
Modifying the columns included in a Blitz Report Excel Based Template 

 

1. From the Blitz Report Run form – select the report to which the template to be modified belongs 
2. Select the Template to be modified 
3. Click on the Edit Template button to open the Templates Form  
4. Copy the existing template to keep the original until the changes are tested and verified 

 

 



5. Rename the copied template (e.g. Tax Register pro month V2) 
6. To add/remove columns from the excel based template, you need to first remove the uploaded excel template by clicking on the delete icon 

 



7. Once the excel template is removed you can select the additional columns required from the Hidden fields section (use Ctl Left Click to select 
multiple columns) 

8. You can also use the filter fields to filter the columns in the Hidden Columns list and the Displayed Columns list 
9. In the Displayed Columns list, click on the column preceding where you would like the new columns to be added 
10.  Use the              arrow to move the selected columns from the Hidden Columns List to the Displayed Columns List 

 

 

 



11. The fields will then be moved to the Displayed Columns List and be available in the template 
12. Use the Up and Down Arrows to reposition the columns in the Displayed Columns List as desired 
13. You can also adjust a displayed columns position by changing the Seq. Number directly 
14. Remove columns from the Displayed Columns List by selecting the columns and clicking on the              arrow 

 

 



15. Once the columns have added/removed as required, upload the Excel Template again by clicking on the Upload Button in the Excel Tab 
16. In the upload web page, select the Excel Template to be uploaded and click on submit 

 

 



17. Once upload, click on the close button to save the changes and return to the Blitz Report run form 

 



18. Run the report with the modified template – in your case with the ‘Disable Column Translations’ checked 

 

19. Verify the additional columns are now included in the report data worksheet of the generated report 

 

20. If required, make any changes to the Pivot, Graph worksheets in the Excel Template, and then reupload the template as per step 16. 


