‘MARS

Management Analysis
& Reporting System

MARS Reporting & Querying User Guide

https://mars.rdc.noaa.gov

Business Objects"

August 2011



MARS Reporting & Querying User Guide

Part I: Navigation/ Working with Corporate Documents

For the MARS R&Q Business and Power User
Pages 3 - 56

Part II: Working with Adhoc Documents

August 2011

For the MARS R&Q Power User
Pages 57 - 157



Part I: Navigation/ Working with Corporate
Documents
For the MARS R&Q Business and Power User

o Table of Contents

® Terminology .......... ... ... ... ...... 4
® LoggingIn/Qut...................... 6
® Setting Preferences .. ................. 10
® [nfoView Navigation. .................. 18
® Working with Documents . ............. 28
® GettingHelp......................... 53
® MARS Support. ...................... 56

August 2011



Part | - Terminology

August 2011



Terminology

m Business Objects XI 3.1™ — This is the release of Business Objects being used by NOAA for MARS Reporting & Querying Module as of January 2010.

L InfoView — This is the web desktop component of Business Objects Xl 3.1 that provides access to Web Intelligence and Desktop Intelligence
documents. It also allows access to other documents such as MS Excel, MS PowerPoint and PDF. InfoView also allows the creation of HTML links for
easy navigation to other web applications. InfoView allows you to organize these documents to suit your personal preferences.

] Web Intelligence (Webl) — This is the Business Objects XI 3.1 web application for building both corporate and personal documents.

L Desktop Intelligence (Deskl) — This is the Business Objects XI 3.1 PC client based application for building documents. Deskl will only be used by the
MARS team for building more complex documents. Deskl documents can be viewed in InfoView even if you don’t have the Deskl client. Users will use
Webl to build their own documents.

] Data Warehouse — A data warehouse is a central database for consolidating data from different systems throughout the organization. The data
warehouse is specifically architected for easy querying and reporting. The MARS Data Warehouse (MARS DW) resides on an Oracle platform at the
NOAA ITC in Largo, MD.

L] Document — A document contains one or more reports & queries. If there is more than one query, the queries must be related and linked together by
common elements. The results of the query or queries is then presented in one or more report tabs. A document that is published by the MARS team
for public use is called a Corporate or Public document. Documents that are created by an Adhoc user are called Personal Documents.

] Object — In Business Objects, the objects are the building blocks for the report. Objects are organized in folders within a Universe (see below). An
object can be a data column such as ‘Project Code’, or it can be a query filter such as ‘Include Labor Only”.

L] Report Tab — A document can have more than one report tabs. Report Tabs are used to show the results of the query in different ways, such as a
summary and detail tab.

u Report Section — Within a report tab, the report can be set up to navigate by section. For example, sections can be generated by FMC and program.

L Refresh — Refresh refers to the action of running the query or queries for the document in order to get the latest data from the database to be presented
in the report tabs.

n Drill — If drilling is enabled in a document, the user has the ability to click on the higher levels to drill down to lower levels within a hierarchy, such as the
Fund, Program and Project hierarchy.

L Toggle — Toggle refers to the action of turning on and off panels within InfoView. Actively toggling unnecessary panels off will give the user the
maximum workspace for view documents.

L] Universe — The universe is a collection of objects relating to a particular table or set of tables in the data warehouse.
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Logging In — MARS Home Page

Reference Materials

Data Status

CBS data from
MNovember 28, 2009 11:11:04 PM

Last pay period
PP 2009-22

Last CBS labor accrual
MNovernber 18, 2009

CBS accrual based on pay period
PP 2009-22

Regular accrual rate
160%

Adjusted accrual rate
140%

CBS over/under run
October 30, 2009

MARS Support

Email mars.support@noaa.gov
Phone (301) 713-2376
Fax (301) 7131742

Hours: Mon-Fri 7:30 am - 5:30 pm ET

Key Links Downloads

Log In

Data Entee Tindula

Reporting & Querying

Announcements

November 2009

Note: Internet Explorer 8 (IE8) is not
currently supported for use with MARS

Motice to Reporting & Querying users:
There is an isolated problem with the
Reporting & Querying System. Users are
currently not able to associate their
personal documents with a category. If you
attempt to assign a category to a personnal
document, you will get an error message.
Please refrain from assigning categories
until this problem is solved.

Previous announcements

New in MARS

Updated (EST): NOV 30, 2009 07:21 AM

) The MARS Data Entry Module and

Reporting & Querying Module are
available

MARS Hours of operation:
7:00 AM to 11:00 PM ET

MARS Forms

User access request instructions

User Access request form

HOAA MARS Rules of Behavior

MARS Mon-Disclosure Agreement

MARS Line Office Administrator list

U.S. Department of Commerce
National Oceanic and Atmospheric Administration
Privacy Policy | Digclaimer | Contact

August 2011

Go to this web address for the
MARS Home Page:

https://mars.rdc.noaa.gov

This page features:
O Log Infor
- MARS Data Entry Module
- MARS Reporting & Querying
Data Status
Support Information
Announcements
System Status
Forms
Reference Materials
Key Links
Downloads
New in MARS

0 o

To log in to MARS Reporting &
Querying, click the Reporting
& Querying button
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Logging In — User Name & Password Screen

|
|
Welcome to MARS Reporting And Querying Help u
Enter your user information and click Log On.
Users requesting access to MARS for the first time should follow these instructions
|
User Name: |Schmiedebergp |
Password: | |
Log On |
User passwords should adhere to the Department of Commerce Password Policy
=** ¥ou are accessing a United States Government computer system. The use of this system will be
monitored for security, system administration, and law enforcement purposes. Accessing this system
constitutes consent to monitoring. Any unauthorized access of this system or unauthorized use of the
information on this system by unauthorized users or others is prohibited and is subject to criminal and civil
penalties under federal and other laws.***
|

L5, Department of Commerce
Mational Oceanic and Atmospheric Administration
Privacy Policy | Disdaimer | Contact

August 2011

Enter your User name &
Password then click Log On.

User names & passwords are
case sensitive.

If a password is entered
incorrectly 3 times, the user
account will be disabled.

Valid passwords in Business
Objects are required to:
O Be atleast 8 characters
O Contain 2 of the following
Upper case letters
m Lower case letters
= Numbers
m Punctuation
('@ #9% %, &etc.)
O Be different from your last 10
passwords
O NOT contain any of your
account name as part of your
password

If your account becomes
disabled, contact MARS
Support. Contact information
can be found on page 56 and

on the MARS Home Page. o



Logging Out

BUSINESSOBIECTS INFOVIEW

R

Business Objects
an SAP company

&} Home | Document List | Open - | Send To - | Dashboards - Help | Preferences | About | Log Out e
F X
Welcome: schmiedebergp
Navigate Personalize

View your Inbox, Favorites, or Document Lists. Use the Help to learn

more about InfoView. for daily tasks.

Document List [E% Preferences
£l My Favorites

[ My Inbox

kX Information OnDemand Services

@ Help

4

Change your InfoView start page, viewing options, and prefe

August 2011

When you are finished
using Business objects,
always log out by selecting
the Log Out option from the
menu bar.

You will be brought back to
the login screen after you
have successfully logged
out.



Part | - Setting Preferences

August 2011

10



Setting Preferences

) |
L
BUSINESSOBIJECTS INFOVIEW Business Objects’
an SAP company
$ Home | Document List | Open - | Send To - | Dashboards - Help | Preferences | About | Log Out
F X
Welcome: m
Navigate Personalize

View your Inbox, Favorites, or Document Lists. Use the Help to learn
maore about InfoView.

Change your InfoView start page, viewing options,
for daily tasks.

Document List [ Preferences
My Favorites

5 My Inbox

ESj Information OnDemand Services

@ Help

This is the Home Page

4 4

August 2011

The first time you login, the
Home Page will be
displayed.

Preference settings allow
users to your preferred
InfoView Start Page as well
as other settings to control
the default functionality.

To set preferences, select
the Preferences option from
the menu bar.

IMPORTANT NOTE:

The following pages show

how preferences should be
set to match the exercises

in this guide.

After completing the MARS
Reporting & Querying User
Guide, feel free to set them
based on your own
individual preferences.

11



Setting Preferences: General Section

Preferences - schmiedebergp

¥ General
m  Set your preferences as follows for the
exercises in this guide. Starting with the
© Home General settings . . .
My InfoView
SIS m InfoView Start Page:
' Inbox O  Category
€ Folder: (unspecified) _Browse Folder .. m  Document Navigation View:
& Category: Maonthly Variance Reports Browse Category ... o Category .
m  Set the number of objects (max.) per page:
Document Mavigation View: O 100
© Folder m  Document List Display:
& Category O  Nothing checked
m  Document Viewing:
Set the number of objects (max.) per page: M O In the InfoView po?tal
Document List Display: u PrOdUCt Locale:

O Use browser locale
m  Current Time Zone:
O Local to the web server

m Preferred Viewing Locale:
O  Use browser locale

" description
[T owner
[T date

[T instance count

Document Viewing:

' In the InfoView portal m Click Browse Category to select a default
" In a single fullscreen browser window, one document at a time Category e

' In multiple fullscreen browser windows, one window for each document

Product Locale:

|Use browser Incalej

August 2011 12



"

Setting Preferences: General Section

Preferences - schmiedebergp m  Scroll through the list of categories

¥ General and select Monthly Variance
Reports.
Select a category:
Search title | 1A | « [1_Jof2+ » » m  Click OK to return to the preference
" & Corporate Categories Title * Opthn IISt'
= B2 Personal Categories [T & | Higher Level Review [

I & Internal Fund
‘I B  Labor Analysis

& | Monthly Variance Reports

[T & NOAA Variance Reporting

LR | anarne nidooet Coconilstiom i
1| |

OK| Cancel |
Preferences - schmiedebergp

¥ General

Infoview Start Page: m  Note the selected category.

Home
My InfoView
Favorites

o~
o
.
' Inhox
.
&

Folder: (unspecified) Browse Fo
{

Category: Monthly Variance Reports Browse Category ...

August 2011 13



Setting Preferences: Web Intelligence Section

Preferences - schmiedebergp

¥ Web Intelligence

Select a default view format:

& weh (no dow

0 Interactive (n
€ PDF (Adobe AcrobatReader required
‘When viewing a document:

" Use the document locale to format the data

& Use my preferred viewing locale to format the data

Select a default creation/editing tool:
% Advanced (Java 2 required
' Interactive (no d

' Dasktop (Web I
' web Accessibility (508 Compliant]

Select a default Universe:

No default universe = Browse ... |

Drill options:
¥ Prompt when drill requires additional data
¥ Synchronize drill on report blocks

™ Hide Drill toclbar on startup
Start drill session:

' on duplicate report
% 0On existing report

Select a priority for saving to MS Excel:
7 Prioritize the formatting of the documents

@ Prioritize easy data processing in Excel

August 2011

Scroll down to the Web Intelligence section. Click
the ®* icon next to the section name to expand the
list of options within the section.

Select a default view format:
O Web
When viewing a document:
O Use my preferred viewing locale to format the data
Select a default creation/editing tool:
O Advanced
Select a default Universe:
O No default universe
Drill options:
O Prompt when drill requires additional data
O Synchronize drill on report blocks

Start drill session:
O On existing report

Select a priority for saving to MS Excel:
O Prioritize easy data processing in Excel

Scroll down for more preference options . . .

14
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Setting Preferences: Desktop Intelligence Section

_Preferences - schmiedebergp.

* General

*» Change Password

* Web Intelligence

¥ Desktop Intelligence

Select a default view format:

% Web (no downloading required

' PDF (Adobe AcrobatReader required

' Desktop Intelligence format (Windows only) (Desktop Intelligence required

August 2011

OKl Cancel |

Scroll down to the Desktop
Intelligence section. Click the *
icon next to the section name to
expand the list of options within the
section.

Select a default view format:
O Web

Click OK at the bottom right side of
the screen to save your
preferences.

15



Setting Preferences: Change Password Section

Preferences - schmiedebergp

» General

¥ Change Password

User Mame: |5-:hnue-jeherg|;=

Old Password: |

New Password: |

Confirm News Password: |

* Web Intelligence

OKI Cancel |

August 2011

Scroll to the Password section.
Click the * icon next to the
section name to expand the list of
options within the section.

As a new user, you will be asked to
change your password the first time
you log in.

Subsequently, you will be asked to
change your password every 60
days.

You may change your password at
any time using this screen. (There
IS no need to change it at this time.)

16
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Setting Preferences: Ignore Other Settings Sections

Preferences - schmiedebergp m Please ignore the Crystal Reports, Dashboard and
» General Analytics and Voyager Client settings.

*» Change Password

* Web Intelligence

* Desktop Intelligence

* Crystal Reports

* Dashboard and Analytics

* Voyager Client

August 2011 17
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InfoView Navigation: Panels

&% Home | Document List | Open - | Send To - Main Menu Bar

E = | New ~ Add ~ | Organize - | Actions - InfoView Tool Bar
EI All Title *
" %2 Personal Categories ¥ MARS Financial Statement - Annual
B Corporate Categories ¥ MARS Financial Statement - Daily Balance Graph
B Code Listings ¥ MARS Financial Statement - Graph by Fund Group
~ B commitment Reports 4| waRs Financial Statement - High Level
Z Funds Control and BL () aRs Financial Statement - YTD
- Higher Level Review ' MARS Labor Report
B Internal Fund #  MARS Multi-Year Trend by Program
= Labor Reports ¥ MARS NOA118 - Annual
= Monthly Variance Rej
# | MARS NOA118 - YTD
- B2 NOAA Variance Repo )
) ¥ MARS Reimbursables
- 2 Transaction Reports
¥ MARS Status of Funds
#  MARS Transfer Out Status
#  MARS Two-Digit Object Code Report
. ¥ MARS Two-Digit Object Code Report - CrossTab
Tree Panel ’ Details Panel

August 2011

Click the Home to return to the
InfoView Start Page specified in
your preferences.

Note that the screen is divided into
two panels:

« Tree Panel
« Details Panel

The Tree Panel is used to browse
personal folders & categories,
Inbox documents and corporate
categories.

The Details Panel is where the
objects within the selected folder
or category are displayed.

The InfoView Tool Bar is only
available when the Tree and
Details panel are displayed.

The Main Menu Bar on top is
always displayed.

19



InfoView Navigation: Tree Panel

Show Folders icon

Show Categories icon

Folders View

Categories View (recommended)

\ 2R/
lj% = | New - Add - | Organize ~

= 0

ré Inbox
- [ public Folders

NOTE: You may not see some
folders and categories shown in
these screenshots due to
individual access rights

August 2011

I My Favorites == m e m ==

_||% = | Mew -~ Add - | Organize ~
= Al
—>"@ Fersonal Categories

.|= PE" [~ Corporate Categories

- Code Listings

- [ Commitment Reports

- 2 Funds Control and Budget
- B Higher Level Review

- 2 Internal Fund

- [ NOAA Variance Reporting
- 2 Transaction Reports

The Tree Panel shows you Folders
or Categories. Documents can be
displayed in Folder or Category
view.

The first two icons on top left of the
Tree Panel allow toggling between
the Folder view or Category view.

Click on the Expand/Collapse button
(+/-) to show/hide the Subfolders or
Subcategories.

Each document must be placed in a
folder.

Each document can be associated
with zero, one or more categories.

MARS has been configured to show
Corporate Documents only in the
Category View. Therefore if you
expand the Public Folders in the
Tree Panel, you will not see any
documents. Switch to Category
View to see Corporate Documents.

Personal Categories will be empty if
you have not created your own
categories. Switch to Folder View to
see Personal Documents if you
haven’t set up Personal Categories.

The Folders view is the only way to
navigate to the Inbox.

Practice toggling between the
Folders and Categories views.

20



InfoView Navigation: Finding Documents by Name

’% e | New » Add -
E- Al

" £2 personal Categories

- = Corporate Categories

First, highlight the
location you want
to search in the
Tree Panel

Title *

Code Listings
Commitment Reports
Funds Contrel and Budget
Higher Level Review
Internal Fund

Labor Reports

Monthly Variance Reports
NOAA Variance Reporting

Transaction Reports

LR

Organize - | Actions - | Search title - [Travel e

Second, enter search
criteria and press enter

F ’g & | New - Add ~
=- All
M ® coarch result for:
Travel" in "Corporate

Categories"
& B2 personal Categories

& B co rporate Categories

August 2011

Organize -~ | Actions -

Title
# | MARS Travel Report

Results of search

Search title - [Travel | £

Folder Type
Public Folders/00 NOAA/NOAA N Web I

If you are looking for a
particular document and are
having trouble finding it in
either the folder or category
structure, use the Document
Search facility in the InfoView
Tool Bar.

For example, if you are
looking for a document you
know has ‘Travel’ in the
name, simply type ‘Travel’ in
the search field and press
enter.

NOTE: The search facility will
only search the selected
folder or category. Be sure to
first highlight the folder or
category you would like to
search in the Tree Panel.

21
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InfoView Navigation: Finding Documents by Keyword

B Al

& Personal Categories =)
=)
=

=

=)

=~

2

&

= ’% = | New - Add - | Organize ~ | Actions ~ | Search keyword|v||

Title *
Code Listings

Commitment Ref

Search all fields
Search title
Search keyword

Funds Control an

Higher Level Rev

Advanced Search
Search Content

Internal Fund
Labor Reports

Monthly Variance Reports
NOAA Variance Reporting

Transaction Reports

Properties - MARS NOA118 - YTD

¥ General Properties

Title: IP\'IA.RS NOA118 - YTD

D, CUID: 6843, AbLInMcKNelCra_wCascdxo
File Name: frs://Inputfa_187/026/000/6843/~ce20505ea0a5d6dd305.001

and Fiscal Manth

Description:  |MTD/YTD Plan and Actual by NOA118 Object for given Fiscal Year =)

Keywords: Object Code, BOP, Variance

Created: R[S g =

Last Modified: Nov 18, 2009 4:49 PM

August 2011

S

¢ Type
Category
Category
Category
Category
Category
Category
Category
Category
Category

ye)

Another way to search is by
keyword.

When the MARS team
creates a document, they
enter keyword phrases in the
properties of the document.

22



InfoView Navigation: Refreshing Panels

Refresh Icon

|
v

- Al
" &2 personal Categories
== Corporate Categories
B Code Listings
-2 Commitment Reports
- B Funds Control and Budget
- B Higher Level Review
- Internal Fund
- @ Labor Reports
- @ NOAA Variance Reporting
=2 Transaction Reports

August 2011

| & | New -~ Add ~ | Organize -

L i i A A i i i s

Title =

MARS Financial Statement - Annual

MARS Financial Statement - Daily Balance Graph
MARS Financial Statement - Graph by Fund Grouj
MARS Financial Statement - High Level

MARS Financial Statement - YTD

MARS Labor Report

MARS Multi-Year Trend by Program

MARS NOA118 - Annual

MARS NOALLS - ¥YTD

MARS Reimbursables

MARS Status of Funds

MARS Transfer Out Status

MARS Two-Digit Object Code Report

MARS Two-Digit Object Code Report - CrossTab

Occasionally categories, or
the contents of a category
may change during a user
session.

If you are not able to find a
category or document, click
the Refresh button to be
sure you are seeing the
latest list.

23



InfoView Navigation: Managing Workspace

:_';%' e | New - Add - | Organize -
B Al
" &2 personal Categories
== Corporate Categories
B Code Listings
-2 Commitment Reports
- B Funds Control and Budget
- B Higher Level Review
- Internal Fund
- @ Labor Reports
- @ NOAA Variance Reporting
=2 Transaction Reports

August 2011

Actions -

11.11{_{{11_1.{1,-{_-{{-

Title =

MARS Financial Statement - Annual

MARS Financial Statement - Daily Balance Graph
MARS Financial Statement - Graph by Fund Grouj
MARS Financial Statement - High Level

MARS Financial Statement - YTD

MARS Labor Report

MARS Multi-Year Trend by Program

MARS NOA118 - Annual

MARS NOALLS - ¥YTD

MARS Reimbursables

MARS Status of Funds

MARS Transfer Out Status

MARS Two-Digit Object Code Report

MARS Two-Digit Object Code Report - CrossTab

You may resize the Tree
and Details Panels by
clicking and dragging the
cursor along the bar
separating the two sections.

You must be positioned on
the drag point and the
cursor must show as a
double arrow for the
resizing to work.
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InfoView Navigation: Menu Bars — Quick Reference

Main Menu Bar

|$Hnme Document List | Open ~ | Send To - Help | Preferences | About | Log Out

oO~NO O WN B

1 2 3 4 5 6 7 8

. Home: Go to InfoView Start Page as defined in your preferences

. Document List: Display the document list you were last viewing

. Open: Used to open My InfoView

. Send To: Select ‘Business Objects Inbox’ to send documents to other users
. Help: Access on-line help (this help does not cover in-depth report creation)
. Preferences: Set user preferences (covered in previous section)

. About: Business Objects product information

. Log Out

InfoView Menu Bar

E a2 | New -~ Add - | Organize - | Actions - Search title - | o 1 Jof1
2 3 4 5 6 7 8 9

. Display documents by Folder

. Display documents by Category

. Refresh Tree Panel and Details Panel

. New: Create new Webl document, Category or Folder

. Add: Add local document to your personal folder, such as PowerPoint, Excel, PDF, etc. Must be

positioned on My Favorites folder to use this option.

. Organize: Cut, copy, copy shortcut, paste or delete Personal Folder, Category or Document

. Actions: Select Modify under actions to edit a personal document. Access properties and categories.
. Search title: Search for a document by title or keyword. Advanced search capabilities.

. Page Navigation

August 2011 25
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InfoView Navigation: Document Icons
m  Documents other than Business Objects

documents can be viewed in InfoView and
discerned by their icon or type description.

Ilcon  Type

b

3j Desktop Inteligence

y N

Business Objects documents

.]IJ Weh Inteligence Documert

Adobe PDF documents

y N

T sdobe Acrobat

Microzoft Excel

y N

Microsoft Office ™ documents

Microzoft Ward

Microzaft PovwerPaint

Web page hyperlinks

y N

% Hyperlink
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InfoView Navigation: Webl vs. Deskl

B 3| webInteligence Documert

Web Intelligence (Webl) documents can be edited by users after they have been copied
to their personal folders.

| ﬂ Desktop Inteligence

Desktop Intelligence (Deski) documents can only be edited by the MARS development
team.

August 2011 27
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Working with Documents: Using a Corporate Document

Show Categories icon

& Hgme | Document List | Open ~ | Send To - Help | F
I_'IIL = + Add - | Organize - | Actions - Search title - | pe
B Al Title *

B2 personal Categories MARS Financial Statement - Annual
E' & Corporate Categories
- Code Listings

- Commitment Reports
- Funds Control and BL
-~ B Higher Level Review
-~ Internal Fund

- Labar Reports

- @ Menthly Variance Re;
-~ 2 NOAA Variance Repo

- B Transaction Reports

MARS Financial Statement - Daily Balance Graph
MARS Financial Statement - Graph by Fund Group
MARS Financial Statement - High Level

MARS Financial Statement - YTD

MARS Labor Report

MARS Multi-Year Trend by Program

MARS NOA118 - Annual

MARS Reimbursables

MARS Status of Funds

MARS Transfer Out Status

MARS Two-Digit Object Code Report

MARS Two-Digit Object Code Report - CrossTab

11111!111{{11{
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In this exercise we will show
you how to use the MARS
NOA118 — YTD corporate
document.

Click Home or Document
List. Be sure you are in
Category view for this
exercise.

Click on the Monthly
Variance Reports Category.

To view a document, simply
double click on the
document name in the
Details Panel.

Double click on the MARS
NOA118 - YTD document.

29
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Working with Documents: Refreshing Data

Refresh Data button

m

1ll}l}% "v { 4|1 ;‘1 b

F X
7 Retresh Data | i | &5 [0} &2

2 |Acti-wity (No value}_ﬂ |0RG1 (No value}_:] | Direct / Reimb (No value) :J | Fund Group (No value) _1_'_] |Program (No \-ahej_'l_'_j

" [Project (No vaiue) =] [ OPT Group (o value) [¥] [ OPT Sub-Group (No vaiue) =]

_wﬂ""""%\. *
I ronn g

o
;c"‘“"“. _J,“,P."

-
Fiscal Year - NOA118 Object Code Report through

Selected Parameters: Organization(s):* OPT Group(s)* Fund(s)* Program{s}* Projech
Expired Funds Included Internal Fund Excluded

August 2011

Annual
BOP BOP Actual Variance %
-
4] | »
L4 N| |2 User Specified Sections , _'q‘__::’ Page I = I = CBS Labor

The MARS team purges
the query data before
publishing reports.

Therefore, when a
corporate document
opens, the report tabs
will have no data in them
by default.

The user must click the
Refresh Data button to
retrieve the desired data.

Upon refresh, the user
may be prompted for
parameters for retrieving
the data.

Click Refresh Data
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Working with Documents: Filling in Prompts

Prompts

Reply to prompts before running the query.

W Program Group Code NWS

Highlight the prompt to be answered.

= NWS the left.
20 | National Weather Service
20-00 | BUDGET USE OMLY - NWS
20-00-0000 | BUDGET USE ONLY - NWS
20-00-0000-00 | BUDGET USE ONLY - NW
20-01 | NATIONAL WEATHER SERVICE- O
20-01-0000 | NATIONAL WEATHER SERVI
20-01-0000-00 | NATIOMAL WEATHER SEF™

4 | 3

(2} Currently-selected values in listbox

v Section Report on . .. Program See below for options.
W LO, FMC, Org3, Org4 or * for all 20-04
v Org Drill Level 4
W Fizcal Year 2010
- T ma "mowr - i
Refresh Values 5o LG, FMC, Org3, Org4 or * for all
& CORP SVCS i! [20-01 |
i = .
o :ﬁii'“ Type in value here or
& MEF 5
s select from the list on

Run Query ] | Cancel

August 2011

Default values have been
filled in to the prompts.

The user will need to change
any prompt that has a
guestion mark (?).

The user should review all
other prompts to be sure
only the necessary data is
retrieved.

You may need to scroll down
to see all the prompts that
are available.

To change a prompt value,
click on the prompt 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.
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Working with Documents: Filling in Prompts

Prompts X

Reply to prompts before running the guery.

% Org Drill Level 4 ;l
Fizcal Year 2010
Fizcal Month Number O

Fund Code(s) or * for all *00&9;1001

Program Code(s) or * for all®

=
Drnicrt Cadalfel nr ® far all ®

| Fund Code{s) or * for all

Refresh Values =]

T TTTTTYY 00a5

0021 | ORF 13059/111450 ﬂ 1001

0083 | NOAA ORF 1308/091450 Q

0085 | ORF 1307/081450 Remave selected value[s]|
0086 | ORF 1307091450

0087 | ORF 1308101450
089 | NOAA ORF 1309/101450

L€ £ K

001 | NOAA ORF 13105111450

[ OTHER | Other Funds
# PALC | Procurement, Acguisition & Construction
[# REIME | Reimbursable Funds =

4 | b

[ ‘_? Currently-zelected values in liztbox

Run Query ] | Cancel
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Some prompts allow the
user to select multiple values
or ** for all.

If the user does not want all
values, highlight the desired
values in the list at the left,
click the > button to move
them to the selected values
on the right.

Be sure to remove the ¥
from the selected values if
you do not want all values.
Use the < button to remove
the *’ or any other undesired
items.

Click Run Query when you
have finish selecting the
desired values.

Most documents will finish
refreshing in less than 60
seconds.
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Working with Documents: Navigating Within a Document

m The document should now

Activity (Al values) =] |oRG1 (Al values) |x| | Direct / Reimb (Al values) =] | Fund Group (Al values) = | .
, - ' l : , ! have the desired data.

é Program (Al values) LI I Project (All values)

OPT Sub-Group (All values) =]
,.9"'“%0 - - k-.

£ NWS - National Weather Service . .

2 ) _ | 4 = Ifthe report is still empty,
? E Fiscal Year 2010 - NOA118 Object Code Report through December . .
?:3 Vo Selected Parameters: Organization(z):20-01 OPT Greup(s)* Fund(s):.008%,1001 Pregram(z}:* P C“Ck On Refl’eSh Data agaln

‘*’*«,,mw@w’ Expired Funds Included Internal Fund Excluded \

and carefully review the
values entered in the
prompts for potential

20-01 NATIONAL WEATHER SERVICE - OFFICE OF AA
NWS - 0089-04-02-02-002 NEXRAD

Annual Month of December

BOP BOP Actual Variance mistakes.

114 FULL TIME FERMANENT 0 0 [ ]
1150 LEAVE SURCHARGE 0 0 ] ]
SUBTOTAL DIRECT LABOR 0 0 0 [}

12-10  BEMEFIT SURCHARGE 0 0 [ ]
120 FERSONNEL BENEFITS 0 0 ] ]
10 TRAVEL 0 0 ] ]
ZZXN TRANS OF THINGS 0 0 ] ]
2330 RENT, COMM & UTILITIES 0 0 ] ]
430( INTEREST & DIVIDENDS 0 0 10
SUBTOTAL DIRECT LABOR & OTHER OBJECTS [] [] 10 10

116 FULL TIME FERMANENT 0.00 0.00 0.00 0.00
1156 LEAVE SURCHARGE .00 0.00 0.00 0.00
TOTAL FTE 0.00 0.00 0.00 0.00

August 2011 33



-
¢l Document » View - | 15 | 34 | @ [1o0% |-
Navigation Map

SR 114RS NOAT18 - YTD

Activity (4

=| User Specified Sections

Total Page

User Spec Sect (CBS Labor)

Total Page (CBS Labor)
Repart Notes

E:E'ﬁ'_-']tﬁ

Working with Documents: Navigating Within a Document
Web Inteligence - MARS NOA118 - YTD

m  There will be a panel to the left of the

report. This panel is used to show the
following features:

User Prompt Input
Navigation Map

Input Controls
Find

The icons at the bottom of the left panel
control which feature you see.

The last feature you used will show as
default.

The Navigation Map is displayed here.
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Working with Documents: Navigating Within a Document

m  Switch to the Navigation Map.

m Click on the plus (+) signs to open up the section tree.

m Click on desired section to jump to that page.

Navigation Map

= 2] MARS NOAT18 - YTD
= |Z] User Specified Sections
= * 20-01 NATIONAL WEATHER SERV

Activity (4l values)

=] | orG1 (Al values)

x| | Direct / Reimb (All values) x| | Fund Group (All values) ¥ ] '

Program (Al values)

OPT Sub-Group (All values) :I

[=| | Project (il values)

=l * NWS Programs
* (0E89-04-02-02-002 NEXRA
0089-04-02-02-003 AS0S
0089-04-02-02-004 AWIPS
0089-04-02-02-006 NWSTG
0089-04-04-01-005 Local ¥
0089-04-04-02-002 Central
1001-04-02-02-002 NEXRA/
1001-04-02-02-003 AS0S
1001-04-02-02-004 AWIPS
1001-04-02-02-006 NWSTG
1001-04-04-01-005 Local V]
1001-04-04-02-002 Central
* 1001-04-04-02-005 WFO M
= * Program Support Programs
# 1001-068-01-02-005 CHIEF 4
Total Page
User Spec Sect (CBS Labor)
Total Page (CBS Labor) H

ol E| Re AP

August 2011

{

NWS - 0089-04-04-01-005 Local Warnings & Forecasts

Annual Month of December
BOP BOP Actual Variance

[i] [i] -38, 0548/ 38,065

FERS COMP - ALL OTHER [i] [i] [i] [i]

11-51 OVERTIME [i] [i] [i] [i]

11-588 EMPLOYEE CASH AWARDS [i] [i] [i] [i]

11-8% OTHER PERSONMEL COMPENSATION [i] [i] [i] [i]

118% LEAVE SURCHARGE [i] [i] [i] [i]

SUBTOTAL DIRECT LABOR 0 0 -38.056 38,056

TT-88 LO OVERHEAD [i] [i] iz} =283

T7-88 OFFICE OVERHEAD [i] [i] -B5 i)

TOTAL OBL AND INDIRECT COSTS 0 0 -37.848 37,848

2-10 BEMEFIT SURCHARGE [i] [i] [i] [i]
2-X¥ PERSOMMNEL BEMEFITS [i] [i]
3 BENEFITS FOR FORMER FERSOMMNEL [i] [i]
2100 TRAVEL [i] [i]
2318 RENTAL PAYMENTS TO GSA [i] [i]
iy C & |

RSO & VLIS, ot aa e - 0 .
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Working with Documents: Navigating Within a Document

User Prompt input Activiy (41 vales) =] |ora -:AI?
(7 Advanced | & Run i | Program (&1 vales) .
PE——— N T E: m  Switch to the User Prompt Input.
pows | -
- a— =1 | ; Mmﬂ; m This screen shows you the prompt values
: , - ! that have been selected.
LO, FMC, Org3, Orgd or * for all
2o ] f
T | & m  You may use this panel to Refresh Data by
Fiscal Year 1915 EULL TIME EERMAMENT ! CIICkIng Run
(2010 | 1141 OVERTIME %
1156 OTHER PEREDNNEL COMPENEATION
Fiscal Month Number 18 8 5
o I susron omecr wesn } m  Prompt values can be manually entered

using this panel.

Fund Code{s) or * for all

123 PERSONNEL BEMEFITS
[o0es;1001 |

H 13-10  BEMEFIT SURCHARGE

21000 TRAVEL

Program Code(s) or * for all e
|v 0g ) | 49F  FRINT & REFRODUCTION

XK CONTRACTUAL SERVICES

m To see the advanced prompt screen with the
lists of values, either click Advanced from this

: *
g | {20 INTEREST & DIVIDENDS ulu( panel, or click Refresh Data on the menu bar.

Project Code(s) or * for all KK SUPPLIEE & MATERIALS

Task Code{s) or * for all FUBTOTAL DIRECT LABOR & OTHER
|| | 111X FULL TME FERMAMENT

114x  LEAVE SURCHARGE

QPT Grouwp{s) or * Tor all TOTAL FTE

Include BOPs after Month Close [YIN]7?

[ |

Include Expired Funds (YiH)? ||

L |
| inclucie intermal fund ceans 59 [

= IE =N ) | [# User Specified Sections
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Working with Documents: Navigating Within a Document

m A custom feature of many of the corporate documents built by the MARS Team is the ‘Section
Reporton ...  prompt.

m  The sections in the Navigation Map will change based on the user’s response to this prompt.
m  The default value in the MARS NOA118 — YTD document was ‘Program’.

m Refresh the report again and select “Project’ to see how this feature works.

Prompts

Reply to prompts before running the guery

W Program Group Code NWWS

Project-Tazk

August 2011

= @ 20-01 NATIONAL WEATHER SERVICE - OFI
= * NWS Programs

@ GBMSJ10 LWF LOCAL FORECASTS
GEBMSJGA LWF LO HQ MANAGEME
GE8MSJGB LEAVE & EMPLOYEE COI
G8MSJGE LWF FMC SUPPORT (SEE
GBMSTS1 PURCHASE FOR NLSC IN'
GEMSH10 CENTRAL FORECAST GU

GBMBLAW D&M AWIPS

GBMBLAX ASOS O&M
GEMBLBS NWSTG BACKUP - CIP

OPT Sub-Group (All values) ;I

W Section Report on . . . Project
W La, FMC, Qrg3, Org4 or * for all 20-01
v Org Drill Level 4
v Fizcal Year 2010
Refrezh Values S Section Reporl
Custom
Direct-Reimb [ <
Fund Group Navigaticn Map Activity (All values) =1 [ora1 (Allvalues) [=| | Direct / Reimb (Al values) *] | Fund Group (Il v
Fund = Jj MARS NOA118 - YTD = ?,J Program (&l values) LI I Project (All values)
Program = [Z] User Specified Sections

GEMBLNX NEX O8N
T gt e gt *J‘g"“"‘“‘-

21-¥X RENT, COMM & UTILITIES
SUBTOTAL DIRECT LABOR & OTHER OBJECTS

- “"-.\JMAM’\_"M.' ,"\

HNWS - GEMGH10 CENTRAL FORECAST GUIDA&

Annual Month of December *
Actual Variance gt
: <

[ [] [
L1} 1] 1] j

£

e J#“-‘r‘»’rwﬁ &Aj
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Working with Documents: Navigating within a Document

m Another custom feature of many of the corporate documents built by the MARS Team is
the ‘Org Drill Level’ prompt.

n The report will be rendered at the level of organization specified in the
‘LO, FMC, Org3, Org4 or * for all’ prompt. In this example FMC 10-14 was selected.

Prompts

Reply to prompts before running the query. [ The report can then be drilled to the level specified in the ‘Org Drill Level’ prompt. In this
example level 4 was selected.

i Program Group Code : HOS

(J  Section Reporton . .. : Program " Click the underlined organization to drill to the lower level.

] LQ, FMC, Qrg3, Org4 or * for all: 10-14

&  OrgDrill Level: 4 " Click the up arrow to drill back up.

& Fizcalvear: 2010

= ] Notice the Navigation Map also drills.

CIICk on Underlln d Org 10-14 OFFICE OF HATIONAL MARINE SANCTUARIES

. HO3 Programs
To drill to level 4 NOS - 0016-01-07-03-000 MARINE SANCTUARIES CONSTRUCTION BASE

Remaining

L
Annual Approp Annual BOP YTD Actual Balance % Commitment &

10-14-0000-00 OFFICE OF NATIONAL MARINE SANCTUARIES ir
NOS Programs
HOS - 0016-01-07-03-000 MARINE SANCTUARIES CONSTRUCTION BASE

Remaining
Commitment ==

Click on up arrow
To drill back up

Annual Approp Annual BOFP = YTD Actual Balance %
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Working with Documents: Navigating within a Document

Many of the Corporate Documents will have ‘Report Filters’ turned on.

The Report Filter toolbar provides a quick method for adding simple report filters to reports.

Simply drop down the list of values in the filter and pick from the list.

Only one value can be picked at a time.

To remove the filters, pick the (All Values) item at the top of each list.

Ja v

[+

5t Refresh Data | [&

5 ([} w

=

Activity (Al values) =] |ore1 (AN vales) x| | pirect i Reimb (All values) =] | Fund Group (All values) ¥
Program (Al values) |=] |H2MS8TG NWSTG LEGACY REPLACEMENT =]
OPT Group (Al values}d I OPT Sub-Group (Al values) :I GEMBLAW O&M AWIPS -

GEMBLAX ASOS O&M

P
i
?’r_,

e

2

4

“pli"%e‘: o

Fiscal Year 2010 -

NWS|GaMaLes NWSTG BACKUP - CIP
GBMBLNX NEXRAD O&M
'HIMSETG NWSTG LEGACY REPLACEMENT

|»

i on

%‘V,‘$ m-'t\ﬂ?'ﬁ#

53X
3-¥X INTEREST & DIVIDENDS

Selected Parameters: Organization(z):2|HZMS8WR COMPLETE & SUSTAIN NO 'NEATHER RADIO

CONTRACTUAL SERVICES

SUBTOTAL DIRECT LABOR & CTHER OBJECTS

August 2011

Expired
20-01 HATI
H2M 54

Annual
BOP

HEM5J10
HEMSJGA
HE&MSJGHB
HEMSJGE
HEM3JWR
HEMSTT3
HEMSTTS
HEMSTTT
HEM5TH
HEMSTS3
HBM5TS4
HB8MS5TS85
HB8M5TS6
HB8WMS5TST
HB8MEH10

HAMAHA

LWF LOCAL FORECASTS & WARRNINGS

LWF LO HQ MANAGEMENT

LEAVE & EMPLOYEE CONTRIBUTIONS SURCHARGE
LWF FMC SUPPORT (SEE LWF)

NOAA WEATHER RADIO (WWR) BASE

ISSUES FROM NLSC INVENTORY (CAPTALLEZED)
TRANSFERS TO NLSC INVENTORY (CAP EQUIP)
OFFSET FOR MLSC INVENTORY TRANS
PURCHASE FOR NLSC INVENTORY

ISSUES FROM NLSC INVENTORY
ADJUSTMENTS TO NLSC INVENTORY
TRANSFERS TO NLSC INVENTORY

EXCESS EXPENDABALE NLSC INVENTORY
OFFSET FOR NLSC INVENTORY TRANS

CENTRAL FORECAST GUIDANCE
MMED P IMATE DOFRICTINM PERTFD

fear to Date Through Dd
Actual Varia
£D,000
8
30,008
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Working with Documents: Downloading to Excel — Pre-Requisite

X

Fop-up Blocker Se 0
~ Exceptions
Pop-ups are currently blocked. You can allow pop-ups from specific
7! websites by adding the site to the list below.
Address of website to allow:
s
Allowed sites:
marsbo.rdc.noaa.gov Remove
Remove all.
~ Notifications and filter level
[V Play a sound when a pop-up is blocked.
IV Show Information Bar when a pop-up is blocked.
Filter level:
|Medium: Block most automatic pop-ups j
P ker F. Close

August 2011

Downloading to Excel and printing from PDF
WILL NOT WORK unless you allow pop-ups
for MARS:

Either turn off pop-up blocking or allow
marsbo.rdc.noaa.gov

In Internet Explorer select:
Tools
Pop-Up Blockers
Turn-Off or change settings

See your system administrator if this option is
grayed out.
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Working with Documents: Downloading to Excel — Pre-Requisite

Internet Options 2] x|
m  Downloading to Excel and printing from PDF
WILL NOT WORK unless you have set the

General  Security |F‘rivacy I Cnntentl Connectinnsl Programms I Advanced I

Select a zone to view or change security setfings. following Internet Explorer browser settings:
@ € v O
Internet  Localintranet  Trusted sites Res?:tricted In Internet EXplOI’er, click Tools-->Internet
sites .
Options
In.ternet. - Sites A .
q This zone is For Internet websites, 4| Click Secu r|ty tab
k those listed in brusted and .
e Click Custom Level
ety vl or Scroll to Downloads section
ecurity level For this zone —Sattings . i i .
Enable ‘Automatic prompting for file
Custom of Downloads downloads’
st SERHmEs: |#% Aukomatic prompting For file downloads
- To change the settings, click Custarm |e O Disable
- To use the recommended settings, clidl () Enable - . . . .
(&% File download m  See your system administrator if this option is
O Disable
> ot grayed out.
|&® Fantt dawnload
— O Disable
{® Enable
Reset all zones & O Prompt
,_'r"g Enable .MET Framewark setup
) Disable
QK Carn (3} Enable

& | Miscellaneous

Wl | Arracs daba coneres acrnze doraine

4]

*Takes effect after vou restart Internet Explorer

 Reset custom settings

Resettor  mMadium-high (default)
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Working with Documents: Downloading to Excel — Formatted

@ Home | Document List | Open ~ | Send To -

Web Intelligence - MARS NOA118 - YTD

¥ Ducument|v|\.-’iew -5 8 9 v P M

Cl
nEe Activity (Al values)
Save as iz | Program (Al values)
Save to my computer as 4 Excel | alue:
Save report to my computer as 4 FOF
C3v
Section Reporton ...
IPrujed CSV (with options)...

LO, FMC, Org3, Org4 or * for all

[20-01
Org Drill Level
4
File Download
Do you want o open or save this hle?
@ j Mame: MARS_MOAT1S - Y'TD. ==
[H Type: Microzoft Excel “worksheet, 132EKEB

From: cfolr-bolpr.rvws noaa

Open Save I Cancel

I--'““~ whhile filez fraom the Internet can be uzeful. zome filez can potentially
@] hiarm your computer. I pou do nok trust the zource, do not open or
zawve thig file. What's the nsk?

August 2011

To download a document to MS Excel ™ with
the report formatting, choose the following
from the menu bar:

Document

Save to my computer as

Excel

The File Download prompt will then be
displayed

Choose Open to open the document in Excel

Note that ‘Save to my computer as’ will save
all the report tabs, whereas ‘Save report to
my computer as’ will only save the current
active report tab.
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Working with Documents: Downloading to Excel — Un-Formatted

@ Home | Document List | Open ~ | Send To -

- Dnu:urrrent|-|‘-.-'iew- 3 9

Web Intelligence - MARS NOA118 - YTD

Cloze
Activity (All values)
Save ag B2 | Program (Al values)
Save to my computer as L4 Excel values)
Sawve report to my computer az + POF
Csw
Section Reporton ...
Project C3SV (with optiong)...
T
LGy, FMC, Org3, Org4 or * for all
|

Do you want o open or save this hle?

@ j Mame: MARS_MOAT1S - Y'TD. ==
[H Type: Microzoft Excel “worksheet, 132EKEB

From: cfolr-bolpr.rvws noaa

Open

Sawve I Cancel

hiarm your computer. I pou do nok trust the zource, do not open or

@] whhile filez fraom the Internet can be uzeful. zome filez can potentially

zawve thig file. What's the nsk?

August 2011

To download the document query results (the
data only—with no report formatting) to MS
Excel ™, choose the following from the menu
bar:

Document

Save to my computer as

CSV

The File Download prompt will then be
displayed

Choose Open to open the document in Excel
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Working with Documents: Downloading to Excel

Formatted vs. Un-Formatted

Ej MARS_NOA118_-_YTD[1].xls

M w5 |MARS_NOA118_- ¥TD[1].csv

E c | o | E | F | G |3 A B € D | H
9 NWS - National Weather Service Fundl Code
2 Fiscal Year 2010 - NOA 118 Object Code Report through December Activity Fund Group Program Code f Project Code 7 Anrnal BOP BOP ¥ TD BOP
Selected Parameters: Organization(s):20-01  OPT Group(s)*  Fundi{zx0083;1001  Program(s):* Proje 1 |Shart Mame | Shart Mame  Descr Descr Annial BOP FTE (Org) Amairt
3 Expired Funds Included  Internal Fund Excluded 2 |rwis ORF 0083-04-04-02-002 | GEMEHID CENTF 0 1] o o
4 20.01 NATIONAL WEATHER SERVICE - OFFICE OF AR R ORF 1001-04-04-02-002_|HEMBHID _CENTH 0 0 o o
. 4 |nws ORF 1001-04-04-01 005 | HEMSJGA LWF L 0 0 ] ]
- . . X 5 |mws ORF 1001-04-04-01-005 | HEMSJGA LWF L 0 0 o o
| § o CREC i | -
& NWS - GBM5J10 LWF LOCAL FORECASTS & WARNINGS E s ORF 1007 040401005 [FavEGA LwE L 0 2 a a
En A pAonth of December 7 |rws ORF 0089-04-04-01-005 | GAMSMO LWF L 0 0 o o
KR BoP - TR —— B |rws ORF 0059-04-04-01-005 | GAMSJGA LW | i 0 a a
= 3 |rws ORF 0059-04-04-01-005 | GAMSJGA LWF | i 0 a a
114 FULL TIME FERMAMNENT 1] a AE4 -fiEd —=—1
%, e DR T 5 . \ \ 10 |Mwvs ORF 0059-04-04-01-005 | GAMSJGA LWF | 0 0 ] ]
SIS 11 |Mwvs ORF 0089-04-04-01-005 | GAMSJGA LWF | 0 0 ] ]
| 12| 6% OTHERPERSOMMEL COMPENSATION o 0 o o 12 s ORF 0089-04-04-01-005 | GBMSIGA LWF | i 0 0 0
| 13| 16X LEAVE SURCHARGE 0 0 o o 13 [rois ORF 0089-04-04-01-005 | GEMSIGA LWF | i 0 [ [
14 SLEDUEAL [OUHLET L2 v U Sl 1 14 | s ORF 0089-04-04-01-005 | GEMSJGA LwWF | 0 0 i i
15 | 1210 BEMEFIT SURCHARGE o 0 o o 15 [rovs ORF 0059-04-04-01-005 | GAMSJGA LWWF | i 0 a a
1B | t2-## PERSOMMEL BEMEFITS o 0 o4 4 16 [Movs ORF 0059-04-04-01-005 | GAMSJGE LWF F 0 0 ] ]
17 | 2rxx TRAVEL 0 0 0 0 17 |Mwvs ORF 1001-04-04-01-005 | HEMSJD LW Lt 0 0 ] ]
18 | 23.4% RENT,COMM & UTILITIES 0 0 0 0 18 |Mwvs ORF 0029-04-04-01-005 | GAMST1 PURCH 0 0 o o
19 | 24-4% PRINT & REPRODUCTION 0 0 a a 19 |rws ORF 0089-04-04-01-005 | GAMSJGA LWWF | 0 0 o o
20| 25-%4 COMTRACTUAL SERWICES il il il il 20 | rwis ORF 00a9-04-04-01-005 | GEMSJGE LEAY 0 u] a a
21 | 264 SUPPLIES & MATERIALS 0 0 0 0 | 21 |hos ORF 1001 -04-04-01-005 | HEMSJGA LWF L 0 0 ] ]
55| 2 EQUIPMENT P 0 P P 22 s ORF 0059-04-04-01-005 | GAMSJGA LWF | i 0 o o
55| sou4 INTEREST & OMVIDENDS " f " " 23 s ORF 0089-04-02.02-004 | GAMELAW O&M 0 0 ] ]
A SUBTOTAL DIRECT LABOR & OTHER OBJECTS L1} ] BEE -B68 —gg m SEE gggg-gj-gg-gg-ggi ggmgi‘fwug;n: E g g g
| 25 | 1 FULL TIME PERMANENT n.o0 om0 n.o0 o 26 |rwvs ORF 1001-04-04-01-005 | HGMSTSH  PURCH 0 0 o o
| 26 | 18R LEAVE SURCHARGE L.00 040 L.00 p.00 27 |rws ORF 1001-04-04-01-005 | HEMSTSS TRANE 0 0 o o
2 UL FUS LID LD LID =10 28 s ORF 0089-04-04-01-005 | GEMSMO LWF L 0 0 o o
If you plan to do your own formatting in Excel, it is better to use the download to CSV option. After
the .csv file is opened, you may save it as .xIs.
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Working with Documents: Printing

Web Intelligence - MARS NOA118 - YTD

‘¢ Document - ViBWvlﬁ@\v W 4) M

Navigation Map

= 3| MARS NOA118 - YTD 7
= [Z] User Specified Sections

¥ | Program (Al values)
OPT Sub-Group (All values) ;I
= @ 20-01 NATIONAL WEATHER SERVICE 4
(=] @ NWS Programs

lues) =1 [ora1 (anvalues) =l

0006-04-04-01-005 Local Warn
0007-04-01-02-000 Local Warn

>
>
@ 007-04-| pum
=

e File Download x|
@ (085-04-1

iz file?
o 008504 Do you want to open or save thisz file?
@ (085-04-1 .
o D0AZ-04 @ Mame: MARS_NOAT18 - YT pdf
@ (085-04-1 “heke Type: Adobe Acrobat Document, 272KE
@ 0089-04-1 Fram:  cfalr-bolpr.rws. noaa
@ (0S5-04-1
9 Lafens Open Save Cancel
@ 1001-04-1
@ 1001-04-1
Ll 1001-04-
@ 1001-04- l--"“- ‘while files from the Internet can be useful, some files can potentially
@ 00104 @ harm pour computer. 1f pou do ot trust the zource, do not open or
@ 1001-04t zawve thiz file. what's the risk?
@ 1001-04-1
>
>

1002-04-03-01-008 Complete

1002-04-03-01-005 NWSTG Ba
Program Support Programs
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Return to the MARS
NOA118 - YTD document.

Click the Print button in the
toolbar.

The document will be
converted to Adobe Acrobat
PDF format for printing.

Click Open when prompted
by the file download.
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Working with Documents: Printing

m  The document will be
displayed in Adobe Reader.

m If you wish to print a single
report tg%,g'%';gmgﬁ? gr','gk

File Edit “iew Document Tool: ‘Window Help CIle Prlnt Page(s)

B8 Qi ey v oo HlH R -

|§ Bookmarks

L
E User Specified Sections
E Total Page Go o Bookmark,
[ user Spec Sect (CBS Labor) Print Page(z] %
[ Total Page (CBS Labar)

D Fepart Motes

Wwirap Long Bookmarkz

T g l. Fiscal
I ,.,1_'5 é.,g Selected Parameters: O

~Prink R.ange . .
ol m Ifyou wish to printthe
© Current view Current page you are IOOk'ng
& Current page at, click the Print button and
" pages 24 choose Current Page.
Subset: IP.II pages in range j
™| Reverse pages
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Working with Documents: Personal Folders / Categories

m Each user has a Personal Folder

|—I & | & | New - Add - | Organize -~ | Actions ~ area for storing Personal _
' i Documents called My Favorites.
My Favarites
Inbox m  Each user also has an Inbox
B [ pyblic Folders Public Folders folder.

m  Personal Documents are either:
Created by the user
Sent by another user

Copies from Corporate
Documents

m  To see Personal Folders switch
click Home or Document List
and switch to Folders view.

August 2011 47



"
Working with Documents: Personal Folders / Categories

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

. . m To Create a Folder:
IS @ @ | New]| Add - | Organize - | Actons E R et 71 Highlight My Favorites
= Al = R = Al T From New Menu select Folder
" qﬂ Publication E‘"
& Inboy % Desktop Inteligence Document [ contracts
B [ Publil +#| web Inteligence Document ﬂ = Labor
@ Category |—-| Training
[ Folder i, i & Inbox
I ®- 7 public Folders
L‘Il% i | Mew|~| Add - | Organize - | Actions | [ & | &' | New -~ Add - | Organize ~ | Actions u To Create a Category: _
= Al 4| Desktop Inteligence Document = All O ngh“ght Personal Categorles
W Web Inteligence Document E % personal Categories - From New Menu select Category
Y= Corp|EZ category [, . B contracts
[EY Folder b & Labor }
! ’""@Training

&= B Corporate Categories
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Working with Documents: Adding a Corporate Document to

ﬁHome Document List | Open - | £

Personal Folder

m  View the Document you wish to save to your personal documents folder.
m  Refresh the report with the prompts filled in as you would typically use the report.

= From the Document Menu, select Save As

Web Inteligence - MARSHOA118-  m From the Save As pop-up window, select the Personal Folder and optionally the
i Document|~| View ~ | 15| 34 | © Personal Category you would like to save this report under.
Close I
Saveas [ =  Note that the Corporate Category will still be selected under the Categories tab.
Save to myComputer as R You must uncheck the Corporate Category before saving, or you will get an error
my p ] .
message and have to cancel out of the window and try to save again.
Save report to my computer as 4
Save As 5 ave As 3
Folders I Catego :] Categories
=l [i ] ity Folders w DSWGEALE - AP Trans — # [ parzonal Catagories =
[ (1 » 05WGALB - by person = [i* Corporaie Calmgories
# (i) Public Folders # CBS Trans Report - 2468642 5 BB [ Code Listings Uncheck the
 COTNIREN TEI0 /A V8 41 ahor VoM 4 B8 [ commiment Regorts Corporate Category
» Comparizon PP1B Est we. Actual e .
w Copy of PCS Analysis by OC # 5 [ Funds Control and Budget - before saving.
¥ Credis in 11-80 1 11-82 i B2 [ Higher Level Review 1
# CWP Reports - 2751438 # &2 T internal Fund | |
+ ER Accrual Base Period h-i:._; I— Labar Se eCt Persona
Betae 4 B 7 ot vmance o — | Category if desired.
w ER Labor by PP Coversd = i B5 [T noAs Varisnce Reporting =
4] | ;rj 4| | »
tome  [WARS NOAT 18- 1D |Casmesa %] [ tame [wamsnoatis-vo | [ Avmess ¥ ]
Coc ) conest | o ][ conest |
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el =

= Al
E‘ 5 My Favorites
I Contracts
. I&] Labor
| Training

®- [ public Folders
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MNew - Add -

wrganize -

Actions -

Fo) o) R R R RO R

EDEDDED E

Title

GEN DOLLARS3 @ 26602¢
OAR Budget Activity-Fy2
Daily BOF Allot Obligatiol
OAR Budget Activity-F2
Labor Costs for WFOs :
Labor Costs for WFOs -~
CWIP Reports : 28537a(
MARS Awards Report : |

Working with Documents: Inbox Documents

Users that have the ability to create
their own documents can share
those documents by sending them
via Business Objects to another
user’'s Inbox.

To view your Inbox, you must switch
to the Folders view.

Double click on the document you
would like to view.

Note the icon changes to an open
envelope after the document has
been read.

Keeping Organized:

Instead of letting your Inbox become
over-loaded with documents, make a
practice of moving your Inbox
documents to your Personal Folders.
The next slide covers moving
documents.
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Working with Documents:

| 1B | & | New ~ Organize|~|| Actions -

= all K Gt Title
=5 My Favarites Coby ¥ 0 GEN DOLLARS3 : 2660240
Contracts [ Copy Shortout ¥ =1 OAR Budget Activity-Fy200
£l Labar (3 Paste w = Daily BOF Allot Obligation F
| Training B Deiete ¥ 2 OAR Budget Activity-FY200
Ly 818 iaorcous o wros 2
I Public Folders w4 Labor Costs W WFOs - Va

This document has been cut from
inbox and pasted in Labor folder

Moving Documents

To move a document, highlight the
document you would like to move.

From the Organize Menu, select
Cut.

Highlight the Personal Folder where
you would like to place the
document.

From the Organize Menu, select
Paste.

August 2011

E | & | Mew ~ Add ~ | Organize|~|| Actions -

= Al o cut = Al
=[5 My Favorites Copy =[5 My Favorites
|—-| Contracts Tﬂ Copy Shortout E |—-| Contracts

(% Paste i,

“ [ Training X Deleteu [ Training
£ Inbox &L Inbox
®- [ Public Folders & [ Public Folders

E% 2 | New - Add - | Organize

) .

Actions -
Title
Labor Costs for WFOs ; 28
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Sending Documents to Other Users

Working with Documents:

Business Dtﬂﬁcts Inbox
A

He =
= Al
E' 5] My Favorites

Mew - Add -~ | Orgarn

Email. .. W

FTP Location. ..

File Location...

Title

E Labor Costs for WFOs

Title: Labor Costs for WFOs @ 2815759
Description:

Created: Mov 19, 2009 3:21 PM

Last Modified: Dec 7, 2009 11:06 AM

Last Run: Mever

Destination:  Business Objects Inbox

[ Use default settings <

Available

Search title ~ [nil

W 41 _Jof1 » M
& & search Title
¢ result for:
: "hill" in "User
i opst" ] hilld
o & User List |
“E@Group List | & hilln

| &
Full Nlme
Beth A Hill

Eric Hill
Micalle Hill
Randy Hill

Target Mame:
& |se Automatically Generated Name

UNCHECK this option

Selected
M 41 Jofl » M

Title Full Name

Sy hilld R. Derek Hill

" Use Specific Name

Send As:
' Shortcut
& Copy

& |

August 2011

Submit | Cancel |

Users can send documents to
other users via the Business
Objects system.

Sent documents will appear in
the recipient’s Inbox.

To send a document to
another user:
Highlight or view the
document you wish to send

From the Send To Menu,
select Business Objects
Inbox

In the Send screen:
Uncheck ‘Use default
settings’
Enter all or part of the
recipients last name in the
search title box and click the
search button

Highlight the recipients name

Click the > button to add the
name to the Selected list

Click Submit
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Getting Help

Business Objects’ Welcome: schmiedeth
& ’E - | [l vew » & [ send - [T wy nfoview | Seachite - | 2@
[ Folders It ||Home FOF X
BesEma X
8 & Home . i

2 G My Folders - - A ersonalize Info\iew now
" BusinessObjects
PGl Folgers Go to Infoview Inbox
Release 2
BusinessObjects InfoView collects and presents business intelligence information and provides:
. Complete viewing and interaction for query & analysis, reporting, and performance management
. Integrated collabaration with threaded discussions, intuitive navigation, and support for 3rd party documents
. Advanced scheduling and distribution capabilities making it easier to share information with others
Disct F
€] % Local intranet

August 2011

This Querying & Reporting
User Guide only brings you
through the basics of using
Business Objects.

We encourage users to
explore the broader
functionality of the product by
reading the online help.

To get access to these
resources, click Help from the
Main Menu.
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Getting Help

fll /" hitp: #/cfolr-bol pr.nws. noaa: 8080/ - BusinessObjects Enterprise InfoYiew User's Guide - Windows Intemet Explore O/l = YOU W|” be broug ht

Search to the help page

BusinessObjects Enterprise InfoView User's Guide
® elcometo BusinessObjects Enterprise Welcome to BusinessObjects Enterprise

@ Cetting Started

- - .
e Setting Preferences « About this documentation YOU can naVIQate
e Warking with Objects * Who should use this documentation? through help by
@ My InfoView O Content
@ Using Discussions
@ Using Encyclopedia o Index
3 Waorking with Crystal Reports Business Objects 1 Search
@ . . . IEE Q hitp:/fwww. businessobjects. com.

Working with Web Intelligence Documents Support services
@ Warking with Voyager Workspaces http://www. businessobjects. com sgr\-'ices support

Product Documentation on the Web

@ Waorking with Deskiop Intelligence documents http:/isupport businessobjects. com/docurnentation

@ ‘Working with Dashboard and Analytics
@ \Working with Publishing
@ Get More Help
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MARS Support Information

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

m Contact Information

1 Email

m  Mmars.support@noaa.gov
1 Phone

= (301) 427-8888
1 Fax

m (301) 713-1742
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For the Power User
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o Table of Contents
® Creating Webi Documents
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O Document Storage and Organization. . . . ... .. 72
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® Filtering Document Queries
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o Table of Contents (Continued)
® Advanced Report Formatting
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O Sections . . .. ... i 139
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O Sorts . . ... e e e 143
O Cross-Tab (Pivot Table) Reports . . . . ... ... 146
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OlnputControls . . . .. ... ............... 153
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Creating Webl Documents

o The Creating Webi Documents section
covers guery 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: Getting WeblIntelligence Help

m  Additional help for building Queries and Report Formatting can be read on-line.
m  You must be in View mode or Edit mode of a document to access this help. Help Icon
m  Click the Help and select Web Intelligence Help.

Help | Preferences | About | Log|Out

=
& Refiesh Data =X | [T Track B Q| B | €8] 7| Q Diil il | @) ||@ ~
| [ Wiew Structurel |-1 “Web Inteligence Help...
=N e—— %:l .l ‘@gl o Orline Guides...

Report Title
roject Code 4-Digit Object Cod *W |
BM5IGA 1112 834.01
BMEIGA 11-51 -58.99
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Creating Webl Documents

| Web Inteligence Document ~ﬂ'n~.

ﬁ Home | Document List | Open - | Send To -
I_‘IE m | Mew|~| Add - | Organize - | Actions -
= Al

" @ Persy E—} Category
=8 Corp{[E* Folder

W

-2 Code Listings
- Commitment Reports
- Funds Control and Bu
- & Higher Level Review
- 2 Internal Fund
-~ Labor Reports

8= Monthly Variance Rej

- 2 NOAA Variance Repo

- Transaction Reports

August 2011

R R R R R R AR R

MARS Labor Report

ancial Statement -
ancial Statement -
MARS Financial Statement -
MARS Financial Statement -
MARS Financial Statement -

Annual

Daily Balance Graph
Graph

High Lewvel

YTD

MARS Multi-vear Trend by Program

MARS NOA118 - Annual
MARS MNOA118 - ¥TD
MARS Reimbursables
MARS Status of Funds
MARS Transfer Out Status

MARS Two-Digit Object Code Report
MARS Two-Digit Object Code Report - CrossTab

m Click Home or Document List so that
the InfoView Menu Bar is displayed.

m From the New Menu select Web
Intelligence Document.
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Creating Webl Documents

@ Home | Document List | Open - | Send To - 1

Web Intelligence Document - New Document -{

N Universe « Description ,

I MARS Allotment Detail This universe accesses the MARS R&Q nightly copy of the CBS Allotment tabes. Ab
(CBS)

L MARS Allow Advice This universe accesses the MARS R&Q nightly copy of the Allowance Advice tahl’
[MARS)

e MARS AP Trans (CBS) IS UNIVETSE dLlESses tie Mgy Copy o1 e Tans taple.

document and reference numbers, trans dates, ACCS, non-private employee ant-

s MARS BOP Detail (CBS) This universe accesses the MARS R&Q nightly copy of the CBS BOP tables. ND

L MARS Budget Detail This universe accesses the MARS R&DQ nightly copy the Budget table from MAR‘!_I
[MARS) :

I MARS Codes Listings This universe accesses the variance master file information for all systems witi',)__

Object Codes, Organizations, OPT Groups, Pay Periods, etc. s

L MARS Commitment Detail — This universe accesses the R&Q nightly copy of the Commitment Detail tables fro
[MARS)

s MARS Commitrments & This universe accesses the MARS R&Q nightly copy of the Static Data from MARS
Projections (MARS)

I MARS Credit Card Trans This universe accesses the MARS R&Q nightly copy of the CBS Credit Card Transa,
(cBS) (

L MARS GL Acct Summary This universe accesses the MARS R&Q nightly copy of the CBS GL Summary Tak,
(CBS) 20,1720,1832,4222,4252 4800 thru 4999,5700-89,6100. NDW_GL_ACCT_SUMM

I MARS PPBES Reporting This universe accesses the MARS R&Q nightly copy of the CBS PPBES tables. N
(CBS) MDW_PPBES_SUMMARY, NDW_RPM_GOAL_CODES_MVY

L MARS Stored Accounting This universe accesses the MARS R&Q nightly copy of the CBS Stored Accnunti@"
(CBS) MDW_CARD_HOLD_ACCT _V, NDW_GSA_TAG_V, NDW_RECURE_V

L MARS Travel This universe accesses the MARS R&Q nightly copy of the CBS Travel Authoriza{
Authorization (CBS)

I MARS Variance This universe accesses a combine table of data from multiple sources; Actual, B

Reporting

BOP, Initplan and MARS Labor. The data is summarized to the ACCS, Fiscal P
F_MONTHLY VARIAMCE_RPT3

August 2011

You are presented with
a list of universes.

For this exercise
choose MARS AP
Trans (CBS).

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.
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Creating Webl Documents

@Home Document List | Open = | Send 7o ~

BUSINESSOBJECTS INFOVIEW

Web Intelligence Docume@

Reference Materials

Data Status

CBS data from
January 12, 2010 11:01:09 PM

Last pay peried
PP 2009-26

Announcements

January 2010

Last CBS labor accrual
December 22, 2009

August 2011

Key Links

Downloads

Oracle Jinitiator

Java Installer - Windows

Adobe Reader

4

MARS desktop requirements

Reporting & Querying

pted (EST): JAN 13, 2010 07:59 AM

<

he MARS Data Entry Module and
Reporting & Querying Module are
available

MARS Hours of operation:
7:00 AM to 11:00 PM ET

The Webl uses Java
technology.

If you've never used a
website that requires Java
then you will be prompted to
install Java the first time
you create a new
document.

The Java splash screen
may be displayed while
Java is being loaded. You
may see a different
depending upon the version
loaded on your PC.

NOTE: Not all versions of
the Java are supported,
especially newer versions
right after they are release.

If you receive a Java error
message, work with your
system administrator to
ensure that a supported
version has been installed
on your PC.
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Creating Webl Documents: Query Building

Hew Web Intelligence Document E.

N M - | §| B - |L:ﬁ Eﬂi{'ijx';e:_l.l [ErgeiRapast Rl !E(: el : 2 n The process Of

s [T T creating a document

< j Data PmEEe‘ties 2 Result Objects ) T X ﬁl beglnS in Edlt Query
'l\_/’ | - =.m the report, select objects in the Data tab and drag them here. Click Run Query to retum the data to mOde .
-7 MARS AP Trans [CEB3) J thetepak

=Ry 12 RS AP Trans (CBS)
- Quick Pick Dbjgcts
_, Conditions . .
B3 Prompts < m The objects available
B[ ) Measures . .
‘_'| Measures [non-agg) n the Unlverse
+(; ] Dates .
i Orgrizsion selected are in the
N e folders to the left
=ty under the Data tab.
53 Obiect Code = ————— =
._l MARS Program Group < Lo ) X 'ﬂ_"

._'l MERS OPT .m& drag predefined filters here or drag objects here then use the Filter Editor bo define custom filkers.
B+ Chart .
-] Record Flags m Note that there is a
(-1 CBS Affected Document .
B[] MARS Affected Document ReSUIt ObjeCtS pane
B[] Document Chaining

B[] Employes and a Query Fl|teI’S

(1 Wendor
B[] Customer pane .
- Trans Detail
-] Fedex

-] DW Refresh Status

B[ ) MW Cost Momt Task Master

{+ Dizplay by objects
" Display by hisrarchies

o Quew1 | 4b@E
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Creating Webl Documents: Query Building

| New Web Intelligence Document

M H - | 6| - | EditQuer| & Edit Report

[Ell—f|‘ | (T Add Query | 4D | m|l

< Data rProperties |

Fesult Objects

B[ Prompts
= Measures

Undelivered

Unpaid

Faid

FTE [Org]

FTE [Program)

FTE 113G (Crg)

FTE 113G [Program)

Stat Unit Gty - Hours

Credit Arnount

Debit Armourt

CR Minuz DR Amt

il | Measures - FY Downward Only

Meazures - with P Dovrweard

Met Amount by Month 1

{2 Met Amaunt by Quarter /

[ | Measures [non-agg) h

b Dates 1

= Organization !
- @ L0 ’

- @ L0 Descr !

- (0 L0 Code / Descr /

- L0 Short Mame )

oo FMC /

-~ " FMC Descr !

w0 FMC ¢ FMC Descr j

- FMC Shart Name /

Org Level 3 Code /

Org Level 3 Descr !

Org Level 3 Code / Dlésc:l

Org Level 4 Code

M1--1F

August 2011

-
e

! Org Level 4 Code, | Project Code| | #+ Met Amount

1| Querny Filkers

4| Tofilter the query, drag predefined filters here or drag ohjec

Select desired objects to include in
the document as follows:

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

1 Measures

1 Organization

1 Project

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

1 Org Level 4 Code

1 Project Code

1 Net Amount
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Creating Webl Documents: Query Building

HNew Web Intelligence Document

N | v| j| E - | { 7 Edit Query| (4] Edit Repart

IO G| 65 Add Qe | B m|l

d Data rProperties |

Fesult Objects

|t -

|1 Prompts
B Measures
[ 1 = oLt

'y

! Org Level 4 Code | Project Code Met Amount

Liegetetrerent

Unpaid

Paid

FTE [Oral

FTE [Frogram)

FTE 113G [Org)

FTE 113G [Frogram]

Stat Unit Gty - Hours

Credit Amnount

Cebit Amaurnt

CR Mirwz DR Amt

| Measures - FY Downward Orly
| Measures - with Py Dioveeweard
| Met Amount by Month
| || Met Amount by Guarker
|| Measzures [non-agg)
i) Dates
B Organization

- @ L0 Descr
¢ L0 Code / Descr
- L0 Short Mame
¢ FMC
- 1 FMC Deser
¢ FMC / FMC Descr
- 1 FMC Short Mame
4 Org Level 3 Code
i Org Lewel 3 Descr
o i Org Lewel 3 Code / Descr

August 2011

Cluemny Filters /

w_p_ drag predefined filters here or drag objec

Notice that the objects in the
Measures folder have a gold icon and
the objects in the Organization folder
have a blue icon.

The gold icon designates a Measure
object.

The blue icon designates a
Dimension object.

A Measure is a value that will be
aggregated based on the selected
dimensions, such as dollars, FTE and
employee counts.

A Dimension is a value that
categorizes the Measure, such as
Fund, Project, Organization or Object
Class.

Keep the terms Measure and
Dimension in mind, as they may be
used later in this User Guide.
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Creating Webl Documents: Query Building

New Web Intelligence Document

O - | & | B - ||:1'_J Edit Query| [2) Edit Report

EEEETEE

< Data | Properties |

Result Objects

|dh -

=g = Prompts

-----  Program Group Prompt

----- B Frompt N

----- 7 FY - FM <= Prompt

----- 7 FY-FM = F'mmp}\

----- 7 GLEnd Date Pramg®

----- ¢ GL End Date Range F'rbnlpt

----- 7 Activity Prorpt [Prog 11

----- 7 Achivity Short Mame Prompt > \
----- 7 L0 Prompt [Ora 1) N
----- 7 L0 Short Mame Prompt

----- S AT or LO Prompt

----- 7 FMC Prompt - Wwildcard

----- 7 FMC Short Mame Prompt

----- 7 L0, FMC, Org3 or Org4 Prompt
----- 7 Drg Level 3 Prompt

----- 7 Org Level 4 Prompt

----- ¢ Drg Level ¥ Prompt

----- 7 Org Level ¥ Prompt - Wildcard
----- ¢ Drg Short Mame Prompt

----- 7 Org Code Segment 1 Prompt

----- 7 Org Code Segment 2 Prompt

----- 7 MwS Office Type Prompt

----- 7 Fund Prompt

----- 7 Fund Group Prompt

----- 7 Include Expired Funds /M 7
----- 7 Include Intemal Fund (/M 7

----- 7 Include Leave & Benefits VMW 7

August 2011

[

7

| Org Level 4 Code

! Project Code,

et Amount

\

Guery Filkers

Ay

\
4
&nd

- P Prompt

 FMC or LO Prompt

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
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Creating Webl Documents: Query Building

| New Web Intelligence Document

v s

=+ Bun Query E‘l @ | [

Fiesult Objects

|

< L 5 [CBS)
| MARS AF Trans [CBS)

|| Quick Pick Objects

#1-| | Conditions

Lf_}--i_f_g Frompts

----- ¢ Program Group Prompt

----- 7 FY Prompt

----- 7 P - FM <= Prompt

----- 7 FY - FM = Prompt

----- 7 GL End Date Prampt

----- 7 GL End D ate Range Prompt

¢ Activity Prompt [Prag 1]

Achivity Short Mame Prompt

L0 Prampt (Org 1]

L0 Short Mame Prompt

FrC aor LO Prompt

FC Prompt - Wildzard

----- 7 FMC Shart Mame Prampt

----- ¢ LO, FMC, Org3 or Orgd Prompt

----- 7 Org Level 3 Prompt
-
B

----- ¢ Org Lewvel 4 Prompt

(% Display by abjects
| Display by hierarchi

] Org Lewvel 4 Code | Praject Code! i-"'-NetAmountf

Duery Filters 7 i 74 >
- ¢ FY Prompt |
And = )
i ¢ FMC or LO Prompt |
4 b E
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m Click Run Query to
execute the query.
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Creating Webl Documents: Query Building

X = When the Prompts screen
Select or type the prompt valuez for each prompt below, appears CI|Ck on the prompt
v [FMC or L0 for all 20-01] text in the upper part of the
¥ Fiscal Year 2009 screen and either type in the

desired value or select it from
the list of values in the lower
part of the screen.

Type & value FHC ar LO far all

[ | | 2001
Refresh values =

<

% Nespls = m [f the list of values is empty,

s click the Refresh Values button.

- NWS

- O4R

Oman .

- USAD m Click Run Query to execute the
guery with the select parameter.

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

== Run Quem Cahcel
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Creating Webl Documents: Query Building

N '|ﬁ| Iﬂl|'|[ﬁEditBuew E dit Fepart| <

iz e i'::'f.’?|"9 Q'|§ |EEI3 -| '|:E|‘%l - n v|"'E v|JJ_|v|Ev|D§'ViewStructurel

il Ele EBzujA e g -2 BHE==<-=-EFmEs]

Data rTempIatex rMap rPrupertiex rlnput Controls ]

i Data

q

- Training Doc 1
01 Level 4 Code
o Project Code
L Met Amount

Arranged by: Alphabetic arder =

Report Title
20-01-0000-00  09WECTO 290,723.73
20-01-0000-00  0SWLVT1 38.147.99
20-01-0000-00  09WLVT3 42804 60
20-01-0000-00  0SWLVE 7340011
20-01-0000-00  09WLVES 7.567.20
20-01-0000-00  42MC104 138,037.46
20-01-0000-00  48M1HGA 23.00
20-01-0000-00  43M1J10 157,742 56
20-01-0000-00  48M1J31 8533585
20-01-0000-00  48MAJMF 0.00
20-01-0000-00  48M1JWR 35.06

August 2011

.
o Heport 1 )
v

m The query is processed and

your are switched to the Edit
Report 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
qguery 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.
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Creating Webl Documents: Document Storage and Organization

m Click Save (Diskette Icon) to save your document.
[E'] ~ I§| iy | - | [ﬁ Edit Query Edit Repart

P ko | @ A dR -] 7 +| TE|4) m The first time you click save, you will be prompted
: = = to select a folder and document name. Optionally
gl Els Elnzuid- o you can specify a personal category.

Data rTempIates rMap rF"n:uperties rlnput Controls ]
: Data ul

m  From the Save Document pop-up window, select
My Favorites and do not select a Personal
Category at this time.

E-w Training Doc 1
S O1g Level 4 Code
L i Project Code

S Net Amount . o
m Inthe Name field, enter ‘“Training Doc 1'.
LOTTTe— x =

| | Folders| 2 Categories = = || Folders [ Categories = =
E‘@ ome: =& Tile | Size Dwrer Description |

EZREY Ny Favorites - B Personal Categories

B Public Folders ) B Corparate Categaries

~ Savein Do not pick a;]_ _

i —
@DDN &dvanced > | Marme: |Training Doc 1 Advanced |

Ok I Cancel | Help | ok I

Cancel | Help |
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Creating Webl Documents: Document Storage and Organization

m Each user has a Personal Folder

|_| B | = | New - Add - | Organize ~ | Actions ~ area for storing Personal _
B = Documents called My Favorites.
&[5 My Favorites My Favorites
& 1nbox Tnbox m  Personal Documents are either:
#- [ Public Folders Pabic Falders Created by the user

Sent by another user

Copies from Corporate
Documents

m To see Personal Folders click
Home or Document List and
switch to Folders view.
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Creating Webl Documents: Document Storage and Organization

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

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’

|
m  Personal documents and folders are stored on the Business Objects server at the ITC, not locally on
the user’'s PC.
m  Note that the subfolders under the Public Folders folder are hidden by design. Users are unable to
save to Public Folders or Corporate Categories.
|_ = New|v| Add - | Organize ~ | Actions - |_ B2 | & | New ~ Add ~ | Organize - | Actions 1
= All L Hyperlink = All
28 75 Publication E
Web Inteligence Document Contracts
Cateqgory Labor
7 Faolder b Training
@ %""r=lllnhux
- Public Folders
1
@ i | Mew|~| Add - | Organize - | Actions - % i | New - Add - | Organize ~ | Actions
Iél-'All ¥ Web Inteligence Document E"All
E87E personal Categories
Iy T g
o E B2 contracts
& Training & Labor

August 2011

L E‘Training
&= B Corporate Categories
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B [ Public Folders
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E B & | New ~ Add - Drgaane|- | Actions -
= Al X cut 0 Title
" L My Favorites ] Cova [ | Contracts
'r=Ll Inbox [F3 Copy Shortcut E1 |Labor
®- 1 Public Folders [0 Paste [0 Training
> Delete BBl My InfoView
DT
E = | < | Mew -~ Add - | Organize|-|| Actions -
= Al K cut Title
EU My Favorites [ copy
E u Contracts [F3 copy Shorteut
IJ Labor [ Paste b
[ Training X Delete \
& Inbox

Your document has been saved in the
My Favorites folder.

To find your document, click Home or
Document List and switch to Folders
view. 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 Webl Documents: Document Storage and Organization

\. _ _ m  When you saved Training Doc 1, you
E% = | Mew - Add ~ | Organize - Actlons|v|

5 Al — e were instructed not to specify a category.
E‘ I_'I My Favorites Cﬁgﬂries
E Contracts e m In asubsequent step, you created the
- Labor Modify .
& Training i Training category.
£ Inbox History

# [ public Folders m  Assign Training Doc 1 to the Training

category as follows:

Categories - Training Doc 1 F X 1 From the Actions Menu, select Categories
_ 1 Open Personal Categories and click on
Categories: Training
E‘ & Personal Categories ] Click OK
& Contracts

& Labor

e = Corporate Categories

%l Cancel |
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Creating Webl Documents: Document Storage and Organization

m Now you should be able to find your

1@ | & | New - Add - | Organize - | Actions - document in both the Training folder

& Al Title and the Training category.
El 5 My Favorites #  Training Doc 1
Contract .
L:;ﬂ:a ) m Typically, there would be no need to
have both a cgtegory and folder for
- B Tnbox the same subject.

- ] public Folders

= 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

E = | New - Add - | Organize - | Actions ~

= Al Title * this exercise purely for training
EF“ Personal Categories ¥  Training Doc 1 purposes.
: & Contracts
&2 Labor

o & Corporate Categories
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@ Home | Document List | Open - | Send To -

Help | Preferences | A

Web Intelligence - Training Doc 1

¢ Document - View -~ | (2] 75| 48 v } M Edit | == Refresh Data
Navigation Map
= ajTraining Doc 1
Efreror |
Report Title
Org Level 4 Code_Project Code _[Net Amount |
20-01-0000-00 09WECT0 290,723.73
20-01-0000-00 09WLYTA 38,147.99
20-01-0000-00 09WLYT3 43,804.60
" 20-01-0000-00 o9WwLYE 7340011
1 20-01-0000-00 09WLVES 7,567.20
'| |20-01-0000-00 42MC104 138,037 .46
20-01-0000-00 48MIHGA 23.00
20-01-0000-00 43M1010 -157,742.56
20-01-0000-00 4801131 85,335.85
20-01-0000-00 48M1JMF 0.00
20-01-0000-00 48M1IWER 35.06
20-01-0000-00 48M2LNT -1,029.02
20-01-0000-00 48MEJFF 892.21
4] |
E = =] Report 1
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Refregh Date: December 17, 2009 12:25;

Creating Webl Documents: Recalling a Document

To use the document you have
just saved, simply navigate to
the appropriate folder or
category and double click on
the document name.

The document will be opened in
view mode. You cannot
change the query or report
layout in view mode.

The data you see when you
open a document is the data
from the last time the document
was saved.

Open Training Doc 1

Click Refresh Data to retrieve
the latest data and/or change
the prompt parameters.

78



"

Creating Webl Documents: Editing a Document

@ Home | Document List | Open - | Send To -

Help | Preferences | About | Log

Web Intelligence - Training Doc 1

+E

¢ Document ~ View - | [Z] 5| 34 - (] 3} Refresh Data | % | BH
Navigation Map ~—
= _}j Training Doc 1
Report Title
'Org Level 4 Code |Project Code Net Amount

IE = | & | New - Add - | Organize - Actions|v|
= All Properties
B[] My Favorites Categories
[ contracts view
[ Labor Modify Jhm
""" = Training Schedule
L Tnbox Histary
®- [ public Folders

August 2011

Title

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

O

Double click the
document to return to
view mode

Click on the Edit option

Or...

From the Detail Panel

O

O

Highlight the document
in the Detail Panel

From the Actions Menu,
select Modify
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Creating Webl Documents: Editing a Document

M E - S @ E-| & Edituuew{@‘._;ﬁﬂﬁﬁm ~—

| B ool |0 O Al - Y - TE T -| e -] BB viewstucue |

BH EszUA 2 K L E== == -]E
Data rTempIates rMap rF'rnpertiE$ rlnput Cantrolz |
: Data g
E|y Training Doc 1
e o Oig Level 4 Code
~- ' Project Code
b Nt Ao Report Title
20-01-0000-00 D9WECTOD 290,723.73
20-01-0000-00 09WLVT1 38,147.99
20-01-0000-00 D9WLVT3 43.804.60
20-01-0000-00 09WLVE1 7340011
20-01-0000-00 09WLV85 7.567.20
20-01-0000-00 42MC104 138,037.46
20-01-0000-00 48MIHGA 23.00

August 2011

Open Training Doc 1 for
editing.

You will be in Edit Report
mode.

It is from the Edit Report
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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Training Doc 1 :
T M - | ¢8| 19~ || o] Edit Query| [2) Edit Report

B | G Acdauey) @) m | |}

/Data rF'mperties |

Result Dbjects

[ [ -

| Program ;I
[ Project
- Task
5= Object Code
----- 4 2-Digit Object Cade
----- ¢ 2-Digit Object Descr

----- 7 4-Digit Object Descr

----- 7 4-Digit Object Code / Descr
----- 7 B-Digit Object Cade

----- 7 E-Digit Object Descr

----- # E-Digit Object Code / Descr
----- ¢ 8-Digit Object Code

----- ¢ B-Digit Object Descr

----- ¢ 8-Digit Object Code / Descr
----- ¢ NOA118 Group Code

----- 7 MNOA18 Group Deser

----- 7 MNOA118 Group Code / Descr

..... ¢ 2-Digit Object Cade / Descr/
----- ol 4-Digit Object Code

' Org Level 4 Code| | ¥ Project Code

v Wet Amount

* 4-Digit Object Code

Query Filkers

----- 7 NOAT18 Object Code
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7 FY Prompt
And

. FMC or LO Prompt

Creating Webl Documents: Editing a Document

Switch to the Edit Query mode.

Add 4-Digit Object Code to your
guery as follows:
Open the Object Code folder

Click and drag (or double click)
the 4-Digit Object Code so that it
appears in the Result Objects

Click Run Query

To remove objects from your
guery, simply click and drag them
out of the Result Objects panel.

Alternatively, you can highlight
the object and press the delete
key.
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Creating Webl Documents: Editing a Document

O & -| 23| # | B> | (5 EdtQuery| ) EdiRepat

| ohoad 0 O A [l - Y | TE R | E -] o S| T | BB Yiew Stuue |}
' [ Er z UJA - - K | = S
Data rTempIates rMap rF'ererties rlnput Caontraols |

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

AL - 6 m  Note that the newly
2l A s N | added object does not
4 Drg Level 4 Cade \ appear automatically in
. * Project Code g Report Title the report
e Met Amnount i
Prujet:lL‘.Dde Net Amount - The neWIy added 4-
- 20-01-0000-00  DIWECTO 290,723.73 Digit Object Code
- 120-01-0000-00  |09WLVT1 38.147.99 object is available in
©20-01-0000-00  09WLV73 43,804.60 the Data tab.
2001-0000-00  09WLVB1 73,400.11
2001-0000-00  09WLVBS 7,567.20
©2001-0000-00  42MC104 138,037 46
:_f 20-01-0000-00  4BM1HGA 23.00
2001-0000-00  48M1J10 -157,742.56
| 2001-0000-00  48M1J31 85,335.85
20-01-0000-00  |48M1JMF 0.00
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Creating Webl Documents: Editing a Document

Data rTempIatex rMap rPrupertiex rlnput Cantrols ]

-+ Training Doc 1
Sl : Digit Object Code
o # Dig Level 4 Code
@ Project Code
feown Met Amount

August 2011

: Report Title
¢ Data =} P
- Training Do 1
o 4-Cigit Object Code Org Level 4 Code |Project Code Net Amount
7 Diglevel 4 Code 20-01-0000-00  OSWETTT—> nan7oa 7
. -0r- = a LU T £330 3
@ Project Code 4-Digit Object Code
et Amount 20-01-0000-00 09WLVT S0, 147.55
Dirop here to inzert |
20-01-0000-00  DOWLVT3 DIFGITEEIGIEEEEE]
Data | Templatez | Map | Propertiez | Input Contrals
— L [Mep [ [ lg Report Title
: Data

Org Level 4 Code (Project Code 4-Digit Object Cod :

20-01-0000-00 D9WECTO 12-31
20-01-0000-00 09WECTO 12-32
20-01-0000-00 09WECTO 12-33
20-01-0000-00 D9WECTO 12-34

To add objects from
Data 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

August 2011

o What Are They?

® 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
OBuilt by MARS administrators

OAvailable in all universes for use in document
creation

OCan be found in Prompts and Conditions folders

® User-Defined
OBuilt within a document
OApplicable only in that document
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Filtering Document Queries

~ Data | Properies

FResult Objects

| & -

== Fund

----- ! Bureau Code

----- " Bureau Name

----- ! Direct / Reimb Dezcr

----- ' Fund Group [ORF, PAC, Etc.)
----- " Fund Group [Expired Separate]
----- ! Fund Group Shart Mame

----- M Fund Code

----- ! Fund Tupe

----- ! Fund Descr

----- ! Fund Code ¢ Descr ."n,
----- ! Fund Expired [7'/M]

----- ' Fund Beain Date

----- " Fund Begin Year

----- ! Fund End Date

----- ! Fund End *’ear

----- ! Fund Accounting Baziz
----- " Fund &vailability Code

----- ! Fund Bgt Sub Function Code
----- ! Fund Prefix

‘e
0
‘0
.

August 2011

----- ! Direct / Reimb Abbr [DIRECT /REIME]

----- " Fund Group Short Mame [Expired Separate]

[

' Org Level 4 Code

! Project Code Het Amount

! 4-Digit

Cluery Filters

e
e
0

 FY' Prompt

7 FMC ar LO Prornpt

" FundCode Equalto _

———
/

Predefined query
filters (denoted by
yellow funnel
icon).

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

Training Doc 1 — m  Open for editing Training 1
TV - | @] - || o] Edit QueneSEdit Report Doc from the previous

=R EETTE IR | lesson.
-~ Data rF'mperties | Result Objects

| |[ﬂ| T ‘ Org Level 4 Code |  Project Code Met Amount | © 4-Digit Obj u SWItCh to Edlt Query mOde

- :.fn MARS AP Tranz [CBS) =
B MARS AR T [CBS)
LB Ut it = Note that you have already
- Quick Pick Obijects used two predefined query
Sl Sl filters from the Prompts
#-{ | Conditions to Match Trans Reports
R | ::luide Fund 0002 N fOIder
'j Euc:uje Eun;l EI;EIED ; \\\ FY Prompt
-7 Exclude Expired Funds
7 Exclude Leave and Benefit$\Pngrams FMC or LO Prompt
¢ Exclude Surcharges & Ower-U nl:h;-{

7 Include Leave Taken & Leave Sursharges E_ |

7 Include Benefits Paid&BenefitSurcﬁmges[ | u Open the COﬂdItIOﬂS fOIder
7 Include Direct Orily R and add the following object
-« Include Remburzables Only \\ | h FI .
;i . to the Query liters pane:
-7 Include ORF Only \\. > Py Bt
7 Include PAC Only b ' Exclude Fund 0002
-7 Inchude Labor Only H\and 2
----- 7 Include Mon-Labaor Only | \n\ it Bl CI k R
—Tu | N
7 ....P'Prﬁ.f;;,amﬁmup P 1l Y Exciude Fund ooo2 " !C un Query
- FY Prompt m Click Save

¢ % Chd v Demrnmb
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Filtering Document Queries: Predefined Filters

Training Doc 1
Da[';!il | 0 [ | 1 e R m  Note th_at the report no
S )9 0 ) ¥ LB ) e ) N | B B Vensee]) longer includes project
: : e ——— codes from the Internal
= H H»BzUA-5-F L E=== = - | BE <
Data Wmﬁoperties rlnput Eontrols] Fund (fund COde 0002)
: Map e}
Filters | Structure | Input controlz -
'. Tra.inir|1g|D0c:'| | - — | u CIICk Save
3 Fieport1 Report Title
20-01-0000-00  42MC104 2536 1380
20-01-0000-00  |48M1HGA 2528 _ 5
20-01-0000-00  48M1J10 2536 157,74
20-01-0000-00  |48M1J31 2536 _ 85.3:
20-01-0000-00  48M1JMF 26-28
20-01-0000-00  |48M1JWR 2338 _ d
20-01-0000-00  48M2LNT 2528 10z
20-01-0000-00  |48M6JFF 2528 _ 1,04
20-01-0000-00  48M6JFF 43-01 -1z
20-01-0000-00  48M6JSS 4301 _ &
20-01-0000-00  8LP1A03 2150 7.0¢
20-01-0000-00  BBM4JGA 2527
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Filtering Document Queries:
Pre-Defined Filters
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O

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

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

It is 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.
Fﬂgry MARS Universe has a Conditions and Prompts
older.
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Filtering Document Queries
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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: Identifies 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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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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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 FMC Not In List 20-10;20-20
listed

Is null Has no value, as when a Affected Reference No Is null
data 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
8MI1J%

Different from
pattern

Does not include the
specified string

Org Level 7 Code Different from
pattern 20-__ -9%
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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 Less than / 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 ‘9%’ represents ZERO, one, or more characters

® Example: Last Name Matches pattern ‘%6N%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
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o Operands:

® Constant (default)

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

® Value(s) from list

O Dt())_cument 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

~ Data | Properties

Result Objects

| -

[
£
[
£
[
£
[
[
[
[
[
[
[
[
£

E|---‘:_:. MaRS AF Trans [CBS)
== MARS AP Trans [CBS)

e Universe Description
#-[. Buick Pick Objects
#-[ | Conditions

t-[ ) Prompts

i) Measures

/[ ] Measures (hon-agg)
([ ] Dates

t-[. Ornganization

/-] Fund

#-[. Program

/-1 Project

i) Task

#-[.7) Object Code

#-[ ] MARS Program Group
w7 MARS OPT

7| Chart

[—}--l”r?' Record Flags

! Labor Type
Sl sbor [V/M) - CBS Labor Flag
I Labar [Y/H] - OC 1
I Leave or Benefits
I PCS /M)
I FTE [v/M]
I P [v'#M] - CBS PY Flag
IR [ AN] - MARS
! P UpdDaovn or T - CBS PY Flag
! Py Up/Down o C - MARS
! Statusz OF Funds - PY Separate
! Status OF Funds - P Mot Separate
! Stat Unit Code
! Fin Cat Group
! Expenze Status
I Direct [D/R]
o 1 Rewersze Entrp [7/M)
#-|.1 CBS Affected Document
w7 MARS Affected Document
7] Document Chaining
#-[ ] Employes
#-[ ] Vendar

M 1 Cosbarnar
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~
~o

| v

~o

! Org Level 4 Code| |  Project Code

Met Amount | @ 4-Digit Object Code

Cuery Filters

< P Prompt

 FMC or LO Prompt
And

¢ Execlude Fund 0002

= ~p  Labaor[v¢M] - CBS Labor Flag

Equalte _ Type a congtant E

Mot Equal to !

Greater than

(Greater than or Equal to
Less than

Less than or Equal to
Bebween

ot Between

Irn list

tat in fizt

Iz rull

|5 not rull

I atches pattemn

Different fram pattern

Open for editing Training 1
Doc and switch to Edit Query
mode, 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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Training Doc 1 . m  Note that the report no longer

R Yl l§| ﬁ| - |[‘ﬁ Edit E!uery:.:_,_ it F ..-.I . .
| h ntain h r
2 A 9 A dh | 7 | TE| B c| R | o] DT - Vien stwctuc ] contains object codes that are

i Sls HB2zUuA-® - Hi-L E==- =B not labor.
Data rTempIatemProperties Tlnput Contrals ]
: Map q .
_FiLte_Ts | Stru;:t_ure'| IpLit -:n_nl'rals | u CIICk Save
E|1a Training Doc 1
~ |5l Feport1 Report Title
20-01-0000-00 FBMEJIGA 11-12
20-01-0000-00 FEMEJGA 11-51
20-01-0000-00 FBMEJGA 11-60
20-01-0000-00 FEMEJGA 11-82
20-01-0000-00 FBMEIGA 12-10
20-01-0000-00 GBMSJGA ‘W i 901
20-01-0000-00 GBMEJGA 11-51 8
20-01-0000-00 GBMEJGA 11-59 47
20-01-0000-00 GBMSJGA 11-60 199
20-01-0000-00 GBM5JGA 11-80
20-01-0000-00 GBMSJGA 11-82 4
20-01-0000-00 GBMEJGA 12-10 285
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Training Doc 1 m  Building a User Defined Filter

OE | &) W R £ ner that Prompts for a list of
IO | 56 addauey | D um|l
values . . .

Data rProperties | Result Dbjects

| | f - 4 OrgLevel 4 Code | ¥ Project Code| Met Amaunt | 4-Digit Object Code
- Fund -]

_____ g e m  Open for editing Training 1

----- 7 Bureau Mame

_____ S et B Doc and switch to Edit Query
----- 4 Direct / Reimb Abbr [DIRECT/REIME) mOde If you are nO'[ there

Fund Group [ORF, PAC, Etc.]
----- 4 Fund Group [Expired Separate)
----- 4 Fund Group Short Mame al ready
----- 4 Fund Group Short Mame (Expired Separate)
----- Sl Fund Code
----- 4 Fund Type

..... § Fidboc m  Open the Fund folder and add
""" A the following object to the

----- # Fund Expired [v'/M) Query Filters

e Query Filters pane:

Fund Begin vear © FY Prompt

----- 4 Fund End Date Fund COde

----- ? Fund Endear B
----- 4 Fund Accounting Basis ¢ FMC or L0 Prompt

----- 4 Fund Awvailability Code And
----- 4 Fund Bat Sub Function Code

..... I is . . )
lllll ! Ea:g ZLBJ:: | * Labor [Y/N)-CBS LaborFlag Equalto . [Y iz Leave In List as the operator
o o .

----- 4 Fund Approp Symbal ) Constant u SeIeCt Prompt from the

----- 4 Fund &pproved By i
_____ 4 Fund dpproved Date Walue(z] from list

T S Oberanddiop down.
----- und Approved Flag
---- P FundcuilHeg Result from dhother query

----- 4 Fund Entity Code
..... 4 Fund ETE Code DObject fram this querny

. Exclude Fund 0002
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|
Fund Code I list Enter valuelz] for Fund Code: | & E
-
|
Enter waluelz] for Fund Code:
23
(]
[
|
[ |
|

August 2011

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.

Click the Prompt Properties
icon to open the properties
dialog.

Note that you can make the
prompt optional and control
the list of values and default
values.

Check the Optional Prompt
box.

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

x

Select or type the prompt values for each prompt below,

|Enter value(z] for Fund Code: [optional] If no walue iz zelected, this filker will be removed.l

v FMCor L0 for all 20-M1

V| Fiscal Year 2009 /

Type & value Ent %) for Fund Code:

Refresh values =

Fund Code Fund Descr | ;l
" ALL il

oom OR&F GEMERAL OPE...

Qooz IMTERMAL FUMD 13%...

Qo3 REIMBURSABLE [w/...

0oo4 REIMBLRSABLE [w//..

0005 ADVAMCES - SIMNGLE ...

000& ADVAMCES - MULTI .

oooy REIMBIRSAELE

(0718 DIRFCT FIM FLIND 13

Last Fefrezh Date: December 28, 2009 4:38:30 P ..

Enter pour search pattem | % -

= Run Quer Cancel
= b

/
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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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Select or type the prompt values for each prompt below.

W Enter walue(s] for Fund Code: [ophonal] 00960097

v FMC or LO for all 20-01
v Fizzal Year 2009

I,

Type a value
|

Fefresh valuss =
Fund Code Fund Descr I
o MRS U T3 T, ﬂ
0040 EPA TRAMSFER ALL. .
oA G54 TRAMSFER ALL...
nnsz2 MOAS PAC 1308/091.
0nss MORTH PACIFIC MAR...
0nse ADY - WULTANO YEA.
Q097 {REIMBIURSABLE - RS...
1001 MOAS ORF 13104111,
1002 MOAS PAC 1310121, =

<

|Enter wour search pattem

Lazt Refrezh Date: December 28, 2009 4:38:30 PR .
| ~

Enter valuez] for Fund Code:

0036

August 2011

= Refresh Data

Cancel

Each time you run this query,
you may choose to

select all funds by leaving the
fund prompt blank

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

M B - | ¢8| B~ || EdtQuen) [ Edit Repon

O G | 5 Addauen | P mll

_/{_Dﬁ_tg ]'Properties |

Fesult Objects

£
B
£
E
E
E
£
£
£
£
£
£
B
£
E
E
E
£
E
£
£
£
£
B
£
E

E-7k MARS AP Trans (CBS)

== MARS AP Trans [CBS)
Lo @ Universe Description

<[] Buick Pick Objects

| Conditions

| Dates

| Organization

| Fund

| Frogram

| Project

| Task

| Object Code

| M&RS Program Group

| MARS OPT

| Chart

| Record Flags

|| CBS Affected Document
| M&RS Affected Document
| Dacument Chaining

| Employee

| Wendor

| Custorner

7 Trans Detail

| Fedex

| D' Refresh Status

1 MwS Cost Mamt Tazk Master

& Dizplay by ohjects
" Display by hierarchies

! OrgLevel 4 Code| | ¥ Project Code Met Amount

»Undelivered | »

Unpaic

Quem Filkers

. F¥ Prompt

 FMC or LO Prompt

" FundCode MotEqualto E

And | Or ] ! FumdCode Equalte _ 0002 [E
n
| Program Equalto _  [09-01-02-000 ig:
= Undelivered Mot Equalto DE
r |

Unpaid MotEqualto

August 2011

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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Filtering Document Queries: Complex Filters

BT M m Create a new Weblntelligence
O G asdauey) ) m ] document using the MARS
~ Data | Properties | Fiesult Dbjects AP TranS (CBS) Unlverse

| # - “ Org Level 4 Cade | ¥ Project Code| | oo Net Amount | o0 Undelivered Unpaid Paid
= ',‘:\'_ MARS &P Trans [CBS) B .
e vl m Include the following objects:
Euic:_Pick Objects 1 Org Level 4 Code
anditions .
Prompts 1 Project Code
m::zz[:z [hon-agg] ] Net Amount
Dates C1 Undelivered
Organization .
und 1 Unpaid
i - Paid
Dabis:ct Code Querp FlRE O FY Prom pt
MARS Program Grou [ Il FM rL Prom
MARS DF"? P s . B Prompt C 0 O 0 pt
Chart -
| Record Flags . FMC or LO Prompt .
" m  Click Run Query
il |
oL [Nl P [l m  Fillin prompts
5 Tanabac? x| = Click Save
1 Drg.LeveMCode o
7 P o] 5 Gt m  Name the document Training
Paid E|$ Home Title Size Owarer Description DOC 2
- ndelivere - @ My Favarites rainitig Doz 1 B8 KB schmiedeber..
Hnsa:d i B u—"' Contl;cts T LR i
an. {7 Labor
20-30-0 =
20-30-0 [ Public Falders
20-30-0
20-30-0
20-30-0
20-30-0
20-30-0
20-30-0
2g.2g.g Mame: |Training Doc 2 Advanced * |
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Filtering Document Queries: Complex Filters

] - | ¢8| B - || Edit Queny| 2 Edit Report

i E|_} [ | (7 dd Query | P |l

Data rPlaperties ]

Result Objects

| i -

E|---':_.:— MARS AP Trans [CBS)

B MARS AP Trans [CBS)
fee ¢ Universe Descriptian
- Quick Pick Objects
- Conditions

- Prompts

- Measures

--|_‘| Measures [hon-agg)
--|_‘| Dates

--|_‘| Organization

- Fund

--|_‘| Program

- Project

- Task

-] Object Code

--|_‘| M&RS Program Group
& MaRS OPT

- Chart

--|_‘| Record Flags

-1 CBS Affected Document

August 2011

 Org Level 4 Code

4 Project Code

Go to the Edit Query panel.

Practice changing the ‘And’ to

‘Or’ and back again by
doubling clicking on it.

105



Filtering Document Queries: Complex Filters

Cluemy l-:ilters | Change the Operand ba.Ck to
¢ B Prompt ‘And’.

N\ FMC or LO Prompt
And )

§ m Add the following conditions:
Undelvered NotEaualto , [0 ] Undelivered Not Equal to 0

Unpaid MotEqualto IE”E Unpald Not Equal to0

, m Click, drag and drop the Unpaid
Query Filters condition over the Undelivered

[ condition when it shows the
nested condition as shown to the
~ FMC or LO Prompt left.

7 Fr' Prompt

And

]

m  Double click the ‘And’ to change

alll

Uhpaid m
P& .2 Mok Eanslta H

to an ‘Or’.
EEET m  Click Run Query
* P Prompt m Click Save
/ FMC or LO Prompt
And _ _ m  This set of query filters will return
(oY) Unesleed Netealo . 0[S data if either Undelivered or
Unpaid Mot Equalto _ IC”E Unpald are zero.
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Part || — Report Formatting
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Report Formatting: Weblntelligence User Settings

= Refiesh Data =X | [7 Track ) 9| B | 28| % | Q Dril &8

[ = EX
§|1unz j Page M 4 [1

— R x

~General

b eazurement Lnit;

~[Erid
[~ Show gnd
[~ Snap to gid

Grid spacing:l[l.1 " ﬂ

k. | Cancel Help

0.00

2.402.41 114,413,458

August 2011

The following exercises will use
‘Inch’ as the measurement unit.

The choices are:
O Pixel
1 Inch
1 Centimeter

You may change this setting
again later to meet your
individual needs.

Open for editing Training 2 Doc.

Click the Show User Settings
button.

Change the Measurement Unit
to Inch.

Click OK.

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

m If you make a mistake while formatting a report, you can click the Undo button.
m Be sure to Undo before you save. Saving clears the undo cache.

August 2011

Training Doc 2
[ & ~| 3| # E=] - | (3 Edit Quer|[=] Edit Repart
e 8.4 - LIRSS R RN
| Arial by =lB 2 UJA - - - L | EE
[ ata rTempIates rMap/wF'ererties [rpuk Contr..
: Properties u|
B %i|@|E+: =
-] General
Text =[Met Amount]
Dizplay
= Appearance Organization __pr
I+ Tevt Formal [&rial 9 Remilarl
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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
View Results mode vs. View Structure 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.

.Trauurlg Doc 2
| 5| 4] | (=] - | [_ﬂ Edltﬂuery E Edllﬂepml

|
l = Refresh Data 2%

E..fr»ﬁl@zrl‘,'r(’ﬂliflﬂh'l= B8 E ]
: E jn:u&-ww-

= | o | =~ |@_}’ Wiew Struu:ture'
E

I L 1
= .i | EE — [ Switch F'agef"chlespIa_l,lF;’l

Data/TempIate& Map rPruperties rlnput Contrals |

: Templates =}

E---'ﬁ:: Report Elements
t-[] Report
=™ Tables
8 | Horizontal T able
- Varltical Table
g™ Crozstab
B Fom
Sl Charts
|l Bar
{M Line

August 2011

Open Obligations

Organization __|Project Code __E

20-30-0000-00 09WECTO 2402 114,413
20-30-0000-00 09WLYTA o 327 4,971
20-30-0000-00 DowLva o -89 31.602
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"
Report Formatting: Page Mode / Structure Mode

m View Results mode vs. View Structure mode:
1 View Results mode will show you the data from the query
Structure mode will show you formulas instead of data.
Use Structure mode to see clearly report headers, footers, sections and formulas.
Change to View Structure mode by clicking the View Structure button.
The button text will change to View Results when Structure mode is on.

OO0 O

Toggle View Results / View Structure

Training Doc 2 . -
0O & - | 'ﬁl ﬁl Z | (7] Edit Query = Edit Reepart 72 Fiefresh Data 2% | [T
PR & ‘@l‘)@|f|ﬂ'|"? '|:E|%J, - E '|%v|%v|ﬁv|@ViewHesults l
i j jBIg|&'|&"I-.'|:Z:Z'E‘i'|§§§|555|%5||<§3’l
Data.~ Templates rMap rProperties rlnput Cantrals |
: Templates i}
=1-{fy Report Elements
B Repor ="Open Obligations"
L——_}- Tables g T e R P g‘
i Horizontal Table
el T -NameOf([Paid) _|-tamed
i r Crosstab =Ty LeEvel &
C B Fom Code] =[Project Code] =[Undelivered] =[Unpaid] =[Paid] =[M
[—}-ﬁ!l Chartz
-l Bar Structure mode shows formulas
[#-[4% Line

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 |tis 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.

<«— Page Margin
Column
Free Standing Cell=> Qpen Obligations 1 <«— Page Header
Organization Project Code |Undeli-.rered |Unpaid |F'aid |Het Amount <+— Column Title Cells
20-30-0000-00 09WECTOD 0 2,402 114,413 116,816
20-30-0000-00 09WLVT1 0 327 4971 5,297
20-30-0000-00 09WLVE1 0 -99 31,603 31,505 « Row
20-30-0000-00 EBMEI1D -15,000 0 15.00( 0
20-30-0000-00  F2NS2AA Jable -39 17,48 0
20-30-0000-00  FBM5J10 4,852 4,955 1,035,314 1,025,506 ><— Column Data Cells
20-30-0000-00 FEM5IGE -13,054 -16,447 68,777 39,275
20-30-0000-00 FEMEIFI 0 -591 -289 -380
20-30-0000-00 GaM510 7,531 1.749 -1,524 115 -1,514,837
20-30-0000-00 GaMs122 4225 0 a 4225
20-30-0000-00 GaMEIGE 10,811 24123 652 584 687,521 )

Page Footer
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Report Formatting: Page Layout

Training Doc 2 )

R | .ﬂ| # | - |L3=J Edit Query | =] Edit Repart
iE A 0 A - Y - EE e | E -
: El ErzujlA-»-H -£L-|S==5)

[ata rTempIates MaE;; Froperties rlnput Cantr

: Properties n

B 4 ||= | ey

=] General
Mame Report 1
Document Properties Training Doc 2

-] Appearance
Background color

[ 12585, 2565, 255
Background image

Unwisited hyperlinks color REEOl't Title
Wizited hyperlinks color

Page content [Quick Display Mode only]
=] Page layout

Org Level 4 Code |Project Code Het Amount

Top margin a7t
CRT R 797 20-30-0000-00  ODOWECTO 1168
Left margin 0.73 20-30-0000-00  DOWLVTT 52¢
Right margin n7a"
Page size Letter T 20-30-0000-00 09WLVE1 31,50
Page orientation Portrait 0-20-0000-00 ESM5110
Show page header W ‘e
Header height 05" F2N5284
Show page footer I ‘es 20-30-0000-00 1,0255
Faater height ns"
20-30-0000-00 FEMSJGE 3923
20-20-0000-00 FaMEJFM

August 2011

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

m To change the Page Layout
\WltCh to
Page mode

Properties tab

m  The Properties tab is context
sensitive. It will show you the
pertinent properties based on
what is clicked or highlighted
in the report.

m If you do not see the Page
Layout options, click within
the white space of the report
until they appear.

m  Click the + sign if necessary
to expand the Page Layout
section.
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Report Formatting: Page Layout

Data rTempIates rMaE/VF'roperties Input Contr..

: Pmoperties

& o [al -

4
¥

zl

=

General
Marne

Document Properties

Appearance
Background color
Background image

rwvizited huperinks color

Wizited hyperlinks color

Repart 1
Training Doc 2

[]255, 255, 255

&=l

Page content [Quick Display Mode only)

Page layout
Top margin
Bottom margin
Left rmargin

Right margin
Page zize

Page onientation
Show page header
Header height
Show page foaoter
Footer height

August 2011

025"
nz2s"
025"
nz2s"
Letter
Landscape

[ es
on

¥ ‘es
nze"

Report Ti

Org Level 4 Code |Project Code m

20-30-0000-00
20-20-0000-00
20-20-0000-00
20-20-0000-00
20-30-0000-00
20-20-0000-00
20-20-0000-00
20-30-0000-00
20-30-0000-00
20-20-0000-00
20-20-0000-00

09WECTD
D9WLYTA
09WLV81
EBMS5J10
F2NS24A
FamaJ10
FEMaJGE
FaMEJFM
GEMEJ10 =
GBM5J22
GEMSJGE

m 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

Show page header Uncheck
Header height 0”

Show page footer Check Yes
Footer height 0.25”

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

m 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

|F"ress Ctrl+Erter ta show Farmula Editor .t 116,815.89 0.00 2.402.41 114,413.48
20-30-0000-00 09WLYTA 529745 0.00 326.50 487095

Open Obligations

Organization __[Project Code __[Net Amount ____Undelvered ___lUnpaid ____lpaid _____
20-30-0000-00  O9WECTO 116,815.89 0.00 2,402.41 114,413.48
20-30-0000-00  09WLVTA 5,297 45 0.00 326.50 4,970.95
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"
Report Formatting: Moving Columns

m  Move columns by clicking, dragging and dropping. WATCH THE TOOPTIPS!

= Move Net Amount after the Paid column. Click, drag and drop the column when the tooltip says
‘Drop here to insert a cell”.

m Click Save.

m  Note this technique can also be used to swap columns. The tooltip will read “Drop here to
replace cell”.

Open Obligations

Organization __[Project Code ___Net Amount __|undelivered ___Unpaid ____paid ____|

20-20-0000-00 09WECTO _ 0.00 240241 114,413,
=[ket Amaourt A
20-20-0000-00 09WLVTA 5 297.45 0.00 326.50 49700 dwkere to insert a cel e Too |t| p

20-30-0000-00 09WLVE 31,504.76 0.00 -98.50 31,603.26

Open Obligations

Organization __Project Code __|Undeivered __lUnpaid _____Paid _____NetAmount |

20-30-0000-00 DIAWECTD 0.00 240241 114,413.48
20-30-0000-00 D9WLYTA 0.00 326.50 4,970.95 5,297 .45
20-30-0000-00 09WLVE1 0.00 -858.50 31,603.26 31,504.76
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"
Report Formatting: Deleting Columns
m  To delete a column, right click on the column you wish to delete.
m  Right click on the Project Code column.
m  Right clicking opens a Shortcut Menu.

m Select Remove / Remove Column.

m Click Save.

Open Obligations

N e uemmuunt

20-30-0000-00  DOWECTO 2402 114,413
20-30-0000-00  OSWEVTA &= 5ot 25 Section 327 4,971
20-30-0000-00  O9WLVE1 et , -99 31,603 2
20-30-0000-00  E8MS5H0 Copy as test 0 15,000
20-30-0000-00  F2NS2AA Clear ¥ | 13971 17,483
2030000000  FeMss10 |[CReE Remave Fow 314 1,00
20-30-0000-00  FBMSJGE |y TunTo q 777 2
20-30-0000-00  FBMEJFM | A Fomat Test.. Remove Table 289
20-30-0000-00  G8MSJ10 | 7 Fomula Tookar 1,749 1,524,116 1,51
20-30-0000-00  G8MS5J22 Poi! ’ 0 0
20-30-0000-00  G8MSJGE Ayl M 24123 652,588 6l
20-30-0000-00  |GBMEJFM st i’ 538 14,534
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"
Report Formatting: Adding Columns
m If you add new objects to your query, they will not be automatically added to your report.
m  Add columns from the Data Tab by clicking, dragging and dropping.
m  Put the Project Code back in the report after the Organization column.

m Click and drag the column and drop when the tooltip says ‘Drop here to insert a cell”.

m Click Save.

Data rTempI..rF'roper.rMap rlnput..]
: Data o
=) Training Doc 2 Open Obligations
o OrgLevel 4 Code
oo Paid I <30-0000-00 -5, 245 -2 532 438 548
i Undelivered
; 20-30-0007- 9,962 1,605,465
Unpaid %{ Froject Eade
20-30-0002-00 -51,924
[Drop here to insert & cel' e TO d?t@
20-30-0003-00 5.1 16,681 1,241,644
20-30-0004-00 527 476 -124,801 1,398,181
20-30-0004-01 0 12 311 895 421
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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.

D:pen Obligations

Organization __Project Code _ _Undelivered __Unpd

20-30-0000-00 09WECTO '-|:|-' 0.00
20-30-0000-00 09WLVT1 I 0.00
20-30-0000-00 09WLVEA I 0.00

August 2011

Open Obligations

Organization __|Projoct Code _Undefvered ___Unpai

20-30-0000-00 0.00

--120-30-0000-00 - - @YS=VFT - 7T oot -----

20-30-0000-00 09WLWVE1 0.00
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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.

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.

Data rTempIates Ma; Fropettiez | Input Contr..

August 2011

¢ Properties 7
zBll = =
[~ General
Text =[Undeliversd]
= Display
Autafit vidth [ ves
wiidth nws"
Avtofit height W “es
Finiraurmn height n2s"
Read cell content as Text
Horizontal padding ooz"
Vertical padding oozt
= Appearance
[~ Text Format [&rial, 3. R egular]
Font name Arial
Size 9
Style Regular
Underine M ves
Strikethrough ™ ves
Tewxt calor 000
W ves
Yertical bext alignment Bottom
Horizantal text alignment Fight

Organization __|Project Code _lundelivered Unpaid ___Paid

20-30-0000-00
20-30-0000-00
20-30-0000-00

20-30-0000-00
20-30-0000-00
20-30-0000-00

20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00

D9WECTO
D9WLYT
D9WLVE1

E&M5J10
F2MNS2A4
FamsJ10

F8M5JGE
FamaJFm
GEMSJ10
GBM3J22
GBMSJGE
GEMEJFM
GEBR1ADE

Open Obligations

0.00
0.00

0.00

-15,000.0
0

-3512.25

-4,852.98

-13,054.4
3

0.00
7,530.60
4,224.96

10,811.11

0.00
1,193.01

240241
326.50
-98.50

—
0.00

-13,871.13
-4,955.32

-16,447.22
-591.33
1,749.01

0.00
2412250
538.21
602.20

Text is wrapped and
column height is
adjusted
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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

August 2011 121



" M
Report Formatting: Changing the Report Title

m  Change the Report Title by double clicking in the Free Standing Cell containing the report title.
Change the report title to ‘Open Obligations”.
m Click Save.

Fress Curl+Enter ta show Formula Editar

Org Level 4 Code_Project Code __Net Amount___lundefivered ___JUnpaid ___Paid ____

20-30-0000-00 D9WECTD 116,815.89 0.00 240241 114,413.48
20-30-0000-00 0aWLYTA 5.297.45 0.00 326.50 4.970.95

Open Obligations

Org Level 4 Code |Project Code __[Net Amount ___Undelivered __|unpaid ____paid _____|

20-30-0000-00 DIWECTO 116,815.89 0.00 2,402.41 114,413.45
20-30-0000-00 DaWLYTA 5,297.45 0.00 326.50 4.970.95
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Report Formatting: Repeat on Every Page New Page

Data rTempIat;,fF'raperties M ap InputEDn.]

Left edge
Top edge

Repeat on every new page

Awoid page break. in free-sta

August 2011

¢ Properties ul
%= 4= o=
=l General
Text Qpen Obligations
= Display
Autafit width [ Yes
fidth 419"
Autafit height [ Yes
Height 044"
Read cell content az Text
=] Appearance
-] Text Format [#rial,12 Bold]
Fant name Arial
Size 12
Shyle Bold
Underline [ Yes
Strikethravgh [ Yes
Test color 000
Wiap text [ Yes
Wertical test alignment Biottom
Harizontal text alignment  Left
B ackground color =
Backaround image
Borders
=] Page layout
-] Relative Position 206"013"

e [ Yes

206" i
RER
[v] ol

Open Obligatic

Project Code |Undelivered

20-30-0000-00
20-20-0000-00
20-30-0000-00
20-20-0000-00
20-30-0000-00
20-20-0000-00
20-30-0000-00
20-20-0000-00
20-30-0000-00
20-20-0000-00

20-30-0000-00
20-20-0000-00
20-30-0000-00
20-20-0001-00

D9WECTO
D9WLVT1
09WLVS1
EBM5J10 -15,00
F2MS2AA -3,51
FamM5J10 -4.85
FEM5IGE
Fama.JFm

422
GEMAJGE 108"
GBMEJFM
GB8R1ADG 1,14
GER1WRS 4,61
GERIWRS 280
09WECTO

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

If you would like the title on
every page

Highlight the title cell by clicking
on it

Check the Repeat on every new
page option in the properties tab

This setting should be
considered each time you place
a cill 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 mode.

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

m Inthe Templates Tab, open up the Free-Standing Cells / Page Number Cells folders.

m Click and drag Page Number / Total Pages and drop on the Page Footer.

Training Doc 2 . 1

0 & - | 6| #h | B~ | (7 Edt Quer [+ Edit Repor 2 Refiesh Data <X | T2 Track 9

o kel |0 O A - Y -|TEISL -] | | B - IR vewRests
= EH EmBzUjA- S Hi-L=====-E0]
Datc'/’Templales Map | Properties rlnpul Eontrols|

: Templates q

E.[i;; Report Elements
- [2 Report
- Tables
----- B | Horizontal Table
----- ™ Vertical Table
----- g Crosstab
----- =  Fom
=l Charts
-l Bar
b Line
- Area
=-@ Fie
- Radar
-] Free-Standing Cellz
-2 Farmula and Text Cells
£} Page Mumber Cell:
-1 Page Number
I:I Fage Murber/T atal Pages

=+ Total Number of Pages \
%’g Page Mumber/Tatal Fages
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"
Report Formatting: Free Standing Cell Templates
m  The answers to the query prompts can be added to the heading of the report.

m Inthe Templates Tab, open up the Free-Standing Cells / Formula and Text Cells folders.

m Click and drag Prompt Summary and drop next to the report title.

Dal@/’TempIalesrProperties M ap Inpull:on.]

: Templates 7
E|---'[i;; Report Elements Dk ok Query Name:Query 1 ***
[ Report L
™ Tables Open Obligations
0] Horizortal Table FMC or LO for all 20-30
- Vertical Table Fiscal Year 2009
- Project Code |Undelivered m Net Amount
& Fom D9WECTD 2,402 114,413 116,816
=il Charts
. w{lf Bar 00 |09WLVT1 0 227 4,971 5297
00 09WLVE1 0 99 31,603 31,505
00 |ESMSJ10 1000 0 15,000 0
00 F2NS2AA 3512 13,971 17,483 0
=] Free-Standing Cells
E| . Formula and Test Calls .00 FaMS5J10 -4,853 -4,955 1,025.314 1,025,506
~[J Blark Cel .00  EBMEIGE 13,054 16,447 68,777 39,275
-] Doill Filters 4
--[] Last Refresh Date - F8MEJFM 0 -581 -289 -380
~[ Document Name 00 GeMEI0 7531 1,748 1,524,116 1,514,837
-] Query Summary
S ormpt Sumimary -00 GaMsI22 4,225 0 0 4995
.~ Report Filter Surnmary 00 GBMSJGE 10,811 24,123 652,588 687,521
E| - Page Mumnber Cell:
-] Page Number 00 | GBMGJFM 0 533 14,534 15,072
~[ Page Number/T otal Pages 00 | GSR1ADS 1,193 602 0 1,795
-] Tatal Mumber of Pages
00 |GBRIWRS 4615 3791 8.069 16.475
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Report Formatting: Properties Tab / Formatting Toolbar

Data rTempIates MaE,_/ Froperties | Input Con.]

e P m  The page number cell
& 4 =] =t = may not be formatted
= General Optlma"y

Text =Fage[]+" ' +Mumb...
= Disp_lay.

Sutott wilth [ ves m Tochange a cells

idth 1.13 . . .
Autot height [ Ves properties, first click on

Height naz"

Heoht the cell to be modified.
ead cell content az Test ll
Show when emply W ‘fes —

=] Appearance

| Text Format PialgBod] - A':'S':"Plabmde" Flevien: m  Switch to the Properties
Fpnt e Pt tyle: ta.b
Underline [ Wes Color: < o )
Strkethrough [ Yes (000 -] m  Change the following
Text color 000 '
o ool . properties of the Page
Yertical test alignment Bottam Number Ce”
Haorizontal test alignment  Left .
Background color (=] X Reset to default | FOI’]'[ S|Ze 9 8
Background image Remove borders
=1 Page layout - Horizontal text
) Relative Posiion — 45 ok ]| e | o | ke | alignment > Center
Top edge D." Rela“ve POSI'[IOI’I

Repeat on EvenT e a0 BE
Avnid page break in free-sta [T es

m Leftedge > 4.5”
m Topedge > 0"

=Page()+""+Numbe;

Cell is highlighted
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Report Formatting: Properties Tab / Formatting Toolbar

[ s AWz A2 -L-EE= =EzE ]

1 2 345 6 7 8 9 10 11 12 13 14 15

O Much of the formatting you have been changing via the Properties tab, can
also be changed via the Formatting Toolbar.

1. Font

2. Font size

3. Bold

4. Italicize

5. Underline

6. Font color

7. Background color
8. Background image
9. Borders

10. Border color

11. Horizontal alignment
12. Vertical alignment
13. Wrap text

14. Merge/Split Cells
15. Format painter
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Report Formatting: Properties Tab / Formatting Toolbar

Data rTempIaVF‘roperties- Input Con.l !

. Properties n
g ||= | =t =
=] General
Text =FromptSurmmary()
=] Display

Atofit width ™ *fes

wiidth 3"

Autafit height W ez

Finiraurn height nzz"

Read cell content as Text

Show ke emnply ¥ Yes

[-] Appearance
=] Text Format [&rial.B.Bold]

Font name Arial
Size 8
Style Bold
IInderling [ YWes
Strikethralgh M Yes
Text color 000
Wirap best ¥ Yes
Vertical text alignment Top
Harizaontal test slignment  Left

Background color =]

Background image

Borders

=] Page layout
[-] Relative Position R T

Left edge i
Top edge (IR

Repeat on every new page

¥ Wes

Aevoid page break in free-sta. | [ Yes

August 2011

{____etamoun

114,413

4871

31,603
15,000
17,433
1,035,314
68,777

[ -289
. -1,524.116

| 173,705
| 23,204

116,816
5.297
31,505

0

0
1,025,506
39.275
-880

-1.514,837

4225
687,521
15,072
1,795
16,475
3.000
176,745
23.573

** Query Name:Query 1 ***

FMC or LO for all 20-30

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

Use the Properties tab to
change the following cell
properties:
Width > 3~
Relative Position
m leftedge > 77
s Topedge > 0"
Check Repeat on every new
page

This cell would extend past the

right margin if these settings
were not adjusted.

Click Save
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Report Formatting: Properties Tab / 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, Paid and Net Amount columns.

Open Obligations
g P P N "7, Colun Tile Cells
20-30-0000-00  09WECTO 2,402.41 11441343_ )
20-30-0000-00  09WLVT1 0.00 326.50 4,970.95 5,297.45
20-30-0000-00  09WLVS1 0.00 -98.50 31,603.26 31,504.76 > Column Data Cells
20-30-0000-00  EBM5J10 -15,000.00 0.00 15,000.00 0.00
20-30-0000-00  F2NS2AA -3512.25 -13,971.13 17,483.38 0.00
20-30-0000-00  F8M5J10 -4,852.98 -4,955.32 1,035,314.31 1,025,506.01 ¢
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m  Once all cells have been highlighted, any properties changed will impact all selected cells.
To change the Number Format click “...” next to the Default setting.

Report Formatting: Properties Tab / Formatting Toolbar

m  From the Number Format dialog select the 1,234;-1,234 format which will show the number

without the decimals.
m Click OK.
m Click Save.

Data | Templates | Map- Properties | Input Conbr. . .
: : [ Mz Open Obligations
: Froperties n
B 4 =] = =
Organization _[Project Code |undeiivered [unpaid [Pl [NetAmount
General
Display 20-30-0000-00 09WECTO 0.00 2.402.41 114,413.48 116,815.89
= Appearance 20-30-0000-00 09WLYTA 0.00 326.50 4.970.95 5,297 45
-] Text Format [&rial, 3. Regular]
Fart hame Anial 20-30-0000-00 09WLYE1 0.00 -98.50 31,603.26 31,504.76
= : B B Humber Format.________ x S
Style Reqular UMb e i
Underline [ es 20 Format type: Properties: 0.00
Strikethrough ™ es 20 |Defau|t 1,234.57 =] | 025506.01
Text colar 000 1.234567E2
“Wirap text W ves 20 |Curency 1235; 1238 39,275.09
Werlical kext alignment Buattomm oq. |DatedTime 1235; [12358) 88025
Harizantal text alignment Right Boolean 1234 57; 1234 57
Background colar [ ] 255, 255, 255 20/ | Custom | 514,836.51
Backgrond mege =  Cuson 522498
Merge Cells I es 20 5 _ _ 687,521.46
Murnber farmat Drefault 20 Positive MHegative Equal to Zero Undefined 15,072.18
-] Sorts
Sort Maone I 20 [0 1,795.21
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Report Formatting: Report Tabs

August 2011

O

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

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

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

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

4

I 4
S\BrReony | MoveRierer » 4
—p I m\\@ Report 1 [1]

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

tabs).
Frequently new report tabs are created by duplicating an existing tab.
To create a copy of Report 1, right click on the Report 1 tab.

From the Shortcut Menu, select Duplicate Report.

20-30-0000-00 | GSMEJFM 0 20.30.0000.00  GEMBLEN
20-30-0000-00  GBR1AD6 1,192 2030000000 |cER1ADE
20-30-0000-00  GBR1WRS 4615 20.30.0000.00  |GERIWRS
i i 20-30-0000-00  GSRIWRS
20-30-000 Fiename Report 0
-20- . 20-30-0001-00  D9WECTO
-30- 3 nzert Repaort
20-30-000 B & L 20-30-0001-00  DOWLVT1
20-30-000 0 20-30-0001-00  0OWLV81
20-30-000| X Delete Report 0

20-30-0001-00 4BMEJAM

L Dl

®  Show Changes

Save to my computer az b

B Document Properties

August 2011

132



"

Report Formatting: Report Tabs

organization __project Code_lundetver mm

20-30-0000-00
20-20-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-20-0000-00
20-30-0000-00
20-30-0000-00
20-20-0000-00
20-30-0000-00
20-30-0000-00
20-20-0000-00
20-30-0000-00
20-30-0001-00
20-20-0001-00
20-30-0001-00
20-30-0001-00
20-20-0001-00

K

D9WECTO
09WLVT1
D9WLVE1
E8M5J10

Open Obligations

0
0
-15,000

Fa8msJ10
Fa8M5JGE
FEMEJFM
G8M5J10
GaM5J22
GEMSJGE
GBMEJFM
G3R1AD6
GIR1WRS
GER3IWRS
D9WECTO
DOWLVT1
D9WLVE1
4BM6E.JAM
E8MSJ10

T Set as Section

Inzert »
Copy az text
Clear »

'[i;; Tum To

A Format Text..
#*  Formula Toolbar

Farmat

2,402 114,413
327 4,971
-99 31,603

0 15,000

13,971 17,483

-4,955 1,035314

-16,447 83,777

-591 -289
16

Remove Row

I -
Remave Table 28

Hyperlinkz

Sort

v | v | v |

Order

= Mew input control

Align 4

[ Document Properties

-6.674

533
602
3,791
0
3,040
369
-2.454
853

14534
0

8,069
200
173,705
23,204
58,800
186,439
6,674

=% Open Obs by Org4 and F'mieé\\@ Open Obs by Orgd

August 2011

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

Change the names as follows:
1 Report 1 > Open Obs by Org4 and Project
1 Report 1(1) > Open Obs by Org4

Remove Project Code from the
Open Obs by Org4 tab

1 right click on the data in the project code
column

1 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

m In addition to Rename, the other Report

Open Obligations Tab functions are:
1 Insert
o, o "~ Dupiicate
20-30-0000-00  D9WECTO 2,402 114,413 [ Delete
20-30-0000-00  DOWLVT1 0 307 4971 o1 Move (Left/ Right)
20-30-0000-00  DWLVE1 0 99 31,603 _ _ _
20-30-0000-00  EBM5J10 -15,000 0 15,000 m  Try moving a Report. Right click on the
20-30-0000-00  F2NS2A4 -3512 13,971 17,483 Eeef?.ort Tab and select Move Report /
20-30-0000-00  F8M5J10 -4,353 -4,955 1,035,314
20-30-0000-00  F8M5JGE 13,054 16,447 68,777 _
20-30-0000-00  F8MBJFM 0 591 239 m  Click Save.
20-30-0000-00  GEM5J10 7531 1,749 1,524,116
20-30-0000-00  GBM5J22 4,225 0 0
20-30-0000-00  GBMSJGE 10,811 24,123 652,538
20-30-0000-00  G8MEJFM 0 538 14,534
20-30-0000-00  GBR1ADG 4 ana can -
20-30-0000-00  GBRIWRS Flznems Rep
20-30-0000-00  GER3WRS Insert Report
20-30-0001-00  DOWECTO Duplicate Report
20-30-0001-00 09WLVTA1 #  Delete Repaort
20-30-0001-00  DOWLVS1 ﬁ q
20-30-0001-00  4BMEJAM A i Right
20-30-0001-00  ESMSJ10
| B Show Changes
|2 Open Obs by Orgd and Proie}\\@ 0 Sawve to my computer ag 2
2 Document Properties
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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.

August 2011 135



"
Advanced Report Formatting: Breaks

20-30-0000-00 GBRIWRS 2,800 0
20-30-0001-00 09WECTO 0 3.040
20-30-0001-00 09WLVT1 0 369
20-30-0001-00 09WLVE1 0 -2,454
20-30-0001-00 4BME.JAM 0 853

B Open Obz by Orgd and Project L@ Open Dbz by Dr%@ Breaks Example

August 2011

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

[Training Doc 2. | m  Switch to the Breaks Example
U | B | [E] - | (7] Edt Query| =) Edifiepot tab "
—Lrﬁ‘*|q@|£|fﬂ3'| f_| |ﬁl ,ln .|rPE.|-J_j.|E-|IE|ViewStructurel

el =ls jﬂfﬂlé'é'lgggés[gh|ﬂ|&

m  To apply a Break to the

> Organization column, click on
B Open Obligations the column data in the
Organization column.
mmm
E 20-30-0000-00 D9WECTO 2402 114,413 116,816 [ C“Ck the Insert/ Remove Break
ﬁ 20-30-0000-00 09WLVT1 0 327 4971 5,297 b utto n.

mm = Notice the following changes:
)| 20-30000000 o09wECTO 2,402 114,413 116,816 1 Header is repeated for each
o 09WLVT1 0 327 4971 5,207 change in the break value
» 0oWLV81 0 99 31,603 31505 1 Break values are suppressed
Cl ESM5J10 15,000 0 15,000 0 1 Break Footer is added
F2NS24A 3512 13,971 17483 0
FaM5I10 -4852 -4,955 1035314 1.025.506 m  Click Save.
FSM5IGE 13,054 16,447 83,777 39,275
FEMBJFM 0 591 289 880
GBM5J10 7,521 1,749 1,524,116 1,514,837
G8M5J22 4228 0 0 4228
GBM5JGE 10,811 24,123 652588 687521
GBMEJFM 0 538 14534 15,072
GBR1AD6 1,193 602 0 1,795
GBR1WRS 4615 3,791 8,089 16,475
GBR3WRS 2800 0 200 3,000
20-20-0000-00 <«——— Break footer
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Advanced Report Formatting: Breaks w/Calculations

Training Doc 2

'| lﬁl iy | - | (7 Edit Query Edit Report
s A AR TN BRI =S
i oo EB YA b EEE

20-30-0000-00

20-30-0000-00

August 2011

Open Obligations

09WECTO
09WLVT1 0
09WLVE1 0
ESM5J10 -15,000
F2NS2AA -3.512
Fa8M5J10 -4 853
FBM5JGE -13,054
FBMEJFI 0
GaM5J10 7531
GaMEI22 4225
GBM5JGE 10,811
GEMSJFM 0
G8R1ADG 1,193
GER1WRS 4615
GBRIWRS 2,800
Sum: -5,245

2402
127
-99

0
-13,971
-4.955
16,447
-591
1,749

24123
538
602

3,791

N e MM

Switch to the Breaks Example
tab.

To apply a Sum in the Break
Footer, click on the data cells in
the Undelivered column.

Click the Insert Sum button.

Notice the Sum has been placed
in the Break Footer.

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

Scroll down to the last page and
note that a Table Footer has
been created with a Sum for all
Organizations.

Click Save.
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Advanced Report Formatting: Sections

20-30-0000-00
20-30-0001-00
20-30-0001-00
20-30-0001-00
20-30-0001-00

GBR3IWRS 2,800 0
09WECTOD 0 3,040
09WLVT1 0 369
ogWLVa1 0 -2.454
4BMEJAM 0 853

200
173,705
23,204
58,800
186,439

[=r Open Obz by Orgd and Project L@ Open Obz by Orgd L@ Breaks EHamﬁ\@ Sections Example m

August 2011

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

Rename the new tab
Sections Example.

Click Save.
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Advanced Report Formatting: Sections

20-30-0000-00 D9WECTO

20-30-0000-00 09WLVT1

Data rTempI..rF‘ropeV kap Input..]

Organization __|project Code _lundeiered mm

© Map

m Filters | Structure | Input controls |

il

= . Sections Example
20-30-0000-00
20-30-0001-00
20-30-0002-00
20-30-0003-00
20-30-0004-00
20-30-0004-01
20-30-0004-02
20-30-0004-03
20-30-0005-00
20-30-9423-00
20-30-9432-00
20-30-9436-00
20-30-9433-00
20-30-3440-00
20-30-9446-00
20-30-3450-00
20-30-9451-00
20-30-93456-00
20-30-9464-00
20-30-93465-00
20-30-9465-00
20-30-9470-00
20-30-9476-00
20-30-9534-00
20-30-9544-00
20-30-9546-00
20-30-9552-00
20-30-9553-00
20-30-9562-00

August 2011

2.402
0 3z7 4
-99 I,
0 15,
13071 17
20-30-0000-00 -

Project Code |Undelivered

Switch to the Sections Example
tab.

To apply a Section to the
Organization column, right click
on the data cells in the
Organization column to open the
shortcut menu.

Select Set as Section.

Notice the following changes:

[0 The Sectioned values is moved
outside of the table into a Free
Standing Cell

-
_I 09WECTO 0 2,402 14,413
09WLVT1 0 327 4971
09WLVE1 0 -99 31,603
ESMS5J10 15,000 0 15,000
F2N5244 3512 -13,971 17,482
P F8M5J10 4,853 -4.855 1,035,314
h F8M5JGE 13,054 16,447 68,777
Fa8mEJFM 0 -591 -289
GBM5J10 7.531 1.743 -1,524,116
GaMsJ22 4,225 0 0
GBMSJGE 10,811 24,123 652,588
GBMEJFM 0 538 14,534
GBR1ADSG 1,193 602 0
GBRIWRS 4815 3,791 8,069
GBR3IWRS 2,800 0 200

20-30-0001-00

Project Code_Jundeiiered MMI

09WECTO

3,040

173,705

1 A Navigation Map is generated

If you would like the Free
Standing Cell for the Section to
display on every page, be sure
to check the Repeat on every
new page option in the
properties tab.

Click Save.
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Advanced Report Formatting: Sections w/Calculations

=N

| T | G| =~ |@View5tructurel

A > -k

L -Z-ssE--BEA <)

20-30-0000-00

Project Code |Undelivered mm Net Amount

09WECTOD
09WLVT1
09WLVE1
ESMEJ10
F2MNS2AA
FaM5J10
FEM5JGE
FaMeJFM
G8M3J10
GaMEJ22
GBM5JGE
GAMEJFM
G8R1AD6
GER1WRS

GBRIWRS
Sum:

August 2011

2.402 114.413 116,816

0 327 497 5,297

0 -99 31,603 31,505

-15,000 0 15,000 0

-3.512 -13,971 17,483 0

-4.853 -4.955 1,035,314 1,025,506

-13,054 -16,447 68,777 39,275

0 -591 -289 -880

7,531 1,749 -1.524,116 -1,514,837
4225 0 0

10,811 24123 652,588 687,521

0 538 15,072

1,193 0 1,795

4615 8,069 16.475

2,800 200 3,000

-5.245 -2.532 433,543 430,771

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.

Click the Insert 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.

141



"

Advanced Report Formatting: Sections w/Calculations

| EditHeport| =2 Refresh Data
F -|=E| 8] -||= -~ - | JJJv|Ev|@ViewStructurel
DA -|® [T s - -EE=E <)
f Fo b X \/I: 11 Count
T Average
2 Min
| b
——
Default agaregation I n Obligations
20-30-0000-00
mm
D9WECTO 2,402 114,413 116,816 27.12%
D9WLWT1 0 327 4971 5,297 1.23%
09WLVB1 0 -99 31,603 31,505 7.31%|
E8M5J10 -15,000 0 15,000 0 0.00%|
F2NS28A -3,512 -13,971 17,483 0 0.00%|
Fa8MaJ10 -4.853 -4,955 1.035,314 1,025,506 238.06%
FE8MEJGE -13,054 -16,447 68,777 39,275 9.12%)|
FEMEJFM 0 -591 -289 -880 -0.20%
G8M5J10 7,531 1.749 -1,524,116 -1,514,837 -351.66%
GaMsJ22 4225 0 0 4,225 0.98%|
GBMEJGE 10,811 24,123 652,588 687,521 159.60%|
GBMBEJFM 0 538 14,534 15,072 3.50%|
GBR1AD6 1,193 502 0 1,795 0.42%|
GBR1WRS 4815 3,791 8,069 16,475 3.82%
GBRIWRS 2.800 0 200 3,000 0.70%|
Sum: -5,245 -2,532 438,548 430,771
Percentage: 100.00%
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Switch to the Sections Example
tab.

To show the Percentage of a
measure, click on the data cells
in the Net Amount column.

Click the down arrow next to the
Insert Sum button and select
Percentage.

Notice the Percentage has been
placed next to the Net Amount
and 100% in the Table Footer
cell.

Also available are Count,
Average, Min and Max.

Click Save.
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m  Switch to the Sections Example

Advanced Report Formatting: Sorts tab.

=2 Refrezh Data . .
|
r-|=8||&l -|= -|& -|%- |7~ ID’ViewStfuctwel By SeJal'JUItél‘::hquata Ir! a Tablti IS
uA - Mone = §| = El;‘||@| '&l sorte y the |m_enS|ons |n_ e
41 bscand table from left to right. In this
B veeina case the report is sorted by
Project Code.
Open Obligations
20-30-0000-00 m  You may override the default
project Code lundelivered |unpaid lpaid_______|NetAmount __|percentage sort. For example, you may
FBM5J10 -4,353 -4,955 1,035,314 1,025,506 238.06% wish to have the rows with the
GEMBEJGE 10,811 24,123 B52,588 687,521 159.60% Iargest Net Amount appear at
09WECTO 0 2,402 114,413 116,816 27.12% the top of the table.
FEM5JGE 13,054 16,447 68,777 39,275 9.12%
0DOWLVE1 0 -99 31,603 31,505 7.31%
GERTWRS 4,615 3,791 8,063 1aarE 3.82% [ | Click in the data cells of the Net
GBMBJFM 0 538 14,534 15,072 3.50% Amount column.
DOWLVT1 0 327 4971 5297 1.23%
GBME.22 4295 0 0 4,225 0.98%
SERANRS 28 : = e o™ m Click the down arrow next to the
GBR1ADG 1,193 602 0 1,795 0.42% .
CaU5.10 15,000 o 15,000 . 0.00% Sort button. Select Descending.
F2NS2AA 3,512 13,971 17,483 0 0.00%
FBMEJFI 0 591 -289 -880 -0.20% . . .
GBM5J10 7,531 1,749 1524116 ¥ -1514837 -351.66% u Notice the data is now sorted in
sum: 5,245 2,532 438,548 430,771 Descending order by Net
Percentage: 100.00% Amount

m Click Save.
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Advanced Report Formatting: Sorts

= Edit Repart = Refres
7 - CE|[&l ] = - -] | |__}>’View8tructurel

1| A -/ tere E=s===-El=Ev)

&]  Ascending

| ——

Cusztom Sort

Create a custom =aort for — Org Level 4 Code
The zame order will appear whenewver this object iz uzed in a report.

20-30-0000-00

20-30-0002-00
Temparary values 90-30-0003-00
Type nev value here | > | 20-30-0004-00 - |
Ta include a value that does not 20-30-0004-M
currently appear in the document, | 20-30-0004-02 w7 |
type it abowve then add it ta the 20-20-0004-03
=art. 20-30-0005-00

20-30-9423-00 ;I

[efete Eustonm Sart |
] Cancel | Help

August 2011

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.

Click the down arrow next to the
Sort button. Select Custom.

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.

144



Advanced Report Formatting: Sorts

20-30-0001-00 ¢ m  Note that the first two
— e Organizations are now
Projoct C odo ;
-~ B Custon Sor ] switched on the report.
GamMs11( 84,2
Create a cuzstom zort for — Org Level 4 Code
4BMEJAN The zame order will appear whenever thiz object is used in a report.
OauECT e m Custom Sorts are applied to
0IwLVE 20-30-0000-00 ﬂreport tabs
ooawLv7 Temparary values ;gggggg;gg
GaMsJH 9 |Type new value here | _)l 20-20-0004-00 :l
FBM5J72 Ta include a value that does not 20-30-0004-01 [ | To remove a Custom Sort OU
§ cune!ﬂtly appear in the t?locument, il 20-30-0004-02 Ll / y
E::::j;uﬂ 6,6 t:lop:ﬁ it above ther add it to the ;gggggg;gg mUSt go baCk tO the CUStom
S— 2030942300 Sort panel and click the
Fal5J10 752 okt Eustom San Delete Custom Sort button.
Sum: 3,2
v 0K | Cancel | Help | u Slmple Ascendlng and
20-30-0000-00 Descending sorts are only
_ applied to the report tab they
Project Code |undefivered _lunpaid ____Paid_______NetAmount __|Percentage | lied
F8MaJ10 -4,853 -4,955 1,035,314 1,025 506 238.06% are app iea on.
GaMBJGE 10,811 24123 652,588 687,521 159.60%

August 2011 145



"

Advanced Report Formatting: Cross-Tabs

_Training Doc 2

D) B - @) - || Bt Buen| 2 ot Repor

|ﬂl—:l— | L‘j’.l::-"'-\ddlluerﬂ 9| Eﬂ”l

Data rProperties |

Fezult Objects

-7 MARS AP Trans [CBS)
B MARS AP Trans [CBS)

e @ Universe Description

- Guick Pick Objects

[ | Conditions

- ) Promipts

) Measures

- | Measures [non-agg)

Eh Dates

~o @ Fizcal Maonth Humber
fn # Fizral Manth Names

August 2011

Y Oig Level 4 Code: 4 Project Code

v Met s

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.
Edit Query.

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

Training Doc 2 _ — m  Duplicate the first tab and
O E -| S| db| E - | oA Edi Quer [-PEditRepal call the new tab Cross-
R AN R RN A = A Tab Example.
: sl Fe ElB 2 UA-2 - LS EEE T =2

[Data | Tem..| Prop..| Ma |npLs.. .
-+ ode LLom{ Pop | o [ . m  Remove the following

columns from the table
leave only Organization,

. # DOrg Level 4 Code Open Obligations .
7 Project Code .\\‘ PrOJeCt COde and Net
b Frrrrttode |netamount | Amount:
 Paid } Crop here to create a crossta — HCEA RO U d I d
- - H”de!ge'ec' 20-30-0000-00  09WECTO0 116,816 O naelivere
Lo B npai .
20-30-0000-00  09WLV73 14,365 0 Unpaid

0 Paid

o m Click and drag the Fiscal
Open Obligations Quarter object and drop it

I S B R above the table title.
09WECT0 28,094 28,964 29,604 30,154
"9‘"“"“ 14,099 = Wait until you see the
20::0 DDDD:DU 1,517,702 Tooltlp that SayS uDrOp

20,126 12992 here to create a

11,635 19,203 281316 '
20.30.0000.00 _lcar 171.301 165 496 185012 165714 crosstab”.

m Click Save.
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Analytical Features

o Simple Filters

o Complex Filters
o Fold / Unfold

o Input Controls
o Data Tracking
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"
Analytical Features: Simple Filters
m  Switch to the Open Obs by Org4 and Project tab.

m  Click the Show/Hide Report Filter Toolbar.

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

m Click Save.

| Training Doc 2 IS
1 -| 5] 88 | E- | (7 Edi Quen || & Refiesh Dats <X | (22 Trsck T M| B | 8 [ ) Aot | @ | @ -

—Lr’ﬁ"_‘~|" (.|£|‘ - ¥ .|:§ ) = 3 ,|r' .|‘.|F-|@View8hucturel §|1DD°/¢,3‘F‘ageH<|1 DH'

; B EBzulA. 8 WL =5 -=-50])
. Data | Tem. | Prop.] Mep | I0pbe] | fai Project Coe Simple Filters Panel
: Data n

Bl Training Do 2
A Org Level 4 Code
o @ Project Code

: et Aot

Paid

Undelivered

Open Obligations

Organization __Project Code _undefverd MMM

20-30-0000-00 09WECTOD 2,402 114,413
20-30-0000-00 09WLVT1 | 0 327 4971
20-20-0000-00 09WLV31 | 0 -99 31,603
20-30-0000-00 EBM5J10 | -15,000 0 15,000
20-30-0000-00 F2NS28A | -3,912 -13,971 17,483
20-20-0000-00 FaMaJ10 | -4.853 -4 955 1,035,314
20-20-0000-00 FaMaJGE | -13,054 16,447 68,777
20-30-0000-00 FEMEJFM | 0 -591 -289 i
| r
ﬂ-.[rﬁngedt%ﬁlﬂhﬂﬁ&htmtdﬁf“ ¥ Open Obs by Orgd J\@ Breaks Example L@ Sections Example < p 3
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Analytical Features: Simple Filters
m  Select a Project from the drop down list.

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

m Click and drag and drop the filter into the Data Tab to delete the filter completely.

| &1 Project Code | Jaf-
~[sRMBKCW e "
A8MTJTE —
BZMS5401
BarM4I10 J
% Open Obligations
Eomcpuly [EBMASWR
ESMEI10 hd
20-3;!-0000-00 09WECTO 2.402 114,413 | BatdrwR - bils
" |BEMAIWR viuiv ) .
- O5wECTD
— 09w
0FwLvE
42103
Open Obligations 47M7KI0
47 7E3
4B 4 Bl a0 hd
mm il
20-30-0004-00 BEM4JWR 20-30-0004-00
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Analytical Features: Complex Filters

m  For more complex filter conditions, click the Show/Hide Filter Pane button.

m Click and drag the object to base the filter on into the Filters pane and the Filter Editor will open.

m In this example, drag Net Amount to the Filters pane.

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

m Click Save.

LY 9 oA dh -] T < |TE[EL -2 | B -2 |- E]E vensweue ]

s zezrUlA-S L)L E

=E--EEm <]

~ Data | Tem..| Prop.| Map | Inpu..

+ Report Filters &pplied to: Block1

: Data a

[=]-+| Training Doc 2
I Org Level 4 Code
! Project Code
Met Amount
“ow Paid
Undelivered
Unpaid

August 2011

Met Amount Greater than or Equal ta; 10000

Filter E ditor

" &l Project . Editing Block1 filkers

Filtered Object

Met Amount

M Operator

20-30 IGleater than orEquaI...;I

20-30  Operand Type
20-30 ) Constant
op-300 1o bS] st

AN-30

+— Complex Filter Pane

Type awalue: [1234.567)
10000
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Analytical Features: Fold / Unfold

Open Obligations

Traumlg[)ncl _ : — "I
|5|ﬂﬁ| =l - | = Edit Report =4 Refresh Data Xlﬁ"p’ Track T %|@|| ?4_.1|Q, Drillﬁ| @_'||_‘3v

:-.,rﬁ'&ﬂ-*)(“lflﬁﬂa | 7 -|[F8] & |n-|E-|—qu|1_ EN i |

| il Fle Bz UA-o- K- - B==-~ Egllﬁzl‘yl

B \ -

-

]

4
,|

20-30-0000-00

20-30-0000-00 is folded

438,543

sjonuog induy | 4,

1

oowgd 20-30-0001-00 is unfolded

09WLYTT 14] 369 23,204

173,705

a1 0 -2.454 58,800
48M6EJAM 0 853 186,439
EBM5J10 -6,674 0 6,674

F8MaJ10 -20,095 94,137
FaMsJ20 0 -1,178 1,178
FaM&JT2 0 4840
Fa8M5JHP 0 -3.412
G3M5J10 84247 35,224
GAMSIHP 910 1,651

20-30-0001-00 Sum: 3.204 9,962 1,605,465

Organization _|project Code_undeiivered Nemmuunt

187,292
0
1,238

1.618.6

20-30-0002-00 09WECTO -4,492 -4,458 ]
Q9WLYT1 1] -220 -1.588 -1.809
] 4f f ,Ll_[
; ; @'ﬂepmb'l" —

August 2011

If you don’t need to see
the detail rows within
certain sections of your
report you can use the
Fold / Unfold toolbar.

When a table or break
Is folded, the rows are
concealed and headers
and footers only are
displayed.

Tables must have
headers and footers to
be folded and unfolded.

To turn on the Fold /
Unfold toolbar click this
button.

To fold a break, first
click within the table,
then click the arrows in
the toolbar to the left.
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"
Analytical Features: Input Controls

m [nput 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.

[ ata rTempIatesrProperties Mag._/ |npat Con.]_
¢ Input Contrals - Pepart 1 =l
'-T_—"}f ey | Reset |
Open Obligations
Project Code «
[ [Select All =~
Organization _|Projoct Code Het Amount
[~ 0D3WECTD
20-30-0000-00 EBM5J10 -15,000 15,000
[ 09wy
20-30-0000-00 F2MNS2AA -3,512 -13,971 17,483 0
[~ DFwLaE
20-30-0000-00 FamMaJ10 -4,853 -4,955 1,035,314 1,025,506
[V 42MC103
20-30-0000-00 FEMaJGE -13,054 -16, 447 68777 38,275
v 47M7E30
20-30-0000-00 FEMEIFM ] -591 -289 -380
v A7M7ES
20-30-0000-00 GBMEJ10 7531 1,749 -1,524,116 -1,514,837
[V 4BMEJAM
20-30-0000-00 GBME)Z22 4,225 1] i 4275
¥ 4RMBEISZ
20-30-0000-00 GBMBIGE 10,811 24123 g52 588 687,521
v ARMBK W LI
20-30-0000-00 GEMEJFM ] 538 14,534 15,072
20-30-0000-00 GBR1ADE 1,193 602 0 1,795
20-30-0000-00 GER1WRS 4615 3797 8,069 16,475
20-30-0000-00 GBR3IWRS 2,800 ] 200 3,000
20-30-0001-00 4BMEJAM ] 853 186,439 187,292
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Analytical Features: Input Controls

[ ata rTempIateserpertiesrMaVIHput Con. | €4— u TO Create an Input Control,

¢ Input Controls - Report 1

i switch to the Input Control

Heset | tab

There are no input controls defined in thiz report.

Select Report Object

m Click New

Select the report object aszigned to the input contral u SeIeCt an ObJeCt to be

assigned to the input
control.

[El--| Training Doc 2
o @ g Level 4 Code
M Froject Code
S Wet Amaunt
“ow Paid
“own Undelivered
Unpaid

I [helide objests fiom selected Blaek anll

Arranged by Alphabetic order =

August 2011

< Bachk I Mext » I Cancel
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" J
Analytical Features: Input Controls

p——— m  First decide if the control will
B allow a Single Value or Multiple

— = | . Value.

Entry field Combo box  Radio buttons Lizt b

m  Second pick a Control Type.

Multiple values

| . m  The example on the previous
Lot bon page used a Multiple Value
Check Box.
El Input control properties

Type Check bores

Label Froject Code

Drezcription

Ligt of Values All values from report

|Jze restricted list of values [T es

Default value(z)

Operator I list

Number of lines 10 |

= Repart
“.-[H] Report Header
EI I_ Report Body
) Ropon o m  Finally, determine which Report
" Elements the Input Control will
apply to.
< Back Finish Cancel
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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. |
v +

Edt | <o Refresh Data |!_'9Track S 7 | E5

Activate Data Tracking

Set the reference data for data tracking
{(* Auto-updste the reference date with each data refresh

{" Use the current data as reference data (data on December 28, 2009 4:54:59 PM GMT-05:00

You need to refresh the document to see changed data

¥ Refresh now

7) Wore Information

August 2011 156



" JEE———
Analytical Features: Data Tracking

m You can control the Data Tracking Options:
1 Insertions

1 Deletions

1 Changes

1 Increased Values

1 Decreased Values

Data Tracking Options
Report Title "

Org Level 4 Code |Project Code 4.Digit Object CodeNet Amount
20-01-0000-00 _F8I||5!GA _1 1-12 _ 334.01_
_20-01-0000-00 _FBM&JGA _1 1-51
20-01-0000-00 _FSMEJGA _1 1-60
_20-01-0000-0!] _FBMSJGA _1 1-82
20-01-0000-00 _FBH&JGA _1 2-10
20-01-0000-00 _GBH&JG.I\ _1 1-12
20-01-0000-00 _GBH&.IGJ\ _1 1-51
20-01-0000-00 _GBHEA.IG& _1 1-59
_20-01-0000-00 _GBH&.IGA _1 1-60
20-01-0000-00 _GBH&JG.I\ _1 1-80
20-01-0000-00  GAMSJGA 11-82
20-01-0000-00 _GBHEA.IG& _12—10
_20-01-0000-00 _GBHE.IGA _1 2-18
20-01-0000-00 _GBH&.IGE _1 1-12
20-01-0000-00  GAMSJGE 111-60
20-01-0000-00 _GBHEJGE _1 1-80
_20-01-0000—00 _GBHE.IGE _1 1-82 A
20-01-0000-00 _GBI.IS.IGE _1 2-10 _
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