SWEIS

Business Objects 4.1 Quick User Guide

Log into SCEIS Business Objects (BOBJ)

1. https://sceisreporting.sc.gov
2. Choose Windows AD for Authentication.
3. Enter your SCEIS User Name and Password:

South Carolina State Government
SCEIS Business Intelligence

Enter your user information, and click "Log On".
If you are unsure of your account information, contact your system

administrator.

User Name: |cor75480

Password:

Authentication: | Windows AD

Help

Home Screen View:

This is the view that will appear once you login:

~ My Recently Viewed Documents

) SCETS Budget Vs Actual

D 2014-10-09_15-47-33

5] GPRVEP Import : 55405

4$ Grant Budget vs Commitments and Actuals

19 Official SCEIS FI - Summary of Expenditures (424 Equivalent)
d¢! Official SCETS FI - Availsble Cash (404 Equivalent)

BOBJ Inbox |
Reports that S
have been

viewed recently

| Landscape Legal : 87404

1$] Business Area

| Budget Actual_Scorecard_Pie New
$] GPRVEP Test 09242014

+ My Recently Run Documents

) official SCEIS F1 - Availsble Cash (404 Equivalent)

Most recently
scheduled report
instances

~ 11 unread messages in My Inbox

[E] GPRVEP Import : 95405

5] GPRVEP Test New : 95404

18] K050 Sales and Uss Tax Report : 91743
{91 BCB Salary History : 88505

{9/ K050 Sales and Uss Tax Report : 83371
{$] STO Salary History : 87628

{9l STO Salary Analysis-New : 87623

{#] K050 Sales Use Tax : 85195

9] GPRVEP Test : 78261

(%] GPRVER Supp mod : 72386

= 0 Unread Alerts

No unread alerts

~ My Applications

See more...

See more...
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Personal (Favorites) Folder:

Reports placed here can only be accessed and modified by you.

View * New v Organize Send More Actions Details

T T
My Documents . Title ~ Type Last R

~WebIntelligence Folder

ED Folder

~ebIntel Iigence

&0 Test Folder
Official SCEIS FI - Analysis of Expenditures by Mincr Commitment Item (427 Equivalent) ch 092 Web Intelligence
Test
Analysis autosave Analysis Workspace
Asset_History_Sheet_ 510194logzb Text

Asset_History_Sheet_ 510194logZh Agnostic

Eh 1nbox

Caf My Alerts

- Subscribed Alerts

Bookl Microsoft Excel

HEDC W% &

budvsact test 03082014 ‘Wweb Intelligence

Public Folders:
Personal (Favorites) vs. Public Folders and Categories

Personal folders and categories are those you create for you, and cannot be viewed by any other user.
This i sMyc&lalved ifieso in the tree panel

Public folders and categories are created by the Business Objects team, and can be viewed by users,
depending on their security access. You will have access to run reports in these folders, but you cannot
edit them unless you save a copy in your personal folder, or if you are the owner of the report.

You will find your agencyb6s shared f ol demrisdreportst he A
and report templates in the ASCSG Enterpriseo folder].

Note: To keep documents and reports in public folders/categories accurate and up-to-date, users can

only save and publish objects to their agencyds publ

what you can and cannot do with objects in public folders/categories.

Can: Cannot:

View objects in public folders Delete or Cut and Paste objects in public folders
Copy objects from public folders to personal folders | Save objects to public folders other than their
agencyds

Save objects tpublidfélderi r a d Create new public folders

Delete public folders
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To search for a report:

1. Select the f ol
glass icon next to the search box.

der

that youdéd Iike to

SWEIS

sear ch, ent

STEIS *
e vamers |

BT ccounting

B ] pugget

B 51 Human Resources
5 Logistics

I3 publications

[ 5esG projects

[ Visual Difference

| Instances

View -+ New Organize Send More Actions ~ Details
My Documents Title Type
[ | Auditing Folder
| i | ot Fedeaton Fokder
"I Auditing [E1 | Platform Search Scheduling Fokder
[ Data Federation [0 |scse Folder
1571 Platiom Search Scheduling [ | 5CSG Enterprise Folder
[ scse |1 | SCSG Projects Folder
[ | visual Difference Folder

SCSG Enterprise

2. You can also search by using the search screen under the Categories tab. You can refine your
search results by last refreshed, type, and location.

Home | Documents
View ~ MNew Organize ~ Send More Actions ~ | Details
My Documents Search Results
Folders SCSG EnterprisefAccounting, / Rev Reports
Categories
<earch * (R Comparison All Funds
|revenue |p SCSG Enterprisef/Accounting/SW Rev Rep:
Refine Search Results By: | | |Revenue Comparison graphs
o Time 5CSG EnterprisefAccounting, / Rev Reports
All (45) | | DSIT Billed Revenue Comparison
Last Year (23)

Last 6 Months (15)
Last Quarter (4)
Last Month (4)
Mare...

type

web intelligence (30)
user (10)
crystal reports (4)

location

ssg enterprise (18)
scsg (16)
users (

SCSG/FO30-DSIT/Revenue Reports

| |DSIT Cash Revenue Projections

SCSG{FO30-DSIT/Revenue Reports

DSIT Revenue by Customer

SCSG/FO30-DSIT/Revenue Reports

Revenue Comparison graphs

SCSG[F030-G5/Fleet

CVRP Revenue by Customer

SCSG/FO30-10/Accounts Receivable Reports/General Services
Lease Revenue by Customer

SCSG/FO30-I0 Accounts Receivable Reports/General Services

Revenue Comparison All Funds
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There are seven official SCEIS Enterprise reports that can be found within the SCSG Enterprise >
Accounting > Financial folder. They are:

Enterprise Reports:

Analysis of Expenditures by Minor Commitment Item (427 Equivalent)

Appropriation Balances (477 Equivalent)

AR Aging (Summary)

Available Cash (404 Equivalent)

Esti mated Rev vs Calrt) Rec6d (406 Equiv
Summary of Expenditures (424 Equivalent)

=A =4 =4 -4 -4 -4

The Enterprise Reports will appear as:

Home | Documents
View v New Organize ~ Send More Actions * | Details
My Documents Title = Type
Tulders =] | Accounts Payable Folder
=-
=1 Public Folders ] | Accounts Receivable Folder
" I Auditing [0 |Dashboard Components Folder
"] pata Federation =] | Finance Report Templates Folder
~ [ platform Search Scheduling =1 | General Ledger Folder
Ll Coagt Daooct Tocool Eold
B 505G T T T
= | Official SCEIS FI - Analysis of Expenditures by Minor Commitment Item (427 Equivalent) ‘Web Intelligence
E 1 556 Enterprise | ) ) ) )
= | | Official SCEIS FI - Appropriation Balances (477 Equivalent) ‘Web Intelligence
ST -
| Official SCEIS FI - AR Aging (Summary) ‘Web Intelligence
I~ Calleges and Universities | | Official SCEIS FI - Available Cash (404 Equivalent) Web Intelligence
(= contralling | | Official SCEIS FI - Estimated Rev vs Cash Rec'd (406 Equivalent) ‘Web Intelligence
| % Fnanaal | Official SCEIS FI - Summary of Expenditures (424 Equivalent) ‘Web Intelligence
;"':SWRevReports BE=ERELE EneyT TBL workspace
23 FIDashboard (Statewide) B viorkspace
= Year-End Reporting
= | FI Vendor Expenses (Summary) ‘Web Intelligence
|
Budgat 23 | Grant Monitor BI workspace
B & Human Resourcas
B Logistics
B g Fublications
B 1 5056 Projects
B visual Difference
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To run an enterprise report:

1. Navigate to Public Folders > SCSG Enterprise > Accounting > Financial.

2. Right-click on the report and select View.

[0 | Accounts Payable

[ | Accounts Receivable

[ | Dashboard Components

[71 | Finance Report Templates

[ | General Ladgar

[] | Grant Report Templates
o

- AR Aging (Summary)
Official SCETS FI - Available Cash (404 Equivalep?,
Official SCEIS FI - Estimated Rev vs Cash Rec'd!
Official SCEIS FI - Summary of Expenditures (4
F1 Dashboard (Agency)

F1 Dashboard (Statewide)

F1 Vendor Expenses (Summary)

i i B e

Grant Monitar

Official SCEIS FI - Analysis of Expendituras by Minor Commitment Ttem (427 Equivalant)
Official SCEIS FI - Appropriation Balances (477 Eguivalent)

Schedule
Mobile Properties
History

Categories
Document Link
Organize

Send

Details.

SWEIS

3. Enter the criteria for which the report should be run by enteringyouragency és business
the From and To Business Area fields and select the binocular icon next to the search box.

Select the right arrow make your selection.

(=i

Refresh Values ¥ 7

|BUDGI:—I' AND CONTROL BOARD

* Fiscal Year (Single Valus - Reguired) 5C/2012 LovBusiness AreaBase

W

W Fund From @ |2l AND
W Fund To

v  G/L Account

v Grant Number (or Range) From
v Grant Number (or Range) To
v * Posting Period 13

30

< >

* Required prompts

0K Cancel
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Note: Some reports require you to have Search in Keys checked next to the search box when you enter
a key (such as F030 for Business Area or 10010000 for Fund):

Prompts ¥

2

~ Busingss Area DEPARTMENT OF PUBLIC SAFET...

el =] StartValue
«  Grant Number

DEPARTMENT OF PUBLIC SA
«  Sponsored Program ...

i) To see the content of the list, click Refresh Values.
« Fund ..

~ Fund Type
« Incoming Grant ...

~ Doc Posting Date 71412012 ... 6/30/2014

End Value
DEPARTMENT OF PUBLIC SA

fo30 lm

ma Match Case

ancel
J R Search in Keys

4. Enter values for any required fields (For example, Posting Period and Fiscal Year) and any other
optional fields. And click OK to run the report.

Exporting Reports:

Reports can be exported as CSV, Excel, PDF, or Text files. Once the report has run, click the drop-down
arrow next to the Export icon and select Export Document As. (Selecting Export Current Report As will
export only the current tab of the report). Then choose the desired format.

Home | Documents | official SCEIS FI - Ava... = = 7=

Web Inteligence = | 2= B - | S o | & & - ! -0 = o | [ Track ~ F Drill 7 Filter Bar [7] Freeze - [ Outline

B Export Documentas b FfiE South Carolina
| 4 rint Export Current Report &5 F Excel 2007 ( Enterprise Information System
%S official SCELS Export Data to CSV ... F— SC Budget and Control Board
= FI- Available ~  L,uen | Heport Year to Date (404) Page 1 of 1
ﬂ E:ﬂ&?g;‘t) Tt FY2015  PP:13() Run Date: 10/13/2014-1:55 PM
(7| |~ General Source: Available Cash by Posting Period {with
Type: Web Intelligenc CPST Acts)
Auvthor: WIL12450 F030 BUDGET AND CONTROL BOARD
Creation August 9, 2012
te: Cash Net Balance Sheet
Note:You will only see t heiew mgle. riftyou gopntoithe repoit ih Moddyu 6 r e i n
mode, youb6ll have to save the file to a |l ocation to
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1. Select the drop-down arrow next to the Save icon.

File Properties |
= |5~ Ihé@ = -
& save Cirl+5

= Save As... F12

- ==

SWEIS

2. Select the location to save the report. The default location will be your favorites within Business
Objects and you can only save the report as a Webi document. Once you choose another
location (for example, Desktop), options to save as a PDF, Excel, etc. appear and you can

choose to save one or more tabs or all tabs of the report.

Save Document 2
i . > P
in: | Bl Deskiop M eh =
]
’_‘/ A Libraries ] Select reports:
18 Computer En
My Desktop || €ig Network B Jo20 o (seiect an
] ) 8192014 & 1020 4 Report 1
L . CG \ZI_] June
My Documents B chare
. Dashboards
"'% J Folders
My Computer Logos
| J Online Class Training Materials
) . Personal
sceisreportingdey Reports for Users
J SAP Training
i SCEIS PRTs 0 Prioritize the formatting of the:
SCEIS Training ~ documents
I IE_] cfrda.xlsx
A m , &) Priortize easy data processing in Excel
File Nal iGrant Reporﬂ
Files of Type: |Excel 2007 v

Save Cancel

3. Click Save.

To save areport to your favorites folder or a shared folder from a public folder:

1. Select the drop-down arrow next to the Save icon and select Save As.

ch'nele:rﬂ'rtsIﬂfﬁcialSCEISFl—A\r x
Web Inteligence ~ | [ = & -] # P2 -E |0 o

T=] =] Save Ctr+5
= | 15 Print Eave A3
%E Official SCEIS
FI - Available *
- g Cash (404
= Equivalent)
L o) 'l
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2. Select the folder location and report name and click Save.

Save As 7 oo
X B @ | M 41 [of2+ » K
Title Last Run Time
B 5g Favorites Folder ¥ | Cash Detail 444 1020 N
~Weblntelligence Report of Available Cash. FY and monthly summar]
= | Fa to Proj Phase 10012014
B sp
. ¥ |GPRVEP Test: 78261
| 5 Test | | i
# | GPRVEP Test 09242014
¥ | Grant Rev vs Exp J020
¥ |nes v
Public Folders < >
File Name: | Official SCEIS FI - Available Cash (404 Eguivalent) CH x|
Save As Type: [web Intelligence V]
»
| Save | | Cancel

SWEIS

Note: If you select the double arrows under file type, you can add a Description to the report and set the

Refresh on open option:

[0 | Accounts Payable

Save As 2
X = M 41 |of2+ » M
Favorites Folder Title = Last Run Time
Public Folders

= Corporate Categories

Refresh on open
[] Permanent regional formating

T ~
B 5 "
Public Fold ¥
Lplic Fowders < [0 | Accounts Receivable v
Sl T T 4
> < >
File Name: Official SCEIS FI - Analysis of Expenditures by Minor Commitment Item {427 Equivalent) |
Save As Type: | Web Intelligance v|
Description: Monthly Scheduled Report ~
W
Keywords: [ ]
Assign Category:

Save ‘ | Cancel

To add a simple drop-down filter in View Mode:

1. Select the Filter Bar icon at the top of the page:

& Track ~ 3§ Drill ~{% Flter Bar | Freeze - & Outline

Pages of 29




2. Select the Add simple report filter icon and choose the criteria to filter by.

SHhPE-=-
idcic{:ntoadd simple report filters

3. Select the value to filter:

Yy e T

[& Track ~ ' Drill ~ | Flter Bar

Major CI

Fiscal year

Others

BOEXI Business Area

Application of funds

Fund (High Lewvel)

Funded Program - Bud
BOEXI Commitmant Items

Business area

Commitment Items2

» DARD

BOEXI Funded Program - Bud P

GEMERAL FUNL

$1T3370.54

126 o0

or General Lq

Pet
Used

SWEIS

GENERAL FIUND
EARMARKED FUNDS
RESTRICTED FUNDS
FEDERAL FUND=
DONATIONS
[Remove)

[ - An... ,Pﬂm]
dle - = (2 | @ +| | & Track ~ 3§ Drill + [\ Filter Bar | [
723 Fund (High Level

penditures by Minor General Led

(

Modify (Edit) Mode:

You can only edit reports that you own. To modify a report:

1. Right-click on the report you wish to edit.
2. Choose Modify.

b Official SCEIS FI - Available Cash (404 Equivalent)

) % [K %

11134 Official SCEIS FI - Available Cash (404 Equivalent)_0
GPRVEP Test : 72356

GPRVER Supp mod : 72385

K050 Sales and Use Tax Report @ 88371
SCEIS SPIRS Recon : 71186

View

Properties

Mobile Properties
History
Categories

Document Link

New >
‘Organize >
Send >
Details
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Note: If you are already in View mode (or reading mode), you can switch to Design mode by selecting

Design at the top, right corner of the report. If you first enter the report in View mode, then go into Design
mode, you will be able to make modificationstothe r eport, but wondét be abl e t
objects into the query or make any changes t-olickt he qJ
on the report name in the document list and select Modify.

Reading - ign | ~ | (&
) I LR

To Edit a Query:

You can view available fields and add them to your report, add additional queries, and add filters to your
report by editing the query in the Query Panel. You must be in Modify mode in order to edit the query.

1. Gointo the Data Access tab.
2. Click Edit found in the Data Providers tab.

Report Elements | Formatting Data Access | Analysis | Page Setup |

" Data Providers h Data Dhjects
I@ Edit ¥ Purge - | = Refresh - S New Variable ~ 1 Merge

i 4|

3. This view will appear:

(7 Query Panel S
G add cuery - | [EEEH 2] P = & Run Query | &l Close -
7% Universe outline (7 Result Objects T X X%

“ External Ref- Key | #% CFDA-Key = #% InGrant-Key €% nGrant =) | % Grant-Key ©t# Grant % Fiscal year - Key (Not Compounded) 1% Lifecycle Status '~) = % Grant - Valid-to Date (Key)

%8 - B Bt

" Grant Periodic Revenue vs Ex 4

! Business area 1# Posting date (=) | | # Fund - Key (Not Compounded) | | % Sponsored Class (=) | | # GIL Account - Key (Not Compounded) || £# GIL Account (=) | | # Cost Center - Key (Not Compounded) | | # Functional area - Key
I Grant Type

I Internal Ref £# Fi Doe number ) Revenue Amount Expenditure Amount Ending Balance

! External Ref

d crDA

I Lifecyce Status

I Grant Created by
f Trans Created by
i Sponsor

I Award Start Date
I Award End Date
i Cost Center

I Order num

I Functional arca 7 QueryFiters mEE TR
i 1L Account

4 FIDoc numper To fiter the query, drag predefined fiters here or drag objects here then use the Fiter Editor to define custom fiters.

! Reference Doc Number
§ DocumeniType

i Posting date.

J Sponsored Class Type:
! Sponsored Class

i Sponsored Program

I GM Value Type

! In Grant FH Data Preview 2 Refresh
J in Fund

J in Sponsored Program
! In Sponsored Class

I WBS Element

4 Funa Type

| Fiscal Year Variant

! Fiscal year =
o !

WEEEEEEEER S E SR E RS EE

i Query 1 4b B
Last refresh date: September 17, 2014 9:08:02 AM GMT-04:00
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4. You can preview the data for the selected fields in the Query Panel by clicking the Refresh icon
at the top of the Data Preview pane. The results should appear as:

(3 Query Panel X

& At query - | [ [

& run query | & ciose ¥

(7] Result Objects T X%

B et “ External Ref-Key = #% CFDA-Key #% InGrant-Key |£% InGrant -)| #% Grant-Key 1% Grant # Fiscal year - Key (Not Compounded) | 1% Lifecycle Status ~) | #% Grant - Valid-to Date (Key)

= 7% Grant Periodic Revenue vs Ex %

" 4 Business area +# Posting date ()| | “ Fund - Key (Not Compounded) | | £# Sponsored Class (=) | | i GIL Account- Key (Not Compounded) | | £ G/L Account (=) | | % Cost Center - Key (Not Compounded) | | # Functional area - Key
Grant Type
nternal Ref 1% FlDoc number (x) Revenue Amount Expenditure Amount Ending Balance
External Ref
CFDA

Lifecycle Status.

Grant Created by

Trans Created by

Sponsor

Award Start Date
‘Award End Date
Cost Center The Data Preview Panel returns the first 100 rows of
Order num data for the selected objects

Functional area

GIL Account

FI Doc number

Reference Doc Number | =
DocumentType

Pusting date

Sponsored Class Type 7 Query Filters L1 B
Sponsored Class
Sponsored Program
GM Value Type

In Grant

In Fund

In Sponsored Program
In Sponsored Class.
'WBS Element

Fund Type = T -
Fiscal Year Variant Data Preview I ' Refresh
!

To fiter the query, drag prefllfined fiters here or drag objfiEts here then use the Fiter Editor to define custom fiters.

Fiscal year External Ref - Key [CFDA - Key/in Grant - Key [in Grant Grant-Key  |Grant Fiscal year - Key (Not C |Litecycie Status Grant - valid-to Date (key)| T =rRey
Fiscal year/period 101718 93575  FO301ECO0510 INFANT AND TODDLER A FO3D1ECO0510 INFANT AND TODDLER A 2013 Award 0673072014 07012012 50550000
Created on 101718 93575 FO30TECO0510 INFANT AND TODDLER A FO3D1ECO0510 INFANT AND TODDLER A 2013 Award 0673012014 07012012 50550000
Grant 101718 93575 FO301ECO0510 INFANT ANDTODDLER A FO301ECOUS10 INFANT ANDTODDLER A 2013 Award 0873012014 07012012 50550000
Fund 101718 93575  FO301ECO0510 INFANT AND TODDLER A FO301ECOUS10 INFANT AND TODDLER A 2013 Aweard 0873012014 07012012 50550000
Commiment Amount
Revenue Amount \
- i -

il >

.

1.7 query 1 P

Last refresh date: September 17, 2014 9:08:02 AW GHT-04:00

5. You can add fields from the available objects pane to the Result Objects panel by selecting the
desired field and dragging it into the Results Objects panel or by double-clicking the field. You
can also remove items from the Result Objects panel by selecting the field and pressing Delete
on your keyboard or by using the Remove icon.
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Note: You can add no more than 50 objects from a query into a report or an error will occur.

(3] Query Panel

& addavery - || L | & @ &

B

& Run Query | &1 Close -

7% Universe outline (3 Result Objects

@ .

B B ||| A External Ref-Key || # CFDA-Key | | % In Grant-Key | | 1% In Grant (=) || # Grant-Key | | 1% Grant
£ Fund N
% Fund - Appletn (Key}
% Fund - Applctn (Text)
% Fund - Customer (Key)
% Fund - Customer (Text)

% Fund - Fiscal Year Variant (Key)

% Grant - Valid-to Date (Key) | | 1% Posting date (=) | | % Fund - Key (Not Compounded) | | % Sponsored Class (=)

% Cost Center - Key (Not Compounded) | #% Functional area - Key |+ FlDoc number =) Revenue Amount

% Fund - Fiscal Year Variant (Text)
% Fund - Fund Type (Key)

% Fund - Fund Type (Text)

% Fund - Budget Period (Key)

% Fund - Budget Period (Text)

% Fund - Fund D (Key)

% Fund - Fund ID (Text)

% Fund - Fund Substring 1 (Key)
% Fund - Fund Substring 1 (Text)
% Fund - Fund Substring 2 (Key)
% Fund - Fund Substring 2 (Text)
% Fund - Subdivision ID (Key)

% Fund - GAAP Fund Code (Key)
% Fund - GAAP Fund Cede (Text)

% Fiscal year - Key (Not Compounded) | % Lifecycle Status (~)

% GiL Account - Key (Not Compounded) | | t% GIL Account (~)

Expenditure Amount

Ending Balance

X %

Remove

% Fund - Key

% Fund - GAAP Individual Fund (Key)
% Fund - GAAP Individual Fund (Text)
% Fund - GAAP Fund Type (Kay)

% Fund - GAAP Fund Type (Text)

A Fund - GAAP Z Indicator (Key)

% Fund - GAAP Z Indicator (Text)

% Fund - Budget Code (Key)

% Fund - Budget Code (Text)

% Fund - Associated Business (Key)

7 Query Filters

To fiter the query, drag predefined fiters Grag objects here then use the Filter Editor to define custo fitters

mE TR

“ Fund - Associated Business (Text

% Fund - Short Text FH Data Preview
% Fund - Medium Text
% Fund - Text
% Fund - Key
% Fund - Key (Not Compounded)
% Fund - Key (Partially Compounded)

- w Commitment Amount

#- = Revenue Amount

+ Expenditure Amount Ld | =}

& Refresh

59 query 1

Last refresh date: September 17, 2014 8:08:02 AM GNT-04:00

4 b B

Filters

Filters can be applied to the entire report (document) to limit the returned results by using the criteria
fields in the prompt box or by placing a filter in the Query Filters pane in the Query Panel. Filters can

also be applied at the report level (tab) or on the tables.

To add a filter to the query in the Query Panel:

Note: When using a BEx query as a data provider, you cannot filter on Keys ( '*) or Key Figures ().
You can place these filters at the report (tab) level or on the block (table), but not in the Query Filters

section.

1. Access the Query Panel by going to the Data Access ribbon and in the Data Providers tab,

choose Edit.
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I i ke t dudrnyHlterepaneand dr

(] Query Panel

& avdauey - ||HEH L | @B P &

%

& Run Query | ] Close ~

%% Universe outline
@8 - [ Type hore to fiter tree [=N=0
7% Grant Periodic Revenue vs Expenditure Repor *
| Business arsa
| Grant Type
Internal Ref
External Ref
CFDA
Lifecycle Status
Grant Created by
Trans Created by
Sponsor
Award Start Date
Award End Date
Cost Center

TR RA R BT W E

(7 Result Objects

% External Ref - Key | | % CFDA - Key

I Posting date | | #% Fund - Key (ot Compounded)

| FIDoc number Revenue Amount

% InGrant- Key || # InGrant || % Grant-Key | # Grant

I Sponsored Class | | #% GiL Account - Key (Not Compounded)

Expenditure Amount Ending Balance

“% Fiscal year - Key (Not Compounded)

| G Account

| Lifecycle Status

% Grant - Valid-to Date (Key)

% Cost Center - Key (Not Compounded)

% Functional area - Key

T X %

% Functional area - Functional Area Sul

% Functional area - Functional Area Subs
% Functional area - Functional Area Subs
% Functional area - Functional Area Subs
% Functional area - Functional Area Subs
% Functional area - Functional Area Subs
% Functional area - Subdivision ID (Key)

7 Query Filters

! Functionalarea In list

% Functional area - Medium Text

% Functional area - Text

% Functional area - Key

GIL Account

FIDoc number

Reference Doc.Number

DocumentType

Posting date

Sponsored Class Type -

TEEEEE

- i -

F¥ Data Preview

= Refresh

],‘.:_muem

Last refresh date: September 24, 2014 8:08:28 AW GMT-04:00

4 b B

3. Once youdve
the values by choosing from a list of values, typing a constant or adding the filter to the prompt

box.

sel

ected

t he

f

el d to

f

" Query Filters

' Functional area

In list

] pata Preview

Constant

Value(z) from list

Prompt

To add afilter to a report (tab):

1. Gotothe Analysis tab at the top of the page.

ter the que
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2. Select the drop-down arrow next to Filter and choose Add Filter.

SWEIS

3. Choose whether you want to apply the filter to the entire tab of the report (called a Report) or just
the block. Click Add Filter and a box will appear for you to choose the object to filter the selected

report or block by.
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