‘MARS

Management Analysis
& Reporting System -

MARS Reporting & Querying “Power User” Guide

For the Power User only

Working with Ad hoc Documents

https://mars.rdc.noaa.gov
X

5

SAP BusinessObjects



Table of Contents

o Creating Webi Documents
QueryBuilding.....................
Excel as a Data Source.. . ... ...
Document Storage and Organization. . . . .
Recallinga Document .. ........... ...
® EditingaDocument.................

o Filtering Document Queries
® QueryFilters. .....................
® Pre-DefinedFilters. . ................
® User DefinedFilters . . ...............
® ComplexFilters....................

o Report Formatting
® [ntroduction......................
® Pagelayout.......................
® CellFormatting . ....................
® ReportTabs............... .......

o Table of Contents Continued

16
25
31
32

39
42
51
57

61
66
/3
85



Table of Contents (Continued)

o Advanced Report Formatting

® Breaks........ ... .. ... L 90
® Sections . .......... ... .., 93
® Calculations........................ 95
@ SOMS...... ... 97
® Cross-Tab (Pivot Table) Reports . ... .. .. 101
o Analytic Features
® SimpleFilters . ...................... 105
® ComplexFilters...................... 107
® |nputControls . . ..................... 108
® GroupsoflnputControls........... ... 112
® DataTracking....................... 116
o Geomaps Charts
® Visualize Geographical Data on a Map. . . 119
® Geo-qualifyinganobject.............. 120
® Geomapscharts.................... 123

o Getting Help
o Training Material Available



Creating Webl Documents

o The Creating Webi Documents section covers query building
and document management. The resulting report is left in it's
default format in this section.

o The next section called Report Formatting will teach you how to
work with report formatting.
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Creating WebI Documents: Query Building

m From the Application drop-down
menu select Web Intelligence.

Applications «  Preferences  Helpmenu Log off

| ¥ Web Int=ligence

m You are now presented with Web
Intelligence Application.

Type Last Ru . “ " s
Category m Click on “New” icon [ to create
New Web Intelligence document.
Category
New Icon
| Home | Documents | Listirfg - Object Codes | Web Intelligence = = &

Web Inteligence = | [ = . A 9 | 2 [ Track 3 Dril - W FiterBar 7] Freeze - & Outline
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Creating WebI Documents: Query Building

m  In“Create a document”
Create a document % glalpg bo>’<, select
Universe” and click

Select & data source “Ok” button.
D Mo data source /

Create an empty document
»i Universe
" gelect a universe az a data source

Ok Cancel




Creating WebI Documents: Query Building

Universe

Select a universe for the query.

Available Universes:

3

2 Refresh universe list

Mame . Revision | Folder

FIMA Prior Year Transactons 43 @CFO 1R-BO4DEV 20 NWS RIMS

FIMA Summary Data 24 @CFOIR-BO4DEVI20 NWS RIMS
Informatica Repository & @CFO1R-BO4DEY WAdministration
Informatica V&, 2 MY Database 17 @CFOIR-BO4DEV \Administrat
Informaticallny 89 fistration

MARS Adhoc Labor Projection {(MARS DE) 247 V00 NOAA MARS Privacy
MARS Admin Validation 12 1R-BO4DEY \Wdministration

MARS Allotment Detail (CBS)
MARS Allow Advice (MARS)

|5
9561

@CFO1R-BO4DEVYO0 NOAA MARS Standard
@CFO 1R-BO4DEVYO0 NOAA MARS Standard

BCFRO1R-BO4DEVID0 NOAA MARS StandardFM...

MARS AP Trans (CBS) 1152
rans 1165 TP IR AL
MARS BOP Detail (CBS) 201
MARS Budget Detail (MARS) 209
MARS Certification 7
MARS Codes Listings 375
MARS Commitment Detail (MARS) 962

1]

@CFOIR-BO4DEVI00 NOAA MARS Standard\FM...

@CFOIR-BO4DEYVI00 NOAA MARS Standard

@CFOIR-BO4DEY \Administration

@CFO 1R-BO4DEVY00 NOAA MARS Standard

@CFO 1R-BO4DEVY00 NOAA MARS Standard -
| »|

|7} Help on selected universe:

This universe accesses the MARS R&Q nighty copy of the CBS AP Trans table. This table indudes detail
transaction information induding document and reference numbers, trans dates, ACCS, non-private employee

and vendor information. MDW _AP_TRAMNS_V

QK Cancel

You are presented with
a list of universes.

For this exercise
choose MARS AP
Trans (CBS).

And click “Ok” button.

NOTE: The universes
in the list is controlled
by the user access
rights.

This screen is showing
the universes available
for use by a standard
MARS user.



Creating WebI Documents: Query Building

Lﬁ Query Panel

fﬁ.ﬂ.ddQuery AN ks sl ‘9 e

-, 2 .
1 Universe outline

Master perspective M

g

rﬂMARS AP Tranz (CBS)

| MARS AP Trans (CBS)
| Quick Pick Objects
| Conditions
|| Prompts
|| Measures )
|| Measures (non-aga) o
L | Dates :
IL_| Organization
|| Fund
[L_| Program
I Project =
| Task
|| Object Code
|| MARS Program Group
|| MARS OPT
|| Chart
|| Record Flags

|| CBS Affected Document

Hy =t =

*\Y_

Type here to filter on t

LS T e = e 5 < e =

s

m The objects available
2 in the Universe
selected are in the

1 Result Obj folders to the left.
Result Objects

M the Liniverse pane and add them here by dicking the

To indude data in reports, select ok
' wm the resuits.

arrow. Cick Run (Qu

m Note that there is a
Result Objects pane,

a Query Filters pane

¥ %« ~ and Data Preview

¢/ Query Filters

To fiter the query, select oredefined fiters or objects in the Linfverse pane and add them here by
dlicking the arrow. Select Fiter to speafy the values you want retumed fo reports or select Frompt fo
define 2 message so Users can select values of their choice.,

pane.

f Data Preview i Refresh

Type a text to filter the values

| (1 query1



"
Creating WebI Documents: Query Building

m Select desired objects to include in
(L Query Panel the document as follows:

i addquery ~ | ' 'EH B @ &F &
m Click “+”to open the following folders
to see the objects:

= | Org Level 4 Code | Project Code Met Amount Measures
Q‘@ Type here to filter on i E =t < _--Y Organlzatlon
e Project

"7 Universe outiine {T] Result Objects

Master perspective hd

i, rs -

= 7% MARS AP Trans (CBS) .-
|| MARS AP Trans (CBS) -

£ Quick Pick Gbjects £ Quéry Fiters m Click and drag (or double click) the
|| Conditions P

I Prompts - To fiter the query, sefect predefined fiters or objects in the Linfverse, fOIIOWI ng Objepts o |nCIUde them on
[ [ Measures -7 - £ dicking the arrow. Select Fiter fo spedify the values you want refume '[he ReSU |t ObJeCtS Pane:

Met Amount[iel define a message so users can sefect values of their choice.,

= Org Level 4 Code

Unpaid : Project Code

Paid

Net Amount
FTE (Org) F Data Preview
FTE (Program)

FTE (All)

FTE 113G (Org)

FTE 113G (Program)
FTE 1136 (Al

Stat Unit Qty - Hours
Credit Amount

Debit Amount

CR. Minus DR. Amt hd
1 | b Type a text to filtter the values
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Creating WebI Documents: Query Building

(i Query Panel = Notice that the objects in the
Measures folder have a gold icon and

@ add query ~ | IHATET 2| @ & B the objects in the Organization folder

1 Universe outiine (I Result Objects have a blue icon.
Master perspective T . . .
— 2 s The gold icon designates a Measure
€8 ~ |Type here to filter on t By =t < ObjeCt.
FTE 113G (All}
nit Qty - Hours . .
Credit Amount -~ m  The blue icon designates a
Dbt Amaunt ¥ Query Fiters Dimension object.
Inus m To fter the guery, sefect predel
Measures - PY Downward Cnly - coc': e fr:o:_: L c-_=._=.:c,_: g s e
:Ie:iures -tlhljﬁ-lh"lPY i:'n'nward < define 2 message sgu€Ers can select vokeso B A Measure is a value that will be
Mot Amount by Quarter aggregated based on the selected

dimensions, such as dollars, FTE and

Measures {non-agag)
Dates . _ employee counts.
Organization Data Preview
Fund
Program m A Dimension is a value that
= Prm:f:je categorizes the Measure, such as
2ot Desar Fund, Project, Organization or Object
Project Code [ Descr Class.
Project Code (allot Level)
Project Descr {Allot Level) -
4| ST I_’I_I Type a text to filter the values | Keep the terms Measure and
| 8 query Dimension in mind, as they may be
= Sy used later in this User Guide.

10



Creating WebI Documents: Query Building

|:j_ Query Panel

i addquery ~ | [0 & H G| & F =

L] . -
i Universe outline

Master perspective h

é‘@ Type here to filter on tF H+ =t <
LJUICE. FICK O eEL S
Conditions :I
Prompts

" Program Group Prompt
------------
FY¥ -FM <= Prompt
FY - FM = Prompt
GL End Date Prompt L=
GL End Date Range Prompt ;
Activity Prompt (Prog 1) -
Activity Short Mame Prompt 4 -
LO Prompt {Crg 1) 7
LD Short Mame Prompt, - -
FMC or LO Prompt
FMC Prompt - Wildcard
FMC Short Mame Prompt
L, FMC, Org3 or Org4 Prompt
Org Level 3 Prompt
Org Level 4 Prompt
Org Level 7 Prompt

Tirm | cval T Draremt - A8GlH-zed

o= =

Pl Tl TR TR TR TR TR TR TR TR TR TR TR TR TR TR T

(T Result Objects

Org Level 4 Code Project C

/" Query Filters

" FY Prompt

-y 7 FMC or LO Prompt

FH Data Preview

To reduce the number of rows
returned and speed up query
performance, add some query filters.
You will learn more about query filters
later in this guide.

Click “+”to open the following folders
and see the objects:

O Prompts

Click and drag (or double click) the
following objects to include them on
the Query Filters Pane:

o FY Prompt
O FMC or LO Prompt

11



Creating WebI Documents: Query Building

(Tl Query Panel

| 6_| Add Query -

FEYEPS |

whi, - -
v Universe outline

ﬁ Result Objects

T X |« >

Master perspective

Q@ |T‘r'pe here to filter on t

[0 JUICK FICR UDeEC s
[E71 Conditions

[E71 Prompts

[I71 Measures

[I] Measures (non-agg)
[i7] Dates

[ Organization

[E21 Fund

[L71 Program

[ Project

[0 Task

[L7) Object Code

[L1 MARS Program Group
[ MAaRS OPT

[T chart

[T Record Flags

[L7] cBS Affected Document
[F71 MARS Affected Document
[E71 Document Chaining
[E7] Employee

[L71 vendar

[E71 Mictamar

N e = e 3 e 3 e S

J Org Level 4 Code | J Project Code
|

¢ Query Filters a 0w
7 FY Prompt
|
=
¢ FMC or LO Prompt
ff Data Preview i Refresh

Type a text to filter the values

| (7 query1

m Click Run Query to
execute the query.

12



Creating WebI Documents: Query Building

Prompts

“  FFMC or LO for all 20-01
v *Fiscal Year 2014

*Required prompts

ype values here

LO Short Name

HEEHEE B

CORP SVCS
MESDIS
MNMFS

NOS

NWS

QAR

OMAQ
LIEAM

Refresh Values % | >

-

Cancel

When the Prompts screen
appears, click on the prompt
text in the upper part of the
screen and either type in the
desired value or select it from
the list of values in the lower
part of the screen.

If the list of values is empty,
click the Refresh Values button.

Click Run Query to execute the
query with the select parameter.

If the Run Query button is not
available, it is because you have
not answered all the prompts.

13



Creating WebI Documents: Query Building

lHome ] Documents ]Hew Document - &

0 ]

File | Prcpertiesl

EE-1 SR P

-2

o | X @B HR X @

Type here to filter tree

= }j Mew Document
Org Level 4 Code
Project Code
Met Amount
| Variables

Arranged by Alphabetic order -

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

" Tables Cell Section Chart Other Took Position Linkir
j*ﬂ_l*ﬁj*&* il -~ o= - - :L}Turnlnb::* IﬁjSEtas.

fio mi 3¢ o | =MNameOf{[Project Code])

[

Report 1 -
Org Level 4 Code Project Code Het Amount
20-01-0000-00 42MFUAL 0.00
20-01-0000-00 4BM1IGA 0.00

20-01-0000-00 48M2LNT 0.00 -
20-01-0000-00 BLP1A03 7.551.82
20-01-0000-00 FEM5IGA 0.00
20-01-0000-00 GEMSEJ10 0.00
20-01-0000-00 JEMARHQ 22.40
20-01-0000-00 JBMEIGA 0.20
20-01-0000-00 JBMEH10 0.00
1| S o

Report 1
J

The query is processed and
your are switched to the
Design mode.

The results of the query are
placed in a report tab
(Report 1) in the default
report format.

The only time objects are
placed in a report tab is the
first time you run a query.
New objects added to the
query will have to be moved
to the report tab(s) manually.

Note that the rows going
down are sorted first by
column 1 (FCM), then
column 2 (Project Code),
etc. Column order and row
sorting can be modified and
will be covered in the Report
Formatting section.

14
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Creating WebI Documents: Excel as a Data Source

m An Excel Spreadsheet imported into your personal folder can be used as a data
provider when creating your Webl report. This section provides instructions for:

m 1) Importing an Excel spreadsheet into the Bl LaunchPad.
m 2) Using the Excel spreadsheet to create a Webl report.

m 3) Maintaining Excel spreadsheet so you don’t lose your report.

A B C D |E|F|G|H I J K L M N
FMC Fund Code Project Task P1 P2 P3 P4 Template Name Object Class D_R FY SDISTRIBUTION AMOUNT HOURS DISTRIBUTION AMOUNT
10-01-0000 0016 12KC2LIH POO 1 7 2 0 1000LO 77-88-89-99 D 2016 117,465.03 {26.09)
10-01-0000 0016 12KC3LC POO 1 7 3 0 1000LO 77-88-83-93 D 2016 138,194.16 (20.39)
10-01-0000 1033 PEKMMGX POO 1 30 20 3 1000LO 77-88-89-99 D 2016 350,091.87 (76.72)
10-01-0000 1033 PBKMMMS POO 1 30 30 1 1000LO 77-88-83-93 D 2016 2,499,011.03 (349.57)
10-01-0000 1033 PEKMMTX POO 1 30 10 1 1000LO 77-88-89-99 D 2016 2,791,522.00 (613.76)
10-01-0000 1033 PBKNMC2 POO 1 10 10 1 1000LO 77-88-83-93 D 2016 73,703.55 (16.16)
10-01-0000 1033 PEKNMCE POO 1 10 10 1 1000LO 77-88-89-99 D 2016 294,814.21 (64.64)
10-01-0000 1033 PBKNMCS POO 1 10 10 1 1000LO 77-88-83-93 D 2016 3,305,143.62 (727.18)
10-01-0000 1033 PEKNMCD POO 1 10 10 7 1000LO 77-88-89-99 D 2016 2,231,835.66 (450.48)
10-01-0000 1033 PBKNMGE POO 1 10 10 5 1000LO 77-88-83-93 D 2016 2,503,617.50 (350.31)
10-01-0000 1033 PEKNMHC POO 1 10 10 8 1000LO 77-88-89-99 D 2016 469,860.14 (103.43)
10-01-0000 1033 PBKNMHR POO 1 10 10 2 1000LO 77-88-83-93 D 2016 624,176.95 (137.54)
10-01-0000 1033 PEKNMHS POO 1 10 20 0 1000LO 77-88-89-99 D 2016 1,884,047.03 (414.29)
10-01-0000 1033 PBKNMSM POO 1 10 10 4 1000LO 77-88-83-93 D 2016 474,466.61 (104.43)
10-01-0000 1033 PEBKSMCR POO 1 20 20 0 1000LO 77-88-89-99 D 2016 628,783.42 (138.10)
10-01-0000 1033 PBKSMNC POO 1 20 10 1 1000LO 77-88-83-93 D 2016 2,786,915.53 (612.58)

15



Creating WebI Documents: Excel as a Data Source

| Home | Documents

View = MNew = Organize = 5Send More Actions -~

My Documents

My Favarites

~Weblntelligenca

= Inbos Properties
0 Folder Link
BT My Al =0 Hn
Subecri m i Local Document
== 3 Publication
"™ Person: Jrganize >
Datzils Hyperlink
Folder
New Local Document in — Demo
Fil= Name:l T
Title: |
Diescription:
Keywords:

Filz Type:
Select one or more categories to add the object to
Categories the object belongs to are highlightad.

=,
"2 Persomal Categories

- =
&5 Corporate Categories

1) Steps to upload a New Microsoft Excel
Spreadsheet to Bl LaunchPad

m Within the Excel workbook, your column
header titles should start in Column A, Row 1.
Column titles should be short and descriptive.
The second row will be your first row of data.

m Within Bl LaunchPad in the Documents tab,
Click the My Documents drawer.

m Right-click on the My Favorites folder (“Demo”
folder on the screenshot) where you want to
save the Excel spreadsheet, and select New,
and then select Local Document.

m Browse to the Excel spreadsheet and click
Open then Add.

16
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Creating WebI Documents: Excel as a Data Source

2) Using an Excel spreadsheet to create a Webl

Welcome: BOB] Administrator | Applications *  Preferences  Help menu* Log off

II',' Web Intelligence ” report
m Select Web Intelligence from the "Applications"
— — menu at the top of your window, to the right of
Microsoft Excel yOUI' name.

m Click the “New report” icon (which looks like a
sheet of paper) in the upper left.

A

|I-I|:rmE | Documents | Web Intelljg@nce & = £ ]

Web Intelligence i~ | (1|~ e - M| e

17
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Creating WebI Documents: Excel as a Data Source

m The "Create a Document" dialog box will
Create a document (. display. Select Excel and click OK.

Select a data source

™ Mo data source
i Create an empty document

»i.  Universe

" Salect a universe as a data source

= Excel
E=d Select an Excel spreadsheet az a data source

BEx
" Salect 3 BEx guery as a data source

J SAP HANA
Select an SAP HANA view as a data source

J’ SAP HAMA Online
Connect to live data in an SAP HANA view

oK l Cancel |

18
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Creating WebI Documents: Excel as a Data Source

m Browse to the Excel workbook that you
previously stored in Webl Bl Launchpad. Click
on Open.

m The Custom Data Provider Dialog Box will
display. If you have not imported the workbook
into the repository, close the window and follow
the previous steps, and then return to these
steps.

Open a document from server re X

-

M 4 (1 |efFl B P

Faworibes Title = Last Run Time

= ~ywebIntelligance

k' Demo

19



Creating WebI Documents: Excel as a Data Source

Custom Data Provider - Excel

Provide data source interpretation parameters

Excel - Preliminary_Distribution

File

Source Path: | Preliminary_Distribution

Worksheet/Workbook File

Sheet Name: Iﬂlrg 2 Level Distribution

Field Selection:

® Al Figlds

Dﬁange Definition:| For example "&1:85

Browse...

El First row contains column names

OK

Cancel

Select a Sheet Name from the drop-down
menu. You can select only one. If you
need to use more than one, then you must
create a report that uses more than one
data provider.

"All Fields" is the recommended radio
button to select in the Fields Selection
area.

Selecting “Range Definition” will cause
you issues if you add rows or columns later
and is not recommended.

Selecting “Range Name” is fine, but you
will need to set up the named range in the
original Excel workbook AND remember to
change it whenever you update your rows
and columns.

Leave the box for "First row contains
column names" checked.

Click OK. The Query Panel for Excel Data
Providers displays.

20



Creating WebI Documents: Excel as a Data Source

(1 Query Panel
(¥ Add Query =

Dbject Properties

Mame FMC

Cualification Dimension
Type String
Aggregate function b2

Associated dimension

Query Properties
MName Query 1
Source Path : Preliminary Distributio

Refreshable
Query Definition

Edit settings...

i

[PerrerE———

mC

Result Objects

Fund Code Project

P4 Template Name

5 DISTRIBUTION AMOUNT

HOURS DISTRIBUTION AMOUNT

e .
Data Preview

ype a

text b

o filter the values

2 Run Query =% Close =

Task Pi F2

Object Class DR

= Refrash

£ Query1

m There are three panels:

m On the left is the Object Properties

panel:

In the top section, you can select a
result object to change its name,
qualification, type and aggregation.
You can also set the object as a
dimension related to another object.

Under Query properties, you can
rename the query or change its source
path. If you don't want the query to be
refreshable, uncheck the "Refreshable”
box, though this is usually not needed.

Query Definition allows you to
change the Excel spreadsheet (tab)
and the range of the data.

The top right panel displays the
columns on your selected spreadsheet.
These objects can only be removed and
updated by modifying your original
Excel workbook and then refreshing the
Webl workbook.

21



Creating WebI Documents: Excel as a Data Source

(1 Query Panel

L_",'.:' Add Query = 2 Run Query
Object Properties (] Result Objects
Mame FMC H
FMC Fund Caode Project Task Pi

Qualification Dimension  * : &

P3 P4 Template Name Object Class DR
Type String -
Pogrenate funchon 5 Fr 5 DISTRIBUTION AMOUNT

Assaciabed dimension HOURS DISTRIBUTION AMOUNT

Query Properties
MName Query 1
Source Path :
Refreshable

Praliminary_Distribution
[F pata Preview
Query Definition

Edit settings...

ype a text to filker the values

= Close =

= Refrash

5] Query1

m The bottom right panel displays a
sample of your data. You can only
filter data rows or columns either
within the source Excel file or by using
report filters and input controls. You
cannot filter the data or create prompts
in the Query Panel.

m Click Run Query. A report tab with a
table of your data will display.

m From here, you can design your report
as you would with any other Webl
report.

22



Creating WebI Documents: Excel as a Data Source

e Du-uumenlz] MNew Document

ew = MNew = Organize = Send =~ More Actions = | Details

¢ Documents
My Fawarites
~\WebIntelligence
[z Demo
]
= Inbox
é’n My Alerts
o .
Subscribed Alerts

& Personal Categories

Title =

E Preliminary Distribution

View

Properties
Categories

Daocumenit Lirk

Create Shortcut in My Favorites
Cut

Copy

Copy Shartcut

Replace File

Delete

3) Maintaining the Excel Spreadsheet

You cannot maintain the Excel
workbook within Bl LaunchPad. You
must update your spreadsheet's data
in your local drive, then refresh the Bl
LaunchPad's version of the
spreadsheet, using the steps below:

Open the local copy of the Excel
workbook.

Update your data as needed. Do not
rename, move or delete columns or
tabs. You may add columns and tabs.

Save the spreadsheet in the same
location.

In Webl's Bl LaunchPad, select the
folder that contains the Excel
spreadsheet. Right-click on the
spreadsheet, and from the Organize
menu, select Replace File.

23
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Creating Webl Documents: Document Storage and Organization

m Click Save (Diskette Icon) to save your document.

[Hmments IHE‘WDDCII[nent = R ]

Report lements | m  The first time you click save, you will be prompted

File | F‘ruperﬁesl

to select a folder and document name. Optionally
|"‘1 HEF S 2L /" Tables | call | 5 you can specify a personal category.
e kB BRIXI#E S

m  From the Save Document pop-up window, select

= Fr i x .
= Favorites Folder and do not select a Personal
Tvne here to filter tree H H
o | /Peere To ey e Category at this time.
. P .. 5
m Inthe Name field, enter ‘Training Doc 1.
; siisos 2 Save As el
] — '“-“-.7 LODL na 1 e ;I
x . :} W o4 1]eft » M ~WWebinteligence
~\Webinteligence | |Listing - Program and Project Codes
Favorites Folder Title Last Run Time
B . #| | MARS Financial Statement - Annual
~ebinteligence i
~ebintelligence ¥ | Listing - Program and Project Codes
| | MARS Finandial Statement - Annual .
- Do not pick
Save in T o notpicka
Favorites Folder retens: frewaoct category at this time—
Save As Type: I Web Inteligence j
Public Folders E
File Name: [ I'I'raining Doc 1| Description: ’
Save As Type: I Web Intelligence j
Keywords: I
»
Assign Category:
Save | Cancel | BB personal Categories
=) Corporate Categories

24
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Creating Webl Documents: Document Storage and Organization

Jl-kﬂl Documents l

M

View = Mew = Organize

Documents

Send

More Actions

-

= My Fawvorites

L fnbox
lgg My Alerts

|£ Subscribed Alerts

~ @@ personal Categories

Details

K & & [T

Title =

~WWebinteligence

Listing - Program and Project Codes
MARS Finandial Statement - Annual
Training Doc 1

Each user has a Personal Folder
area for storing Personal
Documents called My Favorites.

Personal Documents are either:
Tl Created by the user
1 Sent by another user

=1 Copies from Corporate
Documents

To see Personal Folders click
Documents -> My Documents.

25



Creating Webl Documents: Document Storage and Organization

Each user can create subfolders and/or sub-categories to keep their personal documents organized.

Personal documents and folders are stored on the BusinessObijects server at the ITC, not locally on

the user’s PC.

Note that the subfolders under the Public Folders folder are hidden by design. Users are unable to

save to Public Folders or Corporate Categories.

Home | Documents Details

My Docur i Lncal Document
- &= vy 4 Publication
= In "é Hyperlink

.E,B M Folder

-Home Documents l Home l Documents

[t

View = | MNew | Organize Send Title =

~\Wehintelligence

Training

# | Listing - Program and Project Codes

# | MARS Finandal Statement - Annual

#* | Training Doc 1

a Subscribed Alerts

& personal Categories

.

View v New v Organize ~ Send

My Docur _?-\ Category

BN " Personal Categories

View = Mew =~ QOrganize = Send Maor:

My Documents

" = My Favorites

“Il My Favorites
r=L| Inbox Q Inbox
B My Alerts B2 My alerts

8 subscribed Alerts

2 Subscribed Alerts

SR personal Categories

Details

Title «

%’1 Training

Create Training Folder:
Highlight My Favorites
From New Menu select Folder
Name the folder ‘Training’

Create Training Category:
Highlight Personal Categories
From New Menu select Category
Name the category “Training’

26



Creating WebI Documents: Document Storage and Organization

o Documents|

View * Mew + Organize * Send = Maore Actions = | Detsils

My Documents [gr] Create Shortcut in My Favarites Title =

E]"'l‘;My Favoritg| ok cCut

rAfebintelligence

L Inbox & Copy
""&EMY Alerts | 21 Copy Shortaut

ESubscribEd.l X Delete

= @ Personal Categories

[ | Documents |

| | Training
#| | Listing - Program and Project Codes
# | MARS Financial Statement - Annual

View = MNew = Organize «* Send

My Documents lok Cut I

=[5 My Favorite) [ Copy
- [ED ebin (B Paste

Mare Actions -

Your document has been saved in the
My Favorites folder.

To find your document, click
Documents -> My Documents. Click
on the My Favorites folder.

You can move a document using the
Cut and Paste options under the
Organize Menu.

Move Training Doc 1. ..

Cut from My Favorites

Click on My Favorites

Click on the “Training Doc 1’

From the Organize Menu, select Cut
Paste into Training

Click on the + next to My Favorites

Click on the Training folder

From the Organize Menu, select Paste
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Creating WebI Documents: Document Storage and Organization

. m  When you saved Training Doc 1, you
| Home | Documents | were instructed not to specify a category.

View = Mew = Organize = Send = More Actions = | Details

R View Lineage m |n a subsequent step, you created the
& [ My Favorites View Metapedia Terms : Training Category_
= ~yehinteligence Modify
B training Mobile Properties m  Assign Training Doc 1 to the Training
! Listing - Program and Project Co o Heary category as follows:
| MARS Finandal Statement - Ann % SEEITE From the More Actions Menu, select
B Inbox Document Link Categories
Open Personal Categories and click on
Training
Click OK

Categories — Training Doc 1

Select one or more categories to add the object to
Categories the object belongs to are highlighted.

E‘ & personal Categories

& Corporate Categories
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Creating WebI Documents: Document Storage and Organization

Jl-kﬂl Documents ]

View = Mew = Organize = Send = More Actions = | Details

My Documents Title =

= P CI=TTa.

= ~ebinteligence

-

k2 Training

Home | Documents

View = Mew = Organize * Send = More Actions = | Details

My Docurments Title =

B 55 My Favorites E
“E Inbox
&E My Alerts
-9 Subscribed Alerts

El & personal Categories

@Training

Now you should be able to find your
document in both the Training folder
and the Training category.

Typically, there would be no need to
have both a category and folder for
the same subject.

You may choose to use only folders
for organizing your documents, or you
may choose to put all your documents
in one folder and use categories to
keep organized. Both were created in
this exercise purely for training
purposes.
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Creating WebI Documents: Recalling a Document

m To use the document you have

Home | Documents | Training Docl .~ = . . .
just saved, simply navigate to

Webnteligence = | (G- [ S WP L-E | 0 ¢ & Bak - 30l - Frlersar [7reeze - 65 outine Reading |~ Design * (2 ~ .
: 2 the appropriate folder or
= | vt | @ category and double click on
8 oot the document name.
=g Report 1 =
Fiscal Year
()] 2014

= The document will be opened in

20-01-0000-00 AZ2MFUAL 0.00 H
20-01-0000-00 48M1JGA 0.00 Readlng mOde' You CannOt
soronn s 0 change the query or report
200000040 8LP1A03 7518 [ |ay0ut in Reading mode.
20-01-0000-00 FBMA5JGA 0.00
20-01-0000-00 GaM5I0 0.00
20-01-0000-00 JaWIRHQ 2240 ] The data you See When you
20-01-0000-00 JaM5JGA 0.20 .
20-01-0000-00 JaMgH10 0.00 Open a’ document IS the data
OO0 LA w0 from the last time the document
20-01-0000-00 JBP1ATA -1.00 Was Saved
20-01-0000-00 KBM1RHQ 165.64 b
20-01-0000-00 KBM2JGF 0.00 v -

q | L|_ ..

[ Aeports m  Open Training Doc 1

Report1 v [ Trackchanges: OFf | H 4 Pagetofi+ b M| [E ]| 100% +| & < 1imnuteago

Click Refresh Data to retrieve
the latest data and/or change
the prompt parameters.
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Creating WebI Documents: Editing a Document

Home | Documents | Training Doc1 &
wepinteligenee + O E G- (S # 2 A-B |9 o @) RTek » Tl - T Ftersr [7]Feeze - 55 outine ReadE v Desgn v |
= (T Advanced | & Run
FMCor LO for all
=gl ||2001
& Report 1
Fiscal Year
2 [2014

Org Level4 Code  ProjectCode  Net Amount

ANN4NNNNAR ADMET 181 nnn

Home | Documents

View = Mew = Organize = Send = More Actions = | Details

My Documents View Lineage
Bl [E My Favorites View Metapedia Terms 0
o [F Inbox [ Modify
E-B My Alerts Mabile Properties
|£ Subscribed Alerts 59 Hstory
% Categories

= & personal Categories

Document Link

@Training

To make changes to the
query of report layout you
must open the document for
editing in one of two ways:

While in view mode

00 Double click the
document to return to
Reading mode

0 Click on the Design
option

Or...

From the Detail Panel

1 Highlight the document
in the Detail Panel

1 From the More Actions
Menu, select Modify
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Creating WebI Documents: Editing a Document

|
I-bmelDoqmer‘ltsITrain‘ngDcl A | 0 l
~" File 4 Properties | Report Elements | a Formatting |~ Data Access |~ Analysis |~ Page Setup |
OB S| &2 - = -|| " Tabks | cell | Section | Chart | Other | Too g
O o | K [ 0] X H = D - I:l - - E .l vk @~ || B TurnInto 23 Set as section
B userpromptmput -« PN =
::J -
(7 Advanced | &2 Run
E FMC or LO for all
— gl | [2001 |
B
Fiscal Year
ﬂ |2|314 | Report 1
PR
= .
= Org Level 4 Code Project Code Het Amount
- 20-01-0000-00 42MFUAL 0.00
20-01-0000-00 4BM1IGA 0.00

Open Training Doc 1 for
editing.

You will be in Design mode.

It is from the Design mode
that you will be able to do
the advanced report
structuring and formatting
that is covered in later
sections.

For this lesson you will
learn how to add and delete
columns from the query and
report.
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Creating WebI Documents: Editing a Document

N m To Edit the Query, click on “Data
[ Hone | Deiments | Traming Doc1 £ = Access” and then click on “Edit”

~" File - Properties | / Report Elements |/ Formatting Data Access |/ alysis |/ Page Setup | under “Data Prov,ders”
DEeEd- S L= - Datz Providers | Data Objects
£y K& & B X i == @Edit = purge ~ | 5 Refresh ~ =% Mew Variable - ‘1 Merge
2| _User promet 1ng foomd x o
@ Advanced | =2 Run
LEE FMC or LO for all
ﬂ |20-01 |
=0
Fiscal Year
()] 2014 | Report 1
Org Level 4 Code Project Code Het Amount
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Creating WebI Documents: Editing a Document

{Z] Query Panel ZINS | Add 4'D|g|t ObjeCt COde tO yOUI’
[fﬂAdd Query = | |0 & b = ’9 ﬁ? B | 2 Run Query ?ﬂclose - query as fOIIOWS
% Universe outline {7 Result Objects P X %4 open the ObJeCt Code fOIder
: Click and drag (or double click)
ERET SRR " B Org Level 4 Code 4-Digit Object Code Project Code Met Amount the 4_D|g|t ObJeCt Code SO that |t
% - [ypeherztofiteront | @ Bt | | < appears in the Result Objects
2 rganization = .
oroenizat = Click Run Query
Program “ . = :
Project L= e | « ¥ .
D m  To remove objects from your
[ ect Code FY Prompt 1 i
2-Digit Object Code : ’ query, Slmply click and drag them
2 e o MR aEow out of the Result Objects panel.
4-Digit Object Deser et mrew e
igit Object Code | Descr SRS e Refre . . .
OOk m Alternatively, you can highlight
igit Object Descr H
ot Ot o /s the object and press the delete
8-Digit Object Code key
3'?'9": C_J!JJ:ECF E_)eslcr - ﬂ Type a text to filter the values
| (1 query1
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Creating WebI Documents: Editing a Document

m  Thequeryis

| Home | Documents | Training Doc1 ~ = & | processed and you are
switched to the Design
File | & Properties | & Report Elements | & Forrnatting/l/ Data Access | & Analysis | & Page Setup | Report mOde. g
O~ S| 8 L - ~||_~ DataProviders /" Data Objects
S HE I_"i’-'&] 3 t‘ﬁ it @Edit # purge ~ | 5 Refresh + || 52 Mew Variable = | /4 Merge - Note that the neWIy
B Avaiabic obiect fo wif x| added object does not
Bl Type heve ko fter e appear automatically in
%E — the report.
= ﬁTralnlng Doc 1
_ ! 4Digit Object Code g
ﬁ ! Org Level 4 Code | The neWIy added 4-
! Project Code . :
ﬂ """ Met Amount RE Grt 1 nglt ObJeCt .C:Ode .

] Variables object is available in
ra] the Available Objects
- OrgLevel4 Code  ProjectCode  Net Amount tab.

2 20-01-0000-00 42MFUAL 0.00
20-04-0000-00 48M1IGA 0.00
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Creating WebI Documents: Editing a Document

[Horne]Doq.lmentsITrain’ngDcl A 4= EB]

File | Properties | Report Elements | Forrnattingy Data Access | Analysis | Page Setup |
O~ S| & L8~ = || DataProviders Data Objects
o o | Kk B [B] X = = (A Edit 22 Purge ~ | & Refresh ~ S& Mew Variable - I Merge
-_E—_l b o
Type here to filter tree
E = 3] Training Doc 1
=g | 4-Digit Object Codg
=0 | Org Level 4 Code
| Project Code
123 Met Amount Report 1
= [ Variables
iL-_l
— Org Level 4 Code Project Code HNet Amount
% 20-01-0000-00 AZMF T 0.00
20-01-0000-00 ABMA1IGA 0.00
20-01-0000-00 4BM2LMNT 0.00
20-01-0000-00 SLP1AD3 7.,551.82
[ Home I Documents ] Training Doc1 .~ = & l
File | Properties | Report Elements | Formatﬁngy Data Access | Analysis | Page Setup |
ﬁr’?‘E. Sﬂﬁ é})évﬂv " Data Providers ~ Data Objects
0 o & @& :-'-?1 x tﬁ u i‘ﬁ Edit ¥ Purge = 52 Refresh - == Mew Variable - 1 Merge
B Foud x o
Type here to filter tree
'EE = ﬂTraining Doc 1
— i 4-Digit Object Code
=0 | Org Level 4 Code
| Project Code
m Met Amount Re Ol't 1
= [ variables
"—_|
— Org Level 4 Code Project Code 4-Digit Object Code Net Amount
-5 20-01-0000-00 A2ZMFUAL 25-27 0.00
20-01-0000-00 4EM1JGA 21-40 0.00
20-01-0000-00 4BM2LMNT 21-40 0.00

To add objects from
Available Objects tab to
report, drag and drop
onto appropriate place in
the report.

As you drag object over
table, a tooltip will
display, indicating the
correct place to drop
data object. The tooltip
in the screen shown
says’Drop here to insert
a cell’. Itis also possible
to replace a cell.

Drag and drop the 4-
Digit Object Code
between Project Code
and Net Amount.

Save your document
after each change by
clicking the Save button.
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Filtering Document Queries

o What Are Documents Filters?

® Restrictions or conditions OPTIONALLY added to queries to
limit data retrieved from data sources

o Why Use Them?

® To retrieve only pertinent data
® Generally reduces query time
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Filtering Document Queries

o Two Types

® Predefined
O Built by MARS administrators
O Available in all universes for use in document creation
O Can be found in Prompts and Conditions folders

® User-Defined
O Built within a document
O Applicable only in that document
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Filtering Document Queries

(L] Query Panel

LjﬁnddQuery - | I B E ’9 B | 2 Run Query ;ﬂclose -

" Universe outline (Ll Result Objects +
Mester perspecive ’ > | Org Level 4 Code | Fund Code | 4-Digit Object Code | Project Code
Q@ Type here to filter on t H+ =t <
Met Amount
|| Organization ﬂ

T o m Predefined query

frise J e 4  filters (denoted by
| Direct f Reimb Abbr (DIRECT/RE . 7 FY Prompt yel IOW fu n n el

| Fund Group (ORF, PAC, Etc.)

| Fund Group (Expired Separate) = . H )
AND ¢ FMC or LO Prompt

| Fund Group Short Mame - I CO n .

| Fund Group Shart Name (Expire

< ;
! Fund Code | Equalto ~|/1001 :
BFund Code \

-
alll

m User-defined
query filter.
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Filtering Document Queries: Predefined Filters

G Query Panel I m  Open for editing Training 1
Fiaddquery - | [0 & B B & & @ | & RunQuery | 5 Close - | I[)OC from the pl'eVIOUS
e Universe outiine (T Result Objects FX |4 esson.
Master perspective ¥ = Org Level 4 Code Fund Code 4-Digit Object Code Project Code - SWltCh to Des|gn mode
98+ |Type here to filter on tf Ee =t < . . ”'
5 & Condions N - m Click on “Data Access” &

G ciuce Fund 00c2§ then click on “Edit”

/" Excude Fund 0080 ~ ~

/ Exdude Expired Funds N ~ N [ 7 % e v B | N Ote th a.t yOU have al ready
¢ Exclude Leave and Benefits Pro® H

7 Exclude Surcharges & Over-Une |- O 7 FY Prompt Used tWO p red efl n ed q u e ry
” Incude Leave Taken Sleave S > — filters from the Prompts

¢ Indude Benefits Paid & Benefit ! 20y WD  FMC or LO Prompt f Id

¢ Indude Direct Only < B — O e r

; ;:jzj: gzaRilr:ntéul:liables Only 7 Exdude Fund 0002 FY Prom pt

7 Indude PAC Only FMC or LO Prompt

¢ Indude Labor Only
" Indude Non-Labor Only
.| Conditions to Match Trans Repc

+ panets o - et e = Open the Conditions folder
J ' . e tect o fiter e vabes and add the following object
| 5 query1 to the Query Filters pane:

Exclude Fund 0002

m Click Run Query
m Click Save
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Filtering Document Queries: Predefined Filters

| Home | Documents | Training Doc1 = = & | = Note that the report no
" File / Properties | 4 Report Elements |/ Formatﬁngynaiﬁ Access |/ Analysis |/ Page Setup | Ionger InCIUdeS pI’OjeCt
ErEEET I R VAT codes from the Internal
o oo | X BB X F#E & [FlEdit ¥ Purge - | 2 Refresh ~ || E& MewVariable ~ | // Merge Fund (fund COde 0002)'
'TE ariable Objects fxii)t\’|
= Type here to filter tree [ | CIle Save
IEE = 3] Training Doc 1
= ! 4-Digit Object Code
ﬂ ! Fund Code
D e Report 1
""" Net Amount
£n_‘| || variables
= Org Level 4 Code Project Code 4_Digit Object Code Net Amount
j 20-01-0000-00 4ZMFUAL 2527 0.00
20-01-0000-00 4BM1JGA 21-40 0.00
20-01-0000-00 48M2LNT 21-40 0.00
20-01-0000-00 ABMZLNT 21-43 0.00
20-01-0000-00 8LP1AD3 21-50 7,551.82
20-01-0000-00 FEMBJGA 25-27 0.00
20-01-0000-00 GamsJ10 12-14 0.00
20-01-0000-00 GaMsJ10 12-34 0.00
20-01-0000-00 GaMa110 12-35 0.00
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Filtering Document Queries:
Pre-Defined Filters

o The pre-defined filters in the Conditions folder filter the data
as stated in the object name, for example: ‘Exclude Fund
0002'.

o The pre-defined filters in the Prompts folder filter the data
based on a value or values supplied by the user of the
document.

o Itis quicker to double click a pre-defined filter than it is to
build a user-defined filter. Be sure to browse through these
folders to see what is available. Every MARS Universe has
a Conditions and Prompts folder.
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Filtering Document Queries

o  Query Filters—Different Types

® Single Value
FMC Equal to 20-01

® Multi Value
FMC In List 20-10; 20-20

® Prompted Value
FMC Equal to (“Enter FMC”)
Prompted Values can be required or optional

® Complex
Fund Code Equal to 0085
OR
(Fund Code Fiscal Year Equal to 2005
AND Fund Code Equal to 0036)
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Filtering Document Queries

o Query Filters (including Predefined filters) have three components

Object  Operator  Operand
Example: LO Equal to '20°

1) Object: Object from the Universe
2) Operator: ldentifies relationship to operand

O (e.g. Equal to, Less Than, Matches Pattern, etc.)
3) Operand: A value

O Can be explicit value, user supplied value (prompt), another
object, or another query (subquery)
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Filtering Document Queries

o Operators (page 1 of 2)

Operator Description Example
Equal to Exactly matches value FMC Equal to 20-01
Not Equal To Anything other than value FMC Not Equal To 20-01

Greater than

Greater than value

FMC Greater than 20-01

Greater than or
equal to

Greater than or equal to value

Net Amount Greater than or equal to
10,000

Less than

Less than value

Trans Date Less than 9/1/2006

Less than or equal
to

Less than or equal to value

Net Amount Less than or equal to 10,000

Between

Between the two values
specified, also including the
two values specified

FMC Between 20-10 and 20-60

Not Between

Not between TWO values
specified nor equal to either
value

FMC Not Between 20-10 and 20-60
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Filtering Document Queries

o Operators (page 2 of 2)

column contains data

Operator Description Example

In List Matches at least one of the FMC In List 20-10;20-20
values listed

Not In List Different from the values listed | FMC Not In List 20-10;20-20

Is null Has no value, as when a data Affected Reference No Is null
column is empty

Is not null Has a value, as when a Downward Net Amount Is not null

Matches pattern

Includes the specified string

Project Code Matches pattern 8M1J%

Different from
pattern

Does not include the specified
string

Org Level 7 Code Different from pattern
20-__-9%
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Filtering Document Queries

o Operators —A Few Notes

® The following operators can be applied to strings (character
data), numbers and dates:
O Greater than / Greater than or equal to
O Lessthan/ Less than or equal to
O Between / Not Between

® The following operators can be applied to strings only!
O Matches pattern / Different from pattern

® Matches pattern / Different from pattern are only useful when
used with wildcard patterns.

O ‘%’ represents ZERO, one, or more characters

® Example: Last Name Matches pattern ‘%N%G’ can return the
last names NG, MANNING, and NEIBERG

O ‘' ’represents one, and only one, character
® Example: Org Level 7 Code Matches pattern 20-__ -9%
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Filtering Document Queries

o Operands:

® Constant (default)

O Document builder will enter a specific value
(e.g. Fiscal Year Equal To 2008)

® Value(s) from list

O Document builder will select values from a list of possible values for the object
(e.g. Fiscal Year In List (2008;2009)

® Prompt

O Document builder will enter text describing the type of value the Document user should
enter at document runtime
(e.g. Fiscal Year Equal To “Enter Fiscal Year”)

® Result from another query (Any)
O Document builder will create an additional query to use as a filter for the main query.

® Object from this query

O Document builder will specify another object
(e.g. Fiscal Year Equal To Fund Code Fiscal Year)
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Filtering Document Queries: User-defined Filters

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

¥ Equal to
/" Data Providers /" Data Objects
ot tqual I -
{T] Query Panel 2
E Between
Fiaddquery - | [0 5 & G| & & B || & RunQuery | & Close - Not Between
[ﬁ it by Matches pattern + X & 15
-, . 9 -
el i Result Objects
Ay Different from pattern
Master perspective T > Org Level 4 Code Labor (¥/N)-(  Greater than
@@ Type here to filter on EHy Gt < - _ Greater than or Equal to
4-Digit Object Code Project Codi e
|| Project d esz than
I Task Less than or Equal to
| Ohject Code § § . -
uery Filters In List i W
| MARS Program Group ¢ Query TR
|| MARS OPT Not In List
] Chart ¢ FY Prompt Both
[E [ Record Flags
Labor Type > ¢ FMC or LO Prompt Except
Labor (Y/N) - CBS Labor Flag <[ | —————— el
Labor (f/M) -OC 1xX-xX ¢ Exclude Fund 0002 o
Leave or Benefits S ————
PCS (Y/N) Labar (¥/N) - CBS Labor Flag | Equalto = |y =
FTE (Y/N)
PY (M) - CBS PY Flag
PY (/M) - MARS - ) _
PY Up/Down or CY - CBS PY Flag = Data Preview = Refresh
1| | B
| (1 query1

Open for editing Training 1
Doc and switch to Design
Report mode, click on “Data
Access” and then click on
“Edit’, if you are not there
already.

Open the Record Flags folder
and add the following object
to the Query Filters pane:

Labor (Y/N) —
CBS Labor Flag

Drop down the list of
operators

Select equal to
In the operand box the default
is ‘Type a constant’
Type Y
Click Run Query
Click Save
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Filtering Document Queries: User-defined Filters

| Home | Doauments | Training Doc1 = = = | m  Note that the report no longer
" File - Properties | - Report Elements | - Fon'natting/l/ Data Access | & Analysis | & Page Setup | Contalns Object Codes that are
D | S & L2~ -| |~ Databroviders Data Objects nOtlabOI’
Yy X @& ﬁ > @ = | @Edit * Purge ~ | 2 Refresh - =& Mew Variable - i Merge '
.E__l ailable Objects Fx i::-),\‘,
Type here to filter tree )
%E = ﬂTraining Doc 1 | CIICk Save
== | 4-Digit Object Code
=0 | Fund Code
I Labor {¥/M) - CBS Labor Flag
(22} | ©rg Level 4 Code Report 1
! Project Code
£L_‘| """ MNet Amount
= [0 varizbles Org Level 4 Code Project Code  4-Digit Object Code Net Amount
j 20-01-0000-00 JBP1ATA 11-12 -1.00
20-01-0000-00 KEMZJGM 11-12 0.00
20-01-0000-00 KEMZ2JGM 12-32 0.00
20-01-0000-00 KEMZIGM 12-33 0.00
20-01-0000-00 KEMZ2JGM 12-34 0.00
20-01-0000-00 KEMZJGM 12-36 0.00
20-01-0000-00 KEMZ2JGM 12-37 0.00
20-01-0000-00 KEMZJGM 12-38 0.00
20-01-0000-00 LEM1RHQ 11-12 3,196.36
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Filtering Document Queries: User-defined Filters

(1! Query Panel

LEJﬁ'AddQuery - | (M= & ’9 e

-, . .
o Universe outline

Master perspective =

Q8 - |Type here to fiter on t E+ Bt =

= [ Fund ﬂ
Bureau Code
Bureau MName
Direct / Reimb Descr
Direct / Reimb Abbr (DIRECT/RE
Fund Group (ORF, PAC, Etc.)
Fund Group (Expired Separate)
Fund Group Shart Name )
Fund Group Short Name (Expire |-
Fund Group Short Name (ARRA— | =

Fund Type

Fund Descr

Fund Code [ Descr
Fund Expired (¥ /M)
Fund Begin Date
Fund Begin Year
Fund End Date
Fund End Year
Fund Cancel Date

Fund Status -
" RS _'IJ

z

2 Run Query ;ﬁ Close -
Lﬁ Result Objects * X & i i
Org Level 4 Code Labor (¥/N) - CBS Labor Flag Fund Code
4-Digit Object Code Project Code MNet Amount
/' Query Filters ¥ x| o« v [
i FY Prompt
¢ FMC ar LO Prompt
AMD /" Excude Fund 0002
Labor (¥/N) - CBS Labor Flag | Equal to = ||y 55.
Fund Code | InList ~|Type a constant =
v Constant

Value(s) from list

] Data Preview [ Prompt ]Refresh

Type a text to filter the values

S
B

| 5 query1

Building a User Defined Filter
that Prompts for a list of
values . ..

Open for editing Training 1
Doc and switch to Design
Report mode, click on “Data
Access” and then click on
“Edit”, if you are not there
already.

Open the Fund folder and add
the following object to the
Query Filters pane:

Fund Code

Leave In List as the operator.

Select Prompt from the
operand drop down.
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Filtering Document Queries: User-defined Filters

m  The default prompt text is
“Enter value(s) for Fund
Code:” You may change the
prompt text by typing over the
default text and pressing
enter.

Fund Code | InList = | Enter value(s) for Fund Code

Prompt Properties

i New prompt

r Parameter from universe

Click the Prompt Properties
icon to open the properties

Prompt text: Enter value(s) for Fund Code dlalog
P tP rti
romp Froperties m  Note that you can make the
W Prompt with List of Values [T select only from list prompt optional and COﬂtl'OI
¥ keep last value(s) selected ¥ oOptional prompt the list of values and default
values.
[T setdefault valuels)
Type a value Check the Optional Prompt
box.
m Click OK

m  Click Run Query
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Filtering Document Queries: User-defined Filters

Prompts

v Enter value(s) for Fund Code
¥ *=FMC or LO for all 20-01
¥ *Fiscal Year 2014

* Required prompts

Type values here

Refresh Values %2 | =
<

Fund Code | Fund Descr <
S ALL H
ool OR.&F GEMERAL OPERA
ooz INTERMAL FUND 13%14=F

.| | 0003 REIMBURSABLE (W /OLT

.| | o004 REIMBURSABLE (W /ADY

*| | D005 ADWVAMCES - SINGLE YR
0005 ADVAMCES - MULTI OR.T

0007 REIMBURSAELE -
< | B

October 17, 2014 2:33:31 PM GMT-04:00
I?E -

oK Cancel

When the query is run, the
prompt box will be displayed.

If the List of Values does not
appear, click Refresh Values.

With the new optional prompt
you can either

Not select any funds

Select one fund

Select multiple funds

Note — the “*” for All will not
work with a User Defined
Prompt. If you want all funds,
do not select any funds.

Do not select any funds

Click Run Query
Click Save
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Filtering Document Queries: User-defined Filters

Prompts

Prompts Summary
v

v =FMC or LO for all 20-01
¥ *Fiscal Year 2014

Enter value(s) for Fund Code (optional)

Refresh Values ¥2

Fund Code

Fund Descr

0030
00s1
oos2

| |ooss

1001
1002

-

EPA TRANM &
GSA TRAF
MOAA PAH
MNORTH Ps

0096
0097

NOAA CJR_l

NOAA PAI
o _»i_l

October 17, 2014 2:36:57 PM GMT-04:00

| 8 -

* Required prompts

|| Cancel

Each time you run this query,
you may choose to

1 select all funds by leaving the
fund prompt blank

1 or pick particular funds you
are currently analyzing
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Filtering Document Queries: Complex Filters

(L] Query Panel

DﬁAddQuEry' (Wi} (:mL"\?fﬁm

— :
= Universe outline (I Result Objects

Master perspective =

g Type here to filter on t =+ =t

> Org Level 4 Code Program Undelivered Unpaid

Fund Code 4-Digit Object Code Project Code

= %% MARS AP Trans (CBS) -
MARS AP Trans {CBS)
Quick Pick Objects
Conditions
Prompts
L= Measures
Met Amount
Undelivered
Paid

0 & E

FTE (Ora) -
FTE (Program)

FTE (All)

FTE 113G (Org) <

FTE 113G (Program)

FTE 113G (All) AND
Stat Unit Qty - Hours

Credit Amount

Debit Amount

CR Minus DR. Amt

Measures - PY Downward Only

Measures - with PY Downward

| B B

¢ Query Filters

7 FY Prompt
 FMC or LO Prompt
" Exdude Fund 0002
Fund Code | Mot Equal to ~||0002
OR Fund Code | Equal to ~||0002

AND
Program | Equal to  ~|/03-01-02-000

Undelivered | Mot Equal to = (|0
OR
Unpaid | Not Equal to ~ g

Met Amount

4l

4l

4l

Al

dll

¥i

b

22 Run Query ﬂﬁ Close -

7 X X%

Labor (/M) - CBS Labor Flag

4

»

| v

Filters are joined together
with AND and OR
conjunctions.

The AND operator requires
that both filters/filter groups
be true.

The OR operator requires that
either filter/filter group be true.

Groups of filters can be
prioritized to be evaluated
before other filters. This is
designated by right
indentation.
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" N
Filtering Document Queries: Complex Filters

m Create a new Weblntelligence
document using the MARS

i e AP Trans (CBS) universe.
|tLT;5i'AddQuery - [ E B QP = |3| 22 Run Query ;ﬂclose '|
e e e Cle=rer= | TX% <’ m Include the following objects:
FEEGTIERTRENE ” =0 ! Org Level 4 Code I ! Project Code || = et Amount || Undelivered II v Unpaid O Org Level 4 Code
A oo el 71 Project Code
Y as Tere 59 r 1 Net Amount
o Qi e O 7 Query Fiters il i T Undelivered
2 B eres 2] 7 Pt = Unpaid
\d E’I::::res (non-zog) - o= | nm- O Pald
[] Organization 3
=t ©1 FY Prompt
1 FMC or LO Prompt
Save As X
X @& M «[1]ofr » u C.|IC.k Run Query
I::a\torihes Folder |T|‘I:Ie - | Last Run Time | | FI” In prom ptS
E"lilFauorites Folder #| | Training Doc 1 ‘ | | C“Ck SaVe
u ebinteligence .
| el m  Name the document Training
----- ; DOC 2

Public Folders

File Name: [rraining Doc 2|
Save As Type: I Web Inteligence j
»
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Filtering Document Queries: Complex Filters

(Ll Query Panel

t’f_l Add Query -

O B P e

= . 3
= Universe outline

Master perspective <

g

Type here to filter on t F4 =t %

= 7% MARS AP Trans (CBS) -

[ 71 MARS AP Trans (CBS)
i) Quick Pick Objects

[ 71 Conditions

[ 71 Prompts

[ 71 Measures g
[ 71 Measures {non-agg) [
[ 71 Dates

[ 71 Organization
[F71 Fund

{1 Result Objects

! Orglevel 4 Code

! Project Code u

/

¢ Query Fllters/

7 FY Prompt

7 FMC or LO Prompt

Go to the Design Report
Mode, Click on Data Access,
then click on Edit .

Practice changing the ‘And’ to
‘Or’ and back again by
doubling clicking on it.
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Filtering Document Queries: Complex Filters

¢ Query Filters

/" FY Prompt

 FMC or LO Prompt

Undelivered | MotEqualto ~ |0

Unpaid | Mot Equal to - [:||

41l

7 Query Filters

AND

 FY Prompt

" FMC or LO Prompt

Undelivered | Mot Equal to = ||0 i

Unpaid | Mot Equal to ~ |0

alll

CR

¢ Query Filters

AND

/" FYf Prompt

/" FMC or LO Prompt

Undelivered | MotEqual to =0

Al

a1l

Unpaid | MotEqualto = qf

a1l

Change the operand back to
‘And’.

Add the following conditions:
1 Undelivered Not Equal to O
1 Unpaid Not Equal to O

Click on the “Add nested filter”.

drag and drop the Unpaid

condition over the Undelivered

condition when it shows the

nested condition as shown to the

left.

Click Run Query
Click Save

This set of query filters will return

data if either Undelivered or
Unpaid are zero.
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Report Formatting

Introduction
Page Layout
Cell Formatting
Report Tabs

O O O O
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Report Formatting: Weblntelligence User Settings

m  The following exercises will use

[Hume ]Dncuments ]Training Doc2 [ = l ‘Inch’ as the measurement unit.
. . |~ .
File Properties “ Report Elements f - The ChOICeS are:
View - Dm:umentl Application w_ Report | Rename Repa Inch
¥y r BRI X %.ﬁ.dd Report Dupli Centimeter
= foo wi - -
=] & Advanced | 2 R . = You may change this setting
| nevenese | again later to meet your
Preferences individual needs.
Ew‘
m  Open for editing Training 2 Doc.
(?)
i || cener! m  Click Properties -> Application
——l Measurement unit: inches -
3 m  Change the Measurement Unit
to Inch.
oK | Cancel ;
m Click OK.

m  This setting only needs to be
changed once. It will apply to all
new and saved documents for
your user ID.
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"
Report Formatting: Undo Formatting

If you make a mistake while formatting a report, you can click the Undo button.
|

Be sure to Undo before you save. Saving clears the undo cache.

| Hope | Documents | Training Doc2 &+ & |

File |/ Properties | Report Elements 4 Formai

EHE- | SR PE-=- Tables | Call | Section |
cARBIX @Ee |D-B-@-E-

f w2 E
t‘ﬁ Advanced | =S Run

FMC or LO for all ‘
I
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"
Report Formatting: Page Mode / Structure Mode

m Before we begin formatting, it is important to note the modes in which you may
work on a report.
Page mode vs. Quick Display mode
Design With Data mode vs. Design Structure only mode

m Page mode vs. Quick Display mode:
Use Page mode to see how the report will look on the printed page.

Quick Display mode will show you more information on a page because there will not be
any page breaks or margins displayed

Change to Page mode by clicking the Switch Page/Quick Display button.
The button will appear darker when Page mode is on.
Click again to change back to Quick Display mode.

Page Mode
| 1 o
[& Track changes: Off | 4 4 Page1of1 F M | | = [E| [100% -| = 2daysage

Quick Display Mode
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"
Report Formatting: Page Mode / Structure Mode

m Design With Data mode vs. Design Structure only mode:
Design With Data mode will show you the data from the query
Design Structure only mode will show you formulas instead of data.
Use Structure only mode to see clearly report headers, footers, sections and formulas.
Change to Structure only mode by selecting Structure only from Design drop-down menu.

Toggle Design With Data / Structure only

| Home | Documents | 39239 _Training Doc...  # 7 | \
File | Properties | Report Elements | Formatting | Data Access | Analysis | Page Setup | R%g * Design 2
- S| P2 -0 || Tebles | Cal| Secton | Chert | Other|  Tooks | Posion | Linking /" el Behaviors | With Data  Cirl+2
OoldBEIXIFED HA-F-f-E-|l--@-| St - | &l setassecion | “FHide - | 1= Pagebreak - | B Repeat | EIETET Ctrl+3|
= fic wif 3 |=Reporthame() Y
- [ﬁ Advanced | 2 Run <
%g FMC or LO for all
ﬂ NWS\20-01
Fiscal Year [ [I
> =ReportName()
(21 2014 ] [
ﬁ-]
: =NameOf{[Org Ler =NameOf{[Projecl =NameOf([N¢ =NameOf{[Undeliv =NameOf{[Ur| | |
=[Org Level 4 Cods =[Praject Code]  =[NetAmouni =[{Undelivered]  =[Unpaid]

\ Structure mode shows formulas
instead of data
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Report Formatting: Components of a Report

m Before we begin changing formats, it is important to understand the components of the report.

m Itis especially important to understand that you sometimes must click on the Column Data
Cell(s) rather than the Column Title Cell(s) in order to apply certain formats such as Breaks and

Sections, which we will be covering later.

Free Standing Cell —Pl[ Open Obligations

Column

Org Level 4 Code

Project Code

Het Amount

Undelivered

Unpaid

<«— Page Margin

<+— Page Header

<+— Column Title Cells

Row

20-01-0000-00 42MFUAL 0.00 -123,143.00 0.00
20-01-0000-00 JBM5IGA 0.20 -3,530.54 0.00
20-01-0000-00 JBMBH10 0.00 -818.71 0.00
20-01-0000-00 KEM1RHQ 165.64 271047 0.00
20-01-0000-00 Eﬁabl}e 0.00 -3,319.68 0.00
20-01-0000-00 KBM2JGM 0.00 -646.47 0.00
20-01-0000-00 KBM5JGA 0.00 -767.08 0.00
20-01-0000-00 L2ZMSERM -1,261.17 -166.50 0.00
20-01-0000-00 L8M1RHQ 4,022.57 -1,10312 | -7,108.92

><— Column Data Cells

64



Report Formatting: Page Layout

3 ACcess | .ﬁ.nalysisy Page SempL u
Page | Header | Footer | : Scabm@‘ﬂargins | Display |
[&" Landscape = | Letter ~| || width: |automatic ~|Height: |autom Scale: |100% -
\.
ArCcess | Analysisy Fage Setup | -
Page " Header | Footer | Scale to PageJ// Margins | Display |
=] show | Height: |0.25 - |inches | [ |0.25 5| O |0.25 =[] |0.25 2| [ |0.25 &
Arccess | Analysisy Fage Setup |
Pags | HeaderJ/ Footer | Scale to Pa-ge,L'/ Margins | Display |
| Show | Height: |0.25 - inches | ] |0.25 - O [0.25 | []] |0.25 =| ] |0.25
|
]

The default page layout leaves
a lot of unused space in the
margins, headers and footers.

To change the Page Layout
click on Page Setup

Change the Page Layout
settings as follows:

Top Margin 0.25”
Bottom Margin 0.25”
Left Margin 0.25”
Right Margin 0.25”
Page size Letter

Page orientation Landscape
Header height 0"

Show page footer Yes
Footer height 0.25”

The Measurement Unit for
page margins should be in
Inches if you have changed
your User Settings as specified
In the previous section.

Click Save.
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Report Formatting: Changing Column Titles

m  Change the Column Titles by double clicking in the Org Level 4 Code Table Title cell.
m  Change title to ‘Organization” by typing over the text in the cell.
m Click Save.

Open Obligations

]' Project Code Net Amount Undelivered Unpaid

20-01-0000-00 42MFUAL 0.00 -123143.00 0.00
20-01-0000-00 JBMBJGA 0.20 -3,539.54 0.00

Open Obligations

Organization Project Code Het Amount Undelivered Unpaid

20-01-0000-00  42MFUAL 0.00 -123,143.00 0.00
20-01-0000-00  JBMSJGA 0.20 -3,539.54 0.00
20-01-0000-00  JBMEH10 0.00 -318.71 0.00

20-01-0000-00 KEMIRHO 165.64 -2,710.47 0.00



"
Report Formatting: Moving Columns

Move columns by clicking, dragging and dropping.

Move Net Amount after the Unpaid column. Click, drag and drop the column in the table.
Click Save.

Note this technique can also be used to swap columns.

Open Obligations

Organization Project Code Net Amount Undelivered Unpaid
20-01-0000-00 42MFLUAL -123,143.00 EI.EIIZI
20-01-0000-00 JEMEIGA 0.20 -3,539.54 0.00
20-01-0000-00 JEMEH10 0.00 -218.71 0.00
20-01-0000-00 KEM1RHO 165.64 -2,710.47 0.00

Open Obligations

Organization Project Code Undelivered Unpaid Het Amount
20-01-0000-00 4Z2MFUAL -123,143.00 0.00 0.00
20-01-0000-00 JEMEJIGA -3,539.54 0.00 0.20
20-01-0000-00 JEBMEH10 -318.71 0.00 0.00

20-01-0000-00 KEM1RHOQ -2,710.47 0.00 165.64



" N
Report Formatting: Deleting Columns

To delete a column, select the column you wish to delete.
Right click on the Project Code column.

Right clicking opens a Shortcut Menu.

Select Delete.

Click Save.

o~
rt Elements | Farmatting | Gk End Tk Page Setup

Copy Crl+C |
t Renams ri Mowe R ?'_"1 | ooter | Scsle to Page I.-/_h
LT Paste Cirl+v
teport ([ Duplicate Report - P d =
epor uplica epor 5 . . [E) Page mode || =
o 2& o o |=Project] e poete
kis Merge

Clear Contents

@ Set as section

Turn Into * ations
Edit Formula. ..
Linking L3
Organization Proije < oril > hdelivered Unpaid
20-01-0000-00  42WF Group » | -123143.00 0.00
20-01-0000-00 JBME 7 Filter » -3,538.54 0.00
20-01-0000-00 JBMEEH:.I Ranking 4 -818.71 0.00
s
20-01-0000-00  Kem{ 2l Sert * -2,710.47 0.00
= »
20-01-0000-00  KaMi = oreak -3,319.568 0.00
“F Hide 4
20-01-0000-00 Kamd -G46.47 0.00
Formatting Rules L4
20-01-0000-00 KamM -TET.08 0.00
Text 3
20-01-0000-00 L2Mg -166.50 0.00
Format Cell...

20-01-0000-00 LEMTRHLY A UZE57T -1,103.12 -7,108.92
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Report Formatting: Adding Columns

If you add new objects to your query, they will not be automatically added to your report.
Add columns from the Available Objects Tab by clicking, dragging and dropping.

Put the Project Code back in the report after the Organization column.

Click and drag the column and drop it in the table.

Click Save.

Home | Documents I Training Doc 2 7 += & ]

File | ’ Properties | f Report Elements | ’ Formatting | ’ Data Access | g AnalvsisJ/Page Setup L
DEH- S|Pl -=- Report | Rename Report | Move Report | Page | Header | Footer | ]
0 x| Kk YR AddReport [ Duplicate Report [ a] Portrait ~ | A4 - &
_E] Fo md 3¢ o |=NameOf{[Unpaid])

Type here to filter tree

= 3. Training Doc 2
| Org Level 4 Code

=&
=0
Met Amou Proied O Obl- 1.-

E Undeliverd pen Igations

— Unpaid Type: Text The proje

::ﬂ [ 1 Variables | code portion of the ACCS,

— Oryonization Net Amount Undelivered Unpaid

% 20-01-0000-00 I 246 460.39 17,914.04 -51,573.24
20-01-0000-03 2763.01 0.00 -6,122 26
20-01-0000-04 35 307.89 -359 56973 -78,387.71
20-01-0000-05 4 45191 -2,21588 -29 24209

20-01-0001-00 7,567.71 -6,445 266.42 -1,033,527 .86



"

Report Formatting: Change Column Width / Row Height

m There are two ways to change Column Width and Row Height.

1) Click and drag to resize

2) Change the properties by typing the desired size

m  Practice changing the width and height of the Project Code column by clicking and dragging.

Open Obligations

Organization Project Code Undelivered Unpaid Het Amount

20-01-0000-00 42MFUAL -123,143.00 0.00 0.00
20-01-0000-00 JBMEJGA -3,539.54 0.00 0.20
20-01-0000-00 JBMEH10 -818.71 0.00 0.00
20-01-0000-00 KEM1RHOQ -2,710.47 0.00 165.64

20-01-0000-00 KEBM2JGF -3,319.68 0.00 0.00

20-01-0000-00 -G46.47 0.00 0.00

Width

Open Obligations

Organization Project Code Undelivered Unpaid Net Amount
20-01-0000-00 4Z2MFUAL -123,143.00 0.00 0.00
20-01-0000-00 JEBMEIGA -3,539.54 0.00 0.20
20-01-0000-00 JBMEH10 -818.71 0.00 0.00
20-01-0000-00 KEMIRHO -2,710.47 0.00 165.64
20-01-0000-00 KAaM2 1F -2 219 6882 0.0 o.0n0

Height
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"
Report Formatting: Change Column Width / Row Height

m The standard for MARS Corporate Reports is to use the following settings:
Fixed column widths (each sized appropriately so all columns fit the page width)
Autofit height checked (minimum height of 0.17” — 0.25” depending on font size)
Wrap text checked

m This standard ensures that the data does not go off the page as it might with Autofit widths. It
also ensures that all data will be displayed even if the fixed width is not wide enough.

m  The example below shows the standard settings and how it would impact the Undelivered
column if it were not wide enough.

Open Obligations

Organization Project Code | Undelivered | Unpaid Net Amount

Text is wrapped and

-123,143.0 : .
20-01-0000-00 42MFUAL 0 0.00 0.00 co!umn helght IS
adjusted
20-01-0000-00 JEMBJGA -3,530.54 0.00 0.20
20-01-0000-00 JEMEH10 -818.71 0.00 0.00

20-01-0000-00  KEMIRHQ -2,710.47 0.00 165.64
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Report Formatting: Free Standing Cells

o Single cells that stand alone in a report

o Often used in headers and footers
® Report Title

Page Number

Last Refresh Date

Logos/Images

User Responses to Prompts



" M

Report Formatting: Changing the Report Title

Change the Report Title by double clicking in the Free Standing Cell containing the report title.

Change the report title to ‘Open Obligations”.

Click Save.

Organization

20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00

Organization

=RepD rtName ()

g 2
Project Code Undelivered Unpaid Net Amount
AZMFUAL -123,143.00 0.00 0.00
JBMEIGA -3,539.54 0.00 0.20
JBMEH10 -818.71 0.00 0.00
KEM1RHQ -2,710.47 0.00 165.64

-}Open Obligations

20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00

Project Code Undelivered Unpaid Net Amount
AZMFLIAL -123,143.00 0.00 0.00
JBMEJGA -3,539.54 0.00 0.20
JBMEBH10 -818.71 0.00 0.00
KEMIRHR -2,710.47 0.00 165.64
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Report Formatting: Repeat on Every Page New Page

Format Cell

General
Alignment
Font
Border
Appearance

Layout

Horizontal

Mew page: [T Startonanew page

I Repeat on every page

Vertical

Mew page: [T startonanew page

r Repeat on every page

Position

Within the Report

Left edge of this cellis |2.06 - |inches to

Left edge of report

Top edge of this cellis |0.12 - |inches to

Top edae of report

-

-

Cancel

Page layout: [~ Avoid page breaks in freestanding cel

e layout: [~ Avoid page breaks in freestanding cell

Apply

Free Standing Cells like the
Report Title will not repeat on
every page by default.

If you would like the title on
every page

Select the cell, right click &
select “Format Cell...”

Click on the Layout & Check the
Repeat on every new page
option.

This setting should be
considered each time you place
a cell in the header of the report.
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Report Formatting: Free-Standing Cell Templates
m  Page Numbers can be added to the footer section of the page.

m |tis easiest to see the footer section while in Page mode and Structure mode.

m  Switch to Page mode and Structure only mode.

m  Scroll down to the bottom of the page to see the report footer.

m  Click on the Report Elements -> Cell, click on “Pre-Defined” drop-down

m Click and drag Page Number / Total Pages and drop on the Page Footer.
Report Elements | Formatting | Data Access | Analysis | Page Setup |
Tables }* Cell | Section | Chart | Other Tock | Pestion | Linking | " call Behaviars |

I Blank preDefined ~ | fll = & - @ = | T2 Tumnine &3] 5etassection || o[ Hide = | =) PageBreak - | {2 Repeat

Document Name

Last Refresh Date

Crill Filter

Query Summary

Prompt L4
Report Filter Summary

Page number

Page Mumber/Total Pages

Total Number of Pages

foffc oooooao

||:| Click to insert the cell here (Press ESC Key to cancel this actiu:un}l|
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" N
Report Formatting: Free Standing Cell Templates

m  The answers to the query prompts can be added to the heading of the report.
m Inthe Report Elements Tab, click on “Cell” -> “Pre-Defined”.
m  Click Prompt -> Summary and drop next to the report title.

4 ing |~ e is |7 |
Report Elements | Formatting Data Access Analysis Page Setup

Tables | Call | Section | Chart | Other Tools | Postion | Linking |

[ Blank Pre-Defined - [ I - I ﬂT‘Turn Into 35] Set as section

i_ 1 Document Mame i,.mber[:ﬂ:'agesg

Fage Mumber/Total Pages
Total Mumber of Pages

O LastRefresh Date
1 Drill Filter
:I [ Query Summary
1 Prompt k Summary
:I [ Report Filter Summary FMC or LO for all
1 Page number Fiscal Year ||:| Click to insert the cell here [Eess ESC Key to cancel this ar:ﬁr:un}l|
| |
| |

=RleportName()

Organization =NameOf{[Prc =HameOf{[Undeliv =NameOf{[Unpaid =NameOf([Ne

=[0rg Level 4 Codt =[Project Code =[LUndelivered] =[Unpaid] =[Met Amoun
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Report Formatting: Formatting Toolbar

Report Elements I/ Formatting |

Data Access |

Analysis |

Page Setup |

Fx Format Cell

General Font name: Font style: Font size:
Alignment Arial Bold 8
Arial - Regular [ -
Al BQJapan :I Ttalic 7
Border Courier New Bold 8
Fixedsys Bold Italic 9
Appearance Gothic 10
Gulim LI 11 hl
Layout
Color:
A -
—_—
Effects
™ underline
r Strikethrough
Prewview
AbCd123
QK Cancel Apply
1 r
| s * |
| Open Obligations

r el | sty | Numbers
:{j'w‘&"g& P Clear - ||[|[B F O 5| é.' g' E

A Alignment 'adding A~ Took
== =I5

Cell is highlighted

The page number cell
may not be formatted
optimally.

To change a cells
properties, first click on
the cell to be modified.

Right click & Select
Format Cell...

Change the following
properties of the Page
Number cell:
Font Size 2 8
Remove borders
Horizontal text
alignment > Center
Relative Position
s Leftedge 2> 4.5
= Topedge—>0

1



"
Report Formatting: Formatting Toolbar - Font

F‘.eportEIementsy Formatting | Data Access | Analysis | Page Setup |

Font | Border | Cell | Style Numbers | Alignment | Size | Padding | Took
Arial -7 -l|A | 0S| A-B-HOIET=EF==E|s & %
1 2 34 5 6 7 8 9 10 11 1213 14 15 1617 18 19 2021
[ Much of the formatting you have been changing via the “Formatting Cell...”, can also be changed via the Formatting Toolbar.
= Formatting Toolbar is divided into Font, Border, Cell, Style, Numbers, Alignment, Size, Padding & Tools
1. Font
2. Font size
3. Grow Font
4, Shrink Font
5. Bold
6. Italicize
7. Underline
8. Strikethrough
9. Font color
10. Background color
11. Background image
12. Align Left
13. Align Center
14. Align Right
15. Align Top
16. Align Center
17. Align Bottom
18. Wrap Text
19. Format Painter
20. Formatting (Display Formatting Options)
21. Clear Format
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Report Formatting: Formatting Toolbar - Borders

{ Report Elements/l/ Formatting | { Data Access | { Analysis | { Fage Setup |

Font | Border | Cell Style | Mumbers | Alignment |
B @srU0SA-B-T|E=S
1 2 34 5 6 7 8 9 10 11 12
1. Borders
2. Borders Color
3. Bold
4. Italicize
5. Underline
6. Strikethrough
7. Font color
8. Background color
9. Background image
10. Align Left
11. Align Center
12. Align Right
13. Align Top
14. Align Center
15. Align Bottom
16. Wrap Text
17. Format Painter
18. Formatting (Display Formatting Options)

19. Clear Format
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Report Formatting: Formatting Toolbar - Cell

/ ReportEIements,l/ Formatting | , Data Access | z Analysis | , Page Setup |

Font | Border - Cell | Style | Numbers | Alignment | Size | Padding | Tools

ciMerge | # Cear -~ ||[B £ U S| A-|&-Dl==s=|="= | &
1 2 34 5 6 7 8 9 1011 12 1314 15 16 17 18 19

1. Merge

2. Clear

3. Bold

4. Italicize

5. Underline

6. Strikethrough

7. Font color

8. Background color

9. Background image

10. Align Left

11. Align Center

12. Align Right

13. Align Top

14. Align Center

15. Align Bottom

16. Wrap Text

17. Format Painter

18. Formatting (Display Formatting Options)

19. Clear Format
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Report Formatting: Formatting Toolbar

Report Elements | Fcrmatﬁng%DamAccess | Analysis | Page Setup ‘ Reading ~ Design ~ (2 -

_/ Font | Border | Call ~ -
AR S A

=

Alignment * Sze | Padding _/ Took
&)
G .

Style

Arial ML

bih: 13.00 - Height: 0,64 & inches

fio wdif w0 o |=PromptSummary()

‘ 5 Query Name:Query 1%

Open Obligations |

FMC or LO for all 20-01 \'\I~

Fiscal Year 2,014 |

Format Cell 2 -

General .
Horizontal

Alignment

Mew page: [ Start on a new page Page layout: [~ Avoid page breaks in freestanding cell

Font ¥ Regpeaton every page -
Border Vertical

Appearance Mew page: [ Start on a new page Fage layout: [~ Avoid page tanding cell

Layout |_ Repeat on every page

Position
Within the Report

I Left edge of this cell is | 7,00 | inches to €=

‘_D Left edge of report -
_T Top edge of this cellis (0,00 = |inches to m
D Top edge of report -
|

Cancel

Apply

The prompt summary cell may
not be formatted optimally.

To change a cells properties,
first click on the cell to be
modified.

Use the Formatting Toolbar to
change the following cell
properties:

Font - Arial

Font Size > 8

Width - 3”

Use the Formatting option
change the following cell
properties:
Check Repeat on every new page
Relative Position
m lLeftedge > 77
= Topedge > 0"

This cell would extend past the
right margin if these settings
were not adjusted.

Click Save
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Report Formatting: Formatting Toolbar
m  Formatting changes can be made to multiple columns at one time.
m  Hold down your CTRL key and single click on the cell(s) you would like to format.
m  Single click on the data cells in the Undelivered column so that it is highlighted.

m  Hold CTRL key and click on the data cells in the Unpaid and Net Amount columns.

Open Obligations

Organization Project Code Undelivered Unpaid Erne < Column Title Cells
20-01-0000-00 42MFUAL -123,143.00 0.00 0.00 )
20-01-0000-00  JEBMSJGA -3,539.54 0.00 0.20
20-01-0000-00  JBMEH10 -518.71 0.00 0.00 > Column Data Cells
20-01-0000-00 KEM1RHQ -2,71047 0.00 165.64
20-01-0000-00 KEMZIGF -3,319.68 0.00 0.00

<«
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Report Formatting: Formatting Toolbar

m  Once all cells have been highlighted, any properties changed will impact all selected cells.

m  To change the Number Format , from Formatting Toolbar, click Numbers and then click on
format drop-down.

m  From the Number Format dialog select the 1,234 format which will show the number without

the decimals.
m  Click OK.
m  Click Save.
F‘.eportEIements,V Formatting | Data Access | Default
e ey — 1,234.57
L ron ¢ Bk o ) 1.234567E3
Arial s - [A & BB - | % e
S o x 4 1235; (1235)
1234 oF
1,235
§1,234.57; ($1,234.57)
ODE[‘I O‘bhc £1,234.57; (51,234.57)

Project Code Undeli

20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00

42MFLAL
JBMEJGA
JBMEBH10
KEMI1RHO
KBMZJIGF

$1,235; (§1,235)
£1,235; (51,235)
£1,234.57; -61,234.57
§1,234.57; §-1,234.57
$1,235; -61,235
£1,235; $-1,235
£1,234.57; €1,234.57
€1,234.57; £-1,234.57
£1,235; -€1,235

ant Size Paddin

33 - Height: 0,16 | inches
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Report Formatting: Report Tabs

o Report Tabs allow you to present the data from the report query or
queries in a variety of formats.

o When areport is refreshed, all the report queries are run at once
and all the report tabs are updated with the new data.

o Each report tab could show similar information but at a different
level of detail.

o Each report tab could be identical in formatting, but differ in the
filters that are applied.
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Report Formatting: Report Tabs

m  Similar to an Excel worksheet, a Web Intelligence document can have multiple reports (aka
tabs).

m  Frequently new report tabs are created by duplicating an existing tab.
m To create a copy of Open Obligations, right click on the Open Obligations tab.

m  From the Shortcut Menu, select Duplicate Report.

20-01-0000-00 KaMIRHC -2710 20-01-0000-00 KEM1RHO -2710

20-01-0000-00 KAM2 IGF =3320 20-01-0000-00 KEMZ2JGF -3,320
[Z Add Report Cirl +5hift+R

20-01-0000-00 = 20-01-0000-00 KBMZJIGM -G46
Duplicate Report —

20-01-0000-00 20-01-0000-00 KEBMEIGA -TRT

—

= [ O = W

20-01-0000-00 20-01-0000-00 LZMSERM -167
Rename Report

20-01-0000-00

4 I Format Report... 4 I
Open Obligations Open Obligations l Open Obligations (1)

Move Report 9 20-01-0000-00 LEMIRHO -1.103




Report Formatting: Report Tabs

TIEO T A AT Wiat: [0.89 .| Hex
Insert L
fur mit ¢ o |=[ProjectCo ¢ Delete
:ﬂ Merge
Clear Contents
I%j Set as section
QE Turn Into L
Edit Farmula. ..
Linking k
Organization Projec 3 Dl i Het Amount
20-01-0000-00 A42MFL Group ] 0 0
20-01-0000-00 JBM5EJC °F  Filter r 0 ]
20-01-0000-00  JaMeH/{ch Ranking d 0 0
4 3
20-01-0000-00 | K8MAR 2+ SOt 0 166
= GBrezk r
20-01-0000-00 Kamzao ] 0
“iff Hide »
20-01-0000-00 KamM2J1 0 ]
Formatting Rules r
20-01-0000-00 KEMEJt 0 0
Text r
20-01-0000-00 L2M53] Format Cell ] -1,261
20-01-0000-00 LEMIRHC -1,103 -7.1049 4023

o

Open Obs by Org4 and Project

[ Open Obs by Org4

To rename the Report Tabs, right click on the
Report and select Rename Report.

Change the names as follows:

Open Obligations - Open Obs by Org4 and
Project

Open Obligations(1) - Open Obs by Org4

Remove Project Code from the
Open Obs by Org4 tab

right click on the data in the project code
column

select Remove / Remove Column from the
Shortcut Menu

Now you have an additional tab with the data
summarized by Org4.

Click Save
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Report Formatting: Report Tabs

Organization

Open Obs by Org4

Undelivered

Unpaid

Het Amount

20-01-0000-00
20-01-0000-03
20-01-0000-04
20-01-0000-05
20-01-0001-00
20-01-0001-01
20-01-0001-02
20-01-0001-03
20-01-0001-04

‘I___.____

17,914

0

-359,570
-2, 216
-G,445 266
-1,002,105
-443 350
-81,817
-91,547

-1,0]

-51,573

-6,122
-78,388
-20.242

-
1B

246 460
2,763
35,308
4452

Add Report
Duplicate Report
Delete Report

Rename Repart

Ctrl+5hift+R

t

Move Report

r First

Open Obs by Org4 and Project

|

Format Report...

0pen Obs by Org4d

Prewvious
Mext
Last

In addition to Rename, the other Report
Tab functions are:

1 Add

1 Duplicate

1 Delete

1 Move Report (First / Previous / Next /
Last)

Try moving a Report. Right click on the
Report Tab and select Move Report /
First.

Click Save.
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Advanced Report Formatting

o Breaks

® Used to group report data within a table and provide a header and
footer for each break value. The footer is used for placing sums and
other calculations.

o Sections

® Used to split report information into smaller, more comprehensible
parts. Sections generate a navigation map used to jump from one
section to another.

o Calculations

® Calculations such as sum, min, max, average, percent can be applied
to tables, breaks and sections.

o Sorts

® Apply sorts to the values displayed in tables, breaks or sections. Sort
in ascending, descending or customized sort order.

o Cross-Tabs (Pivot Tables)

® Crosstabs display values for dimensions across the top axis and on
the left axis. The body displays the values of a measure that
correspond to the cross-section of the dimensions.
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Advanced Report Formatting: Breaks

Organization

Breaks Example

Project Code Undelivered Unpaid Het Amount

20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00

‘I___.______

42MFUAL -123,143 0 0
JBMBIGA -3,540 0 0
JBMEHA0 -819 0 0
KEMT1RHDQ -2,710 0 166
KEM2ZIGF -3,320 0 0
KEMZIGM -G46 0 0
KEM51GA -T67 0 0
L2M58RM -167 0 -1,261
LEMIRHO -1,103 -7,109 4,023

Open Cbs by Org4

| Open Obs by Org4 and Project [ Breaks Example

Open for editing Training Doc 2.

Duplicate the first tab to create a
tab where you can practice
applying Breaks.

Switch to the Open Obs by Org4
and Project tab.

Right Click on the tab name to
open the Shortcut menu.

Click Duplicate Report.

Right Click on the tab name to
open the Shortcut menu.

Click Rename Report.

Change the name to Breaks
Example.

Click Save.
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Advanced Report Formatting: Breaks

Report Elements | Formatting |~ Data Access | analysis |~ Page Setup |

Tables cell Section Chart Other " Took Postion Linking Y= Layout | iors |
j - EJ - -8 ll ~ - @~ E’_L]?Tum Into - lﬁjSetas section -= Break ~ | Imsert - jHeader = I__]Foober =

Fx mi¥ 3¢ o |=[Orglevel 4 Code]

Breaks Example

Organization Project Code Undelivered Unpaid Het Amount
20-01-0000-00 42MFUAL -123,143 V] 0
20-01-0000-00 JEMEBIGA -3,540 o ]

20-01-0000-00 JBMEH10 -819 o 0

Organization Project Code Unde vered Unpaid Met Amount

20-01-0000-00 4ZMF AL -123143 a a
JEMEIGA -3540 a 1]
I:I JEMEH1D 519 1] 1]
KEM1RHQ 2710 1] 1686
KEMZJGF =332 1] ]
KEM2JGM L4 a a
KEMEIGA -TBT ] [i]
L2 MSERM -167 ] -1.2681
LE M1 RHQ -1,103 - 108 4023
LeM2 JGG -30.552 -325 -15881
LEMZ JGH o -1258 T2
LEMZ JCM 254 T21 -305E52 2820585
LEME JGA 1] -10531 -1 487
LEME JGE 1] -1.400 1502
LEMEHID -T0.00D 1] 2
20-01-0000-00 <+«———— Break footer

Switch to the Breaks Example
tab.

To apply a Break to the
Organization column, click on
the column data in the
Organization column.

From Report Elements Toolbar
,Click the Break drop-down and
select Add.

Notice the following changes:

1 Header is repeated for each
change in the break value

1 Break values are suppressed
1 Break Footer is added

Click Save.
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Advanced Report Formatting: Breaks w/Calculations

. ./ —/ | m  Switch to the Breaks Example
Repart Elements Formatting Data AccessJ/ Analysis | Page Setup tab
Filters |- [rata Tracking | Dﬁphy,l/ Conditicnal l Intersct . Functions
& Track | T2 Show Changes Formatting Rules ¥ 5um | * H Count More - u To apply a Sum in the Break '
_ = Footer, click on the data cells in
Fe & x o |<lndelvered) \ the Undelivered column.

M ~_

m  From the Analysis Toolbar, Click

Organization Project Code  Unde vered Unpaid MNet Amount FunCtionS and then CI|Ck on Sum

2001 -0 D6 42 WMFUAL -123143 i 4] button
JEMEIGA -3.540 ] 1]
o . . = Notice the Sum has been placed

in the Break Footer.

KEMZJGF =332 0 1]
KEMZJIGM S45 a 1]
p—— - 0 0 m  Continue to insert Sums on the
[P . S Unpaid and Net Amount
LEM1 RHQ: -1.103 - 108 4023 COIUmnS
LEME JGG -30.552 =125 -15881
LBMR.JGH 0 -12% 702 m  Scroll down to the last page and
LEME JGM 2E4T21 30552 2E205E note that a Table Footer has
Ry B i0sst = been created with a Sum for all
LEME JGE ] 1400 1302 Org anizations.
LEMEH1D 70000 0 2

21000000 Sum: 17,314 | Click Save.
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Advanced Report Formatting: Sections

m  Duplicate the first tab again

20-01-0000-00 KBMZIGF -3,320 0 0
' to create a tab where you

20-01-0000-00 KEMZJGHM -G46 0 0 can practice applylng
20-01-0000-00 KBMSJGA -767 0 0 SeCtionS.

20-01-0000-00 LZMS8RM -167 ] -1,261

20-01-0000-00 LEMIRHQ -1,103 -7,109 4023

— m  Rename the new tab

| Sections Example.

Open Obs by Org4 | Open Obs by Org4 and Project | Breaks Example l Sections Example

m Click Save.
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Advanced Report Formatting: Sections = Switch to the Sections Example

%j Set as section tab'
e " Example
it Formua. - m To apply a Section to the
Linking » . . . .
m = = Wivered  unpaia et Amount Organization colu_mn, right click
20-01-001  Group v |-123,143 0 0 on the data cells in the
2001001 7 Fiter b 3540 0 0 Organization column to open the
20-01-001 i Ranking Y| 19 0 0 shortcut menu.
A
20-01-001 Z_J' sort "I 2710 0 166
2001001 - O " aa2 0 0 _
m  Select Set as Section.
'_a : fio il '
T . o0 = Notice the following changes:
Open Obs by Org4 and Project i i - . .
4 Claseem: : , 1 The Sectioned values is moved
2| =) Sen:ﬁcn 5 Example . .
* 20-01.0000-00 DUFUAL B 0 0 outside of the table into a Free
= I o | el Standing Cell
2 : maronas < ame | zn| 2 m 1 A Navigation Map is generated
_% o 2001000101 KBM2IGF 3320 0 0
* 20-01-0001-02 KEM2JGM 545 0 0
® 20-01-0001-03 PALe 787 [ [ .
By . e m If you would like the Free
s t:»j:; w:z' 73: :13 Standing Cell for the Section to
4 D display on every page, be sure
s | o] ume| s to check the Repeat on every
e | | | 3 new page option in the
20-01-0000-03 properties tab.

ProjectCode Undelivered  Unpaid  NetAmount

Open Chsby Org4 | Open Cbs by Org4and Project | Breaks Example [3 Sections Example

Click Save.
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Advanced Report Formatting: Sections w/Calculations

J Repart Elements | , Formatting | , Data A::cessJ/ Analysis | , Page Setup |

Filters |- Diata Tracking | Dﬁplay,l/ Conditicnal l Interact - Functions
[& Track 9% show Changes Formatting Rules * Sum +* N Count More -
A
Fae mi® a0 o |=[Undelivered] \

20-01-0000-00

Proje ct Code
42MFLAL
JEMEIGA
JEMEH1D
KEMIRHQ
KEMZIGF
HEMZIGM
KEMEIGA
LZWEE R
LEM1 RHQ:
LEMZ JGG
LEMZ JGH
LEBMZ JGM
LEME JGA
LEME JGE
LEMEHID

Sum:

Unde Irered

-123142

-3.540
215

Unpaid

2710
-3320

g u
Tn s
€ 8

1

T
n
o

MNet Am ourt

Switch to the Sections Example
tab.

To apply a Sum at the bottom of
each section, click on the data
cells in the Undelivered column.

From the Analysis Toolbar, Click
Functions and then click on Sum
button.

Notice the Sum has been placed
in the Table Footer cell.

Continue to insert Sums on the
Unpaid, Paid and Net Amount
columns.

Click Save.
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Advanced Report Formatting: Sections w/Calculations

: Report Elements |~ Formatting |~ Data AccessJ/AnaIysis | : Page Setup | u SWltCh to the SeCtIOnS Example

" Fitters | Data Tracking | " Display | Conditional | Interact * Functions | tab

¢ Filter - ﬂRanking - | ZB Input Controls - Group “E Break - El Sort | - ¥ Sum |~ H Count More ~ |||
Fe o x ¢ |-NetAmount] :g - m  To show the Percentage of a
20.01-0000.00 measure, click on the data cells

v Percentage in the Net Amount column.

Project Code Undelvered Unpaid HetAmount Percentage:
LENC.JGM 254721 30552
Sl T m From the Analysis Toolbar, Click
LN o -z M2 oz Functions, and then click on
KEM1RHQ 2710 o 188 00T%
LEMBHIO 70000 o 2 000% More drop-down and select
JEMEIGA 3540 o 0 000% Perce ntage_
4ZMFUAL 123,142 o o 000%
JEMGH10 219 o 0 000%
KEMZJGF 2320 o 0 000% .
oo e . N o m  Notice the Percentage has been
rauzia o o om placed next to the Net Amount
LZNSERM 167 0 1261 051% .
. o a0mr BB oo and 100% in the Table Footer
LEMJGG 059 25 19881 T9E% ce Il.
Sum: 17814 51572 246460

Percentage: 100.00%

m  Also available are Count,
Average, Min and Max.

m Click Save.
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Advanced Report Formatting: Sorts

Report Elements | Formatting | Data Accessy Analysis | FPage Setup |

Fikers | Data Tracking |

Display | Conditional | Interact |

v
= Bresk ~ | %] Sort ~ | § Dl -

MNone

 Filter = Eﬂj Ranking = | =& Input Controls - Group
Fo mit 3¢ o [=[Met Amount]
20-01-0000-00

LEME JGM
LEMI RHQ
LEMEJGE
LEMEZ JGH
KEM1RHZ
LEMEH1D
JEMEIGA
42 MF AL
JEMEHTD
KEMZJGF
KEMZIGM
KEMEIGA
LZMSERM
LEME JGA
LEME JGG

Sum:

Proje ct Code

Unde Inrered

-TO000
3540
-123.143
218
3320
848
TET

187

-30552

17814

Unpaid

31573

-1.261
-1467
-15561
MEAED
Percentage:

Net Amount Percentage:

100.00%

4] Ascending

2| Descending

Remave all Sorts

Advanced...

Switch to the Sections Example
tab.

By default, the data in a Table is
sorted by the Dimensions in the
table from left to right. In this
case the report is sorted by
Project Code.

You may override the default
sort. For example, you may
wish to have the rows with the
largest Net Amount appear at
the top of the table.

Click in the data cells of the Net
Amount column.

From the Analysis Toolbar, Click
Display and then click on Sort
drop-down and Select
Descending.

Notice the data is now sorted in
Descending order by Net
Amount. 96

Click Save.



Advanced Report Formatting: Sorts

Report Elements | Formatting | Data Accessy Analysis |

Fiters | Data Tracking |

7 Filter = | dLRanking * | ZE InputControls =

Page Setup |

[

foo mi 3¢ |=[0OrgLevel 4 Code]

T
.

£120-01-0000-00 :

Projct Code Unde vered Uinpaid MetAmount Percentage:

LEMZ JGM 254 721 -1DEEZ

Manage Sorts

Section : Org Level 4 Code Priority:

Order:

Sort:
Add...

Remaove
Custom Order:
Values...

o N
RESET

oK Cancel

252055

Apply

Conditicnal | # Interact I_
& sort ~ || F ool v
¥ Maone

" _ E
l Z| Descending

Remove all Sorts

Advanced...

= | 5] Section : Org Level 4 Code
Org Level 4 Code

—

Cancel

In addition to Ascending and
Descending, you can create a
Custom Sort. For example, you
may want to see all
Organizations, but always have
your Organization show at the
top of the list.

Click in the data cells of the
Organization section cell.

From the Analysis Toolbar, Click
Display and then click on Sort
drop-down and Select
Advanced.

In the Manage Sorts, click on
Add button, and select “Org
Level 4 Code” and click Ok
button.
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Advanced Report Formatting: Sorts

Custom Sort : Org%20Level¥204%20Code

IUse this dialog box to define the custom sort order of the values of the object you selected to sort.

Value to add in list

Type new value here *

Customized Ascending List

20-01-0000-00
20-01-0000-04
20-01-0000-05
20-01-0001-00
20-01-0001-01
20-01-0001-02
20-01-0001-03
20-01-0001-04
20-01-0002-00
20-01-0002-01
20-01-9999-00

S

Cancel

From the Custom Sort panel you
can use the up and down arrows
to move the values around in
any order. For this exercise
move the second value to the
first position.

Click OK. Click Save.
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Advanced Report Formatting: Sorts

m  Note that the first two

]
T <&

£120-01-0000-03 1 Organizations are now

. switched on the report.
ProjctCode Undelvered  Unpaid  MetAmourt Percentage:

LEMZ JGH 4] £,122 27683 100.00%
Sum: 0 6422 2763 m  Custom Sorts are applied to
Manage Sorts @) all report tabs.

.Il2ﬂ-01-ﬂﬂﬂﬂ-ﬂﬂ = Section : Org Level 4 Code | Priority:

EuEEvERT ur m Toremove a Custom Sort you
Y . must go back to the Custom
Lawna Order: Sort panel and click the
LEMEJGE Ascending - Remove button.

LEMZ JGH
KEM1RHQ =27 LT
V| LEwEHI0 -T00 B m  Simple Ascending and
Remove Descending sorts are only
Custom Order: applied to the report tab they
Values... are applied on.
Reset

oK Cancel Apply
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Advanced Report Formatting: Cross-Tabs

(1] Query Panel

[’_'_ﬂ.ﬁ.ddQuery - | [P = e | 19 & &

-1 . .
e Universe outline

Master perspective b
“3@ Type here to filter on t F+ =t <

= 7 MARS AP Trans (CBS) -
I | MARS AP Trans (CES)

| Quick Pick Objects

| Conditions

.| Prompts

| Measures .
|| Measures (non-agg) e
[== Dates

= == Fiscal Period

0 EE

Fiscal Year

Fiscal Month Mumber
Fiscal Month Mame
Fiscal Month Short Mame

2 RunQuery | fl Close =

(] Result Objects

Fiscal Quarter

Org Level 4 Code

Undelivered Unpaid
7 Query Filters
 FY Prompt

¢ FMC or LO Prompt

AND

Ff Data Preview

Undelivered | Mot Equs

Cross-Tab reports are similar to
Microsoft Excel Pivot Tables.

In this example you will cross-tab
by Fiscal Quarter.

You must first add Fiscal Quarter to
the Query.

Open Training Doc 2.

Click on Design -> Data Access ->
Edit

Open the Dates / Fiscal Period
folder.

Drag and drop Fiscal Quarter to the
Results panel.

Click Run Query.

Click Save.
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Advanced Report Formatting: Cross-Tabs

Add Report
Duplicate Repart

[ Delete Report

Rename Repart
Move Report

Format Report...

Ctrl+5hift+R

_l Sections Example

| Home | Documents | Training Doc2 = = & |

o
" File Properties |

Report Elements | 4 Formatting |%ccess | 4 Analysis | & Page Setup |
o

DeE- 36 Ps-=-

")f-—n'{_jl_ﬂxt‘ﬂ!‘:u

Chart k Other

Tools lf Pcﬁmnl: Linking

Tables | Call j
B-EH-#8&-|u

vﬁv@v

ﬂ.‘"‘ Turn Into 55] Set as section

[a- ailable Obje

Type here to filter tree

F L)‘\J|

3

L'j:g = ﬁ raining Doc 2
ﬂ | Fiscal Quarter
=

| Org Level 4 Code

! Project Code
m """ Met Amount
""" Undelivered
::LJ """ Unpaid
|| variables

Ii' Click to insert the table here (Press ESC Key to cancel this actic-n)l

Right Click on the tab and
select Add Report and
rename it to Cross-Tab
Example.

From the Report
Elements Toolbar, click
Tables and then click on
Define Cross-Tab and
drop it in the report body
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Advanced Report Formatting: Cross-Tabs

i

Type here to filter tree

B Aviabiconess -« [FAR n

Click and drag the Fiscal

= J—-_JTraining Doc 2

1
! Org Level 4 Code
! Project Code

""" Met Amaournt

""" Undelivered

..... Uﬂpﬁld

[1 1 variables

Ll

Quarter object and drop it
above the table title.

m Drag & drop Org Level 4
Code, Project Code & Net
Amount in to the Table

m Click Save.

ble Objects

Type here to filter tree

fxi::-X\f

= ﬁTraining Doc 2
! Fiscal Quarter
! Org Level 4 Code
! Project Code

ERllet Amount

[ Variables

20-01-0000-03
20-01-0000-03
20-01-0000-03
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00
20-01-0000-00

A9WHEED
AV
L8M2JGH
42MFUAL
A8M2LNY
A9WGCGL
A9WMHAA
A9WMHAL

49WMRHQ

A9WMSPP
AV
JBMSJGA

1 2 3 4
9548797 106,553.00 10342611 11513633
2,336.63 -2,336.63
501254
0.00
-528.14 528.14
6417273
37924300 39999572 58732006 61048313
13,378.79 20,136.89 2383744 26,342.34
9934753 15572510 12583084 10643987
1,503.00 -23.52
26,819.08 -26,819.08
0.20
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Analytical Features

Simple Filters

Complex Filters

Fold / Unfold

Input Controls

Groups of Input Controls
Data Tracking

O O O O O O
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Analytical Features: Simple Filters

Switch to the Open Obs by Org4 and Project tab.

From the Analysis Toolbar, Click Interact and then click on Filter Bar.

Drag and drop the Project Code object into the Simple Filters panel.

Click on “Add simple report filter” icon, click Others and select Project Code.
ick Save.

- R.ep‘thlernents | . Formatting . Data ACCESSJ/ Analysis | 4 Page Setup |
1
Fiters||  Data Tracking | Display | Conditional | Interact | Functions |
F Filtler\"r ¢il Ranking ZB Input Controls = || Group = Break 4] sort ¥ Drill = " Filter Bar &E Outline
|« Xx é x|
% | Project Code (All values) 7| <+—Simple Filters Bar

Open Obs by Org4

Organization Project Code Undelivered Unpaid Het Amount

20-01-0000-03  49WHEED 6,066 10,934 420,603
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Analytical Features: Simple Filters

Select a Project from the drop down list.

Select All Project Code from the drop down list to show all Projects.

S i o

% | 4smieT =] g

[T I Project Code (all values) j

| Project Code (All values) [«
19WEBKFL
42MaUAL
42MFUAL
42M51TG

=an Obs by Org4
4HM:'|T 7 |4BM]_'IF'T j

19WEBKPL

42M3LIAL
F2MFLIAL
42M51TG
43M1110
48M1IPT

Open Obs by Org4 43M31 GR

Organization Project Code Undelivered Unpaid Het Amount

20-01-0002-00  48M1JPT -61,109 0 0
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Analytical Features: Complex Filters

For more complex filter conditions, from the Analysis Toolbar, click Filters and then Filter button.
Click and drag the object to base the filter on into the Filters pane and the Filter Editor will open.
In this example, drag Net Amount to the Filters pane.

Select Greater than or Equal to as the Operator and 10000 as the value.

Click Save.

RemrtElemenis | Formatting | Data Aooessy Analysis | Page Setup |

Fiters || Data Tracking _/ml Conditional _/m Functions
[ Filter gt Ranking =8 Input Controls ~ || Group == Bresk 4| sort 3 Dril - | Filter Bar | 6H Outline || | 7%
Report Filter g X
Filter On Block 1 7 AddFiter ¥ T £

= jjTraining Doc 2
Met Amount | Greater than or Equal to = || 10000

<+ Complex Filter Pane

Met Amount Greater than or Equal to

10000 X

Ok Cancel Apply
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Analytical Features: Input Controls

Input controls provide a convenient, easily-accessible method for filtering and
analyzing report data. You define input controls using standard windows controls such
as text boxes and radio buttons. You associate these controls with report elements
such as tables or section headers, and use the controls to filter the data in the report
elements. When you select values in the input control, Web Intelligence filters the
values in the associated report elements.

B Mew Map Reset + 4

v
il
I
v
v
il
v
I
v
rd
v
I
v
rd
v
v
I
I
v

<]

Project Code

Select (All) B
19WEKPL
42MIUAL
42MFUAL
42M51TG
48M1110
43M 1IPT
45M2LGEB
4EMANT
48MALGE
4IWBCF1
49WBCF2
49WBCFF

49WFCF2 e

A9WFCFF
AIWGCAT
AIWGCGEL
49WGMO0
49WHCF3

Sections Example

20-01-0000-03

Project Code Undelivered Unpaid Net Amount Percentage:

49WHEED 6,066 10,934 420,603 93.82%
LBM2JGH 0 -6,122 5013 1.18%
A9W00X 0 0 0 0.00%
Sum: 6,066 4,812 425,616

-
| _'I—‘ Open Cbs by Org4 | Open Obs by Crg4 and Project | Breaks Example l Sections Example
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Analytical Features: Input Controls

m To create an input control, switch to the Input Control tab.

m Click New

m Select Fund Code to be assigned to the input control.

[HumeTDnunnﬂs“ Demo Cascading Inpu... & & & l

Welcome: BOB] Administrator

Applications *  Preferences Help menu ™

L

" File |_'pmperﬁ.5|

" Report Elements |_JFunnaH:ir|.g ' Data Access Analysis |~ Paga Setup |

= BEE R

Tables | Cell | Section  Comment

Tocls | Postion . Linking |

£y (= Jg A [ | X [ﬂ o

0-0-8-8-

. :,v More =

JT,‘.‘ Turn Into

= .
4 | Set as section

88 Group Map Reset 4+ 4

=g

here are no input conirols defined on this repert. To
@ |fefine 5 new one, click the New button.
O

Select Report Object

Select the report object assigned to the input control

==

EHEH

[= g Dema Cascading Input Controls : 153572

! 2-Digit Object Code | Descr
! 4-Digit Object Code [ Descr
I Activity

! Data as of:

) Direct / Reimb Descr

! Fiscal Month Name
! Fiscal Month Number
! Fiscal Month Short Mame

I Fiscal Year
W EMC

! FMC | FMC Descr (GQuery 2)
! FMC | FMC Descr {Query 1)

" FMC Descr

' Fund Code | Descr

! Fund Group (Expired Separate)

! Fund Group (ORF, PAC, Etc.)

! Last Day In Month
! L0 (Query 2}

! LO (Query 1)

! LO Descr

D Filter ohjects to current selection

Arranged By

Alphabetic Order -

< Previous Next = Cancel

Tonarac Bnd
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Analytical Features: Input Controls

Choose Control Type

Select a control and its associated properties

Simple Selection

1 Entry field
7 combo box

© Radio buttons
=2 List box

B Calendsr
B Spinner

= Simple shider

Multiple Selections

Input Control Properties

Check box: Select several values from a list via checkboxes. Every possible value is

displayed.
Contral type
Ham=
Diescription
List of values

Use restricted List of Values

Allaw selaction of all values

Check box

|Fund Code

|_Fmrr_| rEp_Drt i i . § h

D Yes
E Yes

B
':=. m allow selection of null values [] es
|=—:._ List box
w2 Double slider Default valuels) | |
= Tree list

Filter operators I In List =

Number of line(s) |25 |

Display selection OK button |:| Yes

< Previous Next = Cancel

First, decide if the control will
allow a Single Value or Multiple
Value.

Second, pick a Control Type.

The example on the previous
page used a Multiple Value
Check Box.
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Analytical Features: Input Controls

Assign Report Elements v % m Finally, determine which Report
Elements the Input Control will

apply to.

= =] . . .
Report object ¢ Fund Code Control [ Check box m C“Ck FInISh

O Entire document @ Current report | C“Ck Save

Select report elements to assign them to the input control

= 3| Demo Cascading Input Controls : 153572
= = B 2anws Budgst Exacution - ORF PAC REIME (LO Lavel)

[H] Page Haadar
= Page Body
p—
Block 1

@ Page Footer
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Analytical Features: Groups of Input Controls

" File Properties

||_\I-

-y

’ Report El

— — E B
- _ o
ﬂ - S - ® e Tables |
. r e . ==
' # (3 X & - ﬂ 3
fx
=7 Mew | 82 Group| Map Reset I
* Document Input Controls {0)
* Report Input Controls {3)
Fund Group [ORF, PAC, Etc.) =
IP.II values
Fund Code [ Descr -
IP.II values
Program Code / Descr -
IAII values

Two or more input controls can
be logically linked and placed in
groups, allowing you to
dynamically restrict an input
control’s list of values based on
previous input controls’
selections.

Example: Instead of selecting a
Program from a large list of
values, it is easier to:

Select a value for the Fund
Group input control to narrow
down the possible fund codes.

Select a value from the
restricted list of fund codes for
the Fund Code input control to
further limit the number of
potential programs.

Select a value from the
restricted list of programs for
the Programs input control.

111



" J
Analytical Features: Groups of Input Controls

m Two or more input controls can be
logically linked and placed in groups,

" File Properties ’ Report El

P | allowing you to dynamically restrict an
||—- "H- 3-8 ©S ‘ Tables input control’s list of vglues based on
— — previous input controls’ selections.
oo DB X e |[B-H-
= fx m Example: Instead of selecting a
=5 New Map Reset + 4 Program from a large list of values, it
E * Document Input Controls {0) IS easier to:

=2l ~ Report Input Cantrals (3) Select a value for the Fund Group
= input control to narrow down the
possible fund codes.

Select a value from the restricted list
of fund codes for the Fund Code

input control to further limit the
number of potential programs.

p prog

Select a value from the restricted list
of programs for the Programs input

¥y

Fund Group [ORF, PAC, Etc.)

IP.II values

¥

Fund Code [ Descr

'5;? IP.II values

¥

Program Code / Descr

control.
IAII values

m To create a group of input controls:
Switch to the Design mode.

m In the Side Panel, click the Input
Controls pane.

m  Click Group.
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Analytical Features: Groups of Input Controls

Manage Groups

MName:  Program Dynamic Filter

Input Controls () Entire documant ®  Current report

k] Input Contrals
Fund Group (ORF, PAC, Etc.)
Fund Code [ Descr
Program Code | Descr

Groups

OK

Cancel

Apply

Enter a name for the new group.

Click Document or Report to
select from a list of either
document input controls or
report input controls.

A group cannot contain both
report and document input
controls. Make sure that the
input controls you add to a
group are of the same type.

Select at least two input controls.

Click OK.
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Analytical Features: Groups of Input Controls

m Select one value for the Fund Group
=F New BE Group Map Reset T |nput COI’]'[I‘Ol

E * Document Input Controls {0)

S B | Reort Input Contrals (1) m The report dynamically changes to

| [Frogram oynamic Fiter ) *'a W X & displayarestriqted list of values f_or the
Fund Code input control, filtered

N Fund Group (ORF, PAC, Etc.) : Procurement, Acquisition & Construction {PAC) = aCCOI’dIng|y to the Value Of the Fund

; Group input control.

i Fund Code [ Descr A = X 2

0015 PROCUREMENT ACQUISITION & COMNST FUND
1012 MNOAA PAC 1312/141450

1014 NOAA PAC 1313/151460 collapsed and displayed with their
i 1018 NOAA PAC 1314/161450
1025 NOAA PAC 1315171450 selected values.

m The answered input controls are

»

1032 MNOAA PAC 1316/151450

* Report Input Controls {1)

»

Program Dynamic Filter

£

Fund Group (ORF, PAC, Etc.) : Procurement, Acquisition & Construction {PAC) ) )
e m The successive selections made form

a Filter Path indicated by blue arrow.

£

Fumd Code [ Descr : 1014 NOAA PAC 1313151460

€

Program Code [ Descr : 04-03-01-002 AWIPS
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Analytical Features: Data Tracking

m  When you track data changes, you select a particular data refresh as a reference
point. When you display the data changes on subsequent report refreshes, Web
Intelligence places your current data in context by showing how it relates to the
reference data.

m To turn on Data Tracking, click the Track button.

m Determine if you want the reference data to be updated with each refresh, or to use
a particular refresh date a fixed reference point.

m Check Refresh Now to see changes.

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

lters Diata Tracking D'xsElgz/ Conditional l_/ Interact | Functions

[ETrack || T2 show Changes Formatting Rules 3 Dril - % Filter Bar 6 Outline |||
o i + Data Tracking e x
[ Data Options
eport, To Tracking:
© off

{ % Compare with last data refresh

" Compare with data refresh from: October 21, 2014 1:03:14 PM GMT-EI4:j

Organization Pro Reports with data tracking shown:

20-01-000003  4gvj | || ©GelectAD =
[~ Open Cbs by Crg4

20-01-0000-00 | 49¥ ¥ Open Cbs by Org4 and Project

20-01-0000-00 49W) [~ Breaks Example
20-01-0000-00 Aoy ™ sections Example LI

20-01-0000-00 49V

[ ¥ Refresh data now

20-01-0000-00  LBM
20-01-0000-00  MBN

20-01-0000-00  MBN

OK. Cancel 115

20-01-0000-00  MBN
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Analytical Features: Data Tracking

You can control the Data Tracking Options:

O

o000

Insertions
Deletions
Changes
Increased Values
Decreased Values

Data Tracking (715
Data Options
Select which changes you want to display and their formats.
¥ Inzertions Abcd123 Format...
¥ Deletions AbceRs Format...
Details
¥ Changes Abcd123 Format...
Measures and details (numerical values only)
¥ Increased values _ Format...
[T greater or equal to 4
¥ Decreased values _ Format...
[T areater ar eonal to 10 o
K Cancel
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Geomaps

o Visualize Geographical Data on a Map
o Geo-Qualifying an Object
o Geomaps Charts
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Geomaps: Visualize Geographical Data on a Map

NWS Employee m  You can leverage geographical data
(I 2 T (Office, Regions...) to display data on a
Aberdesn =0 59 map and compare your data
geographically.
Alabaster AL 24
Albany e 22 m Example: Display on a map the number
Albuquerque MM 25 of NWS Employees by Office Location
Amarillo TX 22 (see screenshot).
Anchorage AR 115
Annette Island AR 3
Ashwaubenon W 22
Auburn WA )
Aurora I =
Barrigada =l 23
Barrow AR 3
Bay 5t. Louis MS 30
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Geomaps: Geo-qualifying an object

m Before you start using Geomaps, you first need to map geographical data contained in
the report with the ones available in the geographical database embedded in Web
Intelligence: that is the process of geo-qualification.

m In Design Mode, in the Available Objects side panel, select a dimension that returns
geographical data (In this case “NWS City”).

m  Right click on “NWS City” and in the contextual menu, select the Edit as a Geography
command (The geo-qualification can be done using either a location's name, or its
latitude and longitude coordinates).

m  We are going to use the geo-qualification by location’s name: Select “By Name”.

— / \-"
- Type hera to filter tree
EB H ; mo
== HWsS S . [ N
- Ermod 'EJ Edit as a Gengraphy] 4 Ey Name ]
mploy?
| Wariahls Rasat By Latitude | Longitude... REEDH 1
References
P
NW5S Employee
9 NWS City State Count
. Aberdeen =1 23
o Alabasier AL 24
= Albany MY 22
o Albuquerque M 28
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Geomaps: Geo-qualifying an object
Ty e m In the Edit as a Geography dialog box, use the

tevel | ity - Level drop-down list to define the geographical
level you want to assign to the dimension. It can

Summa
& Allr:?1-51 #® Resolved : 61 ! Unresolved : 94 €3 Missi be Country’ Region’ SUb-Region. or Clty and
assumes all data returned by the dimension is on

Show | Al - the same level. In this example, we select “City”.
ks el m The table displays all values returned by the
> Ll A dimension and a match proposed by Web
O alabaster Alabastar [United States, Alba. Intelligence regarding the selected level. You can
D) albany Choose... manually modify these proposals by using the
@ Albuquerque Albuquerque {United States, Ne_. = drop-down lists.

- ol Amarilo (United States, Texas,... - The search engine creates 3 categories of values

and automatically match them with locations:
Resolved ®: only one location matches at 100%,
and is automatically bound to the value.
Unresolved 1 : There is no obvious match, and
you have to select the most appropriate one.

Missing @ : No location found. Search for the
location you want to bind in the geographical
database.

! Anchorage Choose... -
£3 Annette Island Mot found...
#) Ashwaubenon Ashwaubencn (United States, W... =

! Auburn Choose...

oK | Cancel Apply
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Geomaps: Geo-qualifying an object

Available Objects ~ m  When you have finalized your mapping, close the
Edit as a Geography dialog box.
Type here to filker tree

_ m In the Available Objects side panel, the
=y GEE’N”WE'SFE':'E D‘E”‘(ﬂ/// dimension appears as a geographical dimension.
= I

% Latitude
* Longitude
"% MNarme

| NWS State

w Employee Count

[} | Variables
|| | References
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Geomaps: Geomaps Charts

m To create a geomaps, right-

s Ene s Ctrl+3 )

NWS City State  Collt i colec click the report element
Aberdeen 5D T Ppaste Carl+v containing the returned data
Alabaster AL Comment... set and select the options
Albany NY X _Delete Turn  Into, then More
Albuguerque  NM Turn Into P IfH Yerticnl Table Transformations in  the
Amario ™ Assign Data... ] Horizontal Table contextual menu

Linking L ﬂ- Cross Table
Anchorage Ak

Filter k| gl Column Chart
Annette Island AR 2 )

gl Sort b [ %< Line Chart

Ashwaubenon Wi = peak »| @ Pie Chart
Auburn WA : Hide L Fj More Transformations... Ctrl+Shifi+T
Aurora IL & Order »
Barrigada GU ?—_ align [
Barrow AK Format Table...
Bay 5t. Louis MS 30 |
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Geomaps: Geomaps Charts

Turn Into m In the Turn Into dialog

- box, you can select the

Tetles Map Ttem Key Geographic section that

i, proposes _three
raphi 20 Bubble Geo Pie =p ftem Value H .

G"Ieog phcl Choropleth gha: - gha: Employee Count ||+ = X geographlc Chart types.

Map

e Choropleth chart

A Bubble chart

Waterfall Ple Chart

m Select the chart (In this
example: Choropleth) to

Geo Choropleth Chart

This chart displays values that are represented by colors use aS We” aS the
on a geographic map. The colors of the geographic
zones are determined by a measure value, ObJeCtS to feed It Wlth
data.
K Cancel Apply

m In the Map Item Key,
enter the geographic
dimension

m Click OK to validate
your chart selection
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Geomaps: Geomaps Charts

e
NWS Employee J
NWS City State Count *
Aberdeen SD 23 B
Alabaster AL 24
Albany NY 22 °® >
° °
Albuquerque NM 28 ®
Amarillo TX 22 o
Anchorage AK 115
°
Annette Island AK 3 . o Employee Count
- °
121
Ashwaubenon Wi 22 ° s m |
oo ¢, A [21;24]
Auburn WA 4 ° . [24:62]
Aurora IL < ° 2 ¢ W [62;470)
Barrigada GU 23 °
Barrow AK 3 % "
Bay St. Louis MS 30
Bellemont AZ 24
Bethel AK 4
Billings MT 22

m In the report, the chart is displayed as the selected geo map. You can then edit
the chart properties to fine tune its parameters (like the color of the seas) and

finalize how your data is displayed in it. 124



Training Material available (See on the MARS Portal!)

m  Webinar—Recorded step-by-step demonstration video, tailored to MARS users.

The “Business User” Guide — This guide conveys basic concepts and step-by step directions for:

system log-on

system navigation

viewing and refreshing reports
saving reports

sending reports to other users

The “Power User” Guide — This guide conveys more advanced concepts and step-by step directions

for:

Creating Webi Documents
Filtering Document Queries
Report Formatting
Advanced Report formatting
Analytic Features

Cross-tab Reports

Web-Based Reporting Module Training via Knowledge Accelerator — Knowledge Accelerator is a
web-based training tool that simulates use of the reporting and querying module. Knowledge
Accelerator provides the user with an understanding of how the screens flow and provides the
opportunity to practice processes/operations in the tool (e.g., opening a report, refreshing a report, etc.).
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MARS Support Information

m  Hours: Mon-Fri 7:30 am - 5:30 pm EST

m Contact Information

1 Emalil

m  mars.support@noaa.gov
1 Phone

= (301) 427-8888
0 Fax

s (301) 713-1742
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