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SAP Business Intelligence (Bl) Reports

In an effort to provide financial managers with the most up-to-date budget information possible, the Budget Office
has created an array of SAP budget reports, using SAP BI. These reports can be accessed on-demand using the SAP
ESS portal. The reports are user friendly, easy to run and will provide several key improvements over our previous
SAP SQL reporting environment.

The SAP Bl budget reports are run from the database known as the Business Warehouse (BW). It is important to
note that the BW is refreshed once daily each morning. The update is generally completed by 8:00 a.m. Therefore,
there is no longer a need to wait until the afternoon to run your budget reports and receive the most up-to-date
data. This means the reports will include no transactions from the day the report is physically processed.

In order to assist with your financial reporting needs, each user has been set up with their own unique
personalization. The intent of the personalization is that a user will actually need to enter no variables except the
fiscal year or period when processing reports unless interested in a specific funds center. The Budget and
Accounting Offices have created a variety of reports to assist users in their financial tracking and monitoring. See
Appendix A for a complete listing of all Bl reports and a brief description of each including the tabs and views that
have been created.

The Bl reporting tool offers a number of added benefits for our users:

1. There are no longer numerous User IDs and passwords to remember — Bl reports are accessed using the SAP
ESS portal. Because of the integrated sign-on, the only user ID and password necessary is your Millersville
Domain logon and password.

2. Blisrefreshed once daily each morning. Generally this is completed by 8:00 a.m. so it is no longer necessary
to wait until the afternoon to run your financial reports.

3. Blreports are tabular in nature so most of your financial data can be retrieved by running one single report.

4. Bl offers users the ability to “jump” into the detail for the financial data being viewed.

Business Intelligence (BI) Training Manual
June, 2011 Page 2



Requesting Bl Report Access

In order to access Bl reports,
users must have an Employee
Self Service account and be
granted the proper security

Account Request Form

Please fill out all appropriate information and click the SUEMIT button at the bottom. Your
request will be automatically sent, and processed.

Ay questionsfproblems can be directed to the Help Desk, {(7F17) 871-2371

Fields labeled with ¥ are required for subrmission.

http://www.millersville.edu/

accounting/files/sap-security-

form xls

1. Click on SAP Security
Form (Excel)

2. Complete form as
required and submit to
Accounting Office for
processing

3. All appropriate user IDs

will be created and
security will be assigned

access.
Using the link Authorization Information
http://www.millersville.edu/inf )
* First Name:
otech/forms/account-
w * Last Name:
1. Complete the form as
required. Be sure to T Telephane: onnt s ™0 o P geeeaseiinatiee g 8T
select “SAP” under
“ i+i r"""':'.,._/-"«—,_.-"'-‘. B S S e O e T e e
Adqltlo,nal ” Additional Application(s) ’
Applications
2. Select “Both” under P sap prssHEN 1 r Banner [ Brim [T Cascade Server (CMS)
3. Click Submit Request ( ]
 Finance {0 DataWarehouse O Eoth 2
Using the link REQUEST FOR SAP FINANCE SYSTEM ACCESS

Mame of Individual Completing this Form:

check one: I:l
I:l Change Reason:

I:l Delete User  Financial managers are responsible for notifying the Accounting Office regarding Resignations & Transfers

Telephone

Add New User

(Example: Name Change, Transfer)

PART A: USER INFORMATION

User name: User title-

!Jigaj‘rae‘ni: N _ o ujA_F‘ USE D(Kc rrg‘n}‘uaer):‘ P aad

You will receive an email from the Accounting Office advising that your
profile has been created and providing a complete list of user IDs and
passwords.

Please contact the Budget Office after the email is received to schedule
training.
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http://www.millersville.edu/accounting/files/sap-security-form.xls

Hyperion on the Web SAP Queries to Bl Reporting Crosswalk

SAP SQL Report New Bl Report Tab View
Bud 1-A summary pool | Department Budget Summary Bud 1-A Pool Budget
bdgt oper and rev Report
Bud 1-B pool bdgt - Department Budget Budget Trans - for budget Default view for both tabs
line item transactions Report transactions; Actuals w/o St

Emp Trans — for actual

transactions
Bud 2-A summary line Department Budget Summary Bud 2-A Line Item Budget
item bdgt oper and rev | Report
Bud 2-B line bdgt — line | Department Budget Budget Trans - for budget Default view for both tabs
item transactions Report transactions; Actuals w/o St

Emp Trans — for actual

transactions
Bud 3-A - stu wage Department Budget For summary information— | For summary information —
trans by dept Report choose summary tab choose Student Employment

For transactions —
Budget transactions —
Budget Trans

Actuals — Student Emp Trans

Summary

For transactions —

Budget transaction — select
Student Employment Budget
Trans view

Actuals — Use default view

Bud 4-A sap restricted
fund balance

Restricted Fund Balance
Report

For Fund Balance — choose
Summary tab

For Transactions — choose:

e Revenue tab for
revenue transactions

e Transfers tab for
transfer transactions

e Expenses tab for
expense transactions

e Commitments tab for
open commitments
detail

For Fund Balance — Use
default view

For Transactions — Use default
views

Bud sap order no -
summary

Internal Order Report

Summary

Default View

Bud sap order no -
transactions

Internal Order Report

Transactions

Default View
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Internet Explorer Initial Setup for Bl

In order for users to be able
to export to Excel or Adobe,
some initial setup needs to

take place on your PC. NOTE:

Information Resources is
working on a resolution so
this action does not need to
be performed on every PC.

Open Internet Explorer
1. Select Tools from the
internet tool bar
2. Select Internet

| Tools JLinks & | Brio'we

Deletek)sing Histony. .

Fop-up Blocker 4
Fhizhing Filter 3
tanage Add-onz 4
Subscnibe tothe Beed.

Feed issaven 3
“Windows Update

Windows Meszenger
Diagnose Connection Problems. .
Sunh Java Conzole

T 2 —

General  Security 3 y I Content I Conneckions I Programs I Advanced I

S

Restricted
sites

stes | 5 '

Internet Options

Select a zone to view or change secority setbings,

@ 90/

Internet Local intranet SRk =5

Local intranet

This 2one is For all websites that are
= Found on your inkranet,

Options
3. Select the Security Local intranet [ ool intranet X

ta b ‘:’] E;:E;Zﬁ:i::ﬁ;iﬂﬁg to define which websites are included in " !] ‘You can add and remove websites from this zone. All websites in

. . L) . "o, this zone will use the zone's security settings.

4. Highlight Local —

| t t ¥ autornatically detect inkranet network

ntrane [¥ | Trclude &l oeal fintranet)sites not listed)in ather zones e - 8 '
5 . CI ICk Sltes I Inisliide & shesibh Aty mass Che prmey serer Ihttps:.-".-" passhe.edd k7; m
6 . Cl | C k Adva n Ced [¥ | trclide allnetworh paths (nEs) Websites:
HEmEyE:

7. Enter e

https://*.passhe.edu
Make sure the “Require
server verification (https:)
for all sites in this zone is
NOT checked
8. Click Add
9. Click Close then OK

wihat are intranek settings?  Advanced keiOK I Cancel |

™ Require server verification (https:) For all sites in this zone

9

Close

10. On the Security tab,
highlight Trusted
Sites
11. Click Sites
12. Enter *.passhe.edu
Make sure the “Require
server verification (https:)
for all sites in this zone is
NOT checked
13. Click Add
14. Click Close then OK

You have now completed the
initial setup for Bl reporting!

Intemnet Options A ] Trusted sites

General  Security |Privacy | Contentl Connections I Programsl Advanced |

Select a zone to view or change security settings,

7 ¥oucan add and remove websites From this zone. Al websites in
‘/ this zome will use the zone's security setkings.

0 ‘:!J] J ® Add this wehbsite bo the 2one: 13
Interngt  Local inkranet m Restricted I“.Dasshe.edd @ m
sites
Trusted sites : 11 Websites:
Sites

. This zone contains websites that you
\5/ trust mot ko damage your computer or

hitp: #/brioZ. millerzville. edu
hittp: A #briod. millersville. edu
btk ALt

Heemnte I

I™ Require server verification (https:) far all sikes in % zone

Close 194
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How to logon to Bl

Users will logon to Bl in the same manner as
they do, currently, to access their pay
statements and enter leave requests. Bl will
appear as a new tab when logged in to the
PASSHE portal.

1. Goto the Millersville University
home page at www.millersville.edu
and select “ESS” on the left pane.
This will take you to the Human
Resources web page.

2. Select “Login”

3. Enter your University domain userID
(FirstName.LastName@millersville.
edu) and password

4. You will now see a Bl tab as one of
your options.

If the Business Intelligence Tab
is not displayed on your ESS
account, please contact the
Help Desk at ext. 2371

Millersville Universit

| ) hittp: v millersville.edu/he/

View Favorites Tools Help

Portal Logins

MAX
Banner Portal

MyVille

Campus Portal

my "WVILLE

@\ﬁﬂ, De-s.ir-e?_Lear_rj e
g\@ Learning Mgmt. Syste

ESS

University works to keep a safe and
campus, visit the Safety & Security wi
via the link below.

Learn more

'lal Millersville University - Employee Self Service

= () BEx Web - Millersville MY ...

H Epvironmental Aealth & Sarety

Labor Relations
Payroll Services

Training & Professional
Development

Wellness your

Quick Links

Take A Hike
University Operations Holiday
Scheduls

m Recognize & Prevent Violence Video
m HR MNewsletter

m Ask a Question

m SEAP

m Tuition Waivers

m FAQs

n Paolicies

: {with
ESS Login
The

Bing m

LOGIN

ES5 Login

.SERVICE

#"PORTAL

www.PASSHE.edu Account Self-Service

MU Domain ID and
Password

Enter Your Account Information

MyUserD@Milersville.edu

| Enter Portal |

Forgotten / Expired Password?
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Walcome Jennifer Mariacher

Pennsylvania State System of Higher Education 3

Employee Self-Service

Home:
User Reports | Manage Saved Views

Financial Reports

Detailed Navigation

Business Intelligence

= [ Ma cortent available for this ravi

If the Business
Intelligence tab is not
displayed, please contact

¥ [0 Financial Reports
[0 Procurement
[ Payrall

the Help Desk at X2371

On the Business Intelligence
tab, each user will have two
sub-tabs — User Reports and
Manage Saved Views.

The User Reports tab will
contain the reports which are
available campus wide. All of
your financial monitoring
reports will reside in the
“Financial Reports” folder. You
will need to click on the black
arrow to open the folder and
display the reports. You can
hover over the report to get a
brief description of the report
and what it is used for. There
are currently no reports
published to the Procurement
and Payroll folders. Reports
may be added to these folders
at a later time.

The Manage Saved Views tab
will be used for two purposes.
It will enable a user to directly
access a personal view they
have created. These views will
appear in the “Favorites”
folder (The procedure for
creating personal views is
explained beginning on page
10.) This tab will also be used
to access custom views created
for you by the Accounting or
Budget Offices.

Employes Self-Service Business Intelligence

User Reporis

| Manage

Overview

Messages &

= Overview

IE: Financial Reports

There are current
[0 Procurement

[0 Payroll

|~ & Financial Reports |
= Departmert Budaet o

= Fund Balance Repo .
« Muli-Vesr for Funds| Y589 for regular departmental budgets. Frovides summary
and transactional budget and actual data for revenue,

= Internal Order Reporf student wages, operating/capital, and reserves

3 Procurement
[0 Payroll

There are currently no messag

Now that you are familiar with the Bl Reporting Portal, let’s open a report and get
familiar with navigating a Bl report!

To open a report, simply click on the desired report!
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Bl Navigation

Variable Entry Screen

- After clicking on the report link, a
Variable Entry screen will appear
Available Variants: J Save | Save As... | Delete | Show Variable Personalization bEfore the report runs.
General Variables
Variable -7 Current Selection Description You will not need to Change any of
*  Fiscal Year 2011 July - June, 4 special periods 2011 these ValueS. S|mp|y Click the OK
i .
Fund ferarehy button to execute your report.
Funds Center (Multiple or Single)
User ID (Multiple or Single}
User Mame (Mutltiple or Single) After C”Cking OK, a [ /%
oK || Check turning wheel will » :
indicate the report is L/ T\d
Ch : : . running.
You can use the ﬂto verify variables are valid! g
|
Tab Layout

Bl reports are tabular in nature. Each report will contain at least one tab and may have many tabs. The tabs have
been created to categorize data for financial managers and enable them to meet their reporting needs. To navigate
from tab to tab, click on the appropriate tabs. Please note that a user should click one-time only. Bl will display a
processing wheel until processing is complete. A complete listing of the Bl Financial reports has been created for
your reference and appears in Appendix A.

Budget Trans Actuals wio St Emp Trans Commitments Trans Student Emp Trans Travel Prior ear Trend Payments Charts Other Funds |

Millersville DB Summary Last Data Update: 051 7/2011 06:14:13
*Fund = Funds Center =] A E o | B )| B | e R | =
Fund ; Fund Centers Commitment ftem Fiscal Period Chem Category ,
Show All Values ﬂ Show All Values ﬂ Show All Values ﬂ Show All Values j *Expenses CBs Res an... ﬂ
\ariable Filters Dynamic Filters
~Eapalyear_uly st special gl g o a0 Bl Cateodne  Ranenses S8 ReE aNATIARE. | 4 ey et e s e et sl

Query Description and Last Update

A. For each tab selected, the description of the query will display.
B. The Last Data Update date and time will also display. This is the day and time the SAP Bl reports were last
updated with SAP data. Typically, your reports contain all the prior day information by 8:00 a.m. each

morning. -
Budget Trans Actuals wio St Emp Trans Commitments Trans Student Emp Trans Travel Prior ear Trend Payments Charts Other Funds
| Millersville DB Summary @ Last Data Update: 05/18/2011 ﬂ6.12.33®
" Fund > Funds Center ] e | ) | ) [ e Y | |
Fund, Fund Centers , Commitment ftem , Fiscal Period , Clem Category ,
Show All Values ﬂ Show All Values ﬂ Show All Values ﬂ Show All Values ﬂ *Expenses CBs Res an ﬂ
Variable Filters Dynamic Filters
FiscalYear July - June, 4 special periods 2011 ClCategory *Expenses CBs Res and Trans
-\?EE-G-’W‘”.“?%H-.M.»A-—. i B e R O T Y Y
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Global Views

Budget Trans Actuals wio S5t Emp Trans Commitments Trans Student Emp Trans EaCh tab may Contain mUItIpIe views in a
dropdown list. Simply click on the dropdown

arrow to display a list of views built on the
query. Click on the desired view and wait for

Millersville DB Summary

F Fund > Funds Center Ad @H“ﬂﬂ“ﬂﬂ]@ﬁ“ﬁ

* Fund = Funds Center

Bud 1-A Pool Budget LTI S5, FiscalPerict  the screen to refresh with the new view.

e ——————————— ] B E TS ] [Show AllVal

Fund Higrarchy o . . e .
FundsFunds CentersCl Line tem Hisrarchy Dynamic Filters Refer to Appendix A for a description of views
Funds Center Only ClCategory *ExpensesCBsRes: fOr each report and tab.

Less Than 10% Remaining (Mon-Personnel)

Less Than 10% Remaining (Student Employment)
* Expenses CBs Res and Trans
Revenue Summary

Student Employment Summary ¥ Budget: M Actuals: ¥ Commitments

e Evedo Cond g 3

Toolbar Button Icons

S HI el E e 78N EEEDn 22
@@Q@@@@@)&MO@

A. OPEN - Access and open any previously saved used-defined views.

SAVE - Save a user-defined View after implementing formatting and criteria changes.

C. UNDO - Undo last navigation change. Each click will back out another step / change. Allow time for each
screen refresh. NOTE: THIS ACTION MAY TAKE SEVERAL MINUTES. WE ARE CURRENTLY WORKING ON A
SOLUTION.

D. RESET - This will undo all user navigation and filter changes and return the view to the way it was delivered.

NOTE: THIS ACTION MAY TAKE SEVERAL MINUTES. WE ARE CURRENTLY WORKING ON A SOLUTION.

VARIABLE SCREEN - This will return the user to the Initial Variable Screen to change your selections.

DISPLAY - This will show all variable and filter selections that are currently in effect.

FITLER VALUES - Hide/Display Variable (report-wide) and Dynamic (tab only) Filter Values. The report

defaults to display variable and filter values.

H. EXCEL - This will allow you to export the current view to Excel for further processing.

I.  PDF PRINT - This will convert the current view to a pdf format to allow you to either print the view or save
the pdf file.

J. PROPERTIES - This will display the properties of the current view. Toggle on / off.

K. FAST FILTER AND NAVIGATION - Display Fast Filter Dropdowns, Fast Menus, and Fast Navigation Buttons.
The report defaults to display fast filter dropdowns and menus.

L. NAVIGATION PANE - This will allow you full access to the building blocks of the current view. Toggle on / off.

M. FILTER PANE - This will allow you full access to apply / remove filters on the data. Toggle on / off.

N. EXCEPTIONS - Add or edit the formatting of cells based on report values - i.e. cells in red when dollar amount
is negative.

O. CONDITIONS - Limit display of data that meets particular user-defined criteria.

FULL WINDOW VIEW - Open the report detail or chart in a full window to aid scrolling.

Q. DOCUMENTATION - Access the report documentation and/or tab specific notes.

@

G mm

o
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Open Saved User-Defined Views =

Click on the Open User-Defined Views icon on the

toolbar @to open the views you had previously

saved.
A.

D.

Make certain you are on the favorites tab. This
is where all your user-defined views should be
saved.

Click on the view you want to open

You will notice after clicking on the view the
name will appear. Verify you have the correct
view selected.

Click the OK button to open the view.

After clicking OK, you may be prompted to enter
variables. Your current report will be replaced with the
user-defined view you opened.

l

System: [=] Type: 9, E,
W BEx Portfolio | My Portfolio
Description =
B

I @ IT Salaries Report
@ Millersville Top 25 FC for Student Emp
B_ [ my Fund Hierarchy by Period
[E]) My NCAA View
I [ My TB Account/ Fund View
B [} SPL Details 2001-8
: @TB Account/ Fund View

: Description: My Fund Hierarchy by Period

echnical name: 2011_03_04_0_1J42T

Save User-Defined Views E]J

After making navigational or filter changes to a report,
you may wish to save those changes for future
reference. Saved Views can save considerable time.

Click on the Save User-Defined Views E]Jto createa
new user-defined view.

A. The Save Variable Values will be checked by
default. Uncheck this box before saving.

B. On the Favorites tab...

C. You will notice all the views you have saved.
You can click on one to overwrite it (with the
same name) or double-click on a folder to
save in a folder.

D. Type the Description of your view.

E. After typing the Description, click OK to save
the user-defined view.

Folders can be created to organize your
“Favorite” views. Go to the Manage

= Saved Views tab under Business
Intelligence on the portal.

Save As

System: J Type: J

A'D Save Variable Values

%5, [EL

Description =
(Z My Budget Reports IC
@ KMy Open Commitments Q

Description: | My New View @

@[ Cancel
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Back ﬁ

NOTE: THIS ACTION MAY TAKE SEVERAL MINUTES. WE ARE CURRENTLY WORKING ON A SOLUTION.

Click on the Backicon ﬁ to undo your last navigation or filter. Each time you click the Back button you will undo
one step. You can click multiple times to undo multiple steps but you must wait for the screen to refresh after each

click.

DO NOT use your browser’s back button or your
browser’s context menu back button.

Browser Back Button

) BExWeb - Employee Tumover Summary - Mozilla Firefox

K Web - Employee Turnover Sum...

Browser Context Menu

Ei 4 View History Bookmarks Tools Help

=@

eload

Stop

Bl Toolbar Button

Bl Context Menu

1B e @ T
= Finﬁne

Pane Conditions

A 37 ¥l

Back One Navigaton Step

Back to Start ﬁj

NOTE: THIS ACTION MAY TAKE SEVERAL MINUTES. WE ARE CURRENTLY WORKING ON A SOLUTION.

Clicking the Back to Start ﬁJ button will remove all navigation steps and return the report to the original
navigational state. It will also remove any dynamic filters that we added since the report was executed.

Variables ﬁ

Use the Variables Icon to quickly
reprocess the report with new
values.

(=

A. Click on the Variables icon

ﬁ to call the variable
screen to change variable

values.
B. The variable dialog box will
open.
C. Change the variable values.
D. Click OK

Axailable Variants:

| Variable Entry B

JM Save As... || Delete

Show Variable Personalization

General Variables

Wariable :* Current Selection
Fiscal Year 2010 (C!
Fund Hierarchy

Description

July - June, 4 special periods 2010

Funds Center (Multiple or Single}
User ID (Multiple or Single)

[m g Ry |

User Name (Multiple or Single}

!

If you change the variable values after running the report with the Variables button, you current navigation state
and dynamic filters are preserved when the new variable values are returned. If you simply run the report from the

original link again, your navigational state is lost.
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Filter Values E

A. Variable Filters: This will display the variable values entered when you ran the report.
B. Dynamic Filters: This will display any filtering done on the current tab. Dynamic filters only apply to the tab
you are viewing while Variable Filters are the same for all tabs.

C. To hide the display of the Variable and Dynamic filters, click on the il icon.

Variable Filters @

Fizcal Wear |July - June, 4 special periods 2011
BCS Group |Budget Area

Dynamic Filters @

Funds Center 6012411002 Cognos TM1 Project

ClCategory  |* Expenses CBs Res and Trans

Export to Excel ﬁ

The Export to Excel @button can be used to
easily export the data table to Microsoft Excel.

A. Click on the Export to Excel icon button.

B. A new dialog box will open. You can
either save the file or open it. (Note: This
dialog box will vary depending on the
web browser you use.

C. If you Open the file, you may be
prompted to allow the file to open —
depending on your version of Excel and
security settings. Click on Yes button
indicating you trust the file.

ommitments Trans

Student Emp Trans Travel Prior Year Trend Payments

Commitment Ite

how All Values

) | ) ) e B B P | ) L [

Fiscal Period

Cltem Category ,

ﬂ Show All Values ﬂ Revenues; Student Empl._. ﬂ

1.
File Download ﬁ

Do you want to open or save this file?

@ j Mame: ZCA0_DE_BUDGET.xs

IHL Type: Microsoft Excel 97-2003 Worksheet
From: ppw.passhe.edu
@ Cpen ] [ Save ] [ Cancel ]
= "~| While files from the Intemet can be useful, some files can potentially
\a ham your computer. F you do not trust the source, do not open or
k.

Com o

save this file. What s the risk? Re

Microsoft Excel

==

l \ The file you are trying to open, 'ZC60_DB_BUDGET([1].xls', is in a different format than spedified by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the
b,

file. Do you want to open the file now?

(C l fes Mo Help
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Create Adobe .pdf Document e

A. Click on the Export to .pdf
button to open the...

B. Export Dialog box. ==,

C. Make any desired settings Commitment ltem ERaEae Gitem Categ
changes. You can change o A
from Black and White to | ExprtDiaks ) . R
color, change orientation S ©) SiURLLE
(landscape or portrait),  Fit to page width Page
change margins, and even lv| Repeat column headers Theme:  [Black and White | |
add text to the header or I ot Size: [Letter85x 11 Inch ~
footer. $ PDT_T_ Orientation: | Porrait Format | = |
D. Click OK to complete export. [ Repea
Header
Margins |in mm ﬂ Left e ﬂ
Center: |Free Text v | |SAP Business Intelligenc
Top: 127 Right: |None -
Bottom: [12.7
) Left: 127
& Right: o Footer
Left: Date Time ﬂ
Center: |Naone ﬂ
Right: |Page 1 of ? |

Adobe .pdf Document ﬂ

After exporting to Adobe .pdf, you will be able to Print or Save the document for future reference. One of the new
improvements to .pdf printing is that columns and/or rows headings will repeat for all pages.

=% ZC60_DB_BUDGET1].pdf - Adobe Acrobat Pro = | E et

File Edit View Document Comments Forms Tools Advanced Window Help x

= p= .
] Create~ @ Combine = 3] Collaborate ~ [44 Secure = 47 Sign~ [=] Forms ~ [y Multimedia - 7 Comment ~

OB EEe 8 102 ™ Ee® wx - ] An -

SAP Business Intelligence Report

m

Millersville DB Budget Transactions
Last Data Update:
05/25/2011 06:10:38

Fund & Funds Center & Commitment ltem & Doc Date (BCS) % | Doc # (BCS)% | RefDoc#4 | Text (BCS) &
6011000000 | 6011411000 | Bdgt Off Revenues 479000 Misc Revenues  08/12/2010 1000187044 | JBBS1008 | AIRFARE REIMBURSE
Result
Result
Mon-Personnel | NON-PERSONNEL | Non-Personnel | 07/01/2010 1000152918 | JBBO1024 | 2010-11 ORIG DISC BDGT -
081212010 1000187044 | JBBS1008 | AIRFARE REIMBURSE
08/19/2010 1000188432 JBBO1058 2010-11 DISC BDGT ALLOC
09/24/2010 1000193188 JBBT1048 FRVPFA TO COVER IBM CC
0172012011 1000203998 | JBBT1127 | FUNDS TO COVER THE ANI
Result
Result N
850x11.00in < [0 r
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Properties

Users have the ability to
change the properties of many
reporting objects by activating
the properties pane. Click on
the Properties button to

Summary Budget Trans Actuals w/o St Emp Trans

Commitments Trans

Student Emp Trans

Travel

Prior Year Trend

Millersville DB Budget Transactions

* Fund=Funds Center>Commitment ltem

A

- ZEH¢ BV 8R|EFREER E A
m Chat . AllDataCells . Query | Display = Advanced

Open the properties pane. Table Display: Visible ﬂ Columns displayed at a time: 20
(Cllck on Properties button |v| Alternate Table Row Shading Columns scrolled with each step: 5
in to hide th ti @l“lj\D‘SF?'ﬂY Repeating Text | Rows displayed at a time: 1000
againto nide € properties [w[Display Scaling Factors Rows scrolled with each step: 1000
panE) Exception Visualization: [Color ﬂ
You can modify Table, Chart,
All Data Cells, and Query
propertles' Fund = Funds Center = Commitment ltem = Doc Date (BCS)= Doc
For example yOU may want to ] 6011000000 6011411000 Bdgt Off Revenues 479000 Misc Revenues  08/12/2010 100¢
diS Ia text (;n ever |ine 6011000000 6011411000 Bdgt OFf Revenues 479000 Misc Revenues  Result
play . y o | 6011000000 6011411000 Bdgt OFf Revenues Result
regardless If It IS repeatlng' 6011000000 6011411000 Bdgt Off Mon-Personnel NOMN-PERSOMMNEL ~ Mon-Personnel  07/01/2010 1000
] 6011000000 6011411000 Bdgt OFf Non-Personnel NOMN-PERSONNEL  Mon-Personnel  08/12/2010 100¢
A. Click on the Properties 6011000000 6011411000 Bdgt OF MNon-Personnel NON-PERSOMMEL  Mon-Personnel  08/19/2010 100
icon/button on the | 6011000000 6011411000 Bdgt OFf Non-Personnel NON-PERSONMEL  Mon-Personnel  09/24/2010 100¢
toolbar 6011000000 6011411000 Bdgt Off Mon-Personnel MNOMN-PERSOMMEL ~ Mon-Personnel  01/20/2011 1000
B. On the Table tab,
C. Check the “Display Repeating Text” checkbox
D. Notice that every row will now display text, even if that text is the same as the row above.
Fast Filters E
Each tab may contain a filter dropdowns with a list of values. For example, if you run the report for multiple funds
centers you can simply select a single funds center from the dropdown. After making a filter selection, the screen
will refresh to display data for the single filter value. The dropdown titles also contain common functionality.
Fund , Fund Centers Commitment ftem Fiscal Period Clem Category
Show All'Values ﬂ Show Al Values| ﬂ Show Al Values ﬂ Show All'vValues ﬂ * Expenses CBs Res an... ﬂ
Show All Values
5012411002 Cognos TM1 Prujeg
5016410000 Univ Furniture:
Business Intelligence (BI) Training Manual
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Navigation Pane @

Clicking on this icon will open a menu box to
the left of your report display. Use the
Navigation Pane to add, remove, or replace
characteristics or key figures in rows or
columns.

To swap (replace) one characteristic with
another one, single-click on the characteristic
you want (Commitment Item in this example)
and drag-and-drop it on top of the

ES Navigation Pane * Expeniy

» Bty
> Colunns Fund =

Funds Center =

® Cl Category 60 000 6011411000 Bdot Off 12,34

= Budget Summary Structure Result 1234

- [{TE 6012400003 6012411002 Cognos TM1 Project 175,267
Click and ) ] Resuft 175,26
Drag - 601000000 60164410000 Liniv Furniture 232,05
ISTICS -

= COMMItMENT fteim —

To replace one characteristic with
another, simply drag-and-drop one
over the other. You will know when
the characteristic you want to swap

= Doc Type —
= FC Uszer D

= FC Uszer Name

o _ ) with is selected when it appears ;
characteristic you want to replace. 7 e IFEHEE teal in color.
= Functional Area
B Navigation Pane = Order
¥ Columris Commitment fem = RS A G S gt gy gt
* CI Cateqory ﬂ'RANSFERS-OUT Transters-Cut 016410000 Uniiy F
= Budget Sumimary Structure 4 Rezutt
~ B : /" | sos100 PostapeFreightShip 6011411000 Bdgt O
° CamimEn] 1om BO12411002  Cognos
= Funds Center r—
~ Free characteristios e cr EtESl.":_- P P You can drag from the Navigation Pane to the
. _ | aracteristics are .
S;CUT""TD swapped Foout L table, from the table to the Navigation Pane,
" Fer . . . .
 FC User Nam 615100 BO11411000  Buigt O or even move characteristics within the table
* Fiscal Per Eestt or navigation pane.
Functi ] 620100 ComputngData Presng 601 2411002 Cognof,
= Fund ] Rezuft '
Lo o gonsnmmn nagrtante B e g Bxotegaional Secvo g R0 w.ﬂ‘mﬂ”
Navigation Pane Tab — Add Drilldown in Rows
[ Navigation Pane * Expen
To Add a Drilldown to rows, click on the desired » Bucigall
characteristic to add from the list of Free 7 telimns s U ST
Ch istics. d il a dark li * Cl Category £011000000 %@@ off 12,341
aracteristics, drag until a dark line appears. R | TS 1228
The line will indicate the new location of the ~ Rows | smzpefins soraet1omz onos Thit Projest | 175,267
characteristic to be added. Release and wait for — 175,26
the screen to refresh. \ L S_/ )
o CEnlEET | ) Toﬂad.d? Dril:jdduwn,_::lticlihun dthe. d
e 4. . characteristic an rag it o e desire
The new free characteristic will be added to the * Doc Type — drilldown location. f\ dark line will
rows. = FC User ID appear to confirm the drilldown
= FC User Natme location. After the line appears release
« Fiscal Pariod your mouse to add the drilldown.

" "‘-._:_Erft_i.oma—»*ﬂm‘“-&_v‘ P AR, bt B

[ mary Structure
: Result - The characteristic is added a

drilldown in rows.

j;nlﬁane
£ Fund = Funds Center = Commitment tem =
Qj.f | 6011000000 6011411000 Bt Off

x You can remove characteristics by

* clicking on the characteristic you
Fostage/Freight/Ship ( want to remove and dragging it to
LeaDistTeieSve & the free characteristic section of the

General Travel 3 . .
: : navigation pane.
Office Supplies

e A e st BT e g g SOUtRCHOr Foad Sess
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Filter Pane % - Dialog Selection

The Filter Pane provides functionality to filter
characteristics and key figures by using a dialog
box or utilizing the drag-and-drop functionality.

Clicking on the filter Pane icon will open a filter
window to the left of your report data.

If you have the Navigation Pane
displayed, the filter pane will be
displayed below it.

B Filter Pane| 1 ' f
Drag from table and drop items below to addfinclude filter Fund =
value(s).

601100000
Budget Summary Structure:  |Showe All Yalues ﬂ T
Cl Categary: * Expenses CBz Res and Tr... ﬂ T &1 QDDDD
Commitment fem; Show &l Values | 2 T
Dac Type: EEm_ B0 500000
FC Uszer D
FC User MName: Show Al Values ﬂ ] Owverall Re

Select values for Commitment Hem {0CMMT_ITEM) 3 =1 E3
Showy tool:  Single values j Show viewes &l j

1. The Filter Pane will display to the
left of the data table with all
available characteristics and key
figures.

2. To filter on a characteristic @
(Commitment Item in this
example) select Edit from the
dropdown box.

3. Anew dialog window will open
for the characteristic selected.

4. Find the value(s) you want to
include or exclude in your filter
and select the value(s) by
clicking on the block to the left.

5. After making your selections,

Al

zimum Recorcs: 1000 Retresh []Select &I @ @
[] Select &1

Commitmert tem: Key (Partislly Compounded) == Commitment tem: Text:

J 3-TRANSFERS-OUT Transfers-Out

[ 472000

605100
606115
815100
g20100
625100
655300
860100
660130
BES110
750000

Erter & value for:

Comimitment tem: E j Changs Order j 5

R Wy e e el S

Selections 7 '

Type Description

(6 )J =| 479000 Misc Reverues

[]

Misc Revenues
PostageFreightiShin
Long Dist Tele Sve
General Travel £l
Computng/Data Prosng 5

Professional Servos

Other Misc Services
Office Supplies
Moncsp FurniFrnshngs
Contractar Food Svos

Furniture & Furnshng

I Nll 4

(8 ox cona

click on the Add button to move

values to the Selections table on the right.
6. After clicking the Add button, the added values

will display on the Selections table.

EE Filter Pane

'.
Drag from table and drop items below to addfinclude filter ?

7. You can also exclude values by selecting the valie(s).
value and clicking the red square to exclude the Budget Summary Structure: | Show Allalues |~ |
value. Cl Categary: * Expenses (B2 Res and Tr ..

8. When complete, click the OK button to transfer Commitmert fem: 473000 Mist Revenues J 9
the filter. Do Type: Showe &I Yalues J

9. After clicking the OK button to transfer the filter Fhddrenliage o, as ogeihiou A WSJL__‘A —

values, the dropdown will display the filtered

IIIII

value. A

before the value indicates the value is excluded.
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Filter Pane - Drag and Drop

Instead of using the filter dialog box to select filter &5 FlieeCrm:
VaIUeS yoU can aISO drag and drop VaIUeS to include or Drag from tabie and drop items below to addiinciude fiter Fund = Funds Certer =
’ value(s].
| eott000000_sottstioon  Bogtoff
exclude them from the FESU|tS. Budget Summary Structure: | Showr Al Values ﬂ J K
. . ) Cl Categary: *Expenses CBs Resand Tr... j 012000003 604 1002 Cognos Thit |
To filter to a single value, click on the value and drag- i Stiw &1 Valuzs ﬂ h
. . . . o s Show All Values [~ so1g0000§ Click and Drag v Furni

and-drop it onto the Filter Pane. The Filter Pane will I ow st vanes <] g frumnte
highlight in teal when you hover over it with the i Shewr a1 Velies ﬂ 5 7] overen resun

Fizcal Petioo: Showe All Values | w
seIeCted Value Functional Ares: Shawy Al Values ﬂ i

Fund: Showr All Values | = |
Drop on Filter Pane and wait for screen to refresh. Funds Certer Show Allvalues |~ |

Qrdler: Show Al Values ﬂ
After dropping the value onto the Filter Pa ne, you will B Drag from tabie and drop tems here 1o removelexciude

filter value(s).

notice the data table will display only the single value
and the Filter Dropdown on the Filter Pane will also indicate there is a filter.

E2 Filter Pane * Expenss
¥ Budg

The Filters tab will always display any
filter values.

Drag from table and drop items below to addiinciude fiter Fund = Funds Certer =

value(s)
J 6011000000 6011411000 Bt Off 12,34

Budget Summary Structure; | Show A Values ﬂ Resul

P

[x}
7]
=

value indicates the value is excluded.

38 Drag from tabie and drop items bere to removelexciude
T T = T e T

Cl Category: * Expenses CBs Res and Tr. j -

Commitment ftem, Show & Values ﬂ S

Doc Type: Showe &l Walues ﬂ »

- S i f To Exclude a value from the data, click on the value
: 5 . . )

Fiscal Periet Show Al Voues || 2 and drag-and-dropit in the grey filter pane section

Functional Area: Show Al Values | = .

it T j “Drag from table and drop items here to

Funds Centr j remove/exclude filter value(s)”. A “!” before the

Order; Show Al Values | 5

B2 Filter Pane

4
Drag from table and drop items below to add/include fiter R = ek (et =
value(s, i :
2 | sot1o00000 son14t1000 B B Filter Pane 1
Budget Summary Structure: | Show Al Values | . .
g ¥ i J Result Drag from table and drop items below to addfinclude fiter Fund = Funds Center =
. *
Cl Category: Expenszes CBs Res and Tr ﬂ |— 012000 B0 2411002 o value(s) J SR | GRHHGE g
commitment kerm: Show Al Values ﬂ Budget Summary Structure: | Showw Al Yalues ﬂ Resut
Doc Type: Showe All Walues ﬂ U Cl Category: * Expenses CBs Res and Tr.. j J S0ME000000 60 6410000 u
FC Lser ID: Shovwe Al Yalues ﬂ Commitment kerm: Show Al Walues ﬂ J Result o
FC Uszer Name: Shove A1 Values ﬂ Dac Type: Show All'values | | J Overall Resutt a
Fizcal Period: Show All Values | v | FC Lser D Show Al Velues | 7] &
Functional Area: Showe 21l Values ﬂ FC User bame: Shorv Al Y alues ﬂ r
Efoes Show Al Yalues ﬂ & Fizcal Period. Shoewe Al Yalues j '
Tt G Show All Valugs ﬂ Functional Ares: Shaw Al Yalues ﬂ -
Fund: Show Al Wl
Crder: Shaw &l Values || o o Al Velues 7]
- Funds Center: | 1601 2411002 Cognos Th1 Pr... ﬂl
3 Drag from table and drop items here to ramovelexciuch -
" o | Orcer: Sherw Al Yalies | - |
fitter value(s) F
% 3 Drag from table and drop items hete to remavedexchice
X I T Y
S S SHpp e TR S S S T

If you find yourself completing any of the above navigation on a regular basis, you can save yourself time by
saving the layout as a personal view. See Page 10 for saving a personal view. Note that saving a personal view
saves all the tabs of the reportin the layout they are in when the view is saved so make sure the entire report is
exactly as you want it.
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Full Window E“

If you data list is very long, you may wish to open the data table in a full window. You will still have the ability to use
the Bl Context Menu but the other web items will be removed from the full window view. Simply click on the Full

Window button Euto open a new window.

There are several tools that will help maximize the display area and assist with scrolling while locking the column
and row headings.

A. You can adjust the display area by entering the number of rows and columns to display at one time. Simply
enter a number and press Enter on your keyboard. You can set the rows and columns to a display area that
best fits your computer’s screen size and resolution.

B. Use the scroll buttons to scroll through the data. Column and row headings will display with each step.

C. Youcan also use the scroll bar on the right and/or bottom of the screen to scroll through pages.

Z7 BEx Web - Analysis Window T02
Rows Displayed: 30 Row Step Increment.  3p Columns Displayed: 1 Column Step Increment: 2
(A
=] Page 1ufzjﬂg$ ~ —
B 3 [a]
Budget
Fund = Funds Center = Commitment kem = Doc Date (BCS)= Doc#(BCS)= RefDoc#= E
6011000000 6011411000 Bdgt OFf Revenues 475000 Misc Revenues 08/M2/2010 1000187044 JBBS1008 -1,125.40
B Result -1,125.40
B Result -1,129.40
B Non-Personnel NON-PERSONNEL Non-Personnel  07/01/2010 1000152818 JBBO1024 4,306.00
T 08M2/2010 1000187044 JBBS1008 1,129.40
T 08/1%:2010 1000188432 JBBO1056 1,077.00
T 09/24/2010 1000183188 JBBT10428 5,871.00
T 01/2002011 1000203892 JBBT1127 -42.28
T Result 12,341.14
T Reszult 12,341.14
T Result Revenues -1,129.40
T Non-Personnel 12,341 14
T 5012000003 6012411002 Cognos TM1 Project Non-Personnel NON-PERSONNEL Non-Personnel  07/04/2010 1000151002 JBBO1006 6,187.00
T 07/02/2010 1000161858 JBBS1001 153,313.00
: 07/07/2010 1000162412 JBBS1002  -153,813.00
] 07H72010 1000172857 # 4,022.41
] 08M10/2010 1000186268 JBBS1006 160,001.00
] 08172010 1000133006 JBBT1014 497759
] 0142062011 1000203958 JBBT1127 4226
] 05/16/2011 1000216303 JBBS51082 37.00
] Result 175,267.26
] Result 175,267 .26 |
] Result Nen-Personnel 175,267.26
_ 6016000000 6016410000 Univ Furniture Non-Personnel MON-PERSONMEL Non-Personnel  O8/06/2010 1000183997 JBBS1005 250,220.00
_ 03182011 1000209770 JBBT1173 -18,153.00 @
_ 05122011 1000215774 JBET1210 -180,907.00
_ Result 51,160.00
_ Result 51,160.00
_ Transfers (In&0ut) 3-TRANSFERS-OUT Transfers-Out 05122011 1000215774 JBET1210 180,307.00 :
(B Result 180,907.00 ;
][ Page[  1lor2 ﬂﬂﬂ? ||

2=

To Exit a Bl report simply click the black X in the upper right hand corner of the Report. 2 Millersvil
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Manage Saved Views

The Manage Saved Views tab on the Business
Intelligence menu will be used for two
purposes. It will enable a user to directly access
a personal view they have created. These views
will appear in the “Favorites” folder (The
procedure for creating personal views is
explained beginning on page 10).

This tab will also be used to access custom
views created for you by the Accounting or
Budget Offices. These custom views will in
some case replace the custom reports that
were created for you in Hyperion. The custom
views will appear in the “Portfolio” folder.

On the Manage Saved Views tab, it is important
to note:

1. Noone will be able to see your personal
views except you so feel free to create
as many as necessary to meet your
financial needs

2. When saving a personal view, make
sure each tab in the report is in the
format you like. Saving a view as
personal will save the entire reportin
the format it appears as when you
saved it

Home Employee Self-Service

U=zer Repart

Manage Saved Views

Business Intelligence

| Manage Saved Views

NOTE: Currently the Portfolio folder does not
appear by default. Programmers are working on
a resolution. In the interim, you can navigate to
your portfolio by:
1. Click on the Context Menu next to
Favorites
2. Select Go To then select Public Folders
3. Click on the Millersville folder to display
custom reports assigned to you

Hame * Size Rating 1 Modified
@ DB=Sumimary=FC Mame then key = 0 Bytes 22411 35117 AM
@ My test Trial Balance = 0 Bytes 32511 9:14:41 AM
[ JFavorites %
My i’ Size PRat

-

Clipkoard

Add to Portal Favarites...
Send To..

=0 To

Details

¢ Public Documernts:

enkey S 0 Bytes

0 Bytes

Perzonal Documernts
Recertly Used

Start Folder

NOTE: This folder is currently empty. The
Budget and Accounting Offices will be working
with users in the coming months to ensure all
custom view are created as needed and that
your financial reporting needs are met.

Cﬂ*ul)li-: Documents s

Hame “ Size

[T By Test Folder =
(nilersvile ( 3 '

Rating 7\ Modified

301 11:36:52 Ak
SL26M1 §:41:45 A
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Manage Saved Views — Creating a New Favorites Folder

1. Clickonthe Manage Saved Views
Context Menu Manage Sav
next to Favorites
2. Select New then 2 [~ Favorites - New Folder
select Folder.. m_) PR )
3. Name your New Cliphoard ¥ Teut FiI; Description: EFDV Demo Purposes
Folder HTKIL F'Im \)4
. . . 5 e, ..
4. Give it a brief Add to Partal Favarites.. Lk 5 i
.. Send To... Properties
description Exterrial Link .. -
5. Click Save Go Ta ¥ Forme b [[save] [ancal
6. Youwill seea
message saying Detailz
Folder has been
created back at i Saved Vi
anage Saved Views
the Manage 9
Saved Views Folder has been created LB l
[ Favorites =,
Hame * Size Rating 7. Modified
[:I Bl Test Folder = EMAT 11:58:55 AW
How to Delete a Favorites Folder
1. Clickon Context | ["JFavorites =,
Menu next to Hame = L 1 ) Confirm Deletion
the Folder .
2. Select Delet ﬁ Bl Test FoltlmE Are you sure you warnt to delete the tem "Bl Test Folder™?
. elec ' ele e Copy ... '
3. You will receive Move ves || ho| (3
a confirmation Rename
message
confirming you Create Link...
want to delete. . , Manage Saved Views
Click Yes Cliphoard
4 You will receive Itetn "Bl Test Foldet" has been deleted [4}
’ = -_— I
confirmation mz , (JFaverites =
that folder has Add to Portal Favarites. . LT Size Rating ) Ry
been deleted <end To @ CE=Summary=FC Mame then key = 0 Bytes 2024011 851010
back at Manage
Details

Saved Views
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Bl Jump Functionality

Bl provides users the ability to “jump” into the details which make up amounts displayed on reports. On the
summary tab of the Department budget report, a user can drill in to all of the amounts displayed.

Summary amounts will allow the user to “jump” into the detailed transactions. Detailed transactions will allow users
to “jump” into the actual accounting documents such as the Purchase Order, Journal Entry, Budget Document and
Payment Details. Directions for jumping into the details are included below. Because the options for “jumping” vary
depending where you are located on the report, a flowchart is included to help users navigate.

1. Onthe Actual Amount of the Summary tab, right click and select Goto

Because you were on the Actual Amount, you will select Actuals Detail Lines

3. A new window will open and display all of the transaction. The Overall Result will be the same as the
amount you originally clicked on

g

FBudget:=*  kActualz:F  PCommitments:¥ = Remaining:® = Remaining 27 -
Fund = Funds Center = ¥ ¥ § § % '
6011000000 6011411000 Blot Off 12,341 .14 17 El;‘c’:l:ﬂ R 1,683.18 15.3 3
Resutt 12;341.14( 1 T 153
6012000003 5012411002 Cognos Th1 Project 17526726 18 Change Drildown » - Bucget Detsil Lines (BCS Only) 05 J
Result 17526726 16 Commitment Detail Lines 0s
— L I, _ Properties di

(Ex Web - Millersville Actuals Delall Llnes Windows Internet Explorer

m— -
=) I.é_;, https:.-".-"ppw.passhe.edu.-"iri.-"servIet.-"prt.-"portal.-"prtroot.-"pcd!Saportal_content!2fcom.sap.pc:t!2fplatf0rm_add_ons!2fcom.sap.ip.bi!2fNij % A IMyStart Search )
e Edt View Favoites Tools Help  |Links @ Brio'web [W MU - People Finder [] MU - Budgst Office () PASSHE () Vartan'Way [ Log In - wikis @ Millersvile #+
) »
0 | BEx Web - Millersvills Actusls Detal Lines | | J {3 Home ~ [£) Feds (1] - i Print ~ |2k P
Actual =7
Fund =% Funds Center =7 Commitment tem == Posting Date = FlDoc # = PO# = Doc Text = ¥
| | overall Resut 10,457 96
J 6011000000 6011411000 Bt Off 605100  PostageFreight!Ship 043002011 101769309 # APRIL 10 POSTAGE #PCS 5 210
J 035312011 101757186 # MARCH 10 POSTAGE #PCS 1 042
J 02125/2011 101743379 # FEBRLARY 10 POSTAGE #PCS 1 042 '
J 120312010 101663327 # DEC 10 POSTAGE #PCS 3 1.26
1143002010 101652275 # 0 POSTAG ! 0.5:
-L-.al#"“ B I e e LN N \JM PRI \&j&u o P g o g ;*J

Each time you select “Goto” to “jump” into the details, a new window will open. To exit the jump window,
use the X in the upper right corner of the jump window that was opened to close the jump window. The
active window should be highlighted.

Be careful which wmdow you are closing or you will close your Bl report or Internet Browser!
( Overview - PA State Systeﬁt uc: \ - 18] x|
@ﬂ - |1§ hitps: .-’a’portal passhe edu/in/portal J ﬂ | X |MyStartSearch 2 -

Inactive windows will be

J Filz
Walce r ol @A - Ié. hittps: / /ppw. passhe. edu.-"ln.-"servlet.-"J ﬂ_ﬁ 2| X IMyStaltSearch

/2 SAP GUI for HTML - - Windows Intemet Explorer

@A - Ig. https:.-".-"prdweb.passhe.edua"sapa"bj' % 4| X IMyStartSearch

J File Edit ‘“iew Favortesr Tool: Help JLinks & | Brioweh ML - People Finder

§ ©¢ @ @ sAPGUIfo HTML - | | f5 Home ~ () Feed ) - b Pint - Page -
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Ifona

When clicking

Summary on the dollar
Tab within a amount in the
Bl Report column
Budget
\
SUMMARY Actuals

Commitments

Select

Select Budget
Detail Lines
(BCS
Only)

Select
Actuals
Detail Lines

Select
Commitment
Detail Lines

If on a Transactions Tab within a Bl Report, you do not need to
select the type of Detail Lines. Navigate directly to the applicable

N
FMEDD — Display Budget

Document
J

N
( SAP ME23N — Display

t Purchase Order
Y,

s ™
SAP FBO3 — Display

Accounting Document

J

N

Payment Detail Lines ]

g

p
Purchase Order Detail w
Lines J

\

p

SAP ME23N — Display
Purchase Order

AYd

SAP FMX3 — Display ]
Funds Reservation

N

SAP MES53N — Display w
Purchase Requisition J

transaction.

Used if detail line is a budget amount

:
\ ,

s D
Used if the detail line contains a number in the Purchase Order
column
\ Y,
~ N

Used if there is no PO# listed and no DP, TV, TR, or PO referenced
in the text column

& J

4 N\

Used if there is no PO# listed and no DP, TV, TR, or PO referenced

in the text column
g /

pe
Used if the detail line contains a number in the Purchase Order

column
\\ 4
4 N\
Used if the detail line contains a number in the Purchase Order
column
\\ _J/

S
Used if the detail line is in commitment item 615100 - Travel

Used if the detail line contains a number in the Purchase Order
column
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APPENDIX A

Bl REPORT INDEX

Bl Report Name Tab Name View

Department Budget Summary *Fund > Funds Center
Report

Department Budget Summary Bud 1-A Pool Budget
Report

Department Budget Summary Bud 2-A Line Item Budget
Report

Department Budget Summary Fund Hierarchy
Report

Business Intelligence (BI) Training Manual
June, 2011

Description

Default View — Displays
Budget amount, Actual
Expenditures, Open
Commitments, Balance
Remaining and %
Remaining by fund then
by funds center for
variable selection

Report replaces Hyperion
Bud 1-A report. Provides
summary by funds center
by commitment item
budget amount, actual
expenditures, remaining
balance, and remaining %.
User should look to the
total in “3-
OPERATING_CAPITAL” to
determine their balance
available and the overall
result to determine the
balance available
including reserves
Report replaces Hyperion
Bud 2-A report. Provides
summary by funds center
by commitment item
budget amount, actual
expenditures, remaining
balance, and remaining %
for those departments
that budget at the 3 digit
level. User should look to
the total in “3-
OPERATING_CAPITAL” to
determine their balance
available and the overall
result to determine the
balance available
including reserves
Provides summary by
fund hierarchy by fund
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Bl Report Name

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Business Intelligence (BI) Training Manual
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Tab Name

Summary

Summary

Summary

Summary

Summary

View

Fund>Funds Center>Cl
Line Item Hierarchy

Funds Center Only

Less than 10% Remaining
(Non-Personnel)

Less than 10% Remaining
(Student Employment)

Revenue Summary

Description

budget amount, actual
expenditures, remaining
balance, and remaining %
Provides summary by
fund by funds center by
commitment item
category budget amount,
actual expenditures,
remaining balance, and
remaining %

Provides summary by
funds center budget
amount, actual
expenditures, remaining
balance, and remaining %
Report will display a
summary by fund by
funds center budget
amount, actual
expenditures, remaining
balance, and remaining %
for all funds center with
less than 10% of their
operating budget
remaining. Funds centers
currently in a deficit will
be highlighted in red
Report will display a
summary by fund by funds
center budget amount,
actual expenditures,
remaining balance, and
remaining % for all funds
center with less than 10%
of their student
employment budget
remaining. Funds centers
currently in a deficit will
be highlighted in red

Provides summary by fund
by funds center by
commitment item budget
amount, actual
expenditures, remaining
balance, and remaining %
for all revenue
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Bl Report Name

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Tab Name

Summary

Budget Trans

If you have questions
regarding any budget
transactions, please
contact the Budget

Office and have ready
the document number

or note the Ref Doc#.

Budget Trans

Budget Trans
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View

Student Employment
Summary

*Fund>Funds
Center>Commitment
Item

Student Employment
Budget Trans

Transaction Date
(Descending)

Description

commitment items
Provides summary by
fund by funds center by
commitment item budget
amount, actual
expenditures, remaining
balance, and remaining %
for student employment
Default View - Provides
detail of all budget
transactions by fund by
funds center by
commitment item
including document date,
document number,
reference number,
description, and amount.
Will provide detail as to
whether the transaction
was an original budget
posting, a carryforward of
budget from the previous
year for any open
commitments, a budget
transfer, one-time
supplement, or budget
reduction

Provides detail of all
student wage budget
transactions by fund by
funds center by
commitment item
including document date,
document number,
reference number,
description, and amount.
Will provide detail as to
whether the transaction
was an original budget
posting, a budget
transfer, one-time
supplement, or budget
reduction

Provides detail of all
budget transactions by
date in descending order
by fund by funds center
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Bl Report Name

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Tab Name

Actuals w/o St Empl Trans

Actuals w/o St Empl Trans

Actuals w/o St Empl Trans

Actuals w/o St Empl Trans

View

*Fund>Funds
Center>Commitment
Item

Funds Center>Cl Line
Expenses by Period

PO Doc # Sort

Posting Date (Descending)

Description

by commitment item
including document date,
document number,
reference number,
description, and amount.
Will provide detail as to
whether the transaction
was an original budget
posting, a carryforward of
budget from the previous
year for any open
commitments, a budget
transfer, one-time
supplement, or budget
reduction

Default View - Provides
detail of all actual
transactions by fund by
funds center by
commitment item by
posting date, PO
document number (if
available), Finance
document number,
description, vendor (if
applicable) and amount
Provides a summary of all
actual amounts by fund
by funds center by
commitment item by
fiscal period

Provides details by
Purchase Order number
including fund, funds
center, commitmentitem,
posting date, Finance
document number,
description, vendor and
amount

Provides details by
Posting date in
descending date including
fund, funds center,
commitment item,
purchase order number (if
applicable), Finance
document number,
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Bl Report Name

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Tab Name

Actuals w/o St Empl Trans

Actuals w/o St Empl Trans

Commitments Trans

Commitments Trans

View

Revenues

Vendor Detail

*Funds Center w/ Detail

Posting Date (Sort
Ascending/Oldest)

Description

description, vendor (if
applicable), and amount
Provides detail of all
revenue transactions by
fund by funds center by
commitment item by
posting date, PO
document number (if
available), Finance
document number,
description, and amount
Provides detail by vendor
including fund, funds
center, commitment item,
posting date, PO
document number (if
available), Finance
document number,
description, and amount
Default View - Provides
detail of open
commitments by fund by
funds center by
commitmentitem
including vendor,
Requisition number, PO#,
Line item number,
Description, Date and
amount. Detailed amount
includes the Original and
Carryforward amount,
any Reductions or
Adjustments and
remaining open balance
and percentage remaining
Provides detail of open
commitments in
Ascending order by fund
by funds center by
commitment item
including vendor,
Requisition number, PO#,
Line item number,
Description, Date and
amount. Detailed amount
includes the Original or
Carryforward amount,
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Bl Report Name Tab Name

Department Budget
Report

Student Emp Trans

Department Budget Student Emp Trans

Report

Department Budget Travel
Report

Department Budget Travel
Report

Department Budget Travel
Report

Department Budget Travel
Report

Department Budget Travel
Report

View

*Funds>Funds
Center>Commitment
Item

Posting Date Sort
(Descending)

*Funds>Funds
Center>Commitment
Item

Commitment Iltem>Funds
Center

Employees with Detail

Fund Hierarchy

Funds Center Groups

Description

any Reductions or
Adjustments and
remaining open balance
and percentage remaining
Default View - Provides
detail of all Student Wage
transactions by fund by
funds center by posting
date, Finance document
number, description, and
amount

Provides detail of all
Student Wage
transactions by posting
date in descending order
by fund by funds center
including Finance
document number,
description, and amount
Default View - Provides
detail of actual paid and
open commitments for
Travel expense account
(615100) by fund by funds
center

Provides detail of actual
paid and open
commitments for Travel
expense account (615100)
by fund by funds center
Provides detail of actual
paid and open
commitments for Travel
expense account (615100)
by employee by fund by
funds center by posting
date (in descending
order) including
description

Provides detail of actual
paid and open
commitments for Travel
expense account (615100)
by fund group

Provides detail of actual
paid and open
commitments for Travel
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Tab Name

Bl Report Name

Department Budget Prior Year
Report
Department Budget Prior Year
Report
Department Budget Prior Year
Report
Department Budget Prior Year
Report
Department Budget Prior Year
Report
Department Budget Prior Year
Report
Department Budget Prior Year
Report
Department Budget Prior Year
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View

*Fund > Funds Center

Bud 1-A Pool Budget

Bud 2-A Line Item Budget

Functional Area Hierarchy

Fund Hierarchy

Fund>Funds Center>Cl
Line Item Hierarchy

Fund>Funds
Center>Period

Funds Center Hierarchy

Description

expense account (615100)
by fund center group
Default View - Displays
Prior Year to Date to
Current Year to Date
including dollar and
percentage variance by
fund by funds center
Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance by
fund by funds center by
commitment item
Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance by
fund by funds center by
commitment item at the
rollup level

Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance by
functional area

Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance by
fund hierarchy

Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance by
fund by funds center by
commitmentitem
hierarchy (Personnel for
student wages and
Operating/Capital)
Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance by
fund by funds center by
fiscal period

Displays Prior Year to
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Bl Report Name
Report

Department Budget

Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Tab Name

Prior Year

Prior Year

Prior Year

Trend

Trend

Trend

Trend

View

More than 10% Increase -
Non-Personnel

More than 10% Increase -
Student Employment

Vendor by Account Group

*Fund > Funds Center

Bud 1-A Pool Budget

Bud 2-A Line Item Budget

Functional Area Hierarchy

Description

Date to Current Year to
Date including dollar and
percentage variance by
funds center hierarchy
Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance for
all funds center with
more than 10% increase
in their non-personnel
expenditures

Displays Prior Year to
Date to Current Year to
Date including dollar and
percentage variance for
all funds center with
more than 10% increase
in their student wage
expenditures

Displays Prior Year to Date
to Current Year to Date
including dollar and
percentage variance for
payments split by account
payable, purchasing, etc.
Default View - Displays
Five year trend of actual
expenditures including
two year dollar and
percentage variance by
fund by funds center
Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
by fund by funds center
by commitmentitem
Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
by fund by funds center
by commitment item at
the rollup level

Displays Five year trend of
actual expenditures
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Bl Report Name Tab Name

Department Budget Trend
Report

Department Budget Trend
Report

Department Budget Trend
Report

Department Budget Trend
Report

Department Budget Trend

Report

Department Budget Trend
Report

Department Budget Trend
Report
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View

Fund Hierarchy

Fund>Funds Center>Cl
Line Item Hierarchy

Fund>Funds
Center>Period

Funds Center Hierarchy

More than 10% Increase -
Non-Personnel

More than 10% Increase -
Student Employment

Vendor by Account Group

Description

including two year dollar
and percentage variance
by functional area
Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
by fund hierarchy
Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
by fund by funds center
by commitment item
hierarchy (Personnel for
student wages and
Operating/Capital)
Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
by fund by funds center
by fiscal period

Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
by funds center hierarchy
Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
for all funds center with
more than 10% increase
in their non-personnel
expenditures

Displays Five year trend of
actual expenditures
including two year dollar
and percentage variance
for all funds center with
more than 10% increase
in their student wage
expenditures

Displays Five year trend of
actual expenditures
including two year dollar
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Bl Report Name Tab Name View Description

and percentage variance
for payments split by
account payable,
purchasing, etc.
Department Budget Payments *Date Sort (Descending) Default View - Displays all
Report payment details by
posting date in
descending order
including invoice date,
vendor, finance
document number,
Reference number,
payment method,
payment date, check
number, check cleared
date and invoice amount.
Please note that the
invoice amount may differ
from the check amount if
additional invoices from
other funds centers are
included in the check

amount
Department Budget Payments Vendor Sort Displays all payment
Report details by Vendor by

posting date in
descending order
including invoice date,
finance document
number, Reference
number, payment
method, payment date,
check number, check
cleared date and invoice
amount. Please note that
the invoice amount may
differ from the check
amount if additional
invoices from other funds
centers are included in
the check amount
Department Budget Charts N/A Provides graphical
Report representations of
expenditures including
dashboards, graphs by
periods and commitment
items

Business Intelligence (BI) Training Manual
June, 2011 Page 32



Bl Report Name

Department Budget
Report

Department Budget
Report

Department Budget
Report

Department Budget
Report

Fund Balance Report

Fund Balance Report

Tab Name

Other Funds — THIS TAB
CAN BE USED FOR
GRANTS, AUXILIARIES
AND OTHER RESTRICTED
FUNDS THAT ARE
RESPONSIBLE FOR THEIR
PERSONNEL
EXPENDITURES

Other Funds — THIS TAB
CAN BE USED FOR
GRANTS, AUXILIARIES
AND OTHER RESTRICTED
FUNDS THAT ARE
RESPONSIBLE FOR THEIR
PERSONNEL
EXPENDITURES

Other Funds — THIS TAB
CAN BE USED FOR
GRANTS, AUXILIARIES
AND OTHER RESTRICTED
FUNDS THAT ARE
RESPONSIBLE FOR THEIR
PERSONNEL
EXPENDITURES

Other Funds — THIS TAB
CAN BE USED FOR
GRANTS, AUXILIARIES
AND OTHER RESTRICTED
FUNDS THAT ARE
RESPONSIBLE FOR THEIR
PERSONNEL
EXPENDITURES

Summary

Summary
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View
*Fund>Funds Center

Actuals Detail (posting
Date Sort)

Summary by Fund

Summary by Fund>Funds
Center

*Fund/Funds Center

Plant Fund Summary

Description

Default View — Displays
Budget amount, Actual
Expenditures, Open
Commitments, Balance
Remaining and %
Remaining by fund then
by funds center for
variable selection
including all personnel
expenditures

Displays actual
transactions by posting
date by fund by funds
center by commitment
item category by
commitment item
including finance
document number, PO#,
description and amount
Displays Budget amount,
Actual Expenditures,
Open Commitments,
Balance Remaining by
fund by commitment item
category by commitment
item

Displays Budget amount,
Actual Expenditures,
Open Commitments,
Balance Remaining by
fund by funds center by
commitment item
category by commitment
item

Default View - Displays
Beginning fund balance,
Revenue collected,
Transfers made, Expenses
paid, Current Fund
Balance, Commitments
and Fund Balance less
Commitments by fund
and funds center
Contains the same
information as the default
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Bl Report Name Tab Name

Fund Balance Report Summary
Fund Balance Report Revenue

Fund Balance Report Transfers
Fund Balance Report Expenses

Commitments

Fund Balance Report
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View

Plant Fund Summary with
NIP

*Fund/Funds Center/Cl

*Funds Center w/ Detail

*Funds Center w/ Detail

*Funds Center w/ Detail

Description

view but used for projects
only

Contains the same
information as the default
view but used for projects
only (includes Net
Investment in Plant)
Default View - Displays
transactions for all
revenue commitment
items by fund by funds
center by commitment
item by posting date (in
descending order)
including finance
document number,
document text and
transaction amount
Default View - Displays
transactions for all
transfer commitment
items by fund by funds
center by commitment
item by posting date (in
descending order)
including PO# (if
applicable), finance
document number,
document text, vendor (if
applicable) and
transaction amount
Default View - Displays
transactions for all
expense commitment
items by fund by funds
center by commitment
item by posting date (in
descending order)
including PO# (if
applicable), finance
document number,
document text, vendor (if
applicable) and
transaction amount
Default View - Displays
details for all open
commitment items by
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Tab Name

Bl Report Name

Fund Balance Report

Budget Summary

Multi-Year for Funds Summary
603X-609X

Multi-Year for Funds Summary
603X-609X

Multi-Year for Funds Summary
603X-609X

Multi-Year for Funds Budget Trans
603X-609X

Multi-Year for Funds Budget Trans

603X-609X
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View

*Fund/Funds Center

*Funds Center>Cl Pool
Hierarchy

Funds Center Actuals by
Fiscal Year
FY>Funds Center>Cl Pool
Hierarchy

*Funds
Center>Commitment
Item

FY>Funds
Center>Commitment
Item

Description

fund by funds center by
commitment item by
vendor including
requisition number, PO#,
Line item number,
document text, date, and
transaction amount
Displays original budget
amount, adjusted budget,
actuals, open
commitments, Balance
Remaining and %
Remaining by fund then
by funds center

Default View — Displays
Actuals, Commitments
and Remaining Balance by
fund center by
commitment item
hierarchy as a total for all
fiscal years

Displays overall actuals by
funds center by fiscal year
Displays Actuals,
Commitments and
Remaining Balance by
fiscal year by fund center
by commitment item
hierarchy

Default View - Provides
detail of all budget
transactions by funds
center by commitment
item including document
date, document number,
reference number,
description, and amount
for all fiscal years
Provides detail of all
budget transactions by
fiscal year by funds center
by commitment item
including document date,
document number,
reference number,
description, and amount
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Tab Name

Bl Report Name

Multi-Year for Funds
603X-609X

Budget Trans

Multi-Year for Funds Actuals Trans

603X-609X

Multi-Year for Funds Actuals Trans

603X-609X

Multi-Year for Funds Actuals Trans

603X-609X

Multi-Year for Funds Commitments Trans

603X-609X
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View
Transaction Date
(Descending)

*Funds
Center>Commitment
Item

FY>Funds
Center>Commitment
Item

Transaction Date
(Descending)

*Funds Center w/ Detail

Description

Provides detail of all
budget transactions by
transaction date in
descending order
including document date,
document number,
reference number,
description, and amount
for all fiscal years

Default View - Provides
detail of all actual
transactions by funds
center by commitment
item including posting
date, PO#, finance
document number,
description, vendor, and
amount for all fiscal years
Provides detail of all actual
transactions by fiscal year
by funds center by
commitment item
including posting date,
PO#, finance document
number, description,
vendor, and amount
Provides detail of all
actual transactions
transaction date in
descending order by
funds center by
commitment item
including PO#, finance
document number,
description, vendor, and
amount for all fiscal years
Default View - Provides
detail of open
commitments by fund by
funds center by
commitment item
including vendor,
Requisition number, PO#,
Line item number,
Description, Date and
amount. Detailed amount
includes the Original and
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Tab Name

Bl Report Name

Multi-Year for Funds Commitments Trans

603X-609X

Multi-Year for Funds Fund Balance

603X-609X

Multi-Year for Funds Fund Balance

603X-609X

Multi-Year for Funds
603X-609X

Payments

Business Intelligence (BI) Training Manual
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View

Doc Date (Ascending/Not
Complete)

*Fund>Fiscal Year

Fund>Funds Center>Fiscal
Year

*Payment Details

Description

Carryforward amount,
any Reductions or
Adjustments and
remaining open balance
and percentage remaining
Provides detail of open
commitmentsin
Ascending order by fund
by funds center by
commitment item
including vendor,
Requisition number, PO#,
Line item number,
Description, Date and
amount. Detailed amount
includes the Original or
Carryforward amount,
any Reductions or
Adjustments and
remaining open balance
and percentage remaining
Default View - Displays
Beginning fund balance,
Revenue collected,
Transfers made, Expenses
paid, Current Fund
Balance, Commitments
and Fund Balance less
Commitments by fund by
fiscal year

Displays Beginning fund
balance, Revenue
collected, Transfers made,
Expenses paid, Current
Fund Balance,
Commitments and Fund
Balance less
Commitments by fund by
funds center by fiscal year
Default View - Displays all
payment details including
invoice date, vendor,
finance document
number, Reference
number, payment
method, payment date,
check number, check
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Bl Report Name Tab Name View Description

cleared date and invoice
amount. Please note that
the invoice amount may
differ from the check
amount if additional
invoices from other funds
centers are included in
the check amount
Multi-Year for Funds Payments Vendor Sort Displays all payment
603X-609X details by Vendor by
posting date in
descending order
including invoice date,
finance document
number, Reference
number, payment
method, payment date,
check number, check
cleared date and invoice
amount. Please note that
the invoice amount may
differ from the check
amount if additional
invoices from other funds
centers are included in
the check amount
Multi-Year for Funds Charts N/A Provides graphical
603X-609X representations of
expenditures including
dashboards, graphs by
periods and commitment
items

Internal Order Report Summary *Summary by Order Provides summary by
Number Order number including
Estimated cost, Revenue,
Non-personnel
expenditures, Other
Expenditures, Net amount
(Revenue less non-
personnel less Other) and
Balance (Estimated cost
less Net amount)
Internal Order Report Summary Expenses in Excess of Provides summary by
Revenue Funds Center by order
number including
Revenue, Non-personnel
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Bl Report Name

Internal Order Report

Internal Order Report

Internal Order Report

Internal Order Report

Tab Name

Summary

Transactions

Transactions

Transactions

View

Summary by Order
Number by Account

*Detail by Order Number

Detail by Account Code

Detail by Posting Date
(Descending)

Description

expenditures, Other
Expenditures, Net amount
(Revenue less non-
personnel less Other)
Provides summary by
Order number by account
code including Estimated
cost, Revenue, Non-
personnel expenditures,
Other Expenditures, Net
amount (Revenue less
non-personnel less Other)
and Balance (Estimated
cost less Net amount)
Provides detail of actual
postings by order number
by commitment item
including posting date,
finance document
number, description and
amount

Provides detail of actual
postings by commitment
item by posting date in
ascending order including
finance document
number, description,
order number (if
applicable), and amount
Provides detail of actual
postings by posting date
in descending order by
order number by
commitment item
including finance
document number,
description and amount
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APPENDIX B

QUICK REFERENCE OF Bl TOOLBAR ICONS

SH ¢ BT B EFREEn Iz
QB D EEQEDURLMNOE Q

OPEN - Access and open any previously saved used-defined views.

© >

SAVE - Save a user-defined View after implementing formatting and criteria changes.

C. UNDO - Undo last navigation change. Each click will back out another step / change. Allow time for each
screen refresh. NOTE: THIS ACTION MAY TAKE SEVERAL MINUTES. WE ARE CURRENTLY WORKING ON A
SOLUTION.

D. RESET - This will undo all user navigation and filter changes and return the view to the way it was delivered.
NOTE: THIS ACTION MAY TAKE SEVERAL MINUTES. WE ARE CURRENTLY WORKING ON A SOLUTION.

E. VARIABLE SCREEN - This will return the user to the Initial Variable Screen to change your selections.

. DISPLAY - This will show all variable and filter selections that are currently in effect.

G. FITLER VALUES - Hide/Display Variable (report-wide) and Dynamic (tab only) Filter Values. The report
defaults to display variable and filter values.

H. EXCEL - This will allow you to export the current view to Excel for further processing.

I.  PDF PRINT - This will convert the current view to a pdf format to allow you to either print the view or save
the pdf file.

J. PROPERTIES - This will display the properties of the current view. Toggle on / off.

K. FAST FILTER AND NAVIGATION - Display Fast Filter Dropdowns, Fast Menus, and Fast Navigation Buttons.
The report defaults to display fast filter dropdowns and menus.

L. NAVIGATION PANE - This will allow you full access to the building blocks of the current view. Toggle on / off.

M. FILTER PANE - This will allow you full access to apply / remove filters on the data. Toggle on / off.

N. EXCEPTIONS - Add or edit the formatting of cells based on report values - i.e. cells in red when dollar amount
is negative.

. CONDITIONS - Limit display of data that meets particular user-defined criteria.
P. FULL WINDOW VIEW - Open the report detail or chart in a full window to aid scrolling.
Q. DOCUMENTATION - Access the report documentation and/or tab specific notes.
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APPENDIX C

QUICK REFERENCE OF Bl NAVIGATIONAL TIPS AND CAUTIONS

- Page 8
You can use the Mto verify variables are valid!
Folders can be created to organize your “Favorite” views. Go to the Manage Saved Views Page 10
tab under Business Intelligence on the portal.
If you change the variable values after running the report with the Variables button, you current Page 11
navigation state and dynamic filters are preserved when the new variable values are returned. If
you simply run the report from the original link again, your navigational state is lost.
If you have the Navigation Pane displayed, the Filter Pane will be displayed below it. Page 16
The filters tab will always display any filter values. Page 17
Each time you select “Goto” to “jump” into the details, a new window will open. To exit Page 21

the jump window, use the X in the upper right corner of the jump window that was
opened to close the jump window. The active window should be highlighted.

Be careful which window you are closing or you will close your Bl report or Internet
Browser!

If you have questions regarding any budget transactions, please contact the Budget Office Page 25
and have ready the document number or note the Ref Doc#.

If the Business Intelligence tab is not displayed on your ESS account, please contact the Page 6
Help Desk at extension 2371.

DO NOT use your browser’s back button or your browser’s context menu back button. Page 11
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