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Class Objectives -_:_-Elé

* View some existing queries

* Understand the variable screen and elements
* Learn ways to change queries

* Review various features of BEx-Web

* Learn how to save different views of the data

Today’s class will cover:

True: The functionality of the BEx-Web tool

[X] False: The meaning of data in the system

There is an assessment at the end of class

BW Web Reporting - BEX_300




BW Web Reporting - BEX_300

What is Business Warehouse? %L%!g

Business Warehouse is a separate system from the IRIS (SAP/R3) system and is used
to generate various reports from data that is imported (copied) from IRIS into BW on
a nightly basis. The data in BW is only as current as of the time it was copied into BW.
Therefore, entries made into IRIS today will not appear on your BW report until the
next data import is done.

IRIS/SAP R3> Lponess Reporting

Warehouse

BW

Use the myUK Portal to access Business Explorer (BEx).

BW Web Reporting - BEX_300

What is BEx-Web? %_El?

BEx-Web is a Tool or Application used to:

Access pre-built queries (based upon your “role”)
Run queries/reports in their original format
Modify views of query results

* Select variables

* Sort

* Filter

¢ Change Layout
Save views
Access and use views created by other users
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What is Required to Access BEx-Web? %z__%.!g

¢ Web Browser — You access and view this information on the Web, you
need Microsoft Internet Explorer 6.x or higher web browser.

¢ Firefox can cause difficulties.

¢ Please note that other browsers may behave differently on Apple and
Linux systems.

¢ Active Directory Account — You need an Active Directory Services
Account (with domain of either ad or mc) to log onto the myUK Portal.

¢ Please contact the IT Customer Service Center at 257-1300, option 1,
for information on obtaining an AD account.
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The myUK Portal %&L

Welcome to myUK

Use your fink lug ID t Sign On ta this podal

Usar I

Password

William T Young Library

Open the myUK Portal at https://myuk.uky.edu/irj/portal

Enter your AD User ID (do not enter the domain)

Enter your Password

Eal A

Click on the Log on button
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Using the Portal

RIS

myUK

IRIS Systems
]
IRIS Launch Pad

” RIS
u Training Sandbox

(TR TN N Student Services | Student Administration | Financial Aid View of Student  Enterprise Services
IRIS Systems

From here you can select a system to launch.

C BW Web Reporting
e BW BEx Reporting
e BW Developer

¢ Your portal screen might look different — what you see is determined by

your IRIS access or role

¢ The portal itself is a work in progress and will change
¢ Click on BW Web Reporting
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BW Reporting

User Favorites and Roles

¢ This is where you see the
queries available to you,
based on your IRIS role.

¢ Favorites — Nothing will
be shown in Favorites
in BEx-Web

RIS

i

UK UNIVERSITY OF KENTUCKY

"7 User Favorites and Roles

(|
@RI
|

Welcome
Tony
U Favorites
7 BW REPORTS role for Training - Financial
[H vex 308 FiTraining2
[ bex 305 FiTraining!
Hritraining 1
Hritraining 2
[ FIFinancial Accounting

[ ZBW-ENDUSER Role for FI Finance

* Fl Financial Accounting — These are role-based queries (reports).
Everyone who has your role/access will see the same queries in this area.

* BW Reports role for Training — Financial — Reports used for training are
located in this area. The reports used for BW Web Reporting are:

FI Training 1 — Used during class
FI Training 2 — Used for the assessment

* Single click FI Training 1 report
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Entering Your Variables _ élg

Variables for Ad Hoc Report

@FscalPermWear (Reguired) (*} = Include  «
@Cumpany Code (Reguired) (*) = ~ UKOD Unrversrtv of Kentucky Include  +
(T Budoet Type (Required) (%) [T

@Funds Center # UKUUfNut assigned To 9999999999 un(uursmwmw

@Funcﬁnnalmea = - =} Include
(TFund = - Include
(THGL Account = - Include
[T Commitment tem = - Include  +
(TGrant = - Include

There are two ways to enter a variable:
¢ Type the data directly into the field, or

¢ Click on the Selection button to the right of the field to display a
list from which to choose
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Required Variables Elf

Variables for Ad Hoc Report

@FrscalPenudNear [Requlred@: - Include  «
@Cnmpany Code (Requ\red@ = ~ UKOO unrvarsrty of Kentucky Include  «
(M Budget Type (Hequired@

@Funds Center # uKﬂﬂmnt assigned To| 9999999999 UKDDBQ?BBQ‘JBQB

MFunctional Area - - [T Include -
(THFund = - Include
(ML Account = - Include
(T commitment tem = - Include
(Merant = - Include

IMPORTANT: Variable names followed by an asterisk (*) are required
—you MUST enter information into these fields!

For example, required variables shown above are Fiscal Year Period,
Company Code, and Budget Type
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Multiple Selection f é-!é

The Multiple Selection feature provides additional choices for selecting
your criteria

Variables for Ad Hoc Report

(TFiscal Period/Year (Required) (7} = = Include = [ Insert Row
(Tcompany Code (Required) (*) = ~ |UKOD || university of Kentucky Include = [ Insert Row
[TBudget Type (Required) ()
@Funds Center # UKI]D)’ND[ assigned To 9999999999 UKDD.@W
(PFunctional Area I Include [ Insert Row
(PFund I Include [ Insert Row
(PGl Account I Incude = [ Insert Row
(P commitment tem I Incude = [ Insert Row
(Perant I Include = || Insert Row
clude
/ Exclude

You can: /

e Choose to Include or Exclude a filter selection
e Choose to add selections for a variable by clicking on Insert Row
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Variable Operators _ §L§

You can choose from the following operators for each field:

Variables for Ad Hoc Report
@FiscalPariudNaar (Required) (*) =~
[Tcompany Code (Required) (1) = -+ |UK]
(PBudget Type (Required) (7} q = -
@ Funds Center # S—
@FunmunalArea = - — -
i~ o = equal to
@GLAccuum = - [ ] range
Plconmimertkem - o= <= less than or equal to
Ferant e I > greater than
>= greater than or equal
»= to
4 < less than
" * wildcard
<>
£ not equal to
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Selection Types

A single selection variable allows you to enter one entry

PR IS

Variables for Ad Hoc Report

[T Fiscal PeriodiYear (Required) (*) = [
(Mcompany Code (Required) (7} = -+ |UKDD [Funiversity of Kentucky
[ THBudoet Type (Required) (%)

@ Funds Center

@ Functional Area
(MFund

@GL Account
@ Commitment tem

@Gram

GEEEE

# [CF]ukoomot assigned  To| 9959999999

[C7]ukooregesssssss

Include  w | Insert Row

Include + [Insert Row

Include + [Insert Row
Include « [Insert Row
Include + [Insert Row
Include = | Insert Row

Include + [Insert Row

A range selection has a “from” area and a “to” area with a Selection Button for

each

If you have the same value in both areas, you can use this as a single selection.
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Selection List

¢ When you click on the Selection button
in a field, a list of possible entries will
appear.

¢ Make your selection(s) by clicking in
the checkbox to the left of each entry.

¢ To see more entries, click on “The Next
25 Values” button.

Your choices include the following:

* You can “Select All” of the values in the list

¢ OR just specific ones via the checkboxes

* OR change your mind and “Deselect All”

¢ OR fine-tune your selection by using the “Find”
feature.
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RIS

Value Selection for Fiscal Period/Year (Required)

Maximum Humber of Hits 200

Fiscal Period/Year (Required)
0122005

00172008
00212008
00312008
00412008
00512006
00612006
00712006
0052006
00912006
01012006
01112006
01212008
01312006
01412006
015/2006
000/2007

001/2007

00212007

003/2007

00412007

00512007
00612007
00772007
00812007

Transfer || Close|[ Select Alll[ Deselect Alll| The Next 25 Values|

14
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Select - Find — Transfer

Enter your search criteria in the Find field.

Use the * (asterisk) as the wildcard
character.
Example: To find the valid entries for the
fiscal year 2009, enter *2009 and then
click on the Find button.

NOTE: Find IS case sensitive
When the results appear, you can click on

Select All or checkmark the entries you
want.

When you have specified what you want,
click the Transfer button to add it to your
variables.

$iRis

Value Selection for Fiscal Period/Year (Required)

Maximum Number of Hits | 200

Fiscal Period/Year (Required)
00712010

00872010
0092010
010/2010
01172010
01272010
01372010
01412010
0152010
01672010

| Transfer || Close[ Select All|[ Deselect All[ The Previous 25 Values
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Personalization

If you find yourself entering the same criteria
for a variable again and again, across multiple
queries, you can set a personalization on that

variable so the criteria will be used
automatically for every query that uses it.

For example, if you only use Company Code

UKOO, you can set up this range as the dy/? (1 Company Code (Required) (*)

RIS

Vieriabars for A tos: Rrpor]
T Fncal ey nar Glaarnd 7]+ = [

Tcompary Coty Bagared] ]+ v |LNID T unsveraty of Kantucky
[=)

Diruncionsl s i
R [o)
T, Ascsenr [u)
Dtomrtrt ton [=)
Dlovast [n)

Exnrue | Toee

Y incoactsngess T8

1. Right-click on the Personalization icon to the left of the field name

|0 2 ()
2. SE|eCt Personallze- Delete Personalization

G_l BUager 1ype [Requirea) ()

3. The screen flickers and the Company Code field disappears.

You have given the system a default entry for the Company Code field and

removed that field from consideration
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izati RIS
Personalization (continued) L
gt -
Varbies for A Mo Nepen Variabies for Ad Hac Report
[ PImcal Perioaryenr (Requred) (') « = [n) (Dirmca Pencarves Msquredi ) = = =)
Bicovpsny Code Mogursdi () = v UKD T unisraty of Kantacky (Dluudget Tyse (Resuired) (71 )
{8 Busget Tyom (tomursai ) [u] (A Funds Cester # [EuKoanint nssign
TFunen Corer 0 Y JukDatcA nssigned  Tol e ey —_ =
Pfunctiosal drea . - ™
(Drune _ [x]
ya P fw | &=
S — - (P Aeceust e el
P ommtment tam - T (Btommiment tem - 'g'
(Dot - () (Daant - - i
Expute | Cnesy Before Exncute|| Check]| A8 After

To see what is entered in a personalized field, click the All button

The icon has changed to indicate that the variable is

personalized. You can now change the variable for this execution of the report

To re-hide the variable, click the new Free button at the
bottom of the Variables screen

. . . . @Persunahza ) )
To delete a personalization, right click the | = oeee rersonaization |,

Delete Personalization

icon and select
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Check and Execute _ §L§

After you specify your variables, i ———
click on the Check button and the

system will check your specifications
for errors.

Yellow system messages can be
ignored, but red system messages
indicate errors that must be fixed
before your report can be produced.

Checks only the format — not the values

When there are no errors, click on the Execute button to run your report.
Be patient while your query is being processed.

A new screen will appear displaying the data you specified. This is your report.
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The BW Report r&é
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Funds Canter Lr )=

G Acesust Lrl=

Grant [ir e Nl

Ve type m FU BRI

Data Analysis Tab
Graphical Display Tab
Information Tab
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When your report appears, check the Last Data Update date at the top of
the screen. This date is the last time data was updated in BW.
If you are looking for information that was entered after the most recent
BW update, it will not be included.
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Rows — Columns — Free Characteristics

IJK: NIVERSITY OF KENTOCKY
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¢ The left portion of the screen features a panel that allows you to tweak
the fields in Rows, Columns, and Free Characteristics.

¢ The Rows section specifies fields shown horizontally in the report.
¢ The Columns section specifies fields shown vertically in the report.

¢ Free Characteristics are fields that are not shown in the initial report but
are available if you want to show them.

* You can drill down, drill across, and/or apply a filter to these fields.
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Drill-down adds a breakdown of data horizontally (in rows).
Example: To show GL Accounts in rows, click the Drill-down icon in the
first column of settings for Free Characteristic “GL Account.” The report’s
appearance will change to show GL Accounts in rows
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Dr i”-dOWﬂ (Continued) :_-*Eﬂ!g

- et
D Seuteme Computng 011010000 scumma o ux e

s151sisislsIsIsTs)s] 'Q "
PR

wlwls]

“GL Account” is moved to the Rows section and the icon changes.

To turn off the drill-down, click on the icon again. The report will revert to
its previous format, the item will be moved back to its original position on
the panel, and the Drill-down icon will return to its original appearance.

BW Web Reporting - BEX_300
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Drill-across .BJ_S

Drill-across adds the data in a column

Example: To add a column showing “Value Type in FM” on your report, click the

Drill-across icon in the second column of settings ﬂ for the Free Characteristic

“Value Type in FM.”

e The report’s appearance will change to show the Value Type in FM data in a
column. The item “Value Type in FM” will move up to the Columns section of the
panel, and the icon will change |=77||to show that the drill-across is turned on for
that item.

¢ To turn off the drill-across, simply click on the icon again.
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Filters

Select Filter Value for Funded Program

New Filter Values
Funded Program

Maximum Number of Hits 200

[Find|[ Search for Display Attributes Activated|

Funded Program

[ LEASE PURC. UPS 5YS

[ | STDT-SERVINTWK SUPP
["| LEASE PURCH COMPUTER
|| NON-RELEVANT

Description of Filter Values

e o

Transfer | Close)

RIS
I

Include  +

[
e i ot

Bt e ing
Pitwea ey

¢ Filters can be added to narrow your query to very specific data.

¢ Example: To see only a particular Funded Program, click the Filter icon

in the third column of settings for the Free Characteristic “Funded
Program.” Select the Funded Program you want to specify and then click

the Transfer b

utton.
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Filters (continued)

Fiscal year/period @
Funded Program @
TE

LEASE PURCHASE UPS SYSTEM

Funds Center @

" HEH
=] =] =]

e The report will change to show only data for the Funded Program you specified.
That Funded Program will appear in the Free Characteristic area, and the icon
trash can 'Ijl to show that the filter is turned on for that item.

will change to a

¢ To remove (turn off) the filter, simply click on the trash can icon. The report will
revert to its previous format, the item name on the panel will revert to “Funded

Program”, and the Filter icon will return to its original appearance.
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Context Menus %lélg

[Fruss s | Y )

S Wor| [ Scmvan] [ucepanna and Comamss) | Commems| [Fxpert = Eac figasi £5

Co'ﬁtéiit Menu

Context Menus offer more options when analyzing data. When you place your
cursor on an object that offers a context menu, the object name will suddenly be
underlined. Right-click and the context menu will appear. To close the menu, click
anywhere on the screen.

IMPORTANT: If you right-click anywhere on the screen or on an item that is NOT
underlined when you place your cursor on it, you will see the browser menu and
not the context menu. Use caution and make absolutely sure you are in a true BW
Web context menu before you click on an option.
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Context Menus (Continued) :ﬂl_{_n!;-_s-

Each of the following objects provides a Context Menu that is specific to
that particular object:

— Rows

— Columns

— Free Characteristics

— Characteristic Column headers
— Characteristic value

— Key Figure headers

— Key Figure values

Each has a Basic Menu with an Enhanced Menu option, which provides
additional features.

Note that Key Figures are amounts and Characteristics describe what
Key Figures are (i.e., Characteristics are non- amounts).

BW Web Reporting - BEX_300

28

14



BW Web Reporting - BEX_300

Context Menu Items _B.LS
| o e
Back
Undo last step. [NOTE: DO NOT USE THE BACK BUTTON ON YOUR BROWSER MENU.]
Back to Start

Back to the view when last pressed Execute (on “Variables for Ad Hoc Report” screen).

Select Filter Value
Restrict data of variable(s) to what you have specified.
Example: Filter the Funded Program to select BioMedical Sciences.

Drill Across
Displays the selected characteristic or key figure by placing its values in columns.

Drill Down
Displays the selected characteristic or key figure by placing its values in rows.

Remove Filter
Removes a filter, if one has been selected, and displays all values again.

Remove Drilldown
Removes a drilldown (or across) if one has been selected.

Swap with
Exchanges selected characteristic with another characteristic you choose from a list.
Example: Swap GL Account with Functional Area.
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Context Menu Items (Continued) -_:_-%J;_-_S-

Swap Axes
Swaps the axes of the view, sending row values to columns and column values to rows.

Sort — Sort Ascending/Sort Descending
Sorts the selected characteristic or key figure, either in ascending or descending order.

Properties

Allows you to view or change the way in which the data is presented for a characteristic
or key figure. Examples: Number of decimals; Key and/or short, medium, or long text
display; Suppression of results rows.

Query Properties
Allows you to view or change properties that affect the display of the results for the
entire query (rather than that of a specific characteristic).

Goto (on some Enhanced Menus)
Displays a list of queries available for execution to provide further details or line item
information regarding the field selected on your initial query.

Calculate Results as (on Enhanced Menu for Key Figures)

Allows you to specify a calculation be performed on a key figure to display the data in a
specified manner. Example: Select Calculate Results as — Maximum [to display the
maximum value of that group]. Other choices include minimum, average, sum, count, etc.
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¢ When your report looks the way you want to see it on a regular basis,
you can save the settings (not the data) by clicking on Save View.

e CAUTION: Views are shared. Everyone with access to this query can
run your saved view...but they cannot change or overwrite it.
They will be able to make changes and save their own version with new
unique Technical Name.
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Save View Description Elf'

Save View
DELUCIA: Budget and Actuals for Py

Technical Name | Zdelu cia_E-IJIJIJ|

D Owverwrite Existing Wiew

* When you click Save View, a small screen appears where you enter a
Description of the view. You have up to 60 characters to make the
description as recognizable as possible.

¢ We suggest the following guideline for description: your userid: description

— Example - DELUCIA: Budget & Actuals by FYR by G/L for FA 0440

— We suggest the ‘BY’ and ‘FOR’ principle, to apply after your userid:
BUD/ACT BY FUND, FCTR FOR F/AREA 1000
- where BY indicates the drilled-down field, and FOR the filter.
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Save View Technical Name %IEIE

Save View
Description DELUCIA: Budget and Actuals for FY

Technical Name | | 7delu Ciﬂ_E.Dl:ll:ll

Owverwrite Existing Wiew

Saved

“confirmation notice
* The Technical Name can contain up to 30 characters. |ESEEEES

¢ Naming convention is a ‘Z’, followed by your UserlD, followed by an underscore
and your next available view number. Follow these steps:

Messages:
o | View (ZDELUCIA_S000) saved successfuly.

1. Enter aZin the Technical Name field

2. Enter your AD UserlD (but do not include ad\ or mc\)

3. Atthe end of your UserlD, enter an underscore

4. Enter your next available view number for this query, starting with 5000.

Examples: ZDELUCIA_5000 ZDELUCIA_5012
5. Click the Save button to save your view.

*  You will receive a confirmation notice.
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Save View (continued) %Elf

¢ The purpose of the naming standard is to help identify the views you have
saved. Using the naming convention will quickly identify the person who
saved the view and will make it easier for you to know your next view
number.

¢ Since technical names have to be unique in the SAP BW system, you
should keep track of your saved and next view numbers.

e You can find your next view number by clicking on Open View.
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Open View — History EIE

Choose a View

P Open View Display: Hstoy =

Fl Training 1

TN s |

csshot2: dept fed funds rollup (by byt class)
DELUCIA: Budget and Actuals for FY’ by 6L

| Save View| |Variahle Screen| | Exceptions and Cond|

Selected Object: | ZDELUCIA_5000
. . . Description: DELUCIA: Budget and Actuals for FYy
To see or choose from existing views:

1. Click the Open View link to open the “Choose a View” window

2. Note that the Display field defaults to History

3. You can check the technical name of the views listed by either:
1. Slowly moving your cursor over each one, or

2. Click on each view and the technical name will display in the Selected Object:

field
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Open View — Roles ..B.lé
Display: Roles )
1 Chooss s W * FlFinancial Accounting [«]
¥ Open View _— I 7 Master data analysis
FI Training 1 o 7 Funds center master data reporting
—_—— e Sceouning imiohn0: Peds UK Cost Center List
" [ v REPORTS rmie for Training Irich1: Funds Cir list
1 v REWIRTS o tor Tramesy RobGarr: WP for Research
gpodeaa: Funds Center List
Responsible person by dept
ptpoll00: Coll Cost/Fund Center Lists
ariablef whrewer: Fund Center List
dbkidd2: CoM Master Data
gpodeaa: Funds Cir List
e o test ot st Gl
Selected Object:
Satached it Description:
pesreter
[ Tramuter| | Cances |
To see all views saved by users with the same access (role) as you:
1. Click the Open View link to open the “Choose a View” window
2. Open the drop-down menu in the Display field and choose Roles.
3. Expand each role by clicking on the small black arrows until you see the
views created.
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Open View %lé.!g

¢ Itis helpful to use Roles to see all the views created on each
guery because:

— You can share your views
— You may find useful views that other users have created

— You can check your own views and determine your next
view number

¢ To close the “Choose a View” window without selecting a view,
click the Cancel button

BW Web Reporting - BEX_300

Save & Open View %Elf

¢ Once you save a view, it cannot be overwritten by anyone...including you.
You can however, open the view, make changes to it, and then save the new
view with a new technical name.

¢ If you no longer need a view, send email to the BW Support Staff at:
Bl-Requests@email.uky.edu or to a Power User:
http://www.uky.edu/IRIS/BW/pdf%20docs/PowerUserList.pdf
Specify the view you want deleted and be sure to include the Technical
Name of the view.
Deleting views that are no longer needed will keep unwanted views from
cluttering the system. You can reuse the technical name after a view is
deleted.

e After you save, you can click Open View again and take a look at the Roles.
You will be able to see your newly created view in both Roles and History.
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Variable Screen

RIS

ST cosnencapay | mtoraten |

[Zave v\nl [varatie smm'! ] [Cammets) |

Last Diata Upete: 16372008 083718

i [Expertis 5] |

= Rows, Fuactnalaren
()

Fana
013080800 UK GE

Furctensl wea
Fund

= Columne
Budget & actual structure
7 Free Characteristics.

5

Dudgateg Vil Typs
Crmisiaciual rans
Commrmet o
Commuiactual Detal
Comparry cose
Fiscal yearipercd
Furded Prograr
Funds Center

O Accourt

Grant

Valse type in FlU

S0 0 1 50 1 I R
wlelwlelelslvlslellal] w] )]

0011020000 PROVOST LK GEMERAL
0011030100 MED CTR UK GENERAL
11030100 FESC AFFBNFD TECH
011092100 RES UKRF

D19500200 | ADU UK SELF SUPPORT
019620100 PROVOST SELF SUPRO
0019680100 SELF SUPPORTING
0213004500 STUDENT QPPROTUNITY
417301060 CNTRAL ADUR RENOV.
D4ITII00 MAJOR EOUP PURCHASE
Ranut

| [Shom frgesied Text]

Dusgat ey Eurtad Flse [acembesnces Avabisi Dawace | Dusgh Aval %

stesma siamonas soos +oo: | S
FSEASAD 3 Sa0ST Y $008 ] E-T)
SESAMIN STH M4 3000 300 78
SAITAGNsA| SSIATSATY 3(34a3ZN) S 10256313 e
553040040 50132273 2000 3008 55
501 X

5080 2008
3045 5000 Span 00
5000 X
T 008 x
$oL AN 26 3000 x
FASTHSEANT 3 4 4WORIS 3 OHAA3TY| 10256319 arh

¢ Once you review your report, you can request different results by clicking on the
Variable Screen button. This will take you back to the “Variables for Ad-hoc
Report” screen, where you can change the variables (values).

e IMPORTANT: If you are entering new variables, be sure to REMOVE any variable
information that does not apply.

* Click the Execute button on the Variables screen to display the revised report.
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Exceptions & Conditions

RIS

ST cosnencapay | mtoraten |

L3t Ciats Updase: 10AZ12058 083718
() (Ve me&mun_: ) Emme [ |
< Rows Fusctanalaren Fang Dudgat Ty Eactad Flsse Dncombeancas Avkiisy Daacs Dudght Aval %
e =i 0011010800 UKGE | 3 7ELSEEI 313001008 3000 G
Furd Ll A OO1N0I0N00 PROVOST UK GEMERAL | 3 SEISES S0 544084793 s000
i 0311030000 UED CTR UK GENERAL | 58534304 STHI24442 3000
. 0311080180 FISC AFFGNFO TECH 3aITasase] 55T 3 5AAARY)
Budpet & actaiaiuctee [l |2 0018092100 RES UKRF 553040000 358132273 2000
7 Free Characteristics 0019500200 ADU UK SELF SUPFORT [XE]
Dusgateg vaia Type (03 B2 2 DI BE20M0 PROVOST SELF SUPPD 5000 §(50,400.08)
Crmzucnanimaes. [ O 50 018680100 SELF SUPPORTING. 5005 526055 5000
Lermrrtmet gare GE% 0213004500 STUOENT OPFROTUNITY $1530036 5000
Commacumvem |13 L% 417301060 CINTRAL AU RINOV T 008
T HE T BAITI0000 | WAJOR EOUS PUBCHASE Ty
e mE ot $ASTH0M17 |3 4 EHLOERIS | 35.40330)
Fusded Progean HE ¥
Furds Center B
B Accound i R
Geant mE
WVialue trpe in FU HR=

¢ Exceptions allow you to color-code cells that meet specified criteria.

¢ Conditions allow you to change a report depending on specified criteria.

¢ Some Exceptions and Conditions may be supplied with the query. If not, you

can create your own.

¢ If you save a view, the Exceptions and Conditions are saved with it.

BW Web Reporting -

BEX_300 40

20



BW Web Reporting - BEX_300

Exceptions

RIS

Dats Analysis

Excertens

0011080100 FIEC AFFENFO TEC
1108100 AN UREF

011800200 ADM UK SELF SUORT
0011620100 PROVIST SELF SUPFD.
COTIBHINN SELF SUPPORTHG
213384500 STUDENT OPPROTUNITY
47301000 CENTRAL ADMM RENOY
41732000 MA30R EQUR PURTHASE

L g 5440 Acdame Compung 0110101
& 2
]
& 2
(=30
(=34
IR
2% 2
Fiacal yeavpenod (=] L
Fusdes Pragram B%
Fusds Conter %
0, Aconen (=4
Geart HE e
Vaka tye in FU HRSe

i [Expertia CEV] [Frint (Perinal

et Dats Update: 10372009 363710

] [Fri (Landseape]] [Sacw Repeaied Tess)

Farked Fldoc Encumbrarces Avalabie Dulasce Dadget Aval %
(1T 5= zo | 74T

som si0f  soanzE zs
s003 T S0 i
Si8aaa21) 810258310 (SN S| nanEn (T}

Seaaze

i
SEM449136
SETHON 17§ LU0ONTE £ 005 L3 0}

%%

You Activate/Deactivate Exceptions by clicking on the red and green icon.
The icon is a toggle switch that turns the Exception on and off.
Some Exceptions and Conditions may be supplied with the query. You can

deactivate or change these. You can also create new ones.
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Seeing Exception Criteri |
eeing Exceptio eria ,_,...._,,RS
il Graphicsl sapsy | wieematon |
Last Diatn Update: 102712009 003719 |
|Sawe View| |Varakie Screen] [Excestons and Cosdtions| [ Comments| [Export to Excel] [£| Define Exception
— — Description Unexpendzd budp Active
[revsmm T — Evaluation for Budget & actualstructure  Avaiiable Balance
_— Deacavile Exception Values
§ ErBanced et Between ~ [9,999,999 999 00000- 0.01000- Bad3d ~
[Cogel Eetween ~ [0.00000 5,000.00000 Citical 2 =
= Rows Between ~ 5,001.00000 9,599,595,595.00000 Good 1
Functensl srea (2] W4 . .
— oIm e Validity Area of Exception
L) Validity Area for Al Characteristics Hot Listed Al -
Budge! § ackal sbuchurs [l @
= Froe Charscteristics Fiscal year/period Standard Operator -
Buggetng vt Type [543, F Company code Standard Operator -
Crvrislachuals brans B¢
Camemtrent gom =W Funds Center Standard Operator -
Comes ol Dewd HE Y NTINR0 CIn] ) )
r——— BE v 0417302000 WA Commitment tem Standard Operator -
T Resul
Facal yeariperiod [ = * Value type in FM Standard Operator -
Funded Sragram OE %
Funds Caratr DB Grant Standard Operator -
::'-:““" () % CommiActual Detail Standard Operator -
Wik type i FU BE¥ Cmmts/actuals trans. Standard Operator -
_ _ Budgeting Value Type Standard Operator -
To see the criteria for an — T — -
EXIStIng Exceptlon, rlght-Clle Funded Program Standard Operator -
. Functional arza Standard Operator -
the Exception name and fund S Oporsar .
select Display from the fly-out

menu.
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Creating a New Exception

To create a new Exception:

1. Click on the Exceptions and Conditions button.
. In the Exceptions area, click on the Create butto
. Enter a brief but recognizable Description.

. Select the field to be watched or color-coded.

u b W N

. Select how the data is to be compared: Greater
Than, Less Than, Between, etc.

6. Fill in the next two fields with

the number(s) that fit the

comparison: Greater Than 100,

Between 50 100, etc.

RIS

===1 | wormaten |

Save View| [Varable Sxreen) [Exceptors ad Contions) [Cemments| [Expert o Excel]

n. = Exceptiona: = Conaons:
Unexperced bucgel | 95 acs B

7. Select the level - levels indicate, by color, §
how good or bad the value is. 2
1. Good 1,2,and 3 :
2. Critical 1, 2, and 3 &
3.Bad1,2,and3 :
8. Click the Transfer button =
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Creating a New Condition _BLS_
T ratrraio sy
Conditions let you change a report depending on specified criteria.
Example: You want to display the top 10 “Actuals”: = — =
1. Click on the Exceptions and Conditions button, [ ™ e iy msh e
2. In the Conditions area, click the Create button. | esewss %
3. Enter the Text (name or description): —
Example — Top 10 Actuals T j
4. Atthe bottom, e
click in the Display all values checkbox singecharsciass o conteatensof characeratcs
5. In the first drop-down, select ;:T
“Actuals” s e
6. In the next drop-down, select V“::“m
“Top Number” (you can also o
see the other options) S
7. In the first box, enter in “10” ::.m::,.
8. Click the Transfer button I
i Cne
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Comments :.-*Eg

Data Analysis Graphical display i

Last Data Update: 10/27/2008 00:37:19

[r——
Save View | | Variable Screen| | Exceptions and CDndiliDnsI Comments. ' Export to Excel| | Export to CSV| [ Print (Portrait)| [ Print (Landscape)| | Show Repeated Texts

¢ Comments are documentation you can create, specific to the initial
query. They are useful for relaying information about the query.

¢ Use caution, however, because Comments can be seen and changed by
everyone who has the role where the query is located.

¢ If you save a view and add Comments to your view, you have also added
those Comments to the query in the role.
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Export to Excel & CSV -_,_-ul;,{_«-l;-_-_s-

Data Analysis ‘Graphical display Informatior

Last Data Update: 10/27/2008 00:37:18

[r———
[save View| [ Variable Screen| [Exceptions and Conditions| [ Commentq]| | Export to Excel| [Export to CSV| JPrint (Portrait)| [ Print (L | [Show Repeated Texts|

You can Export (send) your report to an Excel Spreadsheet or a CSV
(comma-delimited) file by clicking on the appropriate button.

This is handy if you want to use the data:
e in Access, Crystal, or Brio, or
e if you want to print the information, or
* you want to use Excel to create a graph

BW Web Reporting - BEX_300 46

23



BW Web Reporting - BEX_300

Graphical Display Tab

RIS

DatnArabris

L B information. |
[Save View| [Variable Screen| [Exceptions al
Dispiay As Column Chart -
6000000
5000000
4000000
3000000
2000000
1000009
o r., I
1000009 | | | | | |
fvai labl
Parked  Encunbra e Balanc Budget
Budget fctusls FL doc  noes e Auall. ?

Last Data Update: 10/27/2008 00:37:19

Oacadenic Computing/ATHINISTRATION UK GE
Oacadenic Computing/PROVOST UK GENERAL
Dlfcademic Computing/MED CTR UK GENERAL
D#cadenic Computing/FISC AFFLINFO TECH
D#cadenic Computing/RES UKRF

Oncadenic Computing/A0N UK SELF SUPPORT
Drcadenic Conputing/PROVOST SELF SUPPD
Ofcademic Conputing/SELF SUPPORTING
Eécadenic Computing/STUDENT OPPROTUNITY
Eacadenic Conputing/CENTRAL ADMIN RENDY
Wacadenic Conputing/MAJOR EQUIP PURCHASE

The Graphical Display tab shows you what the current report (on the Data

Analysis tab) looks like as a graph.

You can choose the type of chart or graph via the Display as drop-down menu.

You can also Swap Axes by clicking on the button.
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Information Tab

RIS
o

[eAmyes e e

Last Data Update: 10/27/2009 00:37:19

[Save View] [Variable Screen| [Exceptions and Condtions| [Comments |5

Information on Query shows the
Status of Data, Query Description, and
Query Technical Name.

Static Filter lists the filters that were
applied to the query when it was
originally developed, as well as those in
the background that cannot be changed.

Dynamic Filter displays filters applied
on the Data Analysis Tab.

Variable Values displays variables
available on the “Variable for Ad Hoc
Report” screen. Your selections for
those variables you chose to complete
are listed.

G Asceint
Budget Type (Requred)
Funcia Corter

Company Code (Regwred)

Facal Pericd™ear (Faauired)

Furcsoral frea
Fund
Cemmrtrrert b
G

Lask Dials Uselale: 1223T/2086 D237 13

Emgty Demarcatin
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How to Log Off BW Web Reports %L....E!g

1. Close the BEx report window by clicking the red “X” in upper
right corner of the window or tab

2. Close the Report & Query List
3. Click the Log off link
4. Close the myUK Portal

Note: To clear the values from the variables on the Variables
for Ad Hoc window, you need to close all of your browser
windows. Otherwise, the variables you used for prior queries
will populate the values for the same variables.
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Need Another Report? %Elf

JURK iUy el e Ladfione seseance [snonee LR G5 )
%IR[S Integrated Resource Information Systems
| \ [ \

BW Home Documentation
News BW Reparting Strateqy (pot)

‘CommitteesiGroups
Forms

Documentation
« Report Tracking Spreadsheet

Training « Request for Report or Datg
BW Issues Glossar
Assistance & Support
End-uspfs
BW Questions

Use the BW Request for report or Data document

e  Where to find it?
http://www.uky.edu/IRIS/BW/bw_documentation.htm

* How tofill it out?
Tab through the fields, completing each one.

¢ Email the request to: Bl-Requests@email.uky.edu
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Need Assistance? %IEIE

First, review the IRIS BW web page:
http://www.uky.edu/IRIS/BW/bw_questions.html

If you still need assistance, please send an email to
Bl-Requests@email.uky.edu

Training Sandbox

¢ You will still have access to the production training folder used in class to
learn and practice in the future.

¢ What you do in the training folder will not affect the actual data in

Production.
Assessment Environment %&g
Log out of myUK

Close ALL browser windows

Open a new Internet Explorer session

Log into myUK

Click once on BW Web Reporting

Open BW REPORTS role for Training — Financial

N o o bk w DN RE

Select query Fl Training 2
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