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Portal Access

Bl version 7.0 reports are published on the portal for easy access. To access your Bl reports via the portal, simply logon to
the portal as you would to access ESS, for example.

1. Click on the Business Intelligence tab.
2. Click on the Campus Reports tab. (Tab names may vary based on authorizations and roles)
3. Click on a report link to open it in a new window. Some users may see subfolders at this level as well.

Walcome Bl 10CampusTast Pennsylvania State System of Higher Education Logeff

Budgeting | Human Capital Management | Purchasing | Position Budget Management | Manage Saved Views | BlMessage Administration

Messages & Announcements System Status

= Award Report k3
= Budget Repo
= Purchasing
= Wendor Numl

w BI7 Training Daes (ﬂ System Online
jecinient

ew B 7.0 Bubaet Report. Use to view Budaet, Actual. and Fning class, we are offering another opportunity for this

) ) nts on Thursday, March 15th from 9:00 to 11:00. Email
Commitment Information.

University Contacts

Tﬁ; BI New User Training Budget Office

o b s e oot LS, E1BSS i intended for users who have not previously used BI or those who would like 3. Lo e i A s 2 s e

If you don’t see the Business Intelligence tab or the one which designates your functional
area (Ex. Accounting & Finance), you do not have the appropriate Active Directory Group assigned

to you. Please note, portal roles vary for each person. Your portal layout may differ from the
screen shot.

Variable Entry Screen

After clicking on the report link, a Variable Entry screen will usually appear before the report runs.

Variables allow the user to change the report criteria before execution. Use caution, variables determine the data you
will see. Generally, analytical reports have more flexibility by giving the user more variables. This also adds risk and
requires the user to have a better understanding of the data. Finished reports, in contrast, have no or fewer variables
and are more restricted at the query design level.

If a Variable has an asterisk to the left of the
description, it is required. You must enter a value
P =] [Save] [SaveAn] [ chom varene rereanaieaion | DEfOrE running the report. This is often done for
General Variables time variables to limit the amount of data and

Variable 7 Current Selection Description red uce run t|me
* o Fiscal Year 2012 2012

Variable Entry

There are different types of variables. Some allow
ranges, some only allow a single value, and some
will allow the user to enter multiple values.

Commitment tem Hierarchy

Commitment tem (Multiple Requ i I'ed

Functional Area Hierarch:

Functional Area (Mutiple or Single)
User ID (Multiple or Single)

User Mame (Multiple or Single)
—— =" Screen shot of a typical budget report.

Variable screens vary by report.

o g o g iy o g |
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Tab Layout

tabs.

G2

&

Bl reports are typically bundled into a tab layout. The variables entered when the report is executed are applied to all

To navigate from tab to tab, click on the appropriate tabs. Please note that a user should click one time only. Bl will
display a processing wheel until processing is complete.

In some cases, time variables may not apply to certain tabs. For example, trend tabs may automatically display
5 years, for example, and ignore any time variable entered by the user.

For most reports,
tabs are arranged in a
logical order.
Summary or high
level data is typically
first followed by
more detailed or

at the end.

Budget

Commitments Actuals

Travel Overtime Food WTD Actuals Trend P Actuals Trend F Budget Trend Payments Dashboard

Shippensbi

Funds Center

Fund

Show AllValues

SH Summary

] SHE ¢ BT FE R T E 2 E e

Funds Center

| |Show Al Values

Last Data Update: 06/20/2012 06:06:31

Chem Category

Commitment ftem Fiscal Period

]

ﬂ Show All Values ﬂ Show All Values ﬂ Expenses & Transfers

Variable Filte
FiscalYear 21

Active tab will be darker than the others. l& Transfers
penses ransrers

Speciﬁc tabs. » Current » Commitments:* ¥ Actuals:® -C R R
Budget + Actuals
Specialty tabs, like Funds Center = s s s s s %
Trends’ can be found J 6511100000 President's Office
J 6511100010 University Related

Dir-Pulr RelEvents

| 6511101000

Query Description and Last Update

A. For each tab selected, the description of the query will display. The query provides the underlying data for the report.
B. The Last Data Update date and time will also display on the information bar. This is the day and time the SAP BI
reports were last updated with SAP transaction or master data. Keep this date and time in mind when viewing Bl

reports. Remember, Bl is a reporting platform and does not contain real-time data.
Commitments Actuals Travel Overtime Food ¥TD Actualz Trend FY Actuals Trend FY Budget Trend

Payments Dashboard

P

Ishippensburg SH Summary A

kB) Last Data Update: 06/20/2012 06:06:31 I

EEEEIEDEEEERE REEEZE]E

Funds Center
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Global Views

unds Center

Fund Hierarchy
Funds Center

Funds Center = Cl Category Summary Cl Category (SH) Expenses & Transfers
Funds Center > User ID > Name typically other navigational states

Budget . Commitments | Actuals . Travel | Overime , Food . YTDActuals Trend . FY Actuals Trend , FY Bu Each tab may contain multiple
S TETE i & ST i | views in a dropdown list. Simply

SHE ¢ BRI BRIE & EAE @ click on the dropdown arrow to

| 4

* Commitment tem Hierarchy display a list of views built on the

Fizcal Perind Center, Commitment tem Fiscal Period ,

query. Click on the desired view
and wait for the screen to refresh
with the new view. The views are

Ll Values ﬂ Show Al Values ﬂ Show Al Values ﬂ

Dynamic Filters

Expenses & Transfers

of the same data but may also
contain specific filters or
conditions.

The default view is typically designated by an asterisk * before the view description. | The view dropdown list contains

global views — available to all who
use the report.

' Each view selected will

reset dynamic (tab specific)
filters.

Toolbar Button Icon Legend

oo w>»

G mm

~ =

voz<

= H EE | & & | Bl ¥ 5B

@M@@)M@O@ @@13@

OPEN - Access and open any previously saved used-defined views.

SAVE - Save a user-defined View after implementing formatting and criteria changes.

BOOKMARKING — Save a link to your browser’s favorites or copy a link to your clipboard.

UNDO - Undo last navigation change. Each click will back out another step / change. Allow time for each screen
refresh.

RESET - This will undo all user navigation, filter changes, and return the view to the way it was delivered.
VARIABLE SCREEN - This will return the user to the Initial Variable Screen to change his or her selections.
FILTERS DISPLAY — Hide/Display Variable (report-wide) and Dynamic (tab only) Filter Values. The report defaults
to display variable and filter values.

DROPDOWN FILTERS & MENUS — Hide/Display fast filter dropdowns and menus. The report defaults to display
fast filter dropdowns and menus.

FILTER PANE - This will allow the user full access to apply / remove filters on the data. Toggle on / off.

EXCEL - This will allow the user to export the current view to Excel for further processing.

PDF PRINT - This will convert the current view to a pdf format to allow the user to either print the view or save
the pdf file.

NAVIGATION PANE - This will allow the user full access to the building blocks of the current view. Toggle on / off.

. FULL WINDOW VIEW - Open the report detail or chart in a full window to aid scrolling.

PROPERTIES - This will display the properties of the current view. Toggle on / off.

DOCUMENTATION - Access the report documentation and/or tab specific notes.

ADVANCED OPTIONS - Gives users the ability to activate/create exceptions and conditions, save global views,
create/edit a report broadcast, export with various formatting options, and/or display system messages. Toggle
on / off.

NAVIGATION MANUAL — Provides a link to the general navigation manual surrounding BI.
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Open Saved User-Defined Views =

future reference. Saved Views can save considerable

time. Click on the Save User-Defined Views E]J icon
on the toolbar to create a new user-defined view.

1. The Save Variable Values will be checked by
default. Uncheck this box before saving.

2. On the Favorites tab...

3. You will notice all the views you have saved. You
can click on one to overwrite it (with the same
name) or double-click on a folder to save in a
folder.

4. Type the Description of your view.

5. After typing the Description, click OK to save the
user-defined view.

2 Folders can be created to organize your
“Favorite” views. Go to the Manage Saved Views tab
under Business Intelligence on the portal.

[ 1 iD Save Variable Values

Click on the Open User Defined Views icon on the Open =B
toolbar = to open the views you had previously system: o e o g, [,
saved.
. . 1 : :
1. Your user-defined views can be found on the km SExPortfolo | My Portfol
Favorites tab of the Open dialog box.
Description =
2. Click on the view you want to open. B
k2)7 @EudgetbyFunds Center
3. You will notice after clicking on the view the __ [® Purchasing Technology POs
description will appear. Verify you have the = S“m‘“‘”g S1% of sach Commiment ftem
. . Top Ten Vendors - All Expenses
correct view selected. You can ignore the —o :
technical name. Click the OK button to open the
view.
4. After clicking OK, you may be prompted to enter
variables. Your current report will then be
replaced with the user-defined view you
selected.
Descriptinn:&udget by Funds Center
Technical name: |2012_03_15_0_ESUPS
% Cancel
Save User-Defined Views &l
After making navigational and/or filter changes to a Save As =B
report, you may wish to save those changes for
System: J Type: J %‘ ‘

Description =

@ Budget by Funds Center

@ Purchasing Technelogy POs

@ Remaining /% of each Commitment kem
@ Top Ten Vendors - All Expenses

Description: | Commitment kem by Person Responsible | 4 I
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Manage Saved Views - Open Views on the Portal

The Manage Saved Views tab on the Business Intelligence menu will be used for two purposes. It will enable a user to
directly access a personal view they have created. These views will appear in the “Favorites” folder. Additionally, the
portal is the only place a user can delete his or her personal views. Other users will not be able to see your personal
views so feel free to create as many as necessary to meet your reporting needs.

To open a view from the Business Intelligence>Manage Saved Views tab, simply click on the view link. The report will
run on the home page of the portal.

Open Personal View on Manage Saved Views of Portal vs. Open Folder on Reports

Manage Saved Views Tab Open Folder on Report
e Views can be deleted and renamed e Views cannot be deleted or renamed
e Folders and subfolders can be created to organize favorites o Folders and subfolders cannot be created
e Variables are not called. Report runs with saved variables e Variables are called and can be changed prior to execution
e No working wheel is displayed e A working wheel is displayed showing the report is running
The saved view opens on the Home page of the portal The saved view opens in the same window as the current
report

Managed Saved Views - Delete Views on the Portal

To delete a view, click on the context menu icon to the _ Manage Saved Views

right of the view name and select delete from the context () Favorites =

menu. This will only delete your personal view and will not _ Size  Rating Modified
5 0 Bytes 3MEM210:32:31 AN

affeCt Others L 0 Bytes 3912 10:33:58 AM
| move.. = 0 Bytes 315112 10:46:55 AM
[| Rename... 0 Bytes 319112 10:34:26 AM

Create Link...
Clipboard 3

Add to Portal Favorites:..
Send To...

Edit Locally

Details

Business Intelligence (BI) Training Manual - General Navigation Page 8



Bookmarking / Favorites

After clicking on
the bookmark
button, you have
the option to
Copy to Clipboard
or Add to
Favorites

Add bookmark to the Web browser favorites?

Copy bookmark to the clipboard?

A. Copy to
Clipboard will
simply copy a
URL to your

A
computer’s 0

Save Bookmark to Browser Favorites E m J

-

Copy to E‘.Iipbl:lard'l Add to Favuritesl Cluse|

Add a Favorite

===

Add a Favorite
Add this webpaage as a favorte. To access your favorites, visit the
Favorites Center.

Hame: Mansfield MA Budget Report (7.0) (CI

(eate in: [T_? Favarites v] l New Folder l

][ Cancel ]

@Add

clipboard. You

will not see anything happen when you click this button. Instead, use the paste command (Ctrl+V) to paste the URL
into an email or other document. You can also create a new shortcut and paste the URL in the shortcut location field.
You could, for example, create shortcuts on your desktop or network folder to predefined Bl reports.

B.  Add to Favorites will allow you to add the bookmark URL to your browser’s favorites. After clicking on the Add
to Favorites button, the Add a Favorite dialog box will appear.

C. Simply change the name to whatever you would like to call your favorite and

D. Click the Add button. It will now be listed with your other favorites.

Bookmark vs. Saved Views

Bookmark

Saved Views

o All Variable values are saved
e Generates URL that is saved as a favorite locally on your
browser

(unless the bookmark link is saved elsewhere)
e You can bookmark the same report multiple times with
different variables, navigation states, tab displays, etc.
e Bookmarks are easy to share

e Only available on the PC where the bookmark was created

e Variable values are not usually saved with the view. Views
will save the report, tab, navigation state, and dynamic filters
but will typically not save variables. The view can apply to any
set of variables.

e You use your portal ID to access views. BW logon not needed

e Views are saved on the Bl server

e Views are available on any computer

e User-defined views cannot be shared with others

Business Intelligence (BI) Training Manual - General Navigation
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Undo ﬁ

Click on the Undo icon ﬁ to undo your last navigation or filter. Each time you click the Undo button you will undo one
step. You can click multiple times to undo multiple steps but you must wait for the screen to refresh after each click.

DO NOT use your browser’s back button or your browser’s context menu back button.

Browser Back Button and Context Menu Back Button Bl Toolbar Button

¥) BEx Web - Employee Tumover Summary - Mozilla Firefox

Forw
'eb - Employee Turnover Sum... + Reload

Ei View History Bookmarks Tools Help
(& s @hﬁps:ﬁpm‘cal.passh Eﬂ“‘@& EBJ * J
ard

Stop

Employee Turnover Summary

Reset ﬁ'J

Clicking the Reset ﬁj button will remove all navigation steps and return the report to the original navigational state. It
will also remove any dynamic filters that were added since the report was executed.

Business Intelligence (BI) Training Manual - General Navigation Page 10



Filters Display el

A. Variable Filters: This will display the variable values entered when you ran the report.
B. Dynamic Filters: This will display any filtering done on the current tab. Dynamic filters only apply to the tab you
are viewing while Variable Filters are the same for all tabs.

K3
C. To hide the display of the Variable and Dynamic filters, toggle the E icon. Hiding the filter values will give you
more screen area for the data but you may lose track of the filters on the data you are viewing.

Variable Filters @ Dynamic Filters
* Non-Personnel & Exp. Chargebacks

Fiscal Year 2012 Cl Category

Fund Hierarchy  12-Special Programs Budget Summary Structure  'CurrentBudget
'Commitments
tactuals
ICommitments& Actuals

Fast Filters E1- Dropdowns

Each tab may contain a filter dropdowns with a list of values. For example, if you run the report for multiple
Commitment Items you can simply select a single subgroup from the dropdown. After making a filter selection, the
screen will refresh to display data for the single filter value.

Funds Center - EHE ¢S B vIHE R = = EAE G
Fund, Funds Center Commitment tem Fiscal Period Chem Category ,
Show All Values ﬂ Show All'Values ﬂ Show Al Values ﬂ Show All'Values ﬂ Expenses & Transfers ﬂ
FTOUGY FTIOT T Sar GUTTCITS N
Variable Filters 501110 Faculty Salaries =
FiscalYear 2012 501125 Fac Sal Dual Emphymt L=

501135 Faculty Sabbaticals
Expenses & Trans: 501140 Fac SakDept Chair

501200 AFSCME Salaries

FCurrent_? CDI‘I‘II‘I‘Ii‘tI‘I‘IeI‘ItS:? = Remaining=* = Remaining:~

Budget Iq - Actuals -
Funds Center = 3 501410 SCUPA Salaries

501501 Mo BU Sal Dual Empl

5 3 %
J 6511100000 President's Office
501520 PS3U Othr Salaries
J 6511100010 University Related CAEAR A e St j
J 6511101000 Dir-Pub RelEvents
J 6511101010 Dir-Publcatn/Advert
i

Selecting a different view will reset all dynamic filter values.

Selecting a filter from a dropdown menu will only filter that tab. Only variables restrict all tabs.

Fast Filters ¥ - Menu

=, e T, The description text of each Fast Filter dropdown box is also

Display M= [Show Al Vaiues =] [Show Al Valuss a menu of common actions. For example, you could quickly

Sort v change the Display settings (Key and Text), Sort (Key or Text),
A Dynam

Activate/Deactivate Hierarchies (if available), Display or Hide

Results Dizpla Ml Deactivat Cl Catec o .

Sridourn Py | B Results Rows, Add or Remove the characteristic in drilldown,
Select Fiter Values open a filter dialog box, Clear Filter values on the

Clear Fiters characteristic, or call the dialog box that displays all the

All Properties.

characteristic’s properties.
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Filter Pane E

add or remove a filter on any characteristic or key figure.

Fast Filter and the Filter Pane.

Click on the Filter Pane toolbar button to display the Filter Pane above the data table. The Filter Pane will allow you to

A. Click on the Filter Pane button. The button is a toggle — click on again to hide the Filter Pane.

B. The Filter Pane will appear above the data table, specifically below the Fast Filters. All Characteristics and Key
Figures will be displayed as dropdown boxes for filtering.

C. If you used a Fast Filter dropdown, notice the same Fast Filter dropdown filter values can be found in both the

m Budget Commitments. Actuals Travel Overtime Food YTD Actuals Trend FY Actuals Trend FY Budget Trend Payments Dashboard
Shippensburg SH Summary Q Last Data Update: 06/18/2012 05:33:28
* Commitment ttem Hierarchy - EHEE ¢ B FE 8N E & R E @
Fund Funds Center , Commitment tem Fiscal Period , Cltem Category
6511000000 EZG Funds w«« Al Values =] [show Al Values =] [snow Alvalues = | [Expenses & Transfers ]

Expenses & Transfers  Ex

Budget Summary Structure: | Show All Values _L—I C | Category (SH): |Expenses & Transfers ﬂ Commitment tem: |Show All Values ﬂ Document type: | Show All Values ﬂ
FC User ID: Show All Values |~ | FC UserName:  |Show Al Values |~ | Fiscal Period Show AllValues |~ |  Functional Area: |Show All Values |~ |
Fund: (_\ 6511000000 E&G Fun: J Funds Center: Show Al Values ﬂ
Variable Filters \:BJ Dynamic Filters
Fizcal Year 2012 ClCategory (SH) Expenses & Transfers
Fund 6511000000 E&G Funds

¥ Current _

Budget =
Commitment ftem = 5
| so1110 Faculty Salaries
J 501125 Fac Sal Dual Emphymt
J 501135 Faculty Sabbaticals

& Transfers  Ex

¥ Commitments =¥

P Actuals:? =C i = " R

&Transfers Expenses & Transfers B> & Transfers Ex & Transfers

* Remaining =¥
+ Actuals

Filter Pane vs. Fast Filters

Filter Pane

Fast Filters

All Characteristics and Key Figures in the query are displayed
Drag-and-drop functionality

Must open dialog box in most cases to filter — values not
listed directly in dropdown

The characteristics or key figure description is text only

Can select multiple filter values with the dialog box

Only commonly used Characteristics and/or Key Figures are
displayed

No Drag-and-drop functionality

Available filter values display in dropdown box

The characteristics or key figure description is a menu of
commonly used commands

Can only select one filter value at a time

Business Intelligence (BI) Training Manual - General Navigation
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Filter Pane - Dialog Selection

1. The Filter Pane will
display above the data
table with all available

characteristics and key

4. Find the value(s) you
want to include (or
exclude) in your filter and

1000

Refresh

Maximum Records:
[ Select Al

Commitment tem: Key (Partially Compounded):*

select the value(s) by ¥ -
clicking on the block to — z:ii
the left. | so@ss2
5. After making your | somsmn
selections, click on the | 5'935'33
Add button to move —

values to the Selections
table on the right.

6. After clicking the Add
button, the added values
will display on the
Selections table.

7. You can also exclude
values by selecting the

599582
605110
605130
608110
606115

Enter a value for.
Commitment tem:

Commitment tem: Text:~

PNA Spouse UG Wwr
SPFPA Tuition Waivr
Coach Depdnt UG Wvr
Grad Asst Tuit Wyr
Ra/Grad Dir Tuit Wvr
Other Empl Fee Wyr
RAJGrad Dir Heng Wvr
RAJGrad Dir Ding Wwr
Postage
Freight/Shipping

Local Telephone Sve

Long Dist Tele Svc

[Select Al @ @

kB)J T):e

g ﬂ Change Orderﬂ g

ﬁgures Budget Summary Structure: | Show All Values ﬂ Cl Category (SH): | Expenses & Transfers ﬂ Commitment tem:| Ehuw All'Values ﬂ Documer|
. FC User ID: Show All Values ﬂ FC User Name: Show All Values ﬂ Fiscal Period: Show All Values Functiond
2. Tofilteron a _ .

Lo Fund: Show Al Values ﬂ Funds Center: Show Al Values ﬂ Lz)
characteristic U) </
(Commitment Item in this
example) select Edit from
the dropdown box.

i X . Select values for Commitment item (QCMMT_ITEM) = &3
3. A new dialog window will 9
open for the Show tool: |Single values |~ | Show view: |Al -]
characteristic selected. Al Selections

7

Drescription

605110 Postage

value and clicking the red

square to exclude the
value (Note: not all
characteristics will have
the exclude option).

Budget Summary Structure: | Show All Values ﬂ
Show All Values ﬂ
Show All Values ﬂ

FC User ID:
Fund:

FC User Name:

Funds Center:

Show All Values ﬂ
Show All Values ﬂ

|}
Cl Category (SH): Expenses & Transfers ﬂl Commitment tem: Postage ﬂ |’

Fizcal Period:

Show All Value!

8. When complete, click the
OK button to transfer the
filter. |
9. After clicking the OK
button to transfer the
filter values, the
dropdown will display the
filtered value.

S A “3” before the value indicates the value is excluded.

Business Intelligence (BI) Training Manual - General Navigation
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Filter Pane - Drag and Drop

restrict or exclude them from the results,
depending on the “drop” location.

Variable Filters

Fiscal Year 2012
To filter or restrict to a single value, click on the o
value and drag-and-drop it onto the Filter Pane. 2] 2]2] page

Instead of using the filter dialog box to select Budget Summary Structure:
filter values, you can also drag and drop values to | "="*®
Fund:

Cl Category (SH)Y: Expenses & Transfers ﬂ Commitment tem: | Show Al Valu
Show All Values |+ | Fiscal Period:

Show All Values ﬂ b

Show Al Values ﬂ
Show Al Values ﬂ
Show Al Values ﬂ

FC User Name: Show All Valu

Funds Center:

Dynamic Filters

Cl Category (SH) Expenses & Transfers

20/0f29 | » | =] =]

Expenses & Transfers Expenses & Transfers Expenses & Jransfers  Expenzes & Tra

The Filter Pane will highlight in teal when you -

P Current _ ¥ Commitments == F Actuals, = Commitments
hover over it with the selected value. Left click, hold, and drag a Budget © SHEIEE
characteristic (or key figure) 3 3 3
Drop on Filter Pane and wait for screen to _ | value onto the Filter Pane. 71,035.20 7,
refresh. — — 821000 =
| semss1 g = 67,779.00 87,
‘_ 139,345.00 139,
:[ 805110 Postage 394,766.72 488,
B06110 A {67168 49,789.51 87,
" | sost115 Long Dist Tele Ste 18,674.89 2,386.98 2,819.36 5,
" | eost30 Tele Equip Install 27,538.23 227353 17,718.55 19,
" | eos140 SSHENet Charges 297,651 87 103,982.63 192,924.83 295,

Commitment kem:

Postage ﬂl

Show Al Values ﬂ

Fizcal Period:

Expenses & Tranzfers
¥ Current =
Budgst ™
Commitment kem = 5
605110 Postage 530,339.03

After dropping the value onto the Filter Pane, you will notice the data
table will display only the single value and the Filter Dropdown on the
Filter Pane will also indicate there is a filter.

. The Filters tab will always display all dynamic filter values.

To Exclude a value from the data, click on the
value and drag-and-drop it off the table until

FC User ID:
Fund:

by the curser indicating the
value is going to be excluded. A “!” before the
value in the Filter Pane indicates the value

you see the
“y» Variable Filters
* Fiscal Year 2012

Budget Summary Structure:

Commitment ftem: |Show All Values ﬂ Docu

Show All Values ﬂ

s

Cl Category (SH): Expenses & Transfers j
Show All Values ﬂ
Show All Values ﬂ

Show All Values ﬂ
Show All Values ﬂ
Show All Values ﬂ

FC User Name: Fiscal Period Fun

Funds Center:

Dynamic Filters

Cl Category (SH) Expenses & Transfers

| =] a]Page| z20/ofzs »|=|x¥]
is excluded. Expenses & Transfers Expenses & Transfers Expenses & Transfers ExpensesTransfers Expense
P Current _ P Commitments == P Actuals == = Cof ents _ = Remai
Budget < gfuals -
Commitment ftem = 5 3 5 5
Commitment tem: I ‘Long Dist Tele Svc I ﬂ 598583 Ra/Grad Dir Tuit Wvr 71,035.20, 71,035.20
" ssss00 Other Empl Fee Wwr 225,00 3821 38,210.00
| seesen RAJGrad Dir Hsng Wyt &7 2/08 00 &7,779.00
7| ssssez RA/Grad Dir Ding Wvr 345.00 139,345.00
: 60 Click and Drag [pstage ST 93,666.80 304, 766.72 48843361
132,329.18 3767168 4978951 87 45119
- :E 506115 Long Dist Tele Sve 18,674.89 2819.36 5,206.34
= . I_f yOl:I dr?g offa Ch?raCterIStlc . | eu6130 Vi, Tele Equp nstal 2753823 227353 1771855 19,992 08
description, it will remove it from the drilldown, L
not exclude any values.
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Filter & Navigation Pane - Filter and Drilldown with Drag and Drop

Fund, Funds Center , Commitment tem , Fiscal Period Chem Category |

Show All Values ﬂ Show All Values ﬂ Show All Values ﬂ Show Al Values j Expenses & Tran

Variable Filters Dynamic Filters

Q

Expenses & Transfers Expenses & Transfers Expenses & Transfers
b Current _

. ¥ Commitments =¥ b Actuals -7
Budget

Cnmmrtmené Eem = | & 3 3

Fizcal Year 2012 Cl Category (SH) Expenses & Transfers

200029 v | =] ]

(2] =]] page

B Navigation Pane

~ Columns
= Cl Category (SH)

= Budget Summary Structure
T Hows 598583 Ra/Grad Dir Tuit Wvr 71,035.20
° EITIET A 599500 Other Empl Fee War 22500 38,210.00
* Free characteristics ol .
599581 RAJGrad Dir Heng Wvr 87,779.00
= Document type —
599582 RA/Grad Dir Ding Wwr 139,345.00
= FC User ID —1
805110 Postage 530,3358.03 93,666.89 384 78672
= FC User Name —
| &08110 Local Telzphone 5 B 132,329.18 3767168 4978951
Click and Drag 508115 Long Dist Tele Sve 18,674.89 2,386.98 2,319.36
2753623 227353 17, 718.55
606140 S5HENet Charges 257,651.87 103,982.63 192 824 83
807100 Advertising 686,455.61 211,454 54 428,195.52
Fund Funds Center , Commitment ttem , Fiscal Period , Cltem
Show AllValues ﬂ Show AllValues ﬂ Long Dist Tele Svc ﬂ Show AllValues ﬂ Expen

Variable Filters Dynamic Filters

Fiscal Year 2012 Cl Category (SH) Expenses & Transfers

|Cnmm'rtment tem  Long Dist Tele Svc E

Expenses & Transfers Expenses & Transfers Expenses & Transfers

b Actuals:*

[ MNavigation Pane

¥ Current _ ¥ Commitments ==
* Columns Budget ~
= ClCategory (SH)

= Budget Summary Structure

* Rows @
¥ Free characteristics

= Commitment tem

Fund =
511000000 E&G Funds
6513000500 Comp Health Fund

J Overall Result

Using the Navigation Pane, or
Filter Pane, you can filter and
drilldown in a single step.

A. Left-click and hold on the
characteristic in the
Navigation or Filter Pane.

B. Drag the characteristic onto
the data table and drop it on
the value you would like
restricted.

C. Notice in the example,
Commitment Item has no
restrictions prior to Fund
being dropped onto a
Commitment Item value,
such as Long Dist Tele Svc.

D. After releasing, the
characteristic moved from
the Navigation or Filter Pane
will appear in the rows.

E. Additionally, you will notice
the characteristic value that
the new characteristic was
dropped on now shows up in
filter restrictions.

By following these steps, you can
easily filter and restrict with a single
drag and drop action.

2 Remember, this action can be
performed from the Filter Pane and
the Navigation Pane.
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Hierarchies - Overview

Hierarchies group characteristic values together for reporting purposes. The layout of a hierarchy is similar to a folder
and subfolder structure. Lower levels of a hierarchy roll up into higher levels creating subtotals at defined levels.

Some hierarchies are created in the SAP transactional system and transferred to Bl every night, like BCS Groups and
PASSHE’s standard commitment item hierarchy. Other hierarchies are created and maintained directly in Bl and are only
available in Bl for reporting, such as hierarchies created on Fund, Vendor, PO, Fiscal Period, etc.

PASSHE Standard Commitment Item Hierarchy Active Hierarchy Deactivated for Commitment Item
Commitment tem:* 5 Commitment tem = 5
~ COMMITMENT ITEM HERARCHY — COMMITMENT TEM HER 30,836,287 26 505100 Postage/Freight’Ship 150,00

~ 2-EXPENSES Expenses 18,859,640.05 " | &os110 e 20707 71
~ NON-PERSONNEL Nen-Personnel 18,858,640.05 605130 Freight/Shipping 51498321
7 OPERATING Operating 18,084,082.16 606100 Telephone & Telecomm 6,250.00

P UTILITES Utilti 3,582,744 56 —
fhes o 606110 Local Telephone Sve 118,562.37

P LEASES-REAL_ESTATE Leases-Real Estate 155,518.13 — .

606115 Long Dist Tele Svc 28,788.27

P STUDENT_AID Student Aid 1,582,844.00 —
606120 Telecomm Leases 150.00

~ OTHER_EXPENSES Other Expenses 12,762,975.47 —
) 606125 Telephone Line Rent 14,640.00

¥ 605 Postage/Freight 102,350.52 —
b 606 Telecom Charges 704,137 45 L] zemae o e 7,380.00

Hierarchies contain nodes that can be open/expanded or closed when you click on the node symbol. When all the
hierarchy nodes are expanded, you will see the individual characteristic(s). The characteristic values are the leafs of the
hierarchy tree and cannot be expanded.

Hierarchies for Common Characteristics

Fund — Every university has the ability to roll funds up in a hierarchy similar to their application of funds. For example,
all E&G funds (xx11xxxxxx) can quickly and easily be selected or displayed. Similarly, all Restricted Grants, for
example, can be filtered or displayed.

Funds Center — Funds Center hierarchies are available to every university as well. Most use the BCS Group as defined
in SAP but others have custom Funds Center hierarchies.

Commitment Item — Bl users can select from several Commitment Item hierarchies. Every university will have the
PASSHE standard Cl hierarchy. Many have custom “pool” and “line” hierarchies as well and there is even a
commitment item hierarchy for a BUDRPT view for the budget office.

Account - In accounting reports, a hierarchy on account can be activated to group accounts into the standard PASSHE
commitment item hierarchy for revenue and expenses. Assets and liabilities are also grouped on account hierarchies.

Fiscal Period — Hierarchy activation will group periods into quarters and half. Some fiscal period hierarchies will put
SPO into July.

Vendor — Vendors can be grouped by APAY, employee, university, one time, etc.

PO Number — PO Number hierarchy will group PO numbers by the type of PO (Standard, Contract, Rush, etc.)
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Hierarchies - Activate and Deactivate

Context Menu T Back N %
You can activate or deactivate a hierarchy several ways. | Fitter »| CO ENT ITEM HIER
1. Right-click on the characteristic with the active/deactivated Ex Change Drildown — »
hierarchy NEMéyF v Hierarchy Active
2. From the context menu, select: *| Propertios L L Expand Higrarchy ¥
3. Hierarchy Active to toggle the state. The v on the context menu R
indicates the hierarchy is currently active.

This action will activate the default hierarchy only. You cann
a list of possible hierarchies.

ot select from

Fast Filter Menu

If there is a Fast Filter menu for your characteristic...
1. Click on the menu item (commitment item in this
example)
2. Select the Hierarchy to activate from the menu

Commitment tem,
Display
Sort

Results Dizplay

Activate PASSHE Standard
¥ Activate Line Budget( 2
¥ Deactivate

Drilldown
Some may have multiple hierarchies to select. Most will only Select Fiter Values |
have an Activate or Deactivate option. In this example, there Clear Fitters
are three possible hierarchies to activate for Commitment Item. All Properties
Each will group and subtotal commitment items differently.
Properties>Characteristic ———— <
You can also activate the hierarchy, and many other options, from the eos( 1 Sack

characteristics’ properties window.

Fitter
Change Drilldown

60511
605130

Higrarchy

1. Right-click on the characteristic to bring up the Bl context menu R
2. From the context menu, select Properties>Characteristic to open the | sst10 _ﬂmem D
properties dialog box for the selected characteristic 608113 T TUETRTICR ST hata Cels
606120 Telecomm Leases e o
3. Onthe Hierarchy tab... Properties of Characteristic Commitment Item (Result Set Context)
4. You can pick from all the available hierarchies
5. Activate or Deactivate General MGy Sotno | Advanced
6. Select a level to expand all nodes Hierarchy: |Master Data Hierarchy for FId Area SSHE [v000] ﬂ@
7. Position the hierarchy to roll up or roll down 5 ) (v ierarchy Active
(subtotals above or below the lower levels) Expansion level : A @
) ] i . . /) Fosition of Lower-Level Nodes: [Beiow | =]
8. Hide a node if there is only a single node below it. ] Contientaion of Hextes:srih Onty O Lorwr: Lol e @
This saves space but can produce a confusing Q) ¥ Show Values of Posted Nodes
output for some. Display
9. Ifanode has a rollup value and a posted value (not Text Display @ -
typically done) you can check this box to see the Hiorarchy Node(s) |
posted and rollup values as two separate nodes. ~]
The nodes can display text and or the key. You can ‘ l = J
show the text for the hierarchy and still display the 1 —
key and text for the characteristic (on the General tab).
10. OK to transfer settings
Multiple Ways to Activate a Hierarchy
Context Menu Fast Filter Menus Properties>Characteristic
e Simple right-click on characteristic | e Simple click on fast filters menu item o Multiple steps required
e Only one hierarchy (query default) is| ® Multiple hierarchies (but not all) may | e All hierarchies are available, even those
available be available created for other universities
e Available on all characteristics o Available on some characteristics ® Available on all characteristics
o Many other hierarchy settings available
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Hierarchies - Expand and Collapse

You can expand or collapse hierarchy nodes one at a time or quickly expand to a set level. To expand a node
simply click on the node symbol *. When expanded, the symbol will turn to a down (or up if lower levels are set
to above) symbol =, indicating it is expanded. Hierarchy nodes will always display an expanded or collapsed icon.
When the hierarchy is fully expanded, the individual characteristics will display a bullet = symbol.

 2EXPENSES penses 18,859,640.05 ~ OTHER_EXPENSES Other Expenses 12,762 975.47

] ~ NUN—F‘ERSUNN 18,858,640.05 *505 Postage/Freight 102,350.92
- Operating 18,084,082.16 - 605100 Postage/Freight/Ship 150.00
N ¥ UTILTEES 3,582,744.56 * 505110 Fostage 80,707.71
T b P AL_E STA Leases-Real Estate 155,518.13 F05130 Freight/Shipping 2148321
T » STUDENT_AID Student Aid 1,582,344.00 ]
-

] D’T:UE:‘—EXPENSES ::;:;::;::: 12:322:::; Fully expanded hierarchy - displaying actual
— characteristic values. There is no node at
| b 508 Teleco VI TETAR this level and the hierarchy tree cannot be
— :ZE; Result of lower 313: :fi:
] ¥ B09 Memberships 28847221
B rE10 Printing & Duplicati 178,022 38

If you want to expand multiple nodes, use the context

Commitmen* ‘E—k’ , 5 5 %
menu to expand the hierarchy to the desired level. - Overall{ F';C ,
i i PO itter |
Right-click on the characteristic name, then select ~Operat| Change Drildown b |
Hierarchy>Expand Hierarchy>Level Ox. ¥ Opel Hierarchy ¥ | v Higrarchy Active
¥ Capi ] Expand Higrarchy » | Level 01
Properties 4
* Trans t . Level 02
Sort Commitment ftem #
¥ Trans toffrom Plant Level ”E'[/\@
% . rans o irom Hian
You can also expand levels of only a single node charechacks Level 04
* Chargebac

without expanding the other nodes of the hierarchy. To Level 05

¥ Chargebacks

expand all lower levels of a single node, simply right-click
on the node (not the characteristic name) and select Hierarchy>Expand Hierarchy>Level Ox from the context
menu.
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Excel |

ﬁ Budget . Commitments . Actuals | Travel . Overtime . Food . YTD Actuals Trend | FY Actuals Trend | FY Budget Trend | Payments | Dashboard
The Excel button can be

. Shippensburg SH Summary 1 Last Data Update: 06/20/2012 06:08:31
used to easily export the = : %
ota table VM_ P o - SHEee R Y S ) B2 E e
ICr
atata eto Croso Fund, Funds Center , nt tem, Fiscal Period Cliem Category ,
Excel' Show All Values ﬂ Show All Values [Shaw All Values ﬂ Show All Values ﬂ Expenses & Transfers ﬂ
H Variable Filters il
" Bl ron o | 7 [ S
Excel icon button.
. . Expenses & Trans
2. A new dlalog bOX W|” - Do you want to open or save this file?
open. You can either Funds Cetor @) oo s
save the file or open it. || GO Fectemadins ! Type: Microsoft Excel 57-2003 Warkshest
. . 6511100010 University Related
(Note: This dialog box " esiiiotonn  orub Reteverts T itz
H H 6511101010 Dir-Publcatn/Advert
will vary dependlng on : 8511101020  Duplicating Services M{J\é‘ I Save } [ Cancel
the web browser you " Jesmonz proteus
use ) I 6511102000 Dir-Alumni’Com Rel
' . 6511103000 Council of Trustees 7 While files from the Internet can be useful, some files can potentialty harm
3. If you Open the f||e' you T sst1104000 Social Equity \)‘l'\l?;rfompute;?lfyou do nottrustthe source, do notopen or save this file.
= at's the risk?
6511104020 Human Understanding -
may be prompted to 6511105000 Foundation

allow the file to open —
depending on your

verslon of Excel and CETTE—— W W

security settings. Click
The file you are trying to open, 'ZC65_SH_BUDGET[1].xs', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a

on Yes butto n |nd|cat| ng . !3\ trusted source before opening the file. Do you want to open the file now?

you trust the file. 3) ves Ho Help

h

Wias this information helpful?

Only values are transferred to Excel, not formulas for results rows. Consider removing result rows and/or
deactivating hierarchies before exporting to Excel. Removing results first may also make sorting and other functions in
Excel easier to perform.

A. In Excel, the exported data will display first in rows, the description of the query and the last update date and
time.

B. Variable Values and Dynamic Filters will appear above the data table.

C. The data table will be exported in the format it was displayed in the Bl web application. Rows with the same
data will repeat automatically when exported to Excel.
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it il
File Home Insert Page Layout Formulas Data Review

View Add-Ins

Acrobat

0 Protected View This file was opened from a potentially unsafe location. Click for more details. Enable Editing

Al - (- % Shippensburg SH Summary
A B C D E F G H
1 |Shippensburg SH $ y
2
3 |Last Data Update: (A)
4
5 |06/20/2012 06:06:31
6
7 [Fiscal Year 2012
8 ®B)
9 [Cl Category (SH) Expenses & Transfers
)10 (C)
11 Expenses &TrmsfevMpenses &Tr Exp &Ti Exp &Ti Exp & Exp &Ti
Current Commitments Actuals Commitments R ] R i
12 Budget + Actuals
13 Funds Center
14 511100000 President's Office
15 F511100010 University Related
16 p511101000 Dir-Pub Rel/Events
17 b511101010 Dir-Publcatn/Advert

To remove result rows, right-click on the row and select Properties — Characteristic. Then choose ‘Never’ for the

G
Display Results dropdown followed by OK. OR left-click on the row and drag until you see the symbol, release the
mouse button and the characteristic value will be restricted out of the data.
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Create Adobe .pdf Document ]

Budget . Commiments , Actuals , Travel . Overtime . Food , YTDActuals Trend | FY ActualsTrend , FY BudgetTrend , Psyments , Dashbosrd

1. Click on the PDF Print Shippensburg SH Summary
button EJ to open the... Funds Center ~ EEE & B FIEE == ERE @

Fund Funds Center Commitment Hs Fiscal Period , Cltem Category ,

Last Data Update: 06/21/2012 06:06:00

2. Export Dialog box.

. . Show All Values > | |Show All Values | |Show All'Valfes ¥ | |Show Al Values ¥ | |Expenses & Transfers -
3. Make any desired setting = = = o =
Variable Filters Dynamic Ffiters
changes. You can change Fiscal Year (2012 (51) [Expenses & Transfers
from Black and White to e B ———
color, change orientation b Curg _
. udg Scaling Factor Page
(landscape or portrait, Funds Center = @ Fito page widh
h . d J 6511100000  Presidents Office L [w] Repeat column headers Theme:  Black and Whie ||
change margins, an J 8511100010 University Related 151 O Fitto page Size: Letter .5 x 11 nch -l
even add text to the J 6511101000  Dir-Pub ReVEvents 11 C P"’E' _ Orientation: Portrait Format || Q3)
header or footer. = ;
. Header
4. Click OK to complete Margins nom ] . 8
export. Center: |Free Text = | |54P Business inteligence
Top:  [127 Right: | None |
. Bottom: | 12,7
The Export to .pdf will default to black and e |
= white but you can change Theme setting to Right (127 Footer
“Standard SAP” for color output. Left | Date Time -]
_ _ Center: |None ﬂ
Theme: Standard SAP :I Right:  Page 10f 7 -]
@
"ok || cancel| .

Adobe .pdf Document T

A File Download

dialog box will o DEOE eCPRDG

prompt you to oMo | @@ =] HB Tous | .
Open or Save the
Adobe .pdf file.

SAP Business Intelligence Report

1. Open will open Shippensburg SH Summary

Last Data Update: fr——

Adobe Acrobat :
for f 06/21/2012 06:06:00 File Download - e

or tuture Fiscal Year 2012 o A e
pr| nti ng or Cl Category (SH) Expenses & Transfers SRR A G S A
savi ng. Expenseq | Il Name: Z(65_SH_BUDGET.pdf

» Curren!f 4 Type: Adobe Acrobat Document
. Budge From: w. he.edu
2. Save will allow R PRSERRS

you to save 6511100000 | President's Office 85 [ Open ] |  save ] [ Cancel l
the file for 6511100010 | University Related 151, ( D ( 2]
futu re 6511101000 Dir-Pub Rel/Events 11,

While files from the Internet can be useful. some files can potentially harm
reference. The your computer. If you do not trust the source, do not open or save this file.
f tt d = What's the risk?

ormatte
report is
displayed.

3. After exporting to Adobe .pdf, you will be able to Print, email, or Save the document for future reference. One of
the new improvements to .pdf printing is that columns and/or rows headings will repeat for all pages.
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Navigation Pane E

A.
B.
C.

Click on the Navigation Pane toolbar button to display the Navigation Pane to the left of the data table. The Navigation
Pane will allow you to swap characteristics, add drilldown to rows or columns, and remove drilldown, as well as filter
and drilldown.

Click on the Navigation Pane button. The button is a toggle — click on again to hide Navigation Pane.

The Navigation Pane will appear to the left of the data table.

Columns — will display the data fields in the table columns. Typically, Key Figures (quantitative data like Current
Budget, Commitments, Actuals, etc.) will be displayed in columns but Characteristics (qualitative data like
Commitment Item, Document type, Functional Area, etc.) can be displayed in columns too.

Rows — will display the data fields in the table rows. Typically, Characteristics (qualitative) data will be displayed
in rows. There can be several data fields in rows.

Free Characteristics — are the available data fields that can be added to the table’s rows or columns. If you see
the data field (Key Figure or Characteristic) here, it is available to add to the report. If it is not listed, it cannot be
added. The Key Figures and Characteristics in the Navigation Pane are based on the query design and usually
vary by tab. Detail tabs typically have more Free Characteristics available for drilldown.

Budget . Commitments . Actuals , Travel , Overtime , Food , YTD Actuals Trend | FY Actuals Trend | FY BudgetTrend , Payments . Dashboard
Shippensburg 5H Summary 9
* Commitment tem Hisrarchy ~ SHE ¢ R EE EEE = EEE e
Fund Funds Center Commitment ltem, JAVIGATION PANE - Toggle On/Off the Navigation Pane. The
Navigation Pane is a drag-and-drop interactive tool that can be
Show All Values ~| [show Allvalues = | [Show All'values
used to add, remove, and change the order of all report
Variable Filters Dynamic Filters characteristics.
Fiscalvear 2012 ClCategory (SH) Expenses & Transfers
@ Navig ation Pane Expenses & Transfers Expenses & Transfers Expenses & Transfers Expenses & Transfers Ef
¥ Current .. ¥ Commitments == b Actuals:® = Commitments. ..
* Columns Budget ~ +Actuals  ~
* ClCategory (SH) O Commitment ftem =
= Budget Summary Structure 501110 Faculty Salaries
~ D @ 501125 Fac Sal Dual Emplymt
= Commitment tem .
501135 Faculty Sabbaticals
* Free characteristics — :
o TSRS | 501140 Fac Sal-Dept Chair
« FC User D 501200 AFSCME Salaries
+ FC User Name E b | 501310 Management Salaries
+ Fizcal Period 501410 SCUPA Salaries
= Functional Area 501501 No BU Sal Dual Empl
. Fund 501520 PSSU Othr Salaries
= Funds Center 501530 PNA Other Salaries
501540 SPFPA Other Salaries

@ If there is a specific characteristic that is not listed in the Free Characteristics and you think it would be valuable
for reporting, please contact the Bl Team with your recommendation.
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Navigation Pane - Swap Key Figures/Characteristics

To swap (replace)
one characteristic
with another one,
single-click on the
characteristic you
want inside the
Navigation Pane
(Fund in this
example) and
drag-and-drop it
on top of the
characteristic you
want to replace.

[ MNavigation Pane

> Columns
= ClCategory

* Rows
* Free characteristics
= Commitment tem

= Document type

= Budget SummaryjStructure

B Navigation Pane

¥ Columns
* Cl Category

* Budget Summary Structure

~ Rows
* Commitment tem

~ Free characteristics
* Document type
* FC Pers.Resp Name
* FC Pers.Resp.User

Click and Drag

* Fund F
* Funds i,‘- g
P

* Non-Personnel & Exp.

» Current
Budget

606115
606120
606125
606130
606135
606140
606155

Commitment tem =

P
To replace one characteristic

L

with another, simply drag-and-
drop one over the other. You will
know when the characteristic
you want to swap is selected
when it appears highlighted in
teal.

SSHEMet Charges

Cellular Phones

* Non-Perzonnel & Exp. Chargebacks

¥ Current _
Budget ~

Fund =

1011000000 E&G General Funds

1012020007 Facubhe Naar WAalinacs

L

10120

Fund was moved to rows and Commitment ltem
101203 was moved to Free Characteristics after swap.

10120
1012030001 _Indirect Cost

245 346 87

Navigation Pane - Add Drilldown in Rows

the rows.

pane.
[ Navigation Pane

¥ Columns

= Cl Category

* Budget Summary Structure
~ Rows

* Fund
¥ Free characteristics

= Commitment tem

* Document type

To Add a Drilldown to rows, click on the
desired characteristic to add from the list of
Free Characteristics, drag until a dark line
appears. The line will indicate the new

location of the characteristic to be added.
Release and wait for the screen to refresh. « Fund

¥ Free characteristics

The new free characteristic will be added to

= You can remove characteristics by
clicking on the characteristic you want to
remove and dragging it to the Free
Characteristic section of the navigation

Fund =

J 1011000000 EEG General Funds
J 1011000000 E&G General Funds
J 1011000000 E&G General Funds
J 1011000000 E&G General Funds
J 1011000000 E&G General Funds
J 1011000000 EEG General Funds

| 1011000000 E&G General Funds

] Current:?
> Columns ELiE-
= Cl Category Fund =
* Budget Summary Structure | 1011000400 5 General Funds.
> Rows Fa

= Document

= Fiscal Period
* Functional Area

* Funds Center

FC Pers.Resp.Name =
10bvanders
10cbrandon
10dnovak

10ebrennan

10gmelnick
10pbadolat

10pwasko

EF Navigation Pane

= Commitme:

RN

= FC Perz.Rezp.User

Si
o
Sdber Room
Ingirect Cost
1012030402 | M3tching Fu
T 1012030003 | Rgsearch an
% " | 1012030dos shec Projial the drilldown.

1012040003 | PgpsiBonus

1012040004 | Vgrizon Lic Agreemnt
1012040005
1012060001 | Urrestricted Grants.

ntegra College Grnt

To add a Drilldown, left-click on
the characteristic, hold the mouse
button, and drag it to the desired
drilldown location. A dark line will
appear to confirm the drilldown

location. After the line appears,

release your mouse button to add

* Non-Perzonnel & Exp. Chargebacks *|

k

<< After dragging-and-dropping the characteristic onto the
data table, you will see it display in the table as was as
under the Rows in the Navigation Pane.
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Navigation Pane - Navigate within Pane

Add Functional Area after FC
Pers.Resp.Name

Swap FC Pers.Resp.Name with

Instead of dragging-and-dropping on the data .
Functional Area

table, you have the option to drag-and-drop
within the Navigation Pane. Some users find this
method easier, especially if the data table is
complex.

Simply left-click, hold, and drag the characteristic
from the original location to the desired new
location within the Navigation Pane.

Remember, a solid line will insert and a teal
highlight will swap.

B Navigation Pane

= Columns

= ClCategory

= Budget Summary Structure
* Rows

= Fund

= FC Pers.Resp.Name
* Free characieristics .

* Commitment tem

= Document type

= FC Pers.Resp.User

= Fiscal Period

* Functional Area

= Funds Center

[ Navigation Pane

~ Columns
= ClCategory
= Budget Summary Structure
~ Rows
= Fund
= FC Perz.Resp.Namgp

> Free characteristics \*
= Commitment ftem
= Document type
= FC Pers.Resp.Userl
= Fiscal Period

= Functional Area "

= Funds Center

Full Window View =

button E” to open a new window.

headings.

headings.

click of the Next Page button.

If your data list is very long, you may wish to open the data table in a full window. You will still have the ability to use the BI
Context Menu but the other web items will be removed from the full window view. Simply click on the Full Window View

The Full Window screen will allow the user to set up the data table with scrolling that will “freeze” the data column
There are several tools that will help maximize the display area and assist with scrolling while locking the column and row

A. You can adjust the display area by entering the number of rows and columns to display at one time. Simply enter a
number and press Enter on your keyboard. You can set the rows and columns to a display area that best fits your
computer’s screen size and resolution. The step increment settings will determine how many rows or columns are
scrolled with each page. For example, you can display 15 rows at a time but only step through five rows with each

B. Use the scroll buttons to scroll through the data. Column and row headings will display with each step.

C. You can also use the scroll bar on the right and/or bottom of the screen to scroll through pages.

Button Action

[=][=] First Entry / Last Entry — The page will step to the start or end of the data table.

=] =] Previous Page / Next Page — The page will step according to the step increment setting
-] Previous Item / Next Item — The page will step by a single row at a time.

N 2 Iml Clicking in the open area of a horizontal or vertical scroll bar is the same as a Page step
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1011000000
T 1012020002
1012020003
1012020004
1012020009
1012030001
1012030002
1012030003
1012030004
1012040003
1012040004
1012040005
1012060001
1012060002
1012060003
1012100003
1012120001
1012120002
1012130002
1012130004
1012130006
1012130007
1012130008
1012130010
1012130012

'BEn)

T BEx Web - Analysis Window T01 ‘ | -
Rows Displayed: 2c Row Step Increment: 25 Columns Displayed: 1g Column Step Increment: 2

(A)

11 T roel_tlore =] =Iz )[R A)

n-Personnel & Exp. Chargebacks
¥ Current _ P Commitments =% P Actuals =% C i _ *Remaining:= =R 5 C
Budget & Actuals
| Funds 5 5 5 5 5 %

E&G General Funds
Faculty Dev Wellness
SCUPA Prof Dev

Off Campus Incentive
Sober Room

Indirect Cost
Matching Funds
Research and Disc
Spec ProjMarg of Ex
Pepsi Bonus

Verizon Lic Agreemnt
Integra College Grnt
Unrestricted Grants
USH Funds

Trustee Scholarships
Bookstore Reimb
President Strat Grnt
Social Equity Specia
Acad Aff Asst VP
Acad Aff Business
Acad Aff Coll of Edu
Acad ATf 5ci & Tech
Acad ATf GradStudRes
Acad Aff Library

Intn’| Diversity Fes

1ofe v |=|=

Properties

Users have the ability to change
the properties of many reporting
objects by activating the properties
pane. Click on the Properties

button to open the properties
pane. (Click on Properties button
again to hide the properties pane)

You can modify Table, Chart, All
Data Cells, and Query properties.

1. For example, you may want to
display text on every line,
regardless if it is repeating.

2. Click on the Properties
icon/button on the toolbar. The
Properties Pane will display.

3. On the Table tab.

4. Check the “Display Repeating
Text” checkbox.

5. Notice that every row will now
display text, even if that text is
the same as the row above.

m Budget [ Commitments I Actuals I Travel I Orvertime I Food I YT Actuals Trend I FY Actuals Trend I FY Budget Trend I Payment|

Shippensburg 5H Summary
Funds Center

(1)
-] EIER | €| R ) BB | | | T ) |

Cnarll AIDataCelsl Queryl Rows [ CDI.InI'Bl General Query Information

;ahle and Cell Properties

Q

Row Properties Column Properties
Table Display: |visible ﬂ Display Row Header Display Column Header
Display Mode: |automatic j Row Selection: [MULTIPLE] ﬂ Column Selection: None ﬂ
Scrollbars: Automatic ﬂ Rows Displayed: 500 Columns Displayed: 20
Display Data Cells Rows Scrolled per Step: 500 Columns Scrolled per Step: |5
o Step Type for Rows: Automatic j Step Type for Columns: Automatic j
Scaling Factors Alternate Row Shading
Scroll Buttons on Bottom
5 Scroll Buttons on Top
Fund Funds Center ‘Commitment tem Fiscal Period Cliem Category

Show All Values

Variable Filters

Fiscal Year 2012

.

-

=] [Show All Values

r Fund = @ Funds Center =
J 6511000000 | E&G Funds 6511100000
J 6511000000 | E&G Funds 6511100010
J 6511000000 | E&G Funds 6511101000
J 6511000000 | E&G Funds 8511101010
J 5511000000 | E&G Funds 8511101020
J 6511000000 | E&G Funds 6511101030
J 6511000000 | E&G Funds 6511102000

=] [Show Al Values

Dynamic Filters

=] [Show Al Values

ClCategory (SH) Expenses & Transfers

President's Office
University Related
Dir-Pub RelEvents
Dir-Publcatn/Advert
Duplicating Services
Proteus

Dir-Alumni'Com Re!

Expenses & Transfers Expenses & Transfers
¥ Current . ¥ Commitments =

Budget ~

ﬂ Expenses & Transfers

Expenses & Transfers

P Actuals:T
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Documentation &

ZHE¢Q BYFR B8R E & EFE e

The Documentation button k1 can be used to access report documentation and/or tab-specific notes.

A. Report Documents: Pertain to the
entire report as a whole. Once
attached in this section, the
document will be available on
every tab of the report.

In this example, 65 Budget Report Jump-
Goto Map.pdf is attached. To access the
document, click directly on the link itself or
select the Display option from the menu
item.

B. Tab/Query-Specific Documents:
Function in the same fashion as
Report Documents, but pertain to
the specific tab. Documents
attached in this section will only
be available when the user is
utilizing the tab.

Data Table Documents: Used to
attach document icons for
metadata, master data, and/or
data. For instance, you could
utilize this option to define a
formula that drives a calculated
key figure.

A Report Documents Tab/Query-Specific Documents Data Table Documents

New, View,

MName Author Assignment

B0SSTROM Object Name : ZQ&5_SH_SUM
Jun21, 20M2  Object Type : BMWebTemplate

85 Budget Report Ju{%;:—}clc Map.pdf

Content

865 Budget Report Jump-Gote Map.pdf

| pege| 15 Budget Report Jump-Goto Map.pdf}
Name
fag =4 A i~ A 9
55| 65 Budget Report Jump-Goto Map.pdf J 8ing
File Edit GoTo Favorites Help Details
X ®comen = Bselect Page 1 of1 Delsts
X Google = search - | Mon
Favorites 5 @ BIWeb Reports - Shartcut I Z Analyzer ZI7 Portal Content - SAP Net.
T hitps://ppw.passhe edufir/go/km/do. " — JJ_M!' " L
Shippensburg Budget Report Jump/Gote Map. =
) |
— ==
=
= —EE—
e s L] _1_
o) ? LT — |—-[ amm ——
¢ ) o
[ H |

Report Docume B Tab/Query-Specific Documents

| Data Table Documents

Hew,

Report Documents. Tab/Query-Specific Ducum{mm |

Data Table Documents lcon Display
[] Document Icons for Metadata

[] Document Icons for Master Data

[] Document Icons for Data

Bl Context Menu for Data Documents

[] Create Documents.
["] Display Documents

To attach a New document:

Click on the New menu item
B. Select Upload from the options

C. Give the document a name and
description if desired
D. Browse to locate the document to

be attached

E. Click Upload

F. Followed by OK to attach the
document to either the Report
Documents or Tab/Query-Specific
Documents (depending on your
tab selection).

Report Documents Tab/Query-Specific Documents. Data Table Documents.

Comment
Formatted Text

Author
G0SSTROM

Assignment

Object Name : Z0B5_!
— 4 Jun 21,2012  Object Type : BlWebTemplate

Content
SH_SUM

55 Budget Report Jump-Goto Map.pdf

BEx Web
"7 bw_d t > MetaData > BlWebTemplate » ZQ65_SH_SUM - Upload
“fou can upload a file from your computer into the repository
g
Mame: *
Description:

Browse...

["] Remember property settings for next upload

@ Upload
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Navigation Manual @

The General Navigation Manual is available in Bl at all times by accessing the last button on the toolbar. While learning

the application, it is sometimes helpful to have the application open on one screen while comparing it to the manual on
the other.

1. When you click on the button, the link is activated immediately.

* Standard CI Hierarchy ~ HE QBT FE BRI &= EAE
[ Bxpeasss i e R Navigation Manual h
» Current P Commitments: P Actualz:* = Commitments _ = Remaining=:  * Hemaining:-
Budget ~ + Actuals

2. The manual then opens in PDF format in a new window. You will not lose any changes you’ve done in the data
table as the new window is in addition to the Bl application.

File Edit View Favorites Tools Help

I X @convert ~ Elselect | X @ Snaglt & B

x  Google + | *J Search -

- More » SignIn % ~

5.7 Favorites 75 @ BIWeb Reports - Shortcut 257 Z Analyzer &7 Portal Content - SAP Net...

i »
‘3«' BEx Web - Navigation Manual ‘ | i‘ﬁ_’[ v ~ [ @ ~ Page v Safety > Tools~ t@v
-]

SAP Business Intelligence (BI) Reporting B
|

J 0

Dane S | € Local intranet | Protected Mode: Off v ®100% ~ y
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Data Table Navigation - Remove Characteristic From Drilldown

Fund,, Fund Centers,, Commitment tem,, Fiscal Period, Chtem Category , Left-click and hold a
1011000000 E&G Gener..| > [Show All Values | [Show Allvalues | [show AllValues =] [*Non-Personnel & Exp. ...| | Characteristic or Key Figures
Variable Filters Dynamic Filters %( column
Fizcalvear 2012 ClCategory |* Non-Personnel & Exp. Chargebacks . . .

Fund 1011000000 E&G General Funds headlng/descrlptlon, then
* Non-Personnel & Exp. Chargebacks 4 d ra the CharaCte I’IStIC
g
Click and Drag Current _ b Commiments:" b Aciuals:s  +@@mmitments _ = Remaining~ .
-W'/"'—‘" _ e < A 2 description off the data
Fund = k Funds Center = 5 5 ¥ 5 3 table.

| 1011 |'|**‘ &G General Funds 1011010100 Presidentmgifice
B 1011010102 Council of Trustee
1011010104 Institutional Mbshp
1011010200 Social Equity
1011010201 Protected Cl lssues

1011010205 Black History Month x

1011010208 CWCHR
1011010208 Accommodative Ser

When you see the
symbol, release the mouse
button and the
characteristic will be
removed from the

1011010213 Women's Resource Ctr
1011020100 Provests Office
1011020101 Provost Discret. Fun

Variable Filters Dynamic Filters .
Fiscal Year |2012 ClCategory | *Non-Personnel & Exp. Chargebacks drl”dOWﬂ. NO FILTERING
Fund 1011000000 E&G General Funds WAS DONE.
* Non-Personnel & Exp. Chargebacks . .
b DEnrimme Digmte oG  +Remsinngs - Remaiing=® After: The characteristic,
Budget ~ & Actuals . N
s Conter - s s . . . w Fund in this example, was
| 1011010100 presitents Office removed from the drilldown

J 1011010102 Council of Trusiees

| 1011010104 instiutionai mesnp on the data table but no
J. 1011010200 Social Equity <<<After fllterlng was done.

Data Table Navigation - Filter Out a Characteristic Value

Fund Fund Centers Commitment tem, Transaction Type Status Left-C“Ck and h0|d a
1011000000 E&G Gener..| | [Show Al Values ] [Show Allvalues ] [Show Allvalues ] [Not Complete | C .
Characteristic or Ke
Variable Filters Dynamic Filters . y
FizcalYear 2012 Status | Mot Complete Flgures valuel then drag the

Fund 1011000000 E&G General Funds %( characteristic value off the
data table.

S0~ Page[ fot2 =] =] =]

e
When you see the
1] 1011010100 Presidents Office 615110 Traing/Develop Travl # Mot assigned # 200124710 Symb0|, release the mouse

button and the

characteristic value will be
# Not assigned ‘

Funds Center = Commitment tem = Vendor = Prev.Doc#= Doc#

200124085

200128171
200146374

restricted out of the data.

615120 Admin Travel

] 630200 Contracted Services 1000223 ADVANCED AUDIO V4 ,}‘ SALES 4504 47454 FILTERING ON THE DATA
630225 ContrMaintOfcEge 1086143 RICOH AMERICAS CORPURATION 103 250331007
650130 Rentll ease Vehicle # Mot assigned # Y QE;EH 15381 WAS DO N E :
Variable Filters Dynamic Filters After' The CharacterIStIC
Fiscal Year 2012 Status Mot Complete Value NOt assigned in thIS
’

Fund 1011000000 E&G General Funds

example, was set as a filter

exclude on Vendor. The
characteristic still displays

in rows.
Funds Center = Commitment kem = Vendor = Prev. Doc# =
J 1011010100 Presidents Office 630200 Contracted Services 1000225 ADWVANCED AUDIO VISUAL SALES 10364611
J 630225 Contr Maint Ofc Eqp 1066143 RICOH AMERICAS CORPORATION 10331613
860225 Noncap Media Equip 1000229 ADVANCED AUDIO VISUAL SALES 10364611 = “ I ”
| A “3” before the
J 665114 Contr Food Svcs-Othr | 1020036 ARAMARK CORPORATION 10301178
N 10338887 dynamic filter value indicates
J 665130 Other Food Supplies 1020932 MATTHEWS SPRING WATER 10337734 th .
e value is excluded.
| Resul <<<<After
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Data Table Navigation - Move Columns

FUTR TUT

*Non-Personnel & Exp. Chargebacks

3 Current ¥ Commitments =%

Budget ©
Funds Center =

| 1011010100
__| 1011010102
__| 1011010104
| 1011010200

Presidents Office
Council of Trustees
Institutional Mbshp
Social Equity

| 1011010201 Protected Cl lszues ~  SSSSSHT00
* Non-Personnel & Exp. Chargebacks
= Commitments _ | F Current } Commitments =¥
& Actuals Budget
Funds Center = 3 3 3

Presidents Office

| 1011010100
| 1011010102
| 1011010104
__| 1011010200
| 1011010201

Council of Trustees
Institutional Mbshp
Social Equity
Protected Cl lssues

F Actuals:*

To move Key Figures columns, simply
left-click and hold on the
heading/description on the column
you want to move and drag it onto the
heading description you want it to
appear BEFORE.

After: When you drop a key figure
5 heading/description onto another one
it will appear before the one it was
dropped onto (when moving from right
to left).
<<After

Data Table Navigation - Sort Columns

* Non-Personnel & Exp. Chargebacks
» Commitmenty-* |

Funds Center:*

Icon Status Action on Click

Not Sorted Sort Ascending

J Not Sorted

_

_

] 840,059.09
J 5,171,915.49

B 4733,0962.84

] 4,047,929.16 1,081,278.10
] 4,036,011.88 116,761.17
B 3,818,982.91

] 2,844.74352 480,631.91

Sorted Ascending Sort Descending

Sorted Descending Sort Ascending

Key Figures and Characteristics can be sorted directly on the
data table by simply clicking on the sort icon next to the
description. One click will sort ascending, click on the icon
again and it will sort descending.

Characteristics can also be sorted by key or text.
Right-click on the characteristic to access Properties —
Characteristics — Sorting to specify a key or text sort if
needed.

Data Table Navigation - Call Context Menu

Fund = Funds Center = Commitment ftem =

The BI Context menu can be opened from the

665114  Contr Food Sves-Othr

mg;ﬂ:ﬂiﬂ:ﬂﬂu E&C General Funds 1011010100 Presidents Office :’:?g ;Let\:::';;:ing data table nght_cllck on any BI ObJeCt on the
£06:469—Hemperships Dies data table to call the context menu.
Back 4 615120 Admn Travel
ol Goto ]
ol Keep Fitter Value .
] Change Drildowin b Kesp Fiter Value on Axis 618000 Confer/Seminar Reg
I Hierarchy b WEEEN NSNS  Budgeting Value Type
| T Select Fiter Value Budget Type pacted Services
| irn:z;me: : Remove Filter Value Created By I Maint Ofc Eqp @
] L. B D e o) ancs " You must see the HAND to call the
oc Date (Former, | ease Vehick
_ Document type coies Bl context menu. If you don’t see the hand, a
— FC User ID . .
] e terame right-click may call your browser’s context
— el ot menu. Do not use the browser context menu.
: Fund Type ap Furn/Frnshngs
Line tem ap Media Equip
i RefDoc# Equip-Noncapital
— Text (Former) q s &
= Transaction Type (Former) [EE
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Data Table Navigation - Context Menu Options (1 of 2)

Filter
Keep Filter Value

To display the data for one characteristic value only, choose Filter — Keep Filter Value. The characteristic value itself is
removed from the drilldown.

Keep Filter Value on Axis

Choose Keep Filter Value on Axis if you want to display the data for one characteristic value only but still want to display
the characteristic value itself in the drilldown.

Filter and Drill Down By > Characteristic

Choose Filter and Drilldown By to fix a characteristic to a value in one step (meaning to filter it) and to drilldown
according to another characteristic on the same axis (row axis or column axis).

Select Filter Value
Choose Select Filter Value if you want to filter the data table according to values.
Remove Filter Value

Choose Remove Filter Value to remove a selected filter value from the selected characteristic and display the table
unfiltered.

Change Drilldown
Drill Down By > Characteristic 1

In the context menu for a characteristic value or characteristic description, choose Drill Down By — Functional Area if
you want to add a characteristic (such as Functional Area) to a particular position in the drilldown.

Swap characteristic 1 / structure 1 with > characteristic 2 / structure 2

You can use this function to swap a characteristic or structure with another characteristic or structure.
Remove Drilldown

Choose Remove Drilldown if you want to remove a characteristic from the drilldown.

Swap Axes

You use this function to swap the axes of the query. For example, if you have characteristics in the rows and key figures
in the columns and you choose Swap Axes, the key figures are displayed in the rows and the characteristics are
displayed in the columns.

@ Travel m
v » Current;? Dmmrtments{ b Actuals: = C = " R = R
Depending on what Budget oy

Back ¥

Commitment ftem = ¥

Goto 3

characteristic you click on, 615100 GeneralTravel Fiter ’
dlfferent 0pt|0ns W|” appear 615110 Traing/Develop Travl 1,88 Change Drildown » 541 -4,925.41

615120 Admin Travel 30,384.83 21,92( Hierarchy ¥ 10,00 5,364.83 7.7

in your context menu. For 15140 Hum Res Recruit Trv 823 381623

618000 Confer/Seminar Reg 455.00

p1.97 -101.87

Properties

’ - I T
exam |e ou won't see the Calculate Single Values As 3
p ! y TEL 30,812.83 2381 st Calculate Results As 3
CalCU|at|0nS and Tra nslatlons 615100 General Travel 1,584.88 15 Cumulate after applying single value calculations and result calculations
615120 Admin Travel 6,500.00 3,470.88 3.4 Formulas 4

option unless you’re accessing
the menu by right-clicking on
the Key Figure column
headers.
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Data Table Navigation - Context Menu Options (2 of 2)

Hierarchy
Hierarchy Active

You use this function to switch display hierarchies on and off.
Hierarchy Node Expanded

Select Hierarchy Node Expanded if you want to expand a hierarchy node. If you want to collapse the hierarchy node,
deselect the indicator. You can also expand or collapse the hierarchy node by choosing the hierarchy icon.

Expand Hierarchy > Level 1/2/3...

Choose Expand Hierarchy > Level 1 if you want to display more levels of the hierarchy. You can also expand the
hierarchy by choosing the hierarchy icon.

Properties
Characteristic

You can make various settings for the characteristic here.

Data Cell

You can make various settings for the structure element or data cell (intersection of two structure elements) here.
All Data Cells

You can make various settings for all structure elements in the drilldown for the Web application.
Data Providers

You can make various settings for the data provider at runtime.

Axis

You can make various settings for the axis here.

Web Item

You can make various settings for the Web item here.

Calculations and Translations
Calculate Single Values As

You use this function to recalculate single values that are displayed in the query according to various criteria (such as
minimum, sum, rank number, and so on):

Calculate Results As

You use this function to recalculate results rows that are displayed in the query according to various criteria (such as
first value, last value, average, average, median, and so on):

Cumulate After Applying Details and Result Calculations

You use this function to cumulate the individual cells of an area. This means the first value is added to the second
value, the result is added to the third value, and so on. In the columns, the cells are cumulated from top to bottom, and
in the rows, the cells are cumulated from left to right. With blocks of single values, that is, a drilldown in both the rows
and the columns, the values are cumulated from top to bottom and from left to right.

Formulas

You can recalculate the key figures in a structure using a formula. You can also edit or remove existing user-defined
formulas. If you want to keep a formula for future reference you must save a view.

Goto

Choose Goto — Actual Detail Lines (for example), if you want to navigate to jump targets using the report-report
interface.

Sorting

Depending on the cell for which you call the context menu. For characteristics, you can sort the characteristic values or
attributes according to various criteria, in ascending or descending order. You can sort according to key or name.
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Report to Report Interface - Jump/Goto Functionality
User can jump from summary level to detail
reports or even SAP transactions.
; - - 1. Right-click on a line in the data table.
¥ Current _ ¥ Commitments == P Actuals . .
Budget * Data on that line (sender) will be
Commitment ftem = 5 s s transferred to the new window
| eos100 Postage/Freight/Ship 150.00 (receiver). If you want to jump to
o 605110 Postage Back '_; 30.96 @ 16,257.93 134,500.41 Actual Detail Lines to view postage
|| Exise F Actuals Detail Lines 26,395.96 information, the commitment item
] 606100 Telep Fitter ¥ | Budget Detail Lines * must be in the rows.
Change Drildown L o itment Detail Li H
| 606110 Local Tel . g . emmitment Detail Lines 101,689.18 2. Select the receiver or Goto report. In
606115 Long Dig  Hierarchy 33.76 13,991.85 3,416.19 . . .
— this example, the employee is being
606120 Telecomr ; B13.81 3748118 82 508.82 .
- Properties ' sent to a report of the Actual Details
606125 Telephon Sort Commitment ttem » §40.00 3,660.00 12,736.00 .
ANs43n Tala Frauin Inetall 17 A1G 33 AR27 84 Llnes.

3. Anew window will open with the
sender data inserted in the receiver
report or transaction.

¥ Current _ ¥ Commitments=* P Actuals:7 = Commitments _ = Remaining:* = Remaining:=
Budget & Actuals

Commitment ftem = 3 5 5 3 3 %

605100 Postage/F_~q/Ship 150.00 150.00 100.0
[Tewsimo Pustage@ [ o )

- - © BEx Web - Bloomsburg Actuals Detail Lines - Windows Internet Explorer

] 605130 Freight/Shipping - -
| sos100 Telephone & Telecomm @U' |_v:-_w https;//ppw.passhe.edu/if, % ‘ o ‘ X H | Bing
] 506110 Local Telephone Swc
| so115 Long Dist Tele Svec File Edit View Favorites Tools Help
] 606120 Telecomm Leases x %COHVEI’T o @SEECT b4

606125 Telephene Line Rent
: 506130 Tele Equip Instal L Favorites 1= @ BI'Web Reports - Shortcut

606135 Panet Charges § 2N +
—_— lcAnS _ agr W - = - - -
| sostac SSHENet Charges = BEx Web - Bloomsburg Actuals ... . i 5] = i Page Safety
|| ErsiEs Celllar Phones Bloomsburg Actuals Detail Lines
— o P ce oY an EERE0 E

607120 Adv-Perznl Nonfachy
- Dynamic Filters

607130 Advert Perznl Faclty
— Commitment ftem 805110 Postage |II 3 '

607200 Publc Relatng/Promos -
| Fiscal ear 2mz

607210 Advert-Stdnt Recruit
1 FI area State System
] §03100 Subscriptions/Books
] G08110 Subscriptions

609100 Memberships/Dues Fund = Funds Center = Commitment tem:* Posting Date = FlDoc# = PO#=
| soet10 IMemberships J Overall Result

510100 Printing/uplicating | 1011000000 1011020101  ProvostDiscret. Fun 605110 Postage 01262012 1900805613 200123423
" s10110 Binding And Preserv B 1011020123 Continuing Education 605110 Postage 03/03/2012 5100802082 4500345659
T 610130 Protna Sves Controtd | /2002012 1800304325 200123232

In order to successfully complete a jump to a new report or an SAP transaction, the user must have the proper
authorizations to the receiving report or transaction. Jumps will not complete if the user is not authorized for the
receiving transaction or report.
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