed to 
be shown through the PIQ intranet web site and the Practice Management Console, but BPA 
can also send links and even have the formats embedded in the body of an email. 
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Dashboard Reporting 
High level summaries can be shown with corresponding graphical representations and visual 
cues such as Charts, Icons, Colour Coding, etc. Additional options such as tooltips and drill 
through are available from these formats.  
 

 

Tabular Reporting 
Lists of data can be shown based on Filter/Parameter selections. These lists can also 
include graphical content to visually indicate differences between potentially many lines for 
data.  
 

 
 
The tabular data can be sorted based on fields available on the report. Find options are also 
available to pinpoint data very quickly. 
 

Using Excel with PIQ data. 
Excel supplies a great all round solution with regard to user interaction, graphical 
representation, saving and printing. The main benefit to Excel is the fact it is completely 
customisable and it is the easiest way to access other data that may not be part of the 
PM/PIQ data sets. Pivot, Dashboard and Detail formats can be created in Excel.  
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Connections to the PIQ data can be made in seconds and ad-hoc reports built easily. Once 
built they can be saved and on reopening the workbook, data will be refreshed into the 
reports.  
 
The area where Excel is not as useful as SSRS formats is distribution. Through the PIQ 
intranet site the SSRS reporting can be made easily available to anyone on the firm. The 
Excel formats would need to be emailed or put down to a network share for access. This 
said, there are now options around Power BI Desktop that are opening up distribution 
channels for formatted data both within a network and outside it. 
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Working with Reporting Services Reports 
There are a number of standard functions that can be performed on all SSRS formats to get 
the most out of options available. 
 

Filtering and Parameter selections 
On the SSRS formats, there are report parameters available to filter the report results. 
These generally consist of a Periods dropdown and an Attribute dropdown. Typically the 
Attribute dropdown would be a filter for Staff Name, Partner, Manager or Department 
depending on the type of data shown on the dashboard. There are multi select and single 
select report parameters. The Periods parameter is normally only a single select but the 
others, usually allow multiple selections.  
 
 

 

 

Running a Report 
Selection of the available report parameters is mandatory and the user will be prompted if 
selections aren’t made. There is always an ALL option but this needs to be selected rather 
than leaving it blank. After making the parameter selection, clicking the View Report 
button will generate the report. Some parameters like the Periods selection will default to 
the last valid month. 
 

 
 
The Parameters can be hidden by clicking the upward facing arrow to the right-hand side of 
the toolbar. This provides more screen space for the actual results.  
 

 
Note: this option may look different depending on the version of SQL Server. 
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Cascading Report Parameters 
Some formats use a function called Cascading Parameters in an attempt to make 
filtering as efficient as possible. Making a selection on one parameter will automatically filter 
the following parameters based on the selection.  
 

Toolbar 
Additional built in options on the Report Services toolbar gives access to some standard 
functions.  
 

 

Zoom  
Select a zoom setting for the drop down list to zoom in or out, fit to page, etc. 
 
Find  
This option lets the user do word searches within the result set displayed in the report. This 
can be very useful if a long list of clients is shown and you need to find one.   

Exporting 
There are a number of Export options available but there are two in particular which the 
PIQ reports will use, Acrobat (PDF) File and Excel. The Acrobat (PDF) File option 
converts the report into a PDF format. The user is offered the choice to open the file up or 
save it directly to their system. The Excel Option takes the report into Excel. 

Paging 
On summary reports it is possible to click through the pages using the back and forth 
arrows. You can also go directly to a page by typing in the page number and pressing 
Enter.  

Printing 
The Print option will send the report directly to the printer. There is an option to Print 
Preview before committing the report to the printer. 

Sorting 
On most summary reporting, column headings have been given a sorting option. Clicking on 
the double arrow  button will sort the report ascending or descending based on that 
column. 

Drill Through  
On most Detail and Dashboard reports, Drill Through has been enabled. This allows the 
user to click an entry on the report and drill through to a predefined report retaining the 
context of the clicked item.  
 
On summary or detail list formats, drill through functionality is represented in most cases 
with a PLUS icon   on a row. On dashboard formats hovering over a visual cue or chart 
item will show instruction on drill through. Clicking the item will drill through to the relevant 
summary or detail formats. 
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Tooltips 
It is worthwhile hovering the mouse over items on the SSRS formats as there may be a 
Tooltip available offering up additional pieces of information. Tooltips will also indicate if 
drill through functionality is available. 
 

 

Using Excel with PIQ data 
Excel is hugely powerful tool and one that works extremely well with PIQ data and 
structures. PIQ provides a number of data sources but the key data source for ad-hoc 
reporting through Excel are Cube databases.  

Data Source 
Ad-hoc Excel reports are run against data held in Cubes.  Using Cubes as a data source 
allows greater reporting functionality.  The data within a Cube is broken down into three 
main areas: Hierarchies, Measures and Calculated Members. 

Hierarchies 
Hierarchies hold the structure by which the data is viewed. This structure can be 
hierarchical e.g. by Matter Partner then by Client then by Matter. This facilitates the drill 
down and filtering capabilities through Pivot reports. 

Measures 
A Measure is a base piece of information and is generally viewed by the Hierarchies when 
reporting e.g. WIP, Billable Hours etc. 
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Calculated Members 
Calculated Members are calculations based on the Measures and/or dimensions e.g. Billable 
Hrs + Non Billable Hrs = Total Hrs. These calculations are show in the Pivot Reports in the 
same way as Measures. 

Connecting to a PIQ data source in Excel 
There are a couple steps to work through in order to connect to a PIQ Cube database and 
continue working with it. Once connected a workbook can be saved with any number of 
connections to any number of data sources.  
 
When the workbook is opened up, the data is automatically be refreshed. Data can also be 
refreshed manually when in the workbook or particular spreadsheet. 
 
In an Excel sheet, click the Data ribbon and select the From Analysis Services option 
from the From Other Sources dropdown list.  This will start off the Data Connection 
Wizard. 
 
Type in the name of the SQL Server where PIQ has been configured and stick with the 
default credentials option of Use Windows Authentication.  
 

 
 
Note: you will need to contact your IT administrator if you don’t know the name of the 
server. 
 
On the next screen, select the Cube Database you need to connect to and select the 
appropriate Cube. 
 
Note: a full list of all the PIQ Cube databases and their contents can be found in the PIQ 
Data Dictionary. 
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Choose Finish on the next screen.  
 
At this point, you can decide where in the worksheet the data is to go and in what format. 
Select the cell in the sheet you’d like to start the report and choose OK. 
 
In the screenshot below, a Pivot Table format was selected. It is now possible to access 
everything that is available in the Cube and drag it onto the report using the PivotTable 
Field List. 
 

 
 
Build up the Pivot report based on requirements. There are numerous options available in 
Excel to build all sorts of formats.  



 

 
Version V10.1 | PAGE 15 OF 18

Changing the Connection to a PIQ Cube Database 
When workbooks are moved from one system to another the connection string to the 
underlying data source (Cube Databases) needs to be updated. Using a couple of steps in 
the Excel workbook, this can be achieved quite easily. 
 
Click inside a Pivot table to make it active. On the Data ribbon and select Connections 
then select the appropriate connection from the list and choose the Properties... Button.  
Once in the Properties page select the Definition tab. 
 
The connection to the PIQ Cube Database can be changed by updating the different parts 
of the Connection String. 
 

 
 
Normally you only need to change the Data Source to point to a different SQL Server. If 
the Cube database needs to be changed, update the Initial Catalog option. Change the 
Command text option to change the Cube. Clicking OK will update and refresh the Pivot 
data. 
 
Note: Contact your IT administrator if you don’t know the name of the SQL Server 
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Different ways to refresh data into a Pivot report 
There is some flexibility around refreshing data into an Excel Pivot format. It is possible to 
set the pivot up to refresh automatically when the Excel workbook is opened, or have it 
refreshed manually.  
 
This option can be found by right clicking on the pivot and choosing Pivot Table Options 
then the Data Tab. Clicking the Refresh data when opening the file option will 
automatically refresh the PIQ data into the pivot report when opening the workbook. 
 

 
 
To manually refresh the data, right click on the pivot and choose Refresh from the menu. 
This option is also available from the Pivot Table Tools / Analyse Excel ribbon. 
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Training 
 
You can also view recorded webinars, how to videos and workbooks from the Reckon 
Training page.  
 
From the main page at www.Reckon.com click on More and select Training from the drop 
down menu.  
 

 
 

 
 
Register for your unique login or revisit the Academy. 
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Here you will find courses to help you master your Reckon software; including 
practical tools and tips on how to get more leads and build your business brand too. Sign 
up for an account today and get access to training resources - all in one place. 

Key features: 

 

Lots of resources in one centralised 
place. Choose from a range of 
courses, which includes webinars, 
workbooks, how-to videos, and 
assessments. Don't forget to visit the shared 
Marketplace for some fun creative courses 
too. 

  

Keep track of what you've 
accomplished. See which courses you're 
enrolled in, in progress and completed. 
When you're done, come back anytime and 
access the documentation for ongoing 
learning.  

  

Create your own learning 
schedule. Keep upskilling and choose to 
learn at your own pace, or attend a 
scheduled event and learn from our experts, 
in-person. We'll continually add new courses 
here, so you will never miss a session.  

Get started now, set up an account and started enrolling in courses from the 'Reckon 
Training Academy - AU courses' menu.  
To get familiar with the new portal, watch this short video - 

 

It's now so simple to find, enrol and get educated in Reckon.  

 
Contact Reckon Training:    T 1300 655 975         E training@reckon.com 
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