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Overview 
 
HSC Cloud can be configured to generate reports via Google Sheets and Microsoft Excel. The steps involved, for either 
option, are basically the same, but there are key differences outlined below. 
 
Key Differences 
 

Google Sheets • The completed report is automatically returned to HSC Cloud based on the report settings 
applied (asset attachments, stakeholders, print queue, etc.). 

• The completed report can be automatically emailed to other parties. 

• There is less control over formatting (margins, page breaks, etc.) when compared to Excel. 
 

 
Microsoft Excel 

 

• The completed report must be manually attached in HSC Cloud. 

• The completed report must be manually emailed to other parties. 

• Requires the Excel Add-in to be installed 

• There is more control over formatting (margins, page breaks, etc.) when compared to 
Google Sheets. 

 

Creating Google Sheets Reports 
 
The basic steps to creating a report with Google Sheets is as follows. 
 
Steps using Google Sheets: 

1. Link Google Account to HSC Cloud Account 
2. Create the Google Sheet Report Structure 
3. Connect the Workflow(s) to the Google Report 
4. Run the Workflow on an Asset 
5. Map the Fields on the Report 
6. Uncheck “Don't copy the source spreadsheet during the publish process” option 

 
The sections that follow provide details for creating Google Sheet Reports. 
 

Link Google Account to HSC Cloud 
 
HSC Cloud creates a Google account for each customer to support reporting, notifications, and administration. 
Implementation and Support can provide the login credentials to the Billing Account Administrator. 
 
Steps to Link Google Account: 

1. Select the Account Tile from the Dashboard. 
2. Search for and select an Account. 
3. In the bottom right side of the screen, enter a valid Gmail address in the Email field and click Link.  

 

 



2 
 

 
NOTE: HSC Cloud Implementation and Support provides login credentials. 

4. Google prompts for the Google Account to link. 
5. Choose Use another account 
6. Enter the Google Account Email provided by HSC Cloud and click Next. 
7. Enter the password provided by HSC Cloud and click Next. 
8. The following screen appears. Click Advanced. 

 
9. Click Go to Utility Cloud. 

 

 
10. You are returned to HSC Cloud. 

 
Security Role Right Required: Perform Custom Reporting, View Work Scheduler, View Accounts, Edit Accounts 

 

Determine the Type of Report 
 
There are 2 types of reports you can create: 
 

• One-to-One – reports on one workflow performed on one asset 
For example: A Regulator Station Inspection workflow on a Regulator Station asset to create a Regulator Station 
Inspection Report 
 

• Many-to-Many (or Many-to-One) – reports on many workflows on many (or one) asset 
For example: Daily Leak Inspections on Gas Leaks to create a Monthly Gas Leak Report 
 

Create a One-to-One Report Structure 
 
Log into the Gmail account that is linked to HSC Cloud: 
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1. From the Google Drive, create a new Google Sheet. 

2. Create a tab labeled Report. This appears in a format of your choosing when a workflow is completed. This is the 
report that is returned to HSC Cloud when the workflow is completed. This tab has data linked to it from the 
Data tab or other sheet(s) with the workflow data. 

NOTE: The name of the tab can be anything. Report is used in this document for standardization. 
 

3. Create a tab and labeled Data. The data tab is the sheet that the workflow data is sent to from HSC Cloud. 
 

NOTE: The name of the tab can be anything. Data is used in this document for standardization. 
 

4. Run a report. Completing a workflow that has been scheduled via the Work Scheduler triggers a report to be run 
from HSC Cloud that is linked to the Google Sheet; this populates the data on the data sheet so that you know 
which fields to use from the data sheet to populate into your form on the report sheet. 

 

 
Example of a formatted report 

 

Connect the Workflow to Google Sheets 
NOTE: The reporting feature is moving from Work Scheduler to Workflow Classes 
 
Reports can be generated from a completed workflow. For example: the results of an inspection can trigger an 
Inspection Report to be generated. One workflow can be connected to several reports. 
 

1. In the Workflow menu, select Reporting. 
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2. Click the plus sign + to add a new report to the workflow. 

 
3. Identify the Account and Asset Class. 
4. Click Report Settings 
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Complete the Reporting page: 
 

1. Identify where the report is published.  
 

Select Google Sheets to create the entire report in Google Sheets. Select Google Docs to create a report in 
Google Docs. Selecting Google Docs still requires a Google Sheet to be created to capture the data. The Google 
Doc then needs to be configured to read the data from the Google Sheet.  
 
Select the Report Spreadsheet (or Doc). The list displays all files that exist in the linked Google Sheets (or Google 
Docs) account.  
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Select the Source Worksheet (if Sheets was selected above). The list displays all the tabs within the selected 
Spreadsheet. Select the tab that contains the formatted report to be returned. Typically, HSC Cloud 
recommends creating an empty tab in a Google Sheet and labeling it Report. Format this tab as desired to create 
a report.  

 
2. Select where the resource is published.  

 
When the report is created, it can be automatically added to the Attachments section of any of the areas 
identified. Asset Attachments and Workflow Class Stakeholders are checked by default.  

 
3. Insert data to this worksheet X seconds before publishing item 1.  

 
This is the length of time the system waits to send the report back to the selected resources. Sending large 
amounts of data to the Google Sheet can occasionally take longer and may return a blank report. If a report is 
returned without any data in it, increase this time accordingly. Typically, 30 seconds is long enough to generate 
the average report. Increase this time in increments of 30 seconds (60, 90, 120) until the report returns the 
expected data.  

 
4. Select the Source Spreadsheet and the Source Worksheet to publish the data.  

 
Select a sheet to capture the completed workflow data and asset attribute data when the workflow is saved 
after work is completed. Typically, HSC Cloud recommends creating an empty tab in a Google Sheet and labeling 
it Data.  

 
5. Don't copy the source spreadsheet during the publish process option.  

 
If this box is unchecked, when HSC Cloud generates the Report, it makes a copy of the original file, sends the 
data to the newly created copy of the report, processes the data in the copy, and sends the result back to HSC 
Cloud. This process supports the ability to have multiple workers complete work and generate reports without 
conflicting with each other. 

 
If this box is checked, HSC Cloud does not create a copy of the original file. The data is posted directly to the 
original file. This is necessary when the report is being created for the first time to send the data so that it can be 
hooked up to the report. Once the data has been sent to the Google Sheet for the first time, this box can be 
unchecked again to avoid conflicts. 
 
If any changes need to be made to the report in the future (fields have been added to the workflow or asset that 
need to appear in the report), this box needs to be checked again in order for the new fields to be sent to the 
original report. Once the edits have been made to the Google Sheet, this box can be unchecked again to avoid 
conflicts.  

 

6. Identify the Page Options.  

7. Click Save. 

 

Connecting Data to the Google Report 
 
Now that the report structure has been created and the data has been sent to the Data tab in the Google Sheet, the 
fields in the report can be mapped to the data.  
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The data sent to the Data tab includes all fields from the workflow as well as all fields from the asset on which the 
workflow was performed. The workflow data fields appear in the first set of columns, the asset data fields appear after 
the workflow fields.  
 
The field titles are the same as the field title in the workflow or asset with “uc_” added as a prefix, and all spaces and 
special characters removed.  
 
For Example: If the name of the field on the workflow is “Facility Name:”, when the data is passed to the Google Sheet 
the name of the field becomes “uc_FacilityName”. The spaces and colon are removed and uc_ is appended as a prefix.  
 
It is important to note that if a field is added to the workflow after the report has been mapped, the new field appears at 
the end of the workflow fields, and before the asset fields, essentially moving all of the asset fields to the right. If the 
report was mapped directly to a specific cell (S2 for example) and a field was added to the workflow, the report is still 
mapped to cell S2, but the data in that cell may no longer be the data you want displayed in the report. To make the 
report more resilient, best practice is to refer to the field title using the HLOOKUP function to locate the column name 
instead of directly referencing a specific cell. 
 

 
 
HLOOKUP(search_key, range, index, [is_sorted])  

 
search_key - The value to search for. The name of the column “uc_FacilityName”  
 
range - The range to consider for the search. The first row in the range is searched for the key specified in 
search_key. The range needs to encompass all the columns with data.  
 
index - The row number of the value to be returned, where the first row in range is numbered 1.  
 
For example: =HLOOKUP("uc_FacilityName", Data!A1:T2, 2, False) 
 
This function looks for the word “uc_FacilityName” in row 1 of columns A to T and returns the value found in 
row 2 of the column where “uc_FacilityName” is found in row 1.  
 
is_sorted - [OPTIONAL - TRUE by default] - Indicates whether the row to be searched (the first row of the 
specified range) is sorted.  
 
If is_sorted is TRUE or omitted, the nearest match (less than or equal to the search key) is returned. If all values 
in the search row are greater than the search key, #N/A is returned.  
 
If is_sorted is set to TRUE or omitted, and the first row of the range is not in sorted order, an incorrect value 
might be returned.  
 
If is_sorted is FALSE, only an exact match is returned. If there are multiple matching values, the content of the 
cell corresponding to the first value found is returned, and #N/A is returned if no such value is found.  

 
=IFERROR(HLOOKUP("uc_columnheader", Data!A1:T2, 2, False), "")  
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If index is not between 1 and the number of rows in range, #VALUE! is returned.  
 
Once the report has been mapped to the data, from the workflow report settings screen uncheck the Don't copy the 
source spreadsheet during the publish process option. 
 

Google Sheets Report Creation Process Overview 
 
In the Workflow Report Settings, identify the Google Sheets tab where the data (Data tab) is sent, and the tab of the 
finished report (Report tab) which is returned to the asset. 
 

 
 
When the workflow is completed, the system creates a copy of the original mapped report and sends the data to the 
copy of the report. This is done so that when multiple workflows are completed at the same time, the data from the two 
workflows do not collide creating an inaccurate report. 
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Create a Many-to-One (or Many-to-Many) Report Structure 
 
The Leak Inspection Report is an example of a many-to-many report as these report on many gas leaks. Once per month 
these reports are submitted to the Public Utility Commission. This requires a slightly different approach to creating the 
report. 
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The initial setup of the report follows the same process as creating a One-to-One Report. Since this type of report uses 
data from multiple work orders from multiple assets, a Summary Type asset needs to be used to run the report. Create a 
File Cabinet asset class to serve as the supporting asset to run the reports on multiple assets. 
 

File Cabinet Asset 
 
A workflow requires an asset in order to perform the work. In a Summary Report such as the Leak Inspection Report, it 
contains data from work performed on multiple assets so the report cannot be run on a single gas leak. It must contain 
all of them. In order to avoid running a report on several individual assets, a File Cabinet is created to assist in running a 
single report on multiple assets. A specific workflow must also be created to run the report itself to populate the Data 
tab. Quite often, the workflow contains only a Starting Date and an Ending Date used to limit the data on the Detailed 
Data tab but it can contain other data points to capture other data to support the overall report. 
 
Since a workflow report requires an asset to run that workflow, a File Cabinet asset is used to run workflows and store 
Summary Reports. 
 

 
 

Reporting Multiple Work Orders and Assets 
 
This requires another tab to capture the data regarding the multiple work orders (Detailed Data). 
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This tab is set up differently and requires some assistance from UC resources. 
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This tab has specific features that cannot be copied simply by copying the cells from one tab to another. The tab needs 
to be copied in its entirety. HSC Cloud can provide access to a starter file that contains this tab to allow for easier 
copying. 
 

Detailed Data Tab Configuration 
 
On this tab, there is the ability to limit the data returned by identifying various parameters. 
 

 
 

Domain This must remain as is 

API Key This is the API Key for the Admin user 

 
Account Enter the Account ID to limit data returned to a specific account. To return data from all 

accounts, leave blank. 
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Asset Class Enter the Asset Class ID to limit data returned to a specific asset class. To return data from all 

asset classes, leave blank. 

Workflow Enter the Workflow Class ID to limit data returned to a specific workflow class. To return data 
from all workflow classes, leave blank. 
 
NOTE: Returning all workflow classes only returns the basic workflow datapoints but not all fields 
within all workflows. 

 
Asset Enter the Asset ID to limit data returned to a specific asset. To return data from all assets, leave 

blank. 

Workflow Report Enter the Workflow Report ID to limit data returned to a specific workflow report. To return data 
from all workflow reports, leave blank. 

Start Refer the start and end dates to the Data tab start and end dates. =Date!F2 

End Refer the start and end dates to the Data tab start and end dates. =Date!G2 

Sort Enter 1 if the data is sorted by workflow report date or 0 if it does not need to be sorted. 

 
Hook up the Starting and Ending Dates. 
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In the Start and End fields on the Detailed Data tab, reference the Start and End Dates on the Data tab. 
 
Example: the formula in the Detailed Data tab reads: 

• cell B8 reads =Date!F2  

• cell B9 reads =Date!G2  
 

 
 
Using this technique, the Detailed Data tab updates with the dates provided from the Report Summary workflow on the 
File Cabinet, limiting the detailed data to the same date range. 
 

Creating Microsoft Excel Reports 
 
The basic steps to creating a report with Microsoft Excel is as follows. 
 
Steps using Microsoft Excel:  

1. Install the Excel Add-in tool from the link provided 
https://utilitycloud.atlassian.net/wiki/spaces/HSC/pages/2933983487 

2. Gather the data to be used in the report via the Excel Add-in on one worksheet (users can report on Asset 
Details or Workflow Details) 

3. Create the report structure on another worksheet  
4. Map the fields on the Report worksheet to the Data worksheet  

 
The sections that follow provide details for creating Microsoft Excel Reports. 
 

Create a One-to-One Report Structure 
 

1. From the Microsoft Excel, create a new workbook.  

https://utilitycloud.atlassian.net/wiki/spaces/HSC/pages/2933983487
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2. Create a tab labeled Report. This appears in a format of your choosing. This tab has data linked to it from the 
Data tab or other sheet(s) with the workflow data.  

 
NOTE: The name of the tab can be anything. Report is used in this document for standardization.  

 
3. Create a tab labeled Data. The data tab is the sheet that the workflow data is retrieved from the Excel Add-in.  

 
NOTE: The name of the tab can be anything. Data is used in this document for standardization.  
 

 
Example of a formatted report 

 

Connect the Data to the Excel Report 
Follow the instructions in Connect the Data to the Google Report. 
 

Create a Many-to-One (or Many-to-Many) Report Structure 
 
The Leak Inspection Report is an example of a many-to-many report as these report on many gas leaks. Once per month 
these reports are submitted to the Public Utility Commission. This requires a slightly different approach to creating the 
report. 
 
The initial setup of the report follows the same process as creating a One-to-One Report. The creation of separate tabs 
to capture the relevant data is required. 
 
When reporting on Assets, each time the user updates the report with current Asset data, you must ‘Get Assets’ to 
refresh the list of assets. 
 



16 
 

 
 
When reporting on Workflows, once the data tab has been created, the user only needs to revise the criteria then click 
Refresh Current Sheet (or Refresh All Sheets if multiple workflows are being reported on). 
 

 
 
Similar to the Google Sheet setup, this sheet can be revised to suit the needs of the report. 
 

Account Enter the Account ID to limit data returned to a specific account. To return data from all 
accounts, leave blank. 
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Asset Class Enter the Asset Class ID to limit data returned to a specific asset class. To return data from all 
asset classes, leave blank. 

Workflow Enter the Workflow Class ID to limit data returned to a specific workflow class. To return data 
from all workflow classes, leave blank. 
 
NOTE: Returning all workflow classes only returns the basic workflow datapoints but not all fields 
within all workflows. 

 
Asset Enter the Asset ID to limit data returned to a specific asset. To return data from all assets, leave 

blank. 

Workflow Report Enter the Workflow Report ID to limit data returned to a specific workflow report. To return data 
from all workflow reports, leave blank. 

Start Refer the start and end dates to the Data tab start and end dates. =Date!F2 

End Refer the start and end dates to the Data tab start and end dates. =Date!G2 

Count Returns a count of the number of records returned. 

 
After making changes to the criteria data, click “Refresh Current Sheet” to update the data returned. Multiple tabs can 
be created for the various workflow data needed to support the report. 
 

Helpful Functions and Formulas 
 
Google Sheets Function List: https://support.google.com/docs/table/25273?hl=en 
 
Overview of Excel Formulas: https://support.office.com/en-us/article/overview-of-formulas-in-excel-ecfdc708-9162-
49e8-b993-c311f47ca173 
 
Excel Function List: https://support.office.com/en-us/article/excel-functions-by-category-5f91f4e9-7b42-46d2-9bd1-
63f26a86c0eb 

https://support.google.com/docs/table/25273?hl=en
https://support.office.com/en-us/article/overview-of-formulas-in-excel-ecfdc708-9162-49e8-b993-c311f47ca173
https://support.office.com/en-us/article/overview-of-formulas-in-excel-ecfdc708-9162-49e8-b993-c311f47ca173
https://support.office.com/en-us/article/excel-functions-by-category-5f91f4e9-7b42-46d2-9bd1-63f26a86c0eb
https://support.office.com/en-us/article/excel-functions-by-category-5f91f4e9-7b42-46d2-9bd1-63f26a86c0eb

