
PROSOFT SYSTEMS INTERNATIONAL 

EBAX Manual 
User manual and tutorials 

 
 

www.prosoft-sys.com 
 

 

 

 

  

The user manual explains the tools of EBAX as well as provides tutorials on how to perform the different 
functions in Excel. 

http://www.prosoft-sys.com/


2 Prosoft Systems 

 

Contents 
Overview ................................................................................................................................................. 4 

Requirements ...................................................................................................................................... 4 

How to Access EBAX ............................................................................................................................ 4 

Quick Start Guide .................................................................................................................................... 4 

Connecting EBAX to SharePoint ........................................................................................................... 5 

Retrieving / Populating SharePoint Data .............................................................................................. 5 

Updating SharePoint data in Excel and Syncing with SharePoint .......................................................... 6 

Ignoring a Row..................................................................................................................................... 7 

Working Off-line .................................................................................................................................. 7 

Working with Lookup Fields ................................................................................................................. 8 

Creating Cross Lists ............................................................................................................................ 11 

To create a cross list using the lookup method: .............................................................................. 11 

To create a cross list using the associated lookup method (using Column based): .......................... 12 

To create a cross list using the user defined method (using column based): ................................... 13 

EBAX Ribbon Tools............................................................................................................................. 13 

Task Pane .......................................................................................................................................... 16 

Data Entry and Color Coding .............................................................................................................. 16 

SharePoint Views ............................................................................................................................... 17 

EBAX System Columns ....................................................................................................................... 17 

Required Fields .................................................................................................................................. 17 

Advanced EBAX Functions ..................................................................................................................... 18 

Cross Lists .......................................................................................................................................... 18 

Associated Cross Lists .................................................................................................................... 22 

Cross List Configuration ................................................................................................................. 22 

1 to Many / Many to 1 Relationships (Groupings) .............................................................................. 25 

Inserting Records with Groupings (1 to Many / Many to 1) ................................................................ 25 

Outline Reset ................................................................................................................................. 26 

Working with Multi-select fields ........................................................................................................ 26 

Reporting .......................................................................................................................................... 26 

Configuration .................................................................................................................................... 27 

FAQ ....................................................................................................................................................... 28 

Q) Why is a row turning red? ............................................................................................................. 28 

Q) I opened excel and the SharePoint tab is missing.  Where is it? ..................................................... 29 



3 Prosoft Systems 

 

vύ ²Ƙȅ ŀǊŜ ǘƘŜǊŜ άŜȄǘǊŀέ ŎƻƭǳƳƴǎ ǿƘŜƴ L ŘƻǿƴƭƻŀŘ ŀ ǾƛŜǿΚ............................................................. 31 

vύ ²Ƙȅ ŎŀƴΩǘ L ŀŎŎŜǎǎ Ƴȅ ǾƛŜǿǎ ǳǎƛƴƎ 9.!·Κ ...................................................................................... 31 

 

  



4 Prosoft Systems 

 

Overview  
EBAX by Prosoft Systems allows Microsoft Share Point users the ability to access and update their data 

through Microsoft Excel.  EBAX enables you to work ƛƴ 9ȄŎŜƭ άofflineέ and then sync the data when 

connected to the Share Point Server (typically through the internet).  EBAX enables you to continue 

using Excel as your primary tool for working with your business data. 

Requirements  
EBAX requires the following software to function: 

¶ Microsoft Excel 2007 

¶ ASP .Net Framework 3.5 

¶ Visual Studio Tools for the Office System 3.0 Runtime (VSTO)  

ASP .Net Framework 3.5 and VSTO are installed when you install the EBAX add-in. 

How to Access EBAX 
Once EBAX is installed it is accessible from the tool bar in Microsoft Excel as the άShare Pointέ tab. 

 

Figure 1 EBAX Tab 

Quick Start Guide  
The following tutorials make the following assumptions: 

¶ EBAX is installed 

¶ The user is on the SharePoint tab 
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Connecting EBAX to SharePoint 
There are multiple methods of connecting EBAX to Microsoft SharePoint.  To start, click on the 

ά{ŜǘǘǘƛƴƎέ ŀƴŘ ǘƘŜƴ ά{ŜǊǾŜǊέ ōǳǘǘƻƴs. ( )  The task pane display will change. 

 

Figure 2 - Set servers task pane 

 

There are 2 methods to connect EBAX to SharePoint.  There are listed in the SharePoint Server type.  

They are: 

¶ Current Login Info ς This option is used if the workstation is located in the same domain as the 

{ƘŀǊŜtƻƛƴǘ ǎŜǊǾŜǊΦ  ¢ƘŜ ǳǎŜǊΩǎ ŘƻƳŀƛƴ ŎǊŜŘŜƴǘƛŀƭǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ǇŀǎǎŜŘ ǘƘǊƻǳƎƘ 9.!· ǘƻ 

SharePoint.  The SharePoint URL will be required. 

¶ Provide Login Infoς This option is used if the workstation is not located in the same domain as 

ǘƘŜ {ƘŀǊŜtƻƛƴǘ ǎŜǊǾŜǊΦ  ¢ƘŜ {ƘŀǊŜtƻƛƴǘ ¦w[Σ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΣ ǇŀǎǎǿƻǊŘΣ ŀƴŘ ŘƻƳŀƛƴ ǿƛƭƭ ōŜ 

required to validate the user. 

When all of the required fields have been filled in, click the validate button and EBAX will connect to the 

SharePoint server.  The user will now be able to retrieve SharePoint data. 

Retrieving / Populating SharePoint Data  
To retrieve data from SharePoint, the user will need to select a site, a list, and a view. 

 

Figure 3 View Selection 

The user needs to select the site (A).  The View list (B) will update based upon the entity selected.  The 

user then needs to select which view they would like to retrieve.  Once A & B have been selected, click 

on Populate Data (C) to download the data from SharePoint. 

A 

B 

C 
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The task pane will update to show 2 kinds of controls.   

¶ Date picker ς will help you choose a date for date specific fields 

¶ Drop down ς will provide the drop down list for preset fields.  If a value is typed in that is not 

part of the drop down list, the row will turn red. 

 

 

Figure 4 Task Pane with controls Part 1 

A. Date Picker ς Click on the drop down arrow to bring up a calendar and select the required date. 

B. Labeled as Column D this is the user the task is assigned to.  Selecting a value from this drop 

down will automatically populate into the correct field on the row that the cursor is on. 

C. Labeled as Column E this is the status field of the task.  Selecting a value from this drop down 

will automatically populate into the correct field on the row that the cursor is on. 

D. Labeled as Column F this is the priority field of the task. Selecting a value from this drop down 

will automatically populate into the correct field on the row that the cursor is on. 

E. The advanced filter button opens advanced filtering options. For more information on advanced 

filtering please visit the advanced functions section of the manual 

Updating SharePoint data i n Excel and Syncing with SharePoint  
Once data has been populated into the sheet you can begin updating it.  In Figure 11 there are 2 

contacts listed. 

 

Figure 5 A Sample contact list 

Changing the email address will result in the row turning green.  This means that the record is different 

than what is in SharePoint and will need to be updated at some point. 

 

Figure 6 Contact 2 updated 

²ƘŜƴ ŀƭƭ ƻŦ ǘƘŜ ǊŜŎƻǊŘǎ ŀǊŜ ǳǇŘŀǘŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇŘŀǘŜ 5ŀǘŀέ ōǳǘǘƻƴ ό) to send the data back 

to SharePoint.  A confirmation dialog box will let you know when it is complete. 

A 

B C D 

E 
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Figure 7 Confirmation screen that records have been updated in SharePoint 

 

The sheet will refresh and the record will now be black indicating that Excel and SharePoint are the 

same. 

 

Figure 8 Updated contact record is now black 

 

Ignoring a Row  
¢ƘŜ ƛƎƴƻǊŜ Ǌƻǿ ŦǳƴŎǘƛƻƴ ƛǎ ǳǎŜŦǳƭ ƛŦ ǘƘŜ ǳǎŜǊ ǳǇŘŀǘŜǎ ŀ Ǌƻǿ ŀƴŘ ǘƘŜƴ ƴŜŜŘǎ ǘƻ ǳƴŘƻ ƛǘ ōǳǘ ŘƻŜǎƴΩǘ ƘŀǾŜ 
the original value.  The row can be set to be ignored and then after the next update the row will be set 
back to its original value.  To ignore a row highlight a cell in the record to ignore and then click the 

ignore row button ( ).  The row will then turn grey. 

 

Figure 9 Contact 2 changes have been ignored 

Working Off -line  
The EBAX add-in allows users to take SharePoint data offline, modify it and then update SharePoint once 

they are online again.  To work offline retrieve the SharePoint ǾƛŜǿ ǳǎƛƴƎ ǘƘŜ άtƻǇǳƭŀǘŜ 5ŀǘŀέ ōǳǘǘƻƴ ό

).  This will bring the SharePoint data into the worksheet.  Save the worksheet using file -> save 

as.  The data is now stored on the local machine.  This file can be opened at a later time and the data will 

still be located on the sheet.   To update the worksheet, open the file and then click on the SharePoint 
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tab.  Add or edit records as you normally would and then save the sheet again. When the user is online 

ŀƎŀƛƴ ŎƭƛŎƪ ǘƘŜ ά¦ǇŘŀǘŜ 5ŀǘŀέ ōǳǘǘƻƴ ό) to upload the data into SharePoint. 

Working with Multi -select, Rich Text, and Hyperlink columns  
For the column types Multi-select (columns that allow more than 1 option), Rich Text (used in the 

ŎƻƭǳƳƴ ǘȅǇŜ άaǳƭǘƛǇƭŜ [ƛƴŜǎ ƻŦ ¢ŜȄǘέύΣ ŀƴŘ IȅǇŜǊƭƛƴƪΣ ǘƘŜ ǳǎŜǊ Ŏŀƴ ŘƻǳōƭŜ Ŏƭƛck the cell to open 

additional options. 

Multi -Select 

For columns that allow multi-select, double clicking the cell will open a dialog box to remove values.  

This method must be used to successfully remove values from a multi-select list. 

 

Rich Text 

When double clicking columns that are Rich Text enabled, a Rich Text (HTML) editor is opened that will 

allow the user to enter stylized text. 



9 Prosoft Systems 

 

 

Hyperlink  

When double clicking columns that are hyperlinks, a data entry window will appear for entering the URL 

and display text. This information can also be manually entered into the cell in a comma delimited 

format (URL, description). 

 

 

Working with Lookup Fields  
Lookup fields are fields in a list that point to values from another list.  If the lookup contains a lot of 

values or values that look similar, the lookup dialog can be used to search for the correct value.  By 

clicking on the lookup button in the ribbon ( ) the lookup dialog box will open. 
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Figure 10 The lookup dialog box. 

The lookup dialog box has 4 components to search for the appropriate lookup value.   

A. The lookup box allows the user to type in a search filter. Clicking the magnifying glass button will 

apply the filter. 

B. The results window shows all of the available lookup fields.  Initially, the results window will 

show all values.  Selecting the desired value and clicking the OK button will insert the lookup 

value into the spreadsheet. (If the lookup is a multi-select lookup, multiple rows can be selected 

in the results window) 

C. ¢ƘŜ ŘŜǘŀƛƭǎ ƻǇǘƛƻƴǎ ŀǊŜ ƘƛŘŘŜƴ ōȅ ŘŜŦŀǳƭǘ ōǳǘ Ŏŀƴ ōŜ ǎƘƻǿƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά{Ƙƻǿ ƻǇǘƛƻƴǎέΦ  ¢ƘŜ 

detailed options allow for changing how the filter works (start with, contains, equal to, etc) as 

well as the maximum number of values to return (located in the Grid Record(s) Count). 

D. The selection buttons available are: 

a. OK ς This will insert the value selected into the spreadsheet and close the dialog box. 

A 

B 

C 

D 
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b. Cancel ς This will cancel the action and close the dialog box. 

c. Remove Value ς This will remove the current value located inside of the spreadsheet 

and close the dialog box. 

Creating Cross Lists 

To create a cross list using the lookup method:  

 

Figure 11 Cross list configuration in the lookup based mode 

Click the Cross List button located in the Ribbon (  ) 

Select the parent list (this will be the list with the lookup fields) 
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Select the parent list view (this will be a view in SharePoint that holds all of the fields needed from the 

parent list) 

¢ƘŜ ά[ƻƻƪǳǇ [ƛǎǘέ ŘǊƻǇ Řƻǿƴ ǿƛƭƭ ǇƻǇǳƭŀǘŜ with any available lookup fields from the list selected in 

Parent List. Select the appropriate lookup field and the available column text box will populate with 

fields from the referenced list.   

Double click the columns required for the cross list and the fields will be moved to the selected columns 

text box.  Double clicking items from selected columns will return the field to the available columns.   

Click Save to save and name your cross list view. 

To create a cross list using the associated lookup meth od (using Column based):  

 

Figure 12 Cross list configuration screen in Column Based mode 
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Click the cross list button located in the ribbon ( ) 

Select the parent list (this will be the list that the lookup fields reference) 

Select the parent list view (this will be a view in SharePoint that holds all of the fields needed from the 

parent list) 

Select the link site (This will be the site that contains the list which has the lookup field) 

Select the link list (this will be the list with the lookup) 

Link Fields will automatically populate with the lookup fields.  The available column text box will then 

populate with fields from the linked list. 

Double click the columns required for the cross list and the fields will be moved to the selected columns 

text box.  Double clicking items from selected columns will return the field to the available columns.   

Click Save to save and name your cross list view. 

To create a cross list using the user defined method (using column based):  

Click the cross list button located in the ribbon (  ) 

Select the parent list (this will be the list that the lookup fields reference) 

Select the parent list view (this will be a view in SharePoint that holds all of the fields needed from the 

parent list) 

Select the link site (This will be the site that contains the list you want to link) 

Select the link list (this will be the list that you want to manually link to the parent list) 

Select the link fields.  Set the 2 fields that should be linked in the cross list.  The left drop down contains 

fields from the parent list, the right drop down contains fields from the link list.  When values are the 

same between the two lists, they will be joined in the cross list. 

The available column text box will then populate with fields from the linked list. 

Double click the columns required for the cross list and the fields will be moved to the selected columns 

text box.  Double clicking items from selected columns will return the field to the available columns.   

Click Save to save and name your cross list view. 

EBAX Ribbon Tools 
The EBAX ribbon tools can be accessed when the άSharePointέ tab is selected.  Below is a description of 

each tool. 
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Figure 13 The EBAX Ribbon 

 

 The site navigation bar shows all of 

the sites in SharePoint. The search for site(s) bar will filter the site bar based upon the search. The My 

Favorites bar is a short cut to sites or lists/views inside of SharePoint.  Selecting a favorite list will 

automatically populate the data. 

¢ƘŜ ά/ƭŜŀǊ !ƭƭέ ōǳǘǘƻƴ ǿƛƭƭ ŎƭŜŀǊ ǘƘŜ ǿƻǊƪǎƘŜŜǘ ŀƴŘ ŎƻƴǘǊƻƭǎΦ ¢Ƙƛǎ ǿƛƭƭ ǳƴŘƻ ŀƴȅ ǎŀǾŜŘ ŎƘŀƴƎŜǎΦ 

 ¢ƘŜ ŦƛƭǘŜǊ ōǳǘǘƻƴ ǿƛƭƭ ŦƛƭǘŜǊ ǘƘŜ ǎƛǘŜ ōŀǊ ōŀǎŜŘ ƻƴ ǘƘŜ ŎǊƛǘŜǊƛŀ ƛƴ ά{ŜŀǊŎƘ ŦƻǊ {ƛǘŜǎέ 

 The filter cancel button will clear the Search for Sites bar and take off the filter from the site bar. 
 
 

 The άPopulate Dataέ button downloads information from Microsoft SharePoint into Excel 

based upon the Site, List, and View selected. 

  The Cross list button opens the cross list configuration window.  Cross lists are used to display 

data in related lists. 

 The Hidden Views checkbox will display system views that are typically hidden. 

 The All Fields checkbox will display all fields within the list (if this is not checked, only 

the fields within the view will be displayed) 
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 TƘŜ άLƎƴƻǊŜ wƻǿέ ōǳǘǘƻƴ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ǎŜǘ ŀ Ǌƻǿ ǘƻ ƴƻǘ ǳǇŘŀǘŜ ƛƴ {ƘŀǊŜtƻƛƴǘΦ 

¢Ƙƛǎ ƛǎ ǳǎŜŘ ƛŦ ŀ ƳƛǎǘŀƪŜ ǿŀǎ ƳŀŘŜ ŀƴŘ ǘƘŜ ǿǊƻƴƎ Ǌƻǿ ǿŀǎ ǳǇŘŀǘŜŘ ŀƴŘ ǘƘŜ ƻǊƛƎƛƴŀƭ ǾŀƭǳŜ ŎŀƴΩǘ ōŜ 

retrieved.   

 ¢ƘŜ ά¦ǇŘŀǘŜ 5ataέ button submits the data from Excel into Microsoft SharePoint.   

The lookup button will open a dialog box to search for lookup values. 

The managed meta button allows users to view the entire tree of managed metadata as well 

as add values to the tree if proper security is given. 

 The add site button will add the currently selected site to the favorites list. 

 The add list button will add the currently selected site, list, view to the favorites list.  

When you select a favorite list, EBAX will automatically populate the data. 

 The Remove favorites button will remove the currently selected favorite from the 

favorites list. 

 The filter button is a toggle button that turns on column filtering. By default it is enabled. 

  The refresh outline button is used to regroup rows when dealing with 1 to many 

situations. 

 The Wrap text checkbox will apply word wrapping to all of the fields in the worksheet. 

 - The paging section shows how many records show per page as well as contains the page 

forward and page backward controls. 

The setting button is for setting the SharePoint URL and configuration file locations. 
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The About EBAX button tells version information. 

  ¢ƘŜ ŀŎǘƛǾŀǘŜ 9.!· ōǳǘǘƻƴ ƭŜǘǎ ȅƻǳ Ǉǳǘ ƛƴ ŀƴ ŀŎǘƛǾŀǘƛƻƴ ƪŜȅ ǘƻ ǳƴƭƻŎƪ ŀƭƭ ƻŦ 9.!·Ωǎ ŦŜŀǘǳǊŜǎΦ 

Once EBAX is activated, this button disappears. 

Task Pane 
The task pane is the focal point of EBAX.  It allows the user to navigate their SharePoint data, set the 

SharePoint server, and provide data lookup to fill in values. 

 

Figure 14 - Task Pane 

Data Entry and Color Coding  
Data entry is done inside of the Excel Sheet.  Each row and column is color coded to tell the status of 

that record. 

 

Figure 15 Example of color coding 

 

Figure 6: Color Code Legend: 

Header or Row Color Example Cell Description 

Header Maroon A2 A maroon header is a required field in SharePoint. 
Header Blue B2 A blue header is a field with no constraint. 

Row Black Row 3 A black row is a row that was downloaded from 
SharePoint and has no modifications to it. 

Row Grey Row 4 A grey row has been set to ignore (using the ignore 
row button).  When the data is updated and sent back 
to SharePoint, this record will not update in 
SharePoint. 

Row Red Row 5 A red row means there is an error on the row (either a 
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required value is missing or a value is invalid) and the 
record will not be updated. 

Row Green Row 6 A green row is a record that has been successfully 
updated in Excel and will update in SharePoint once 
update data is clicked.  Once the record has been 
updated in SharePoint, the row will turn black. 

Header Gray F2 A grey header is a value that is read only or auto 
generated. It cannot be updated in Excel. 

 

SharePoint  Views 
The EBAX add-in uses views inside of Microsoft SharePoint to retrieve and send information.  It is 

important to create views that have all of the fields that need to be modified.  Order the columns in 

the logical data entry order for easy entry.  You can create your own Views from the settings menu in 

a SharePoint list.  

 

Figure 16 The Create View option is located in the settings of the list in SharePoint 

EBAX System Columns 
!ǘ ǘƘŜ ŜƴŘ ƻŦ ŜŀŎƘ Ǌƻǿ ƛǎ ŀ ŎƻƭǳƳƴ ƭŀōŜƭŜŘ άwƻǿ {ǘŀǘǳǎέΦ   The row status column alerts the user to any 

issues with the row when information is sent back to SharePoint. 

 

Figure 17 Row Status 

 

Required Fields  
When retrieving information from SharePoint ȅƻǳ Ƴŀȅ ŦƛƴŘ ŎƻƭǳƳƴǎ ǘƘŀǘ ǿŜǊŜƴΩǘ ǇŀǊǘ ƻŦ ȅƻǳǊ ǾƛŜǿ 

downloaded with EBAX.  If a list Ƙŀǎ ŦƛŜƭŘǎ ǘƘŀǘ ŀǊŜ ǊŜǉǳƛǊŜŘΣ ƴŜǿ ǊŜŎƻǊŘǎ ŎŀƴΩǘ ōŜ ŎǊŜŀǘŜŘ ǳƴƭŜǎǎ they 
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are populated.  Because of this, EBAX will automatically download required fields and require that they 

be filled in before submitting back to SharePoint.  Required fields are Maroon headers (see figure 6). 

Advanced EBAX Functions 

Advanced Filter  
The advanced filter button is available to be used when traditional Excel filtering is not sufficient (as is 

the case when a column allows multiple values) or when the view will contain a very large dataset that 

needs to be refined.  To open the advanced filter, locate the advanced filter button located next to the 

view in the task pane. 

 

Figure 18 - The advanced filter button is located next to the view in the task pane. 

The advanced filter is composed of the following parts: 
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Figure 19 - The advanced filter screen 

A) Field selection ς This drop down will populate with all of the fields from the selected view. 

Select the column to filter. 

B) Search Box ς This box is read only for choice columns. For other columns, enter the search string 

to filter with. 

C) Options Window ς For choice or managed metadata columns, the option window will display 

the available choices. Select the check boxes for items you would like to see. 

D) Filter Options ς In the filter options section you can select Boolean criteria (and / or), as well as 

how the filter should behave (equal to the string, contains the string, greater than, less than, 

etc). The order by drop down sets how the view should be ordered. The add criteria button adds 

the filter to the filter definition window (F). Clear all criteria will clear all of the filters in the filter 

definition window (F). 

E) Filter Definition Window ς The filter definition window displays all of the filters that have been 

defined for the advanced filter. To remove a filter, highlight it and press the delete key on your 

keyboard. 

A 

B 

C 

D 

E 

F 
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F) Action Buttons ς The populate data button will populate data based upon the filters created in 

the filter definition window. The OK button will close the advanced filter and retain the changes 

created. The Cancel button will close the advanced filter window and not retain the changes. 

When the advanced filter is active, it will be highlighted.   

Managing Metadata  
In SharePoint 2010 a new column type has been added called Managed Metadata. The managed 

metadata column pulls metadata options from a central metadata store. This allows SharePoint 

administrators to set metadata from a central location and deploy to entire farms. EBAX has two 

methods of setting the managed metadata field. The first method utilizes the drop down box located 

inside of the task pane. 

 

Figure 20 - Managed Metadata drop down 

The drop down box displays the tree layout of the terms by using dashes (-).  In the example above 

Weekday is the Term Set with two dashes. Each of the terms under the term set Weekday has 3 dashes.  

Weekend has 2 dashes because it is the beginning of a new term set.  Selecting terms using this method 

is the same as any other picklist. 

The second method to managing metdata is to use the Managed Meta button ( ) located 

within the ribbon. Clicking this button will open the managed metadata window. 
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Figure 21 The managed metadata window 

The managed metadata window allows users to view the full metadata tree and select appropriate 

terms. If the security permits, the user can also add terms to the dataset by clicking add term.  Multiple 

terms can be selected and added at once. 

External Lists  
External lists are a new feature of SharePoint 2010. External lists utilize a line of business application 

(access, SQL, Oracle, etc) and allows the manipulation of tables through the SharePoint list interface. 

Refer to your SharePoint administrator on setting up external lists from within SharePoint. Using EBAX 

to work with External lists is the same as working with SharePoint lists. Natively, External lists do not 

offer pick lists. To utilize pick lists as well as lookups (or associations) with external lists, a configuration 

file using the EBAX for SharePoint Designer will need to be created. 

Once the file has been created, configure EBAX to use the configuration file as the global configuration 

ŦƛƭŜ όŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ǇƭŜŀǎŜ Ǿƛǎƛǘ ǘƘŜ ǎŜŎǘƛƻƴ ά/ƻƴŦƛƎǳǊŀǘƛƻƴέ ƛƴ ǘƘŜ !ŘǾŀƴŎŜŘ 9.!· CǳƴŎǘƛƻƴǎ 

section. 
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Cross Lists 
Cross lists are views that combine multiple related lists.  There are 3 methods of linking lists together. 

1) Using the Lookup Field ς The lookup field in SharePoint populates a drop down with values from 

another list.  A typical use of a lookup field would be a contact list that has a lookup field to an 

account list.  The account list and the contact list are then joined together. 

2) Multi-Select lookup Field ς The multi-select lookup field is similar to the lookup field except that 

the user can select multiple values in the lookup field.  A typical use of a multi-select would be a 

project list having a multi-select lookup for all of the resources needed for the project. 

3) User Defined Cross lists ς Independent of SharePoint, EBAX allows users to create a cross list 

based on similar field types/values.  User defined cross lists can span SharePoint sites. 

 

Figure 22 Product name is a sample lookup value 

 

Figure 23 - Product Name is a sample Multi-select lookup value 

Associated Cross Lists 

An associated cross list is viewing the lookup data from the referenced side.  So if a contact list has a 

lookup field that points to an account list, the associated cross list would be viewing the account record 

and displaying all of the contacts that have that account as the lookup value. 

Cross List Configuration  

Cross lists are created by clicking on the Cross List button located in the Ribbon ().  Doing so will 

open the Cross list configuration window.  There are 2 modes in the cross list configuration: Lookup 

Based and Column Based. 
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Lookup Based 

 

Figure 24 The Cross List Configuration Screen in Lookup Mode 

The lookup based mode is when viewing a list that has lookup values.  

Use Parent List to select the list that has the lookup fields(A).  

Lookup list (B) shows all fields for the parent list that are lookups.   

Available Column(s)(C) shows the fields listed in the looked up list.   

Selected Column(s) (D) shows the columns selected. To move fields between available and selected 

double click on the field name.   

Add all field(s) (E) will move all fields from available columns to selected columns.   

Fill for reports (F) will turn off grouping and fill cells with data to create a data set for reporting. 
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D 

E 

F 

G 
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Saved List (G) will display any previous cross lists that have been saved for the parent list. 

 

 

Column Based 

 

Figure 25 The cross list configuration in Column Based mode 

Column Based ς The column based mode iǎ ǳǎŜŘ ǘƻ ǾƛŜǿ άassociatedέ ƭƻƻƪǳǇǎ ƻǊ ǳǎŜǊ ŘŜŦƛƴŜŘ ƭƻƻƪǳǇǎ 

(as seen in figure 10).   

Parent List (A) is the list that is referenced to in the lookup.   

Link Site (B) is the site that contains the lookup.   

Link List (C) is the list that contains the actual lookup. 
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If the Link List and Parent list are linked using a lookup field the link field boxes (D) will automatically be 

filled in for you.  If the two lists are not linked using a lookup you will need to select the two fields to 

manually link together.  For user defined cross lists, the box on the left is for the parent list and the box 

on the right is for the link list. 

When the two lists have been linked, the available field(s) box (E) will populate with the link list fields.  

Double click on a field to move it to the Selected Column(s) box (F). 

Click the Add All Field(s) check box (G) to move all of the available fields to the selected column(s) box. 

Click the fill for reports check box (H) to turn off grouping and fill each row with data (this will create a 

full dataset for reporting purposes) 

Saved List (I) will display any previous cross lists that have been saved for the parent list. 

1 to Many / Many to 1 Relationships (Groupings)  
1 to many and many to 1 relationships are another way of describing how cross lists function.   Using the 

scenario of a contact list with a lookup field to an account list, viewing the contact records and the 

account they are linked to would be many to 1 (many contact records to one account record) cross list.  

Viewing the account record and all of the contacts associated to it would be a 1 to many (1 account 

record to many contact records) cross list.   

To keep data organized EBAX uses Excel groupings to display 1 to many relationships. 

 

Figure 26 this cross list shows groupings with a 1 to many relationship. 1 Account with many contacts. 

Groupings are also used when working with multi-select lookup fields.  Because multi-select lookup 

fields offer many values on the lookup side groupings would be done on either the lookup view or the 

associated view.  

Inserting Records with Groupings (1 to Many / Many to 1)  
When creating records that are grouped (if using Figure 11 we would be creating contact records and 

linking them to account records), click insert row inside of the group and then fill in the cross listed 

fields. EBAX will automatically fill in the linked fields when you click update data. 

 

Figure 27 Insert a row inside of a group to add a new linked record. 
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It is also possible to create a parent record and linked record at the same time.  Fill in all fields in the 

cross list and the records will be created and linked when update data is pressed. 

Outline Reset  

It is possible the grouping gets corrupted depending on where a row is inserted. Use the refresh outline 

button ( ) to regroup records 

 

Figure 28 The Prosoft Systems Grouping has become disjointed based on where the row was inserted. 

Working with Multi -select fields  
Multi-select fields are pick lists that allow users to select many values.  Because of the way data is stored 

inside of multi-select fields, editing the contents of a multi-ǎŜƭŜŎǘ ŦƛŜƭŘΩǎ ŎŜƭƭ ǿƛƭƭ ƴƻǘ ǊŜƳƻǾŜ ǾŀƭǳŜǎΦ ¢ƻ 

remove individual values from a multi-select field, double click on the field.  A window will open 

displaying all of the values for that field. Check the item to remove and close the window. The multi-

select field will be updated. 

 

Figure 29 Double clicking on a multi-select field will open the remove multi-items window 

 

Reporting  
Excel reporting does not take into consideration grouping when dealing with datasets.  To fill in fields for 

reporting purposes the άŦill for reportsέ checkbox needs to be checked.  This will disable the grouping 

function and allow for a full data set. 
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Figure 30 Fill for reports is checked so grouping will be disabled. 

 

Figure 31 With fill for reports enabled, the parent list has data in every row instead of grouped. 

Configuration  
There are 2 methods of EBAX configuration: Local and Global. Local configuration refers to an XML file 

ƭƻŎŀǘŜŘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ƳŀŎƘƛƴŜΦ ¢Ƙƛǎ ·a[ ŦƛƭŜ ǿƛƭƭ ǎǘƻǊŜ ŎǊƻǎǎ ƭƛǎǘ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ǳǎŜǊ Ƙŀǎ ŎǊŜŀǘŜŘΦ 

The local configuration file is automatically created when the user uses EBAX. 

Global configuration is used by EBAX users in an enterprise environment or for users who need to utilize 

external lists in SharePoint 2010. The global configuration will store cross lists for an organization, pick 

lists for external lists, and associations (lookups) for external lists. Global configuration files are created 

using the EBAX for SharePoint designer. 

¢ƻ ǎŜǘ ǘƘŜ ŎƻƴŦƛƎǳǊŀǘƛƻƴ ŦƛƭŜ ƭƻŎŀǘƛƻƴ ǎŜƭŜŎǘ άǎŜǘǘƛƴƎέ ƛƴ ǘƘŜ Ǌƛōōƻƴ ŀƴŘ ǘƘŜƴ άŎƻƴŦƛƎέΦ ! ƴŜǿ ǿƛƴdow will 

open to allow the user to set the global and local configuration file locations. 










