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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.”
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Use Selected System as Default
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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
E3
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CADYBI_RPT_FI_SD-GEN] Sales and Distrbution
Roles F]INHI RPT FI TRAWEI 3FNI Travel Ranarts | =]
4 »
—
—
hﬁ] Name 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|
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Grant Number Selection & [ | & ermpty Demarcation (AL
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Prompt Screen in 7.3

"e# Select Values for Variables _1al =l
Available Variants I j 3 | Q-
— DATA_PROVIDER_1 - FM Budget vs Actual 1

22 Select Values for [OFISCYEAR]

Fiscal Year (Single Value - Requir..(*) I -
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| GAAP Budget Code | [ m Cancel Hep | y
%

0K | Cancel | Check

|
4
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What the Query Will Look Like in 3.5

[ i SsSsSS— 4 4 4V ]
E0s B e e P e G e Betentaies e —
JGM AN AL TE Aubi-2 Bl o - cusasaEERE Ly R . a-F
&9 co’:a? »on vy

% ‘

I ] € T o T (] ¥ I & W T T R
| vs Aclua
3 -
3
s
]
1
r
L
‘.
)
"
LYy
“
-
-
v
.
-
n
bl
i
2 Wm0
M DuyeAo O
= ErpPe Owe
X anis Covam
10| Vebes wps wim
n o Dt
RO - Lawy bormmin b
B fed
B e
by
b ) SOOI 1
U Coamevad s
B Tew Vasan
B P g
7 Fvass
RTINS
» .
i lhatgr [T By T Cormet W 17 9000 At Fpmns 770 VI A Fes
(] (rovwbans lnom Adeb s |
o
B ODe ME 1) Dh XU O O B U0 T 1
< § Sy (ELETTC
. ¥ e i van o 1enm |
9 v ! | i
- r (TRl LT b M I Bk
- ¥ Vi e
' ¥ n
£ v voe o
SMECSUINE SRS LAy
S—oh
e

What the Query Will Look Likein 7.3
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SWEIS

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

@_] File Edit Vew Insert Format Tools Data Window Business Explorer Help

DEHRS SR VEISDB-F9- 0= 4% /06

00« @RR %05 B 2L
Y| & Change query (local view) .. .>

Change query (global definition) ...

1 F M B Change variable values

Funded Program
Business area

ﬁ
m

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

& ™™ sen + 45 YTD Actual Expense

A Pozting pesiod “ Balance 7 Bulore / Commilments
A Fiscal yea + A Commitmests and 7 Diher Tranzactions
&' Fund [High Level) A Remairang Balance

&' Functional area & 5 Available / Balanoe

A Grant & Statistical Expanse / posting
A Application of funds

A Dider

A Workliow status

A Ledge

A Vendon A

A Stat koy figues

A GAAP Fund Code

A’ GAAP Z Indicatos
A" GAAP Budgel Code

A Major C1
A Budyet Act Tl
‘:i Exp/Rev Cha o bis
A Funds Centes ' A preview of the rows and
A Value type in FM columns wil aopear here
& Commt/Actual Detad L
Rows 2 | W OvgrelB., Budget/ . CarertB.. MTD Ao |YTD Actu |Bdawce/. [Commime  Remari. |
A Fund aFund aComae. |
&' Commitment Items 1 &Comme..._|

bFund | wComee |
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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

[~ 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

Properties I Conditions

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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SWEIS

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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To Suppress Results Rows in 7.3

SWEIS

1. To suppress results, right-click within a cell where the results begin and choose

“Properties...”
512001 S 12,041,235.00] 5 1.522,245.00] S 13,584 08300
513000 % 4 603,6580.00 -% 308,532.00| %4257 128.00
513001000
513003000 Back One Mavigation Step
513008000 Back to Start
513031000 Convert to Formula
513040000
513050000 Keep Filter Value
5130810000 Keep Filter Value on Axis
:1 iggjggg Select Filter Value. ..
S T Filter and Drill Down By
5130750000 swap Commitment Items With
513078000 Add Drilldown According To
=15001000 Remove Drilldown
515002000
515003000 SWap Axes
518075000 Sort Commitment Items
520395000
520409000 ¥
581000 M7Z21 511,8750M3.21
Result Gk B12.21| 425962 761.21
GEMERAL FD - CIF @ | 502002000 - i
5020030000 1 [

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

'_== Properties for Characteristic Commitment Items

Display Text Type
[Key =l |oefaut Text =l
Sort By Sort Direction
IKe'y j ICommﬂmem ltems j Iﬂscending j
Results Fows
Always Suppress j
[T Cumulate Values
ok | 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

Original Budget, BudgetAdjustments, Carry Forl

1| Commitmy

2 Drllldown
3 Business Remove drilldown
4 M Properties ...

5 Fiscal Year vanant

ture
FO Fund
Select filter value ..

BUDGET AND CONTROL BOARD
501000..506000, 5060301000..5930020000
SC

5 Fiscal year

SC/2014

7 FMarea

SCFM Area

Not assigned

Igs Stat. key figures

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

Selecti Single Y alues 4 . From Hierarchy I[flat lit] ﬂ

Fized Values

Selection

Degcription

=| GENERAL FUND

- =] GEMERAL FUND

- =| GENER&L FD - C/F

- =| EARMARKED FUNDS

- =] OP REV- INT SERV FD
- =| SPECIAL DEPDSITS

- =] 800 MHZ RE-BANDING
- =] CAP PROJ-CAP IMP

- =| GENERAL SERVICES

- = DONATIONS

--J BARNWELL OP SHORT

Bt

>

hd|
L

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

e e e

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

P3| Commit/Act

1 Commirmer

Fiscal Year| SC
Fiscal year| SC/2014
FM area 5C FM Area

LI =R R = SE R O

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

Business a) BUDGET AND CONTROL BOARD
Commitmer| 501000..506000. 5060301000..5990020000
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SWEIS

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

Setting a Filter in 7.3

Author JGRANT
Chart Infiorm ation
3
2
3
4 Filter Table
& - - -
v - A v
Fizcal year | Fund Functional area
5 Application of funds
Budget Act Cl 2014 10010000 | GEMERAL FUND 000000000000000
7 Business area 10010000 | GEMERAL FUND 000000000000000
i Commitment tems Right click on Fund 10010000 | GEMERAL FUND 000000000000000
& Commt/Actual Detail 10010000 | GEMERAL FUND 000000000000000
0 Exp/Rev Char 10010000 | GEMERAL FUND 000000000000000
[1 Fiscal vear 2014 10010000 | GEMERAL FUND 000000000000000
2 FM area 2014 10010000 | GEMERAL FUND 000000000000000
2 Functional area 2014 10010000 | GEMERAL FUND 000000000000000
- Fund {High Level) 2014 10010000 | GEMERAL FUND 000000000000000
ﬂ [Fun 1 2014 10010000 | GEMERAL FUND FO30XABOOD
Funded Program - Back One Mavigation Step 0 | GENERAL FUND FO30XAB00
7 Funded Program Back to Start 0 | GENERAL FUND FO30XAB01
i Funds Center - Bu 0 | GENERAL FUND FO30XABO2
4 Funds Center, 0 | GENERAL FUND FO30XABO2
0 GAAP Budget Ci T 0 | GENERAL FUND FO30XBA1
[1 GAAP Fund Code . . . 0 | GENERAL FUND FO30XDAN
GAAP Z Indicator Add Drilldown According to Fund in Columns 0| GENERAL FUND FO30XDADT
3 Grant Sort Fund v 0 | GENERAL FUND FO30XEFOO
- Ledger i 0 | GENERAL FUND FO30XEFO0
5 Majer CI Properties... 0 | GENERAL FUND FO30XEFO0
Order Query Properties... 0 | GENERAL FUND FO30XEF0OD
7 Posting period [ ZUTF [ TOUTOUUD | GENERAL FUND FO30XEFOD
r I

N

Change the dropdown option in the “Show” box to “Single Values.”
3. Choose the desired value and click “OK.”

'=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

Direct Input I

(T ok ) conce Hep | Mores> |

I e — ﬁ
e —
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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
Budgst 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
FM area 2014 10010000 | GENERAL FUND [” 00000000
Functional area 2014 10010000 | GENERAL FUND [ 00000000
Fund (High-+eve 2014 10010000 | GENERAL FUND [~ 00000000
und SC01/10010000 G 2014 10010000 | GENERAL FUND | FO30XABQ
Fun = 2014 10010000 | GENERAL FUND | FO30XABQ
Funded Program 2014 10010000 | GENERAL FUND | FO30XAB(
Funds Center - Bud 4 2014 10010000 | GENERAL FUND | FO30XAB(
Funds Center 2014 10010000 | GENERAL FUND | FO30XAB(
GAAP Budget Code 2014 10010000 | GENERAL FUND | FO30XBA1
GAAP Fund Code 2014 10010000 | GENERAL FUND | FO30XDAQ
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 \ " )
N 0 Commitmunts |PO REQ Commitmerds |Parked FI Documents Sam nte untz Blocks [Funds Rezenations i Contralin
X' e —_— $ 185517 00
o $ 92758 44
i § 40600
o} : 3 $ 14000
b | | $11 25253298
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Expanding Columns in 7.3

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

SWEIS

& & - -
L 1 e [
Et WMTD Actual Expense WTD Actual Expense | Balance mmitments and Ren|
Before Other Transactions
Commitments
0 % 185,517.00
57, 729.87 2 92758.44 -3 5275844
0 5 408.00
y Balance i Commitments and i § ’ ’ i ’ ’ i Remainin|
Before Other Transactions | PO Commitments | PO REQ C 1tz | Parked F1D E Trip | Funds Blocks | Funds Reservations | Actual Posting
C i Ci in Controling
50.00
50.00
50.00
50.00
S 0.00

Saving as a New Workbook in 3.5

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

v = =Tty
9 -0 -|@ 3z -3 &
= [ Fa [ B H [

Save as new workbook |,

Save view as jump target

Save view global

Wl 43 100 - @ ! Arial

3820
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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...”
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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.
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To Refresh a Reportin 7.3

1. Click the “Change Variable Values” icon.
2. Input new values into the prompt and click “OK.”
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