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Opening a Query

1. Click the “Open” icon and select “Open Query...
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2. Select the system and click “OK.”

SAP Logon

System |Gro|.|p I Senrerl Advanced I

Mote: If you have
this option selected,
this screen will not
appear and you will
be taken directly to
your "default”
system

% BWX - Sandbox Enhancement System
@ DEV - BW Development System

V
_B) wstem

% QA5 - BW Prod Support System

Use Selected System as Default

The first time you\
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your login
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How to Search for and Select a Query

1. Select “Roles.”

2. Expand the appropriate folder by double-clicking on the folder. Choose the desired query.
3. Select “Open.”

[a= Open |- O] x|
Search in [1S8P_Bw_USER_MENL ] Roles d| | & | @ | g~
—_— Name I Last Changed On &
[l (CHIYEI EXE QUERY-ALL] General Access to Execute Queres
i CIIYBI_RPT_BUS_OBJ_HR_OM-GEN] Business Objects - HR OM
CIIYBI_RPT_BUS_OBJ_HR_PA-GEN] Business Objects - HR - P4
’—Qg CIOYBI_RPT_BUS_OBJ_MM-GEN] Business Objects - MM
|l_] CIYBI_RPT_FI_AP-GEN] Accounts Payable
History ﬁ[‘(BI RPT_FI AH-GEN] ;'-‘u:courrts Hec:ewable 2 —
— d
ES3 :
Favaorites E[YBI HPT Fl GM-GEN] Glarﬂs 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 YRl BPT Fl TRAWE! SSENI Trawel Banadts 3 had
1 | ®
—

hﬁ] MName I — —

Infofreas Type [0 =] =

Prompt Screen

it
Available \Variants I j 3 | da -
— DATA_PROVIDER_1 - FM Budget vs Actual 1
. ) . 22 Select Values for [OFISCYEAR]
Fiscal Year (Single Value - Requir..(*) I
Sh Si e
Posting Period(”) 16 J 1 o 2 EE N
Business Area I Search
Funds Center I Fiscal year |
Fund I Elr003)
i = =l (2009]
Functional area I | 3 =lpotg
Agency Appropriation I J =|fz2011]
State Appropriation I J f[ZD‘IZ] 3
Grant Number Selection [ Rl ERTD)
Commitment ltem Hierarchy I J
MNon Statistical Postings I# J Mot assigne
GAAP Fund Code [ Rl
Direct Input
GAAP 7 Indicator [ =l o rect e ‘h
GAAP Budget Code | i |f=] ¢ ok D concs Help |/
7

0K | Cancel | Check

|
4
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What the Query Will Look Like
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To Add, Remove or Modify Columns and Suppress Repeated Values

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

“Query Properties...”

}&" I r D : HR
Furid t Commiment tems Original Budget ::«)?::mm Curront Budget MTD Actunl §
GENERAL FUND [ 5010]:1 S|85,517 00 $000 $185,517.00
5010140000 s
E 501050 $ 408.00 5 408.00
5010500000
[ 501058 $0,954,716.00] 1,207, 816.98| §11,252,532.98
5010580000 s41
[ 501059 $ 1,491,187.00 -$1,491,187.00 $0.00
Fsoweo $1,225,11.00 $959,224.00]  $2,1681385.00
5010600000 54
$ 870,000 00 -$ 870,000 00 $000
1
Right Click on the table 5 497,182.00 $576202| 550294402 ;
[ 5010870000 -
5010880000
! 5010970000 Back One Navigation Step
[ 5020010000 Back to Start
[ 5020020000 Convert to Formula
I 5020030000 ]
[ 5020070000 PrOPEET———_ s
[ 5020070001 Quary Properties.. $
50;’_0070002 S
: 020070003 $ 20
5020070004 — s
»
¥ £020070005 Create Condition
r 5020080000 Gato ) »
I 5020080000 5
L_£020000000
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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.

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

Columns Rows Free Characteristics
Structure Fiscal year Application of funds “
Fund Budget Act Cl
Functional area Businzss area
Funds Center Commt/Actual Detail
Commitment kems Exp/Rev Char
FM area
Fund {High Level)
Funded Program - Bud
‘ Lo [
Funds Center - Bud 4
GAAP Budget Code
L GAAP Fund Code =
Characteristics may be
(B Cimzlus added or removed from [fOrder = = Bl [~I=]

report table

ok | canca |

3. To suppress key repeated values, in the “Display Options” tab of the “Query Properties...”
option, select “Supress Repeated Key Values” and click “OK.”

™ Display Sealing Factors

[~ Display Document Links to Data

[~ Display Document Links to Metadata
[~ Display Document Links to Master Data
V' Suppress Repeated Key Values

= Allovs Entry of Flat Yalues

0K |  Cancel
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To Suppress Results Rows

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 4
5130750000 swap Commitment [tems With  #
513078000 Add Drilldown According To 4
=15001000 Remove Drilldown
515002000
515003000 SWap Axes
518075000 Sort Commitment Items »
520395000
520409000 ¥
581000 M7Z21 511,8750M3.21
Result Gk y B12.21( § 4256276121
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

Results Fows

Always Suppress

[T Cumulate Values

Display Text Type

[Key =l |oefaut Text =l

Sort By Sort Direction

IKe'y j ICommﬂmem ltems j Iﬂscending j

oK I Cancel

Page 6 of 14




To Display Key and Text

SWEIS

1. To display 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.

r== Properties for Characteristic Commitment Items

Pttributes | Hierarchy |

Display Text Type
Key x| |Defaut Tex =]
MNone

Text

I;’-‘-Jwa'_.rs Dizplay j
Access Type for Result Values

| Defaut d|

[~ Cumulate Values

Sort Direction
w ICumm'rtment ltems j |Ascending
an

ok |

Cancel

Setting a Filter

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

”
Value...
Author JGRANT
_Chant |  Information |
2
3
R c 3 o
Filter ’;r’bl.i I £y -
v - v v
Fineal yoar | Fund Functional area
o Application of funds
o Budget Act CI 2014 10010000 | GENERAL FUND r 0000000000000000
7 Business area 10010000 | GENERAL FUND r 0000000000000000)
| & Commitment tems Right click on Fund F 10010000 | GENERAL FUND r
d Commi/Actusl Detail i 10010000 | GENERAL FUND r
0 Exp/Rev Char r 10010000 | GENERAL FUND I 0000000000000000
1 Fiscal year 2014 t 10010000 | GENERAL FUND r
2 FM area 2014 [ 10010000 | GENERAL FUND r
3 Functional arse [ 2014 [ 10010000 | GENERAL FUND r
4 I'und (High Level) L 2014 F 10010000 | GENERAL FUND i
8 ‘ IFund 1 r.2n14 1nn1anno QENERAL FUND FO30XABOO
Fundad Program - Back One Navigation Step 0 | GENERAL FUND FO30XAB00
7 Funded Program Back to Start 0 | GENERAL FUND FO30XAB01
Funds Center - Bu 0 | GENERAL FUND Fo30XAB02
o Funds Center I Select Filter Value 0 | GENERAL FUND FO30XABO2
0 GAAP Budget CO T — 0 _GENERAI. FUND FO30XBA11
1 GAAP Fund Code 0 | GENERAL FUND FO30XDA01
5 GAAP Z Indicator Add Drilldown According to Fund in Columns 0 | GENERAL FUND FOI0XDA0N
3 Grant 0 | GENERAL FUND FO30XEFO0
13
B Ledger sort Fund 0| GENERAL FUND FO30XEF00
5 Major C| Properties... 0 | GENERAL FUND FO30XEFO0
5 Order Query Properties... 0 | GENERAL FUND FO30XEFO0
7 Posating period L LUT4 L TUUTUUUD | GENERAL FUND FO30XEF00
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2. Change the dropdown option in the “Show” box to “Single Values.”
3. Choose the desired value and click “OK.”

|—== Select Values for [OFUND] Fund

Single Values

/10010000] GENERAL FUND
TR MERALFUNDS - CARRY FORWARD
[=][5C01/30000000] EARMARKED FUNDS (BUDGET ONLY)
[=[5C01430350001) OPERATING REVENUE - Int Serv Fund
[=l[5C01/30370000] SPECIAL DEPOSITS
[=I[5C01/30370038] 800 MHZ RE-BANDING
[=][5C01/30438000] CAP PROJ-CAP IMPROVEMENT BONDS
[=l15C01/30670000) GENERAL SERVICES
[=[5C01/30980000] DONATIONS
ﬂI[SCDUBMBDDDD] BARNWELL OP SHORTFALL ESCHO‘.i‘a' ACCL>
A 3

Direct Input |

|( oK [) Cancel | Hep | Moes |

e — £

SWEIS

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

Chart Filter Infarmation

Filter Table
-~ - - -
v L - -

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
FM area 2014 10010000 | GENERAL FUND | 00000000
Functional area 2014 10010000 | GENERAL FUND |° 00000000
Fupd g TE 2014 10010000 | GENERAL FUND | 00000000
2014 10010000 | GENERAL FUND | FO30XABO
Funded Progra Brrd 2014 10010000 | GENERAL FUND | FO30XABO
Funded Program 2014 10010000 | GENERAL FUND | FO30XABO
Funds Center - Bud 4 2014 10010000 | GENERAL FUND | FO30XABO
Funds Center 2014 10010000 | GENERAL FUND | FO30XABO)
GAAP Budget Code 2014 10010000 | GENERAL FUND | FO30XBA1
GAAP Fund Code 2014 10010000 | GENERAL FUND | FO30XDAD
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Expanding Columns

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

SWEIS

& & & P &
v v - Q& v
Bt WTD Actual Expense YTD Actual Expenze | Balance mmitments and Ren]
Before Other Transactions
Commitments
0 $185517.00
5772987 55275844 -5 9275844
0 5 403.00
y Balance 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
$0.00
$0.00
$0.00
$0.00
5 0.00

Saving as a New Workbook

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

h Home Insert Page Layout Formulas Data Review View Ad

Bixsnalyzer- A MB ETBEFE A @ BFE BE B
w e e £ % &

G a )
Save Workbook
Save Workbook As...

Menu Commands
L17
|A B C Assign Workbool

Save View...

to Role 5 H |

FM Budgetvs Actual

Author JGRANT
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To Refresh a Report

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
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Inserting a Second Query into a Workbook

1. Open a workbook where you would like to add a second query.
2. Go to the bottom left corner and click on “Insert Worksheet.”

35 5130780000

36 Result 52,186,285.00 §7,584.00) §2183,579.00
37 EARMARKED FUNDS 501058 £ 218 ,873.00 -5 218 973.00 % 0.00
38 501070 £ 65,000.00 -£ 65,000.00 5 0.00
39 512001 5 418,640.00 -5 418,640.00 3 0.00
40 513000 5 77,367.00 -5 77,367.00 5 0.00
41 Result £ 780,000.00 -5780,000.00 S 0.00
42 INSURANCE DED EMP 584000
43 5840060000
ESS Result
45 WISC EMP DEDUCTIONS [ 584000
45 52840400000
47 Result
48 OPERATING REVENUE 501058 5218,873.00 $218,973.00
49 5010580000

50 501070 £ 65,000.00 £ 65,000.00
51 5010710000

52 5020080000

53 5020050000

M 4 W] Tablel 72 )] =———

Ready | =gt Worksheet (Shift-F11)|

3. Click on Bex Analyzer drop down menu on new sheet.

4. Choose “Design Toolbar.”
5. Then choose “Insert Analyzer Grid.”

[z“ H = S S g Design Mode

hHome Insert Page | Insert Analysis Grid
| i, & | ¥ @| [ER Theerrmavigation Pane

E Open Query... ? Insert List of Filters
Open Workbook... B Insert Button

| B Save Workbook 52 Insert Dropdown Box

| B Ssave Workbook As... Insert Checkbox Group

I B Change Variable Values (® Insert Radio Button Group
[@ Refresh B8 Insert List of Conditions

| Tools » @ Insert List of Exceptions

| ) Global Settings T Insert Text

Context Menu for Selected Cell Insert Messages
Workbook Settings

Design Toolbar

| ‘Q\ System Information
@

Application Help...

About...

view

SWEIS
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6. Click on the cell with a design icon (cell Al).

x| “ M- |w

Home Insert Page Layout Formulas Data Review View Add-Ins

BEx Analyzer ~ ‘&"E_AW = ® g E
CRBERE |

Menu Commands

Custom Toolbars

Al

Jx |

Lz A \ B

N

T

c D E F
1
D

SWEIS

7. Click on the white sheet of paper beside DATA_PROVIDER_1. “Properties of Analysis Grid.”

[eRioz
Gorwel | Amscceted Crats | Oppog | /
Detaprovider -
|0ATA_PROVIDER_1 - rx’_‘.' 1p ¢
Farge
| TR
Behavior
™ Lse Fomuas P Apcly Fomattng
I Adst Frd Ares P Alow Navgmon
1™ Erabie Cot Frosecson I Asort
I~ Bextand Duglay Hieraechy icons
£ R ~ Hore & Disglay leona [
™ Do Not Dislete Noumber Formats Wihen Converting to Formuts

ok | ceed |

8. Click on the “Create DataProvider” icon next to “DataProvider” field.

EREN|

'_== Create Data Provider

Data Providers
DF =

|
InfoCube

I~ Provide Results Offline
™ Restore Initial Query View on Refresh

ok |  Cancsl
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9. Choose desired query.

B el
Search in [Fanas Maragemect [YELAPT_FI_FM-GEN z BX & | By
| Laet CrargecOn &
168 [ Bodget Trsnsacnon Repce 12FN_2P1_043_Q001_BUD_TRANSACT] 12/16/2010 119
el [EHEs Riev va Cash fe - Resticted to Cash Flow Erharcsment [ZF1_ZFFM_CO4 000 9202012 321 P
B‘ Vendar waices (2F1_29PU 032 0000 NG04 215 P
) [ Pt Budges va Actual (281 _2PU_C32_0026) 102172013340
153 [ eut tocument Cou (271 2PU_030_C02%! 2006 NN
History FM Document Lt (ZF1_2PU_ 030 GO VE2018326PM
FM Extivaed Raverus [FW_2FU_CO2_0020) TIBANILANFL
Regodt [ZF1 ZFY 030 Q23] 004121

Furdds Nanagemart Spense

Repod [ZF1_ZPU_030_Q2S_REV] /2014 2 14 FF

_030_00002] 13 34¢ PP
o vt 212753 AM
Persoral Service Transder Uimts [2FM_ZPU_C02_0004)
[ atement o Changes i Fund Baiances (MA) (2FI_2PU_030_G0Y0) E!
B'.id«rm:li.hanou:.'—m Bslances by Pedod (MA) [ZA1_ZPU_030 GO X
[ vt of Ohga in Fund Bal -2y Pesod w Case Sves o) (MA) [ZF1_ZPU_ 030 Q06]  3/31/2014 3407t
Sert of Ohgs in Fund Bal -y Pasad w Vndar) (MA} (271 _ZPU O30 G017 A48 Fle
‘ | »
Have [

Type 3 =l Carcel |

/302014 338 BT
/2014 228 P

10. Click “OK” on both pop-up windows.
eate Data Provider LILI

Data Providers
|or_2

Query

I[.‘rpen Encumbrance Report - by Function Area, Fund, Cost Cer
InfoCube
IComm'rtmemsf.l\duals Line tems in Funds Management

™ Provide Resutts Offline
™ Restore Initial Query View on Refresh

-

f Ana .
28 Prapormes of Analyses G

Name of Analyais Grid

[GRID-2

General | Associated Charts | Clpping |
Dataprovider

fop_2 =1 [Clfe]x]
Range

lSASl SAS1

- Behavior
™ Uge Formulis ™ Helepon e Sipcte ¥ Apply Formatting

I~ Adjust Print Avea V' Alow Navigation

I~ Enable Cell Protection ™ AtoFit

¥ Display Sort loons Display Hierarchy loons :
™ Suppress New Lines € Nene & Display lcons - |

™ Do Not Dalete Number Formats When Converting to Formula

( OK I)Cmcoll
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11. Click on Bex Analyzer drop down menu.
12. Choose “Design Toolbar.”
13. Choose “Exit Design Mode.”

X 9-~-s [A] Exit Design Mode
Home Insert PageLD Insert Analysis Grid view View

]BEX—Armez@ [gln B = Insert Navigation Pane
E_m_"f- ey, | SE Insert List of Filters
& B Insert Button
N B Save Workbook E® 1insert Dropdown Box
B Save Workbook As... Insert Checkbox Group ]
if= Insert Radio Button Group | H
[ @ Refresh 8 Insert List of Conditions
Tools » | Bl insert List of Exceptions
Global Settings T Insert Text
Context Menu for Selected Cell Inserk Messages
[ R Workbook Settings
TEXTELEMENT_ 24
\ System Information TEXTELEMENT_11
® Application Help... TEXTELEMENT_21
| TEXTELEMENT_31
e TEXTELEMENT_19
:3 TEXTELEMENT_29

14. You will see the second query appears on the sheet.
15. Save the workbook.

SWEIS
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