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Chapter 1 - Overview

Purpose

This reference guide provides instructions on using the Enterprise Reporting Web Intelligence
Analysis tool by Business Objects. This document focuses on basic features for working with
queries and reports using the Java Report Panel and is not intended to cover all the features available
in the Web Intelligence Tool. For further information on using other, more advanced features, please
refer to the Business Objects user guide, "Building Reports Using the Web Intelligence Java Report
Panel"”, available as a link on the logon on page or in the "Documentation™ folder under Public
Folders in the home page. The examples used in this guide focus on data sources for AFRS History
data, although the functionality can be applied to any data sources available in the tool based on a
user's security profile.

Note: All references in this manual to the Business Objects user guide refer to "Building Reports
Using the Web Intelligence Java Report Panel” referred to above.

The Web Intelligence Analysis tool provides business users an easy-to-use interactive and flexible
user interface for building and analyzing reports or organizational data over the web, through the
Washington State Intranet or through the Internet. It provides querying, reporting, and analysis
capabilities all in a single tool, improving the ability to interpret and act on information quickly. The
tool also has graphical and drill down features, enabling users to conduct more detailed analyses.
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Chapter 2 — Logon Procedure

Web Intelligence Logon Screen

., Office of Financial Management

£/ Better information. Better decisions. Better government.

Enterprise Reporting Web Intelligence HELP @

Fat Outage message.

System Login

Forgot password, User name, or
User Name: |gbac105 | Enable your account

Password: | |

What's New

Log Cn

Privacy Motice | 1SD Customer Survey

How to Log On to Web Intelligence

Web Intelligence customers must have online access either through the Washington State Intranet or
through a secure Fortress server to use the tool from outside of the state firewall.
Complete the following steps to log on to Web Intelligence:

1. Start Internet Explorer.

2. Type https://adhocreporting.ofm.wa.gov for the Intranet web site or
https://fortress.wa.gov/ofm/adhocreporting for the Internet web site in the Address field and
click Go, or press [Enter].

The Web Intelligence logon screen will display as illustrated above.

3. Enter your User Name assigned by the Office of Financial Management (OFM) in the User
Name field, and then press [Tab] to move your cursor to the next field.

4. Enter your Password in the Password field. This application is using hardened password.
Refer to the password guidelines on the next page.

5. Click the Log On button or press [Enter] to initiate a connection to the Web Intelligence.



https://adhocreporting.ofm.wa.gov/�
https://fortress.wa.gov/ofm/adhocreporting�
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Changing Your Password

The application is following the OFM hardened password standards, so the first time you log on you
see a message requiring you to change your password, as illustrated below.

@

SAP BusinessObjects
Log On to InfoView Help

You must change your password.

(Either your administrator has assigned a temporary password which must be changed, or your
password has expired.)

User Name: | User Name |

Old Password: | Enter Old Password |

Mew Password: | Enter New Password |
Confirm Mew Password: | Retvpe New Password |

The hardened password criteria are as follows:

1. Password must be at least eight characters long.

2. Password must contain at least two of the following character classes: upper case letters,
lower case letters, numerals, and special characters. It cannot contain your logon ID.

3. Password must be changed every 120 days.

4. After five incorrect logon attempts, your user account will be locked. Please call the
Enterprise Reporting Help Desk at (360) 664-7791 for assistance with resetting your
password.

Enter your old password in the Old Password field, enter a new password in the New Password
field, and confirm it in the Confirm New Password field. Then click on Submit.
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After you have successfully changed your password, the InfoView home page shown below will
display.

=
SAP BUSINESSOBJECTS ENFONWIEW S——
&5 o | DoamerTiet | OpE e Dasrtoas - el Preferwces Moot Lag A
1= . |
topce gheciis
vy ale Prruinalien
s o B, Poribne, or Cwument Lats. s e iy i begrm men st Changs v Tonies K e caarng A0SOTL 3 Predemences o dads
etz Y
— |2 ~ries
¥ -
B -
e IO

You may also access the Change Password screen by clicking on the Preferences button under the
Personalize header on the right side of the screen. This will display the Preferences page, as
illustrated below.

SAP BUSINESSOBJECTS INFOVIEW

ﬁHome Document List | Open - | Send To - | Dashboards -

Preferences - gbac105

* General

* Change Password

* Web Intelligence

* Desktop Intelligence

* Crystal Reports

* Dashboard and Analytics
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Select the Password tab to access the Change Password screen. Change your password as described
on the previous page.

SAP BUSINESSOBJECTS INFOVIEW

&} Home | DocumentLlist | Open - | SendTo - | Dashboards -

Preferences - ghaclﬂS

Click Here

* Change Password b

*  General

* Web Intelligence

* Desktop Intelligence

* Crystal Reports

*  Dashboard and Analytics

S VWYL WAL ¥ Ve §

SAP BUSINESSOBJECTS INFOVIEW

@ Home | DocumentLlist | Open = | Send To ~ | Dashboards -

Preferences - ghaclﬂE

* General

¥ Change Password

User Name: |;-::':'.I_-'

Old Password: | Enter Old Password

New Password: | _Enter New Password

}
¢

Confirm Mew Password: | Retype New Password
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Chapter 3 — Creating Queries

Folder Structure

After successfully logging in, the InfoView home page shown below will display.

==
SAP BUSINESSORIECTS INFOVIEW PTT——
_i:‘;r_m-mw-.r'-m. i Prodereces | Moout | Lag Tt
|

twcare ghacbes
Ravigale Prrwnaben

ey paur Ebo, Paspeites, or Document L. Lss S o 19 bam moew socest (Change waur Tk riar] page., ewang spSar, 5 predemences for daly
v Imi

A L —
R

-
4 bremn

B i it DDemmr! S
)

D ek

To open folders at the top level click on "Document List"; or favorites or Inbox can be accessed
directly by clicking the "My Favorites" or "My Inbox" links.

SAP BUSINESSOBJECTS INFOVIEW

@ Home | DocumentLlist | Open » | Send To - | Dashboards -

Havigate

Infoview,

(] Document List
[EE] My Fawvorites

E My Inbox

View your Inbox, Favorites, or Document Lists. Use the Help to learn more about ?
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Creating a New Document/Query

When you build a Web Intelligence document, or query, you create a request for information from a
database. A query can be very simple or very complex, depending on the user's business need at the
time. When you run the query, the request is sent to the database in SQL (Structure Query
Language). Users do not need to know SQL in order to run a query. The database is represented in
the tool in a structure called a universe, with objects that have meaningful names and meanings. You
build queries using the universe objects. Then when you run the query, the request is sent to the
database, and the result is returned to the tool in a report, in the form of a table, consisting of columns
and rows.

To create a new web document or query, click "Document List" in the Header panel, shown in the
following illustration.

SAP BUSINESSOBJECTS INFOVIEW

Dashboards -

SendTo -

Havigate

View your Inbox, Favorites, or Document Lists

I__"_Tj] My Inbox

% Information OnDemand Services

i@ Help

Use either "Document )
List" link r

-._5_""%-44-"“ h"“"""‘* ""*“JM*""*“ il
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Click on "New" in the InfoView Workspace Toolbar and select "Web Intelligence Document™*
from the drop-down list that displays.

SAP BUSINESSOBJECTS INFOVIEW

ﬂ Home | DocumentList | Open = | Send To - | Dashboards -

1? Analytic
ﬁﬁ Corparate Dashboard

% Categary

(% Folder

EpE |
o 5 =
%) §
E 4
=g
%*u
T E
non
D:
=]
=
= |
3

L "r""- * #.’F - ,‘._.. f - r_\? r“.““‘ Jﬂ.l'-\."" —JHL
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The right panel will display all the universes that you are authorized to use to create your Web
Intelligence Document or query, as shown in the following illustration. As explained previously, a
universe is a collection of data elements available in a database. The design of the universe
determines how the data is retrieved.

Select a Universe.

]

SAP BUSINESSOBJECTS INFOVIEW }
ﬁ Home | Documentlist | Open » | Send To - | Dashboards - i
Web Intelligence Document - New Document :

[ Uriverse = Description ;

5 AFRS 1999 *
I AFRS 2001 '
4 AFRS 2003
L AFRS 2005
5 AFRS 2007
4 AFRS 2007 Test ,
I AFRS 2007 with Subsidiary Agency
L AFRS 2009
& AFRS 2009 (Secured Latest)
4 AFRS 2009 Beginning Balance Test S
s ABLLE T0AA BNC Tact
IS | Click Here |, . _
4 AFRS 201 ﬁé
I AFRS 2011 Beginning Balance Test

FRS Title:
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After the Java component files have been successfully downloaded, the screen shown below will
display.
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Java Report Panel Overview

You build queries in the Java Report Panel using objects in the universe. The universe objects
appear on the left side of the panel under the Data tab. The upper right half of the panel is the Result
Objects area, where you select objects to be displayed on the report output. The lower right half of
the panel is the Query Filters area, where you define how to limit your data selections.

SAP BUSINESSOBJECTS INFOVIEW

&} Home | DocumentList | Open + | SendTo - | Dashboards -
Hew Web Intelligence Document

D . v| -l .T | tﬁEditQUEW Edit Repart
|E|_}|L—| | t‘jii‘-"-ddQuery| @l |.

" Drata @mpenie: Result Shjects

| X | Iﬂ - To includdlata in the report, select objects in the Data tab and drag thern here, Click Run Query to returm ¢
[T AFRS 2011
EPEQ Tirne Class

-7 Biennium Data Tab
- Fizcal Year Result Objects

Fiscal Year Murn
Fiscal Month
Pasting Fiscal Month
Posting Adjust Manth
Manth ¥ear

Quatter

Manth Crese
Calendar Manth
Calendar Year

_*_ y

iy

i\ h AR AR EERRw

L

o 1 Federal Fiscal ‘fear
kb | Time Filters Query Fl|tsr‘5

IS ¥ Ve WIS

£ Agency Class To Fileer i query, drag predefined flkers here or drag objects hers then uze the Filker Editor ta define cuz
th[ ] GL Account Class

th+[ | Account (Fund) Class

th+[ | Expenditure Authority (Appn) Class
th | Program Class

7] Object Class Query Filters
Bh-[ | Organization Class
th | Project Class

th | Allocation Class

AL R T N S SRV o N NP oV o N

A

o

‘ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ
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You can resize any of the panels on this screen by using the double arrow key.

SAP BUSINESSOBJECTS INFOVIEW

@ Home | Documentlist | Open » | SendTo - | Dashboards -

MW&M

=~

] . |.| . | Edlt Guery | [Z) Edit Report

r‘lﬁ_lﬁddQuery|@| -ll

< Drata Propetties

Result Objects

& -

To include data in the report, select objects in the Crata tab and drag thern here,

(=Tt AFRS 2011
E}[}? Tirne Class
----- @ Biennium
----- ? Fiscal Year
----- @ Fizcal Year Murm
----- @ Fizcal Month
----- # Pasting Fiscal Manth
..... ' Posting Adjust Month
----- @ Manth Year
----- . Quarter
----- # Manth Desc
----- # Calendar Manth
----- # Calendar Year
----- @ Federal Fiscal Year
[+ | Time Filters
[ ] Agency Class
&
4

#h- | GL Account Class
+ L_—| Accougt [Fundj Iass

Gt

R Y

Click and Drag

ey

* Click and Drag
W

Query Filters * L;\
To filter the query, drag predefined filkers he®e or drag objects kgENhen use th

e "\x“f.r\_u'h
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Universe Overview

A universe is a representation of the information available in a database. A universe is comprised of
objects and classes; these are technical terms for data elements and the way they are organized.
There are different types of objects for use in a query:

Icon Description

T Class - Logical grouping of objects. Each class has a meaningful

or name, for example; Agency Class, Object Class, or Measure Class.

Dimension - Retrieves the data that will provide the basis for analysis
in a report.
Dimension objects typically retrieve character-type data.

Detail - Provides descriptive data about a dimension. A detail is

.‘- always attached to the dimension for which it provides additional
information.

Measure - Retrieves numeric data that is the result of calculations on
data in the database. Measure objects are often located in a
Measures class.

Query Filter — Restricts the information returned by objects, such as
limiting data concerning amounts to a specific time interval.

14 | Office of Financial Management - Enterprise Reporting Services
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Select Fields to Display on Query/Report

Add Objects

To select the data elements to display on the report or query, double click on the desired dimension
or drag and drop to the right upper panel in the “Result Objects” area.

wlew Web Inteligence Document,
O . T|‘| .T|tﬁEdiIQUEW Edit Repart

El_} i | [ﬁﬁﬁddQueryl @l |l
W Result Objects

| | i - ! Fiscal Month
=70k AFRS 2011
E}Er‘y Tirne Class

----- # Bienniurn

----- L] Quartelr

..... # Month Dresc

----- # Calendar Month
----- P Calendar Year

----- @ Federal Fiscal Year

il VP o e

To choose the next data element, close the existing folder by clicking "-" and open the desired folder
by clicking "+" beside the folder. Then double click the dimension, or data element, you wish to use
in your query.
e eh Inteligesce Document

D . '| .| .' | @EditQuery Edit Report

El_J,F = | t‘_:T';:i-P-ddQuenr| @| |l
~ Data | Propetties Result Objects

| | ﬂ i ¥ Fiscal Month | | ¥ Subabject ¥ Subsubohject
(ST AFRS 2011

L_‘| Tirne Clazsz

L_"| Timne Filters

L_‘| Agency Class

L_‘| GL Account Clazs

L_"| Account [Fund) Class

L_‘| Expenditure Authatity (Appn) Class
. m Class
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Continue to select the data elements that you wish to see on the query/report by double clicking, or
using drag-and-drop, for the desired dimensions or titles and amount. The Amount data element is in

the Measures class, at the bottom of the list.

Please note that the amount field will be automatically rolled up by the data columns selected for
display on the query/report.

MNew Web Intelligence Document
[} a = | - [ﬁ Edit Query Edit Report
| G l‘jﬁAddQuew 9

Crata | Propetties Result Objects

| # - ! Fiscal Manth ' Subobject ! Subsubobject| | ¥ Vendor Mame Arnount

(=7 AFRS 2011

--J Tirne Class

--J Tirme Filars

--_| Agency Class

--J GL Account Class

--J Account (Fund) Class
|| Expenditure Authority (Appn) Class
| Prograrn Class
[ | Ohject Clazs
--_| Crganization Class
--J Project Class
--J Allocation Clasz
--_| Revenue Source Class
--J Federal Class
--J faster Index Class
--_| Mendor Class
'-J Payrment Class
[ | Batch Header Class
--_| Drocurnent Class
--J Transaction Class
--J Miscellaneaus Class
Bl'_'q Meazures Class

il J’ o Amgunc ORI WL S gy \\_\ IH._ v W N W S

k\ LW WL W Py, Y T WP

Helpful Hint: When selecting dimensions for the query, you may drag and drop each class folder
such as “Agency” if you wish to get all components under the Agency category, such as Agency,
Title and Sub Agency. If you wish to see “Agency” only, then you would need to expand the “+”
box by Agency and select only the Agency dimension below it.

16 | Office of Financial Management - Enterprise Reporting Services
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In the following illustration, all of the dimensions in the Agency class were moved to the Result
Objects area by dragging and dropping the Agency folder.

bigemi <
it g Mg ok ot M TN i gl e T ....r'f
Delete Objects

To delete a selected field from the Result Objects area, select the object and drag it over to the Data
tab. Another method is to click Delete after selecting the object. In the illustration below, Agency,
Sub Agency, and Agency Title need to be deleted from the query.

| Pee M st plppmoce, Reprmmmn
TS O . r
IR @ aem P =] Py
s Frooetm: Manl Ot
: i _cnu-uuuq
- - | S Fasel Motk | # Skt | Skl Slankr Hsrms R Ry we— H-.—Tnh (
W aFES 2004
b i i (N
==rm ¢
& M.-nl'ln'n_;'l.uﬂ
g, i o ot A AN i gl B T g g _,—f

Another method is to click "Remove" after selecting the object. You can also use the "Remove All"
button to clear the Result Objects and start over.

Result Objects

7 Fizeal Manth 7 Subobject 7 Subsubobject| | Wendor Marne| | Arnount §  Agency # Subagency b Agency Title

17 | Office of Financial Management - Enterprise Reporting Services
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Select Query Filters

Overview

You limit the data returned by a query by specifying filters when you define the query. When the
query runs, the tool returns only the values that meet the query filter definitions. Query filters
retrieve a sub-set of data from the database and return the specified values to the Web Intelligence
report. Query filters enable you to retrieve only the data needed to answer your business question.
This is especially important when using the AFRS universes, since each universe contains detailed
statewide data for an entire biennium.

Filter Components

You use the Query Filters of the report panel to define filters. A filter has three components:
q Afiltered object, or data element
q An operator
qag Avalue or comparison object

An example of a filter is "Agency equal to 105", where the filtered object is "Agency", the operator is
"equal to", and the value is "105".

You can use any dimension, detail, or measure listed in the Data tab when defining filtered objects.
Caution: You will need to expand the desired class and select the individual dimension or detail
object at the lowest level. You cannot filter on all the dimensions and details within a category. For
example, you won’t be able to drag the VVendor class as a restriction in the query since there are
multiple components under this class.

18 | Office of Financial Management - Enterprise Reporting Services
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There are several operators available when specifying a filter, providing the ability to perform many
different types of comparisons. They include:

Cuery Filters

Wpe a3 Conskant

qual ta

FEE

alll

Mot Equal to

Greater than

Greater than or Equal to
Less than

Less than or Equal to
Bietween

fat Betwesn

In list

Mat in list

Iz rull

Iz not null

Matches pattam
Different frorn pattem
Both

Except

Descriptions of Query Filter Operators

Operator Retrieves Data Example
o {Fiscal Month} Equal To 10
Equal To Equal to the specified value retrieves data for fiscal month 10
. {Fiscal Month} Not Equal To 10
Not Equal To Not equal\t/t;lt:: specified retrieves data for all fiscal months

other then 10

Greater Than

{Fiscal Month} Greater Than 10
retrieves data for fiscal months 11
and higher

Greater than the specified
value

19 | Office of Financial Management - Enterprise Reporting Services
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Greater Than or

Greater Than or Equal to the

{Fiscal Month} Greater Than or
Equal to 10 retrieves data for fiscal

Equal To specified value months 10 and higher
Operator Retrieves Data Example
{Fiscal Month} Less then10
Less Than Lower then the specified value | retrieves data for fiscal months 01

through 09

Less Than or

Lower or equal to the

{Fiscal Month} Less Than or Equal
To 10 retrieves data for fiscal

Equal To specified value months 01 through 10
Between two values; including {GL Account} Between 6500 and
Between ' 6600 retrieves data for GL

these values

Accounts 6500 through 6600

Not Between

Outside the range of two
specified values

{GL Account} Between 6500 and
6600 retrieves data for all GL
Accounts not between 6500 and
6600

{Agency} In List '225;310;477"

In List Same as values specified retrieves data only for Agencies
225,310, and 477
. {Agency} Not In List ‘225;310;477’
Not In List Everythlngs Oétﬁ{;gen values retrieves data for all excluding
P Agencies 225,310, and 477
Is Null Which there is no value Is Null does not apply to the AFRS
entered in the database Universes
Is Not Null For which a value Is Not Null does not apply to the

AFRS Universes

Matches Pattern

Includes a specific string that
is like a value

{Program Index} Matches Pattern
‘15%’ retrieves data for any
Program Index that begins with 15

Different From

Excludes a specific string that

{Program Index} Different From
Pattern ‘15%’ retrieves data for any

Pattern is like a value Program Index that does not begin
with 15
o {Budget Option} Both “1” and “2”
(0] retrieves data for budget options
Both CorresponSgIL(;tswo specific . data for bud .
one and two
Corre\/s;)lsgd:ntdo(;)Q:Ssr?(;etcmed {Budget Option} Except Option “1”
Xce retrieves data for budget options
E pt i data for bud i

correspond to another
specified value

other than one
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Building Query Filters

Use the Query Filters portion of the report panel, located in the bottom right half of the screen, to
build filters.

Filter Using Equal To

First, select a dimension, or data element, by which to restrict the query. Drag the selected
dimension to the Query Filters area. In the example below, Agency is selected for the filtered data
element. After a data element is selected, a filter editor box will display as illustrated below. This is
where you select the operator and values needed for your query. The default operator is "In list”. To
view the complete list of operators, click on the arrow by the drop down box.

SAP BUSINESSOBJECTS INFOVIEW

ﬁHome Document List | Open » | Send To = | Dashboards =

Hew Web Intelligence Document
ﬁ 5 v @ Edit Cuery Edit Report
T _llf = L‘?’_I':::AddQuer;r ;9

Data | Propetties Rezult Objects

| | ﬂﬁ M Y Fiscal Month ! Subobject | Subsubobject | 7 Yendar Marne Amount
ST AFRS 2011
[} ] Tirne Clazs

\ﬂ\,»‘\,ﬂ T Y s Y W S S e D)

Click and Drag
- ——
Query Filters
...... ! B3k Option
[0 7] GL Account Class
[#h[1 ] Account (Fund) Class
[+ 7| Expenditure &uthaotity (Appr) Class
[+ Program Class Mot Equal ta
L] Object <l
&0 ]e-:- j“: Greater than
[#+[} | Organization Class
[#[ ] Project Clasz Greater than or Equal to
[+ ] Allocation Class Less than
[#[; | Revenue Source Class
F-{1 7] Federal Class Lesz than or Equal ta
[#[1 | Master Index Class Bietwaen
E;B Wandor CIaTS Mot Between
- Payrnent Class
N .
MRS [N o RV P IO S
o e ._r-\n_ 4
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SAP BUSINESSOBJECTS INFOVIEW

@ Home | Documentlist | Open » | Send To - | Dashboards -

Hew Web

O

Document

'| I|.v|

@ Edit Quary

Edit Repart

El_](' r‘lt‘ilﬁ\ddQuenr|§| |l

Froparties

Rezult Objectz

|t -

¥ Fiscal Manth | | @ Subohject

ST AFRS 2011

L_"| Tirne Class

L_‘| Tirne Filters
EIFF"I Agency Class
e Agency
EI # Subagency
o b Agency Title
@ Budget Cption
b} ] GL Account Class
b | Account (Fund) Class

[

E

[

[#H[} ] Program Class
[#h[[ ] Object Class
[+ ] Organization Class
[#[1 ] Project Class
[+ 7] Allocation Class
[#[1 | Revenue Source Class
[+ 7| Federal Class
[+ | Master Index Class
[+ ] Yendar Class
[+ | Payment Class

th[ | Expenditure Authotity (Appn) Clasz

\L-'J *“Mﬂs:‘"\\l N J\."

A yendor Mame| | w

¥ Subsubabject Amount

Query Filtars

Greater than

Less than

Between

Mot Batween

Greater than or Equal to

Lezs than or Equal to

Nt 1 ¥ s ¥ L B

h‘.‘w‘ "~ ﬂn.‘u-ﬁ’.“\\-w’k“

Type your Agency Code in the blank field. The filter limiting Agency will now be shown in the
Query Filter panel.

New Web

OHE '|‘| .'|@EditQUeN Edit Repart

Document

BE] = | 6 ast query | @ 1|
7 Doata Propetties

Rasult Objects

(ST AFRS 2011
Lj Time Class

- Budget Cption

[#h[; 7] GL Account Class

Lj Account (Fund) Class

L_‘| Expenditure Autharity (Appr) Class

Filter Using a List

You can specify one or multiple filters in a query. When using the AFRS universe, it is highly
recommended you specify a filter by General Ledger Account (GL). If you don't specify a filter for

My g S

¥ Fiscal Manth | | Subuobject ] Subsubobject o endor Mame | | e Arnaunt
i
Cuery Filters T}‘pe Three Dlg‘l‘
Agency Code

4 Agency Equalto .
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GL, your query will return values for all GL's in the universe, making it difficult to interpret the
results returned.

In the example above, assume the query should be limited to cash expenditures and actual accruals.
The corresponding GL values are 6510 for cash expenditures and 6505 for actual accruals. Follow
the steps below to build this filter, using the In list operator.
1. Click on the "+" by the GL Account class to expand the folder.
2. Drag GL Account to the Query Filters area. Leave the comparison operator at the default
value of Inlist.
3. Click on the down-arrow to the right of the blank field. A list of options will display as
illustrated below.

CQuery Filters
105 l

' Agency  Equal to Click Here
And

-

© GLAccount  In list -

¢
)
,\"""\ i s P . =-...—-f* M"‘-\_Nﬂr

4. Select Value(s) from list.

Query Filkers

! Agency  Equal to - |E§_

And
1 &L Account  In list - R
v | constant | Click Here
\alue(z] From liﬂk

Prornpt

Fesult Frorn anather quary

I"-mmh | ’ . AJ b, \j.ﬁh‘-r-'"x

23 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 4 - SAVE AND EDIT QUERIES

Web Intelligence User Guide

A List of Values screen displays. This provides a list of all the values in the universe for GL
Account.

Scroll down the list and select GL 6505. Click on the arrow to move this value to the Values
Selected area. Repeat the same steps for GL 6510. Note: You can also manually enter the values in
the blank field at the top of this screen and move them to the Values Selected list.

B2 List of Values X

= Select GL Account(g):

Type a walue elect GL Account(s):

Refrazh walues =

GL Account
E210 A

| Click Here

EE10
EE11
EE12
BG4
EE1C
EE1E
EG25

(= =y] z
£ il | >
Last Refresh Drate: July 27, 2010 1:40:26 PM ..,

|Enter your search pattern | ﬂ -

o [ ]
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Click on OK to close the screen.

List of Values X

W |Se|e-:t GL Account(s]: 69056510

Type a walue Select GL Accountls):

| Py 6505
Refresh values @2 feeed
5L Account

E210
E310
E410
ELO5
EL10
E511
EL12
ES14
L)
EL1E
ELZE

[ ==y

4 | >
Last Refresh Drate: Juby 27, 2010 1:40:26 PM ..,

7!

>

W

[Enter your search pattem | -
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The resulting filter will limit the GL Account selection to GL's 6505 and 6510.

| New Web Intelligence Document
O E '|.| .'ltﬁEditQ'—lEW Edit Repant

= EEEETEE L] | %
- Data | Propemies Result Objects f

| | ﬂ M |  Fiscal Manth

=17 AFRS 2011 ~
E}Er‘" Tirne Class

----- # Biennium

----- ' Fiscal Year

----- ' Fiscal ¥ear Mum

----- # Fiscal Month

----- ' Pasting Fiscal Manth

----- ' Pasting Adjust Manth

----- ' Month Vear

----- 7 Guarter A E |
..... # Month Desc | # Gl account In list EEOS510 ‘

----- ' Calendar Manth
----- ' Calendar Vear

|| o A sl ™ i ™ i and™

7 Yendor Mame

| 7 Subobject

‘ ¥ Subsubobjact

R Arnount |

Query Filkers

-

| 7 Agency  Equal to
nd
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Filter Using a Range

To set a filter using a range of values use the "Between™ operator. This example will create a filter to
limit the Fiscal Month selection to fiscal months 01 through 12. Here are the steps to create this
filter.

Fiscal Month from the Results Objects to the Query Filters area. Since you have placed Fiscal
Month in the Result Objects you can drag down to the Query Filter Box.

New Web Intelligence Document 7
0 = 1 < [ﬁ Edit Quety Edit Repart $
FE: C : t‘j’ii‘ﬁddQuem /9 ’
Drata | Propetties Click and Drag!
| | M { Fiscal Month | | ' Subobject ¥ Subsubobject| | ¥ Wendor Mame| | Arnount ‘
[S-Ths AFRS 2011 - ’
(=== Time Class )
- @ Bienniurn
- Fiscal Tear
- Fiscal Year Mumn
S lFizcal Month ’
| ing Fi 1
Pasting Fiscal Manth Query Filters \ !
-« " Posting Adjust Month ’
. A =
Marth ¥ear 7 agency WEqual to . =
- Quarter '
* % Month Dest And 7 L Accountd In list 5056510 i (
-« 1 Calendar Month hd =
| = 1
Calendar Year " Fiscal Morth ™ Inlist =
w1 Federal Fiscal Year
M Fbfe i Filt . . - *‘J“- )
B Licaa . ‘.‘r A\.' a—-ts \patenta, ,—‘ AP in st o

Change the comparison operator to Between by selecting it from the drop down list of operators.
New Web Intelligence Document "

| 5 ' @Edit Cuery Edit Report
M |[= [ L‘T_I':::AddQuery /9

[rata | Propetties Result Objects
| # - ¥ Fiscal Manth | | 1 Subohject 4 Subsubobiject| | ¥ Wendar Mame| | Arnount
[F-70 AFRS 2011 -~
(= Time Class
----- ¥ Biennium

----- ¥ Fiscal Year

----- ¥ Fiscal Year Mum
----- cllFi=cal Month
----- ' Posting Fiscal Manth

Query Filters
----- ? Posting Adjust Month
..... ’ s [iz
Manth Year ¥ Agency Equalto - _ i
..... J Guaner
..... 4 = —
Manth Dresc L e N = 5 =
----- ¥ Calendar Month
..... 1 =
Calendar Year * Fiscal Month  In list - 3:7
----- ¥ Federal Fiscal Year
B Time Filters Equalle
[#-[ | Agency Class Mot Equal to

[—}-re GL Account Class
- ¥ EL Account
[#- ¥ Subsidiary Account Greater than ar Equal to

Greater than

----- 4 Subsidiary Agency

AU AN At A, ey, af A

, 4 Less than
----- D Cr Ine

Click Here
----- 4 Pertaining Ind lerss -
£h[) | Awccount (Fund) Class Between

£-[} | Expenditure Suthority (Appn) ¢
£[) | Program Class
b[) ] Object Class In list

‘Jwi\ofrgarlization Clasz B g - '.\‘ “’\l*mbh_\ . '-‘-h \ r_‘

Mot Batween

-
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Note that the filter editor box now displays two fields for entering values. Enter "01" in the first box
and "12" in the second box.

New Web Intelligence Document
M [ﬂ =3 - Lﬁ Edit Query Edit Report
mIE G L_':Jﬁ.ﬂ.dd Query 9 50|

Data | Propetties Result Objects
| | # - ! Fiscal Month | | @' Subobject | Subsubobject) | Y Yendor Mame Arnount
ST AFRS 2011 A
EILHW Tirme Class
----- ! Bienniurm
----- ! Fiscal Year

----- " Fiscal Year Mum
----- " Fiscal Manth
----- ! Pasting Fiscal Month

ANM ALY VYN

. Query Filkers
""" Pasting Adjust Manth
..... Manth Yesr | Agency  Equalte 3%
""" 1 Quarter
..... 1 Month Drese And | GLAcount Inlist _ 5056510 |_§Ev
----- Calendar Manth
""" | e X
slendar Tear Fizcal Month  Between 1 =] And 12 iz

----- ' Federal Fiscal Year
[ Tirne Filters

o e Al s B st o B i

Filters Using Wildcards with Strings

To retrieve data for values that include a specific alphanumeric string, use the Matches pattern
operator. You can include wildcard characters with the string value to further define the filter. This
is very useful when you are trying to find data that begins with, ends with, or contains a specified
string. For example, you may create a filter to find all vendors that contain certain words, such as
"Qwest" or "Verizon". You can easily do this using the Matches pattern operator and wildcard
characters. Please note that using text in filters is not case sensitive. So using "Qwest" or "qwest"
will produce the same results.

Note: The ""%"" character is a wildcard value representing zero to many
characters (same as ""*"" in ER Financial Reports). To specify a substitution
character, representing a single character, use the **_** (underscore; same as **?"
in Financial Reports).
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Here is an example on how to create a filter to retrieve data containing a specified string. In this
example, we will set up filter to find Vendors that contain either "Qwest" or "Verizon".

1. Expand the Vendor class folder by click on the "+" to the left of the folder.
2. Drag Vendor Name to the Query Filters area.
3. Change the operator to Matches pattern by selecting it from the drop-down list of operator

values.

Mew Web Intelligence Document
(I} 5 - L‘_ﬁ Edit Query Edit Repart

| i I

! L‘T_IE:LP.dd Queny :9 En

Crata Propetties

| -

Result Objects

[+ | Federal Class
u Master Inder Class
E}[_e endor Class

----- ! Wendor Mumn

do

Vendor Marme
----- ! ends

W

Wendar City
\endor State
“endor Zip
Wendar Type
\endor Trailer
\endor Source
Contract Murn
IRS Box
COMMBE Class

Srnall Bus Ind
Tax Type
UBI Prefix
UBL Suffix

Uze Tax

[} | Payment Class
[+ 7| Batch Header Class
[+ | Document Class
[ ] Transaction Class
[+ ] Miscellaneous Class
[+ | Measures Class

<

----- 1 wendor Murmn Suffic
r Address 1

‘endor Address 2
‘endor Address 3

OMWBE Pay Flag
Minority Buz Ind

US Foreign Addr

Ead

DSHS Provider One Payn

|

! Fiscal Manth

| Subohject

1 Subsubobject

I wendor Mame

Arnount

@ Display by objects

isplay by hierarchias

Cuery Filters

And

! Agency Equalte

! Gl Account Inlist

" Fiscal Month  Between

! Wendor Mame Inlist _

E
E505E510 i=

Type a constant |[$=
-

Equal ta

Mot Equal o

Graater than

Greater than ar Equal to
Lezs than

Less than or Equal to
Between

Mot Betwesn

In list

Mat in lizt

Iz null

Click Here

Is not o

Matches pattemn

YI

Drifferent frarn patte

Bath

gt r "m\

¥
|

&

)
3
8

] aelz

APNA AN A AR AL A A AN ey

29 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 4 - SAVE AND EDIT QUERIES

Web Intelligence User Guide

4. Type in Qwest% in the Value entry field. This will select values that begin with "Qwest"
followed by any other characters.

Shown as follows, the newly created filter limits Vendor Name to values containing the string
"Qwest",

| s Web Intefigence Doowment
OH '|.| B- | (7 Edit Query Edit Report
El_J.F i | tjj_l:i-‘:\ddQueryl @l |l

mpmpenies ] Result Objects

| | i - ¥ Fiscal Month | | ¥ Subobject ¥ Subsubobject| | ¥ Wendor Mame| | Arnaunt
ST AFRS 2011 ~
E}Fﬁ Time Clazz
----- 4 Bienniurn

----- 4 Fiscal Year
----- 4 Fiscal Year Mumn
----- 4 Fiscal Month

‘
F
o
+*
..... ¥ Pasting Fiscal Manth Couary F_ilters f
3
;"

----- 4 Pasting Adjust Manth

..... ’
Month ¥ ear 4 Agency  Equal ta - 105 E

----- I Quarter
_____ ,
Manth Desc 4 GLAccount  In list - Eol o1
----- 4 Calendar Manth And
----- 4 Calendar Year

4 Fiscal Month  Between E and .
----- 4 Faderal Fiscal Yaar T E
i Tie Fites

= 4 wandor Mame  Matches pattam queestdt

b Agency Class
th|. | GL Account Class

b0 Account (Fund) Class :
o g 0t FEeRal o I‘\f sl ARttt smagsanl o

r!mmmm

30 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 4 - SAVE AND EDIT QUERIES

Web Intelligence User Guide

Run Query

After completing the selection of the data elements in the Result Objects area and defining the
filters in the Query Filters area, you are now ready to run the query. Click on the Run Query icon
in the upper right corner of the report panel.

Mn i Intelipuuce Desusnml,
ME - & B e H Ed b

=TS e ) |

Dila | Proceiit | [Resck b puuis
e B2 || o | ot || o sbtebivn | st iy |
= T AFRS 2011 |

B (5 | Tens Clart

#-L| Tima Flees

& Ay Gl

L s ot g 8P ™ I bl s 3 B e el

A Retrieving displaying the processing status

Retrieving Data

T

Decoding Docurment

| )

Estirmated wait: Bz
The estimated wait is based on the last refresh,

I_ Cancel ][ Halp ]

After the query finishes processing, the result report will be displayed in the form of a table in the
Report View window on the right half of the screen, in a. For more information on working with
reports, refer to Chapters 6 through 10 of this manual.
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New Web Intelligence Document

| [E'] M=} ﬂﬁ ' @EditQuew EditRepon
i i | ) A dh-| Y -|E| R
| [ szuja

N T
1]

E - @ Wiew Structure

Crata | Temn., Map | Prop.. Inpu.,
Data n

[=)g#] Mews Web Inteligence Docurnent
? Fiscal Month

. | Subobiject

7 Subsubobject

7 Wendor Mame

Arnaunt

01
02
02
02
03

"\_.mr\ﬁ_'-«“‘--— (VI M""-"‘---n 0004 ‘J R T R e

Cancelling a Query

Fiscal Month Subobject
01 EB

EZ
EB
EB
EB
EB

Report Title

0004

0001
0004
0004
0004

QWEST COMM INC
QWEST,

QWEST BUSINESS
QWEST BUSINESS
QWEST COMM INC
QWEST COMM INC

Subsubobject __Vendor Name __Jamount ___|

101.72
1,052.01
297
0.19
450.71
453.28

You can interrupt a query while it is processing. If you choose to do this, only partial results will be
returned to the report document, and they will not accurately reflect the query definition. To cancel a
query, click on the Cancel button in the Retrieving Data dialog box.

Retrieving Data

Processing Request

X

[NENNENNNNNRNNNNNNENEN

I

Estimated wait: Gz

The estirnated wait is based on the last refresh,

| Click Here |

‘Q‘E“"" | (e ]
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The Interrupt Data Retrieval dialog box displays.

Interrupt Data Retrieval R|

Web Intelligence has not Anished retrieving the data,
Choose the results vou want ta retumn ta the dacument
ot click Cancel to retriewve all the data,

{3} Festore the results lrom the previous data rettiewval i

{:} Purge all data from the decurnent,

() Retumn the pantial results,

[ Ok ][ Cancel ][ Help ]

Three options are available:

1. Restore the results from the previous data retrieval: the tool will return data to the
document based on the values retrieved the last time the query was run. So the report will
not reflect the information based on the latest database values.

Purge all data from the document: the tool displays an empty report.
3. Return the partial results: the tool returns data retrieved so far to pertinent parts of the
report. The rest of the report will reflect data returned the last time the query was run.

n

Select the desired option and click OK. The tool will return the results based on the option
selected.
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Chapter 4 - Save and Edit Queries

This chapter covers how to save and edit query documents. You can save a document containing the
query definition and resulting report to one of the folders in the tool. You can then open a saved
document and edit it.

Save a New Query

Depending on your security profile, you can save a document to either a personal or a public folder
within the tool. If you are a regular user, you can save a file to a folder under My Folders. If you
are a power user, you can save to either to a folder in My Folders or to one in Public Folders.

In order to save a document to a personal or public folder, you should run the query first. Refer to
page 31 for information on running queries. After a query is run, the results will be displayed in the
Report View window.

To save a query or document to a personal folder, click the Save button on the upper left corner .

-
= %T ET @"."IEWSI
H| @ - EEE| T = =|b
Crata | Tern., Map | Prop.. Inpu..
Crata "
EI---w,_.r Mewy Web Intelligence Docurnent
7 Fizcal Month
7 Subobject
¥ Subsubobject REpﬂrt Title ’
4 endor Marne ,
Lo Bmount
Subomect Subsubobject @
o004
Loy s p pmoitd

Ty ‘ﬂ‘*”'
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The following Save Document dialog box will appear. Enter the Title for the Document and click
OK on the bottom. Document title can only contain numbers and letters; it cannot contain special
characters. Note that the My Favorites folder is highlighted so that is the default location where the

document or query will be saved. You can choose another folder to which you have access, if you
wish.

B save Document |3_<|

[ 7| Falders % Cateqories

E|$ Horme Titla Size CnnEer Crezcripkion
@ My Fawvatites
[} ] Public Folders

'II"|I
'II"|I

Mame: Enter a name for your document here | Advanced ¥

[ Ok ] [ Cancel ] [ Help ]
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The Save Document dialog box will close, returning you to the Report View window.

New Web Document
-S| | E - | (5 ede quer

(Echaf 9 0 A Y T D - | BE v

| | v[ezujA-j& - H ===-50 <]

Edit Report

Crata | Temn., Map | Prop.. Inpu,

| Data e

E|~;: Mew Web Inteligence Docurnent
A Fiscal Month

i Subobject

-+ 1 Subsubobject Report Title

-+ 1 wendor Mame

o Aot
Fiscal Month Subobject Subsubobject Vendor Name

0004 QWEST COMM INCT 101.72
0 EZ QWEST, 1,083.01
0z EB 0001 QWEST BUSINESS 2.97
0z EB 0004 QWEST BUSINEES 0.19
0z EB 0004 QWEST COMM INCT 450.71
03 EB 0004 QWEST COMM INT 453.28

\M"‘ﬁ.f“‘\u\, 2 WY VW

"\_w"‘\ﬁ_r«“‘—h— 7 """‘h“_ 0004 l»...,‘"""“"‘lfhw‘d“-

Save Query before Running

You can save a query to a selected folder before running it. Build the query in the Query View
window, and then click on the Edit Report button. The report will display, as illustrated below,
since there is no data to populate the report yet.

o

E_Lrﬁ’ *|q@|£|“'| B | A "|E "|-"|“'| '|@UiewResu|ts '
q | |BIU|Av|&,|__| - - |EEE||§|:|.|@’I
<~ Data Tem.] Map Dmp.] Inpu.]

© Data B

E|~';rh Mew Web Intelligence Document
fo # Fiscal Manth

- Subabject

-+ Subsubobject Report Title

- Wendar Mame

Arnount
m =NameOf{[ Subobje=NameOf{[ Subsubi=NameOf{[Vendor [=NameOf{[Amount]

=[Fiscal Manth] =[Subobject] =[Subsubobject] =[Vendor Name] =[Amount]

Click on the Save button and select Save as. Follow the instructions in Save a New Query
section to save the file.
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Save an Existing Query

To save a document that has previously been saved, click the Save button from the toolbar. The
document will be saved under the existing file name.

Document »
H - | Iiﬁ || - |tﬁ Edit Quary Edit Repart ’
el gy | 9 O O]y (T[Sl [ E | -] % |1 - | (B B vewsman [ P
i | B ZUA-&- =====-150+] -
< Data Tem.] Map Dmp.] Inpu.] 3
i Data it 3
B; Mew Web Inteligance Document
4 Fiscal Month
7 Subobject
7 Subsubobiect Report Title ’
4 wendor Mame
L 0 Arrgunt
I 01 _ EB 0004 QWEST COMM INC 101.72
'\JM vy 'n—' . e A "“ - '--'A-.f"'\.\#..r‘*..ﬁ . - ,-"x

Helpful Hint: There is a 60-minute timeout period if the system does not detect certain activity.
Save your documents often in order to avoid being automatically logged off.
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Close Document without Saving

To close a document without saving it, click on the "X" in the upper right corner.

-

- Refresh Data x E’? ‘ﬁ% |E| @E ‘f’;l QDﬁ"ﬁ 6

[

The following prompt message will appear.

Windows Internet Explorer

' Abe wou suke wou want to navigate away fram this page?
L] j

IF vou close wour broveser now wou will lose any unsawed modifications to this docurnent,

X

Press OF ta continue, oF Cancel ta stay on the curent page.,

ok | cancel |

Click OK to continue without saving. Click Cancel to remain in the Report View window.
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Modify a Query

To open a query, click on the My Favorites Folder from the main page.

ﬂ Home | DocumentLlist | Open + | Send To - | Dashboards -

r | Mew - Add - | Organize - | Actions - ?

Title

My Favorites

Inbox

Fublic Folders ;
£

To modify that query, right click on the query and select Modify from the list.

E%l——

B 12 public Folders

ﬁ Home | Documentlist | Open » | SendTo » | Dashboards -

SAP BUSINESSOBJECTS INFOVIEW f

|E %| re | Mew - Add - | COrganize - | Actions -

= all Title * Last Run

= My Favorites '-a
D tnbox

B [27 public Folders ® | Test

Qwest Expendi
View

Properties

Histaory

Mew *
ol W T e

Note: The Schedule function allows you to run the query as a report and History will show all the
report instances you have submitted for this report or query title.
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After clicking Modify, the existing query will be displayed in the Edit Report mode, as illustrated
below.

New Web Intelligence Document
M [ﬁ Ml | ﬂﬁ " @Edit Cruery Edit Report

T A |9 O [CmsTEY - [SE| 8 | E [T | | 1S - | (B B view st

| | B 7 UJA - |& - Hi - L === = _|FH ¢
Crata | Term., Map | Prop. Inpu.,

Drata B

E|"'~,_- Mew Web Inteligance Document
* Fiscal Month
7 Subobject
e 1 Subsubobiject Report Title

7 Wendor Name

e s Amount
Fiscal Month ___Subobject ___|Subsubobject

QWEST COMM INC 101.72

mJM vy '0:..' A ,,....E.EL.,.,. — \EU?;--“""M i o L

"&\' L L Y

You can click on Edit Query and modify the query as needed, using the techniques explained in
Chapter 3, to add or delete objects, or to add, change, or delete filters.

Editing a Document from View Mode

You can also edit a query you own by first viewing the document and then switching to Edit mode.
To do this, right click on the title of the document you wish to modify and select view. In the
example below, the file "Payment Research" is selected.
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SAP BUSINESSOBJECTS INFOVIEW

ﬁ Home | Documentlist | Open - | SendTo - | Dashboards -

E B | & | New = Add - | Organize = | Actions ~
= al o Title

= = My Favarites

# | Chapter 8 and T Exerd

- [ ~tebintelligence

- [ aFRS Daily
- [ Budget

Properties
i Chapters Categories
I class Madify
[ Daily Registers S'fj"lEdLﬂE
- 5] Links History
- B Inbox Mew 3
= |—-| Public Folders b Add v
T EHelpdesk Web Intelli Organize  *»

Fracticte oreating and naming a new query, merging dimensi

“erses, add)re

A dialog box displays indicating the document is being processed.

Document

e
L

Pleaze wait while the document iz being

processed

After processing, the data displays in the Report Panel. Note that the menu options are different than

those previously illustrated, since the report is being displayed in View mode.
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Click on Document from the pull down menu in the upper portion of the Report Panel. Select Edit
from the pick list of values.

-| wi = [100% ] 3

Edit k

E Save Ctr+5

Save as @
Sawve to my comp as b ﬂhject

Sawve report to my computer as b

The report will process and then appear with an Edit Query option, as well as an Edit Report
option. Click on the Edit Query button to modify the query as desired.

- | .| ﬂ | - | Eﬁ Edit Query Edit Repart
R .-'::-‘,| ") @m\ |i b 4 Y|:§|gl -| v|r"- - ‘,|ﬁ,|@swew5tmcm.
| | vrz0jA -5 [ ==-5ms])
- Drata Tem.] Map Pmp.] Inpu.] o =
{ Duata jul Q
= y Payment Research Repor‘t Title
o 1 Figcal Month
- 1 Orbject
7 S Subobject Subobect Tt
- Object Title Naot Specified 537174772
e b Subobject Titlhe
Lews dmaunt 24 A A Salaries and Wages 7205
24 A AA State Classified -34795
24 A AC State Exempt -3,077.46
24 A AS Sick Leave Buy-Out -35,128 .48
24 A AT Terminal Leave 827768
24 A Al Cvertime and Call-Bz 7051912

Office of Financial Management - Enterprise Reporting Services



CHAPTER 4 - SAVE AND EDIT QUERIES

Web Intelligence User Guide

Send a Document to Business Objects Inbox

You can share a Web Intelligence document with other users by sending it to their Inbox inside the
tool. The document comes over as read-only, but the user can then open it up and save it under
another file name to a different folder, where it can be modified. Following is an explanation of how
to use the Send to Inbox feature.

Navigate to the Folder panel in the tool, as illustrated below. You will see the folder structure on the
left side, and the individual files within the selected folder on the right side. Click on the file you
want to send. Click on the down-arrow in the Send button. A sub-menu will display. Select
"Business Objects Inbox"".

SAP BUSINESSOBJECTS INFOVIEW

-

ﬂ Home | DocumentLlist | Open - | Send To Dashboards -

E@ 2 | New v Add ~ | Org Email...

/
2

E| all FTP Location... Lot
= My Favarites File Location. ..
B [ public Folders ® | Test

P P e e T o
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The Send window displays. Make the following entries:
1. Uncheck "Use default settings"

SAP BUSINESSOBJECTS INFOVIEW

ﬂHnme Document List | Open - | Send To - | Dashboards -

-»>
h |

Title: Qwest Expenditures
Description:
Created: Jul 27, 2010 2:258 PM |
Last Modified: Jul 27, 2010 2:25 PM "
Last Run: Mewver )
Destination: Business Objects Inbox _

e
""'“u.“,.,_,_ " Al s M b -.....I‘*f

2. Select the userid of the recipient from the Available Recipients list. You may send to more
than one recipient, if needed. You can use the "Search title" toolbar to search for a specific

user id. Once you have found the user id you are looking for click on the user id and click
the arrow in between the two boxes.

Available

Selected
Search tite + [ben | &2 M 4 [T _Jof1 » M
M 4 [1_]oft » M Title Full Hame
N ® oo result IR Full Hame . Mo item to display
= penasud »
X benosr477 benosr477

{7 O User List ; & hensoblb4a77 bensoblb477

TEEGouplist 1 & pentest1os Benjamin Guyer )
£ bentest2105 Ben
& Rentestaing Beniamin Guyer e
£ | ¥
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3. Select "Use Automatically Generated Name™" for Target Name.

Target Mame:

® Use Automatically Generated Mame

O use Specific Name |

4. For Send As, select Copy. If you are sending a document from your favorites you are the
only one who can access the contents of your favorites folder. If you send a shortcut to
someone from your favorites they will not be able to use it.

Send As:
O shortcut

® Copy

5. Click on Send in the lower right corner.

Description:

Created: Jul 27, 2010 2:28 PM
Last Medified: Jul 27, 2010 2:23 PM
Last Run: Never

Destination: Business Objects Inbox

[ Use default settings

Available Selected

| Search title = [ben | £ | W 4[1_Jofz » M

| W 41 _Jofz » M Title Full Hame
T Title Full Hame & bentest10s Benjamin Guyer

|3

benjamin105 Benjamin Guyer

bennerr3a0 = =2

& User List

oo
83 Group List

bennl430
beno300

B> B> B B2 B

benosr477 benosr477

|
s
E3

Target Mame:
(&) Use Automatically Generated Name

) Use Spedfic Name |

Send As:
O shorteut

@ Copy

e=a)) =3

6. The file will be sent to the selected recipients.
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Chapter 5— Advanced Query Techniques

Combining Filters

You can group filters together and then combine them with other filters to retrieve data that meet
multiple criteria. In the example used above, three filters were created and combined together with
"And". This means that data returned from the query must meet all of the criteria specified by the

three filters: Agency equal to 105, GL Account equal to either 6505 or 6510, and Fiscal Month in the
range between 01 and 12.

Let’s assume that we also want to include data for Fiscal Month (FM) 99, the adjustment month for
the first fiscal year, in the query. Since FM 99 does not follow right after FM 12 in a sorted list of
FM values, the Between operator cannot be used. A separate filter for FM 99 needs to be created

and then combined with the existing Fiscal Month filter specifying a range. Following are the steps
to do this.

1. Expand the Time class folder by click on the "+" to the left of the folder.

2. Drag Fiscal Month to the Query Filters area.

3. Change the operator to Equal to by selecting it from the drop-down list of operator values.
4

Click on the arrow to the right of Value entry field and select "Value(s) from list" from the
drop-down list.

5. Inthe List of Values screen, select 99 and move it to the Value Selected field. Click OK to
close this screen.

A filter for Fiscal Month equal to 99 has been created.

Qwest Expenditures
| "1 B DJ Edit Query | [i5] Edit Report
s g : D':J::Add Cuary 9 En

+ Agency Class

Ny q.'“"*\s,"\ ~r — -'\"ﬁ-. B ompinne Amﬂ_\ﬂg"\ \....nr"-'-'“\ ""-\\....4_.'“.." '

Y
[rata | Properties Result Objects )
I?ﬁ T Fizcal Manth Subobject Subsubobject “fendor Mame Amount
=)o AFRS 2011 J
=} Time Class
----- Bienniurn '
----- Fizcal Year Couery Filters -~
----- Fiscal ¥ear Murm r 1
----- Fiscal Maonth Agency  Equal to 105 is N
----- Pasting Fizcal Manth .
----- Pasting &djust Manth GL Account  In list ES0SIES10 =
----- Manth Year
""" Quarter And Fiscal Month Betwesn _ (11 EE, And 12 EEv P
----- onth Desc ‘
""" Calendar Menth Wendor Mame  Matches pattem st EE, ‘
----- Calendar Vear
----- Federal Fiscal i= ’
ederalFiscal Year Fiscal Month  In list EE L= ‘ -l -
£ Tirne Filters L f
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The two Fiscal Month filters now need to be grouped together as a compound filter to retrieve data
for the range between FM 01 and FM 12, plus FM 99. Without proper grouping, the query would
not return any data, since a transaction cannot both be in the specified range and also equal to

FM 99.

To create the compound filter, drag the "AFRS Fiscal Month equal to 99" filter on top of the AFRS
Fiscal Month filter for the range as shown below.

Qwest Expenditures

M 5 ' f_ﬁEdit DUty Edit Repart
= G2 t_‘ill:;ﬁddQuery /9

Drata Properties

Rasult Objects

| -

[T AFRS 2011
E}fc‘“ Time Class

7 Bienniumn

Fiscal Year
Fizcal ear Mum
Fizcal Manth

Pasting Fiscal Month
Posting Adjust Month

Manth Year

¥ Fiscal Month 7 Subobject 7 Subsubabject| | Wendor Mame Annaunt

Cuery Filters

0
iz
iz

7 pgency  Equalto .

Juarer
Month Desc
Calendar Month

Calendar Year

Federal Fiscal ¥ear
[ 7] Time Filters

[} ) Agency Class

[+ ] GL Account Class

P '\

[
and | o

Fizcal Manth

A My A

7 wendor Mame  Matches pattem

© Fiscal Month  Inlist |99—| EE_

The two Fiscal Month filters are now indented underneath the other filters. Note the "And"
connecting the two Fiscal Month filters. This needs to be changed to "Or" so the proper data will be
retrieved from the query.

Calendar Year

(1 | Time Filters
b ] Agency Class
b)) GL Account Clazs

fl_!l_!l_!l_!

Federal Fiscal fear

- s
Qwest Expenditures 4
M 5 - [ﬁ Edit Query Edit Repart .
FFE: ] Lili:.-ﬁddQuery -’9 En }
Data | Properties Rasult Objects Y
| ﬂﬁ T ¥ Fiscal Month | | ¥ Subobject ¥ Subsubobject | 7 Wendor Mame | oo Armount f
E-Th AFRS 2011 3
EIP:‘“ Tirme Class )
----- 7 Bienniurmn ;
----- Y Fizcal Year Guery Filters
----- ¥ Fizcal Year Murn
""" o 7 Agency Equal to - EE_ ‘
----- Y Posting Fiscal Month ;
----- 7 Posting Adjust Month 4 EE0E;EE 10 = '
----- 7 Maonth Tear !
----- 4 Cuaner = = |
4 And 7 Fiscal Month  Between i And iz
----- Month Desc and = = S
----- ¥ Zalendar Maonth {

questt | =

4 Fiscal Month  In list -

J wendor Mame  Matches patterm

t--l Actount (Funs Claz:

W NP WY SLPIPIGI X
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Double-click the "And" to change it to "Or". The Fiscal Month filters should display as illustrated
below. The filter will restrict values for Fiscal Month to the range between FM 01 and FM 12 or FM

99.

| Quest Expenditures
OH - & 8-

tﬁ Edit Query

Edit Report

Propetties

EI|_§ 2 | (5 add query | | E|

Result Objects

BT AFRS 2011
(2 Time Class

----- 4 Bienniurn

----- 4 Fiscal Year

4 Pasting Adjust Manth
4 Month Year

] Quarter

4 Month Dese

----- 4 zalendar Month

----- 4 Calendar Year

----- 4 Federal Fiscal Year
[#+[1 7] Time Filters
[ ] Agency Class

" =w . i

¥ Fiscal Month | | 1 Subobject ¥ Subsubobject| | ¥ Wendor Marne Arnount

Guery Filters

01 |§_5.| and |12 |_5.|

4 Agency  Equal to .

4 GLAccount Inlist

4 Fiscal Month  Between

4 Fiscal Month  Inlist _

4 Wendor Mame  Matches pattern

 WNE YR e R Y S
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Combining Filters Using Wildcards with Strings

The previous example created a filter name for Vendor Name for one condition, a string containing
"Qwest". Now we need to set up a filter to find data containing "Verizon™ and combine the two
filters.

To create a filter for Vendor Name values containing "Verizon", do the following:
1. Expand the Vendor class folder by click on the "+" to the left of the folder.

2. Drag Vendor Name to the Query Filters area.

3. Change the operator to Matches pattern by selecting it from the drop-down list of operator
values.

4. Type in Verizon% in the Value entry field.
The newly created Vendor Name filter is illustrated as follows:

Qwest Expenditures
[ E = - Lﬁ Edit Guery Edit Report a
T E ! L?_I':::F\dd Query 9 En ;
Data | Propetties Rezult Ohjects '
| | ﬂﬁ M ! Fiscal Month | Subobject | Subsubobject| | 7 Yendor Mame Amnount
BT AFRS 2011
[+ ] Tirme Class '
[+ ] Tirme Filters 3
[+ ] Agency Clazs Cuery Filters '
[+ ] GL Account Class =
B[] Account (Fund) Clazs ! Agency Equalte E%
[+ | Expenditure Authority (Appn) Class
[0 Programn Class |Gl Account In list BE05,6510 =
[+ ) Objecr Class
[+ ] Crganization Clazs — —
- Project <) | Fiscal Month  Betwesn o1 ||E and |12 | = -
|71 Project Class And or
[+ ) Allecation Clazs _ =
- S — <
[+ | Rewenue Source Clazs Fiscal Month Inlist _ + .'
[+ | Federal Clazs
[ Master Index Class ! WendorMame Matches pattem E%
E2R g <ndo H
(£ Paymnent Class ! Mendor Marme  Matches pattem EE_
[+ | Batch Header Clazs L
d &Rr" Drocurnent <l . .
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To combine the two Vendor Name filters so they will retrieve the proper data, perform steps similar
to those used to combine the Fiscal Month filters. Drag the Vendor Name filter for "Verizon%" to
the top of the Vendor Name filter for "Qwest%". Change the "And" to "Or" beside the two filters.
The Vendor Name filters now display as illustrated below. The filters will limit the values for
Vendor Name to those beginning with the string "Qwest" or "Verizon".

Qwest Expenditures
| ] = |1(7 Edit Guery | (2 Edit Repont
s ,_I Dﬁﬁ\ddQuem 9 En

>
Crata Propetties Result Objects ’
| [iﬁ M Fiscal Manth Subobject Subsubobject Yendor Marme Arnount
=T AFRS 2011

[} Time Class :
[ ] Time Filters )
-- Agency Class Query Filters :
& Gl Account Class r
" Account (Fund) Class Agency  Equal to i=
-- Expenditure Authosity (Appn) Class J
[} | Program Class GL Account I list B505:6510 i= ;
b1 ] Object Class r
- Crrganization Class = =

: ) Fiscal Month  Between =) And = :
[#H[ ] Project Clasz o - = = ;
-- Allocation Clasz And —

__ Fewenua Souree Class Fiscal Month  Inlist i

-- Federal Class r =

" Master Inde: Class “endor Mame  Matches pattem Ev

-- "endor Class O

[ Paymen cl i

. ayment Llass “endor Mame  Matches pattern werizon % L

[#H[ | Batch Header Clazs ‘ ’
-- Crocurnent Class B
-- Transaction Class /

"“*-\_”; -{_._’\'u-l.l""q "”\--“‘-,"‘ "\-r‘-w\“-r.d\ *\-w*'\_r\l '..AL‘,' —_— ‘_"l‘..

Adding Prompts to Filters

You can add a prompt to a filter, so that every time the query is run, the data is refreshed with the
value specified by the prompt. This allows multiple users to use the same query, but view different
results based on the prompt values entered. For example, a prompt can be used to limit data to
certain time periods (e.g, a range of fiscal months) or coding element values (e.g., specified Program
Indexes or Sub Objects). A query can contain multiple prompts, and you can specify the order by
which they are displayed to the user.

To create a filter with a prompt, you need to define three components:
1. Afiltered object (e.g., a dimension, detail, or measure)

2. An operator
3. Aprompt message

You can define prompts on any dimension, measure, or detail object listed on the Data tab in the
report panel. The same operators used for filters without prompts can be used for filters with
prompts, except for "Is null” and "Is not null”.

You can also determine how prompts display. The following options are available:
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1. Display a list of values associated with the filtered object. A user can either select from the
list or manually enter a value.

2. Display the last value selected the last time the query was run, but allow the user to select a
different value.

3. Display a default value, allowing the user to select a different value.

4. Display a list from which the user must select.

For more information on creating filters with prompts, refer to the Business Objects user guide,
Chapter 10.

The following example will describe how to set up a prompt using a list of values. The query will
return cash expenditure data (GL 6510) for Agency 105 for Object E, displaying Agency, Fiscal
Month, Sub Object, Sub Sub Object, and Amount for the output. The query will prompt the user for
a Fiscal Month when the query is run.

To create this query, follow the steps below:
1. Select the dimensions for Agency, Fiscal Month, Sub Object, Sub Sub Object, and Amount
in the Result Objects area by double-clicking or using drag-and-drop from the Data tab.
2. Inthe Query Filters area, set up the following filters:
g Agency equal to 105
q Objectequal to E
g GL Account equal to 6510

The report panel screen will display as shown below.

Qwest Expenditures
| [ﬂ o | - DJ Edit Cuery Edit Repart
il i3 [ Dﬁ#\dd Cuery 9 [ SOL]

-
Data | Propetties Result Objacts {
| | i - ! Fiscal Month | | 7 Agency | Subobject ! Subsubabiect Amount *
> A 1
E}--I' -~ Time Class
----- ! Bienniurn
PR .
----- Fizcal Year Cusry Filters
----- ! Fiscal ear Mum
----- ! Fiscal Month | Agency Equalte iz
----- ! Posting Fiscal Month
""" ! Pasting Adjust Month And ! Object  In list I:l =
----- ! Month Vear
""" Quatter ! GL Account  Inlist 65056510 EE_
----- ! Month Desc
1| | ! Calendar Maonth W i N . & ’
A ,_h‘k\ﬁ ““ r “'J\- ol . ) ’ " ,
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Steps 3 through 11 below will create the Fiscal Month filter with a prompt:
3. Drag Fiscal Month dimension in the Time class to the Query Filters area.

4. Change the operator to Equal to.
5. Click on the arrow to the right of the Value entry text box. Select Prompt.

-| | @- |68

| Qwest Expenditures

Edit Query Edit Report

|l i

~ Drata Propettias

Result Sbjects

| | -

=7 AFRS 2011
L—_l E‘ Tirne Class

Bienniurm

Y

Fiscal Year

Fiscal Year Mum
Fiscal Month

Pasting Fiscal Maonth
Pasting Adjust Manth
Month Year

Quarter

Manth Desc
Calendar Month
Calendar Year

it A LT R R R ERRRR

Federal Fiscal Year
[E8 L_—| Time Filters

B2 Agency Class

. | Agency

[#- ¥ Subagency

— i Budget Option

S e

‘ ¥ Fiscal Manth

|‘ Agency ||‘ Subobject

‘ ¥ Subsubohject

w Arnount |

|2

Cuery Filters

and

|‘ Agency  Equalto |
PP —

|‘ GL Account  In list

T

| ' Fiscal Month  Equalto _

Twpe a constant . ‘

6. Click on the icon next to the Value text box.

Zonstant

Waluels) frorm list

Click Here

Prompt
Result fram anather query(Any

Chiject Fromn this query

il ’\\I'ﬂ\,rﬂ“ s

DH - &85

| Qwest Expenditures

Edit Cruery Edit Report

| DlE &

~ Data Propetiss

Result Objects

| i -

-7k AFRS 2011
L—_} E‘ Tirme Class
----- Bienniurn
Fiscal Year

Fiscal Year Mum
Fiscal Manth

Pasting Fiscal Maonth
Pasting Adjust Month
Month Year

Quarter

Month Desc
Calendar Manth
Calendar Vear

Federal Fiscal Year

i Fue Filters

|‘Fi:ca| Manth |‘ Agency H‘ Subobject “Subsuhobject P Armount ‘
P
=5
Cuery Filters
“ Agency  Equal e |
PP —( |
And

e NP N S

“ GL Account  Inlist

ESOSEE10 . |

‘ ' Fiscal Month  Equalte _

e
-
Enter Fizcal Mant]
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The Prompt menu screen will display.

Prornpt text: |Enter Fizcal Maonth |

E‘.‘ Prornpt Properties:

Prarmpt with List of Walues [ ] select only From list
Keep last values selected |:| Optional pranpt

|:| Set default walues

Type a walue
| >

[ Ik ] [ Cancel ] [ Help ]

7. The text box under "Prompt text:" allows you to enter a customized message to users when
the prompt displays. For this example, the default message of "Enter value(s) for Fiscal
Month:" will be retained.

8. The Prompt with List of Values option that is checked will display a list of Fiscal Month
values to the user.

9. If the Select only from list box is checked, the user will be restricted to select values only
from the list provided.

10. Keep last value selected will display the value selected the last time the query was run.
11. Optional Prompt allows the user to skip prompts they do not wish to filter on.

12. Set default value allows you to specify a default value for the prompt. The user can change
the default value before running the query. No default value will be specified in this example.

13. Click OK to close the screen.

54 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 5- ADVANCED QUERY TECHNIQUES

Web Intelligence User Guide

The report panel will display as illustrated below.

M u ﬁ - @ Edit Query Edit Report ‘
I E G L’ﬁ.ﬂ.ddQuew @
Data | Propemies Result Objects
| | # - ¥ Fiscal Month | | ¥ Agency 7 Subobject ¥ Subsubobgect| | Armount ’
= 7h AFRS 2011 ~ -
l_:_}|::_\:§'I Tirne Class *
-~ 1 Biennium '
- il FEi
Fiscal Year Query Filkers
~ i Fiscal Year Murn -
S -l Month 1 Agency Equalto
-~ @ Posting Fiscal Month J
5 Pusag At o T —
- Manth ¥ear And
Quarter Y GL Account Il B505E510
« 1 Month Dresc
. . .
Calendar Manith Y Fiscal Morth  Equalte _  [Enter Fiscal Month: :
o 1 Calendar Year L w
: \_W# _‘_“": J - -, fet——t— aperndl® w-g.'ﬂ-n

Click on Run Query. The query will begin processing, then the following Prompts screen will
display, prompting the user to select a Fiscal Month.

B Prompts |

]

Select ar type the prompt walues For each prompt below,

- Enter Fiscal Manth:

Refresh values =2 Entet Fiscal Month:

Fiscal Manth 4 »
o
02 N
0z
04
0s
e

£ | ¥
Last Refresh Drate: July 27, 2010 4:04:50 PM GMT-07:00

[

o

|Enter waur search pattem | ﬂﬁ -
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You can select a value from the "List of VValues" pick list and click on the double arrow to move it to
the Enter Fiscal Month text box. Or you can enter a Fiscal Month in the text box. For this example,
Fiscal Month 12 is selected. After selecting the Fiscal Month, click on Run Query in the lower right

corner of the window.
B Prompts

Select or type the prornpt walues For each prompt below,

X

W Enter Fiscal Month: 12

Refresh waluas |

Fiscal Month

o7
03
09
10
11

b
£ | 1>
Last Refresh Date: Juby 27, 2010 4050 PR GMT-07 00

[Enter your search pattam [ -

|

[

Run Query ] [ Cancel

)

The query will process to completion, displaying the results in the Report View window.

Y
W
(]

| [ e zuiA-o-k

Qwest Expenditures
] [ﬁ | 3 @ﬂ - [ﬁ Edit Query Edit Report
—Ir' I’-’ﬁ' i *’ q @ ﬂ\ ﬂ Y :E %l z W - E ~/ @Uiew Structure

Crata | Term. Map | Prop.. Inpu.,
Data n

[=)# Cweest Expenditures

feo 1 Agency
to 1 Fiscal Month

4 Subobject Report Title

7 Subsubobject

12 EA 9999
12 EB

R T O - i P WP S S WPPRRING Sy

R Arnount
Fiscal Month Subobject Subsubobject
12 EA

10,201.33
67.11
-337.93
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Chapter 6 — Working with Report Tables
When you create a new query, the tool generates a new report in the form of a vertical table. This

initial table includes the data for all of the objects specified in the Results Objects panel of the Query
View window.

You can edit the table contents, change the formatting, perform calculations, turn the table into a
different type, insert, copy, or remove tables, and export report data to other file formats. This

chapter explains how to:
q Add and remove columns or rows

Move and swap columns or rows

Format tables, including table cells, headers and footers
Format numbers and time

Perform simple calculations

Create a crosstab table

Export report data

20 0 0 0 0 Q0

q
Note: You must be in the Report View window when working with tables. When in Report
View, the Edit Report button is depressed and the Report toolbar is displayed near the top of
the screen.

Add and Remove Columns/Rows

You can add a new column or row using one of two methods: by using drag and drop, or by using
the Insert feature from the toolbar.

In the following example, a query has been run to display Program, Object, Sub Object, and Amount.
Note that the default table format is a vertical table, where the header cells are displayed at the top
and the corresponding data is displayed in columns.

Qwest Expenditures -
ME - S #® B @Edit Guery Edit Report
& & Fa ™ &) |/ m:l r =£ ‘%l = = By - 1_ . BS’\.-'lew Structure
%
| | |BIE£ - Hs-LEEFE T == ’
Crata | Tern.. Map | Prop.) Inpu.,
Drata n {
E'"\f Crwest Expenditures
L om + ¢
! Program ’
o 1 Subobject Report Title ;
Arnount
omect Subobject ___Amount |
T748.2
010 E EB 11.84
010 EH 106.81
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Assume we now want to display the Fiscal Month in the report table. Note that Fiscal Month is not
shown in the Data tab, signifying this dimension was not originally selected in the Result Objects for
the query. The query needs to be modified and rerun to include this dimension, so it can be selected
for displaying on the report.

Shown below is the Report View window after the query has been modified as described above.

Note that Fiscal Month is now shown in the Data tab as one of the objects available for the report, but
it is not displayed in the report table. It must be manually added.

Qwest Expenditures
D[ﬂ T|I§|ﬂ|*|tﬁEditQuEr‘yEditREle‘t|
—J';r’-& ‘*lg Fl-ﬁ\l“ TlY 'lzglél T| z 'lri "l"lﬁ"l@'\a‘iew&mctur&

BZUA-& - HiE-L-EEE===|F
]
-
e Report Title :‘
¢ — 010 E EA 13

We can add this to the table by adding another column. Click on and then drag Fiscal Month to the
report table where you want to add it, hook it on the edge of the cell next to it (You see a box with
the words, "Drop here to insert a cell™).

| Qwest Expenditures
M [ﬂ v||§|ﬂ|'|tﬁEditQuery| Edit Report

B 9 Adh Y - EEE R R B
: B ZU|A- 5 -H=-£-|=SE===

Crata rTem.rMap erp.rInpu.]

* Data Il
El*';rL Cnaest Expenditures
' "Bz al Month
e (1 Object
) Prograrn DA

7 sSubabject Fizcal Maonth
Eee n Arnaunt

'—‘- At il WAL

b
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Drop the object at the desired spot. Shown below is the Fiscal Month added to the left of the

Program column.

| Quest Expenditures

'|5|ﬂ|v|fﬁEditQuem

P

Bk w9 ALY - |CEE T

vl Iﬁ]*’|‘|§'| @UiewStmctur&l

¥

] | \[BsUjA-ja- M- -£-E====-F0<] '
~ Drata Tem.] Map Pmp.] Inpu.] A
i Drata n
=- Q Qwest Expendltures Report Title
Ob]ect
Subabject
0 Arnount 010 )
01 010 E EB e
01 010 E EH
01 010 E
' w‘“u‘ Rl AL PR M W‘““M ’r

You may remove column(s) by dragging the column back to the left panel. You can select the

column, right click and choose Remove Column, as shown below.

W’
vl 5| ﬂ | v | tﬁEditQuem Edit Report
E‘f’ E’ﬂ'l-‘*| ‘9 Flr&l& '| v "|:E|%l "| n '|r|hE "| Iaﬂ'l-'ivlI@'\.l‘il&\.'\.lStr'l.lctur\e
|anal vlf vB I UA- S vév|§§|§§|g|ﬁ|.|qfl
o Drata Tem.] Map F‘r\:-p..] Inpu.] ;
: Data n '
=R J;: Qwest Expendltures Reporl Title ;
----- [ Ob]ect
----- # engon
----- 1 Subabject —an
""" s fmnaunt o1 % Set as Section -
Insert ]
01 EH 1
Zopy a5 kext
o Clear b EJ 1
01
M RemerelRon
B o EEEIN
r
- A Fomnat Text... s -
" E’E" Fo EB 7,
‘-.\_«.., O e e T W
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Move or Swap Columns/Rows

You can re-order the table information by moving columns or rows or by swapping columns or rows.
The example below illustrates how to move a column.

Select the column you wish to move. Drag it to the desired location, before or after another column

until you see the words,

"Drop here to insert a cell”.

v|ﬁ|ﬂ|v|tﬁEditQuewEditRepon :
g_LEﬁ £5“|g@|£|&.|7.|:§|%1 .|n.|ré.|@,—|1§-|@viewgtmctuml '
sl v|9 v|B|1 U A - & - L) vla__’|v|§§ EEh@q.Hy
" Data Tem.:l Map Pmp.] Inpu.]
i Data n
=- y Qwest Expendltures Report Title }
----- [ Ob]ect
o progan _M
¥ Subobject _NameOFﬂFlscaI Month]j
.......... Arount o 010 s = *

Illustrated below is result of moving Posting Fiscal Month before the Amount column.

Qwest Expenditures

S #E- &

Edit Query Edit Repart

AR X 0 N AWASE SR SRTEHTE TR A=

"l %]'HEvl @UiewStmctur&l

[evia vl v[Blr A - S -0 - - ElE= =EE|@&|.|-§I
- Drata Tem.] Map Pmp.] Inpu.:l
¢ Data i
E|1';: ezt Expenditures R'eport Title
ClFizcal Month
@ Object
o 1 Program Dhject Subobject Fiscal Month
b i
; Subobject 010
..... o Amaunt
010 E EA 02

ek, st £5 g, gl ikt it
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You can also swap a column or row. The following example illustrates swapping a column.

Select one of the columns you want to swap. Drag it onto the other column to be swapped, until you
see the words, "Drop here to replace cell". Shown below, the Program column is dragged on top of
the Posting Fiscal Month column.

| Quest Expenditures

D '|lfj|ﬂ|'|tﬁEditQuew

Edit Rapatt

EAF 90 Ad |7 - |TE - RT3 B R s ]

Y I s N #’m

4
o d MBzUulA-2-HL-L-EEE o] ¥
¢ Data a1 \
=] Gwest Expendinures Report Title ?
e Oect J
Wi o0 e EA o= 7482
Ly E EA (O Brop fere 1o reglce el ) 44355
010 E — 50985

The columns are successfully swapped, as illustrated below.

| Quest Expenditures

D 'llﬁl ﬂ|*|tﬁEditQuew Edit Report
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vB U A% -1

-L-E=== =R}

Crata | Tern., Map | Prop.

Inpu,

i Data

q

BQ‘ Qwest Expanditures
O Bl Menth
7 Obiject

L] Prograrm

7 Subobject
- Arnount

P ot el W

Fiscal Month Object Subobject M
o E EA

Report Title

010 %

01 E EA 020 \
01 E EA 030 I

01 E EA 080 7.1
E EA o 033‘_ j
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Replace Columns or Rows

You can replace columns or rows with different data. The following example illustrates replacing a
column. The report currently displays Fiscal Month, Program, Object, and Amount in a vertical
table.

| Quest Expenditures
v||§| ﬂ| ' |tﬁEditQuery

B9 A gL Y -2 R E DR B Er viewses

3

| il vls ~B 7T U A S K- év|§§|55E|E‘i|I|
< Data Tem.] Map F‘mp.] Inpu.] — — )

i [Drata o
EI;: Cwest Expenditures REpGrt Title

@ Fiscal Manth

7 Object

% e Fiscal Month _[Program ___[obiect |

¥ Subabject 01 010 E 1

----- 1 Armount

We will replace the Object column with Sub Object data. Drag Subobject from the Data tab onto the
Object column until you the text, "Drop here to replace a cell”.

Qwest Expenditares :
- S| | - | (5 ok Quey |3 Eokrepo Q

BV OCAG Y FE B B e

L avia vf v[Blz UA -2 T L EES
- Drata Tem.] Map F‘r\:-p.] Inpu.]
: Data n
=- y Qwest Expenditures Report Title
# Fiscal Manth
7 Object
..... pscalbionth | progam |||

Subobject

e am Amount 01 010 E - D35.
e 01 020 E [ Drop here to replace cell .
01 030 E 304,777,
P | E 7
MJ - ' M » r-' -
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The Subobject values now populate the column.

I 3
Y||§|ﬁﬁ|V|tﬁEditQuer§,rEn:litRlepnc-rt "
E}’Eﬁ‘g*|g°|£|ﬂ'|77|:§|%l le eri'|%7|E'|.@Uiew5tmctur\el ‘
i | (pzujA-ja- WL s=5==-- 0]
A Data Tem.] Map F‘mp.] Inpu.]
: Data Il
=- -;1 Cwvest Expenditures R‘Eport Title
' Fiscal Month
7 Object :
5 pogan 3
010 748.2 &
01 ‘1ﬂ 11.84
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Format Numbers
You may reformat the numbers in the Amount column by clicking that column then right click to
display a submenu. Choose Format Number.
Qwest Expenditures

| 3| # | E | 7 ede quey
(Hohed |90 Adh-|Y |72 - T - E D[ B B viewswowe B

Edit Repart

flig TumTe [ Click Here
01 020 EJ % Fotmnat Mumber..,

0 030 EA A Format Test., h

01 030 37| & Formula Toolbar

il A i B il il -EE-W..I" Japla T g g

The Number Format dialog box will display. Select the desired format, and then click OK to close
the window.

;
§|An‘a| vla v|B I UA - S -1 |EEE|§|Q|<§. -
- Drata Tem.] Map Pmp.] Inpu.] (
! Data 2 ‘
=- y Qvest Expendituras Report Title :
¥ Fiscal Month :
7 Ohject r
4 g Fiscal Month ___[Program ____|Subobiec &
i 01 010 EA y
[ —— — »
0 010 EB )
Copy as bext
01 010 EH Clear ,
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E¥ Humber, Format |§_(|
Fatrnat type! Properties:
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Boalzan F1,234.57; -£1,234.57 —
Custonm $1,234.57; $-1,234.57
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F1,235; $-1,235 W
|:| Custorn
Prozitive Megative Equal to Zero Undefined
|$#,##ﬂ.un | |[Red]($#,##ﬂ.unj | | | |
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[ Ok ][ Cancel ][ Help ]
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The numbers in the column will be reformatted as specified.

DE Y|ﬁ|ﬂ|'|tﬁEditQuemEditReport '
A O O Adh | Y - [TE[A | E [T | B || B 2 viwsmene ] h
i v MersulA-o-H-LEEE= =5 ] ¢
< Drata Tem.] Map Pmp.] Inpu.]
i [rata n
EJ;‘. Crweest Expenditures R’Epﬂrt Title
' Fiscal Manth
' Chject
01 010 EA 574820 (
e A Arnaunk
01 010 EB £11.84 B
01 010 EH $106.81
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Using Report Filters

Report filters allow you to restrict data shown in the report simply by hiding the data you are not
interested in. The data is still contained with in the report; it is just not being displayed while the

filter is active.

In the example below the Query Results Objects selected are Program, Object, SubObject and
Amount.

Click on the “Show/Hide Filter Pane” icon to open the Report Filters Window.

upevest Excpendires
— v|ﬁ|ﬂ|v|tﬁEditQueryEditRepon
' I R E TR RN E LN Y
WS IFids Fite Pana B 7 UA- 8- Hi-£L-E=E===_|5H+M
< Drata Tem.] Map F‘rop.] Inpu.]
¢ Data o
EI\'F Cowwest Expenditures R'Epﬂrt Title
e 1 Fiscal Month
oo
% g Program ____oiect ____subobiect ___Jamount I8
fo (1 Subobject
010 E EA $13,894.92 .
----- - Arnount
010 E EB §5,197.82
010 E EE $0.00

Click and drag the dimension you wish to filter on into the Filters Pane (Program is used for this
example). Once you release the dimension the Filter Editor will open.

| Qwest Expenditures *
D ‘llﬁ|ﬂ|*|tﬁEditQuewEditRepnrt 1
Elscf |9 0| Adh-| Y - |E[2 - Z | | B || B B vewsnen ]
| | JpzUA-|& Wi -£-|E====- 50
" Doata Tem.] Map F‘mp.] Inpu.:| /" Repott Filters Applied to: Black1
Da:ii o Mg Bhi, g ilker e Block1, select the object to Alter in the Crata tab and drop it here, }
(=] Qruwest Expendit
Lo Y
A Subohj
S Amount
, Report Title
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Click on “Value(s) from list” to display the list of values that are available in the report. Select the
value you wish to limit to in the report. After selecting a value click OK at the bottom of the Report
Editor window.

Filter, Editor,

Editing Black1 filters

Filtered Cbject |T3rpe a walue and press enter |

7 Programn “alues Selected

Click Here_JJ

Ciperatar

|In list v | g

0zo <

Operand Type 030

(Lconaan b4l

050

ae ' g0

() Valuels) From list —/ 070
a0
033
030
200
850
900

Enter ywour search pattern | n -

[ ][ o ][ e ]

Your report will now be limited to the values you selected, and you will see the dimension you
selected with the value it is being limited to in the Report Filters Window.
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Insert a calculation

The tool provides the ability to insert standard business calculations in a report. The following
calculations are available from the Report toolbar, and provide a way to make quick calculations on
report data: Sum, Count, Average, Minimum, Maximum, and Percentage.

The following example illustrates how to insert a calculation for a Sum. Click on a cell that contains
data you want to sum. Click Sum from the report panel toolbar.

|5| ﬂﬁ| |tﬁEd|tQUEW . Edit Repart
:—rrf* *|‘9@|£‘|&v|vv|::|zl

v| Ia|v|"€v| @UiewStmctur@'

nm I

010

A new row is added at the bottom of the table, displaying the result of the Sum calculation.

m
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Remove a Calculation
You can remove a calculation from a report by deleting the row or column containing the calculation.
To remove the Percentage calculation illustrated above, click on the column containing the
Percentage data. Right click to display the sub-menu, and then select Remove then Remove Row.

[ | 3| #h | E - | 5 e query | [5] EdicRepon
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The column is removed.
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Create a Crosstab
Up to the point, we have been working w

Web Intelligence User Guide

ith vertical tables, which display header cells at the top and

the corresponding data in columns. A crosstab is another type of table, which displays values for
dimensions across the top axis and on the left axis. The body of the report displays values
corresponding to the intersection of the dimensions. You can reformat a vertical table into a

crosstab, if you wish.

The example will demonstrate how to create a crosstab displaying GL Account across the top, and

the other dimensions on the left side.

Select the GL Account column. Drag it to the top edge of the table until you see, "Drop here to

create a crosstab”. Drop the column onto

the table header.
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A crosstab is created, displaying GL Account on the top axis.
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Export Report Data

You can export the data in a report to an Excel or Adobe Acrobat
are only saving the report data and not the underlying query.

The following example illustrates saving report data to an Excel f
Report View window.

Click on the 'Save' button on the Web Intelligence toolbar near th
my computer as from the Save menu. Select Excel from the file

Web Intelligence User Guide

PDF file. Using this method, you

ile. Make sure you are in the

e top of the screen. Select Save to
option menu.

010 E

@' 5| (| 5 - | (7] edit Query | [5] Edit Report
i ave as., % T :E %l = = By - E @ Wiewy Structups *
Save to my cornputer az b Excel = = =
|_ . | iee ,i = = = %ﬁ @ &
PDF
ata | Tern. Map | Prop.) Inpu.,
Crat n i
=) y Mew Web Intelligence Docurnent CSW (with options).., Reporl: Title
S| Account
I Object
g Program ___Object Subobiect ___amount [
" .
. Subobject 010 E 5. 44605 L
Arnount
010 E EB 3,560.35 /
010 E EE 18,1835 (
010 E EF 213822

EG
kN v_"_“ e '-""'"'"J“"Fr‘ A alr- LT S W-J

The File Download dialog box displays. Select Open and View data in Excel.

File Download

Do you want to open or zave thiz file?

@ Mame: Mew _Web_Intelligence_Dacurnent xls
H ]

Type: Microsoft Office Excel 97-2003 Worksheet, 15.EKB

From: r3dewv.ofrnssa.gow

X

Open ] [ Save ] | Cancel

l--’ While filez fram the Internet can be uzeful, zome files can potentially
@ harm your computer. | you do not trust the source, do not open or
= save thiz file. WWhat's the risk?
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Copying Data to Other Applications as an Image

You can easily copy data from your report into other applications such as Microsoft Word, Excel and
PowerPoint as an image. This can assist in presenting your analysis to others.

First select the Report Block by moving your cursor to the edge of your report until you see I%I on
the edge of you report block and left click.

D[ﬂ 'lﬁlﬂlvltﬁEditQuew EditRepon ‘,
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010 E EY 42 564 38 k.
Sum: 209,036.45 }
Mx\r‘_mﬂ\_w\#“--ﬂﬁ'w *J“\'~

Once you have the Report Block selected right click on the gray bar and select copy from the drop
down menu.
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g Program

Report Title

: 7 Subobject
e Arnount
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You can now paste you data into the document of your choice.

@ L R SR R =l 5~ = Bookl - Microsoft Excel | Picture Tooks |
)
\—/ Home Inzert Page Layout Formulas Dists Ravizw Wizw Developer Add-Inz Format
* o = EH’?}‘ | | ;i".'J"EETECt Gerars -
. 53 copy . - )
Ei] = = w= || Fad plerme & Center [} 3
N F Format Painter |B 7 U =1= 2= || 22 Merge & Cente | $ Yo | 2 || T
Oipboard [P Font ) Al t [P Mumiber
Picture 1 - (‘ fr|
A e ¢ | o | e [ f [ e [ H I J
1
(2| ?
3| Q £ ()
4 Program Ohject Subohject Amount e
% 010 E EA 5,446.05 '
7 o1n E EB 3.560.35
LB | |mo E EE 18,183.5
9
H o1n E EF 2138.22 4
Py ™ .
11 | Gota E EG 2357 X
2 oo E EH 1,007.26
13
14| |010 E EJ 464.95
1151 Jo1o E EK 136, 436.74
16
17 010 E EY 42 564,38
18 | Sum: 209 036.45
19| © 0

)
W‘lﬁ ‘ \\.‘_M _WWQ\ m “J\*.“ ' 5
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Chapter 7-Using Sections, Breaks and Sorts

This chapter explains how to use sections, breaks, and sorts to group and organize data on reports,
making the reports easier to read and navigate.

Create a Section

Sections in a report group related data together, so it is easier to navigate. For example, you might
want a report that groups all data for each Program into a separate section, with totals for each
program. A section consists of a section cell and the section data itself. The section cell is a single
cell, called a free-standing cell, displaying a value for the selected dimension (e.g., a Program code).
The section data would be a table containing the coding elements and amounts for each selected
dimension.

The following report displays Amounts by Program, Object, and Subobject. Let's create a section by
Program.

Right Click on the data in the Program column and select “Set as Section” from the drop down

menu.
[} [En‘] | &h Iiﬁ ' DﬂEditQuery Edit Repart

Lo oni e | @) A FR | T < |CE|EL v | | S | T | [ ER view Structure

|evia vs vBrUulA-d s -LHEEET 5@
Crata | Tern., Map | Prop.. Inpu..

Crata o

[=l4# Mews Web Intelligence Docurnent Repor‘t Title

[GL Account

! Object

! Program

! Subobject
Arnount

5,446.05

3,560.35

18,1835
F 213822
G 235

- J"~-..¢"“‘\."“"“~-q'..~o--.l"-«.\\}._\ re

Copy as kext
Clear

Remove

A section by Program is created. Note: Scroll down the screen to see the rest of the Program
sections.
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D 'l lﬁ| ﬂ | " | tﬁEditQuery Edit Report
i HAE w90 Ad Y [T | B Eversnn
d [ BZUA (& HiE £ =====-5H0~] :
1 Data Tem.] Map Dmp.] Inpu.]
i Data o
= J;: Mewe Web Intelllgence Daocurnent Reporl Title
E Ob]ect
Program
Subobject )
Lo fimount
E EA 5.,446.05 ?
E EB 3.560.35
18,1835 J
IR W ‘ oA al. ' PrORWETE R L LSRR S P

Navigating From Section to Section

You can navigate the from section to section within in your report by clicking on the Map tab in the
report manager.

'||ﬁ| ﬂ|'|fﬁEditQuery Edit Report
B | OO AdL T o[- - | |R-|E
: BZUA-&-HE- -£-

-4
e
'E’-.‘}'
(

Filters | Structure | Input con., | Report Title

Elj;rh User Suide
" Repor 1

oY Y :

Expand the “+” next to Report 1
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CHAPTER 7-USING SECTIONS,

D E "||§| ﬂ|‘|tﬁEditQuer‘y Edit Report '
LI I NEAE RN RE ST
: BZUA. . & - - EEZ=E ==

: Map a

Data rTEQ}f-Map | F‘mp.] Inpu.]
Filters | Structure | Input con.. | l

Report Title
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You can now click on the section you need to navigate directly to.

Helpful Hint: You can

SN LENE e &
EEE AL LIV MRS RN ML MLMIEESSE ;
E BIUA- S -HiE-£L-E55= ==} :
: Map i} "
Filters | Structure | Input con. | Report Title ;
010 )
E EA 5,445 05 ;
E EB 3.560.35 +
E EE 13,1835
E EF 213822
E EG 235
E EH 1007.26
E EJ 464,95 ;
E EK 13543674 ;
S g, wmw"\rﬂw

also use the map to navigate from Report to Report by clicking on the title or

section of a different report.
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Create a Break

A break divides a large table into smaller sub-tables based on a selected dimension value. Using a
break, you can display subtotals by the specified value, as well as a grand total for all values. When
using a break, the data remains in one block. When using a section, the data for each section is a
separate block. In a block, the data is automatically sorted in ascending order by the dimension
values when a break is inserted, but you have the option to change the sort order.

The following report displays Amounts by Program, Object, and Subobject. Let's create a break by
Program.

Click on a cell in the Program column to highlight the column. Click on the Insert/Remove Break
button on the Reporting toolbar.

O -S| #h| B~ | 6 e cueny |[=] sl
o | 9 O Adh -] T

BB v Dy | TR | B2 view Stucture

: 4

il vs ~/B 1 U B HE- L EEE = EE e
Cata | Tern Map | Prop. Inpu..

fap B

Map | Filters | Structure | Input con.. Report TItIE

[=)g#| User Guide

Program __object Subobjoct ___Amount ____
010 E EA

5,446.05
010 E EB 3,560.35
010 E EE 18,183.5

NPTV SRS W R WIS SN N N SF U W o

The tool creates a break by each Program. Note how the table is split into mini-tables, one mini-table
for each program. Note: Scroll down the screen to see the remaining programs.

[ & | B 8| E - | 5 ede queny |[2) Edit Repor ¥
B ]9 O Adh |7 I 0 & ||| BB vevswan A
e v 9B ZUA-2 - Hi-L-[E====]2=H~+
Data [ Tem” Map | Prop.{ Inpu.]
Map 7 {
Map | Filters | Structure | Input con.. Report Title }
[=-4] User Guide
B s Object ____|subobject ___Jamount _____ &
010 E EA 5.446.05
E EB 3.560.35 3
E EE 18,1835
E EF 213822 {
E EG 235 :
E EH 1,007.26
E EJ 464.95 ’
E EK 135,436.74 Y
E EY 42,564.28
010

78 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 7-USING SECTIONS, BREAKS AND SORTS

Web Intelligence User Guide

You can insert a Sum calculation for the Amount column to obtain totals for each Program and a
grand total for all Programs. Select the Amount column, and then click on the Sum button from the

Reporting toolbar.

O A '|5|ﬂ|.v|fﬁEditQuem 4] Edit Report
B O A || Y -[TE[E - - -|tv|1—-||@w.ewswml

] [ |mzUjA |- |H = = = |EF| M| &
E E 135,436.74

falli " E E 42,564 38
Filters | Structure | Input con.. | 010 Sum- 200.036.45

EIQ Uzer Guide

N

w2 Report 1
E 212.62
E EB 6,450.51
E EF 18,773.69
E EG 870
E EH 0
E EJ 6994
E ER 0

020 ﬁ Sum: 26,076.76

N L WP e

&

e W e i

Totals by Program and a grand total are calculated.

o= vlﬁlﬂl.v“‘ﬁEditQuewEditRepon &
Bt |9 oAl [T - [TE4-[Z @ |- BB vevsna ] '~
| I B ZUA- & H| =====- |50~} ?
" Data [ Tem., Map | Prop./ Inpu.] ' Repon Filters Applied to: Report 1 )
| Data " |  Program In list: 010; 020; u30,-...| :
=- -Q Uzer Guide
' GL Account
W Chject o
- Subobjee 200 E EG 1,428
T Ameunt E EH 5,078.83
E EJ 153.31
E EL 720 !
E ER 125 ’
E EZ 41459 k
200 Sum: 29.531.39
ﬁ sum: 1653853981
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Using Sort Feature

You can use the Sort feature to organize data on a report. You can apply sorts to tables or to section
cells. Sorts can be used with any dimension, detail or measure in a table.

We will sort the data so the Amount column displays from highest to lowest. Select a cell in the
Amount column to highlight the column. Click the down arrow by the Apply/Remove Sort button
on the Reporting toolbar. Select Descending from the drop-down list.

SAP BUSINESSOBJECTS INFOVIEW

&7 Home | DocumentLlist | Open - | SendTo - | Dashboards -
HNew Web Intelligence Document

- 3| @ | E - | (5 e quary | [5) EdiRe
E_er’ l*|‘9@|é\|ﬂ'|Yv| |%l v|2 'lr‘Ev|JJ_| |Ev|@view5tmctum.
Lo vls vBZUA é pore & EE LT K] |
i Drata n |gu Descending |
(=] Mews Web Intelligence Document Title
o @ Fizcal Month
7 Subobject
ot m
o 7 wendor Name 2105 QWEST 246863
S B Arnount
01 EB 2105 QWEST COMM INC 18,003.96
01 EB 2150 QWEST COMM |NC_

FJ 9459 QWEST COMM INC 233.85

01
e S W NPy S e o

The data is sorted by the values in the Amount column, from highest to lowest.

]
.I \.‘ w\@“_r% S W

Report Title (
m -.
2105 QWEST COMM INC 58.972.14
03 EB 2105 QWEST COMM INC 5334159
07 EB 2105 QWEST COMM INC 47 601.97 :
08 EB 2105 QWEST COMM INC 44327
10 EB 2105 QWEST COMM INC 42 40877
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Chapter 8 — Working with Multiple Queries

You can define more than one query in a single document. This is especially useful if you want to
use data from more than one universe in a single document, or use data in different formats from a

single universe. You can present information on one or multiple reports, depending on your business
need.

This chapter explains how to
q add a new query

g rename a query
q duplicate a query
g move a query

Note: This chapter explains how to do the above for a document that already includes one query.

Add a Query

This section explains how to add a query to an existing document. In the example below, a simple
query was created to extract cash expenditures by Fund and Object for agency 105 for the first fiscal
year of the biennium. The Query View window currently appears as illustrated below. (Note: The
Edit Query button is depressed when in Query View.) Let's assume we want to add a query that
provides cash expenditure data by Fund and Object for the first fiscal year of another biennium. To
add a query, click on Add Query on the Query toolbar.

New Web Intelligence Document “up
M [ﬂ L Fdit Query Edit Repart
p—
==l EER T --
Drata Result Objects l
| | i - Accaunt ' Ohbjert Arnaunt :
-7k AFRS 2011
Elr'ﬂ Tirne Class
! Biennium
' Fiscal Year
! Fiscal Year Murn
' Fiscal Manth
" Pasting Fizcal Manth
" Pasting Adjust Month T
i Manith *f ear uery Filters
Quarter
Month Dresc ! GL Account  Inlist 35_ i
' Calendar Maonth Ca
., Calendar Year And ! Agency  Inlise E%
w1 Federal Fiscal Year
{5 Time Filkers Fiscal Tear Mum  Inlist Fr1 iz
[ ] Agency Class
- unt Class
k_ - e i o,
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The following dialog box displays, prompting you to select a universe. Note that there are two places
for selecting a universe. The top window displays the universe already used in the existing
documents. The bottom window displays all the available universes the user can access. Note: You
can use the right scroll bar to view the remaining pick list values in the second window.

To access universe data, select a universe,

Uzed Universes:

Mame Folder
AFRS 2011 !
& ailable Universes:
Marne Folder
Project Control Unknown M
AFRS 2009 Unknown
AFRES 1999 Unknawn _3
AFRS 2001 Unkrowen
AFRS 2003 Unknowen -
Help on selected universe:
[ Ok ] [ Cancel ] [ Help ]

Highlight a universe and then click OK. A new Query View window will display with a tab in the
lower left corner labeled "Query 2". Note that there is also a tab for the original query entitled

"Query 1".
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Create a new query using the similar fields as the original query: Drag Fund, Object, and Amount to
the Result Objects pane. For the Query Filters, set Agency equal to 105, GL Account equal to 6510,
and Fiscal Year Num equal to FY1. The resulting query should display as shown below.
New Web Intelligence Document

EN | 'l ‘l BE- | (7 Edit Query Edit Report
E El_} i | t‘_:Tl:i-AddQuery| @l |l
- Data | Propeties Result Gbjects

| | # - 4 Account 7 Object | |um Amount
[E-Tp AFRS 2009
l_——_}[}:? Tirne Class
----- 4 Biennium
----- 4 Fizcal Year
----- 7 Fizcal Year Mumn
----- 7 Fiscal Month
----- # Paosting Fiscal Manth
----- ? Paosting Adjust Month
----- 4 Month Vear
----- a iJuarter
----- 7 Month Dese
----- 7 Calendar Manth
----- 7 Calendar Year
----- 7 Federal Fiscal Year
b | Tirme Filters Query Fikers

- Agency Class
D PR
£ ] Gl Account Class gency -
b1 ] Account (Fund) Class

And 4 Gl Account Inlist BE10

b Progrearn Class

o : d Fi ; F 1
t) ] Chject Class Fiscal Year Mum  In list

4

£

4

4

[#H[0 ] Expenditure Authotity (Appr) Class
4

4

[ [ ] Crganization Class

[

4

t-{| | Project Class
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You can choose to run only the newly added query by clicking on Run Queries in the upper left
corner of the toolbar and selecting Query 2 from the drop-down box. If you wish to run both
queries, select Run all queries.

@
SAP BusinessObjects

Help | Preferences | About | Log Qut

—1— RFun Quetes = ® .
lﬁ Cuery 1
lﬁ Cuery 2

e Run all queries

FARR A S A (W o 4

MM’\,\:"\_.’ 8% \ e v, ! ﬂ»ﬂ-ﬂ\_ﬁ“\

The query request will process, and then the New Query dialog box will appear as shown below.
Hew, Queny. FZ|

Choose howe you weant to include the data frorn the new query,

{:} Insett a table in the current report

{:} Include the result objects in the docurnent without generating a table

[ o« | [ we |

Here you must choose how you want to include the data from the new query into the document. The
options are as follows:
1. Insertatable in a new report: display the data on a new report in the document.

2. Insert a table in the current report: displays the data on a currently selected report in a new
table

3. Insert the results object in the document without generating a table: includes the data in
the document without generating a table. You can then add a report later.
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Select the desired option. The query will process to completion and display the report data based on
the option selected.

Rename a Query

Web Intelligence labels each query in a document using sequential numbers: e.g., Query 1, Query 2,
displayed on the query tabs in the lower right corner of the Data tab. You can change query names to
more meaningful titles, if you wish. To rename a query, make sure you are in Query View mode.
Right-click on the tab of the query you want to rename, located on the bottom left side of the screen.
The sub-menu displayed below will appear. Click on Rename Query

o — - il
" ’ - T, . W s
(- e ' ‘\ il (T M1 RSl Merfis A

[#h+[ ] Expenditdre &ur n;ritv [Appn) Class
--_| Program Class

[E-[ ] Object Clazs | Fiscal YearMurn  Inlist _ :%

[#H[| ] Crganization Class

--_| Project Class
"_| Allocation Class
--_| Rewenue Source Class

[#h[} | Federal Class

--_| Master Index Class
--_| Wendor Class

[#H[| | Payrent Class

[ ] Batch Header Class
--_| Dacurment Class
--_| Tranzaction Class

[ Mizcellaneous Class

Fet-[L 7| Measures Class Rename Query
@ Drisplay by objects

O pisplat Right Click

FUNRrIV Py

a2 Run Query
[ﬁ Cuery 1 %Q“H‘? 2 Lj] Add Query
o Duplicate Query
| Discussions )< Delete Query
Cone ¥ Purge Query
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The name of the query is now highlighted. Enter a new name for the query and press enter.

Vs T Al o P W
g %GLA-:-: t{:‘f;';; e hd r\-——-*-!'hgencm,r In IiSt‘v' E

[__—| &ccount (Fund) Class

- o B —[
[+ 7 Expenditure Autharity (Appr) Class 7 GL Account In lis - E
[ ] Program Class

l._—l Object Class ¥ Figcal YearMum  Inlist [

[__"| Crganization Class
[__—| Project Clasz
[__'| Allacation Class
[__"| Fewenue Source Class
[__—| Federal Clasz
[__"| Master Index Class
[__—| Wendor Class
[__—| Payrnent Class
[__"| Batch Header Class
[__—| Crocurnent Class
[__—| Tranzaction Class
[__"| Miscellaneous Class
[__—| Meazures Clasz

@ Drisplay by objects
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The tab will display the newly entered name.

P ‘ " G#WFH \ "‘-‘u--“vr"""f *j l‘-—--l"':I .-_—T;&;’-In 15

L &ceaunt Class

. {1 Account (Fund) Class

F\nd .
_. ‘[l Expenditure Authority (Appr) Class L Account  In list -
[#H ] Program Class
L_—l Ohject Class ¥ Fizcal Year Murm  In list -

[ ] Organization Class
L_"| Project Clazs
L_—| Allocation Class
L_'| Rewenue Source Class
L_"| Federal Class
L_—| Mazter Index Class
L_'| Wendor Class
L_"| Payment Clazs
L_—| Batch Header Class
L_'| Drocurnent Class
L_"| Tranzaction Clazs
L_—| Mizcellaneous Class
L_'| Measures Class

@ Display by objects

(:) Diisplay b

S
“
4

b,
5
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Duplicate a Query

You can duplicate an existing query already built into a document. You can then modify the
duplicated query, instead of having to build a query from scratch.

Make sure you are in Query View window. Right-click on the tab of the query you want to
duplicate. From the sub-menu that appears, choose Duplicate Query. The tool creates a duplicate
query and adds it to the report panel.

Wy LMt R Ty e (g, N W Wi

[+ ] Account (Fund) Class =

] Ard 1 GLAccount Tn list 6510 iz
[+ | Expenditure Authatity (Appn) Class S B =

[ ] Program Class =
|_-| Object Class ! Fiscal Year Murn I list
|_‘| Organization Class

[ ] Project Class
|_‘| Allocation Class
|_‘| Revenue Source Class
|_‘| Federal Class
|_‘| Mazter Inder Class
|_‘| Wendor Class
|_‘| Payrent Class
|_‘| Batch Header Class
|_‘| Drocurnent Class
|_‘| Transaction Class
|_‘| Miscellaneous Class

(] Measures ] Renarne Cuery
{E} Display by abjects
{:} Display by hierarchies

O query 1

Mawe Queny ]

e Run Query

|
ID-:-ne s Purge Query

Note: All duplicated queries must use the same universe. If the universe is changed for one
duplicated query it will change the universe for all other related queries.
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Move a Query

You can change the order in which the queries run by moving them before or after one another. This
can be useful if any of the queries include prompts, or if the order in which the queries are run is
important.

To move a query, first ensure you are in the Query View window. Right-click the tab of the query to
be moved. Select Move Query from the sub-menu that appears.

—wg i o — p =

e o B e W Y T o 0 BT S
|_'| Organization Class

|_'| Project Class

|_‘| Allocation Class
|_'| Fevenue Source Class
|_'| Federal Class

|_'| Mastar Index Class
|_‘| Wandor Class

|_'| Payment Class
|_'| Batch Header Class
|_'| Docurnent Class
|_'| Tranzaction Class

& Measurzsfelass Renamne Query

Mowe ety

Run Query

tﬁ Quuery 1 1 Add Query
" Duplicate Query
| Discussions x Drelete Query
Crone kS Purge Query

Select the direction to move the query. In the example above, the selected query is moved to the left.

89 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 8 - WORKING WITH MULTIPLE QUERIES

Web Intelligence User Guide

Delete a Query

You can delete a query by using the same sub-menu as the previous examples. From the Query View
window, right-click on the tab of the query to be deleted. Select the Delete Query option from the
sub-menu pick list values.

R

e _,5 e R iad e "’“I_'\ ,-,.aT’N'M\_Jﬁf",
[+ | Drganization Clazs
|_'| Project Class

|_'| Allocation Class
|_'| Rewenue Source Class
|_'| Federal Class

|_'| Mazter Index Class
|_'| Wendor Class

|_'| Paymnent Class
|_'| Batch Header Clazs
|_'| Crocurnent Clazs
|_'| Transaction Clazs
|_'| Miscellanaous Class
|_'| Measures Class

@ Dizplay by objacts
{:} Display by hierarchies

RFenarne Query

Mowve Query ]

—?: Fun Query
(1 ouery 1| [ 2007 (1] 2007 (1) G Add Queny

| Discussions

Crone

Select Yes. The query is deleted.

90 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 3 - CREATING QUERIES

Web Intelligence User Guide

Chapter 9- Merge Dimensions

Merge Dimensions Described

The tool provides a powerful feature for merging common dimensions from multiple queries. When
merging dimensions, the tool creates a new dimension that contains all the values from the original
dimensions that comprise the merged one. The newly merged dimension can be used like any other
object on a report.

For example, assume you have a have report using the AFRS 2005 universe that displays Account
(formerly Fund), Object, and Amount. You have another report in the same document that displays
similar information from the 2007 AFRS universe. You can merge the common dimensions,
Account and Object, and use these merged dimensions to show data from both biennia on the same
report.

One restriction the tool imposes on merged dimensions is that they must be of the same data type;
e.g., character data. However, you should make sure you merge dimensions that are truly related. It
would not make sense to merge a dimension for Program with one for Object, for example.

Although merged dimensions usually have the same name in both universes, this is not required. So
you could merge a dimension for Account in an AFRS universe with a dimension for Fund in another
universe, as long as they refer to the same data definition.

It is also important to merge all common dimensions across queries, in order to produce valid report
results. Refer to the example above where Account and Object are displayed in each of the reports
for the two biennia. You would need to merge each of the common dimensions, Account and Object,
in order to display the report data properly.
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How to Merge Dimensions

In order to use the Merge feature, you must be in the Report View window. The Edit Report
window is depressed when in this window. Click on the Merge Dimensions button on the toolbar.
Mew Web Intelligence Document '
O E - S ﬂﬁ - [ﬁ Edit Query Edit Repott 4

! ﬁ T :E %l = L " E - @ Wiew Structure ’

EEE%“@\‘?

Y
Iy
Ml
i

Drata | Tern., Map | Prop.. Inpu..
Data o

[=! Mewe Web Inteligence Dacurnent
| Account(2009)
7 Account(2011)
7 Chject(2009) Report Title
7 Object(z011)

""" Arnount(2009)
o Aoty Account _lobject Amownt

001 A 13,686,137 .55
001 B 3,525,810.86

The Merge Dimensions dialog box displays.
B Merge Dimensions |Z|

This sereen allows wou to rerge related Dirnensions frarn watious sources into one newe Dimension For display in a report, The ariginal Dirnensions will not
be changed.

Selact twao or mare qualified Dimensions to be rerged, then select Marge to create a new Merged Dimension,

7 Available Dimensions

2011 - AFRS 2011 2009 - AFRS 2003
Sccount Account
Object Object

-i.- Metge

[Merge Crimnensions

‘=+ Fernoe

¥ Walues

4 (o] i [ Cancel ] [ Help ]

92 | Office of Financial Management - Enterprise Reporting Services



CHAPTER 9- MERGE DIMENSIONS

Web Intelligence User Guide

Highlight the first dimension to be merged from the boxes at the top of the dialog box. For this
example, we will merge Account first. Click on Merge.

B Herge Dimensions FZ|

This screen allaws wou ta merge related Dimensions from warious sources into one new Dimension For display in a repart, The ariginal Dimensions will not
be changed.

Select two ar riore qualified Dimensions to be rmerged, then select Merge to create a new Merged Dirnension,

7 Available Dimensions

2011 - AFRS 2011 2009 - AFRS 2009
Accaunt

Object Object

IMerge Dirmensions

¥ Nalues

l Ok ] [ Zancel ] [ Help ]
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The Create Merged Dimension dialog box appears. Click OK.

B Edit HMerzed Dimension

Select a source dimension to provide default propetties Far the
merged dimension:

Source Dimension

Account (2011 - AFRES 2011)

Merged Dimension Mame

Account

Description

Data type: sthng

Mumber Format:

[ Ok ] [ Cancel ] [ Help ]
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The Merge Dimensions dialog window displays. Click OK to close this dialog box.

B Herge Dimensions

be changed.
Selact twa oF mare qualified Dimengions to be rerged, then select Marge ta create a new Marged Dirmenzion.

! Available Dirnenzions

2011 - AFRS 2011 2009 - AFRS 2009
Ohject Object

Metge Dirmeansions

@ Account

X

Thiz screen allows you to merge related Dirnensions frorm watious sources inta one new Dimengion For display in a report, The ariginal Cirnensions will not

i- Merge

¥ Walues

a4 ] [ Cancel

J

Help ]

The Account dimension is successfully merged.

Since Object is also a common dimension for these two queries, this dimension must also be merged.

Follow similar steps to merge the Object dimension.
1. Click on Merge Dimensions in the toolbar.

2. Select Object from both boxes at the top of the Merge Dimensions window and then click on

Merge.
3. Click OK to close this window.
4. Click OK to close the Merge Dimensions window.
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The Object dimension is successfully merged. In the Data tab, note how the merged dimensions
(Account and Object for this example) display in the first level of the tree structure and the individual

dimensions comprising each merged dimension display underneath in the second level. You can now
use these merged dimensions in a report.

D "llﬁl ﬂ|*|tﬁEditQuery EditEep-:-rt|

= -J
-

e Amount(200) 001 A
T ,ﬁ.ml:ll.ll'lt[:zu 1 1:'
001

B
"\--""q___rh"-_kr\ 'Y 001 N
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Edit Merged Dimension

If needed, you can edit a merged dimension. Make sure you are in the Report View window. In the
Data tab on the left side of the screen, highlight the merged dimension you wish to edit and right

click. A sub-menu displays as illustrated below. Select Edit merged dimension.

HNew Web Intelligence Document

ﬁ [ﬂ | A &ﬁ ' @EditQuer‘y Edit Feport
B | O O A|d | Y
| [ B 7 U|A - & -|F

%v Ev @UiewStmctur&

-
Vi

&

Data | Tern.. Map | Prop.. Inpu..

[Crata o

Report Title
o Objeatzons) Object m
! Amount(2009) A 13,686,137 .55

- Armount(2011)

m\'—-x-.ﬁn‘r\ '#\352 1‘0.‘83...“\“*

Select Edit merged dimension. The Merge Dimensions dialog box appears, with the selected

dimension highlighted.

2] Herge Dimensions

be changed.

Salect two or more qualified Dimensions to be merged, then select Merge to create a new Merged Dimension,

¥ Available Dimensions

2011 - AFRS 2011 2009 - AFRS 2009

IMerge Dirmensions

™ object Cbiject (2011) Cbject (2009)

Thiz screen allows you to rerge related Dimensions fromn various sources inta one new Dimension For display in a report, The original Dimengions will not

-.i- Parge

iccount (2004) 4 Remove

¥ Walues

| K. i [ Cancel ] [

Help

]

X)
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Double-click on the highlighted dimension in the Merge Dimensions column on the left. The Create
Merged Dimensions dialog box displays. Make any desired changes in Source Dimension, Merged
Dimension Name, or Description fields, and then click OK. Click OK to close the Create Merged

Dimension screen, and then click OK to close the Merge Dimensions dialog box. The merged

dimension is successfully edited.

Delete Merged Dimension

You can also delete a merged dimension. From the Report View window, highlight and then right-

click on the dimension you wish to delete in the Data tab. The sub-menu below displays.

Hew Web Intelligence Document

| H = | ﬂﬁ T @Edit Cuery Edit Report

= A £ e 9 o A & L 4 :E %l b 3 "“E By ~ Ev @UiewStmctur&
| | JBsUjA- - HE-L-=E=5==- 5B

Crata | Tern., Map | Prop.. Inpu..
Crata o

i

¢

e Report Title

.

L Rrccount  lovect _Jamount |
I ' .mzﬁ.mcuuntlfzﬂﬂiq\d .\nu] ' *“*‘“‘-.-W\ 'ﬂ_h-lq_?ﬂ-.__‘ ,"\ \'\.

Select Delete merged dimension. The following prompt screen displays. Click Yes to delete the

merged dimension.
B web Intelligence

/;: Are you sure vou want to delete this merged dimension?
-

[ 'l
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Using Merged Dimensions in Reports

After creating a merged dimension, you can then use it in a report just as you would any other object.
As explained previously, merged dimensions appear in the Data tab. You can click on the "+" sign to
expand each merged dimension and view its components. The following example illustrates how to
use merged dimensions in a report.

First, from the Report View window, insert a blank report in the document by right-clicking on one
of the report tabs. The following sub-menu displays. Click on Insert Report. A blank report is
inserted into the document.

e an S 4 il ﬂ-‘_ . __.—u‘__j,,._.-—-/\, ""—/h-l‘---' . '_.\',zf"'wm‘ﬁ b il i, g '"'\,—"""" e et \\
057 A 39877483
057 B 97,746.54 ‘
057 C 1,143,974
057 E 15,681,983 .31
057 G Fenamne Report 14
057 E_E Inzert Report 5
057 N WEDO %
057 T X Drelete Repott han ’
P = < Mowe Report 3 ‘
Amanged by: Alphabetic order - [27 Report 1 |7 Repo T}, Dnl fJ
"
Discussions Save to My computer as ] \
Daone [2 Document Properties .
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Drag the merged dimensions you want to use in the report to the blank report screen. Also drag any
other fields needed on the report. In the example below, the merged dimensions Account and Object
were selected, as well as both Amount fields.

New Web Intelligence Document
D '|lﬁ| ﬂ|' |tjﬁEditQuew Edit Report

B 90 AE T EH T - BB s ]

Y
i [ BrujA-j>-Hii-£-=E=5==-|0R<] ;
: Data =
=~ “1' Mewy Web Inteligence Docunnent !
B 0 Account
A 145888261  13,686,137.55
001 B 380208538 352581086 ]
oos 001 c 75288786  1,00330022 /
" 001 E 658091508 550188697 '
001 G 392,546.21 122,350.77 )
001 J 700,819.84 182,285 1 4
001 N 11,648,949.07  15,096,151.68
001 s 268870484  -2191,112.33
| 001 T -3,343,157 -3,458,461

Since both Amount columns have the same name, you can rename them by double clicking on the
column header. A formula will display reflecting the current formula for this field.

New Web Document
v|r(5| ﬂl'ltﬁEditQUEW Edit Repart :\

DA |9 AT [ TE - E B -] B - B By vewsman ]

§|Arial v|9 v|B|I H|év|& v|._‘| EE|@|.|<§"I

- "Data | Tem. Map | Prop.| Inpu.]

: Data 1

EI«';: Mews teb Intelligence Drocurnent
EI ™ Account

ey Account
e 1 Account{2009) Account

] Ohject 00

b Object(zo11)
“o 1 Object(2009) 001 ik 2, 5T
w0 Amount(00g) oo T52,887.86 1,003,309.22

| \‘.L ‘E - 6589 915. 98' 5501iiﬁ;g; faie,
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To change the formula, enter the title of your choice and press <Enter>. The title is successfully
changed.

picw Web InteligenceDocument e
RECEN
i E A | O O Adk | Y |58 - E | '|@1'|E'|E?uiew5tmcmml
‘o v ~|B zrulA - -

: Data jul

B-;: Mews Web Intelligence Crocurnent
EI 1 Account
[ ponesn: Account |
Poobe ' AccountZ00g) Account ]
E Ohject 0o A L2322 0o 13,686,137.55
-

----- 7 Object(zo11)
,,,,, # Ghject(z009) 001 3,802,085.38 3,525,810.86

w0 Arnount{009) oo T752.887.86 1,003309.22

B
C

001 E 6,589,915.98 5,501,886.97
G

L Arnount(2011)

-y 001 2235977

392,546 21 ]
RRTTRE _ SWWWRPREE S el R Y

Follow similar steps to change the title of the second Amount Field. The screen below shows the
successful renaming of the last column’s title.

New Web Document
D E '|5| ﬂ|'|tﬁEditQuew EditRepon

E’;Eﬁ=f9||9 °|/—I\|‘ v|Y '|:E|%l "l z 'lr.- 'l"|ﬁ"|@uiew5tmctuml

| | v[pruja-1d-Hi-£L£-E55==-|BN<]

: Data I

BQ Mew \eb Intelligence Document

E} 1 Account

' Account{z011)
7 Account(Z009)
Object 001

7 Object{zo11)
7 Objec2009) 001 B 3,802,085.38 3,525,810.88
For i Amount(2009) 001 C 752,887.86 1,003,308.22
001 E 6,589,915.98 5,501,888.97
001 G 392 546.21 12235977

"L A T A gy

M PN el apmnisn T g0 i s e WV o
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Purge Data from a Query

You can remove all the data in a document by using the Purge feature, while still leaving the
document structure intact. If a document has multiple queries, you can purge data from specific
queries or all queries.

Click on the Purge button on the toolbar. This will display the options for purging. In the example
below, there are two queries. So, you have the option of purging data from either of the queries or
both queries

— @
SAP BusinessObjects

Help | Preferences out g Out

F X
X @ MBS F| Qou | @ | @ -
(7] Purge 2009

(7] Purge 2011

_)F Purge all queties

3

B web Intelligence

/;: Are you sure wou want to purge the data frarn the document?
-

[ oes [ Mo ] [ Help ]

Click on Yes. Data will be purged from the report document for the selected query or queries.
B web Intelligence |5__(|

@ Purge complata,
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To restore data, click on the Refresh All button and select the query you purged.

- @
SAP BusinessObjects

Help | Preferences | About | Log Out

* X

7| Qo 1| @ | @ -

& Refreshal - 2 - | B % T G| W =5

(7 2003 1003w || Page M 4|1 [ Hl
(7 =201
|jf“;| Refrazh all queties

3

A et
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Chapter 10 Formulas and Variables

You can create formulas in your reports to incorporate custom calculations not available in the tool's
standard calculations or the report's objects. The tool has an easy-to-use Formula Editor that
facilitates formula building. You can save formulas as variables, which can then be reused
throughout the document as needed, instead of having to continually re-enter the underlying formula.

Create Variables

A variable is a named formula. Variables provide a mechanism for reusing formulas without having
to set them up every time you use them in a report. You can also simplify complex formulas by
breaking them down into variables.

There are two methods for creating a variable:
1. Use the Create Variable feature in the Formula Editor, mentioned previously, where you save
an existing formula as a variable.

2. Use the Variable Editor, where you can create the formula and save it as a variable at the same
time.

Create a Variable from the Formula Toolbar

In the example below a formula has been created to sum the amounts from the two queries (2009 —
AFRS 2009 and 2007 — AFRS 2007).

M H | & [?ﬁ ' LﬁEditQuem EditReport
S| |9 Al -| Y -|TE|H T B |G-

|An‘al s |‘3 s

. |}’\.-'|ew Struckure
= ==/ | v

ulil

=
by
1=
I
Il

Data | Tern., Map | Prop.. Inpu.) fx at

Crata n
[=~# Chapter & and 9 Exerrise (Finishe
- Agency
[ ™ L Account
= h Bovecs lomect _mor Lo ||
5 8 P
- M Subproject Nz A 261412 820683 34 347 83
- Object Title(2007)
b Cbject Title(2009) Nz B 7,599 44 309911 10,698 .55
= Project Title{2007) 3112 C 76,629.94 31,2478 107,877.74
- Project Title(2009)
- b Subproject Title(2007) 3112 E 0 882.33 882.33
- Subproject Title(2009) 2112 ] 1] a71 a71
Amount(2007)
Arnount(2009) Nz M 35114311 240,102 .52 591,245 63
Nz 5 -451 51369 -283 79853 -745 31222
Nz T 0 43301 43301
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Click on the “Create Variable” icon on the Formula Toolbar.

D [ﬁ '|ﬁ|[ﬁ|'|tﬁEditQuew‘ Edit Repart
i_# fy g Adh - T -|E2l-Z & .|u‘£.|1§,|@wiew5mm.

[l v ¥BzulA-a-Hp-L-E=E=<=gz8 <)
- Data Tern.] ap Pmp.] Inpu.] |=[200?].[.¢\mount]+[200‘3].[F\mount]

: Data B
[=)g Chapter & and 9 Exercise (Finishe
- fgency

d- % GL Account

E

[$h [ Object )

G 8 oo Bocect oot oo s |
[#

e 1 Subproject 3112 A 26,141.2 8,206.63 34,347 .83

- Object Title(2007)

- Object Title(z003) 312 B 7,599 44 309911 10,698 55

A Prajact Titla(2007) ez c 76,629.94 312478 107 87774

- Project Tithe(2009)

- Subproject Tite(2007) 3112 E 0 88233 88233

- < Subpraject Title(z00%) 3112 1 0 971 971
312 M 351,143.11 240,102.52 591,245.63
3112 S -461,513.69 -283,798.53 -745 31222
Nz T 0 43301 43301

The Create Variable window will appear. Enter a title for your variable, and press OK.

Create Variable |E|

“Yatiable Dafnitian

Farne: |T1,r|:|e Marne Heva| |
Qualification: | we Measure W
Farmula: =[2007].[Arnount] +[2009] [Arnount]

[ Ok ] [ Cancel ] [ Help ]
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The variable you just created now appears under the Variables folders in the Report Manager under
the Data Tab. You can now use this variable on any additional report in this document.

O & -3 # [ E - | GF £t query [ Edit Repon

G 0 Al Y TR E [T | B | T B EP viewsan [

A S S» rujA- 5 - H =E = ==zm<)
Dt Tem Map [ Prop.Topul f (7ol Aur]

© Data 1
Bw,'_: Chapter & and 9 Exercize [Finishe
(&} [ Augency

i 1% GL Account

£
- Chject 1 1
[

i I Subproject 3112 A 26,1412 820643 34347 83
- Cbject Title(2007)
b Object Tile(z00) 3112 B 7.599.44 3,099.11 10,698 55
= Project Title(2007) 3112 C 76,629.94 31,2478 107.877.74
o Praject Title(2005)
b Subprojert Title(2007) 311z E 0 88233 88233
= <} Subproject Title(2003) 3112 . 0 971 971
e M Arnaunt (2007
. - 112 M 351,143.11 240,102 52 501,245 63
Fo W Tokal Armount 3112 5 -461,513.69 -283798.53 745312 22
3112 T 0 43301 43301
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Create a Simple Variable

For this exercise, let’s create a Variable to combine the SubObject Code and Title together as a field
in the following report.

Click on the Variable Editor button in the toolbar.
@ | - | tﬁ Edit Quary Edit Report

B 7 U A- & -

Crata rTem.rMap rpmp.rlnpu.]
i Data o

EI;: Chapter, 10 - Forrnulaz and Yaria
o 1 Becount E

Expenditure Autharity

Expenditure Autharity Index R’Epﬂrt Title
GL Account

Obiject
Prgran Account |Expenditure AuthoiProgram

SLII:IEII:IjEEt .10.1 .1 UU
Subabject Title

LA T T T T Y
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The Variable Editor window will show as follows:

E? variable Editor X
~atiable Definition
Marma: | |
Qualification: | Y Dirnensian Vl
Type: | |
~Faormula:
Ve
X
Data Functions Ciperators
[=)-—#| Chapter, 10 - Forrnulas and \aHables  #% L:_I--a All W ~
o @ Account o b B }
7 Expenditure Authatity o e (
7 Expenditure Authatity Index o Berage )
7 GL Account - BlockMame *
- 1 Object | *
7 Program o Char :=
¥ Subobject - Calurnturnber s
b Subobject Title B o Concatenation =
""" Arnaunt v - Conneckion »| = o]
DCrascription
(874 Cancel ] [ Help
Do the following:
1. Inthe Name field, enter SObj & Title.
2. Leave the Qualification as Dimension.
3. Create the Formula in the Formula field as follows:
a. Enter=
b. Double click on the Subobject
c. Enter+
d. Enter “—*. This is to separate the Subobject code and the title.
e. Enter +
f. Double click on the Subobject Title.
g. Click OK at the bottom of the screen.
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B variable Editor X

~%atiable Crefnition

Marne: _-: j 2

Gualification: | 7 Dimension

vl

Type: |Stl‘i|‘|g |
~Farmula;

=[Subobject]+" - " +[Subobject Title] o

b4

Crata Functions Cperatars
[=-+g# Chaptar, 10 - Formulas and Wariables B--a All Lo ~
- dccount o Bbs =
- Expenditure &uthority < AEE E
-~ 1 Expenditure Authority Inder - Aerage 0
~ @ Gl Account - BlockMarne *
- Cbject el +
-« @ Program L3 -+ Char :_
- Subabject - CalumnMurber q;
- oo T | v - Concatenation v _
£ | ¥ £ | = hual
Drescription

Subobject Title

juls ] [ Cancel ] [ Help
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You will now see the Variable just created, “SObj & Title”, in the Data tab.
D[ﬂ "llﬁ|ﬂ|"|tﬁEditQuer‘yEditRepl:-rt é—

LI R RE TRy |

BZUA 5K = &

Crata rTem.rMap rF‘mp.rInpu.]
i Data n

[=)-~g#| Chapter. 10 - Fotmulas and Yaria
< @ Account

Expenditure Autharity
Expenditure Authority Index R’Epﬂrt Title

5L Account

Cbject
--- Account ___[Expenditure Autho

8T 001 101 100
F Subobiject Title - oo 104 100

-+ Wl Arnount 0

R R

Let’s now remove the Subobject and Subobject Title columns from the existing report. To do so,
right click on the Subobject column and choose Remove Column. Repeat the same step for the
Subobject Title column.

Now let’s drag the Variable of SObj & Title and insert it between the Program and Amount
columns. The report below now shows the new combined Subobject Code and Title as one column.

D E | S| 8] B~ | G ek cuen [ EditRepan 3
oA |9 A Y - [TEY T %] | B R vewsman |
| [ B 7 U|A - & - K| =E=5==-=-5H~+}

7 Data Tern.] Map F‘mp.] Inpu.] i
© Data n J
[=)-g#| Chapter, 10 - Farmulaz and \aria Repor‘t Title

1 Accaunt

w1 Expenditure Authatity

RPN sccount lprogiam |SObj & Tite

o &L Account 0o 100 AA - State Classified 93,801,687

o 1 Objact

. # Pragram 001 100 A - State Exempt 4933029

.l B Title 0o 100 A - Salaries and Wages 34,7
o Subobject

-4 Subobject Title 001 100 AS - Sick Leave Buy-Out 283728
i Amaunt 001 100 AT - Terminal Leave 123,356
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You may expand the column width of the new column by using the double arrow in between the
columns.

'||ﬁ|ﬂ|v|[ﬁEditQuewEditRepon a
E_,f lﬂ'|'9 F|£|&'|T |:E|%l '|“'|r' '|%'|1F'|@Uiew5tructure
[ vs vBlrulA-e -2 EES T E|j|.|¢;fl !;
Data | Tern.. Map | Prop. Inpu.
¢ Data n
=R y Chapter 10 - Farmulas and Varia Repor‘t Title t
- 1 Account
- Expenditure Authority
RO WM\ ccount_Program ____s00j& Tite
- 1 GEL Account 001 100 AA - State Classified r 3,801,687.27
~ 1 Object _j
i 001 100 AC - State Exempt — 4,983029.83
Sl -2t 2 Ti 001 100 A - Salaries and Wages 34714
- i Subob]ect
- Subobject Title 001 100 AS - Sick Leave Buy-Out 2837288
gl e ™
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Creating Variables for Allotment, Expenditure and Variance

The examples below illustrate a scenario where you can create variables to compare allotments with
expenditures and show the variance between the two.

NOTE: The use of text in variables is case sensitive. So if you are creating a variable
containing dimensions, you must be sure to use the proper case to ensure the variable works
properly. So it works best to select data fields by selecting them from the Data list.

| [E,'] - S| # - L_JJ Edit Guery | =] Edit Report = Refh,
rh | O AT - ZEE D S ] T TR | B B view s
| | BEUA-8-Mi-LZ-|EE=*==-5N
Cata | Temn.) Map | Prop./ Inpu.,
Crata 7
[=l-4| Chapter, 10 - Formulas and Varia Repor‘t Title
Account
Expanditure Authority
Gl Account 100 = 001 A 0622 34714
Programm 100 001 A 6210 50,314,897
SObj & Tite 100 001 A B505 1,305,578.11
Subobject
« < Subobject Title 100 001 A 6510 47,271,229.89
Amaunt 100 001 B 0622 14,876
100 001 B 6210 16,401,583
4 2 — 100 al B L) 456,323 14

Please note that the above report returned all GL’s as a column. To create the variables to show a
separate column for Allotments, Expenditures and Variance, follow the instructions and illustrations
below.
1. Click on the Show/Hide Variable Editor and the screen on the following page will appear.
2. Enter Allotment in the Variable Name.
3. Select Measure for the Qualification field.
4. The formula for Allotment will be
=Sum(If([GL Account] InList(*'0622";""6210"");[Amount];0)). You can either enter this
manually in the Formula field or select fields from the various tabs as explained below to
populate the Formula.
From the Functions list double click on Sum, then double click on If.
From the Data list, double click on GL Account.
From the Operators list, double click on InList
Type in (*'0622';"'6210™);
Double click on Amount in the Data list.
0. Type in ;0 before the last two parentheses that have already been entered by selecting the
fields above.
11. Verify the formula by clicking on the validate button (check mark).
12. Click OK to close the Variable Editor window..

RO ~NOo O
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X

Marne: |F'-||otments |
Gualification: | """ Measure V|
Type: |Numher |
~Farmula;
=surnlIR]GL Account] Inbist("0622""62 10" [Arnount 0 o
b4
Data Functions Operatars
[=-+g# Chaptar, 10 - Formulas and Wariables B--a All Lo ~
o B Account - s B I
™ Expenditure &uthority < AEE [
-~ 1 Expenditure Authority Inder - Awerage 0
il t - BlackMarne *
- Cbject el +
-« @ Program B ~ Char :_
- 1 SOhj & Title - CalumnMurnber .
- @ Subabiect v - Cancatenation M| =
£ || < | = “
Drescription
string Ref¥alueUserResponse([dp:Jprompt_string[;Indax]])
Returms the response to a prormpt when the referance data was the carrent data
() Mare an this Functian,
juls ] [ Cancel ] [ Help
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Follow similar steps as above to create the Expenditure variable using the Variable Editor. The
Formula for this variable is:

=Sum(If([GL Account] InList (*'6505";"6510";"'6560""); [Amount];0))
Be sure to validate the formula, then click OK to close the Variable Editor.

B variable Editor

Ed

~ariable Definition

AORNE < diures |

Cualification: | """ Maasure w |

c;?

Type: | |

~Farmnula:
=Sumn(IA]GL Account] Inbist ("6505" 65 10" 6560"); [Armount] 00

Crata Functions Operators
[=-g| Chapter. 10 - Formulas and Yariables # | | [=-<5] all Ll iy ~
- 1 Account - b =
-« i Expenditure Authority o e E
- Expenditure Authority Index - fwarage B
- &L Account - BlockMarne *
- Cbject - el +
- Program -+ Char :_
- S0hj & Title - ColurnntHornber {;
- 1 Subobiect v - iZancatenation M =
< | > < | > = e

Crescription

Ok, ] [ Cancel ] [ Help
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Follow similar steps to create the Variance Variable. In the Formula Definition, enter

=[Allotments]-[Expenditures]. You may also double click on the actual Variable Name listed on
the Data tab. Then click OK

B? variable Editor X

~ariable Dafinition

Hd
Marme: |
Cualification: | """ Measure V|
Type: | |
~Fornula:
=[Allotrnents]-[Expenditures] W
X
Crata Functions Cperators
oL A acaa ~| S
7 ohject B o b = }p F]
7 Program o P f
- S0bj & Title - Bwersge c y
1 Subohject - BlackMame i
b Subobiject Title o sl +
oo MM Allatrnents < Chat =
..... ==
v fmount 2, = ColurmnHurnber s
_____ v - Zoncatenation M =
£ | [ £ | > = ]

Crescription

121 Mare on this Function.

QK ] [ Cancel ] [ Help
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You will notice that the variables for Allotments, Expenditures and Variance you have created are

listed in the Data tab with the other report objects.

M E - 3| #h) B~ | 5 ede quen
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Expenditure Autharity Index
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100
100
100
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The next step is to remove the GL Account and Amount columns from the Report Panel. Now you
can drag each of the Variables that you just created from the Data tab to the report panel on the right
and insert them one after another. The report below now shows all three new columns using the
Variables, as shown below.

0 [ﬂ A= | ﬁﬁ ' @Edit Cuary Edit Repart
Bl 9 Adh-| T
|An‘al v|9 v|B I U A- & -L
Crata | Tern.. Map | Prop.. Inpu..
Doata n
= Chapter 10 - Formulas and Warg Report Title
o Account
4 Expenditure Authority
4 pendirs Autorty Ine omect alotments |Expenditures
¥ GL Account A 50,349,611 48,576,308 1,772,803
- (1 Object
o @ Progearn 100 001 B 16,416,459 1543404721 98241179
? 5Obja Tide 100 001 B 1,916,970 504,104 1,412,366
7 Subobject
b Subobject Title 100 001 E 7.884.379 7.181.091.88  703.287.12
""" Allotrents 100 001 2 313,343 268,550.54 44,792 46
""" Arnounk
----- Expenditures 100 001 J 1,093,598 685.759.37  407.838.63
""" 100 001 N 0 4719.82 -4,719.82
100 001 P 351,242 366,282.8 -15,040.8
100 001 S 0 -17,486.69 17,486.69
100 001 T 0 -20,294.01 20,294.01
100 03K B 0 0 0
100 03K E 0 0 0
W\..

The previous examples are simple illustrations of variables. More complex variables can be set up to
meet a wide variety of business needs.
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Chapter 11 — Print Reports

In order to print reports from the tool, you will need to install the current ActiveX Print Control
on your workstation. The Print feature allows you to print one report or multiple reports from a
single document.

Print a Report

From the Report View window, click the Print icon in the toolbar. This option allows you to print
the report in a more predictable format.

a . [ﬁ Edit Query . Edit Raport 3
\ . \

oA - Y - B &

Crata | Tern., Map | Prop., Inpu

The print dialog box will display. Select the Printer, Print Range, Page Size, Orientation,
Margins and Number of Copies. Then click OK.

Print X
Printer selection
Printers: | Unfrpstum06 |PR-206 v
Page
Print Range Page Size
(:) All Reparts Latter hd

[arginz
@ Cument Report

Top
on
Left Fight
‘0.?‘3 " H ‘0.?‘3 " H

et

O Current Page

Li:

Enter page range {example:
13511}

Cirientation Copies

. (%) Portrait Murnber of copies: 15
l
O Landscape

Ok ]| Cancel |[ Help ]
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View Page Layout

Before printing, you can view the report layout by clicking on the View Page Layout button to see if
a report fits on one page. You can then resize the report, if needed, before printing.

M [ﬂ - &3 # ' EﬁEdit Query Edit Report {
B & i [ &) v Vi & b 4 :E %l = S Structure
| [ Slezu)A® - HE 2 _ =l 2
Crata | Tem., Map | Prop., Inpu., i
Crata Iul
(=] Chapter. 10 - Formnulaz and \ariz Report Title
4 Account
7 Expenditure Authotity
- # Exendure Arty s omect Alotments __[Expenditures
o 1 GL Account 50,349,611 43,576,808 1,772,803
o @ Object
$ Program 100 001 B 16,416,459 1543404721 98241179
S 7 50bj & Title —

Chapter 12 — Logoff

Logoff Procedure
When you are finished using the tool, click the Logoff button in the upper right corner.

Help | Preferences | Abof

Search tite - | |2 | W 41 _Jofr » M

Instances

You will be returned to the Logon Page.

Thanks for trying out the Web Intelligence Web
Intelligence. Hope you had a pleasant
experience--J
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