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limit, especially if using Excel 2003.

Process: Business Warehouse reports can be modified to meet the specific needs
of the users. The following steps will show you how you can export reports to Excel
or as 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

The techniques described may be used on any BW report. See related BW Web
Reporting Quick Reference Cards (QRCs) for more information: Entering
Variables, Using Context Menus, Saving A View, Opening A Saved View, and
QRCs covering the details of various reports.

Role: Authorized Users

Frequency: When needed

Entering BW Web Reporting

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

]

IRIS Launch Pad

From here you can select a system to launch.

e RIS C EW Web Reporting

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

== User Favorites and Roles

Welcome
4

' Fl Budget
Fl Financial Accounting
D Master data analysis
[ Special Ledger
Funds Management / Budget Control
E Annual 2 year Comparison - Budget versus Actual

Click on the name of the report, not

E Funds cent

unds cent

the icon to the left of it

Entering Variables

Card on myHelp.

E Funds center balances : Bud vs Act wistd hier, KMSF fund grp
E unds center balances : Budget vs Actual )

E Funds center balances : Budget vs Actual with std hierarchy

‘.

Note: For details on entering variables, see the Entering Variables Quick Reference

Enter any required variables

Variables for Ad Hoc Report

(MFiscal Periodrvear (Required) (%) 006/2010 D§C 2010

4 UK0O iversity of Kentucky

@Cumpany Code (Required) (*) =

@Fund groups (Optional) ﬁ
Enter any optional variables @ Funds Center Department =  +f |8E030 [T [yrEmsTRY
A - r=
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Click Execute

Click on the Export to Excel button.

@ Document Type

"
4

1
4

I FM Doc Status

—
[eheck]

Exporting to Excel

e ———
ﬂ |Cumment.{| Export to E:m:el| ]}_xpnrt to C.S‘v’| E
H

Click Save

- 3
File Download (=

Do you want to open or save this file?

b Name: SAP4GPIVOSRPEZGEACSADXEKIHAZ.xls
Bl Type: Microsoft Office Excel 97-2003 Workshest, 207KB
From:  myuk.uky.edu

Open ][ Cancel |

& While files from the Intemet can be useful. some files can potentially
d harm your computer. If you do ot trust the source, do not open or
- sawve this file. Vihat's the risk?

Select desired folder

Save As

@Cvl! Desktop |>|

i Mew Folder

Organize = Views ¥

Enter name for report

ers * g 1

t File name: Ledger Chemistry 2010-006.xs

Save as type: IMlcrosof't Office Excel 97-2003 Worksheet

Click Save

Click Export to CSV

[ Save ] Cancel ]

|

Exporting to CSV

z| [Comments| [ Export to Excel{ | Export to CSV] JPri

To save, click File

@ hitpsy//myukuky.edu/sap(cz1 TSUQIM2FETKSOITNRY ndwemRhMDFFQ

@ bt ™ |\e_ https://myuk.uky.edu/sap(czZl TSUQIMZFBTKIQJTNAYn

File ¥dit View Favorites Tools Help
Google

|z| -.' Search ~ +

e |é‘ hitps://myuk.uky.edu/sap(czl TSUQIM2FETKIO)... |

"Funds Center";"Funds Center";"Commitment item";
"1012003870"; "CHEMISTRY-A&5S";"511011"; "Faculty-F|
"101200387 HEMISTRY-A&3";"511021"; "Lecturer—
"1012003870"; "CHEMISTRY-A&5";"511311"; "Temp Facu
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Edit View Favorites Tools Help
New Tab Ctrl+T
New Window Ctrl+N
Open... Ctrl+0 ETSUQW
Click Save As e
Save Ctrl+S  frs1101]
"51102]
— T
Page Setup... 5120
Save As [ -
Select desired folder =M pesicop s o
-
Views ~ [ MNew Folder

Enter name for report

CFlIename: Ledger Chemistry 2010-006.bxt 3
Note: Save as Type should default to Se e Tt FIe 150 7]
Text file. If not, change to Text file
(*.txt) as the extension.
H J ‘
CIICk Save ng: | Westem European (150) vl\[ Save u Cancel
© 2008 University of Kentucky — IRIS Training myHelp Website:
3

Last Updated 02/08/2010 http://myhelp.uky.edu/rwd/HTML/index.html




