INSTRUCTIONS FOR USING BW CLOSING PACKAGE REPORTS

See INTRODUCTION - SCEIS REPORTS FOR CLOSING PACKAGES for list of available BW reports and the GAAP Closing
Packages to which those reports apply.

Objective: The BW closing package reports all operate in the same way. Each report provides data for one or several
closing packages. For example, report “CAFR Operating Lease Expenses” (YYZFI_ZGLP_001_Q004_OP_LEASE)
provides the Operating Lease Payment Closing Package data for lease payments made during fiscal year 2010 in SCEIS
while the BW report “CAFR Accounts Receivable” (YYZFI_ZGLP_001_Q004_RECV) provides data for several closing
packages: Miscellaneous Receivables, Refund Receivables and Grant/Contribution Receivables that are open as of
the end of fiscal year 2010 in SCEIS.

The BW report “CAFR Operating Lease Expenses” (YYZFI_ZGLP_001_Q004_OP_LEASE) has been used as the example
in these instructions. To apply them to other reports just substitute the correct report name when searching to
execute the report.

Instructions for using BW Closing Package Reports:

Step 1: Click on BEx folder in the Excel spreadsheet BW tool bar and then choose Queries.

L

wiorkbooks

Queries

Saved Wiews

Exceptions

et L]

=l
System I Group I Serverl Advanced
EF BwH - Sandbox Enhancement System -
[ DEV - BW Development System
L LA - B Luality Spstem
(E# QA5 - BW Prod Support System LI
I™ Use Selected System as Default
QK. | | Cancel |

Step 3: The user log on box will appear. It should have the client, your user ID, password and language already
entered. If it does not, enter the client value as “010”, your user ID, your password should already be there as
“x*E*7 and language as “EN”.
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SAP Logon at PRDﬁ :

User Data

Client oo |

Paszword IW :
Language

LCancel

i

Swstem

Eagaword |

Step 4: Click on the Binocular icon to search for the report.

% SAP BEx: Select query ]

_ox]
Roles DEE|%E
Description I
g - 123 Business Objects - FI .
Histoy | |2 3 Business Objects - HR OM
[+ &1 Business Objects - HR - PA
- 7 Business Objects - MM
; H . ﬁ MM
Evoies - 12 Accourts Payable
E ; FI¥endor Actuals (Open/Cleared) by Exp/Rev Al Doc Types
FI Yendor Actuals (Cleared) by Exp/Rev All Doc Types
Rales [ FI/4P Check Register SCEIS Recon

Step 5: Enter the report name “CAFR Operating Lease Expenses”

% Search for Queries |l

|

Search Sting CAFF

Operating Le

Search in

IV Description

v Technical Mame

I Only Queries from the InfoProvider I ;l
ICleated or Changed ;I
f* Mo User-Specific Restriction
i BuMe
" By User I ;I

* Mo Time Restriction

= Time Interval

" Fram

ILast 7 Daps

IE.-"S.-"2D1D 'I To

I~
I?HBQD‘ID ‘I

| Find I

Cancel I

in the search box and click on Find.

Step 6: Double click on the report name and the selection box for the report will appear.

| SAP BEx: Select query il

Search Result

~ 10 3]

M E6 0, a|ssE

D escrption T echnical Mame
= E= CAFR Operating Lease Exp “ZFI_ZGLF_007_0004_0F_LEASE
History

Step 7: Enter the Fiscal Year, “2010” and your Business Area. Execute the report.
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=

?)scalYear(Smgle “Value - Reqguired) E‘ E_‘ July- June, 4 special periods 2010 E
Business Area Auth Range E a70 E TUI E E
Fund =" E-T & ol S L= LA

| [y Execute' oh Check| | @ | 3¢ Cancel (F13) |

Step 8: The report is displayed. With a BW report there are many ways to display additional data, rearrange the
layout of the report and jump to the actual document in the ECP source system. All of the fields shown in the free
characteristic section of the report are available to be brought into the report to display additional information. In
the next series of steps, instructions will be given on how to enhance or rearrange the report.

Doc.number |
GAAF Fund Code |
Fund - High Lewsl

Chart of accounts

GfL Account

Funds Center

State Funded Program
Agency Funded Program
Functional Area

Fizcal year

Key Figures

Buziness area

Fund

Pasting period

Free Characteristics

H350 MUSEUM COMMISSION. HI50 MUSEUM COMMISEION

Company code

State of South Carolina

Fiscal Year Yariant

July - June, 4 zpecial periods

Fizcal year 2mn

FM area SCFM Area

GIL Account S040010000. 5040083339, 5040430000, 5040433333

Biusiness area Fund Posting period L iles

Expense

HAa50 FUSEUR COMPMISSION 1000000 1 $1539.86
2 $E42ED
3 36497105
4 3164334
b FE85.20
E $ 360458
7 $379.08
2 F493.04
a4 $1.758.81
10 $ BEB.24
1 $166.08
12 $1,.240.63
Fiesult 8 TERT2

30350000 7 2 32497810
4 $4970.00
3 $ 450,00
E 4 24.56E.19
T $ 245471
10 $E7.964.84
1 F225.00
12 3 35,632 58
Fesult $ 14732842
Result $1EEDAT.14
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Enhancing the BW Report:

There are several ways to include additional fields or filter data using the free characteristics section of the report.

1) If you want to select a specific filter value for a characteristic, right click and then click on select filter value.

Doc.nurnber
GAAR Fund Code
Fund - High Level
Chart of accounts
G/L Account

Funds Center P -
State Funded Program M
Agency Funded Program Drildown 3
Functional Area )

7 Properties ...
Fizcal year
Key Figures
Business area H350 MUSEUM COMMISSION..H950 MUSEL
Fund

Paosting period |

Select the value from the fixed values list by highlighting the value and then move it to the selection area by
clicking on the appropriate arrow.

Doc.number I i

Chart of accounts
e i ea | Selection |Single Values | From Higrarchy I[flal list] j
| Funds Center
| State Funded Program  Fixed Yalues Selection

| Agency Funded Prograr | Description
| Functional Area
Fiscal year

| Key Figures
Business area

: Fund
| Pasting perind

=[ 1100151776

(i
1200050113
3000101 746
3000116904
3000142946
3000200510
3000200511
3000200612

: Company code
Fiscal Year Variant

: Fiscal year
| FM area
| GIL Account :
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The report is then filtered by the value selected.

Dioc.number [®] [ 1100151776
GAAP Fund Code

Fund - High Level

Chart of accounts

G/L Account

Funds Center

State Funded Program
Agency Funded Pragram
Functional Area

Fiscal year

Key Figures

Business area

Fund

Pasting period

H950 MUSEUM COMMISSION..H350 MUSEUM COMMISSION

State of South Carolina
July - June, 4 special periods

Company code
Fiscal Year Variant

Fiscal year 2010

Fi area SC FM Area

G/ Account 5040010000., 5040083998, 5040490000..5040499539

Business area Fund Posting period el o

Expense
HI50 MUSEUM COMMISSION 10010000 11 §351.63
Result §351.63

Result §351.63

2) To add the new characteristic to the body of the report to the right of the last characteristic shown, simply double
click on the blank area next to the free characteristic you want to add. By double clicking on the blank space next to
document the example below shows the document being added to the report.

Dioc.number

GAAP Fund Code

Fund - High Level

Chart of accounts

GiL Account

Funds Center

State Funded Program
Agency Funded Program
Functional Area

Fizcal year

Key Figures

Business area

Fund

Posting period |

H350 MUSEUM COMMISSION..H350 MUSEUM COMMISSION

Company code

State of South Carolinag

Fiscal fear Variant

July - June, 4 special periods

Fizcal year 2010
FId area SCFM Area
GiL Account 50 50 , 50 50
Business area Fund Fostingpe§  Dioc.number Upeietlid ecs
Espense
H350 MUSEUM COMBISSION ooiooon 1 3000101746 $15238.86
000116304 $1439.28
000142346 $ 100.55
3200001714 -$1539.86
2 2000200510 $7264
000200511 $ 11254
3000200512 3605
000200513 ¥ ?.94|
$ SF.EI
ST00009616 F 2351
G700003617 #2280
3 3000325701 142828
000347395 $236.97
000347396 § 22305
3000347397 3134
G7000121E # 110.62
S7000NZI7 10777
5700011234 § 382202
4 000426632 $124.93
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An added feature is the ability to jump to the ECP system and view the actual document using transaction
code FB03. To do this, right click on a document number and select Goto then click on ECP Transaction code
FBO3. You will jump into the ECP system and the document will be displayed.

Back
Eack bo Start
Keep Filker Value
Filter and drilldown according ko »
N
Add Drilldown According to >
Swwap Doc.number with >
Sart 3
” Goto 4 I Display Documents
Cur. translation » Documents For Mavigation Status
“und EostntrerCo: Doc.number | ECF Transaction Code FEO3
0010000 1 30 All Characteristics »
201
S0 Properties ...
|IT_3=: | s T
2 $ 7264
3000200511 F 11254
3000200512 + 98.05
3000200513 $7.94|

A window appears that displays the selected document in the ECP system.

= =R Es|
Document  Edit Goto  Exras  Seftings  Emviranment  System  Help

le 140 C@Q CHE aton PR QR
Display Document: Data Entry View
| Taxes ||EE Display Currency HL@ Reversal Document | General Ledger Wiew |

Data Entry View -~

Company Code SED1 Fiscal Year | _2_01_95
Faosting Date |B7/15/2009)  Period [

| 5-CC no

Texts exist [E Ledger Group

Reference
Currency

B ED R R EEER IR ER FE ER I

Cu..| Itm|PK|...|Accuunt |Descr\pti0n | Amoum|Curr. |BusA|Fund Grant Cost Center |Functional Area
SC01 1|22| 7000107476 PITMEY BOWES GLO.. 1,639.86 |USD |H350

SC01) 2|50| 5040010000 RENT-OFFICE EQUIP 1,639.86-|USD  |H950/10010000 |NOTRE... |H950400011|H950_0000

o] ' [oln

b | EcF @ 10) | sceisecpaps (s [ [ 7

3) The most flexible way to enhance a BW report is by using “Change Query (Local View)”. To use this click on the
change icon on BEx tool bar.

l‘:‘i] File Edit Wew Insert Format Tools Data  Window Business

@ Q a *@ Change query (local view ...

DEHRI
EZf -

Change query (global definition) ... A g—‘

Change variable values
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This opens the query designer and allows you to change the query rows. You can drag characteristic from
free characteristics and drop them in the rows or drag from the rows to free characteristics. You can also
rearrange the order of the report rows using drag and drop.

":® Change Query: CAFR Operating Lease EXpenses = |EI|1|

CeE NREPFNGE- 5-E-BE mEENE = |XE @
| Free Characteristics " Colurmns |
@ Fund - High Level ;I = & Key Figures

£ Chant of scoounts
- M G/L Account

- E Funds Center

E State Funded Program

5 @ Agency Funded Program
A Functional Area

ﬁ Fizcal year
Rows | Operating Lea...| Y
- M Business area aBusines.. | a-Fund a-Posting ... | aDoc.u...
@ Fiwiit b-Doc.nu...
E Posting period b-Posting ... | a-Doc.nu...
bDoc.nu..
@ Dog nusibei b-Fund a-Fosting ... | a-Doc.nu...
beDioc.hu..
b-Fasting ... | a-Doc.nu...
b-Doc.hu..
b-Busines... | a-Fund a-Posting ... | aDoc.nu...
b-Doc.hu..
b-Posting ... | a-Doc.nu...
b-Doc.nu... i
b-Fund a-Posting ... | a-Doc.nu...
b-Doc.nu... ﬂ
| T [ewe

Once you have the report displayed in the way you want, just click the green check to run the new report in
the layout you’ve created.

| Change Query: CAFR Operating Lease Expenses i

ColE  NERFREE- 5 -E-E BEEA = ¥E|&

__Free Characteristics Colurnhs |

ﬁ Doc_number = =] @ Key Figures
i GAAP Fund Code ﬁ Operating Leaze / Expenze
- & Chart of accounts

- 48 Fund - High Level

- 4 G/L Account

- 4 Funds Center

- @ State Funded Program

5 ﬁ Agency Funded Program
| - A8 Functional Area

_ Rows Operating Lease / Ex... |

- 4 Business area a-Busi... a-Posti...|a-Fund
? Posting penod b-Fund
- 8 Fund b-Posti... a-Fund
b-Fund
b-Busi... |a-Posti... | a-Fund
b-Fund
b-Posti... | a-Fund
b-Fund

L [ewk
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In the example below, the document characteristic is moved back to free characteristics and posting period
and fund are switched.

=0l x|
BE @

Change Query: CAFR Operating Lease Expenses

GRE E-B mENEE=

Free Characteristics || Calumnriz |
- & Doc_number «| |2 key Figures
ﬁ GAAP Fund Code @ Operating Lease / Expense

- & Fund - High Level

- {2 Chart of accounts

ﬁ G/L Account

- & Funds Center

ﬁ State Funded Program
@ Agency Funded Program

- /& Functional Area ﬂ

Rows | Operating Lease | Ex... |

‘A Business area a-Busi... | a-Posti...|a-Fund

- i Posting period b-Fund

- Fund b-Posti... | a-Fund

b-Fund

b-Busi... |a-Posti...| a-Fund

b-Fund

b-Posti... | a-Fund

b-Fund

[ [ [ [ [ewp

Dioc.number

GAAF Fund Code

Fund - High Leusl

Chart of ccounts

GiL Account

Funds Center

State Funded Froaram
Agency Funded Frogram
Functional Area

Fiscal year

Key Figures

Business area H350 MUSEUM COMMISSION_H950 MUSEUM COMMISSION
Fund

Fosting period

Company sode Srate of South Carcling
Fiscal Tear Wariant July- June, # special periods
Fiscalyzar Z010
Fidlarea SCFMAres
L Aveount 50 50 5 T
Business area Postingperiod | Fund Oneiaungliesse
Expense
35D FALEEUR CONMISEI0N T 10010000 $1699.86
Fesult $1539.86
z [
I
Fresult
E] 010000
Fesult $ 537105
% 0070050 FiE43.34
FOIE0000 $370.00
Fresuit $261.34
5 10010000 $685.20
30350000 $450.00
Fresult $115.20
3 010000 $ 368458
I $ 2456619
Fesult $28.250.77
7 10010000 $379.0
T F 25T
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4) Other changes that can be made to the report are accessed through the context menu. The context menu is
displayed by right clicking on the report. Once displayed click on the options you want in your report. You can
change the display to show key (number) and description, change how the report totals (Results line), swap the
position of two characteristics, filter, remove filter and sort the report.

Back.

Back to Skart
Keep Fileer Value
Remove Filker

Filker and drilldown according to

EUM COMMISSIOF &dd Drilldown According to >

Swap Business area with »
:h Carolina sk g
special periods Goto b
4 Cur, translation 2
040063933, 504043001

Business area 4

all Characteristics b [tingperiod
JMAMISEION

Propetties ...

To get a complete understanding of how to use BW reports, please take the online BW training. It can be found on
the SCEIS homepage at www.sceis.sc.go. Go to Training and select SCEIS uPerform. Then select Business

Warehouse (BW), then .Courses.
The course name is BW110 SCEIS Reporting with Business Warehouse.

Or https://uperform.sc.gov/gm/folder-1.11.155820originalContext=1.11.14734
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