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Goal:

WEe'll be creating a report that merges data from different queries and relates the information from the different queries
to the related Funds Centers and Functional Areas to provide a summary and detailed look into a hypothetical program.
Most programs/departments/divisions are some combination of FI Account Assignment information like Funds Center,
Functional Area, Fund, Grant, State Funded Program, etc. For this example, I'll just be looking at two hypothetical

programs that are made of the Funds Center D500BA0000 and Functional Area D500_BAOO (BusinessObjects Program)
and D500CE500/D500_CEO1 (Reporting Program).

e Budget (FM Budget vs Actual)

e Encumbrances by Vendor (Open Encumbrance Report)
e Revenue (Funds Management Revenue Report)

e Payments by PO (FI Invoices)

e Expenses by Vendor (Funds Manament Expense Report)

To get all of this information by Funds Center/Functional Area, we’ll have to add these queries to the report and create
merged dimensions.

The finished report will look something like:

J BusinessObjects Program
.
ad ml Fiscal Year: 2016 As of April 30, 2016
THE SOUTH
CEPARTME
Beginning Balance 1,759,855.4%
Receipts
F'Y 15 -16 Revenues 47.50
Total Receipts 471.50
Disbursements
Personnel Services 878127680
Fringe 291 81882
Contractual Services * 10,792.57
Fixed Charges 98,330.11
Supplies & Materials 1,596.81
Travel & Training 153.00
Cther -
Total Disbursements 1,280,818.7T1
Commitments/Encumbrances
RICCH 230072
VERIZOMWIRELESS o7 ET
ONTARIO INVESTMENTS INC 63893
Total Commitments 3,857.52
Balance $475,226.75
42,500,000
2,000,000
1,500,000
$1,000,000
$500,000 - o
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We can then drill into the summary, by including another report that breaks out expenditures by more detailed
Commitment Items like:

J BusinessObjects Program
-
ad min Fiscal Year: 2016 As of April 30, 2016

THE S0OUTH CARDLINA
DEFARTMEMNT af ADMINISTRATICN

Expenditure Catego ¥TD D

Personnel Services

CLASSIFIED POSITIONS G09 47381 78782018
UNCLASS POSITIONS 25504485 42 735 .96
TEMPORARY POSITIONS 27475 530.00
TERMINAL LEAWE 1.9061.44 -
OMNE TIME BONUS-PROW 5,000 -
Tatal 878 12760 12205514
Fringe
RET-SRS 116,523.02 16, 416.69
RET-QRF 24.339.7 3,319.05
SOCIAL SEC-5T EMPLY 6373223 2.218.45
INS WORKERS COMP 362927
INS UMEMPLY COMP 271.23 -
INS HEALTH-ST EMPLY 20,358.05 11,650.58
INS DENTAL- 5T EMPLY 1664.24 22854
PRE-RET DTH-ST EMP 1,076.04 151.59
PRE-RET DTH EEN-ORP 224184 30.66
Total 231818862 40615.54

Contractual Services

PRINT / BIND / ADYW G901
DP SWCS-OTHER 4.784.48
DP SERW-HDWE MAINT 470
FREIGHT EXFRESS DELY 12875 -
TELEPHOMNE & TELE&RFH 390912 34584
CELLULAR PHONE SWCE 210.12 106.00
Total 10,792 57 451.84
Supplies & Materials
OFFICE SUPPLIES 1,453.82 266.60
PHOTOCOPY SUPPLIES 142 .99 -
Total 1,596 .81 266 60
Fixed Charges
RENT-DATA PROC EQUIP 2,179.98 198.18
REMTAL-CONT RENT PMT 77181 (62.57)
REMT-ST OWNED R PROP §9,502.32 -
INSURANCE-STATE 2,576.00
DUES & MEMEER FEES 23,300.00 -
Total 98 330.11 135 61
Trawvel & Training
IN ST-AUTCO MILEAGE 1.80
LEASED CAR-ST OWMNED G1.20
Total 153.00
Grand Total 1,280 ,818.71 163 524 .73
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We can then create another report to look at expenditures by Vendor by quickly duplicating the previous report and

replacing the Commitment Items dimension with the Vendor dimension.

By Vendor:

4 N
admin

THE SOUTH CARDLINA

DEFARTMENT of ADMIMNISTRATION

Expenditure Cateqo

Personnel Services
Not assigned

Fringe
Not assigned
STATE ACCIDENT FUND
COMPTROLLER GEMERAL

Cortractual Services
BCT SOUTH CAROLINA
ADMN DIWISION OF TECHNOLOGY
ADMN SURPLUS PROPERTY
ADMMN &GS STATE FLEET MGT & IMS
SPIRIT COMMUNICATIONS
WERIZON WIRELESS
SC DEPARTMENT OF CORRECTIONS
MANAGEDPRINT INC

Supplies & Materials
ADMM SURFPLUS PROPERTY
BAMK OF AMERICA-P CARD
MANAGEDRPRINT ING

Fixed Charges
Mot assigned
ADMIN DIVISION OF GENERAL SERVICES
SFASA ADMINISTRATION
RICOH
ONTARID INWVESTMEMTS INC
ONTARID INVESTMEMNTS INC
NASBO

Travel & Training
ADMM G5 STATE FLEET MGT & IMS
MICHAEL D

Grand Total

BusinessObjects Program

Fiscal Year; 2016

Az of April 30, 2016

¥T0 MTD
878,127 B 122 055.14
Total B78,127 60 122 055 .13
288,758.35 40 ,615.54
2,780.04 .
271.23 .
Total 25181862 A0 51554
235.4
4.784.48
625
B86.25 .
3.809.12 345.84
810.12 108.00
4547
470 .
Total 10,792.57 I5184
150.00 150.00
1,303.82 118.80
142,89 .
Total 159681 ZEE B0
-130.86 (130.86)
B0 502.32 .
2 576.00 .
911.67 77.29
990.90 .
1,189.08 198.18
23,300.00 .
Total 98 33011 13561
§1.20
91.80
Total 153.00
1,280 818.71 163 524 .73
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And Finally, we can show the program’s expenditures by POs:

5
ad m i n Fizcal Year: 2016 Az of April 30, 2016
EPAKTWENT o ADMRETRAIION
¥TD Paymerts MTD Fayments
PO Break
PO Vendor

4500434534 YWERIZOM WIRELESS 012 106.00
4500440872 BCT SOUTH CAROLINA 23540 -
4500445720 RICOH 911 .67 7729
450045504 MANAGEDPRIMT IMC 470.00 -
4500455353 OMTARIO INWESTMENTS INC 99020 -
4500455353 OMTARID INWVESTMENTS INC 1,189.058 19815
# SC DEPARTMENT OF CORRECTIONS 43470 -
# MANAGEDPRIMT IMNC 14298 -
# ADMIM DIVISION OF GEMERAL SERVICES 69 502.32 -
# ADMM GS STATE FLEET MGT & IMS 127 45 -
# ADMM DIVISION OF TECHNOLOG™Y 4,784 45 -
# COMPTROLLER GEMERAL 271.23 -
# SFAA ADMINISTRATION 2,576.00 -
# STATE ACCIDENT FLIMD 2,789.04 -
# BAMK OF AMERICA-P CARD 1,303.82 116.60
# ADMM SURPLUS PROPERTY 21250 1:50.00
# SPIRIT COMMUMICATIONS 390912 345584
# MASEO 23,300.00 -
# MICHAEL D a1 .80 -

Total 114,072.62 993.91
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Choosing a Data Source

First, we’ll need an initial data source to supply our report with data. If we’re strictly using SCEIS data, we’ll use a BEx

guery connection.

To begin:
1. Click on the Web Intelligence icon:

SWEIS ¥
[ o] cocnrs

Welcome: Cory Hare | Appiications v Preferences Help menu v

Log off

~ My Recently Viewed Documents

“\

1#| BEA Revenus Categories Summary
| BEA Income Tax Final

8| Updated Distribution List from Excel
15 Distribution list final excel

19 Contact List

1$| STO Investment Income Postings
5] 1550 Catzgories

151 2t oF the Month renort 111111

191 official SCEIS F1 - Appropristion Balznces (477 Equivaler...
191 official SCEIS FI - Analysis of Expenditures by Minor Com.

~ 240 unread messages in My Inbox

%! Employee Profile : 8715112
4! Contract Spend [1] : 8638627

1! Grant Expenditures Report withPosting
4! Official SCEIS FI - Available Cast
1! official SCEIS FL - Availzble Cash (;
4! D100 - Salary Analysis v7 : 8031253

4! Weskly Expense Report Updated 02122016 ; 7551489
4 P160 Budget Repart : 7500069

4! 4050 - Reimbursement by Representative : 7497206

L1 cmi 0. Jaraiaz

quivalent) USC A...
Equivalent) USC A

~ My Applications

<

Web Intelligence

2. Click on the New icon:

SWEIS *

Home DDn.rnenIsl\Meh Intelligence = = £

Web Inteligence -

| E

Hew (Ctrl N)

Create a Web Inteligence
document

3. You’ll then be prompted to choose a data source. For any SCEIS information, choose a BEx query. The BEx query
option is a connection directly to same query that you would find and execute in BEx.

M

=)
(Lo

Create a Document

Select a data source

No data source
Create an empty document

Universe
Select a universe as a data source.

T
LN

Excel
Select an Excel spreadsheet as a data source.

BEx

Select a BEx query as a data source.

Analysis View
Pick an Analysis View as a data source.

Free-hand SQL
Select a relational connection as a data source.

Cancel

——

Note: Non-SCEIS information can be loaded by putting the data into an Excel file, loading it into BusinessObjects and

choosing that file as a data source.
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4. Look for the FM Budget vs Actual query in the in the folder BEx Queries\Accounting\Funds Management.

Selecta BV BEx query

il

[Type [Techname

Auditing TS
BEx Queries 27 FM Budget vs Actual
Accounting

Query ZFM_ZPU_C02_Q009

+ Accounts Payable

1] Accounts Receivable
+ Audit Reports =
CAFR

+ Fl Minority Reports

= [ Funds WManagement
+ %, Budget Transaction Report - ZFM_ZPU_043_0Q00
# %, EstRev vs Cash Rev - Restricted to Cash Flow E...
+ %, FIVendor Invoices - ZF|_ZPU_032_Q0002

+ %, FM Budget vs Actual- ZFN_ZPU_C02_0008

+ . FM Document Count - ZFI_ZPU_030_Q026 |

AT e -

Note: The queries in Business Objects will be found in the same roles folders that they would be found in BEx.

Funds Management [YBI_RPT_FI_FM-GEM]

5

[l General Access to Execute Queries [YBI_EXE_QUERY-ALL]
Favor {CJGeneral Ledger [YBI_RPT_FI_GL-GEN]

[ZJGrants Managemert [YBI_RPT_FI_GM-GEN]
{CIHR Central OHR Reports [YEI_RPT_HR_OHR-GEN]
[ZJHR:Dual Employmert Reports [YBI_RPT_HR_DUAL_EMP-GEN]

&]

=
Search in | Roles [SAP_BWW__LUSER_MENU_] B3| ‘ BEx
— Name | Last Changed On_ +
Gﬂ {Z¥Accounts Payable [YBI_RPT_FI_AP-GEN]
Find [ZJAccounts Receivable [YBI_RFT_FI_AR-GEN]
{ZJAudtt Reports [YEI_RPT_FI_ALUDIT-GEN]
'—Qg {ZJBusiness Objects - HR OM [YBI_RPT_EUS_OBJ_HR_OM-GEN]
h_] (T Business Objects - HR - PA [YBI_RPT_BUS_OBJ_HR_PAGEN]
History [T Business Objects - MM [YBI_RPT_EUS_OBJ_MM-GEN] =
— {ZJFI Minorty Reports [YBI_RPT_FI_MINORITY-GEN]

Roles P e _l;l
‘ | »
Name I Open
Infolireas s [t | Cancel |

P |

5. Before the query panel will appear, you’ll need to pre-run the query. You cannot type directly into the blank fields,
but if you click on the “...” icon, a box will appear where you can search for and choose from a list of values to input

into the prompt box.

Set Variables [Query 1]

\ariable |Valu e(s)

(optional) Personnel Area

(optional) Employee Gr

(optional) Employee Subgroup
Calendar Month/vear

(optional) Organizational Unit (Auth
(optional) Action Type (Mult Singles
(optional) Action Reason

Employee Status Active

S

Reset

Cancel




< .
admln Merging Data Sources in BusinessObjects - Finance

THE SOUTH CAROLINA
DEPARTMENT of ADMINISTRATION

Note: The default search is to set for the name of the object being put into the field (for example, “General Fund” rather
than “1001000” or “Department of Administration” rather than the key, “D500”. To search for the key, ensure that
Search in keys is checked next to the binoculars icon. You can then select the item and move it over to the Selected
Values(s) area by double-clicking or using the right-arrow. Then select OK to input the value into the prompt. Like:

List of Values (I

Type a value: Selected Value(s)

= = | * | | DEPARTMENT OF ADMINISTRATION

ZA_BUSAR
© DEPARTMENT OF ADMINISTRATION (D500)

Key icon displays the
key of each value

May 4, 2016 5:44:40 PM GMT-04.00

LEIE

’aa Match Case

v

i

Search in Keys

Cancel

-

)

Once you've input all items (make sure all the required fields have values), you can then click OK and the query panel

will appear.

-
5

Set Variables [Query 1] 7

3

Wariable |Va|u&(5}

(optional) Agency Appropriation
(optional) State Appropriation

(optional) Grant Number Selection

(optional) Commitment kem Hisrarchy
(optional) Non Statistical Postings

(optional) GAAP Fund Code

(optional) GAAP Z Indicator

(optional) GAAP Budget Code

Fiscal Year (Single Value - Required)

Reset 0K Cancel
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Query Panel:
The query panel is where you will choose the list of items (objects) that you want to include in your report. In addition
to choosing the items you want to include; in the query panel, you can also:

e Add other queries
e Filter the report
e Preview the data (the first 100 records are retrieved)

To include other items after the initial run, or to do any of the things above, you can get back to the query panel by
clicking on the Edit Data Provider icon above the Available Objects area in the top-left area in the design mode of the
report.

| Home | Documents | New Document .~ + |

Report Element

File| Prup&rties'
DeHE-|15 6% &L~
| #|=

Tsblz Cell

B -H-8

Edit (Ctri+5hift D)

Edit data provider

BE° [

=] +#| New Document

After the prompt values have been input and the query has run, you will see this:

Llﬁ Query Panel 20
L?"_I:"Addauery' indhi i | & D & 2 Run Query | qﬁcluse'
Mo . =

v Universe outline L‘ﬁ Result Objects F X &
% — @4 Bt || Toinclude data in the report, select objects in the Data tab and drag them here. Click Run Query to return the data to the report
=1 Tk FM Budget vs Actual A
Funded Program

Fund

Commitment tems.
Business area
Funded Program - Bugd
Suprier Commitment |

Area to drag and drop available
objects. You can delete them
using the icons in the top right.

Funds Center - Bud 4 Drag objects from left to
FM area here

Posting period

Fiscal year

Fund (High Level)
Functional area

Grant ¢ Query Filters mlET®R
Application of funds _ ) i . I § .
o o fiter the query, drag predefined fitters here or drag objects here then use the Fitter Editor to define custom filters
rder
Workflow status
Ledger
Vendor Drag dimensions here to filter
Stat. key figures
GAAP Fund Code

GAAP Z Indicator
GAAP Budget Code
o

Major CI F Data Preview
Budget Act CI
Exp/Rev Char

Funds Center Refreshing will return the first 100
“alue type in FM records

Commt/Actual Detail
Budgeting Value Type

Budget Type -
- i . Q

e O e e O e e B = e I IR e e e S e AR A SR S

-l 51 query 1 1B
Last refresh date: May 4, 2016 6:04:24 PN GMT-04:00
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6. Drag objects from the outline area to the Result Objects area. You can delete unwanted items using the delete
icons in the top right area. The objects needed for the report will be the key detail and the dimension for:

Current Budget
Any other objects you’d like to put in your report

Funds Center (Key and Dimension)
Functional Area ( Key and Dimension)
Commitment Item (Key and Dimension)

7. Once you run the query, you will have a table of data to use in your report (showing current budget by Functional
Area and Funds Center):

= -l New Document
= Functional area
% Functional area - Key
' = Funds Center
% Funds Center - Key
Current Budget
Variables

Report 1

Functional ar Functional ar Funds Center Funds Center Current Budg

Default Funct 00000000000 D500 BUDGE SCO1/DEOD0I SR
Tech Investm DS00XACO1  ADM Internal  SCO1/DED0A 206,352

8W \oting Sy D500XACO2Z ADM Internal SCO1/D500A+ 1,000,000
Legislative ar DS00XACO3  ADM Internal  SCO1/D500A 838,269
SC State Ven D500XAC04  ADM Internal  SCO1/D500A 0
Capitol Comp D500XBC01  ADM GSD Far SC01/DS00B 719,781
State House | D500XBC02 ADM GSD Far SCO1/DS00B  727,002.62
Mansion & Gr DS00XBCO03  ADM GSD Far SCO1/DS00B 126,000
SCEIS Sustai D500XBD01  ADM SCEIS  SCO1/DS00B  177,482.01
Enterprise Te DS00XBEOT  ADM Adminis| SCO1/DS00A; 3,400,000

Enterprizse Te DS00XBEDT
Consum Prot DS00XEEQ4
CR OIS DIS 4 DS00XEBEDS
Childrens Ca DS00XCCO1

ADM Div of Int SC01/D500B
ADM Div of Int 8C01/D5008
ADM Div of Int 8C01/D5008
ADM Childrer 8C01/D500C

9,411,366
HEHEE
HEHE

5108

Adding Additional Queries:
Now that we have an initial query and table in the report, we can now add the other queries. But before we do, let’s
check a setting that will make a multi-query report easier to work with.

8. Change the Document properties and uncheck Merge prompts (BEx Variables).
a) Inthe Properties tab at the top-left of the report
b) Go to Document
¢) Uncheck the Merge prompts (BEx Variables) setting.

Note: Unchecking the Merge prompts option will allow us to refresh multiples queries at once by setting the prompts
individually. This means that we can set query parameters separately from one another.
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| & &

| ropertes Reporttement |/ Foma |~ Data Access |/ Anaysss |/ Pageeup |
— / Tae |/ e | wen / Gren | owes / Tosts |/ Tosen |/ Tiing
E-E-£-5- |m-6-0- |

l$) Workshop 05132016 HR

Agency Hire Dats

Class Date

Employee

% Employee - Key

% Employee - Name (Sortable) (Key|
Employee Group

Job

% Job - Key

% Job - Medium Text
Organizational Unit

% Organizational Unit - Key

% Organizational Unt - Medium Text
Fay Grade Area

State Hire Date

Annual Salary

Waximum Salary

Wid Point - Salary

Winimum Salary

Variables

il
Document Summary.

~y? Workshop 05132016 KR

General
Type: Web Inteligence document
Author: CHARE
Creation date: Way 12, 2016 3:48:38 PM GMT-04:00
Description
Keywords
Options

|L] Refresh on open | Enable query stripping

L1 Permanent regional formatting (L] Hige warning icons in charts

(L] use query arin | Auto-merge dimensions

Default Style

Change Defaut Style

Extend merged dimension

[}

values

lerge prompts (BEx Variables

o4 Automatic Refresh

oK Cancel

9. To Add additional Queries:

a) Open the Query Panel using the Edit Query Panel button.
b) When the Query Panel opens, choose Add Query and From BEx

c)
add these objects:

| Query Panel

(71 Add Query -

M From Universe
From Excel

',_i From BEx

F From Analyzis View
Eﬁ From Free-hand SQL

Find the Funds Management Revenue Report in the BEx Queries\Accounting\Funds Management folder and

Funds Center (Key and Dimension)

FY Total

Functional Area (Key and Dimension)

Any other objects you’d like to put in your report

Commitment Item (Key and Dimension)

Note: You can include the keys for any objects needed or any other objects you wish to include in report. In this example,

I’ll just be including the dimensions of each object above.

This Query will provide us with the revenue for our programs.

Note: It’s a best practice to rename the queries as you add them. This will come in handy when we’re trying to determine
which objects come from which query. It’ll also be easier to determine which date parameters to run each query for. For

10
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this example, | suggest naming the queries based on their function in the report. To do this, simply right-click on the tab

of the query name and choose rename, like:

Fename

Move
Duplicate

)‘; Delete

10. Repeat this step for the other queries:

/

Rename query 2

Current value: |Query 2

New value: Rev

0K Cancel

\

" Bud v Act

',._5 Rev

a) Funds Management Expense Report (BEx Queries\Accounting\Funds Management)

Objects:

Funds Center (Key and Dimension)

FY Total

Functional Area (Key and Dimension)

Any other objects you’d like to put in your report

Commitment Item (Key and Dimension)

Posting Period?

Vendor (Key and Dimension)

b) Open Encumbrance — by Function Area, Fund, Cost Cent (BEx Queries\Accounting\Materials

Management\Procurement Reports)

Objects:

Funds Center (Key and Dimension)

Remaining Balance

Functional Area (Key and Dimension)

Any other objects you’d like to put in your report

Vendor (Key and Dimension)

c) FIVendor Invoices (BEx Queries\Accounting\Funds Managment)

Objects:

Funds Center (Key and Dimension)

Remaining Balance

Functional Area (Key and Dimension)

Any other objects you’d like to put in your report

Vendor (Key and Dimension)

Purch Order (if appl)

11
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We now have all the objects that we’ll need to use in our report. Once you rename each query in the Query Panel, the

bottom of the Query Panel should look like:

': FM EXP ': FM Rev ': Open Encumbrance ': Bud vs Act . FlVendor Actuals /1

11. You can then refresh all the queries at once. Ensure that each required prompt has a value.

12. Once the report finishes running, this box will appear. Choose the first option. This will put the data from the new

gueries into new tabs of the report.

Add Query X
Choose how you want to include the data from the new query.
&) Insert a table in & new report
{_) Insert a table in the current report

() Include the resutt objects in the document without generating a table

oK

In the Results Objects navigation pane to the left of the report, change the Arranged By
setting from Alphabetical Order to Query. You'll then notice the objects that are from
each query).

13. Merge the like Dimensions and Keys:

a) Inthe Available Objects area, use the Ctrl key and select Functional Area
Dimensions from each of the five queries query. Note: An object that is bold does
not have data. To merge a bold object, you must first drag it into the report and
refresh the related query. Once the query is refreshed, you can then merge that
object with other like objects.

b) Right-click on any of the selected Functional Area dimensions.

c) Select Merge.

Remaining Balance

=140 Bud vs Act
= Functional are

% Functional area - Key

] Funds Center

% Funds Center - Key

Posting period

Current Budget

=1/ Fl'Vendor Actuals
= Functional area

% Functional area - Key

=] Funds Center

% Funds Center - Key
Purch Crder (if appl)

] Wendor
e Alandor I

]

] Query |

L

Alphabetic order M

Arranged by: Query -

rcy

Key

d) You’ll then see a new merged dimension for Functional Area in the Merged Dimensions area.
e) Repeat this for the Functional Area — Key, Funds Center (Key and Dimension) and the other like objects you've

chosen to use in your report.

12
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=& Bud vs Act
Functional area

Funds Center

Posting period
Current Budget
I'VWendor Actuals

% Functional area - Key

% Funds Center - Key

% Vendor - Key
Amnt in FM area croy
= [== Merged Dimensions

' o= ¢ =
“ Funds W PRETHES
| Purch Order (if apply
= # vendor

Putting the Report Together:

=] [Z= Merged Dimensions.

' Commitment item - Key

% Commitment item - Key (Open Encumbrance)
% Commitment ttem - Key (FM EXP)

% Commitment tem - Key (FM Rev}

Cost Center - Key

% Cost Center - Key (Open Encumbrance)
% Fund/Cost Center - Key (FM EXF)

% Fund/Cost Center - Key (FM Rev)

% Funds Center - Key (Bud vs Act)

% Funds Center - Key (Fl Vendor Actuals)
Functional area

Functicnal area (FM EXP)

% Functional area - Key

Functional area (Bud vs Act)

% Functional area - Key

Functicnal area (FI Vendor Actuals)

% Functional area - Key

Functional area (FM Rev)

* Functional area - Key

Functional area (Open Encumbrance)

% Functional area - Key

Functional area - Key

% Functional area - Key (FM EXP)

% Functional area - Key (Bud vs Act)

% Functional area - Key (Fl Vendor Actuals)
% Functional area - Key (FM Rev)

% Functional area - Key (Open Encumbrance)

Now that you have merged dimensions, you can use those new objects in the report to combine and filter your data.

The new object allows you to bring in information from different queries into the same block or section.

To create a table, simply build your table by dragging items from the available objects area into the report to build your

tables. Like this:

Merged Dimensions

FM Exp

FM Rev

Budget vs Actual

Open
Encumbrance

Commitments and

Cost Center - Key Functional area - Key Current Budget Other Transactions Remaining Balance
SCO01/D5000000 0000000000000000 79615 406.53

SCO01/DE00AADDDOD D&00_AADD -1,818 896117 271,016.649 1,796,356.07 915287 10,983.38
SC01/D500AADDDO DS00XBED1 -206,500 3,400,000 1,685,148 1,685,148
SCO01/DE00ACOO0D DE00_ACOD -1,270,602.06 1,363.36 1,478 34065 11,816.5 11,682.23
SCO1/D500ACOD0D Ds00_ACO1 -214,006.44 -264,508.97 567,663.6 45254 452154
SCO01/DE00ACOO0D D&00_ACO2 -668,234 568,238 0 0
SC010EN0ARAOND BT Sk 205357 2053572 205352 =

You can also use merged dimensions to filter several blocks in a report at once. The information on our summary page
comes from 4 different queries, but we’re able to use the merged dimension to filter them all at once. We have blocks
for each query. One that shows the budget for the program, one that shows receipts, a disbursements table and a

commitments tables. By utilizing merged dimensions we can place a filter at the report level to filter the other tables in

the report. Like this:
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Report Filter 21

* oadd fiter ¥ T

= Business0bjects Program

Vertical Table: Header Y Functional area - Key |In list + || D500_BADD
Vertical Table: Budget And
Vertical Table: Receipts " Cost Center - Key |[In list v |[ SC01/D5008A0000

Vertical Table: Disbursements
Vertical Table: Encumbrances i
Vertical Table: Balance

o o) Waterfall Chart: Block 23 (1)

Selected Value(s)

] @ = | | D500_BAOOD

By applying the merged dimension filter to the
report, you filter all the other tables in the
report, regardless of which query the
information originates.

oK Cancel Apply

-] [z Merged Dimensions
= 4 Commitment ttem - Budget Act Cl (Key)
% Commitment tem - Budget Act CI (Key) (FM EXP)

Working with merged dimensions is exactly the same as using 4 Burget Act Cl- Key (Bud ve At

objects from just one query. The merged dimension will simply % Commitment item - Budget Act C! (Key) (FI Vendor Actuals)
. % Commitment ttem - Budget Act CI (Key) (FM Rev)

merge all the values for the field from each query and allow % Commitment item - Budget Act CI (Key) (Open Encumbrance)

you to relate the measures to the shared dimension that is =@ Commitment item - Key

“ Commitment item - Key (Open Encumbrance)
found in two or more queries. The only difference is that you’ll % Commitment ftem - Key (FI EXP)

. . . . . . % Commitment ttem - Key (FM Rev)
be using the dimensions in the Merged Dimension area of the S #4 Cost Center- Key

“ Cost Center - Key (Open Encumbrance)
| Cost Center (Query 1)

“ FundiCost Center - Key (FM EXP)

% FundiCost Center - Key (FM Rev)

% Funds Center - Key (Bud vs Act)

% Funds Center - Key (FlVendor Actuals)

—|.- 1 Fiscal ear
) [I[ E

available objects area. Here:
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Creating Sections:

You can create a section on a merged dimension and then place tables within that section. Fommat ||~ 3
Each table will be filtered by the section value. You can create sections on merged dimensions |- & e i
as you would with any other objects. F x | 1
Insert
14. Drag your merged dimension into the report Smommm oo m oo o
g yourmerg port 'Fund (High Level)] ' X oo
a) Right-click in the column of the merged dimension | o= &———-""-—--% ___ cercemens |
7) hoose Sersecton d T i
Z.Fund (High | Budget Act C Budget A . T Turninto
fx  EdttFormula Ctri+Enter
BusinessObjects will then break each different value within Wy | (ELAREIAISD) | g T

m|m m
ol

X ‘x X
ola
«l

your table. You can then create one or more tables within 30000000 | CLASSIFIED | 501058

30000000 CLASSIFIED 501058

Start Drill
Group
Fitter
Ranking
Sort
Break

Hide

the section. =
30000000  CLASSIFIED 501058 0
30000000  CLASSIFIED 501058 EE ‘:
30000000 CLASSIFIED 501058 EAR o
',-.,. b Report|
Changing the display:

Once your table is set, it’s a best practice to start arranging the information on the page in the way that you want the

final report displayed. This is best done using Page Display.

15. To see how the finished report is going to look:
a) Go to the Page Setup tab
b) On the Display tab, change the setting from Quick Display to Page view.

E Report ﬂ- Portrait ~ | A4 hd rE‘J F‘age: | = Quick Display =1

ll;| Data Access | Anarysls/l/ Page Setu Reading Design ~ Data
Move Report | '_/Pa-;a | Header | Footer | B== =T Drisplay

< We are now viewing how the report would look if it were exported right now

30000000 EARMARKED FUNDS

Budget Act C Budget Act C Major CI Major Cl - K&y Posting perio Current Budget  YTD Actual Expe
CLASSIFIED 501058 PERS SVC 501000 # ]
A01058 FERS SVC  &01000 1 22,539,630 2,208,116.53
cO4i0cs =] L =¥ cOd 000 he ] = k¥ Bal=] cog TES O

\
T Report 1 /

15
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Note: you can go to the next page using the next page options at the bottom of the report:

Track Changes: D[ M 4 Pagetlof1i+ F M |§

= —

Changing the Margins, Orientation, and Page Size:
16. Change the page properties by going to the Page Setup tab and changing the Margins or other Page properties.

nat | “ Data Access | g Anarysis/l/ Page Setup Reading Design |~ Data “j‘ - |
Move Report | age Margins Display |

& Report [&9 Landscape ~f A4 + @0 079" H {09 = (079" H I [ore- H
F———F————|A4 Y

A3 =

A2

A

AD

Letter

No. Six 3/4 envelope v

AS

Report 1

30000000 EARMARKED FUNDS

Commitment

Budget Act C Budget Act C Major CI Maijor Cl - Key Posting perio Current Budget YTD Actual Expe Other Transa Remaining Balan

CLASSIFIED 501058 PERS SVC 501000 # 0 0

Removing Items from your report:
17. Almost any item (table, chart, cell, section, etc.) can be deleted by right-clicking and choosing delete. Let’s delete
the “Report 1” cell by right-clicking and choosing delete.

& cut CirlsX

| Copy S

I Report ) ) [
JARKED HU X Delete Delete
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Positioning the section, table, and sizing the columns:
Once you have the tables or sections in the report that you need, you can position them anywhere in the report.

18. To adjust the layout of the section:
a) Right-click anywhere in the section
b) Go to Format Section
c) Inthe Layout area, change the Minimum Top Offset and Top Margin to ensure that there is no extra space at
the top

Right-click Format Section
anywhere in the
secliontogetto { ~ -~ _ N

section General
propteries Vertical

. g Appearance

+ X Dekete Delete Layout || start on a new page
Edit Section
Repeat on every page

Commitment

| Actual Expe Other Transa RIS SN Ciri=R id page break
Report .
e ) i ’ Minimum Top Offset (08"
688,753.8 0 | 4] sem .
T hise =] Top Margin 0" =
anges: OFf Page 1071 o gy . Y
Format Section b
19. To adjust tables:
a) Right-click on the edge of the table
b) Go to Format Table
c) Inthe Layout area, set the Horizontal position to 0” to the left of the section.
Note: The steps for positioning a text box is the same
Format Table 2
Delete Delete General dorisontal
MM Border
Hm|  Turn into I+ ! Annearance || start on a new page
Assign Data... || awvoid page break
Linking - Vertical
_ || start on a new page |__| Repeat header on every page
& Publish as Web Service
|| Repeat on every page |__| Repest footer on every page
Fiter - || Avoid page break
‘%l Sort (3 | Relative Position
Break , Horizontal
1 -
W Hide P | | fromthe Leftof Section  *
= Order " Wertical:
= Aign - | o. X 5
| Format Table.._ I; ] fromthe [somomedge | of [<[z.Funa (High Level) - Key]: =~ +[Fund (High Leval)]

17




< .
admln Merging Data Sources in BusinessObjects - Finance

THE SOUTH CAROLINA
DEPARTMENT of ADMINISTRATION

Note: You can make the table’s position relative to other tables, charts, or cells in a report by selecting whether to make
them relative to the Bottom Edge or Top Edge of a report component. In the example above, the table is set be
positioned .1” at the bottom edge of our section header. This is particularly useful when you have several tables of
information on one page of the report and the length of any one table is subject to change. Making tables relative to
another will avoid one table overlapping another.

Adjusting the size of columns
You can set any column to auto-width, but for reports intended to be exported to PDF (like this one). It's generally a
best practice to have each column have a set width.

20. Change the size of multiple columns simultaneously:
a) Use Ctrl and left-click the Budget Act Cl and Commitment Items dimensions.
b) On the Format tab, go to the Size subsection and set both columns to 2.5”

30000000 EARI The selected Report Element |~ Format | Analysis |~ Page Setup |
columns will be o | | 2 Sy | dombs e e | Paing |

hl h|| hted Font | Bord Cell Style | Numbe: B Alignment | 5z= | Padding E

Budget Act C F idget A : C 1 aniig Arial rlllo =& &f||B £ U S A -|B-L Width: |25 " | Height: 016"
CLASSIFIED | SC01/50105¢
_ SIFIED | 501058 CLASSIFIED | SCO01/50105¢ 501068 CLASSIFIED POS 501058 17,145,067 28 17,14
: CLASSIFIED F 2 501058 | CLASSIFIED POSITIONS | 5010580000 3644166 1517436653 0 1153
! 20,789,233.28  15,174,366.53 0 5614
MEW FOS-CL 501058 MEW FOS-CL SC01/50105¢ o

f E040E0 LIC D LAcc LN RN vl
| NEW POS-CL

21. Change the size of the measures by:
a) Using Shift and left click within the Budget column.
b) Left-clicking the remaining balance column. This will select the two columns and all columns in between.
c) Change the size to 1.4”

Alignment | Se= | Padding / Teots ||
Width: [1.08 " | Height: |0.16 " =] | B 4

Commitment
[ Current Budget ¥TD Actual Expe Other Transa Remaining Balar|

3,644 166 15,174,366.53

20,789,233.28  15,174,366.53 0 5614,866.75 E
1

22. To Format Numbers:
a) Select all measures using Ctrl and left-clicking.
i) Note: You will need to select each measure in the subtotals and totals rows if you have subtotaled the table
before formatting the numbers (which we did).
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ii) Note 2: This is easier done by going to the last page of the report to see the totals rows, the subtotals rows,
and regular rows.

—
TENFLOVER CONTRIE T30 PRERET DTH-STEWF 130710000 TEe212
|

| EMPLOYER CONTRIB 513000 PRERY 2730000
I

| EMFLOYER CONTRIB 513000 ACG DTH, Regular Rows 900
|

| EMFLOYER CONTRIB 513000 PRE-Rewerrroenrorr————— 30780000 288.22
|

| EMPLOYER CONTRIm 1,379,382 563,626.68 0 815,755.32

!
!

!

| WiSG oPs 561000 WISC 0F Regular Rows | 11,425,406 | | | 11,426,406
! —

: — |
!
!

“ 16,179,930 I 13,092,545.02 | 19,234.84 I 3,068,150.14

{a,
S,
- e

teport 1 _
—
1- Track Changes: Off | W E Page 31 07 31 p | = B 100% - < J 9@ 23
—

b) Once all the measures are selected and highlighted (like the image above), you can choose the number format
of your choice. The setting will then be applied to all selected columns.

|| Format L Data Access | Anaiysis | Page Setup | Reading |Design |~ Data & - @)
et Aignment | Se= | Fasang | =
9 v A A||E -] Custom || Width: 1.4 | Height: |0.16 5 | & 2
1.23456TE3; -1.234567E3 a
1235, 1235
1235; (1235} E -
000 PRE-RETDTH-STEMP 123457 -123¢57 i 0
1,235, -1,235
000 PRE-RETDTHBER-POLIG e o eisaasny b
000 ACC DTHEBEN-PO|OFF $123457, (5123457 v
51,235, (51,235)
000 PRE-RETDTH BEN-ORP Trorstol 208.22 0 28822
1,379,382 563,626.68 0 815,755.32
000 msC oPS ser000 | 11,426,406 | | 1,426,406 |
| 11,426.406 | | | 11,426,406 |
[ 16,179,930 | 13,002,505.02 [ 19.234.84 | 3,068,150.14 |
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Putting Tables into your Report:

Once you've got your margins and other settings changed, you can drag information from the different queries into a
report and filter them all for the same FI Account Assignment Information using the Merged Dimensions that we merged
earlier. Your report can contain multiple tables from multiple queries, but using a merged dimension will allow us to
filter each table for the same Funds Center/Functional Area.

Report Filter o ¥

- ,‘fp.,l.-n.—.um$<;ﬁ a w (g

= Jj 3rd of the Month report [1] [1] a

E}
™= Vertical Tahle : Header
™ Vertical Table @ Sudost
™™ Vertical Table : Receipts
P Vertical Table : Disbursemeants
™= Vertical Table : Encumbrances
™ Vertical Table : Balance Pagel
ol Waterfall Chart : Block 23 (1)

| Functional area - Key | InList =| |D500_BAQO

W Cost Center - Key | InList ~| |5C01/D500BA0D0OD

Functional area - Key In List
D500_BADO

D500_0001
D500_000zZ

QK Cancel Apply
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