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Introduction 

Metrix and the Metrix Report Maker 
Metrix Utility Accounting System, version 4, does not have a reporting engine. Instead, the 
software was designed so that reports could be made using Microsoft Excel. The Metrix Report 
Maker is an Excel-based reporting engine that creates reports for Metrix version 4. The Metrix 
Report Maker is bundled for sale and use with Metrix version 4. The Metrix Report Maker does 
not work with Metrix version 3. 

Overview 
The Metrix Report Maker is a great improvement over the reporting capability in Metrix 3. We 
found that the most common complaint associated with Metrix 3 was its limited reporting capacity, 
and that users could not simply create the types of reports they wanted. Another complaint was 
that if you wanted to make a graph of each Site or Area in a large project, you had to 
painstakingly go through several steps for each graph you produced.  
 
The Metrix Report Maker has many of the reports that Metrix 3 users have asked for, in addition 
to many of the reports that were in Metrix 3. The report engine is entirely different, though. 
Reporting in Metrix 4 is done entirely in Excel. You do not even need to have Metrix open to 
create reports. Reports are made by making selections in a series of dialog boxes. The Report 
Maker is powered by a series of macros written in Excel VBA. Reports are written to a workbook, 
which might contain over a hundred reports, and they can then be printed or exported all at once.  
 
If you donôt like the formatting of your reports, since your reports are in Excel, you can easily 
change the formatting. In addition, you can write your own code, or record your own macros and 
add these to your Metrix Report Maker. 

Running Report Maker for the First Time 
The first time you run Report Maker you may have to change some settings in Microsoft Excel. If 
you receive any errors or are unable to run your Report Maker for any reason please refer to the 
Metrix Installation Manual. A copy may be found in the Metrix folder under Hard Drive > Program 
Files > Metrix 4 > Docs Folder. 
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The Main Menu 
When you open the Metrix Report Maker, you will see the Main Menu shown below.  
 

 
Figure 1: Metrix Report Maker Main Menu 

 
On the left side of the Main Menu you will see a variety of options to select from. These options 
can also be displayed through the Excel toolbar by clicking on ñMetrixò as seen in Figure 2. Note: 
the Excel toolbar for 2007 users will still have the ñMetrixò menu but the menu will have a different 
appearance.  
 

 
Figure 2: Microsoft Excel Menu in 2003 
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Not all of the options in the Excel menu are shown on the Main Menu. The following table gives a 
brief description of what each function does: 
 

Table 1: Metrix Report Maker Menu Commands and Actions 

Menu Command Action 

Front Page Takes you to the Metrix Report Maker main menu 

Report Maker Settings 

Takes you to a dialog box where you can set preferences 
for: 
Directories, Table Defaults, Graph Defaults, Page Setup, 
Unit & Names Display, Project, Regional, and Misc Settings 

Graph Color Settings 
Takes you to the page where you can set what color you 
want associated with what year, scenario, etc. 

Gas Emission Factors 
Allows you to look at and edit factors used to determine 
emissions released by natural gas usage. 

Electric Emission Factors 
Allows you to look at and edit factors used to determine 
emissions released by electrical usage. 

Load Data Loads Metrix Project 

Report Wizard or Create 
Reports 

Takes you to the Report Selector Page, from where you 
launch your reports. 

Fast Reports 
Takes you to a separate Report Selector Page. Allows you 
to quickly run either a default Fast Report or a Memorized 
Report. 

View Reports 
Takes you to the Reports Workbook, so that you can view 
the reports you have made. 

Print Reports Calls the Print Reports Wizard. 

Export Reports Calls the Export Reports Wizard. 

Delete a Report 
Allows you to select a report to remove from the current 
Reports Workbook. 

Change Report Headers 
and Footers 

Allows you to change the Headers and Footers that are 
already in the Reports Workbook. This routine will change 
Headers and Footers for ALL reports in the Reports 
Workbook. 

Change Report Paper Size 
Allows you to change the Paper Size for ALL reports in the 
Reports Workbook.  

Customize 
Allows you to customize features of the Metrix Report 
Maker. 

Help 
Gives information about the technical support and the Metrix 
Report Maker. 

Register 
Displays Metrix Report Maker registration status and allows 
one to request or import a new license. 

 
You can add your own commands to the Metrix Report Maker menu. See the section under 
Special Topics of this manual. 
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Items in the Task List 
This section will describe in general how you operate the Metrix Report Maker. 
 
After laying out the Project and importing your data, reports to compare usage from year to year 
can be created. The Metrix Report Maker (MRM) is a macro-driven Excel workbook. The MRM 
gathers data from Metrix 4 and will create a wide variety of reports. Metrix 4 does not need to be 
open to make reports using the MRM.  

Loading Data 
Creating reports first requires the input of data. From the Main Menu, the Metrix Report Maker will 
tell you to ñLoad data to startò as seen in Figure 3.  
 

 
Figure 3: Front Page of Metrix Report Maker Informing User to ñLoad data to startò 

 
To load data, click on the Load Data button on the Front Page, or select the Load Data command 
from the Metrix Menu. A dialog box that allows the selection of a Metrix project will be seen.  
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Figure 4: Selecting the Project from the Data File 

 
Select the appropriate Metrix project you want to run reports for. This manual will use screenshots 
from the Gulfmed2.pjy project that was set up at the beginning of the tutorial.  
 
Metrix Report Maker will now load your project. Loading does not entail gathering all the data in 
your project. Instead, Metrix Report Maker gathers the names and Metrix ID numbers of the Sites, 
Areas and Meters, and a list of Line Items. While loading the data, Metrix Report Maker will 
produce a list of Sites, Areas and Meters, and place it in the Reports Workbook. The Reports 
Workbook will be named ñReports 1-29-04.xlsò (the date will be the day the reports were 
generated). Do not change the Reports Workbook name until you finish creating Reports in that 
Workbook. Below are a List of Sites, Areas and Meters that were created by the Metrix Report 
Maker. The report will look like Figure 5: 
 
 

 
Figure 5: Meter Names tab of the Reports Workbook 
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Add/Remove Data 
 
Once a project has been loaded, the Load Data button will change to display Add/Remove Data. 
This feature allows you to add additional projects once you have added the first project.  
 
If you need to update a project, you can click the ñAdd/Remove Dataò button and click ñOKò for the 
dialog box that pops up. NOTE: You need to save your Metrix Project to be able to update the 
project in Report Maker. Report Maker can only load the changes that have been saved. 
 
If you have already run a report, it will not delete the reports that have already been created. In 
this screen, multiple projects may be added at once.  

Creating Reports 
Once the Metrix Project has been loaded, reports can be created. Click on the Create Reports 
button on the Front Page, or select Report Wizard from the Metrix Menu. 
 
This will bring up the Report Selector Worksheet. From here, select the type of report that is 
needed. Once a button is clicked, a wizard takes you through the rest of the report making 
process. To know more about the different Report Types, go to the Reports Library section of this 
manual.  
 

 
We will now make a Compare Years Report which shows some of the most common option 
menus seen in the Metrix Report Maker.  
 
Note: This tutorial will NOT cover every options menu seen in the Metrix Report Maker. If this 
tutorial does not have the options menu you are looking for, further information can be found for 
the report you are creating in the Report Library of this manual. 
 
Click on the Create Reports option from the main menu and double-click on the óCompare Yearsô 
report under the óTrack Usage or Costsô option as seen in Figure 6. 
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Figure 6: Selecting the Compare Years report 

 
 
 
 
 
 
Once the report is selected, the first options menu will appear as seen in Figure 7. This is the 
Report Parameters box. 
 

 
Figure 7: Compare Years Opening Dialog Box 
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From this menu, we will set the basic parameters for which we want our report to cover. This includes the 
type of data, where the data comes from, how the data is displayed, and the number of line items that the 
data will show. The following bullets highlight the options in the menu. 
 

Ç The Show Scenario(s) option includes a drop down menu of the types of data to include 
in the report (Actual, Baseline, SimActual, etc.) We wanted to show the Actual Scenario, 
so we selected ñActual.ò Since we are only comparing years, and are not interested in 
Cost Avoidance, we need to always select Actual for our Scenarios. (Baseline and Target 
are for Cost Avoidance calculations, and SimActual will be covered elsewhere in this 
manual.)  

 
Ç Below that we have the option of what to Report by. You can report by project, site, area, 

meter, or Subgroup. We wanted to make the Report at the Meter level, so we selected the 
Meter from the drop down menu. 

 
Ç Data can also be filtered by groups or Subgroups if you have them in your project. Just 
check the ñFilterò box and select the group or Subgroup you want to filter your data by. 
We do not have groups or Subgroups in this project so the filter option has been left 
blank.  

 
Ç In the top right corner you can select how the bills are reported. The can be reported by 

bill date, prorated to the months of the year, or reported by the bill cut-off date. We 
wanted to report on the data using the bill cut-off dates as defined in the Metrix Bill 
Registers, so we selected the ñUse Bill Cut-Off Dates.ò  

 
 The graph can display data monthly, quarterly, or annually. We chose ñMonthlyò as this is 

the most common option. 
 

 Finally, you can choose the number of line items you want to include in your report.  
There are two differences between one line and many line items: 

o One Line Item allows for ratios (such as kWh/sq ft or $/Day. 
o One Line Item allows for the chart option óEmbed Chart on Tableô. 

 For this report we are only reporting on a single line item.  
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After making these selections, we select the OK button, and the Single Meter or Every Meter 
dialog box comes up as in Figure 8: 
 

 
Figure 8: Number of Meter Graphs Selection Dialog Box 

 
You can select how many meters you want to include in your report. If ñJUST ONE Meterò or 
ñMANY graphs of MANY Metersò is selected another menu will be displayed asking you to select 
which meter(s) you want to include in the report. Just select the meters you want and continue to 
the next menu. Since we want to create reports for all of the Meters in the project, we select 
ñEVERY Meter.ò The following dialog box in  Figure 9appears: 
 

 
Figure 9: Single Line Item Dialog Box 

 

This is the dialog box to select a Single Line Item. All possible Line Items are listed in this dialog 
box, and they are categorized into: 
  

Ç Quantity (kWh, kW, Therms, Gallons, Liters, kBtu's, etcé),  
 

Ç Cost (Total $, Tax $, Total Energy $, Gas $, etc.),  
 

Ç Emissions (lbs of CO2, lbs of SOx, etc.),  
 

Ç Variables (days, area, or user variables) 
  






































































































































