Quick Reference Card - Basic

BW Designing Report Layouts

RIRIS

’ Integrated Resource
Information System

Process: Business Warehouse reports can be modified to meet the specific needs
of the users. The following steps will show you how you can design your report
layout to analyze the data. The techniques described may be used on any BW
report. See related Quick Reference Cards (QRCs) for more information: BW
Reports — Entering Variables, BW Using Context Menus, BW Saving A View,
BW Opening A Saved View, and QRCs covering the details of various reports.

Role: Authorized Users

Frequency: When needed

BEGINNING STEPS

After logging into the myUK portal, click
on the BW Web Reporting icon.

Click on the triangle next to the report
group and any subsequent groups to get
to the reports.

‘ t BV Web Reporting

BW REPORT (WELCOME SCREEN)

Fl Financial Accounting

P Master data analysis

I ¥ Funds Mana;ement.fEludget Cartral I

Click on the name of the report, not the
icon E to the left of it.

[ Fungs center alances Budus Act st s, KMSF fund grp

E Funds center balances ;| Budget ve Actual

E Funds center balances | Budget vz Actual with std hierarchy

VARIABLES (REPORT PARAMETER SCREEN)

Enter the variables you wish to use for the report along with any required variables.

When you have set all the variables, click
on the Execute button.

The Validity of Data date will display at
the top of the screen. It shows the last
time the data was updated in BW.

Tip: If this date is not current (within the
past 48 hours), click on your browser’s
Refresh button to refresh the data
generated by the query. If it still is not
current, the BW Team is aware of the
problem and is correcting it

[Execute | Check

DATA ANALYSIS TAB

Walicty of Date: 031 302007 09:37:26

| Prirt (Portrait)| |Prirt (Landzcape)|

Tools  He

2

Favarites

B

The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form

http:/7/myhelp.uky.edu/
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MOVING BACKWARDS A STEP

While designing the layout of your report, you may need to step backward or return to
the original view of the report. DO NOT use the Back icon at the top of your web
browser to step backward.

A Funds center balar

File Edit Miew Favo

port to Excel| [Export to CSv | [Pri

I_Cu:umm'rtment iterm §162001
_Cazh D

To step back one step:

Right-click on any column heading. : :
(Partrait) | |Print (Lancscape) |

2= — e
Et- Back
Select Back. bt Cirg | TR wwird

| Back to Start

Keep Filter Yalue

To step back to the original layout of the | eertto Exesl] [Export to ¢S] [Pri

report: I_Cu:umm'rtment ftem | 162001
_Cash [

Right-click on any column heading.

Select Back to Start. (Portrait)| [Print (Landscape)|
4001 —— smmea
CAUTION: Any modifications you have ount Clrg TUM it
made will be lost. P

ROWS, COLUMNS, & FREE CHARACTERISTICS (left side of screen)

Specifies fields shown in rows in the view

Rows section of the report.

Specifies fields shown in columns in the

Columns section view of the report.

The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 2
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Fields that are not shown in the initial
view, but are available if you want to use
them as a column, row, or filter in your
Free Characteristics section view of the report. Free Characteristics
are non-amount values or values that
describe what a key figure represents and
are usually displayed in rows.

Dollar amounts or units; typically

Key Figures displayed in columns.

Data elements that are grouped together
because they are closely related or
Structure dependent on each other. Choosing a
Structure will provide all of the associated
fields in that Structure.

DATA ANALYSIS FEATURES

To display a field’s data in rows, click on

¥ Free Characteristics o the Drill-down icon in the first column of
Drill-Down HUSMESS 2726 @ % W settings fqr '_che field (found under Free
Characteristics).
Drill-Down Off To turn off the drill-down, click on the
¥ Rows - Collapse icon in the first column of the
Business area = |_E’2> %6 | | settings for the field (found under Rows).

To display a field’s data in columns, click
on the Drill-across icon in the second
column of settings for the field.

* Free Characteristics

Business area 2] Jiis Ry Caution: Depending on the data, there

Drill-Across === may be too many values to display in
columns. If there are too many, turn off
Drill-Across or right-click on the column
heading and choose Back.
Drill-Across Off To turn off the drill-across, click on the
i Coll_apse icon in_the second column of
FCTR Budg Fam ml= s settings for the field (found under
= Columns).
Use filters to narrow your view to very
v Free Characteristics specific data; the selected filter value(s)
Filters Business area B BI38]| | will be listed on the Report’s side panel

under the filtered item.

The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 3
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Position =17, | 58 . .
50105803 HR ManagerHuman E To turn off the filter, click on the Delete

Resource Develop icon in the settings.

Filter Off
N el &
:;’:’ Biack to Start ;
org Select Fiter Yalue q
org SO - You also can use a Context Menu to turn
Org Loan 2 Coount wih | . .
pei(q features of drill-down, drill-across, and
ositi| =VVER AXES " - - - - -
e ; filtering on and off; right-click on the field
Reso
Syme/FFROTEES s name to access the menu.
WBS | Properties ﬁ
Wiage Query Properies q
ConteXt Menus = Ci|Enhanced Menu

USING FILTERS

Click on the Filter icon to the right of the | |Fum g %
field name in th ings area. GIL Account
eld name in the settings area —— =
Select Filter Value for Functional area
Hew Filter Values
Functional area Find Area
@ Search in Key ‘\
(O Searchin Text
admum Mumber of Hits 200
The Select Filter Value window will [Find][Search far Display Attriwtes Activated|
Functional area
display. [[] 0810 Executive Managemep
[] 0630 General Administrative Se Value List
- ] / Value Range
Description of Filter Values
(1] > IU — Include @l

To choose a filter:

Find Area — Can be used when the
value list is long.

. Hew Filter Values
Enter the value or partial value Functional area pe——

preceded or followed by a wildcard OB
(*) (key or text) in the Find field,
select Search in Key or Search in

.Gj. Zearchin Text

. e ,
Text, click on the Find button. M Humker o Fits 200

I Fircd lFearch for Display Attributes Activated
Reminder: The Find field is CASE
SENSITIVE.

The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 4
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OR, find the value in the Value List
and click in the checkbox to the left of
the value.

Tip: You can select more than one
value at a time.

Functional area
[ ] PE10 Executive Management

J630 General Administrative Se

=elect &ll|| Deselect

To enter a range of values:

Click in the Description of Filter
Values checkbox.

Description of Filker Values

[[] v |[0810

Select an Operator

Symbol Meaning

= Equal to

[1] Range (From/To)

<= Less than OR Equal to

> Greater than

>= Greater than OR Equal to
< Less than

* Wildcard

<> Not equal to

If a range [ ] operator is selected:

Enter the beginning value in the
From field.

tu:-

Enter the ending value in the
To field.

You can insert a new row of values
by clicking on the New Row
button.

ﬂ Include

Select whether to Include or
Exclude the new row.

The new row can have a
different operator.

Include  »

exclude

eny Fov

The following tools to help you are on the myHelp website.

Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 5
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After making your selections, click
on the Transfer button to transfer
the filters to the report.

r Tranzfer § Cloze

The view of the report will change
to show only data for the value
you specified.

CONTEXT MENUS

The Context Menus offer more options for analyzing report data; the menus vary
slightly depending on the cell or header you select; most menus contain both a basic
and enhanced menu; see the QRC BW Using Context Menus for more details.

YT Back to Start i
Select Fiter Yalue
Drillcdowen 3
A . Swvap Org unit dept desc with  »
To access a Context Menu, right-click Remove Oridovn
- - WER Axes
on the desired field. S R
Export as ... 3
Properties
Guery Properties
Enhanced Menu
To change from a Basic Menu to an gﬂpeﬂfs ;
- Ly EFOReTie:
Enhanced Menu, click on Enhanced 7
Enhanced Menu
Menu.
To change back from an Enhanced \arisbles i;nw
Menu to a Basic Menu, click on Basic e
asic Menu
Menu.

EXCEPTIONS

Exceptions allow you to color-code cells that meet specified criteria; Example, you
can use an exception to alert you that a dollar figure has exceeded a certain amount.

To view an existing Exception:

Click on the Exceptions and

i IExceptiu:uns anc Cu:und'rtiu:unsl
Conditions button.

The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 6
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* Exceptions:

Avail. (o “3

To view an Exception, right-click on — Back to Start
the Exception name and select lEteriSp'aY ]|

. Change
Display. Detete

Deactivate
™ ROWS Erhanced Menu

Turn the Exception on or off by —

. . - - * CEcepuons:
clicking on the Activate/Deactivate ; 8

. O" .

Toggle button under the HEL ENE S el Active

Exceptions heading.

To create an Exception:

Click on the Exceptions and
Conditions button.

| Exceptions and Conditions |

Under the Exceptions heading, click
on the Create button.

* Exceptions:
[

When the Define Exception window
displays, enter a brief, but

. . . ] inti Available Budget
recognizable Description for the G
Exception.
Evalustion for Ledger structure | Available Budget m_
In the Evaluation for Ledger Values Erentinal —
Structure field, click on the Drop- e * emeciing
) i ) [ | Between Annual [Revised] Budget
down List icon and select the field (Bt ProrBalarcs

value for which the Exception is to
be applied (and color-coded).

lidity Area of Exception

Standard Operator

al

WTD Actual
Y'TD Fund reser vations, regs
¥ TD Encumbrances for PO's

Under Exception Values, you must
click on the first box preceding each

row to checkmark/activate that row’s
values.

l Between

The following tools to help you are on the myHelp website.

Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 7
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Exception Values —
. Lezz Th |
In the next box, click the Drop- — -
down button to select the Operator .
or function to be used for evaluating  |Breater Than
. Valigi Greater Than or Equal to
field values or amounts. el
ot Equal to

=t{ Mot Between

Fill in the next field(s) with the

number(s) that fits the comparison, |Less Than v| [1000.00 | |
e.g., Greater Than 100, Between 50 | Between £ | | il

and 100, etc.

|
| || Good 1] v
N [ I[Goed2
Select the Severity (indicated by [][Goed3 | Few
) ritical
varying degrees of color-codes). Criieal 2
Bad1

Severity is indicated by varying
degrees of color-codes in the
report.

Good-shades of green.
Critical-shades of yellow/orange. ' Bad1
Bad—shades of red.

Critical 1 Critical 2

The system provides three rows for =
Exception Values, and more rows Criical 1 [
can be added by clicking New Row Good1
button.
Validity Area of Exception
Standard Operator
Company code Use Standard Operator - |—|
Functional area Use Standard Operator ~ ,—|
You Can Change Varlous Val id ity Business area }Eseztan:arjsnelalor v: : :
- . Fund 38 Standard Operator e’ )
Areas Of Exceptlon by USIng the Department on funds center ’Wpelalurvl ,—|
drop_down menus to the rig ht Of the Person respansible for funds certer | Use Standard Operator vl 7]
- - - Budget family on funds center ‘ Usze Standard Operator Vl | |
Valldlty area Or Changlng the Funcing category code on funds center | Use Standard Operator e |—|
Standard Operator. Value type in FId UseStandadOpeialor _ w[[ |
Document type
Cmmtssfactuals trans. Hliz?a?c: lEEE\fel l:l
RaRsiEse E:;:::J:EIE;‘E wcept for Results :
e T Lo Gzl Do) rvall] ]
The following tools to help you are on the myHelp website.
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Click the Transfer button and Commitment item
double-check for accuracy based on
the colors for values.

To keep your Exceptions, click on
the Save View button, and save
your view of the report or they will

be discarded when you exit.

See QRC BW Saving a View for
more details.

CONDITIONS

Conditions provide a way to change a report so that only the data that meets certain
criteria, defined by the user, is selected and displayed.

To create a Conditions:

Click on the Exceptions and
Conditions button.

Under the Conditions heading, click E" Conditions:
Create

| Exceptions and Conditions |

on the Create button.

When the Define Conditions

window appears, enter a name for
the Condition in the Text field, such Text | Top 10 Actusls Active
as Top 10 Actuals.

Define Condition

The following tools to help you are on the myHelp website.
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Choose the condition by clicking in ——

the radio button before one of the e
following: All Characteristics in wmmm*mmjﬂ|
Drilldown Independent, Single |
Characteristics or combinations A

of characteristics, or Display all

values for which at least one of e s

the following conditions applies e

Wit typst i FM
L Acceund

If you choose either Single

Dicument fype.

Characteristics or combinations Cresmtios s

of characteristics, or Display all e

values for which at least one of —

the following conditions applies, e

you will need to provide additional S

specifics for the Condition. e e =T
[ Trasssten | Cose]

In this example, under Display all

values for which at least one of e I R e TR e Rt
the following conditions applies, Original Budget -
click in the first box to insert a

checkmark.

In the first field, click the Drop- Display all values for which
down List icon. Original Budget |

Display all values for which at least of

t v

Recurring

MHon-recurring

L. Annual [Revised] Budget

Select the Condition. Piicr Balare I
Current Manth Actual

TT Ol

YTD Fund reser vations, reqs

TTD Encumbrances for PO's

TTD Parked Fl docs

Available Budget

In the next field, click the Drop- | |#!€ast one of the folloping q
down List icon. Ml |

The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 1
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ast one of the following ¢

L

I

Select the appropriate -
Condition value. N
Top Mumber

Top %

Top Sum

Bottorn Murmber
Bottom n Percent
Bottomn Sum

In the third field, enter the

appropriate number. 500.00 1500.00

1

If needed, click on the New _
Row button to add another row. 150080 (e Row |

Display all values for which at Ieast'
Current Maonth dctual w

I Tranzfer || Close

Click on the Transfer button.

To keep your Conditions, save your
view of the report or they will be
discarded when you exit.

NOTES

Notes are documentation (comments) that users can create which are specific to the
initial query. They are useful for relaying information about the query. CAUTION!
Notes can be seen and changed by anyone with access to the role and query. If you
save a View and have added Notes to your view, you also have added those Notes to
the query in the role.

EXPORTING

You can export (send) your report to an Excel spreadsheet or a CSV (comma-
delimited) file. This is handy if you want to use the data in Access, Crystal, or Brio.
Suggestion: Export large reports to CSV, since Excel has a limit of around 65,000
lines.

i 2

To export to Excel:

Click on the Export to Excel button. | |[Moted] [Exportta Excel] [Export to CEV] [Pr

The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 1

http:/7/myhelp.uky.edu/



Quick Reference Card - Basic ;‘Ll RIS
BW Designing Report Layouts [‘/’

Information System

File Download

Do you want to open or save this file?

} Type: Microsoft Excel Worksheet, 23.1 KB
When the File Download box From: mybw.irs.uky.edu
appears, click on the Save button. — soe | oo ]

1
1
Lg Mame: SAP4EYOESNPEADW1KDZFCI03GCK, xS
EHL
1
]
]
I
]

While files from the Intemet can be uzeful, zome files can potentially
harm your computer. [ you do not trust the source, do not open or
zave this file. What's the risk?

Select where you want to save the .

. . . Saveir: | [E Desktop v
file using the Save in field.

Erlter a name_ for your report in the File name: Funds Center 1018454527 2007 August w
File Name: field.

Cancel

Click on the Save button.

To export to CSV:

Click on the Export to CSV button. [Motes | [Export to Excd| [Export to C5v] [P

When the file appears, click on File
in the browser menu.

Mew ]

Cpen... Chrl+0
Click on Save As.

Save As,.,

Page Setup...
S_elect_ where you wgnt _to save the Savein | (@ Desktop 3
file using the Save in field.
El:]ter a name_ for your report in the File name: Funds Center 1018454527 2007 August A
File Name: field.
Change Save as Type: to Text File S ave as type: Text File [t 3
(*.txt)

Cancel

DISPLAY DATA IN GRAPH OR CHART

The following tools to help you are on the myHelp website.

Click on the Save button.

Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 1
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The Graphical Display tab helps you put your data in the form of a chart or graph.

Funds center halances : Budget vs Actual

Click on the Graphical Display tab. ST | Ffmmaﬁun

In the Display As field, select the

The graphs cannot be saved or s O

type of chart or graph you wish to Graphical display
Lilne Chart

exported. If graphs are needed, it is

best to use the graph functions

display.
Bar Chart | H H
acked bar Chart
available in Excel.
INFORMATION TAB

The Information tab displays the following information about the view of the data on
the Data Analysis tab.

Funds center balances : Budget vs Actual

| Data Analysis | Graphical displam

Information on Query Displays the status of data which is the
Information on Guery same date and time shown in the Validity
Key Date 0 of Data field, the Query Description, and
Status of Data 0 the Query Technical Name

Displays filters which were applied to the

Static Filter query when it was initially developed;
some of these may be displayed on the
=il A0 Variable for Ad Hoc Report screen and
et s in aIIov_v you to select a value(s); other filters
. are in the background and cannot be

changed by you

Dynamic Filter

Ll Dull= (L Displays filters which are applied on the

Data Analysis tab of the query report
view

oo

Ledger structure

The following tools to help you are on the myHelp website.
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Displays the variables available in the

Variable Values '
Variable for Ad Hoc Report screen; the

Variable Values values you selected are listed for those
Fizcal Year (Exit from OP_FPER) 2 parameters (variables) you chose to
Fiscal ‘vear/Period (Exit per 001 complete, as well as the values entered for
o OF_ZFER required variables.
The following tools to help you are on the myHelp website.
Course Material ® Transaction Procedures ® Transaction Simulations ® Online Feedback Form 1
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