Quick Reference Card —

BW Report — 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 BW 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

U 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 j
E Funds center balances : Budget vs Actual with std hierarchy

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

Variables for Ad Hoc Report

Enter any optional variables

H H (MFiscal Periodrvear (Required) (%) 006/2010 OKC 2010
Enter any required variables o
@Cumpanytude(Required}(‘} = 4 UK0D versity of Kentucky
@Fund groups (Optional) ﬁ

#771 Funds Center Department - BE030 YHEMISTRY

A - r=i
@Dncument Type = -
Click Execute (TFM Doc Status = [
| Execute|[Icheck
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Report Tips

Last Data Update date displays at

Note: It will show the last time the ] | Print (Portrait)| | Print (Landscape)| | Show Repeate
data was updated in BW. If the data 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 St.l|| IS not current > S2EMULTI EQ" ‘} |[zive
and you have questions, contact BW at

Bl-Requests@email.uky.edu

CAUTION! DO NOT use the BaCk @ Funds center balances : Budge
icon at the top of your web browser to gl| = hitps://myuk
step backward.

To step back one step:

ts| [Export to Excel| [Export to €5V/| [Print

Right-click on any column heading m

W AR E44N44 | Farmubhe FT Damdar | 04N

[Export to Excel] [Export to C5V| [Print (Portrait)] [ Print (L

Select Back Commitment 'rtl »

8&5 511011 Faculty| Select Filtker Value [

To step back to the original layout of

the report:
ts] [Export to Excel| [Export to C5V| [Print.
Right-click on any column heading Gmmﬂmenﬁtem )Am

W AR EA4NAA | Carabhe FT Damolar | 040

|Export to Excel| | Export to CSV/| | Print (Portrait)| | Print (L

Select Back to Start Commiment “

4&5 511011 Faculty Select Fiter Value [

CAUTION! Any modifications you
have made will be lost.

© 2008 University of Kentucky — IRIS Training myHelp Website:
Last Updated 02/03/2010 http://myhelp.uky.edu/rwd/HTML/index.html



Quick Reference Card —

RIRIS

BW Report — Designing Report Layouts i

Information System

Using the Navigation Pane

[save View| [Variable Screen| [Exceptions :
7 Rows
Amount type B
Business area i
Commitment item i
Funds Center B
Ledger structure i=} B
Original Budget, Annual (Revised)
ROWS Budaget, PriorBalance, Current i}

e Specifies fields shown in rows in the
view of the report

=7 Columns

Ledger structure =} B
Original Budget, Annual (Revised)
Budget, PriorBalance, Current
MonthActual...

Budget Type =T
COI umns Budget family on funds =T

e Specifies fields shown in columns in the
view of the report

Free Characteristics

Budget, PriorBalance, Current ﬁ
(;‘Freecharameristics ﬁ\ . . . - .

Busge: Type 5D % e Fields not shown in the initial view, but
Budget famify on funds . .

S 083 available if you want to use them as a
oo 8| ] column, row, or filter in your view of
epartment cn funds ?

S BT the report

Document type 5 @ 8

FCTR Exp line H B v

FCTR Rev line HE ¢

e e Typically characteristic objects (non-
— gg: amount values or values) that describe
e R what a key figure represents and are
- (= usually displayed in rows

e cener BB P

Prime vendor H B
\ialuetype in Fil 5] |, @

Kev Eiqures e Dollar amounts or units; typically
yrig displayed in columns
unds Conter o1 @ e Data elements that are grouped
< Columns together because they are closely

Ledger structure i) T

Original Budget, Annual (Revised)
Budget, PrierBalance, Current
MonthActual...

=7 Free Characteristics

Structure e

related or dependent on each other

e Choosing a Structure will provide all of
the associated fields in that Structure

Drill-Down

=7 Free Characteristics

Budget Type E., B
Budget family on funds |/ R =

e To display a field’s data in rows, click
on the Drill-down icon in the first
column of settings for the field (found
under Free Characteristics)

© 2008 University of Kentucky — IRIS Training
Last Updated 02/03/2010

myHelp Website:
http://myhelp.uky.edu/rwd/HTML/index.html 3




Quick Reference Card — ;‘Ll RIS
BW Report — Designing Report Layouts "/,,

Information System

Drill-Down Off e To turn off the drill-down, click on the

Collapse icon in the first column of the
~~ Rows

settings for the field (found under
Budget Type E Rows)

Commitment item

e To display a field’s data in columns,
click on the Drill-across icon in the

Drill-Across second column of settings for the field
= Free Characteristics Caution: Depending on the data, there may
Budget Type F;"F be too many values to display in columns. If
Budget family on funds |5 [/ | <= there are too many, turn off Drill-Across or

right-click on the column heading and choose
Back.

Drill-Across Off ) _
e To turn off the drill-across, click on the

—c Collapse icon in the second column of
olumns

Budget Type “*3‘“ éetltlngs for the field (found under
Ledger structure e B olumns)

i e Use filters to narrow your view to very
Filters

specific data

=7 Free Characteristics . . .
e Selected filter value(s) will be listed on

Budget Type E, , .
Budget family on furds |y | | s ]E_rllfe:?e%p_ciret; side panel under the
i [

Filter Off
Amount type HE g e To turn off the filter, click on the
Budget Type H E 58 Delete icon in the settings
UKDO/B1/0RIG Original Budget

)

e Can also use a Context Menu to turn
features of drill-down, drill-across, and
filtering on and off

| Temo Fauty

1 g R
1 Caerical - Regulh '
1 TechncatRepd =
1 Serymantseg

-----

¢ Right-click on the field name to access
the menu

Context Menus
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Click on the Filter icon to the right of
the field name in the settings area.

=7 Free Characteristics

Amount type EH E
Budget Type ] E,

Rudmat famihe nn funde

]

RIRIS

’ Integrated Resource
Information System

Using Filters

The Select Filter Value window will
display.

Seleet Filler Value for Busget Type
Mew Fater Values

Description of Fiter Values

[ Transter | ciose|

Find Area - use when the value list is
long

Enter value or partial value

Note: The field is CASE
SENSITIVE!

New Filter Values

@ Search in Text
Maximum Number of Hits 200

Select either Search in Key or
Search in Text

aw Filter Values

‘udget Type Origina
F Search in Key
laximum Number of Hits. 200

Select maximum number of hits

[ —

‘@) Search in Text

Maximum Number of Hits 200

Click Find

@ Search in Text
Maximum Mumber of Hits 200

Value List Area — use when list of
values is small

Budaet Type
] UKDOAE

[] UKOO/B1/NRCR Nonrecurring

Not assigned

D UKODO/B1/ORIG  Original Budget
[7] UKOO/BA/RCUR Recurring Budget

Click desired values

Budget Tvpe
[ KO0 Not assigned

KO0/B1/MNRCR Nonrecurring
D KOO0/B1/0ORIG  Original Budget
KOO/B1/RCUR Recurring Budget

Select All
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Can click Select All

Budget Type
[] UKDOsES

[] UKDO/B1/NRCR Nonrecurring

Not assigned

D UKOOVB1/ORIG  Original Budget

] UKOOVB1/RCUR Recurring Budget
Select All[jDeselect]

If want to remove any selected
values, click Deselect

Budget Tvpe
[] UKDDRE

UKO0/B1/MRCR Nonrecurring
["] UKOO/B1/ORIG Original Budget
UK00/B1/RCUR Recurring Budget

[Setect A[ Deselect )
=

Not assigned

Filter Values Area — use to enter a
range of values

Description of Filter Values

10 - [Tlto Include

Click in Description of Filter
Values

Description of Filter Values

AR T A T Y

Select Operator

[] - o
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

Enter beginning value in From

Note: Use Selection to select the
values, if needed.

v - o B

=~ BTl (=D
Enter ending value in To ~ [BT01 to TROZ 3 Dinclude
i i
Click New Row to insert new row Tlio/TRo2 nolude v
of values S—
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Select Include or Exclude for the
new row

Note: The new row can have a
different operator.

Click Transfer to transfer filters to
report

(L Transfer [[Ciose|

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

Using 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.

D =
| Lecturer- FT R 02°
Back to Start

| Temp Faculty
| Admini-Regularff| Keep Fitter Value

| | Clerical - Reguly| Fix Fitter Value to fods

| TechnicakRegul Select Fitter Value

|| ServiMaint-Red) Fitter and drilldown according to  »

|| Prof Nonadmi-He Orildown 3

TO access a ConteXt Menu, rlght—C“Ck }| Teaching Assigt| Swap Commitment item with »

? Health Remove Drilldown

on the desired field. o [
3 Retirement Sort Commitment item 3
5 FICA Goto 3
}| Budget Pool-Cf| Export as ... 3
Properties
Query Properties
\ Enhanced Menu
To change from Basic Menu to 3 Properties
H | Guery Properties
Enhanced Menu, click Enhanced ;
|
N-re -
To change back from Enhanced niNp| Properties

lon-a Query Properties

Menu to Basic Menu, click Basic <sists Variables Entry hols

Menu =

Al T mbhals
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To view existing Exception:

Click Exceptions and Conditions

I i | i |

—
[save view| [variable Screell] [Exceptions and Cnndniu@i
i -

Right-click Exception name and
select Display

=7 Exceptions:

Back to Start

Change
Delete

Deactivate
7 Rows

Enhanced Menu
(C et ]

Turn Exception on or off by
clicking Activate/Deactivate
Toggle

=7 Exceptions:

Available Budget

Active

To create an Exception:

Click Exceptions and Conditions

VYR Graphical display | information |

-
[save View| [Variable Screel] [Exceptions and Cnndﬂiuﬁ
i -

Click Create

=7 Exceptions: 9

| r—

Enter brief, but recognizable
Description

Define Exception

< Description

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

Evaluation for Ledger structure

Exception Values

[[] Between -
[[] Between ~ |Annual (Revised) Budget
Frior Balance

Currert Month Actual
YTD Actual

YTD Fund reser vations, regs
YTD Encumbrances for FO's

(IO Paad £) doc:
(I Available Budget

[[] Between -

Validity Area of Exception

Validity Area for All Characteri

Click in first box preceding each
row to activate that row’s values

Exception Values

Between -

© 2008 University of Kentucky — IRIS Training
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Exception Values

Between

Select Operator to be used for
evaluating field values or amounts

Greater Than
Validi Greater Than or Equal to
Equalto

Not Equal to
N Ewee )

Enter the number(s) that fits the
comparison, e.g., Greater Than
100, Between 50 and 100, etc.

Exception Values

-
Betwesn +{[1000.00 Il b)

New F

Select Severity 1
Critical 3
Bad 1

Bad 2
Bad 3

Severity - indicated by varying Good 1 Good 2
degrees of color-codes

e Good-shades of green
e Critical-shades of

yellow/orange Bad 1 Bad 2
e Bad-—shades of red

Critical 1 Critical 2

The system provides three rows Crtioal 2
for Exception Values, and more ] Ciical 2 ~

rows can be added by clicking | Citical 3 [New Row]]

New Row button.

Validity Area of Exception

Validity Area for All Characteristics Not Listed  Resuts Orly

Department on funds center

Person responsible for funds center

- - Budget family on funds center
Change Validity Areas of S .

H H alue type in Standard Operator ~ g
Exception by using the drop-down | 00" e |

H PR H Document type Standard Operator ~ [

menus to the rlght Of the Valldlty Crmmis/actuals trans Standard Operator ~

i Amount type Standard Operator B

area or changing the Standard T

(@) perator. Fiscal yeatperiod Standrd Opertor D EEE—

FCTR Exp fine Standard Operator >~ ]

FCTR Rev line: Standard Operator >~ ]

Payee name: Standard Operator ~ ]

Document Status Standard Operator ~ ]

Payee vendor Standard Operator ~ ]

Prime vendor Standard Operator ~ [

Funds Center Standard Operator ~ ]
Commitment tem Standard Operator e =
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Prime vendor Standan

Click the Transfer button and

Funds Center Standan

double-check for accuracy based Commiment tem —
on the colors for values. (Transie Joioss]

To keep Exceptions, click Save

View

{ |Save View| | Yariable Screen| [
See QRC Saving a View for more
details.

Using 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.

[owarasis RO TERRRTE

Click Exceptions and Conditions

o~
[save view| [variable Screel] [Exceptions and Cnndniuﬁ
i -

= Conditions:

Click Create ..

Enter name for Condition in Text, Define condition

such as Top 10 Actuals. { text [Top10Actas |) ] Active
=
o o camitonsof che el N,

Select either All Characteristics in R

Drilldown Independent, Single SR

Characteristics or combinations of —

characteristics, or Display all s

values for which at least one of o

the following conditions applies P
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Cvaliate e candeans dapayed beow for
A1 Characterntics in Drildown bdeperdent

If Single characteristics or e
combinations of characteristics R—
chosen, select desired characteristics [

If Display all values for which at Display all values for which at least
least one of the following riginal Budget -

conditions applies chosen, click in Ciose
first box to insert checkmark

Display all values for which at least o/
(Criginal Budget

Original Budget
Recuming
Annual (Revised) Budget
Frior Balance

| Current Morth Actual
YTD Actual

Select desired condition

CYTD Encumbrances for FO's
CTD Paierd Frdas

0
{
0 =
FCTR Fxn line (= i

play all values for which at least one of the following cc

Available Budget * 1
T L
. L Wf: ||
Select appropriate condition value Company code BE &y
Jepartment on funds E @ e
senter Top Number
Jocument Status E @ Top %
Jocument type E @ -é—sgosn:ml:lumber
‘CTR Exp line [ |, iBottom n Percent
‘CTR Rev line [ |, | 1Bottom Sum
. st one of the following conditions applies
Enter appropriate number or - ,(_'m_nn )
amount
ring conditions applies
If needed, click New Row to add + [so0.0d
another row
© 2008 University of Kentucky — IRIS Training myHelp Website:
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LAS A LN AL a3 Bl TR Dl LI e LT L A

[] Orginal Budget -

Click Transfer (

To keep Conditions, click Save View (|Sa..,ewew| I:}’ﬂriﬂhle Sereen] |
Using 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 the Report

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, especially if using
Excel 2003.

To export to Excel:

Click on the Export to Excel

button. g | Commentsf| | Export to Excel| [Jxport to CSV| | Pri
g
" File Download [E5
Do you want to open or save this file?
\ﬂj Name: SAP4GPIVOBRPEZGEACSADXEKIHAZ xls
iH Type: Microsof ft Office Excel 97-2003 Worksheet, 207KB
R From: myuk.uky.edu
Click Save
Open | Save [)[ Cancel |
| —
) Vinie fies from the Inemet can be ussful, some fies can potenially
d ham your computer.  you do not trust the source, do not open or
= save this file. What s the risk?
Save As
™

-

Select desired folder L) > M Deskcop o] G|

§ MNew Folder

( File name: Ledger Chemistry 2010-006 xls -

Enter name for report

Save as type: {Mi(rosm“t Office Excel 97-2003 Worksheet -
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Click Save

[ Save ] Cancel

To export to CSV:

Click Export to CSV

3| [ cComments| [ Export to Excel{ | Export to ¢SV JPri

To save, click File

& hitps://myukuky.edu/sap(cz 1 TSUQIM2FETKSOITNRYndwemRhMDFFQ

@Q =4 |g https://myuk.uky.edu/sap(czl TSUQIM2FBTKIOITMRYR

File Ydit View Favorites Tools Help

Google

|z| -'l Search - «i'

v [g‘ http;:ffmyuk.uky.edu!sap(;l‘lTSUQIMZFBTkQOJ...l

1 "Funds Center";"Funds Center";"Commitment item";
"CHEMISTRY-RA&5";"511011"; "Faculty-F
"CHEMISTRY-R&5";"511021"; "Lecturer—
"CHEMISTRY-R&5";"511311"; "Temp Facu

Edit View Favorites Tools Help

MNew Tab Ctrl+T
New Window Ctrl+N
i Open.. P
Click Save As Edit —
= Ctrl+S 51101
51102
OSE 13D Ctrl+W ii;g;
Page Setup... 51202
f Save As -
Select desired folder G )~/ Desktop en
-

52 Views -

Organize ~

I New Folder

Enter name for report

Note: Save as Type should
default to Text file. If not, change
to Text file (*.txt) as the
extension.

-006 bt

‘ t File name: Ledger Chemistry 2010

Save as type: [Text File (*.bet)

Click Save

ng: | Westem European {150) [

Save ] Cancel
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Displaying Data in Graph or Chart

The Graphical Display tab helps you put your data in the form of a chart or graph.

¥ Open View
Funds center balances : Budget vs Actual

Click Graphical Display @‘h |
Data Analysi:. Graphical display formation

Select type of chart or graph

Note: The graphs cannot be saved or ey A ") Swap Ares
exported. If graphs are needed, it is 5 27000 Line Char

best to use the graph functions (Eﬁ

available in Excel. zomeon °'”"1”‘Cha”

Using the Information Tab

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

¥ Open View
Funds center balances : Budget vs Actual

N

Displays:
o Key Date
e Status of Data (Last time data updated

Information on Query

Information on Query

Key Date 02/09/2010

Status of Data 02/09/2010 00:22:43 in BW)

Changed At 06/02/2009 10:11:48 ° Changed At

Last Changed By DCLAUNCH

Last Refreshed 02/09/2010 08:05:32 e Last Changed By

Query Description Cgr::\l;lf;nter balances - Budget L] LaSt RefreShed

Query Technical Name 0ZPU_C0Z_5008 e Query Description

e Query Technical Name
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Static Filter

Static Filter

Chart of accounts

Company code

Fiscal Year Variant

FM area

Stat. key figures

Funds Center

Department on funds center

GiL Account

University of Kentucky Chart of
Accounts

University of Kentucky
Ve

University of Kentucky
Real (Budget Relevant)
CHEMISTRY-A&S
CHEMISTRY

10000200000..00009993599], ]
Revenue Offset], |JExpense
Offzet], 1Due to/fm conversion
[, IDue to/Fm Conversion[...

Displays filters applied to query when
initially developed

Some may be displayed on the
Variable for Ad Hoc Report screen
and allow you to select a value(s)
Other filters may be in the background
and cannot be changed by you

Dynamic Filter

Dynamic Filter

Ledger structure

Original Budget, Annual
(Rewvized)Budget, PriorBalance,
Current MenthActual, YTD
Actual, Y TDFund reservations,
regs, " TDOEncumbrances for
PO's, ¥ TDParked Fl docs,
Available Budget

Displays filters applied on the Data
Analysis tab of the query report view

Variable Values

Variable Values

Fizcal Pericd/ ear (Required)
Business Area

FCTR Budget Family

FCTR Funding Categ Code
FCTR Person resp

Fund groups (Optional)

FM Doc Status

Fizcal Year/Period (Exit per 001
fr OP_FPER)

Fizcal “ear (Exit frem 0P_FPER})
Company Code (Reguired)
Funds Center Department
Document Type

Payee Vendor(Muttiple Values)
Prime vendor

Functional Area

Funds Center

Commitment tem

DEC 2010

Empty Demarcation
Empty Demarcation
Empty Demarcation
Empty Demarcation
Empty Demarcation
Posted

Period 00 2010

2010

University of Kentucky
CHEMISTRY

Empty Demarcation
Empty Demarcation
Empty Demarcation
Empty Demarcation
CHEMISTRY-ASS
Empty Demarcation

Displays variables available in the
Variable for Ad Hoc Report screen
The values you selected are listed for
those parameters (variables) you chose
to complete, as well as the values
entered for required variables
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