BW Web Reporting

BEX SLCM 300
Practice Guide

This Practice Guide is a copy of the slides presented in the
course and as such will help you follow and practice what is

shown.

This is not a requirement for completing this course.

You will be completing these exercises in
the BW Training Area in Production.

If you do not have the BW Web Reporting

e BW Web Reporting

link, you do not have the access required to practice this course.

Please submit the BW Web Reporting Access Request form for

appropriate access.

If you have any questions, please send an e-mail to

IRISTraining@email.uky.edu.
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BW Web Reporting

(BEX_SLCM_300)

Click anywhere on the slide to proceed through this course
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Course Setup — A Must Have %‘ﬂg

Since the BEX_SLCM_300 class is taught in the production area of BW, the BEX
classes are now only available to people who have this class as part of their
approved training plan...

Before you proceed any further...

1. This course must be part of your training plafi and you need specific roles
issued to you in order to have access into the training area of BW Web
Reporting.

2. Before proceeding make sure that you have completed the request for BW
Web Reporting access and you have received a confirmation that you can
begin.

® Refer to the instructions listed on the myTraining page for this course.
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Prerequisites . :'!‘m
* Prerequisites
— UK_100 IRIS Awareness & Navigation
Rl S And 1 of the following overview courses:
] — FI_200 Finance Overview
. — HR_200 Human Resources Overview
— SLCM_200 Student Lifecycle Management
Overview
If you have not completed both of these prerequisite
courses, please do so prior to taking this course.
BW Web Reporting - BEX_SLCM_300
Course Assessment Activities 3 Jm

There are two assessment components to the BW Web Reporting course.

Each part must be completed successfully in order to receive credit for this
course.

¢ Part 1 — Check for Understanding

e Part 2 — Hands-on Course Assessment
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RIRIS

Check for Understanding ==

¢ Part 1 - Check for Understanding: A series of questions which will be
presented at the end of each unit.

¢ You must answer each question before proceeding.

¢ To complete:

1. Click on the radio button next to your answer (& the easier
2. Click on the Submit button | Submit |
3. Click any where on the slide to continue
4. Repeat Steps 1 through 3 for each question
5. After answering all of the questions you will continue to the next unit.
BW Web Reporting - BEX_SLCM_300
Course Assessment T

¢ Part 2-BW Web Reporting Assessment: This is a hands-on assessment.
Further information on this assessment will be given to you at the very end of
this course.
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BW Web Reporting Practice Guide %:E_,.g

¢ As noted at various points in this course, the BW Web Reporting Practice
Guide is available. It is recommended that you practice the various concepts
that are discussed in this course.

* The guide is optional and not a requirement for completing this course.
¢ To access the guide:
1. Click on the Practice Guide button below.

2. The BW Web Reporting Practice Guide will open in a separate browser window.

3. Print the guide.
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Course Overview %ﬁﬁ

This course will introduce you to the IRIS Business Information Warehouse (BW):

Business Web Reporting (BW-Web) application. You will view some existing queries
and learn various ways to change them using the features provided, as well as learn
how to save different views of the data. The objective is to provide you with the tools
and knowledge to run, modify, and save your BW-Web views.
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RIRIS

Course Objectives ]

* View some existing BW queries

® Understand the variable screen and elements

® Learn ways to change queries

* Review various features of BW-Web Reporting

* Learn how to save different views of the data

* Learn how to export your report to Microsoft Excel

There will be an assessment at the end of course that covers the concepts and
actions covered in this course. After successfully completing the assessment, you
will be given access to run the BW Web queries associated with your role as
assigned by your Area Security Officer (ASO).

As you proceed through this course, it is recommended that you use the BW Web
Reporting Practice Guide to follow and practice what is shown.
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Introduction
Check for Understanding
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RIRIS

What is Business Warehouse? e

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.

Business

Reporting

Information
Warehouse
BW

You use the myUK Portal to access BW Web Reporting (BW-Web) to produce BW Reports.

BW Web Reporting - BEX_SLCM_300

What is BW-Web? T

Business Web Reporting, known as BW-Web, is used to describe the
application that allows you to access queries that have already been created
using the Business Explorer (BEx-Web) application and are being provided to
you based upon your role. These queries were designed with the flexibility to
allow you to simply run them in their original format or change them to better
meet your needs. You can modify a query in various ways:

« Select or enter values for variables/parameters
* Sort the report

* Add filters
* Change the layout of the columns and rows

BW Web Reporting - BEX_SLCM_300
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What is Required to Access BW-Web? %riL

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

¢ Firefox and Netscape can cause difficulties.

¢ Please note that other browsers may behave differently on Apple and Linux
systems.
¢ Do NOT use browser navigation buttons while in BW Web Reporting.

e 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 218-4357 for information
on obtaining an AD account.

BW Web Reporting - BEX_SLCM_300

What Version of IE is on Your PC? %ﬁg

To find the version of Internet Explorer:

Open Internet Explorer
On the Internet Explorer toolbar, click Help

On the menu that appears, click on About Internet Explorer

el A

The version number will be displayed. If it is not equal to or greater than
version 6.0, contact your technical support person to have your browser
upgraded.

Note: At the time this course was developed, IE9 was not supported by SAP and is
not compatible with all functions available in the myUK portal.
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Overview
Check for Understanding

How to Access the myUK Portal %lz-lig

I\FNTU (‘KY seeblue.

Open the myUK Portal at https://myuk.uky.edu/irj/portal
Enter your AD User ID (do not enter the domain)

Enter your Password

e

Click on the Sign on button
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Using the myUK Portal %‘L@Q

myUK
|H

RIS Sysenm
»

IHI% Launch Fad

Fuiars i o ¢ sbonct @ Systonm to Lsnch,

u iz
“ Travmin g e e

e Your portal screen might look different — what you see is determined by your
IRIS access or role

e The portal itself is a work in progress and will change
e To start click on BW Web Reporting

¢ If you do not have the BW Web Reporting link you do not have the access
required to take this course. Please submit the BW Web Reporting Access
Request form for appropriate access.
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BW Reporting

['K UNIVERSITY OF KENTUCKY Note: Your screen may

User Favorites and Roles P —

= User Favorites and Roles

* Thisis where you see the oo st
. . A Tomy r.?l Rl -
queries available to you, L
I Favertcs
based on your IRIS role. [ e REPOSTE roe for Traming - Fancial DY —

B REPOATS roie for Training - Stusent

Elae ' 5LCM Cnrolment, Studests & Courses
e Favorites — Nothing will = (P ¥ Famiment

. . — P shwients L=
be shown in Favorites Bz T e

Flomie

in BW Web Reporting b FiFmsassl Accountng

[ ZEw-ENOUSER Reie for FIFnasce:

b wcm mvent g vul
I s o veiam et Fromes Az

| I 510 Bliekad Arzsimdng
e SLCM Reports — These are role-based queries (reports). Everyone who has
your role/access will see the same queries in this area.

e BW Reports role for Training — Student — Reports used for training are located

in this area. The reports used for BW Web Reporting are:
— CM Training 1 — Used during class
— CM Training 2 — Used for the assessment

¢ Single click CM Training 1 report

(If you do not see CM Training 1 see the last bullet of the previous slide)
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Variables for Ad-Hoc Report e

Varlablee for Ad Hec Repori
() Academic Year (Required) (f) = [u] bchde = [Insert Row|
(T neasam: Ssecon (Heqursd) 7} - E eluds -
(D Em by Lissl Dy v At Class ¥ =]
(T Orqanizational ing - - ) bchids v |Inxas Row
ﬂP‘IIJIMII(MHiI\ ] - - E [TETICI 4
T studant Humbar - - [u) holude = |Ineart Row
"Hethnic Orign - - [=] helide =
(Tlzanssr (3ingie, Optional) =]
[Exceute][Check]

The Variables for Ad-Hoc Report screen gives you a list of the variables (available
parameters) for a particular query. By completing these variables or parameters,
you can narrow down the data selected to include exactly what you what to
display on your report. For example, you may not want to see ALL Academic Years
or Sessions or ALL Organizational units, etc. This screen allows you to enter
criteria to select one or more values for the variables

BW Web Reporting - BEX_SLCM_300

. .
Entering Your Variables e
Wen ilslezse Towe Al Hise: Resgaen |
"Dacodemic Year (Required) 1) - = E hchds -
J_ﬂAcaﬂemc “zszon (Heqursd) F) = = m lclude = |Insert How
"NEnr by Last Day t Add Class ¥ ]
1) Brganizational uni - =] bhchde -
lnl"'lgu.ml{"uin i} = - E bwude -
J_ﬂ Sturdant Nimber = - T lrhide | Inzert Rnw |
ﬂFllllli:ﬂlijil - - T buhals v |l Row |
Pusender (Sngle, Uptonal) ]
Fracuts | Ghack

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

e Click on the Selection button to the right of the field E to display a
list from which to choose
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BW Web Reporting Practice Guide - BEX_SLCM_300



BW Web Reporting Practice Guide - BEX_SLCM_300

RIRIS

Required Variables e

Varlablee for Ad Hec Repori
jﬂAcaderricYesr(nequ - [u] bhchide  + [lnsert Row|
‘Dncsssm: saxeon ks>~ =] hehds -
(D Em by Lissl Dy v At Class F [l
(Ti0rmanizatisnal un - ) behide  « |lnmart Bow
(T Punpoam { Main ) - . ] [T
T studant Humbar - - [u) holude = |Ineart Row
"Hethnic Orign - - [=] helide =
(Tlander (Shgs, Optional) =]

[Exceute][Check]

IMPORTANT: Variable names followed by an asterisk (*) are required

— you MUST enter information into these fields!

For example, the required variables shown above are Academic Year and
Academic Session

BW Web Reporting - BEX_SLCM_300

L

Multiple Selection T

The Multiple Selection feature provides additional choices for selecting your

criteria

UArABI=® trr A lios Hepart

"D academic vear (Required) ) -+ [] hchde | nscr Row
(T awudenw Sweson (Mequesd] (7 = = =] brhde = el Hov
9Enr by Last Day to Add Clss E =]
B urganzatonot uns = = (] hohude  « s 1ow
Ditvogram { Man ) - - =] hclude  ~ [ Inacr How
T tuctant Nimbar - . ) behida v [ lnmar Row
(PP i O - ] nciude v [ hurnil Ruw
(Tlsender [inals, Uptonal) o]

nciyis
Exclude

Fuzrute w / /
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 ]

You can choose from the following operators for each field:

Varlables for Ad Hoc Report
(T Academic Year (Required) (%} =

(M icademnc Sazzion (Hequred) (%)

= equal to
[]1range

@EIII Iy Lasl Dary o Add Chass

I:I“(!rqnnivmhnallmi -

(P Progeomm (i) S <= less than or equal to
| Mstudant Humber e > greater than
{Pnoic rgn - L= >= greater than or equal to
Hcenser cSngie, Optionan 4 < less than
N * -
[Exeate] Chect] wildcard
<3 <> not equal to

Note: The Wildcard Operator does not work with variables that refer to a
time period, like Academic Year.
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HIRIS

Selection Types T
A single selection variable allows you to enter one entry
\
Varnahica tor Ad Hoo Report
T Academic Yeor (Mequired) (5] = = O] holude -
T Avadinie Beasion Poguacd) () = o) bwode v [Tl Row]
“Penr by Last vay o A Cass T T
" organizational unk = - =} hcdz  ~ [InsemRow|
1 krogram ( Man ) = - ) hcude ~ [Inser Kow|
1 srucient luimber - Lud hekide  «
P Cihnic Origin - . =] hclde -
(Tl enten (Sube, Uploisl) 0

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.

Note that a pound sign (#) in any field indicates that you want to include the selection
even if the field was left blank and has no entry.

BW Web Reporting - BEX_SLCM_300
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Selection List ¥ e
. . . Value Selection for Program { Main |

¢ When you click on the Selection button in B—
a field, a list of possible entries will o swonien
appear. D
* Make your selection(s) by clicking in the BT
checkbox to the left of each entry. B s
Baall rMeazT
¢ For example, the graphic on the right e

shows some of the available entries for
the variable Program (Main).

DEseann
FO00031
e
4300033
L0

¢ 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 i
¢ OR just specific ones via the checkboxes i
¢ OR change your mind and “Deselect All” st
¢ OR fine-tune your selection by using the “Find” e
feature. _
] [Seket Al Deackent All[ The Herd 25 Vakea|
BW Web Reporting - BEX_SLCM_300
Select - Find — Transfer T
¢ To more quickly locate desired values in a list,
you can use the Find feature. ‘“r S e )
e Enter your search criteria in the Find field. TETL
Use the * (asterisk) as the wildcard character. | ssmmmmesrotes 70
Example: To find the valid entries for all of A 7
Fine Arts, enter *FA and then click on the R
Flnd button . 0 BACH US 2093004 uxl_'"‘ Soalecticun fen Presguaes [ Mo |
NOTE: Find IS case sensitive LR
¢ When the results appear, you can click on Hiodmm lmber oflis (200
Select All or checkmark the entries you e
want. Fli-Fh A
¢ When you have specified what you want, - ::f,:_\ :ﬂﬁi
click the Transfer button to add it to your o TG, T
Varlables BI:’E-{.»;- FIN01ES
[] BAZ-FA 99300302

Transfer | Chea|| Select Al| Desslsct M|
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Personalization ]

If you find yourself entering the same criteria for

. . . . Variabica for Ad Ho Repert
a variable again and again, across multiple Prncaoeas: veu aemmeeyy = = (755 =
queries, you can set a personalization on that :-;-mwwmm-m 0 -l e 2
- R T — g @
variable so the criteria will be used — = =
automatically for every query that uses it. (Do han . - [weem e
[ imx00i5
zﬁ Program { Main ) i:ﬁ:
For example, if you only use Fine Arts Progray’ . ey
you can set up this range as the default. B e Bl
« - [WmnE T pma
1. Right-click on the Personalization icon to B e e - - @
the left of the field name e = L
ey - Picaser Sage, Dptasal) n,
"TAresaram ¢ Wae —

2. Select Personalize.

Diheles Pres sunizshcm s

3. The screen flickers and the Program (Main) field disappears.

You have given the system a default entry for the Program (Main) field and removed
that field from consideration

BW Web Reporting - BEX_SLCM_300

Personalization (Continued) T

Wil Tod Ad Hod Regeil
(Tacademc Vear (Requred) 7] - » | 2008
Dacoseme Season Regarsg) ) = = 51 S Seockin 1
Pienr by Lust Dy to 208 Cives 0

(Biorgarnationa st - -

Psrnnt smoar

TPt B - -

FREEEEEE

S = x) (D Gwur (S, Cptasal

-
Before SO E After

Taacia [ Erak

N
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 | [Fxecute|[chect[Free] | 5t the bottom
of the Variables screen

é‘:clbu'lﬂ ke s

To delete a personalization, right click the |z o |icon and select Delete
Personalization

BW Web Reporting - BEX_SLCM_300
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Personalization Reminder P

Personalization is meant to save you time and key strokes.
. However, since it is an automatic way of setting a variable, it
\ APX‘ does affect the reporting results. When running regular
= -
v

em reports, it is easy to forget that you have “personalized” a
/ particular variable or parameter!
If you are getting unexpected results or if your Variables

screen looks different from another user’s screen, check for
Personalization.

If your Variables screen shows the “All” button,
there is at least one Personalization set.

Before proceeding make sure that you have deleted all personalizations.

BW Web Reporting - BEX_SLCM_300

Verify Variables T
Before proceeding, check your variable screen and make
sure that it contains only the variables shown below...
Varlablee for Ad Hoc Report

1T &cademin Vaar Megired) (7 - — <008 [77] s+ | At Daw
(T) Acatemiz Seaslon Mogured) ') -~ (51 Esul’lllul Swzeiun | naudz -~ | Inacrt Row
e ey st Duy by S Chses I E
V' Organizationsl unit - - [3] rouds - [ngart Row
B g  wan = w 230003 []z2300033 Fuk v

.~ EEI0003 [FT]£6000035 Fuduk: v

- - EBI00036 [F|sea00038 houde

- - EEI00ET | T [s=z00037 nouds -

- - T [P ooz [

- . [ Fluwsouras [T

- [N ncude -

- - 7 jeea00302 ndude - [Ieert Row|
10 Stuent Hunier = - =] hcude v el Ruw
IJ_'IﬂLhnc Ungin - - i‘ moinde - | nzErt How
(T c.onder (S, Dptnaal) =]
Exvrule| Chuck
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Unit 1
Check for Understanding

Check and Execute P

After you specify your variables, click
on the Check button and the system
will check the format of 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.

(Execute] Chea] — >

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.

BW Web Reporting - BEX_SLCM_300
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»

The BW Report P

v
s
imm
i

¥

RUCHETRS AT

gEInE eIy

Data Analysis Tab — Your data appears on this tab.
Graphical Display Tab
Information Tab

iSr—- o Tocted st rotne
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Last Data Update %@g

P s
——

]

EEET T EIEEEIIEIIEEEEEEEEE

EELIREIHERHIREERL

When your report appears, check the Last Data Update date at the top of the
screen. This is the date and time of the last data update in BW.

If you are looking for information that was entered into SAP after the most
recent BW update, it will not be included in the report.

BW Web Reporting - BEX_SLCM_300
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2R

Rows — Columns — Free Characteristics |

I

* 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.

BW Web Reporting - BEX_SLCM_300

Rows — Columns - Free Characteristics .., T+===

Characteristics versus Key Figures — Views may contain descriptive types of data
as well as dollar amounts or units which can be counted or summed. In BW, dollar
amounts or units are referred to as key figures. Key figures typically will be
displayed in columns. Characteristics are non-amount values or values that
describe what a key figure represents. Characteristics are often displayed in rows.

Structure — Some data elements are grouped together in what is referred to as a
structure because the elements are closely related or dependent on each other. In
the our example view, the Key Figure Structure is one such example and contains
the fields: Record count of students, GPA — Term, GPA — cumulative, Mid Term
GPA, and others filtered out in the original view. Choosing a Structure will provide
you with all of the associated fields in that Structure.

For additional information on Report Navigation go to the BW Documentation site
http://www.uky.edu/IRIS/BW/bw_documentation.htm

BW Web Reporting - BEX_SLCM_300
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Drill-down P

i
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e [P

Drill-down adds a breakdown of data horizontally (in rows).

Example: To show Gender in rows, click the Drill-down icon @ in the first
column of settings for Free Characteristic Gender. The report’s appearance will
change to show Gender in rows
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Drill-down (Continued) o=
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Gender 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.
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Drill-across P

7
I

il

i
R

§

AT

¢ Drill-across adds the data in a column

¢ Example: To add columns showing Academic Year on your report, click the Drill-
across icon in the second column of settings Iﬂ. for the Free Characteristic
Academic Year.

¢ The report’s appearance will change to show the Academic Year data in a column.
The item Academic Year will move up to the Columns section of the panel, and the
icon will change 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 Ty

[==== Behecl Filler Value [ Residency Stalus
How Fillcr Vo3
Rwicbwniazy Qs

& Rrowich i My
", Kearchm lat

Wacwmum Number of lits 200

] 1 Chi-licadcnt
2 CM-ResidentDecishon

iEsiRsEdigbedaanage

7] 5 LM Hon Rl

Skl All|| Db

Desscrzripabizen eof Fillsar Vishuise

= e [F] bdehe [ b B
|
e Filters can be added to narrow your query to very specific data.
e Example: To see only a particular Residency Status, click the Filter icon

in the third column of settings for the Free Characteristic Residency Status.
Select the Residency Status you want to specify and then click the Transfer
button.
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Filters (continued)

I e e

HED = Lodod Y[

Re=zidency Status
J CM-Non-Reaidont
Residency country

area, and the icon will change to a trash can
is turned on for that item.

appearance.
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The report will change to show only data for the Residency Status you
specified. That Residency Status will appear in the Free Characteristic

to show that the filter

¢ Toremove (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 Residency Status, and the Filter icon will return to its original

Context Menus

Context Menu

click on an option.

BW Web Reporting - BEX_SLCM_300

Browser 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
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Context Menus (continued) %:”R_,g

¢ 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).
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Context Menu Items (Reference slide 1 of 2) =3

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.

BW Web Reporting - BEX_SLCM_300
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Context Menu Items (reference slide 2 of 2) (==

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 datain 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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Unit 2
Check for Understanding

BW Web Reporting Practice Guide - BEX_SLCM_300



BW Web Reporting Practice Guide - BEX_SLCM_300

Save View |

* 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. Saving a View saves your format and
the values on the Variables screen. The next time you run the query, the data will be
refreshed. Your view will look the same, but the data will be more current.

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 to it and save their own version with new unique
Technical Name.

BW Web Reporting - BEX_SLCM_300

Save View Description %z..lﬂg

Save View
DELUCIA: Enrollment by Summer Ses

Technical Mame | ZDELUCLA S000
| Overwrite Existing View

*  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 the description:
— your UserID colon space description
— Example - DELUCIA: Enrollment by Summer Session 1 2008 for FA

— We suggest the ‘BY’ and ‘FOR’ principle, in your description
Enrollment by Summer Session 1 2008 for FA
- where BY indicates the drilled-down field, and FOR the filter.

BW Web Reporting - BEX_SLCM_300
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Save View Technical Name Pomms
Save View
Description DELUCLA: Enrollment by Summer Ses
Technical Nams | |ZDELUCIA_5000
(wessages:
v Wiew (ZDOLUCI_5000) saved successiuly.
Overwrite Existing View
Save
Cancel = .confirmation
. . !  Grachkcal dapley | informatien
The Technical Name can contain up to 30 characters. | ST

Naming convention is a ‘Z’, followed by your UserlD, followed by an underscore
and your next available view number starting with 5000. Follow these steps:

1. EnteraZinthe Technical Name field

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

3. Atthe end of your UserID, enter an underscore

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

Examples: ZDELUCIA_5000 ZDELUCIA_5010 ZDELUCIA_5018
5. Click the Save button to save your view.

You will receive a confirmation notice that the view was saved successfully.
BW Web Reporting - BEX_SLCM_300

HIRIS

Save View (Continued)  ff it

* 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 each user to know their 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.

*  You can find your next view number by clicking on Open View.
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BW Web Reporting Practice Guide

- BEX_SLCM_300

25



BW Web Reporting Practice Guide - BEX_SLCM_300

»

Open View — History

I

Choose aView

Depley Moy v

deluc: Budgst & Actual by FY by GL far FA 0440 |-
FILTE: ARS O TR 6 D007 Suliite SHE0A |
DELUGIS: Buvdged and Actuabs by FY for GL
- essnor aapt fea funos miup (hy byt cses)
CM Tizining 1 ey  Sumeer Seypion 1 2008 tor PA
Delsta Budgel £ ACIaK by FY Dy GL 1of FA 0440
SANCH” EARGEMARL By Summar Sasson 1 2008 for Fa
_ - delocin- Budged & Actusls by FY by GL for F& 0430
Data Analysis Graphical dizg saca: Enreimant by Summar Sarnon 1 008 fer Fa
| DELUGI: Envolnent for Bummer Bovsion 12088 for F&
DELUCH. Enrolient Ly Sumer Seviion 1 3008 for FA
Vicni Commiments ond Acusls
DELUCEA. Busiput & Actusls by Py’ by GL for FA 0440
delc: Budget & actuel by fund far FA 0440

B TIPS bt i & 0, B 5 o £ [=]

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 once on each view and the technical name will display in the Selected
Object: field
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Open View — Roles RIS

[f-mﬂ‘mt
Choose a View ¥
Dy Prims
Dessiey: T = = -
~ FiFinascisl AcCommling —
1 5
— T e v s
|_*open View I 5 e e et = Furc come maote omm reveng
CHTrﬂl.ning1 ' D RCPORTS row for Training = Sasdent ¥ Lantnr Lk
Data Analysis
Save Vlew] |'VarL =
Subvcted Otject
Bracripion:
W% Cavial T

It is helpful to use Roles to see all the views created on each query 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 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 e

Ctrl-F (Find)
As the list of views gets longer, you may have difficulty finding a particular view.
You can use the Windows “Find” feature (Ctrl-F) to quickly locate a view. After
the views are displayed:

1. click once in the list of views

2. press and hold the Control key and then press the F key

3. enter a search string to help find the view, e.g., your UserID

4. click “Find Next” until you locate the view you want.

Running a Saved View

Click on the view you want to run. This will populate the Selected Objects box
with the Technical Name. Then click the Transfer button

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

BW Web Reporting - BEX_SLCM_300
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Save & Open View Vo
e 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.

¢ Ifyou 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 and the Description 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 T
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¢ 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 allow you to color-code cells that meet specified criteria.
e 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.

* Click on the Exceptions and Conditions button to open.
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* You Activate/Deactivate Exceptions by clicking on the red and green icon.
¢ Theicon 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 but you can not delete them.

* You can also create new ones.
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Seeing Exception Criteria
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To see the criteria for an Exception, right-click the Exception name and select
Display from the fly-out menu.

To Change the criteria for an Exception, right-click the Exception name and select
Change from the fly-out menu.

To delete the Exception select Delete.
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Creating a New Exception

To create a new Exception:

ISR e inginy | cemaien |
1. Click on the Exceptions and Conditions button.
) i Sawe View| [Wanatie Screen| [Excections st Constions | [ Comments| [Dxer to xcel
2. In the Exceptions area, click on the Create button.
i . .. = Enceplions: = Conndiions:
3. Enter a brief but recognizable Description. O
4. Select the field to be evaluated or coIor-codm e
5. Select how the data is to be compared: | ™" \“ -~
— o v Aeie
Greater Than, Less Than, Between, etc. Coweaton o ey Fipwre | G 7o
Fresption Valsra
6. Fillin the next two fields with the J LemTofaat - Bl -
o] Between - Cicd 2 »

number(s) that fit the comparison:
Greater Than 100, Between 50 — 100, etc.
7. Select the level - levels indicate, by color,

VHRITY ATaN S k) CRATRCIRICY Nt LR N v

how good or bad the value is. Aendame o torce (retes * 1]

A feaaen v (peater - ¥

1. Good 1, 2, and 3 [ S Oy - [
Genaar Stonciard Operstor - [F]

2. Critical 1, 2,and 3 P e . &

3. Bad 1: 2[ and 3 Regodncy couny Sareard Cosra - _'_'!_
Pragram tyoe | Mardgm Stancand Opator - [s]

8. Click the Transfer button Progrem irow 22 Pom) Sancard Cpetr = 3
2nd Mage { Man | Stancard Operator - m)

o] Grede Thevo Bpdio w |4.00000
‘Vascmy Area of Exception

Good 3w | Mew R |
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Creating a New Condition e

o

Conditions let you change a report depending on specified criteria.

Example: You want to display the top 20 GPAs:
1. Click on the Exceptions and Conditions button.

L2 Cata

o T[Sy e G [ [ [ Tov] [ e |

2. In the Conditions area, click the Create button. a s T
3. Enter the Text (name or description):
Example — Top 20 GPAs ST ¢
4. Select the All Characteristics in vt [op i =
Drilldown Independent radio button —— o diqsbapeal T
5. At the bottom, O TR S ST
click in the Display all values checkbox i !
6. Inthe first drop-down, select ;jm::‘
GPA — Term ——
7. Inthe next drop-down, select e Hame
Top Number (you can also y—
see the other options) CL ] B
8. In the first box, enter in 20 \ :r:";
9. Click the Transfer button meva-u_rg-;«n;wﬁm-=M=mv;v-f_":mm'f:mm- . —_
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—

Lursl Duly Updule. 102772009 00.37.13

Save View | | Vanable Screen| | bxceptons and L‘unctm;l Uommenis: I Expen 1o excel] [Export io C5V] [Pt (Portraat)] [Prnt (Lanoscape}] [Show Hepesied leas

¢ 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

Miata Anaby=in [ L

LastData Update: 102772009 00:17:13

—
Save View [ Vanisble Suesn| [Exceploons snd Codlions | [ Conme i ilp:llluinuell Expuil b C3V] [Pk (Posh )| [Frint Landsuape)| | Show Repeasied Teals

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:
* in Access, Crystal, or Brio, or
* if you want to print the information, or
e you want to use Excel to create a graph
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Graphical Display Tab %lz__li__g

sk Analysid | [P reenpsrn

Save View | | Varable Screen| | Ex| LastData Updme: | 11162005 061029

AUDARARHRNDIL

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.

Remember that you can also export the data into Excel and use the power of Excel Graphs.
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Information Tab %@g

[ e anavis IR | N

Ls=i Dain Updabs: 1 272008 000718

Save View | | Varobk Screen| | Excopliona and Condtiona it to Excel

Exportto LS| | Print (Poriraly| | Print (Londacep<)| | Show Repeated Toxts

| wmtormaten |
¢ Information on Query shows the ==
Status of Data, Query Description, and j::"“““ ‘:‘::M
Query Technical Name. St D Pastes e
. . . . Last Cranped Oy
¢ Static Filter lists the filters that were Lorerats e
applied to the query when it was R— Dvmamic Fer
originally developed, as well as those in T
the background that cannot be changed.
¢ Dynamic Filter displays filters applied A BT
on the Data Analysis Tab. e
. ) ) ot
¢ Variable Values displays variables e
available on the “Variable for Ad Hoc e
Bor by Lai Buy i Ackd Samn. 4
Report” screen. Your selections for

those variables you chose to complete
are listed.
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How to Log Off BW Web Reports %z-lﬂ,;«s.

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

Close the Report & Query List
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? e

36“] R[S Integrated Resource Information Systems
| [ [ [

BW Home Decumentation

Hewrs: DOW Reporting Strateqy (ppt)
Lommittean tmaps
Mocumentation
Iramng

B Issues

Arsletancn & Support

|| W Guestions

Use the BW Request for report or Data document

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

e 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?

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

BW Training Sandbox

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

e What you do in the training folder will not affect the actual data in
Production.
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HIRIS
What’s Next? T
You have almost completed the BW Web Reporting Course.

Here’s what is remaining:

¢ As noted at various points in this course, the BW Web Reporting Practice
Guide is available. It is recommended that you practice the various concepts
that are discussed in this course.

e Print the BW Web Reporting Assessment (SLCM)

¢ Follow and complete the assessment in BW

* Find, book, start, and complete course BEX_SLCM_300_A - BW Web
Reporting Assessment

* Onthe next 2 slides you will have an opportunity to print both the BW Web

Reporting Practice Guide (SLCM) and the BW Web Reporting Assessment
(sLcm)
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BW Web Reporting Practice Guide (SLCM) %wig

* As noted at various points in this course, the BW Web Reporting Practice
Guide is available. It is recommended that you practice the various concepts
that are discussed in this course.

e The guide is optional and not a requirement for completing this course.
¢ To access the guide:
1.  Click on the Practice Guide button below.

2. The BW Web Reporting Practice Guide (SLCM) will open in a separate
browser window.

3. Print the guide

BW Web Reporting - BEX_SLCM_300
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BW Web Reporting Course Assessment Ty

* To get credit for this course you must complete Part 2 - the course assessment:
* To access the assessment:
1.  Click on the BW Assessment button below.

2. The BW Web Reporting Assessment (SLCM) will open in a separate browser
window.

3. Printthe assessment.

4.  Follow all of the instructions in the assessment.
¢ Email IRISTraining@email.uky.edu with any questions or issues.

You must complete this course before you can book
the BW Web Reporting Assessment!
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Final Step — Log off %wig

The final step in completing this course is to:

Click on the Log off button [Leg cff] in the lower corner of this screen.

You will be returned to the main myTraining page for this course.

The main page will refresh (usually within 30 seconds, depending on
network traffic).

You should receive a green system message similar to this:

“Your Participation in this course has been completed.”

Email IRISTraining@email.uky.edu with any questions or issues.
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