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Opening a Query in 3.5

1. Click the “Open” icon and select “Queries.”
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Opening a Query in 7.3

1. Click the “Open” icon and select “Open Query...”
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3.5and 7.3

2. Select the system and click “OK.”

SAF Logon |
System |Group I Senrerl Advanced |
_NOJ[EZ_W you have 5% BWX - Sandbox Enhancement System -
thIS option SE|E_ECtEd_, 5”@ DEVY - BW Development System
this screen will not - rod Susoad Sustern
appear and you will '
be taken directly to _ h
your "defautt” §> G- BW Gty Syste —
system 5”@ QAL - BW Prod Support System ﬂ
Use Selected System as Default
ok | cance |

[The first time you
access BW, you
will need to enter
your login
information. Your
information will be
saved for
subsequent
logins.

SAP Logon at PROD - BW Production System E |

— User Data
Client [oi0
User W
Password I""*""—
Language ﬁ

Cancel

System

g

Fazzword |
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How to Search for and Select a Query in 3.5

1. Select “Roles,” then expand the appropriate folder.
2. Choose the desired query.
3. Select “OK.”

=T
Roles H|EK_|IB|D&’E|%
Description l
= = =1 General Access to Execute Queries o=
History [ 123 Business Objects - HR OM :I
[+ =9 Business Objects - HR - P&
[+ =3 Business Db|ec:ts kA bA 2
. =8 ;
Favorites *apment FIE;--:-lt"
1 B _l,l Exzps/Rev All Doc Types
IE FIAAP Check Register SCEIS Recon
Faoles [E3 5ales & Use Tax Report
E3 F18P Check Register
@& || IE FI Payments by “endor
Ifodreas || 7 E FI Minority Y¥endar Payments
=1 39 Accounts Receivable
- S8 Audit Reparts
[+ =9 Funds Management
[+ =9 General | edoer LI

Dezcription / Techhical Mame IFI Orne Time Yendor Payment R eport

3 - Caricel |

How to Search for and Select a Query in 7.3

1. Select “Roles.”

SWEIS

2. Expand the appropriate folder by double-clicking on the folder. Choose the desired query.

3. Select “Open.”

3% Open = [=] E3
Search in [[SAP_BW__USER_MENU ] Roles d| | & | @ | g~
—_— Name I Last Changed On &
[l (CHIYEI EXE QUERY-ALL] General Access to Execute Queres
Find E [YBI_RPT_BUS_OBJ_HR_OM-GEN] Business Objects - HR. OM
CIIYBI_RPT_BUS_OBJ_HR_PA-GEN] Business Objects - HR - P4
’—Qg CIIYBI_RPT_BUS_OBJ_MM-GEN] Business Objects - MM
|l_] CIYBI_RPT_FI_AP-GEN] Accounts Payable
History E[YBI RPT_FI AH-GEN] Accounts Receivable 2 —
P N
#*
Favaorites E[YBI RPT_FI GM-GEN] Glards Management
— CIIYBL_RPT_FI_MINORITY-GEN] FI Minority Reports
& m [YBI_RPT_FI_PCA-ZEMN] Program Cost Allocation
CADYBI_RPT_FI_SD-GEN] Sales and Distrbution
Roles F]INHI BPT FI TRAWF] £5FNT Traval Ranars | _|L|
4 »
& =
MName I Opean
Infolireas Type I[J""-"} LI Tancel
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Prompt Screen in 3.5

IE? Fit Budget vs Actual

= e [ EmeyDemaraton BY
Posting Period (%) =1 . (& 16 L
Business Area |_||: | |f03IJ l— |@| |T| |ﬁ|
Funds Center |E||: j | || TDI— |@| |T| |ﬁ|
1 - 1 m— AL
Functional area |E| l— || Empty Demarcation |ﬁ|
Agency Appropriation |§| I— || Empty Demarcatian |ﬁ|
State Appropriation & [ | & ermpty Demarcation (AL
Grant Number Selection & [ | & ermpty Demarcation (AL
Commitment Iterm Hierarchy & [ | & ermpty Demarcation [
Non Statistical Postings =1 F | & | notassigned Ei7
GASP Fund Code &= =l &l (S| [ [
GASP Z Indicator &= =l &l [ (=] [
GAAP Budget Code &= =1 (& e & =] [
wj’b Check| ||§| | i} |[§| 3% CanceI(F12)|

Prompt Screen in 7.3

e
Available \Variants I j 3 |@@ =
—DATA_PROVIDER_1 - FM Budget vs Actual 1

Fiscal Year (Single Value - Requir () | - I Scloct valne

Posting Period() I‘IE j - Show 2 @ |Single Values A
Business Area I j Search

Funds Center T Fiscal year |
Fund - =lr2008)

Functional area g EE‘IDE}

Agency Appropriation | 3 =011

State Appropriation | 3 E[ZD‘IZ] 3

Grant Number Selection

Commitment ltem Hierarchy

|

|

f |

| J
| o
[ (sl ST
| dol @SR
| = of
| = of
| = of
| =0l

Non Statistical Postings =4 | [F| Metassigne
GAAP Fund Code hd [
X Direct Input
GAAP Z Indicator - O
[ | GAAP Budget Code | 3 ( oK I) Cancel Help |
Y

o]

Cancel | Check

|
4
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What the Query Will Look Like in 3.5
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To Add, Remove or Modify Columns in 3.5

1. Click the “Change query” icon and select “Change query (local view)...”

51 Microsoft Excel - Book3

Window Business Explorer

RECRIL SR YRR

Edit  View

B File

NEHRO IR IVEI % DRI

Insert Format Tools Data

RRBQEE 2L

caa«@

< Change query (local view) ,..>

Help

SWEIS

Change query (global definition) ... L B
[ 1 | FM B Change variable values
2
| 3 | Funded Program
4 | Business area
2. Select the fields to be added from the “Free Characteristics” box and drag into the

“Rows” box.

3. Toremove a field from the report, drag the field from the “Rows” box to the “Free
Characteristics” box.

4. The fields on the report can be reorganized by dragging the characteristics in the
“Rows” box into the desired location. A preview of the layout will show up in the box to the
right of the “Rows” box.

A Funded Progiam - Bud + A Budgel 7 Adpasteents
A Supnot Commitment | A& Cunert Budgel
&' Funds Centes - Bud 4 © AF MTD Actual Expense
&' ™ aies + 45 YTD Actual Expense
A Pozting pesiod A Balance 7 Bulore / Commilmants
A Fiscal yea + A Commitmests and 7 Diher Tranzactions
A Fund [High Level) A Remairsng Balance
&' Functional area & 5 Available / Balanoe
A& Grant & Statistical Expense / posting
A Application of funds
A Dider
A Workliow status
A Ledger
A Vendon A
f‘ Stat. koy figuwes
A GAAP Fund Code
A’ GAAP Z Indicatos
A’ GAAP Budgel Code
A Major C1
A Budget Act €I
A Exp/Rev Chae
A Funds Centes A preview of the rows and
A& Value type in FM columas wil appear here
& Commt/Actual Detad L
Rows | % [OngrwiB Buige/  CanedB. MTDAmu [YT0 Actu |Boerce | Commime  Remsn |
A& Fund afund | aComoe |
&' Commitment Items | oCommee |

bFund | wConae l\

| b Lo |
v

Page 7 of 26




SWEIS

To Add, Remove or Modify Columns and Suppress Repeated Values in 7.3

1. To add or remove columns from a report, right-click within a cell in the tab and select

“Query Properties...”

t=

able

T

Fund

GENERAL FUND

[+

Commitment ftems

[ 501014
E 5010140000
I 501050
I’ 5010500000
[ 501058
t 5010580000
I 501059
[ 501060
I 5010800000

Right Click on the table

[ 5010870000
I 5010880000

[ 5010870000
[ 5020010000
[’ 5020020000
5020030000

[’ 5020070000
5020070001
5020070002
5020070003
5020070004
5

5
8
£

Y Y Y Y YTy

020070005
[ 5020080000
020080000
020000002

Y

-

v
Original Budget

§185,517.00

$ 9,954 716.00

§ 1,491,187.00
$1,225811.00

$ 870,000 00

$ 497,182.00

=0
4
Budget
Adjustments
$000
$ 408,00

$1,207816.98

-$ 1,491,187.00
$ 959224 00

-$ 870,000 00

§5,762.02

Back One Navigation Step
Back to Start
Convert to Formula

Create Condition

Gato

-
Current Budget

$ 185,517.00

$ 408.00(

$11,252,632.98

$000
$2,185135.00

$0.00

5 502,844.02

Quary Properties...

Hi
MTD Actual §

S 41

5 4

$1

w
w2 nlvn

2. Select the “Navigation State” tab and move the desired fields from the “Free
Characteristics” box into the “Rows” box or vice versa depending on whether or not the
field is necessary in the report.

Columns

Structure

[= 4]

|—== Local Query Properties of FM Budget vs Actual

' Data Formatting | Presentation Options I Display Options I Cumency Conversion I Zero Suppression | Properties | Conditions I

Change Order

Functional area
Funds Center
Commitment kems

Rows Free Characteristics
Fiscal year Application of funds
Fund Budget Act Cl

Businzss area
Commt/Actual Detail
Exp/Rev Char

FM area

Fund (High Level)
Funded Program - Bud
Lo [

] [¢]

‘ Funds Center - Bud 4
GAAP Budget Code
Characteristics may be
added or removed from [Order £2] 3 Iy | PN ErEmElns (~1[=
report table
oK Cancel |
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3. To suppress key repeated values, in the “Display Options” tab of the “Query Properties...”
option, select “Supress Repeated Key Values” and click “OK.”

Mavigational State I Data Formatting I Presentation Optiond Properties I Conditions

[~ Display Scaling Factors

[~ Display Document Links to Data

[~ Display Document Links to Metadata
™ Display Document Links to Master Data
¥ Suppress Repeated Key Values

= &llave Entry af Plan Yalues

ok | cancel

To Suppress Repeated Values in 3.5

1. Right-click in the column and select “Properties...”

38 | Stat. key figures | Mot assigned
39
Fund Commitment ltems
40
41| GENERAL FUND 501014
42 | GEMERAL FUND 5010140000
43 | GEMERAL FUND 501050
44 | GEMERAL FUND 5010500000
45 | GEMERAL FUND 501058
46 | GEMERAL FUND 5010580000
47 | GENERAL FUND 501059
48 | GEMERAL FUND | &01060
49 | GEMERAL FUND Back
50 | GEMERAL FUND Biack to Start
51| GEMERAL FUND
52 | GENERAL FUMD Keep Fileer VYalue
53| GEMERAL FUND Filter and drilldown according ko »
54 | GEMERAL FUND ) )
£5 | GENERAL FUND Add Drilldown According ko »
56 | GEMERAL FUND Swap Fund with 4
57 | GEMERAL FUND Sort >
58 | GEMERAL FUND
59 | GENERAL FUND Goto 4
60 GEMERAL FUND Cur, translation 3
61| GEMERAL FUND
B2 | GEMERAL FUND Fund 4
63 GEMERAL FUNMD Al Characteristics »
B4 | GEMERAL FUND -
B5 | GENERAL FUND @
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2. Onthe “Display” tab, select “Suppress repeated key values” and click “OK.”

SAP BEx Query: Properties 5[

Dizplay Ilrderacticun | Calumn swicth | Infarmation |

V¥ Adjust format after data refresh

v ESuppress repested key valuesé

r Display scaling factars for key figures
r Display Documernt Links for Data

r Display Documernt Links for Master Data
r Display Documernt Links for Meta Data

v Display fiter cells for structures

C Ok W for &l Eueries Cancel

To Suppress Results Rows in 3.5

1. Right-click in any cell where the “Result” begins and select “All Characteristics.”
2. Select “Suppress Results Rows,” then “Always.”

[ 5204050000

[ 551000 § 7243 541.00 §4731 4721
Result Back $ 38,112 949.00 §48498121
5020020000 Back ko Start
S020030000 -
EO070000 Keep Filker Yalue
020070005 Filter and drilldown according ko »
5020080000 Add Drilldown According ko 3
5020090000
£020100000 Swap Commitment Ikems with — »
5021330000 Sork b
5021330004
5021400000 Goto ’
5021540000 Cur, translation 3
5030010000 ~ )
S0E0020001 Commikment Items 3
A030080000 . all Characteristics 3 | Display As »
5030070000 Properties . Position of Results Fovs 3
S030090000
040070000 Suppress Results Rows 3 | Mever
5040510000 Suppress Zero Columns/Rows ﬂm
2041010000 ) -
E0R031E000 Mormalize 3 Conditional
2060323000 Unda 4
SOE0327000 I
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1. To suppress results, right-click within a cell where the results begin and choose
“Properties...”

To Suppress Results Rows in 7.3

12001 S 1204123500 G 1,522,848.00] S 13,564 08300
513000  4,603,660.00 5308,532.00| S 4,297,128.00
513001000

513003000 Back One Mavigation Step

513008000 Back to Start
513031000

513040000
513050000 Keep Filter Value
513081000 Keep Filter Value on Axis
5130670000 solact Filter Value. .

513071000 ¥ :
3
213073000 Filter and Drill Down By

513075000 Swap Commitment Items With »

Convert to Formula

513078000 Add Drilldown According To 4

=15001000 Remove Drilldown

515002000

515003000(  ™ap Axes

518075000 Sort Commitment Items »

520395000

520409000 ¥

581000 e M7Z21 511,8750M3.21
Result Gk y B12.21( § 4256276121

8-

GENERALFD-CIF ¢y | 502002000
5020030000 |

2. Onthe “General” tab, in the “Results Rows” dropdown box, select “Always Suppress.”

[m Properties for Characteristic Commitment Items

Display Text Type

[Key | |Defaut Text =l

Sort By Sort Direction

Il{ey j IComm'rtment liems j Iﬂscending j
Results Rows

Always Suppress j

[ Cumulate Values

oKk | Cancel
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To Display Key and Text in 3.5

SWEIS

Right-click in a cell that you wish to have the key and text displayed. Choose the field you'd like
to have the key and text displayed (In this example, it's “Commitment Items”), then “Display

As” and “Key and Name.”

Qngnsi Budget 112 Budget Cumrent Budgst 1
Fund Commitmaent Wems | Adustments

40 ! !
41| GENERAL FUND 1 318551700 000]  $1B5517.00]
[F;
:: i e $ 408 00| $40600|
] ey Mo Vakoe $995¢71600]  SEO00608| §10774,72200
L Fiar and driidoym mcondng to » | L Chiy =% ! 222
7 | [Py ) $1,49118700] § 1,491 167 00| $0.00]
1 etk AL $1.22531100]  SAD5224.00| §1531,13%6.00|
49 ' Swep Conmdvent [tavs wih  »
50 s F P 5 33700000 387000000 $0.00|
5] S
52 N G \ % § 237 152.00] $ 534 75402
3 Cur . tranddation »
3 ; Conwrdnan ltars » [ Gl s I .
3 L Ml O actensins » Supcress Resuls Rows » Yy aed Natne
&8 Properties Cumndetive Outps Nyre
!1;5 : Normakee to b Ev ) Kew
2? i ! Tisve ard Fey
62| More »

To Display Key and Text in 7.3

1. Todisplay the key and text of a field, right-click within a cell in the desired field and select

“Properties...”

2. Under the “General” tab, select “Key and Text” from the “Display” dropdown box.

'—== Properties for Characteristic Commitment Items

Pd'tributes | Hierarchy |

Dizplay

Text Type
x| |Defaut Text

ey [

Mone

Sort Direction

j I;’-"\scending

ICDmm'rtment tems

Text ang Eg

Text

T oIy T T

[

If—‘-]wa:.'s Display

Access Type for Result Values
| Defaut

[

[T Cumulate Values

Cancel
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Setting a Filter in 3.5

1. Right-click on the appropriate field and select “Select filter value...”

bs  Funds Center
p7 | Walue type in FM
k] Commt.l’ActuaI Detail

1| Commitmy

2 Drllldown
3 Business Remove drilldown BUDGET AND CONTROL BOARD
4 Commitmi Properties ... 501000..506000, 5060301000..5990020000
5 Fiscal Year vanant 5C
5 Fiscal year SCi2014
7 FMarea SCFM Area
Igs Stat. key figures Not assigned

ture Original Budget, BudgetAdjustments, Carry Forl
| ] Fund

2. Ensure that “Single Values” is selected in the “Selection” dropdown box.

SWEIS

3. Choose the desired value, then click the blue arrow to move it into the “Selection” box and

click “OK.”
F% Selection for Fund x|
Selecti Single Y alues 4 . From Hierarchy I[flat lit] ﬂ

Fized Values Selection

Description l =| GENERAL FUND
- =] GEMERAL FUND
- =| GENER&L FD - C/F

- =| EARMARKED FUNDS
=] OP REV-INT SERV FD
- =| SPECIAL DEPOSITS

- =] 800 MHZ RE-BANDING
- = CaF PROJ-CAF IMP

- =| GENERAL SERVICES

- =| DONATIONS

--J BARNWELL OP SHORT

=
Bt L

4. The filtered value will appear in the “Filter” area of the report as shown below:

[ e =g ey o e o

b5 Exp/Rev Ch
b6 Funds Cent
b7 | Value type

P3| Commit/Act

P9 Sgr_gg.ura.— gt = justments, Carry Forwards, Suf
EO Gund SC01/10010000 GENERAL FUND...
1 =

Commitrer

Business aj BUDGET AND CONTROL BOARD
Commitmer| 501000..506000. 5060301000..5990020000
Fiscal Year| SC
Fiscal year| SC/2014
FM area 5C FM Area

LI =R R = SE R O
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Setting a Filter in 7.3

SWEIS

1. Right-click on the desired field in the “Filter” section of the report and choose “Select Filter

Value...”

I

T

I L S NN = R T N e R
Bl

Author JGRANT

Chart Infarmation

Filter Table
r

v

Application of funds

Fizcal year | Fund

ap

ap

Functional area

Funded Program Back to Start

GAAP Fund Code
GAAP Z Indicator

Grant

Ledger -
Major Cl Properties...

Order Query Properties...

Budget Act Cl 2014 10010000 | GEMERAL FUND 000000000000000
Business area 10010000 | GEMERAL FUND 000000000000000
Commitment ftems Right click on Fund 10010000 | GENERAL FUND 000000000000000
Commt’Actual Detail 10010000 | GEWERAL FUND 0:00000000000000
Exp/Rev Char 10010000 | GEWERAL FUND 000000000000000
Fiscal vear 2014 10010000 | GEMERAL FUND 000000000000000
FM area 2014 10010000 | GEMERAL FUND 000000000000000
Functional area 2014 10010000 | GENWERAL FUND 000000000000000
Fund (High Level} 2014 10010000 | GEWERAL FUND 0:00000000000000

IFun 1 2014 inninnn) | GENERAL FUND FOIMXABOD

Funded Program - Back One Mavigation Step 0 | GENERAL FUND FO30XAB00

0 | GENERAL FUND FO30XABO

Funds Center - Bu 0 | GENERAL FUND FO30XABO2

Funds Center 0 | GENERAL FUND FO30XABOZ

GAAP Budget C T 0 | GENERAL FUND FOI0XBATI

. . . 0 | GENERAL FUND FO30XDAN

Add Drilldown According to Fund in Columns 0| GENERAL FUND FO30XDADT

Sort Fund 0 | GENERAL FUND FO30XEFOO

0 | GENERAL FUND FO3MXEFOO

0 | GENERAL FUND FO3UXEFOD

0 | GENERAL FUND FO30XEFOO

0 | GENERAL FUND FO30XEFOO

Posting period [ ZUTF [ TOUTOT
4

N

'=I[5C01/30000000] EARMARKED FIUNDS (BUDGET ONLY)
=] [5C01/30350001] OPERATING REVENUE - Int Serv Fund
[=l[5C01/30370000] SPECIAL DEPOSITS
'=15C01/30370038] 800 MHZ RE-BANDING
'=|[5C01/30438000] CAF PROJ-CAF IMPROVEMENT BONDS
/=] [5C01/30670000] GENERAL SERVICES
[=l[5C01/30980000] DONATIONS

ﬂ[SCDV?}'MEDDDD] BARNWELL OP SHORTFALL ESCROWY ACC =
| | B

(T ok ) conce Hep | Mores> |
I S — /
e —

Direct Input I

&%

Change the dropdown option in the “Show” box to “Single Values.”
Choose the desired value and click “OK.”
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4. The filtered value will appear in the “Filter” area of the report as shown below:

Chart [ Fiter Irfartmation
Filter Table
r - Y -
v - - -
Fiscal year | Fund Functional
Application of funds
Budget Act CI 2014 10010000 | GENERAL FUND [ 00000000
Business area 2014 10010000 | GENERAL FUND [ 00000000
Commitment tems 2014 10010000 | GENERAL FUND [ 00000000
Commt/Actual Detail 2014 10010000 | GENERAL FUND [ 00000000
Exp/Rev Char 2014 10010000 | GENERAL FUND | 00000000
Fiscal year 2014 10010000 | GENERAL FUND [ 00000000
FI area 2014 10010000 | GENERAL FUND [ 00000000
Functional area 2014 10010000 | GENERAL FUND [ 00000000
Fund (High-+eve 2014 10010000 | GENERAL FUND [ 00000000
und SCO1/10010000 G 2014 10010000 | GENERAL FUND | FO30XAB0
Fun = 2014 10010000 | GENERAL FUND | FO30XAB0
Funded Program 2014 10010000 | GENERAL FUND | FO30XAB0
Funds Center - Bud 4 2014 10010000 | GENERAL FUND | FO30XAB0
Funds Center 2014 10010000 | GENERAL FUND | FO30XAB0
GAAP Budget Code 2014 10010000 | GEMERAL FUND | FO30XBA1
GAAP Fund Code 2014 10010000 | GENERAL FUND | FO30XDAD
Expanding Columns in 3.5
1. Click the arrow of the column that is to be expanded.
/—-\
Balance :
> mmitments and -
M Expense | Before . Remaining Balance
: Other Transactions
Commitments
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
30.00 30.00
OO0 o000
‘*—
. B Trp Actusl Posting ning Bsance
3l Fi F \ " A
N 0 Commitments [PO RED Commitmerts |Parked FI Documents EomaRinante untz Blocks [Funds Rezenations s Controlin
0 e —— — $ 185.517.00
o $ 92758 44
i § 40600
o} $ 3 $ 14000
=i | | $11 25253298
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Expanding Columns in 7.3

1. Click the arrow of the column that is to be expanded.

SWEIS

Yy & I o &
v ’ v ’ - % v
Bt WTD Actual Expense YTD Actual Expenze | Balance mmitments and Ren]
Before Other Transactions
Commitrents
0 £ 185,517.00
£ 772987 502 758.44 -5 02 758 44
0 £ 408.00
'Elalanoe i Commitments and i K . . i . . i Remainin)
Before Other T i PO Ci PO REQ C i 1tz | Parked F1D E Trip | Funds Blocks | Funds Reservations | Actual Posting
[ i Ci in Controling
50.00
50.00
50.00
50.00
50.00
Hiding Key Figures in Local View in 3.5
1. Select “Change Query (local view)” from the menu bar.
Noe o - - - - [T
=L - K B BN 089
) ki ol 3 iy P U R IR RS R e fW]ry (Wmwd s wcua e |
a NS quory (o bbal defredarg
A . : '. i I g— r " ] W I

O
o |
S 1

:
QI O e

=8

2 bl

WS Hlaiment
Comioling arm
Ot

Prafit Cante
Flecal your
Pasting purion
0 Fesdad oy
S G aciak
O Apphicntien Mo
S EM Doumest
W Fumetanal me
T Nt ey ligens
W Leng Descrgihy
W Kay Flygws

J00 Hustores ainn
1 Pawting Date
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2. Right-click on the Key Figure you would like to hide from the report and select “Properties.”

pen Encumbrance Report

GQEIIEEEE'I

~E-E WA=

=1of x|

Free Characterishics ||

Calumnz

ﬁ Fiscal year

ﬁ Posting period

- &2 Funded Program - Bud
- & Cmmts/actuals trans.
ﬁ Application Module [
ﬁ FM Document Types

- &2 Functional area

ﬁ Stat. key figures

ﬁ Long Description

-

=l % Key Figures
- A Driginal Amount

- A Goods Receipt Valuated
- 4% Remaining Balance

- A% Greater than 90 Days

- A% 61- 90 Days

- 4% 31 - 60 Days

- 4% 0 - 30 Days

:ﬁlnvui. Froperties Alt+Enter

-

Fiows

- A& Business area

- /& Posting Date calc

- & Fund

- &2 Funded Program

- & Funds Center

- & Commitment item

- & Commt/Actual Detail
- & Reference Doc. No.
- & Posting date

- & Vendor

a-Buzines... | a-Posting ... | aFund

a-Funded ...

aFunds C..

a-Carnmit...

a-Cammty...

b-Re

b-Caomnmty...

3. Check the “Hide” button circled in the screen shot below, then select OK.

4. Click the green check to re-run the query.

E'ﬁ Froperties of the

G

& @ |5 Technical Name o B | &
| Free Charact I |

3 E Postin Description
3 ﬁ Funde Adjustments ;l Em
- K Cmmts =) =
- & Applic _pisplay
- {8 FM Dc Hiaichi
ﬁ Functi ighighting
i stat 4 | |Mo Highihting =l
Fows
ﬁ Busine —Number Format dsC..|aL
3 g II:os:n Saling Factor Mumber of Decimal Places
- un - - ’ -
ﬁ Funde I[Nothmg Defined) ;I I[Nothmg Drefined) ;I
- & Funds
ﬁ Commi — Calculations (Includes Displayed Data Only)
- ﬁ Comm!
. E Refere | Calculate Result Az, Calculate Single Yalues As...
ﬁ Postin Summation LI I[Nothing Defined) ;I
- ! Vendo [~ Curulated

I~ &lzosppl to Fesults

ILIse Default Direction ;I

Ok I Cancel |
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Hiding Key Figures in Local View in 7.3

1. Right-click and select “Query Properties...”

T IR AT § WECET ATEET 'y SES0S Secugt Venamac o Remmeey Banecs o Grwsr e

L] se ]
FinN ’ N
yaes § 3o
! . Sack Dve Navgation Step Aoul.
: Sack 0o Stant
1éa LR
L. Conven 10 Formue AN
[ 2 1A 8
T Properhes. 100
:'.; Query Propertes.. ol
(Fr Key figure Detimtion (R
. Toggle Condtion State  » -
(X Creme {ondthon b jiem
$ 2 . 15
' L] (ﬂ‘n » ] - Al
L » AR 8 180
§ . 2R N
s 31578 RN
‘% s 8%
1%
T
ek

J MK
§ 3 [
) B
girise (SR
) : L]
i ' o
1t 8 320106
‘

2. Right-click on “Key Figures.”

ery Properties of Open Encumbrance Report

Columns

Rows

Business area
Posting Date calc
Fund

Funded Program
Funds Center
Commitment tem
Commt/Actual Detail
Reference Doc. Mo.
Posting date
Vendor

] [3]

=[]

Change Order

£3 154 R | PN

Change Order

avigational State | Data Formatting | Presentation Options | Display Options | Cumency Conversion | Zero Suppression | Properties | Conditions

Free Characteristics

Cmmts/actuals trans.
Controlling area
Document item
Fizcal Year Variant
Fiscal year

FM Document Types
Functional area
Funded Frogram - Bud
Grant

Long Description
Order num

= [Es

] [¢]

Change Order
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3. “Select Filter Value...”

Properties

{ Select Filter Value...

Rows

Business area
Posting Date calc
Fund

Funded Program
Funds Center
Commitment item
Commt/Actual Detail
Reference Doc. No.

] [&]

Free Characteristics

Cmmts/actuals trans.
Controlling area
Document item
Figcal Year Varant
Fiscal year

FM Document Types
Functional area

Navigational State | Data Formatting I Presertation Options I Display Options I Cumency Conversion | Zero Suppression | Properties | Condttions

SWEIS

: Posting date Funded Program - Bud
] WVendor Grant
Long Description
| Order num ﬂ
f
. Change Order [=][=] |=] [ Change Order [=][=] |=] [ Change Order [=][=]
f
f
. ok | cancel |
|

4. Using the Chosen Selections, you can change the order of the Key Figures.

lz= Select Values for Displayed Key Figures _ | O | x I
Show ISingIe Values - é@ -
Chosen Selections
Displayed Key Figures | ﬂ Criginal Amourt
/=|Original Amourt =] Invoiced Amount
= g. d Amourt |=| Goods Receipt Valuated
rveres _ou - =| Remaining Balance
=|Goods Receipt Valuated =| Greaterthan 90 Days
ﬂF{emaining Balance =} j £1-90D
= - ays
=|Gresterthan 30 Days —I :
[=]61-30 Days & | .- [=] 0-30 Days
[=131- 60 Days
=l0-30 Days
ﬂ}-\djustrnerrts
|§| E Change Order |E| E
oK | cance | Hep |
Y
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SWEIS

5. Remove the Key Figure from the selection by selecting it and clicking the Left arrow.

l#z Select Values for Displayed Key Figures — | O | X |

hiow ISingIe Values - Q@ -

Chosen Selections

D15p|EI}"Ed KE)’ FigIJI'ES I ﬂ Original Amourt
|=| Original Amourt ﬂ ﬁzi:;r:fnoum
ﬂ Remaining Balance

=] ods Receipt Valuated
= |Greater than 50 Days - =| Remaining Balance

? 5150 Days = | - =| Greaterthan 90 Days
ﬁ? 3 EDDDays ~ ﬁ &1- 90 Days

— 1" ays | - =| 31 - 60 Days
ﬂlnvuiced Amourt ln ~nr

|=|Goods Receipt Valuated ‘Remove from Selection
ﬂAdjustmerrts

|z| E| Change Order E E

The Key Figure will not show while you are working in that local version.

Saving as a New Workbook in 3.5

1. Click the “Save” icon and select “Save as new workbook...”

Y T T=r=rT =i =

T=TE"

L@ E -] Rl e - IQ)H arial
[ =iy s Ty

* 8 2E

Save view as jump target

Save view global
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2. Choose a location and file name, and click “Save.”

¥ SAP BEx: Save in document store

Favorites

Description

=

Favorites

(B

Roles

FM Budget vs Actual - General Fund Only
RHO46 EED Data

S&D0 Sales Report By Morth

AR Open Detail by GL

FM Document List

FM Expense Report

Cash Balances by Fund

Vendor Payment List

FM Budget vs Actual - High Level

FM Budget vs Actual Dec 2012

RHO072 Custom Posttion Report

@ Stmt of Changes in Fund Balance 1203 2012
RHO10.1A FTE Totals by State, Fed and Cther
RH010.2 Position Totals by Employes Group
RHO010.2 Position Totals by Posttion Number
Marthhy SSBG Report

Monthly TAMF Report

Grant Periodic Commitments Report
ST~ e

Description FM Budget vs Actual - General Fund Only

‘ Save I Cancel

L e e

Saving as a New Workbook in 7.3

1. Click the “Save” icon and select “Save Workbook...”

Page Layout Formulas Data Review View

h Home Insert

BEx Analyzer ~ g ]

Menu Commands ! Save Workbook As
L17 : Save View...
(A B C n Workbook to Role... ; H |
FM Budgetvs Actual
Author JGRANT

SWEIS
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Inserting Another Query into the Same Workbook in 7.3

SWEIS

1. Open a query which you want to put into a workbook. Click the Save icon on the menu bar

and select “Save Workbook.”

v
Home Insert Page Layout Formulas Data Review View Add-ins

BEx Analyzer + ﬁnﬁﬁg@maﬁégo
S PR B o

# Save Workbook
& Save Workbook As.

AR Aging - Current Open Items - Microsoft Excel

Menu Commands
Save View
F18 -
AE ¥ G Wark X ¢ 1 ] 3 L [ W [
d AR Aging - CurrentOpen Items
Author JGRANT Status of Data 07/17/2013 1256:48
2
3 LChad| [ Filter | 4 Inkemation |
4
12
3
15 (3 Customer _|s % Document o, s Document type |5 % Document Date s Net due date (s Invoice Ref s AR irvokd
5 5 v 5 5 . s . =
16 [ | Ose Tiems Customer Tempiste [ 2000000408 | DR | Customer invoice | 022672008 | 02292008 | # 1
1 | 7 2000000411 | DR | Customerimvoce | 02262008 | 02252008 | # 1 s
w ] i T 2000000418 | OR | Customermvoice | 052172008 | 05312008 | & I 5|
19 | Resut | | ! | | ! 53
2 s | Usomis [ 2000000628 | OR | Customermvoce | 08//2007 | owi2007 | & 52|
21 T 2000000031 | DR | Customerimvoice | 081172007 | 082007 | # $¢
2 I 2000000033 | DR | Customermvoice | 08172007 | 082007 | $50)
2 I 2000000635 | OR | Customermvoce | 09/1/2007 | o&i00r | $84
2 7 2000000038 | DR | Customerimvolce | 08122007 | 0ari2007 | & I 550
= I 2000000033 | OR | Customerivoice | 081172007 | 09NE&/2008 | & | s59)
% [ 2000000082 | DR | Customerinvoce | 070172007 | 07312007 | ® 51
27 T 2000000088 | DR | Customecmwoce | 081152007 | 08152007 | & s1
2 I 2000000089 | DR | Customerinvoice | 08152007 | 04152007 | & 51
2 T 2000000472 | DR | Customerinvoce | 077012008 | 077302008 | #
» [ 2200000004 | DG | Customer credt memo | 08112007 | 0a/2007 | 5100
3 [ 2200000008 | 06 | Customer credt memo | 08/1/2007 | OM1/2007 | & 5109
- <

2. You can save the work book to your “Favorites” or “Roles folder.”

sz Save Workbook — | O | X |
Search in IFa‘.forites =] | A G &l | @ &
MName: | Last Changed On I
Test workbook 1- Bing 10/1/2013 2:36 PM
Favorites tesﬂ 1 3/4/2014 244 PM
testZ‘Z‘Z 352014 11:15 AM
Foles
Description ok I
Cancel
||
e — - : : ]
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SWEIS

3. If you want to insert another query into the same workbook, go to the bottom left corner and
click “Insert Worksheet.”

¥ J . M Agrg - Curerd Cpan e - M i Lxe =
wrw Bt Pepiae sy O Mesee Yew =@ mE
vee- AMBYRFR2PAREA
GHRB®RAND
~
AR Aging « CurrentOpen ems: =
pp— i 7 . A
o] hrome | doevesm
Tatda: 3
P - - Miw
y - s )
R
5
.
T
Fesdy (-

4. From the “BEx Analyzer” drop down menu, choose “Design Toolbar,” then “Insert
Analyzer Grid.”

Z d £ A Design Mode AR Aging - Current O
n Home Insert  Pagel E Insert Analysis Grid N View | Add-n
BEx Analyzer = _ﬁ Em ﬁf 1] Insert Nav Pane
[@ openquery
ool

Insert List of Filters

Insert Button

Insent Dropdo

nsert Checkb

ODHNIPBOR PO A

Context Menu for Sefected Cell

Design Toolbar »
\Q System Information
@ Appication Help

About

2RNRRREY

30
i

CAE R b 4

k"1
W <> M Table Sheetl @

Resdy |
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SWEIS

5. Click the cell with a design icon (cell Al).

x| o = |3
n Home Insent Page Layout Formulas Data Revew View Add-

BEx Anafyzer AEY]?WE’E] @[P@%QO
ERPORERD

Al - I

Y i c D 3 F = " ] K
B

N

s

:

6. You will get the pop-up window “Properties of Analysis Grid.”

.‘J =
AFBTaFrReFEAREa
S EAE TR
| x|
I\’c'b‘-‘)‘
P

Grr® | Mot (e | Orng |

P
I {Creane Duna Provder|
Mo
L e 5w —
L L £ -
7 S O Mot T AR
F Owa dettee Iigine bty 1o
z o = =
17 Scumens S rwe N Oooiey s
7 e 1 Lt bt ot Ve g 1o o

o] o= |
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SWEIS

7. Click the “Create DataProvider” icon next to the “DataProvider” field. The new window
“Create Data Provider” will pop up. Choose your Data Provider and query by clicking the

guery icon.

l[e2 Create Data Provider

Data Providers
|op_2

InfoCube

[ Provide Results Offline
[T Restore Initial Guery View on Refresh

oK Cancel

8. Click “OK” on all pop-up windows. Then, from the Bex Analyzer drop-down menu, choose

“Design Toolbar,” then “Exit Design Mode.”

5 . A ot oo Mo

ot AMBFUE e . !
b
-
C &
B~ [P
'@
] wetat s i
:;J

&

™y

9. You will see the second query appear on the sheet. Save the workbook.
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To Refresh a Reportin 3.5

1. Click the “Refresh” icon and the prompt fields will appear.
2. Select “Execute” and run the query.

IR T T T D) = -0 - B 2z
= 2382 E 20
e £ 'Commitments and
5 Other Transactions
(S FM Budget vs Actual
E‘;;E:r\;';?%s‘”g'e VeI =0 [2012 |8 | July- June, 4 special periods 2014 |
Posting Period %) [& [1e &g 1e Wi
Business Area = E | |Fozo [ 1o = = [
Funds Center |§||: :I | |ﬁ| TDI |@| |?| |F|
Fund &E =] (& o] =] =] [
Functional area & | [{& | Empty Demarcation Wi
Agency Appropriation |E| | |ﬁ| Empty Demarcation |ﬁ|
To Refresh a Reportin 7.3
1. Click the “Change Variable Values” icon.
2. Input new values into the prompt and click “OK.”
Home Insert Page Layout Formulas Data Review View Add-Ins

cRd@REs ue

lyzer ~ &Elﬁg@@@ﬁ.ﬂ

mands Custom Toolbars

57 - I
Ig_ﬁlthg
¢ aesioe v [ d e G- & oo
=" DRI FROVEES_ ) P kg v A 102
¢ o v S v P 1 [ =1 3] e e 5 asmcnt pevemn 27 50
2 Pty Pt F o] s <o i
:i R = =] 2] moGET 80 conmi 00

e | =l 3

[ P | = o

=7 Sgmney Mpopteie | =3

: SN Furnt Lo | = el |

:j F [ racmes | =gl

= ¢ SAP BaneCom | =3

= [ o ] )owes | oms |

:-‘ — Y3
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