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1.0 Introduction
In January 2014, the CSU released the new Data Warehouse upgrade to Oracle 11G.   The 10G version will still be available through June 2014.

The 11G upgrade offers some noteworthy changes. This guide identifies some of the Basic key changes & new functionality.  For information on the more advanced new functionality, please attend a DW 11G Upgrade-Advanced course.
1.1 Course information

Areas of new or changed functionality covered in the BASIC and ADVANCED courses:

BASIC

· Look and feel

· Home Page

· Dashboard Navigation 
·  “Apply” vs “GO”
· Customizations
· Filter Search Functionality

· Report column sort-Ascending/Descending

· Breadcrumbs report navigation
ADVANCED 
· Report Results

· Show column additional features and “Pivot” functionality
· Add columns

· Simple Sort

· Create sections

· Move columns

· Create Pivots
· Drilldown

· Additional on-line functionality

· Add Columns

· Move Columns

· Pivot features

· Create Sections 

· Create dropdown box selections
1.2 Web Browser Inforamtion

As of February 21, 2014, the DW 11G has not been certified with the Internet Explorer v11.  Please use IE10 or older or Firefox or Chrome browsers when you work with the DW 11G.

To check your browser version, click the “Tools”, then “About xxx”.  It should tell you the version.

DW 11G is certified on the following browsers and versions as of February 2014.
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1.3 Log in to DW 11G
On Firefox or Chrome browser, 
· Enter CSYou.calstate.edu in the address bar, and go to the CSYou log in page.

· Enter your Campus

· Log in using your MyCoyote ID and password.

· Navigate to the Data Warehouse page:

· Main page > Tools and Services >  Financial Tools > CFS Data Warehouse >  this is the main Data Warehouse page
· Create a bookmark and save it on your browser Menu Bar
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In the upper right, under Quick Links, you can access: 

· Data Warehouse 10G (current)
· User Documentation

· DW Non-Prod environments

See next page for explanation of these links.

· Data Warehouse Login (10G)—this is the current version of the DW which is refreshed from CFS PRD nightly.
· BI/DW User Documentation-- This page contains systemwide DW training documentation for DW 10G and 11G. You can also find short videos on how to use different features of the DW 11G.

The Dashboard and report guides for 10G and 11G are from a systemwide perspective but if you wish to know more about any reports in your dashboards, please feel free to download and review these guides. Refer to campus training courses and guides for campus specific training and information.  Contact Andrea Beechko if you have any questions.  
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· CFS Data Warehouse Non-Production-- This link takes you to all of the non-Production copies of the Data Warehouse.  Please only use the CFS Data Warehouse (11G) CFS 9.0 Test link at the bottom of the page.  This is the DW 11G test data base and it is refreshed from PRD nightly.  So, you can compare reports and data as you learn the new version.  BOOKMARK THIS PAGE.
· Click the CFS 9.0 Test link under the CFS Data Warehouse (11G) heading to log in to DW 11G

· You will need to select your campus and Log In again.
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2.0 Home Page


 In DW 10G, the home page was the Manage My Budget Dashboard, there really wasn’t a “Home” page for the DW as a whole.  
In DW 11G, there is an actual Home page where you can view your Recent reports along with other informational links that are always available.  
DW 11G also has a new look and color scheme.

2.1 11G Home Page
The Home page has a list of Recent reports as well as a Menu Bar that is visible regardless of the Dashboard or report or drilldown you are using.
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2.1.1 Menu Bar/Home
 This menu bar will remain as you navigate through your dashboards and reports.  To return to the Home page, just click the Home button.
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2.1.2 Dashboard Navigation
10G --navigation to different dashboards was done using the links at the top of the page.
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11G -- Report Navigation is now a drop down menu that is constantly visible as you select your dashboard and navigate to your report tab.  This allows the user to easily navigate between Dashboards from within any report or return to the DW Home page.
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The dashboards are arranged in alphabetical groups.

· Click the group to reveal the link to the actual dashboard.

· Click the dashboard link to go to the Home page for that Dashboard.

· Notice that Manage My Budget is now under the Administrative group

· The last dashboard/report you visited will be displayed at the top of the list as “Most Recent.  You can click this link to quickly return to that dashboard/report.

· The groups will remain in the status you leave them. Close groups you don’t use for a cleaner look.
2.1.3 “New”
This feature is not supported at this time. 
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2.1.4 “Open”
Another way to access your most recent reports.  Although Drill downs are shown, they error out.  Do NOT use the drilldown links at this time.  Drilldown data changes and so the link will not be able to find your last drilldown location.
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2.1.5 Name/My Account
Use this optional feature to set the dashboard you would like the DW to open with for you.  This feature is available in DW 10G as well.
· Click on your name
· Click on My Account
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· Click the Search button for Starting page and select the dashboard you would like the DW to open in.

· Leave all other settings as they are.
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2.1.6 Recent

On the Home page, up to 6 of the reports you last visited will display.  Click on them to quickly return to that report, tab or dashboard home page.
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Hover the cursor over the link for more information, click to go there.  It will tell you if it is the tab name or the tab and column selected
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Click Open to go to the report, tab or dashboard.
Click More –

If the Recent location was a report, you can Print the report from here and select PDF or HTML.
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If the recent location was a “tab”, you will see the tab information, something like this when selecting Print
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· The Properties option is grayed out and does not allow users to change the settings.

Navigate to a report

3.0 Dashboards
The dashboards, report tabs and basic 10G functionality remain the same.  However, there are a few changes and enhancements
3.1 Filter Search Enhancements
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The filter search features have been enhanced. 
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· You can now click on the field or use the dropdown arrow to activate the search.

· If the list is short, just click the value you want and click outside the box, no more clicking OK.

· If you need to search, or change the selected item, 

· Every item has a check box in 11G.  Click to check or uncheck the box.
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 By un-checking the ‘Match Case’ & using ‘Contains’ – you can run a broader search – see below:

· Match Case

· Selected values are on the RIGHT side now.
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3.2 “Apply” replaces “Go”
In most places where you would click the Go button, Home tab, run the reports, change column selectors, the GO button has been replaced by “Apply”.
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3.3 Results
OK replaces GO to change the columns selector fields.

[image: image27.png]= Revenue and Expense Summary by Organization (4 Columns)

Business Unit = CSU San Bernardino, Fiscal Year = 2013, YTD Period = 8
Time run: 2/21/2014 2:5409PM
‘Show Column 1: [ Fund Fescr ¥ | Column 2: Dept Fescr v | Column 3: | Class Fdescr

Select Report View: | Summarized

| Column 4:  Acct Cat Fescr

v (e





Column Sort

The new option to sort by column is now available. Hover on the desired column & click ‘Sort Ascending’ or ‘Sort Descending’. The column sort is one column – sorting column w/in a column sort is not available.

· This feature is available on any of the result columns, yellow or blue.  
· Hover over the column and choose Ascending or Descending by clicking the arrow.  
· This is a simple sort.  The whole report will be re-sorted based on that one column.

· Think before you sort.  If you don’t like it, you have to start over or try to select a yellow column to restore the original sort in Ascending order.
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3.4 Page Options/Customizations
Save your report.  The Page Options button is replaced by a Customization button in the upper right corner of the page.  
NOTE:  This Page Options button is not part of the scroll bar so you don’t have to scroll to the top of the page to save a report, the button is always visible.

To save your Home or Report page preferences – click [image: image29.png]


 in the upper right corner of the page– then select ‘Save Current Customizations’.
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Just like 10G, you can Name your ‘Customization’.  Check the box to save it as your Default.
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Next time Click the Customization button, select ‘Apply Saved Customization’ and select your report name, just like 10G.

[image: image32.png]Fodefauit) Apply Saved Customization  »
Cocsu - Csu Office Of The Chancellor - Budgets - Orig Save Current Customization...





TIP:  Be sure to save your report before making any changes or trying out new features!!

Under the Customization button you also have Print and Export to Excel.  You can also print by scrolling to the bottom of the report as usual.  The Edit button is more visible to manage your saved reports.
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Clear My Customizations will clear the current visible report.  It will not clear the saved report settings.

3.5 Drill down

Click on a numeric field to drill down to the detail transactions, just like in 10G.
· The look of the 11G drilldown is a little different but has the same column information as 10G.
· The same column sort feature is here as in 10 G but uses the little arrows to indicate the activity.  Click on the arrow to activate the sort.

· The sort will sort the entire worksheet by that column.

· Same other features as 10G.
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3.6 Breadcrumbs

DW 11G had added “breadcrumbs” to make it easier to return to different levels of the report and dashboard.

· These can be found at the bottom of drilldowns or reports.

· Use the Breadcrumbs or Return to go back to the main report.
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· Click the Home Button to return to the Home Page
End of Basic new Features—please see the next sections for the more advanced new features of DW 11G.  
4.0 DW 11G - ADVANCED Features
This section will cover the more advanced new features of the Data Warehouse v11G.

11G offers the user far greater flexibility in manipulating their report results with the use of a “Pivot” feature.  This feature lets you create sections from your results and totally reorganize your report.  You can add or delete columns, switch rows to columns and visa versa.  This functionality is referred to as “Pivot” functionality since it resembles the Pivot feature in Excel.  This advanced section will break down each of the elements.  However, some elements can be combined to create an amazingly customized report.
To illustrate the different Pivot features and their functionality, we will start with a basic report and then demonstrate each of the features.

For additional information on using Pivot in other DW reports, please see the Appendix in the back of this guide.

4.1 Set up a sample report
For training purposes, we will all use the same report format.  Back at your desk, recall this report, substitute your Dept. values and re-save. 

· Create a report with multiple DeptIDs and all of their funds in SBCMP, expenses only.
At the Home page, navigate to the Operations dashboard, Home Tab, (use Recent, Dashboards, Open- Recent/Most popular)    

Tip:  if you selected a report in the Operations dashboard, use the Breadcrumbs to quickly get to the home Tab by clicking on the far left breadcrumb.
· BU = SBCMP  Budget Ledger  = Standard Budget Group     Scenario = blank       Click “Apply”

· SAVE as the Default in Page Customizations or choose Edit and select from the list to make it the default.

· Select the Organization tab

· Select the 3 column report

· FY = 2013     Per = 7
· Account Type = 60        TIP:  Click 60-Expenditures then click outside of the box to select.
· Fund = uncheck the X (Click outside to Save)  or clear your selections.  Fund should be blank for this sample. 

· DeptID = C0900-C0915  select this range of DeptIDs
· Click Apply
· Column Selections = 1-Dept     2-Fund    3-Acct Type   Click OK.

· Report View = Summarized

· SAVE this report under Customizations.  CMP-DW Advanced -original report sample
· Your report should look like this.  For this training, we will refer to this as your original report.
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5.0 Pivot /selection menu

In most reports in DW 11G, you will have the option to modify your results using a pivot menu.  This menu can be activated by hovering your cursor over a result yellow or blue header column until a gray bar appears.  
TIP:  BE SURE TO SAVE your original report so you have it to return to if you make a selection that is difficult to restore.   

TIP:  Changes made using the Pivot menu can be Saved.  Save each change if you like it while you are building a new report so that you don’t have to go all the way back to the original and start over.  Include the changes in the new name.
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Your cursor will turn into a + sign with arrows on the ends.  RIGHT Click to activate the Menu
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From this menu, we will explore the Pivot functionality.

5.1 Sort Column
This option gives a variety of sort options for the specific column.  The sort selection will affect all data rows related to the values in the selected column.

Ascending/Descending sort can also be quickly activated using the arrows visible in the yellow column heading without activating the Pivot menu.
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5.2 Exclude Column

Clicking this option will remove the column from the report.  This is useful if you decide you don’t need all the original yellow columns you have selected.  You will NOT be asked if you are sure, so BE SURE YOU WANT TO DO THIS.   Restoring the column will be covered in the next section.  
· When a column is deleted from a report, it re-sorts based on the new yellow column order.
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NOTE:  Excluding a column appears to only work on the Yellow Columns.  For example:  You can’t delete the Budget or BBA column to simplify a Trust report.
5.3 Include Column
This selection allows you to add indicated columns to your report without having to go and choose a higher column option from the report tab.  The list of options includes chartfields, and other static fields as well as calculated fields.  DO NOT CHOOSE a CALCULATED FIELD that you could see by selecting a different Report View.  Only add items that would be available in the column selection dropdown list.
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Example:
Add a Project column after the DeptID column to our original report.

· Hover over the DeptID column header till the gray bar appears.  

· Right Click, 

· Select Include Column, 

· Click on Proj Fdescr
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Exclude the Proj column that was just added.
· Hover over the Proj column until the gray bar appears

· Right Click to activate the Pivot Menu

· Click on Exclude
The column is gone.
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5.4 Move Column
The Move Column option allows you to reposition the column to the right or left. Create Prompts or Sections using the values in that column. Or in true Pivot fashion, you can move the column values from rows to column headers. 

5.4.1 Move column Right or Left

 You will have the option to move right or left depending on where the column you are selecting is located in the report.  Ex, if the column is on the far left, as the DeptID is in our sample, the Move Column menu will only show the option to move it to the right.  See below.
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5.4.2 Move Column to Prompts

You can take a yellow result column and make it a Prompt with the values being the options in the Prompt dropdown menu.  This functionality is similar to the Pivot table option in Excel. 
· USE: Create separate report pages for the values in the selected column.
Sample:   Create separate reports for each department from the original report.
TIP:    You can create report Prompts from any of the result columns but some make more sense than others.
· Hover your cursor over the top of the yellow Dept column.  

· See the Gray bar appear.  

· Your cursor will turn to a cross with pointed ends.
· Right click, select Move Column to Prompts, Click.

· The report will process and display the newly created prompt with a dropdown menu.

[image: image46.png]! Ledger Summary by Organization (3 Columns)
Business Unt = CSU San Bernardino, Fsca Year = 2013, YTDPeriod = 8
Time run: 2242014 1

1954

Show Column 1: DeptFéess © Colmnz Redriess v Colma: ActTperiess  + [0€]

Select Report View: Surmaized
[DeptFdesar

Fund Fesar |AcctType Fdescr |Rev Budget [TotActusls [TotEnc 884 % Used
G000 ~CNS DeanAcadl instructon Il s 115 - TF435-CNS Commencement Trus 60 - Expenditres | @1.27) om0 2127
RS115 - TF485-CNS Commencement Trust Total (21927) 000 2197
RY042 - TFL SCHNATURAL SCI 60 -Erpendures | 39631447 4175599 115344 34340504 11%





You have just created a prompt menu for your DeptIDs.  Use the Drop down to select the department for the report.  You can print just that department’s Report using the print feature at the bottom of the report or up in the page Customization menu.
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· You can create a Prompt using any of the yellow columns in a report.
· Moving a yellow column to a Prompt and back to a column will restore the subtotal.
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Move the Prompt back to a column 

· Hover the cursor over the left end of the Prompt field until a small, gray bar shows.  

· Right click

· Select Move Column, To Rows
· The column will be returned to the left end of the yellow area
· Tip:  Click the little gray bar and drag the column to the location you want it in the yellow header area.  When a vertical gray bar appears, release it.
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TIP:  You can also create Prompts by clicking and dragging the gray bar slightly up, until you see a blue bar that says Pivot Table Prompts, then release.

To return a prompt back to where it was, click and drag the small gray bar of the Prompt back down to where you would like the row to be.  Subtotals will be restored for Prompts that originated as yellow columns regardless of where you relocate them in the yellow column area.
5.4.3 Move Column to Sections
In some cases, you may want all of the Departments on the same report but in more defined sections.  Move Column to sections can do that.
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Hover over the column you want to be the section headings(Dept in our sample) , Right click, select Move Column To Sections, Click to select.
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Move section headers to rows 

· Hovering the cursor over the little gray bar at the left end of the Section heading. 

· Right click, Move Column To Rows, click to select
OR  

· Click on the gray bar and drag the column back to the yellow header area where you want it, wait for the vertical gray bar to appear and release.
5.4.4 Move Column To Columns
Sometimes, you may need to have one of your rows become column headers.  This could be due to space limitations or for ease of comparison of data. 

Use the Move Column to Columns option for this.
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Some selections make more sense than others.  Be sure to save your report as you go so you can restore or revert to the original version and start over.

· Hover over the column you want to move until the gray bar appears  (use Fund for this example)
· Right click and select Move Column to Columns

· A row will automatically be placed above the existing column headers
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To move Column headers back to rows
· Hover over the left end of the column row,

· Right Click, Move Column to Rows, Click to select.
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5.4.5 Using Click and Drag
Creating Prompts, Sections and moving Rows to Columns and back can also be accomplished by clicking and dragging the associated gray bar.

A Vertical gray bar will indicate the insertion point or you will see a blue bar indicating Pivot Table or Section Options.
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· Drag a row up to create a Prompt by clicking and dragging the gray bar until this blue insertion bar shows.
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· Drag a Prompt to create a Section. Grab and drag the gray bar on the left of the Prompt and slowly drag downward.  When you see the Sections insertion blue bar appear, release. 
[image: image57.png]Select Report View: Summarized -

Sept s €090 NS e Acad rtucion =

RevBudget [TotActals [Totenc |B8A % Used
60 - Expenditures RS 115 - TF485-CNS Commencement Trust. (219.27) 0.00 219.27. 2





6.0 Drilldown

All of the Move To features in Section 5 can also be used on the drilldown detail to better organize it.

However, you can’t save any of your settings.  Just set the structure for printing reports or on-line analysis.

NOTE:  you may see a Drilldown referred to in the Home tab Recents.  Do not click it, it will error out because it can’t find the data.

· Drilldowns work exactly the same as they do in 10G.  Click on the numerical link in the report to drill to the detail transactions.
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6.1 Delete unwanted columns on Drilldowns

Use the functionality learned in section 5 to reformat your drilldown data right in the report.

Delete unwanted columns one at a time.
· Hover over the column header

· Right Click, Select Exclude Column

· The column is removed
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6.2 Move Columns

Re arrange the columns in the drilldown

· Hover over the column to move until the gray bar appears.

· Right click and select Move Column Right, left, to prompts or Sections

TIP:   Use the click and Drag method to move columns anywhere in the results one at a time.
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6.3 Create Drilldown Prompts

When drilling on a link that contains detail for multiple Depts., Accounts, Funds, etc., you can make Accounts (or any of the columns) a Pivot.

Hover over the Account column

Right Click on the gray bar

Select Move to Prompts
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6.4 Combine features to Create Drilldown Sections within a prompt

· Hover over the Period column

· Click and drag the gray bar slightly upwards until you see the Sections Insertion bar, 

· Release

You have now created Period Sections within the Account Prompt.  This structure will hold for each of the Prompt Accounts.

· Each Section has Section totals on the amount columns, FTE if payroll accounts.
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7.0 Notes on Print/Download in 11G

Depending on the web browser you choose to use with DW 11G, the Print features may have changed slightly.  

Report filters are now shown at the top of the report printout in PDF and HTML.  This may impact the number of pages in your output.  If it is a problem, download the file to Excel and delete these rows.  Then, use the Excel Print Preview and Print features.
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In DW 11G, you can print from several places in the dashboards:

· Home tab > Recent > More link >Print >PDF or HTML  See TIP below

· Page Options > Print (PDF or HTML) or Download to Excel

· Bottom of a Report > Print > PDF or HTML

TIP:  If you Save a report as a default, and, at the Home Page, choose the Recent link > More > Print option the DW will go directly to that page and report.  Print the report.  

Point at the Recent Link to be sure the link is to a report (reference to 3-5 columns)

[image: image65.png]Hover over the fink for a report
Itwil name the Dashboard, Tab and
columns selected for that report

If-you saved a Default report, the lnk wil

open with that report.
© More >Print-PDF /HTML wil print
i heprins~Fund b gt that report





PDF – may be faster and easier to save, but it doesn’t give you the document flexibility that HTML does.  In PDF, you may be able to choose Landscape vs Portrait on the Print window.

HTML – uses the web browser print functionality.  The browser Print Preview usually offers some ways to adjust your print-out. However, saving an HTML report is not the same as Saving a PDF report.  Test it out.  

· HTML format will print the Dashboard/tab of the report and include Page numbers.
7.1 Tips for printing when using Firefox browser 

· Choose Print PDF option:

· A separate tab opens

· You can print from here or Download to SAVE

· When you choose download, because there is not a SAVE button the window below will appear.

· Choose Open with Adobe Reader
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Once the document opens in Adobe use the Adobe functionality to Save or Print the document as a PDF file.
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7.2 Tips for Printing when using Chrome browser 

To Print/Save in PDF format:

· Choose and Click on any of the Print links

· Choose PDF

· New browser tab should open

· Move cursor towards bottom of document view until Print/Save Menu is revealed.

· Choose Print or Save and proceed as usual for your system.

· Close browser PDF tab and return to DW page.
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TIP:  Take the time to figure out the best way to print documents on the browser you are using BEFORE you need it.  Choose the appropriate print feature for the browser and type of document you are printing. 
8.0 Appendix A – Reporting Ideas Using DW 11G Functionality

This section will show some reporting ideas using the DW 11G functionality.  Try out your own reports with the new Pivot options.  If you are creating reports by hand, see if the new features will make your reporting easier using the DW.

8.1 Open PO/Req Report

For complete information on Open PO reporting in the DW, Please attend the PO Reconciliation class.
Operations > Open POs/or Reqs >Set up filters for your area or college, Click Apply.

Set results columns, click OK to change.
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8.1.1 Sample 1—separate report for each department using original result

You want to generate a separate report for each department for your analysis as well as theirs.

· Create a Prompt with the DeptID column

· Hover over DeptID, click and drag the gray bar slightly upwards until the Pivot insertion blue bar shows, release.
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Next…

· Create Sections with the PO column

· Hover over the PO# column, Right click on the gray bar, Select Move To Sections, click to select.
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You can now print a report for each department showing their current open POs.
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If you decide that you would like a different yellow column to show, you can change the show columns if they were not used in a Section or Pivot.

Ex. I want the PO line # to show instead of the vendor

· Change the column 5 to PO Line #, Click OK
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8.1.2 Sample 2---Additional Report Layout link--customized

In the Open PO report tab, you can get all of the open PO lines in one report by clicking the link Additional Report Layouts – Open Purchase Orders in the lower right of the report page.  Do this AFTER you have entered your filters and run a main report.  It can also be done after customizations have been made.  SAVE Original report /any Customizations before proceeding.

NOTE:  the following report formats CANNOT be SAVED.
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This report format comes with Prompts built in.  You can choose the field for the prompt by selecting the Report View desired.

· Choose Open PO by Department
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Your POs are now listed by Dept and PO order with a total for each PO that is open.  This view also shows the lines on the PO that are still open, as well as the Vendor.

Tips:

· Exclude columns that are blank, ie, they have no data and are cluttering up your report.

· Move Columns to where you would like them using the Click and Drag on the gray bar over the column you want to move.
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Within this Department, there are Classes that also have POs.

Create sections by Class

· Move “Class” to a Section
· Hover over the Class chartfield, right click on the gray bar, select Move To –Section, Click.
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Move Vendor Sdescr column to after Program

· Hover over the Vendor SDescr column, rt click on the gray bar, click on it and drag over to a location after the Program column.  When the Insertion bar appears in the desired location, release.
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End Open PO Report samples
8.2 Trust Fund Cash Balance Comparison

This is a great report to see what your cash balance is for all of your Trust funds at once.  No Budget or Encumbrance/PO information on this report.  Actuals only.  Save the customized report as your default for this report tab.

Drilldowns in this report are 2 levels, first drill reveals Actuals by Month, second is to the transactions.

TIP:  the results and any changes to this report may take about 2 minutes or slightly longer to run.  Be prepared. This is due to the complexity of the drilldown features.

1. Operations Dashboard > Actuals Trial Balance > Actuals Trial Balance

2. Select FY and Per

3. Select Fund(s)      (Department users, do NOT select CSU or SCO fund fields)

4. Apply

5. Results—Account Type
6. Report View---All Funds Horizontal
· This may take a few minutes to come up depending on the number of funds.

· SAVE this report,  This will be your Original report.  (Default)
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TIP:  Drilldowns in this report give Actuals by Month results.  Drill in each month to see detail transactions.
8.2.1 Add an Account column to the Actuals Trial Balance report

Adding an account column will give the user more information on their trust fund activity by actual account. The Type will group the accounts for easier identification.

· Hover over account type column header (toward the left end) until the gray bar shows

· Right click and select Include Column
· Select Acct Fdescr
The column will be added to the right of the Account Type.
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· Accounts are grouped by Type (no subtotals though).  See next report modification for subtotals.

· Easily compare activity between funds.  Each fund should have a Grand total of Zero in this format.

· Drilldown on any linked cell to see detail transactions.

· SAVE this format under Page Options.            TIP: Make it the default.
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8.2.2 Account Type as Section for Subtotals

If you want to see Total Assets, Total Liabilities, etc, Make the Acct Type column a Section.

· Hover over the Account Type column to see the gray bar

· Right Click to open the Pivot menu

· Select Move Colum > To Sections, Click to select
· Each Account Type Section now has a Grand Total and is a mini report on its own with its own header row. 

· SAVE this format before moving to the next section
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8.2.3 Add Account Cat and Subtotal at each Category
This format will give you the subtotals that you may be used to for Salaries and Wages, Benefits, Supplies, etc.

NOTE:    See next page if you have left your Acct Type as a Section header

· Add Acct Cat column to the right of Account Type. Make the Acct Cat a Section

· Hover over the Account Type column Rt Click on the gray bar, Choose Insert Column, choose Acct Cat
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· Hover over the Acct Cat column header and Rt Click on the gray bar.  Choose Move Column To Sections
· You now have Subtotals for each Acct Cat Section.  SAVE this format.
[image: image84.png]S rcronss s

(i

P
(Grana votar

o (o Sppeice rigsrvs

[ et roenr ey 70 Actme 70 Acume

Comeuatiris
oty

(A ype [acetres (oacuss o cuss

votat

=

@ ¢

) a0

o689 @so000)

oD

wasson)

e

i R [Smatonavananies Fran

e
Grezeian.
frr e

Gozsss3n|

Gozo8331)

|

aoa5a0)

|

Grioan)

o]

Graon)

Gewen|

()





If you left the Account Type field as a Section…

· Hover over the Acct column, until the gray bar appears, Right click and select Include Acct Cat
· The new Acct Cat column should be added to the Right of the Acct col.

· Click and Drag it to the left.  Or Right click on the gray bar, Right Click, Select Move to The Left.

NOTE:  Troubleshooting…

If the column inserts itself as a column header instead of a row, no worries.  
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· Hover over the left end of the header row until the gray bar appears.

· Click and Drag it to the left of the Acct column until the vertical, gray insertion bar appears and Release.
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Final Actuals Trial Balance report with… 

· Two added columns, Account Type and Acct Cat

· Account Type as Sections

REMINDER:  This report DOES NOT show Encumbrances (POs) or Pre-Encumbrances (Reqs).

This report DOES give you a great way to compare Cash balances, Liability balances and Expenditure activity in your various trust funds. [image: image88.png]10-Assets
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8.2.4 Add Acct Cat as a second Section

If you want to see subtotals for your Account Categories, move that column up and make it a Section

· Right Click on Acct Cat Col, 

· Select Move Column to Sections, Click to select

· Takes a min or two

· Acct Cat is added to the left of the Acct Type Section.  So it is a subsection of the Expenditures Section.

· Section hierarchy goes in reverse order of the yellow columns.

· SAVE this format if you like
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8.2.5 Drilldown in Actuals Trial Balance

Drilldown on any drillable field in the Actuals trial balance to see monthly summary activity.  Then drill again to detail transactions.

· Add columns to this report for more information.

· Click a period link to see detail transactions for that period

· This report CANNOT BE SAVED within the DW.  No Page Options button.

·   Download/Export to Excel or Print to PDF or HTML.  

· Can be saved in PDF or HTML format but not as a report within the DW.
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Added Account chartfield

[image: image91.png]Revenue and xpense Summary by Penod - Actual Tl Babce

Jrotactun

0100 P ety A 550145 i ey S s e S L s B 309837
(G Tt 254400 2056.00 208650/ 149250 267000/ 40900 312450 1073587 3039837





End of Actuals Trial Balance report option samples.

8.3 Grant Manager Report

For single Projects, it may be helpful to use the Acct Lvl3 Descr as a Section and focus on the center section.  Lots of duplicate totals though.  The following suggested report options work best when viewing multiple Grant Funds.

8.3.1 Creating Sections/Prompts—Grant Report

· Create a section or Prompt on Fund Or Project to make the data more manageable

· Use Acct Lvl 3 to create Sections and really separate out the Revenue, Expense and IDC so the user can focus on the Expenditures.  See sample below.

· After reviewing your data, create Prompts to print out just what you want your audience to see.  In Grants, maybe, just the Expenditures that the PI has control of.  Move Acct Lvl 3 to Prompts.
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· Return the Acct Lvl 3 Descr to the correct location by clicking and dragging it until the vertical Insertion bar shows just to the left of Acct Cat.  Release.

8.3.2 Excluding/Including Columns—Grant Report

· If you don’t need Project, try Excluding the Project Column.  If you decide to Include it(add it back), the subtotal will be gone but that is OK because it is on the Fund.  This actually makes your report a little cleaner.

· Use this functionality in other reports where you don’t need subtotals on each yellow column.  Exclude the column then include it.
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8.3.3 Project as a Prompt

If scrolling through a long report with lots of Grant funds isn’t working for you, select a field to make a Prompt.  DeptID, Fund, Project all make good Prompts.

If you have several Grants, try making the Project the Prompt.  It will make your report cleaner and let you look at one grant at a time and print a report for just that grant.
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8.4 Misc notes on using DW 11G

8.4.1 Drill down Pivots and section limits
There are limits to the # of values that can be in a Prompt or Section or the combination of the two.  It may be the order that you do something or a field that will work better as a Prompt than a Section, etc. Try a different way if you encounter problems.  See the example below.

Ex. All trans for college of Soc and Beh

· 9 depts and 41 different account numbers

· Tried to make Dept the Prompt and Accounts the Section and received an exceeded Max. values Error.

· But, made the Account the Prompt and the Depts the sections and it worked.

· Period Prompt then Account as section---exceeded limit

· May also be due to the number of transactions that are being handled.  July and Aug may be OK but 7 mo worth of college transactions in all expense accounts may be too much.

8.4.2 Show Columns/Report View and Pivots

Show Columns

· Set your show columns as much as you can to start. 

· Depending on what Pivot you want to create, you may have to go back and select a different show field in order to Create a Pivot the way you want.  

· This will not change the Pivots you have already created

· If you want to Include a Column and the field you want to add isn’t in the list, (see fields NOT to select in section 5.3)…

· Note what IS available that you CAN select and change your Show Columns to bring in fields that are not available in the “Include Column” option.

Report View

· Select your Report View first, before you start working with Pivots.  If you change your report view after you have created some pivots, it may reset to your original report.

· Some report view changes do not affect the existing Prompt/Section structure.

· Be Prepared!  Save your Pivot changes as you go, just in case.

8.4.3 Creating multiple prompts

You can create more than one prompt.

The second prompt will appear to the left of the first one and be a subset `of the values of the first one.

Not thoroughly tested yet.

You can create more than one Section.

The second Section will appear to the left of the first one and must be a “subset” of the first one.

i.e.   Account is a subset of Acct Cat and Acct Type
Information in these videos is covered in the ADVANCED course and guide.





Only use the link indicated!


Please DO NOT USE any of the other DW links on this page in blue.  These are used for testing and development and may not look like the DW you are used to.





If you click Drilldown and receive this error, simply click the Home, Dashboards, or Open buttons on the menu bar to navigate to a different report.





Uncheck the “X” or “Null” if checked.








Click on More/Search to open the Search feature box.





Uncheck the Match Case to use Upper or Lower case letters in your search.  (10G only allowed Upper Case)


Change the name search to Contains or leave as Starts.  Same options as 10G just named differently.





Search results will highlight the segment of the item that matches your search criteria.


Cursor acts differently and may not change to a pointer so, just hover over the value and click to select and use the Arrows or, double click to select and move selected values to the Right side.





Note:  If there is no default name, you have to type in a name.





Edit your saved reports easier in 11G.  


Change the name, select a default or delete all together.


Click OK to save setting changes.





TIP:  If you delete a column and want to restore it, it may be best to start over from the original report.


A column added back will NOT HAVE SUBTOTALS.


See below for more info on “Including” or Adding columns.





DO NOT CHOOSE:


MTD Enc


MTD Actuals


Orig Budget


Tot Pre-Enc


YTD Actuals


PY Actuals (Per 0)


BBA w/Pre-Enc


These can be added by selecting a different Report View such as Standard or Summarized w Pre-Enc.





“Included” columns:


-- are added to the right of the column where you hover over and activate the Pivot Menu.


--have gray column headings.


--will not have Subtotals.





Notice that “To Rows” is not an option because the column selected is currently considered a “row”.





This is a row insertion bar.  It indicates where the new row will be inserted





Your accounts are now a Prompt and the data is much more manageable.


You can use the print or download features at the bottom to move each section to Excel if needed.
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