REP200U Reporting Online Class

SWEIS

South Carolina Enterprise Information System

REPORTING WITH BEx AND
BUSINESS OBJECTS
REP200U

Welcome to REP200U Reporting with BEx and Business Objects.
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REP200U Index SWEIS

Business
Objects

This online class discusses two tools used to access SCEIS reports,
BEx and Business Objects. The first section of this class is BEx with
five lessons. The second section focuses on Business Objects and
also has five lessons.
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Course 1 - BEx

Course 2 - Business Objects

Click the title of the section you would like to view.
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@ Lesson 1: BEx Overview

@ Lesson 2: Logging into BEx

@ Lesson 3: Generating a BEx Report
@ Lesson 4: Manipulating Report Data
@ Lesson 5: Managing Workbooks

The lessons within the REP200U BEX section include:

* Lesson 1: BEx Overview

* Lesson 2: Logging into BEx

* Lesson 3: Generating a BEx Report
* Lesson 4: Manipulating Report Data

* Lesson 5: Managing Workbooks
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LESSON 1: BEx OVERVIEW

Lesson 1: BEx Overview
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SCEIS Reporting S@EIS

Agencies use reports:
@ View and analyze data
@ Helps to make

decisions
@ BEx used to access Business BE
and run reports Objects =

Business
Warehouse

ECC
prise Core Component

Let’s begin by discussing SCEIS Reporting. Agencies use SCEIS
reports to view and analyze SCEIS data to help make sound business
decisions. SCEIS reports can be found in the Enterprise Core
Component (ECC) portion of SCEIS, BEx and Business Objects. The
BEX portion of this class will teach users how to access and run
reports in BEx.
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/\

Business
Objects

BEXx

Business
Warehouse

ECC

Much of the data in SCEIS is entered or housed in the Enterprise
Core Component, or ECC. Many of the reports in ECC contain up-to-
the-minute data, but are not easy to manipulate.

Nightly, data from SCEIS is retrieved and placed into the SCEIS
Business Warehouse, which creates and updates BEx and Business
Objects reports. Data in BEx reports, or queries, is current as of the
close of business of the previous day. For example, when viewing a
BEXx report on Tuesday, the report contains data that has been
entered through the close of business on Monday.

Reports in BEx are easier to manipulate than ECC reports and users
have more filtering and formatting options in BEx. Business Objects
is discussed in the Business Objects portion of this class.

A list of available BEx queries can be found on the SCEIS uPerform
site.
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LESSON 2: LOGGING INTO BEXx

Lesson 2: Logging into BEx
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WwWw.sceis.sc.gov

To log into BEX, type the SCEIS web address, www.sceis.sc.gov in
your web browser. Next, click the SCEIS Logins button.
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Click the Citrix link.
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I — | Enter SCEIS
T User Name and
R = et Py

click Log On

Enter your SCEIS user name and password, then click Log On.
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12

Click the BEx Analyzer seven point three icon.
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You are now logged into BEX.
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LESSON 3: GENERATING A BEx
REPORT

Lesson 3: Generating a BEx Report
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Opening a Query SWES
& s Microsoft Excel
h Home | Insert  Pageloyout  Formulas  Data  Review v-cwI Add-Ins I Click the Add-Ins
4 S - ® tab
BIU
Alignment Number styles
15

To open a BEx query, begin by clicking the Add-Ins tab.
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Xlld9-0-|=s Microsoft Excel
Home  Insert  Pagelayout  Formulas  Data  Review  View | Adddns
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Click the Open icon and...
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Rl 9- ¢ |5
Home Insert

Microsoft Excel

Formulas Data Review View Add-Ins

Page Layout

...select Open Query.
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| ™ Use Selected System as Defaut |

OK Cancel
I I

Click the PROD

system, then
click OK

18

Select the PROD — BW Production System and click OK. Note: If

you have checked the “Use Selected System as Default” option, this

screen will not appear and you will be taken directly to your default

system.
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SAP Logon at PROD - BW Production System n

oK

Enter your user
information and
click OK

The first time you access BEX, you will need to enter the following
information:

In the Client field, enter 010.
Next, enter your User ID in the User field.
The password is automatically populated.

The Language should default to English, EN. Click OK when you
have entered this information.

Your information will be saved for subsequent logins.
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20

From the Open window, click Roles.
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folder to open it

21

Double-click on the appropriate folder to expand it.
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Now, select the desired query, and then click Open.
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Available Variants
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Many of the BEX queries require you to select values for certain

filters. Filters narrow down the information that is retrieved from the
database. After opening a query, a prompt screen will appear. You
are required to select a value for any filter that has an asterisk beside

the filter.

In this example, we have opened the FM Budget versus Actual report.

The prompt screen appears. The first filter is Fiscal Year. To select a
fiscal year, click the Select from List icon. Note, you can also type the

fiscal year desired in the text field.

In this example, we are going to select the fiscal year from a list of

values.
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Buvzilable Variants

 DATA_PROVIDER_ - FM £ [P TN
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24

From the Select Values pop-up window, click the Show drop-down
menu, and select Single Values.
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25

Select the fiscal year you would like to see and click OK.
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26

The next filter in the example is Posting Period. Click the Select
from List icon.
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R —loixl

27

Click the Show drop-down menu, and select Single Values.
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RN - |olx|
B8 XD|le-a

28

Select the value you would like to filter by and click OK.
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The next filter in the example is Business Area. Click the Select from

List icon and choose the value you wish to filter by.
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You can also enter a range of values for a filter in the prompt screen.
Begin by clicking the Select from List icon for the data field you would
like to filter by. In this example, we will filter by Fund.
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Click More.
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In the Show drop-down menu, select Value Ranges.
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Choose the operator you would like to use.

Next, click the Select from List icon beside the first blank drop-down

box.
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In the Show drop-down box, choose Single Values.
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Select the beginning value in your range of values. You may also type

the value in the Direct Input field. Note: To see the key and text
information for the values, click the Display Key/Text icon.

Now, click OK.
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Click the Select from List icon beside the second blank drop-down
box.
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In the Show drop-down box, select Single Values.
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Select the ending value in your range of values or type the value in
the Direct Input field. Next, click OK.
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Then click the arrow pointing to the right to move the
Chosen Selections box.

values into the
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Click Exclude from
Sel i n to
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from the report
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The green brackets indicate that this range of values will be included
in the report. To exclude this range of values from the report, click
the Exclude from Selection icon. In this example, we would like to
include the range of values in the report.

Next, click OK.
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Click OK.

M

Alternatively, if you would like to type the range of values in the
prompt screen be sure to use the format shown.

You would enter VALUE ONE space hyphen space VALUE TWO. If
filtering by multiple ranges, use a semicolon to separate the ranges.

Continue to select values for the remaining filters. Remember,

required filters will have an asterisk beside the filter name. The other
filters are optional.

Click OK when you have selected values for all desired filters.

© State of South Carolina Page 41



REP200U Reporting Online Class

Selecting Values in the Prompt
Screen

SE

ol Botge o - Mot e
cos  tomts  oun  mew  view | sasan

AOBYSFBPABED

FLIELE R

a@oan

) FMBudgetvs Actual
3 AShwt| EFimer| | mumation |
i
i
orseatusn | g | cmennuspn WoscuEspese | VIO ackmegerss | Buce
e Py
. Chomas
e s [ — T imenm
i serm i s
N e T —r imim
s smEame
» Susrim v sasEinm a6
i T e T
= i smme_vime
B seise
B e
= T e T e T
= 5
B s
= HEn
=
=
= saarie
> Vi
H s
H s
H seom
E] )
B Tkt
= )
o
B
3
o] e 5 B i
e ECERS o

42

Data based on your filter selections will populate in the report

workbook.
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Click Filterto awszc
display the Free
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FM Budgetvs Actual

o Table

Free =
Characteristics
Worksheet Tabs

Let’s discuss the components of the report workbook. The report

workbook screen is very similar to an Excel spreadsheet. The report
title can be found at the top of the workbook. The report results are
located in the Table. The Worksheet Tabs are located at the bottom
of the screen. The available data fields, or Free Characteristics, in
the query are found in the Filter section of the workbook. (Initially,

this section may be hidden. Click the Filter button to view the

available data fields in the query.)

© State of South Carolina

Page 43



REP200U Reporting Online Class

Refreshing a Report

T 9-~- |+ M Budget vs Actual - Microsoft Excel

Home et  Pagelsost  Formulss  Data  Redew  View | Adddns
seanae - AMBE@SFBePABES
8 BRO
Menu Commands -
F18 - o
e F G 3 3 T W Formula Bar o g
2 FM Budgetvs
Author JGRANT Status of Data 0462015 0527.01
2
5 AChet| LFiter| | intrmation
‘
12
13
1
vt 5 Yo Balance
Adpstments Before Other Transactions

15 Commtments
6 ‘GENERAL FUND TS01014 | $185517.00,  $311800, 518863500 I ) | sieseso0] $ 188,635 00|
{4 5010140000 | T 5803804 514040010 -5 140.400.10] -5140,600.10]
18] 7 501050 570500 $70500 570500 570500
1 5010500000 | T | T | sTo3 16| 570316 T 570316
2 [ so1058 | seatiaTioe]  s1s836721] s8ess1137e | | _ssess 3ol | saeseanare
2 [ 01080000 | I | | S35 28 SSS17E% 58| 559175358 S000]  -$5917.5%S
2 [ 501060 | $1600,11300]  $22857038] §1828,683.38] | | 5182868338/
E) 75010600000 I T s6i95867| S124136475] 512139479
2 5010850001 =a! 1 | $10.347.40, 18530645 5 165,306.45
2 [ 561070 $420,060.00] $52103.41]  s4r2,16341] | ser216341
2 5010710000 323183 ST 27T 33727736

44

To refresh a report and select different filter values, click the Change

Variable Values icon.
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The prompt screen appears. Change the filter values as desired and
click OK.
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Data based on your new filter selections will populate in the report

workbook.
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LESSON 4: MANIPULATING REPORT
DATA

Lesson 4: Manipulating Report Data
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In many BEXx queries, there are additional data fields you can add to

the report that are not seen in the default view. To add a column,
right-click within any cell and select Query Properties.
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The Query Properties window appears. Select the Navigational State
tab. The data fields in the Free Characteristics box are available to
add to the report. Select the data field you would like to add, and use
the left arrow to move it into the Rows box.

You can use the up and down arrows in the Rows box to reorder the
columns.
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Adding Columns SWEIS
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Once you have added the data fields to the Rows box, click OK.
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You can also move a column to a different location in the report. To
move a column, right-click within any cell and select Query
Properties.
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The Query Properties window will appear. Click the column you wish
to move and use the up or down arrows in the Rows box to reorder
the data fields.
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In this example, we have moved Funds Center after Fund. Next, click

OK.
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Notice the Funds Center column is now after the Fund column.
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Removing Columns
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To remove a column from the report, right-click on any cell and select

Query Properties.
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The Query Properties window will appear. Select the data field to
remove, and use the right arrow to move it into the Free

Characteristics box. In this example, we are removing Funds Center
from the report.
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Removing Columns SGEIS
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Next, click OK.
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Removing Columns
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Notice the Funds Center column is no longer in the report.
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In some columns, you will notice a value is repeated several times.
To suppress repeated values in all columns, right-click in a column
and select Query Properties. Note: The values in most queries are

suppressed by default.
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Suppressing Repeated Values SEEIS

60

Click the Display Options tab, then check the Suppress Repeated
Key Values box.
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Suppressing Repeated Values

SGEIS

South Carciea Exterprse nformaticn Sysiom

Meny Command:

g eiz/e e BB NRRRINN

=588

Inset Page Layout
AMBYsFpePABRES
caRaRe e

Formulss  Dats  Review

View

M Budget ve Actusl - Microsoft Excel

38 -
ag F G W -
~ FMBudgetvsActual
Author JGRANT
crat | (Fiter] | inomaticn |

["sucsom 8]
["Bacsomm

T )

G uman € g

| OR-Human Cap Magt

88.C BOARD (8UD)

Status of Data 08/182015 06 6052

Origins! Budget

Budoet
Aguviments

Bawnce
Bators

_SSAN15.18]
$1.310.000.00
316209900
3167054 00

TiaTe  Ss Tow S0 Som
1 [ sisserroo] sissEroo] sisssiro] J—)
[ swssine| S1s 1700 I [ sissimoo] J— )
si7aE SimiE s St
T T - T “sTrae] sratves] s1mives) J—
T TN I o0 I 4500
| I 3405 | |
I i srias] I
1 I I 1 s1e000] 1
| Sessiriee] sossriEs [ 1
s3o000 30000
S5t st08] 531151080
s

Notice that the values in the query are only listed once.
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In some queries, you will notice yellow Result rows. Result rows
provide subtotals of the columns to the right of the column desired. If
you would like to remove or suppress result rows, right-click within a
cell where the results begin and choose Properties.
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Click the General tab. In the Results Rows drop-down box, select
Always Suppress. Next, click OK.
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The results rows will no longer appear in the report.

© State of South Carolina

Page 64



REP200U Reporting Online Class

SWEIS

Br [
Budget D,
oo |

15 |
i T sotora |_siwssiz00]  s311800] 518863500
7 5010140000 | T T T 80304
18 7 sot050 570500 570500
1 5010500000 |
2 7 sot0se | SeRiIaTIo0 $18536721) S8eBITATS|
21 010580000 | T I I 33295328
2 Tso1080 | 5160011300 522857038 3182868938
Y] 5010600000 I 5619586
2 5010850001 | | $10347.40
2 501070 | saooeo0]  seaiaa seraieaa|
% 5010710000 523183
z 5010720000 510500
2 5010870000 5160000
» 5010890000 $1.40318
% 5010970000
3 5020010000
2 5020030000 341165
3 5020050000 5427
) 020070000 123810477
» 620070001 | I I
» 7 sozo0m0002 | I I I 55635000
3 5020070003 320538550
3 020070004
%» 5020080000 54530
) PO T | $675483
at 0z Back One Navigation Step 5878
@ 5020100000 BacktoStart 358000
a 020110000 52860
“ [ sa20120000 Convatin fomia Saars
Pt 5021220000
“ ¥ 5021330000 Condiendion
a7 T soz133000s || Keep Fiter Vakue on Axs
“ 7 5021330004 Select Filter Value...
© 1 5021340000 Filter and Drill Down By
£ T s021400000
51 75021430000 | Swap Commitment kems With » |
2 021450000 | ildam Accoading »
5 7 so21as0001 Asan i - i i
) 7 soz1460000 Lot
55 T s0z21470000 Swap Aves |
= 5021480000 2
s ¥ Sozisoo000 | Sont Commitment ems O =
- o e §
] 0215200 Cronube
& £021530000 Query Properties... 65
& [ saz1s40000 Goto » I T

030010000 . Siiges

To add results rows (or subtotals) to a particular column, right-click in
the column to the right of the column you want to subtotal. For
example, to add a subtotal for each Fund, right-click in the
Commitment Items column and select Properties.
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Click the General tab. In the Results Rows drop-down box, select
Always Display.
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Next, click OK.
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You should now see subtotals for each Fund.
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To get an overall subtotal, right-click in the first column of the report
and choose Properties.
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Click the General tab. In the Results Rows drop-down box, select
Always Display.
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Next, click OK.
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Displaying Key and Text SWEIS
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Some values, such as Commitment Items, have corresponding text
information that describe the Commitment Items numeric value, or

key. To display the key and text of a field, right-click within a cell in
the desired column, and select Properties.
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™ Cumulate Values
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Click the General tab. Under the Display drop-down menu, select
Key and Text. Next, click OK.
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A new column is added with the text that describes the Commitment
Items key values.
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Some data fields are calculated key figures, or measures. Some
report measures are created from a calculation of other measures.
These are denoted by an arrow pointing to the right in the top left
corner of the column header. Clicking this arrow will display the
measures used to calculate the data field. In this example, we will
expand the Commitments and Other Transactions column.
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Notice that additional columns appear after expanding the
Commitments and Other Transactions column. The values in these
columns are used to calculate the Commitments and Other

Transactions.
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You can apply a filter to the BEx report to display only the data you
wish to see. Begin by clicking the Filter button to display the Filter

section. The filter section options will display to the left of the

worksheet.
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Next, right-click on the desired field in the Filter section, and choose

Select Filter Value.
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In the Show drop-down menu, select Single Values.
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Select the value you wish to filter by, and click OK.
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The filtered value will
shown here.

appear in the Filter section of the report as
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To remove a filter, right-click on the filter and select Remove Filter.
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You can save any changes you made to a report in your BEX

Favorites folder so you are able to access your format each time you

log in to BEX. To save a report, or workbook, click the Save icon.
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Next, select Save Workbook.
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Select the Favorites folder, then title your report in the Description
field. Next, click Save.
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Sometimes it may be beneficial to have data from two queries in the

same document or workbook. You can add a second query in
another tab of the report to compare data easily.

In an open workbook, click Insert Worksheet in the bottom left corner

of the spreadsheet.
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On the new worksheet, click the BEx Analyzer drop-down menu and

select Design Toolbar. Next, choose Insert Analysis Grid.
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Click the cell that contains the design image.
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In the Properties of Analysis Grid window, click the Create Data
Provider icon.
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Next, click the Assign Query/Query View icon in the Create Data
Provider window.
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Choose the desired query and click Open.
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Click OK within the Create Data Provider window.
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Click OK at the Properties of Analysis Grid window.
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Click the BEx Analyzer drop-down menu, then select the Design
Toolbar. Next, choose Exit Design Mode.
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You will see the second query appear on the worksheet. Save the

workbook if desired.
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Bl saveas
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You can email a BEx report or workbook to other BEx users. First,
you must Save the workbook to a place on your computer. Begin by
clicking the File menu, then selecting Save As.
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Save As [ |
Q0 = ~ AppData v Local + Temp v 6 v BW ~ Analyzer ~ Workbooks + §23 [[Search Workbooks 2]
Organize v  New folder = v @
2l Name ~ | Dstemodfied |
Favorites -
L2 @) FM Budget vs Actual My Version 6/23/20159:45 AM
) zFM_ZPU_C02_Q009 6/23/2015 8:21 AM
% Downloads
4 Libraries
9 Documents
& Music
& Pictures
B videos
% Computer
4 CD/DVD Drive (D: on WI_onsKRBIUQPqqyAKpy) Choose a
a Local Disk (C: on WI_onsKRBIUQPqqyAKpy) location on
{ your
3 Network Drive () on WI_onsKRBIUQPqqyAKpy) 5
computer to
&3 Network Drive (L: on WI_onsKRBIUQPqqyAKpy) >
# Network Drive (Q: on WI_onsKRBIUQPqayAKpy) save the report
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Authors: 027330 Tags: Addatag Title: Add a title

I™ Save Thumbnail
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//_.l

Choose a location on your computer to save the report. Please note
that the Desktop location under Favorites is your Citrix Virtual
Desktop. This is not your computer’s Desktop.

To make sure you are selecting a location on your computer or

network drive, expand the Computer menu to view a list of available
drives.

© State of South Carolina Page 99



REP200U Reporting Online Class
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Change the File name if desired, then click Save.
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In an open email, locate the BEX report on your computer and attach
it to the email.
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The emalil recipient should save the attached BEX report to a place on

their computer.
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To open the BEX report, the email recipient must be logged into BEXx.
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In BEX, the email recipient should click the File menu, then select

Open.
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The email recipient should locate the BEx report on their computer,

then click Open.
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If the security warning, “Macros have been disabled” appears, click

Enable Content.
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The email recipient can now view the BEx report and make any
necessary changes. Any changes made should be saved in BEX.
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@ Lesson 1: Business Objects Overview
@ Lesson 2: Logging into Business Objects

@ Lesson 3: Navigating the Business Objects
Interface

@ Lesson 4: Running, Exporting and Saving
Reports

@ Lesson 5: Editing and Filtering a Query
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The lessons within the REP200U Business Objects section
include:

* Lesson 1: Business Objects Overview

* Lesson 2: Logging into Business Objects

* Lesson 3: Navigating the Business Objects Interface
* Lesson 4: Running, Exporting and Saving Reports

* Lesson 5: Editing and Filtering a Query
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SWEIS

South Carolina Enterprise Information System

LESSON 1: BUSINESS OBJECTS
OVERVIEW

Lesson 1: Business Objects Overview
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110

Let’s begin by discussing SCEIS Reporting. Agencies use SCEIS
reports to view and analyze SCEIS data to help make sound business
decisions. SCEIS reports can be found in the Enterprise Core
Component (ECC) portion of SCEIS, BEx and Business Objects. The
Business Objects portion of this class will teach users how to access
and run reports in Business Objects.
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Much of the data in SCEIS is entered or housed in Enterprise Core
Component, or ECC. Many of the reports in ECC contain up-to-the-
minute data, but are not easy to manipulate.

Nightly, data from SCEIS is retrieved and placed into the SCEIS
Business Warehouse, which creates and updates BEx and Business
Objects reports. Data in Business Objects reports, or queries, is
current as of the close of business of the previous day. For example,
when viewing a Business Objects report on Tuesday, the report
contains data that has been entered through the close of business on
Monday.

Reports in Business Objects are easier to manipulate than ECC
reports and users have more filtering and formatting options in
Business Objects. BEXx is discussed in the BEXx portion of this class.
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Like BEX, Business Obijects is a tool to access SCEIS data from the
Business Warehouse. Everything that can be performed in BEx can
be done in Business Objects; however, Business Objects offers more
features and functionality than BEX.

» The formatting and chart features in Business Objects provide
more professional-looking reports

» Business Objects provides the ability to schedule reports and
automatically distribute them to the inboxes of multiple users
located in Business Objects

* Business Objects provides the ability to combine queries, or
reports to compare:

» Fiscal years
» Data from different queries

» SCEIS vs. Non-SCEIS data (for example, Excel
Spreadsheets)

» Business Objects provides the ability to create variables to provide
more dynamic report functionality

» The maximum report size is larger in Business Objects than BEx
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SWEIS

South Carolina Enterprise Information System

LESSON 2: LOGGING INTO BUSINESS
OBJECTS

Lesson 2: Logging into Business Objects
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To log into Business Objects, type the SCEIS web address,

www.sceis.sc.gov in your web browser. Next, click the SCEIS Logins

button located in the horizontal navigation bar.
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Logging into Business Objects
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Click the Business Obijects link.
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Logging into Business Objects

———————————
South Carolina State Government

CEIS Business Intelligence

Enter SCEIS User
Name and
Password, then
click Log On

Enter your SCEIS user name and password. Choose Windows AD

for Authentication. Next, click Log On.
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SWEIS

South Carolina Enterprise Information System

LESSON 3: NAVIGATING THE
BUSINESS OBJECTS INTERFACE

Lesson 3: Navigating the Business Objects Interface
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After logging into Business Objects, the Home tab will appear as
shown. Reports that have been viewed recently will appear in the My
Recently Viewed Documents area. Most recently scheduled reports
will appear in the My Recently Run Documents area. In the My Inbox
area, the number of unread Business Objects items will be listed. A
link to the Web Intelligence portion of Business Objects is located in
the My Applications area.

SCEIS does not use the Alerts feature.
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Documents tab

Title
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T |
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oSd)smbedAle‘ts
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Folder
Web Intelligence

By clicking the Documents tab, users can view the reports and folders
they may access. The My Documents panel appears by default after

clicking the Document tab. The My Documents panel contains a My

Favorites folder and the Business Objects Inbox.

SCEIS does not use the Alerts feature, therefore the My Alerts and

Subscribed Alerts folders will not be utilized.

Reports that are saved in the My Favorites folder are your personal
reports, and cannot be viewed or modified by other users. The My

Favorites folder is sometimes called your personal folder.
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Users can send Business Objects reports to other Business Objects
users through the Inbox.
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The Folders panel can be opened by clicking Folders in the lower left

corner of the page.
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122

The Folders panel contains the Public Folders you have access to
view. Public Folders are those created by the SCEIS Reporting Team

and can be viewed by users, depending on their security access.
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Delete or Cut and Paste reports in

View reports in Public Folders Public Folders

[

Copy reports from Public Folders
and Paste them in My Favorites

Save reports to Public Folders other
than their agency’s shared folder

Save reports to their agency’s

Create new Public Folders
shared folder

Delete Public Folders

Edit reports in Public Folders 12

Users have access to run reports in Public Folders, but cannot edit
them unless a copy of the report is saved in their personal, My
Favorites folder, or if you are the owner of the report. This chart
illustrates what users can and cannot do with reports in Public
Folders.

Users can:
View reports in Public Folders

Copy reports from Public Folders and paste them in the My Favorites
folder

Save reports to their agency’s shared folder

Users cannot:

Delete or cut and paste reports in Public Folders

Save reports to Public Folders other than their agency’s shared folder
Create new Public Folders

Delete Public Folders or
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Edit reports in Public Folders
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Each agency has a shared folder in the SCSG folder. The shared
folder is a folder that only users at the agency can access. All users
at the agency can view the reports in this folder; however, only users
with the appropriate security roles can run reports.

Enterprise reports and report templates can be found in the SCSG
Enterprise folder.

© State of South Carolina

Page 124



REP200U Reporting Online Class

Searching for a Report S@EIS
;T:‘:: :ki:“ % B 2. Th;:e search
R ;:te;:a ia:d cllii:
:ﬁ 1. Select the DI
—— folllcll‘:r.zt;u s:lrl;l.lhld

125

To search for a report, select the folder you would like to search.
Enter the search criteria in the search box and select the magnifying
glass icon located in the upper right corner of the page or press

Enter.
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You can also search for a report by using the Search screen under
the Categories tab. Here you can refine your search results by type,

location and refreshed time.
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SWEIS

South Carolina Enterprise Information System

LESSON 4: RUNNING, EXPORTING
AND SAVING REPORTS

Lesson 4: Running, Exporting and Saving Reports
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Enterprise reports are official SCEIS created reports that can be
found in the SCSG Enterprise public folder. You can easily identify
enterprise reports by their title. The title of an enterprise report will
begin with “Official SCEIS” as shown here.

© State of South Carolina Page 128



REP200U Reporting Online Class

g I I South Carciea Ederprise formaticn Sysiom
P-ac||@scasa
i [ Citrix Access Gateway < SurveyMonkey - My Surve... B Suggested Sites v Google [ Enhancement Requests [7] SCEIS Contacts [7] SCEIS SharePoint &) SCEIS Website & Website Adr}
SWEIS * wecome:
Home | Documents.
View = Mew - Organize - Send - More Actions = | Details
My Documents Title + Type
Folders B | Aceounts Payable Folder
=2
! Public Folders 1 | Accounts Receivable Folder
Auxditing 1 | Dashboard Components Folder
Dota Federation || Finance Report Templates Folder
55 Patfrn Semrch Scheciing 1 | Generl Ladger Foloer
- Grant Report Templates Folder
& ¥ | official SCEIS FI - Analysis of Expenditures by Minor Commitment Item (427 Equivalent) Wieb Intelgence
. SCSG Enterprise: ¥ | Official SCETS FI - Appropriation Balances (477 Equivalent) Vieb Intelligence
Accounting ! | official SCEIS F1 - AR Aging (Summary) ‘Web Inteligence
- Colleges and Universities ¥ | Official SCEIS F1 - Available Cash (404 Equivalent) ‘Wb Intelligence
Controlling ¥
Finandal 2 penditures (424 Equivalent) ence
SW Rev Reports - o
¥ 1 Year-End Reparting P~
2 foace
= Mobile
Human Rasources
! ¥ | F1 vendor Expenses (summany) eligence
Dashbcard 153 | Grant Monitor soace
I3 Organizational Management ==
BEx queries oasmeet Lk
. Pessonnel Administration i) 2
) BEx queries. e ’
X" peals
) 1o mstansle Mansgament 129

To run an enterprise report, navigate to the appropriate public folder.
Right-click on the enterprise report you wish to run, and select View.
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Running an Enterprise Report

SWEIS

Prompts

e e | et A= Fecen {optir

¥ Agency Appropriation -~ Refresh Values %3
v Business Area From of the list, dick

Business Area To the Refi

v ™ Fiscal Year (Single Value - Required) SC/2015 I

¥ Functional area

¥  Fund From

¥  FundTo

¥ Funds Center From

¥ Funds Center To

¥ GAAP Budget Code From

V¥ GAAP Budget Code To

¥ GAAP Fund Code From fo30 x -

V¥ GAAP Fund Code To

¥ GAAP Z Indicator From

¥ GAAP Z Indicator To

¥ Grant Number Selection v
. bkl P ki .

* Required prompts

>

<

E

130

A “Prompts” window will appear. Prompts are filters that allow you to
narrow the data that is shown in the report. Required prompts are
marked with an asterisk. You must select a value for a required

prompt.
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1. Select
Prompts Business Area L%
From field
v i -
Refresh Values ¥3.

v Business Area To the Refresh values button

v ™ Fiscal Year (Single Value - Required) SC/2015 =

v Functional area

¥ Fund From

¥ FundTo

¥  Funds Center From

v Funds Center To

'

GAAP Budget Code From 2. Type your

¥ GAAP Budget Code To g

¥ GAAP Fund Code From f030 x [# -] b s% Warea
v GAAP Fund Code To Tl

¥ GAAP Z Indicator From code and click
v GAP Z Indicator To binocuianicon
¥ Grant Number Selection n

At ittt B i,
* Required prompts

OK Cancel
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In most reports, it is practical to select your Business Area (or
agency) to only show data from your agency. Most likely, you have
security rights to view data from your agency only.

To select your agency, in the Prompts window, click the Business
Area From field. Type your agency’s business area code in the
search box, then click the binocular icon.

© State of South Carolina Page 131



REP200U Reporting Online Class

Running an Enterprise Report

<
June 9, 2015 9:40:36 AM GMT-04:00
f030 & -

2
2
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Now click to select your agency’s name. Use the right arrow to make

your selection.
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Prompts
s e o
|~ ___Agency Appropriation

Refresh Values %3 §

Business Area To LovBusiness AreaBase

* Fiscal Year (Single Value - Required) SC/2015
Functional area
Fund From
Fund To
Funds Center From
Funds Center To
GAAP Budget Code From
GAAP Budget Code To
GAAP Fund Code From
GAAP Fund Code To
GAAP Z Indicator From
GAAP Z Indicator To
Grant Number Selaction v

< >
June 8, 2015 9:40:36 AM GMT-04:00
030 o -

CLLLLL LYK

* Required prompts

BUDGET AND CONTROL BOARD

| o Cancel

s
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Notice that your agency name is now shown in the Business Area

From field.
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L3

Prompts
o Refresh Values 5 |

To see the content of the list, click >
the Refresh values button. -

* Fiscal Year (Single Valus - Required) SC/ 2015
Functional area
Fund From
Fund To
Funds Center From
Funds Center To
GAAP Budget Code From
GAAP Budget Code To
GAAP Fund Code From f30 i -
GAAP Fund Code To
GAAP Z Indicator From
GAAP Z Indicator To
Grant Number Selection N

A A O A N S LY L

* Required prompts

;
{
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Next, click the Business Area To field. Repeat the same steps to
select your agency.
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UUSI eSS miEE | U DU LIV RV UL R . =
v * Fiscal Year (Single Value - Required) SC/2015 ~
¥ Functional area LowPosting PericdBase
¥  Fund From v BT
¥  FundTo ® 9|00 A
¥ Funds Center From @ 10| 010
¥ Funds Center To e 11011
V' GAAP Budget Code From @ 12]012
¥ GAAP Budget Code To 3
V¥ GAAP Fund Code From @ 14014 v
¥ GAAP Fund Code To ® 15]015
¥ GAAP Z Indicator From June 9, 2015 12:00:09 PM GMT-04:00
¥ GAAP Z Indicator To l i vl
¥ Grant Number Selection
¥ __Non Statistical Posti

O

g

OK Cancel

135

To apply additional filters, click the field name in the Prompts

Summary area. Type the value you would like to filter by in the
search box and click the binocular icon, or select Refresh Values to
retrieve a list of values.
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SWEIS

g

¥ = Fiscal Year (Single Value - Required) SC/2015 A Refresh Values &3
v Functional area | LowPosting PericdBase

¥  Fund From v B U

v FundTo ® 9]008 A
¥ Funds Center From ® 10]010

v Funds Center To ® 11|01

V¥ GAAP Budget Code From @ 12012

¥ GAAP Budget Code To

¥ GAAP Fund Code From -
¥ GAAP Fund Code To ® 15015

v GAAP Z Indicator From June 9, 2015 12:00:

¥ GAAP Z Indicator To

¥ Grant Number Selection

¥ Non Statistical Postings #

&) v

¥ State Appropriation

Required prompts

‘

OK
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Select the value you wish to filter by, and click the right arrow to make

your selection.
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Prompts
e S T GO LB LI D CONTROL CORRY sl
V= Fiscal Year (Single Value - Required) SC/2015 A~ Refresh Values 5. :
v Functional area LovPosting PeriodBase El
v Fund From e 10010 =
v FundTo e 1101 A
V¥ Funds Center From @ 12012
v Funds Center To . '
v GAAP Budget Code From ¢ 14| 014
v GAAP Budget Code To ® 15| 015
v GAAP Fund Code From © 16]016 )
V¥ GAAP Fund Code To @ #|000
v GAAPZ Indicator From June 9, 2015 12:00:0 PM GMT-04:00
v GAAP Z Indicator To -
V' Grant Number Selection
V¥ Non Statistical Postings #
v * Posting Period 13 <
V' State Appropriation
* Required prompts
oK Cancel
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Notice that the filter you chose now appears to the right of the list of
values. This is a good way to see the filter you have chosen.

Continue selecting values for each prompt you would like to use.
Remember, required prompts are marked with an asterisk. You must
select a value for a required prompt.

Note: If the key you are searching for is not found, click the drop-
down menu on the binocular icon and select Search in Keys. Try
searching for your key again.
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* Fiscal Year (Single Value - Required) SC/2015

A Refresh Values &3
Functional area LovPosting PeriodBase
Fund From © 10]010
Fund To e 11]011 A
Funds Center From e 122|012
Funds Center To « [T
GAAP Budget Code From © 14014
GAAP Budget Code To ® 15]015
GAAP Fund Code From © 16]016 v
GAAP Fund Code To ® =000
GAAP Z Indicator From June 9, 2015 12:00:09 PM GMT-04:00
GAAP Z Indicator To o~
Grant Number Selection

)

v

ok || conce
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Once you have selected values for the prompts you would like to use,
click OK to run the report.
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FY 2015

F030 BUDGET AND CONTROL BOARD

Summary of Expenditures By Funded Program (424)

PPI130)

Weblneligence + (1) (G B M H L0 |06 @] [ BTek - T oM - % Fesa [ ] Outine
g South Carolina
( ise Information System
SC Budget and Control Board

SGEIS

ioa Esterprne ifomation System

Page
Run Date: 6:9/2015.12:0
Source: FM Budget Vs Al

10000000 GENERAL FUND
Aopropiatons  Curwet Budget
003 s > sat 21008
221080 UNCLASS POSTIONS )
1400008
$710,010.00
o) [0 3
SEZBAIT00  $1.218.802.12  $993.48935
9100.460100.000 $1338447.00  $1.908.603.12___$1630,665.03

2100.180500X000 ETV Coverage - Leg & Total:

9103 181000X00 Tecrnsogy vesmen

0101 010100300 BOARD ADMNSSTRATION

sevamwsc oS stors08%0)
Special ltems Totak: $197.568.00
19100.161000X000 Technology lvestmen Total: $157.568.00
11014 84C BOMRD e o
2188 CLASPEO ROS 0
s o
0% 22
.00 $13.204.90
13001 OTHER CPERATIG [E) [
Other Operating Expenses Totat: $0.00 $8,199.34
10101.010100.000 BOARD ADMINISTRATION Total: 3000 S21.40424
a0t nx s s
Other Operating Expenes Total: $0.00 3000 $0.00
0700.010000.000 OFFICE OF STATE BOGT Totat: $0.00 000 S0.00
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The report should now be populated with the data you selected in the

Prompts window.
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SW@EIS ¥

FO030 BUDGET AND CONTROL BOARD

Welcome:

| Home | Cocuments | Official SCEIS FI - Su... = = © |

Web Inteligence ~ | = [ - | S b | 40 & - NG N = || @ Track ~ F Ol ."= &E] Outline

EalE lcick ion to add simpla repart fiters

s South “wlina

(( EM " Click the Filter tem
=3
: Summary of Expenditures By Funded Program/, Baricon Page 1015
FY 2015 PP:13() Run Date: 6/2/2015-1:01 PM

Source: FM Budget Vs Actual

10000000 GENERAL FUND
Balance Before  Commitments and
Funded Program - Budget Budget Act Cl info. Appropriations Current Budget Othas Transactions  Remaining Balance.
0100.180100 ] 318801000 ssam 3050 1
501080 UNCLASS POSITIONS $110.000.00 4 5000
1500000 [T
$740,010.00 : 5 $62,625.32 $0.00 3
7 oF 92843700 3121880212 320,430 3¢ g 5280421 288 T
Other Operating Expenses Total: SE2BAITO0  $1,248,502.12 5903,489.35 5315,M2.77 52,694.23 SHZE18.54 744
0100.160100.000 Administrative Servi Total: $1,336,447.00  $1,908603.12 _ $1,530,665.03 $377,636.09 52694.23 5375,243.86 _B0.2
0102.100500%000 ETV Coverage - Leg & 512001 OTHER CRERATING 323820000 13838.200.00) 1000 (3838.200.00)
Other Operating Expenses Total: $835,269.00  ($838,269.00) 5000  ($838,269.00)
561000 MISC OFS 383820000 383820000 383820800 388200.00
Special liems Totak: $538,260.00 $538,260.00 $538,260.00 $838,269.00
0100.160500X000 ETV Coverage - Leg & Total: $838,269.00 $838,269.00 $838,269.00 $0.00 $0.00 $0.00 100.0
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After running a report, you can use simple report filters to further

narrow down your report. For example, in the report, “Summary of

Expenditures by Funded Program,” you can add a simple report filter
to show only the expenditures related to Unclassified Positions.

To add a simple report filter, click the Filter Bar

icon.
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Adding a Simple Filter in View Mode SWEIS

S@EIS ¥

PP:13()

Welcome:
[ Fome | Documents | official SCEIS F1-Su... = © o |
Web Inteligence * \‘4J' S8 HL- 0 ¢ v | [@Track ~ 3 Dl ~ 7 Filter Bar r© 2 #E Outhine
= R Bk 7 ‘ South Carolina
= ia e VOEIS &=t sen
H: CllckAddﬂmPlﬂ 'y Funded Program (424) Paovtors

Run Date: 6/9/2015-1:01 PM
Source: FM Budget Vs Actual

YTD Actuat ‘Balance Betore. and
Approprations Current Budget Commitments Other Transactions  Remaining Balance  Spent
388501000 se7a7190 52008173 S04 5000
$110.00000 39208838 390831 s41307 000
$1500000 18,041 48 2 R28
$710,010.00 $639,801.00 $627,175.68 $62,625.32 $0.00
512001 OTHER OPERATING $828.437.00 $1.21880212 $903,469.35 331831277 5280423 381201854 741
Other Operating Expenses Total: $628,437.00  $1,218,802.12 $903,489.35 $315,312.77 $2,694.23 $312,618.54 741
0100.160100.000 Administrative Servi Total: $1,338,447.00  $1,908,603.12 _ $1,530,665.03 $377,938.09 $2,694.23 $375,243.86 802
9100.180500000 512001 383820000 (3235.200.00) 000 ($232.290.00,
Other Operating Expenses Total: $838,269.00 ($838,269.00) $0.00  ($838,269.00)
541000 MISC OPS $83820.00 $2382%0.00 322820000 562228000
Special ltems Total: $638,269.00 $838,269.00 $838,269.00 $838,269.00
0100.160500X000 ETV Coverage - Leg & Total: $838,269.00 $838.269.00 $838,269.00 $0.00 $0.00 $0.00 100.0

The Add simple report filters icon will appear in the upper left corner

of the report window. Click the Add simple report filter

s icon and

choose the criteria to filter by. In this example, we chose Budget

Account Commitment Iltems.
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—
Addi Si le Filter in Vi Mod S(EB
SWEIS ¥ Wekcome
s |
Sh O o) T v | | RTeck » 3 Onll + 7 Flter8ar [ Freeze - 65 Outine
Wl Budget Act CI (All values)
AID ENTITIES
[ALLOC ENTITIES South Carolina
( E ise Information System
SC Budget and Control Board
Summary of Expenditures By Funded Program (424) Page 1015
FY 2015 PP:13() Run Date: 6/9/2015-1:01 PM
Source: FM Budget Vs Actual
BOARD
-
‘Commitments and Pot
Appropeiations Current Budget. Other Transactions  Remaining Balance  Spent
0100.180100.000 Admeisatue Ser o6 sersenn e ) smone 02
s6000838 500 PIR
$18.04148 28282 824
Personal Services Total: $689,801.00 $0.00 $62,625.32 909
12001 OTHER OPERATING CET i ETTE) Tasae T
Other Operating Expenses Total: $1,218,802.12 $316,312.77 $2,694.23 $312,618.54 741
0100.160100.000 Administrative Servi Total: $1,908,603.12 $377,938.09 $2,694.23 $375,243.86  80.2
0100.180500X000 ETV Coverage - Leg & 512001 OTHER OPERATING $833.200.00 3000 (3838.206.00)
Other Operating Expenses Total: $838,269.00 $0.00 ($838,269.00)
81000 MISC OPS 3333200 ¢ $338.206 20 L 383820900
Special ltems Total: $838,269.00 $838,269.00 . $838,269.00
0100.160500X000 ETV Coverage - Leg & Total: $838,269.00 $838,269.00 $838,269.00 $0.00 $0.00 $0.00 100.0
- —
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Notice a drop-down list appears. From the drop-down list, choose the
value you would like to filter by. In this example, we chose

Unclassified Positions.
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SWEIS * Wekcome:

| Home | Documents | Official SCEIS FI - Su...

Web Inteligence = |1 2 F - | S | 50 L2 - - [ Track = '3 Onill = 7)) Filter Bar i Outhne.
1 7 [onciass postrions v ]
s South Carolina
( Enterprise Information System
. SC Budget and Control Board
- Summary of Expenditures By Funded Program (424) Page 10f3
() FY 2015 PP:13() Run Date: 6/9/2015-1:01 PM

Source: FM Budget Vs Actual
F030 BUDGET AND CONTROL BOARD

10000000 GENERAL FUND

YTD Actuai BaianceBefore  Commitments and Pet
Funded Program - Budget Budget Act Cinfo Rpproprisions  CurentBudget  Expense Commaments Othes Transactions  Remaining Balance  Spent
o e Ty 30808838 sa00831 uise 350 “imm es7

Personal Services Total: $110,000.00 $95,088.38 $93,505.31 $4,183.07 $0.00 $4,183.07 957
0100.160100.000 Administrative Servi T $110,000.00 $98,068.38 $93,905.31 $4,183.07 $0.00 $4,183.07 95.7
0101010100000 80ARD ADwISTRATION | 501080 UNCLASS POSITIONS szm 3801000 ss4ama sonor s
Personal Services Total: $82,500.00 $88,010.00 $84,338.93 33,671.07 $3,671.07 958
0104.010100.000 BOARD ADMINISTRATION Total $52,500.00 $88.010.00 564,335.93 S3674.07 SIET1.07 958
0700.150100.000 ADWNISTRATION 501050 UNCLASS POSITIONS $12050000 $13.40000 $120.10052 $10.0308 0008 w28
Personal Services Total: $120,500.00 $139,500.00 $129,106.92 $10,393.08 $10,393.08 926
0700.150100.000 ADMINISTRATION Totg: $120,500.00 $139,500.00 $129,106.92 $10,393.08 $10,383.08 926
700.200000 000 ConF RELC AMaMUsE | 501080 UNCLASS POSTIONS s 35018800 smsan nam sam ens
Personal Services Total: $76513.00 $50,185.00 576,543.92 $3,341.08 $3,341.08 955
0700.200000.000 CONF RELIC RM&MU SEUM Total; $76,613.00 $80,185.00 576,843.92 $3.341.08 $3,341.08 958
2400.000000.000 PROCURE SERVICE DV 501080 UNCLASS POSITIONS 310mm 3180000 sz Rz 2wz we
Personal Services Total: $120,000.00 $73,800.00 $70,902.28 $2397.72 $2,997.72_95.9
2400.000000.000 PROCURE SERVICE Dt'lm\: $120,000.00 $73,500.00 570.902.28 52997.72 $2.957.72 959
143

The report now only shows data for Unclassified Positions.

© State of South Carolina Page 143



REP200U Reporting Online Class

—
Addi Si le Filter in Vi Mod S(EB
Google (] Enhancement Requests [ ] SCEIS Contacts [} SCEIS SharePoint &) SCEIS Website &) Website A
Welcome:
O | | | BTk > 3ol v i FkerBar | [T freeze - @ Outline
South Carolina
( Enterprise Information System
. SC Budget and Control Board
\ iﬁ Expenditures By Funded Program (424) Page 1013
i A
2) Mm FY 2015 PP:13() Run Date: 6/9/2015-1:01 PM
= e Source: FM Budget Vs Actual
F030 BUDGET AND CONTROL BOARD
10000000 GENERAL FUND
YTO Actuat Balance Befors. Comenmants and Pet
Funded Program - Budget Budget Act Cl info. Appropriaions. Cutrent Budget Expense Commitments. Other Transactions  Remaining Balance  Spent.
9130 180100 000 Admswatve Sev £21060 UNCLASS POSTIONS 511000000 P $4300831 s PE) i w1
Personal Services Total: $110,000.00 $98,088.38 $93,905.31 $4,183.07 $0.00 $4,183.07 95.7
0100.160100.000 Administrative Servi Total: $110,000.00 $98.,088.38 $93,905.31 $4,183.07 $0.00 $4,183.07 95.7
9101 010100 000 SOARD AGMIMSTRATION | 201080 UNCLASS POSITIONS 5250000 801000 $24338 9 s s
Personal Services Total: $82,500.00 $88,010.00 $84,338.93 $3,671.07 $3,671.07 958
0101.010100.000 BOARD ADMINISTRATION Total: $82,500.00 $88,010.00 $84,338.93 $3,671.07 $3671.07 9538
3700.150100 000 ADMINSTRATION £01080 UNCLASS POSTIONS 312020000 150000 sim108s2 S0 s s
Personal Services Total: $120,500.00 $139,500.00 $129,106.92 $10,393.08 $10,393.08 926
0700.150100.000 ADMINISTRATION Total: $120,500.00 $139,500.00 $129,106.92 $10,393.08 $10,393.08 925
0700200000 000 CONF RELIC RMBNUSEUM | £01080 UNCLASS POSTIONS sonn 3210800 ss0n 03010 s s
Personal Services Total: $78,613.00 $80,185.00 $76,843.92 $3,341.08 $3,341.08 958
0700.200000.000 CONF RELIC RM&MU SEUM Total: $78,613.00 $80,185.00 $76,843.92 $3,341.08 $3,341.08 958 144

To see all values, click the drop-down list and select (All values).

To remove the simple report filter, click the drop-down list and select
(Remove).
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SGEIS *

Welcome:
Fome | Documents | Officiel SCEIS FT 5w, + =
Wieh Inteligence ~ | [ 2 [~ | S5 # '-‘Ir'-l « | ¢ & - Filter Bar Outline
=21 | 7 Chick icon to add simple report filters | Expart Document As L
TS South Carolina
= L e E ise Information System
SC Budget and Control Board
Click the Export -
icon and select mmary of Expenditurg Program (424) Page 1 of 5
! FY 2015 PR30 Run Date: 6/9/2015-1:01 PM
the format Source: FM Budget Vs Actual
F030 BUDGET AND CONTROL BOARD
10000000 GENERAL FUND
BalrceBefore  Commiments and Pt
Funded Program - Budget Appropriations. Current Budget ‘Commiements Other Transactions  Remaiming Balance  Spemt.
100 180100 000 Admiisrasiu Sen s 01000 s s sspee 603
51100000 se18307 0 P
1500000 e
$710,010.00 $62,625.32 $0.00 .
Y Sz e et Tar
$628,437.00 $1,218,802.12 $315,312.77 $2,694.23 $312618.54 741
0100.160100.000 Administrative Servi Total: $1,338,447.00 $1,808,603.12 $1,530,665.03 $377,938.00 $2,604.23 $375243.86  80.2
100 120200000 ETV Covrage - Leg & £12091 OTHER OPERATING s 3838200 Ty 3534 300,00
Other Operating Expenses Total: $838.269.00 ($838.269.00) 50.00 (§838.269.00)
sei000 MsC OPS e T S ztem S0
Special ltems Total: $838,265.00 $838,269.00 $838.269.00 $838.269.00
0100.160500X000 ETV Coverage - Leg & Total: $838,269.00 $838,269.00 $838.269.00 $0.00 $0.00 $0.00 100.0
100 18100000 Technology mvestmen saronn asc 0P 7800 siars8m00 surssm srssa00
Special liems Total: $98,784.00 $197,565.00 $197,565.00 $197,568.00
0100.161000X000 Technology Investmen Total: $98.784.00 $197,568.00 $197.568.00 $197.568.00

145

Reports can be exported as PDF, Excel, CSV (Comma Separated
Values) or Text files. In View Mode, once the report is run, click the
Export icon and select one of the options:

+ Export Document As — This option will export the entire document
(all tabs in the document) to the desired format.

» Export Current Report As — This option will export only the current
tab of the document.

+ Export Data to CSV — This options allows you to save the report as

a CSV file.

In this example, we have chosen the Export Document As option.

Next, choose the desired file format.
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10000000 GENERAL FUND

Funces Program - Busget

$710.000.00 $0.00 6262537
s an0 z = Sz T

SE2A300  SINMB80217  S9mA8938  SMSIRLTT 269423 $126m84 741

109.160109.000 Adminsstrative Ser Totat: SN SIBE031Z  $15ME6503  SITIM0Y S2a Sors2a% 802
0140 1083000 ETV Coverga - g $12601 OTHER CPERATING. 0820000 #434 28000 T3 (8834.20800)
Other Operating Expenses Total: SH33260.00  (8838.268.00) S000  (3836.280.00)
R maccrs [EE] [TET [ETE) [TEeT
Special ltems Totak: SI260.00  SEI3260.00 $830,265.00 $238,268.00

(159480504000 ETV Caverage - Log & Total 33826000 $83260.00 __$838.260.00 $0.00 5000 5000 1000
40141090300 Technslogy Ivesimen s msc oPs T o) e w0
‘Special liems Total; 3TN0 519756000 $197.562.00 $187,560.00
[H29.161009%000 Technology Investmen Total: S378400 518756000 $187,568.00 $157,560.00

0101010100000 BOARD ACMASTRATIN 01014 BAC BOARD.
1958 CLASSIED PO
NELASS POSIONS

Bersonal Services Total
12001 G P CED
Other Dperating Expenses Total: 33602300 3000 $BAM 855

£181.010109.000 BOARD ADMINISTRATION Total: 3460000 SIeMds  Si2ants 3000 [EETTETITE)

2 corsuEaoeT | o sz 00 sam T
Other Operating

T e S A SR Do vou went o open or save Offcal SCEI F1- Sumenary of Expenditures

By At Pcgraan = Open swve |v/| Concel reol

Click Open or
Save 146

We have chosen to export the report to Excel. Your computer may
ask if you would like to Open the file now or Save it. We chose to
Open the file.
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ode

ah Carcha Es

SEEIS

Pagelayout  Formulss  Data  Review

L ekl Avial ‘b AN ==l Swrep Text gL g | Nomal
Paste 2 o wr B <8 2§ Condmional Format [Calcula
e romatrainter| B £ U S-A- (=B R Emegeacente 2| Formatting a5 ke - L
Ipboard 1 font Augnment
A1 - 3
.| c E F G H 1 J K L M N o P
3 [l South Carolina Enterprise Information System
2 Summary of Expenditures By Funded Program (424) Page 10f1
3 FY 2015 PR30 Run Date: 6/9/2015-1:01 PM
4 Source: FM Budget Vs Actual
5 FO30 BUDGET AND CONTROL BOARD
§ 10000000 GENERAL FUND
Commitments Pec
YTO Actual Balance Before  and Other Remaining Spe.
5 4 Expense Balance -
8 505,000 SITSETIN 52009173 e 000 195643 903
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This example shows the report in Excel. You can modify the report in
Excel and Save any changes to your computer.
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You can save a report to your Favorites Folder or your agency’s
shared folder. You will need to do this before you can modify a public

report.

Begin by clicking the drop-down arrow next to the Save icon and

select Save As.
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Select the folder you would like to save the report to, either in the
Favorites Folder or your agency’s shared folder, located in the SCSG

folder.
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In this example, we are saving the report to the Favorites Folder.
Type the report name in the File Name text box.
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If you select the double arrows under the file type, you can add a
Description for the report. Select the “Refresh on open” option in the

lower left corner of the Save As window to automatically refresh the

report when opened. Otherwise, you will need to click the Refresh
icon to refresh the report.

Click the Save button when you are ready to save.
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You can schedule any report you can access to automatically run (or
retrieve the most recent data available) periodically. This is called
scheduling a report. Each time the report is run, an instance of the
report is created and stored in the History of the report.

To begin, click the Documents tab and navigate to the report you wish
to schedule. Click the report title to select it.
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Click the More Actions icon, then select Schedule.
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If you would like to change the title of the report, type it in the
Instance Title box.
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Click Recurrence on the left menu. Click the drop-down list beside
Run object and select how often you would like the report to run. In
this example, we have chosen Monthly.
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Enter the Start and End Dates and Times. In this example, the report

will run monthly beginning July 1, 2015 through June 30, 2016.
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After completing the Recurrence information, click Schedule in the

lower right corner of the window.
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Each time a report is scheduled to run an instance of the report is
created. To access these instances, right-click on the report title and
select History.
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A list of the report instances appears with the Title of the report
instance and the Instance Time (the time the report was run). To
open an instance, click the Instance Time hyperlink.
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To change the report schedule, find the report instance with the status
of Recurring. If there are many instances, it's best to filter the Status
column to show Recurring only. To do this, click the yellow filter icon
in the Status column.

© State of South Carolina Page 160



REP200U Reporting Online Class

Rescheduling/Changing
Report Schedules

‘Soush Carcina Esterpise hformaticn Systom

SWEIS ¥
[ coames]

\iew, | History — Official SCEIS FI - Summary of Expenditures (424 Equivalent) CL

MVD‘K View v Organize ~  Send ~ More Actions ~

6 3 D

0

ul9, 2015 2:21 PM Official SCEIS F1 - Summary of Expenditures (424 £ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E( Success
Official SCEIS F1 - Summary of Expenditures (424 £{ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS FI - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E( Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success
Official SCEIS FI - Summary of Expenditures (424 E{ Success
Official SCEIS F1 - Summary of Expenditures (424 E{ Success

Jul 9, 2015 1:22 PM
29, 2015 12:21 PM
Jul 9, 2015 11:21 AM
Jul 9, 2015 10:21 AM
Jul 9, 2015 9:21 AM
Jul 9, 2015 8:24 AM
Jul 9, 2015 7:22 AM
Jul 9, 2015 6:21 AM
Jul 9, 2015 5:21 AM
ul 9, 2015 4:22 AM
Jul 9, 2015 3:22 AM
Jul 9, 2015 2:21 AM
Jul 9, 2015 1:21 AM

ul 9, 2015 12:22 AM

R R L LERLERRERLER R

161

Click the Recurring radio button and select OK.
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Click the Recurring instance. Under the More Actions drop-down
menu, select Reschedule.
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Make any necessary changes to the Instance Title. Click the Replace
option in the left navigation. Choose whether to Replace the existing
schedule, or Create a new schedule from the existing schedule.

It is suggested to choose Replace existing schedule if you are adding
or deleting individuals to send the report to.
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After making the necessary changes, click the Schedule button in the

lower right corner of the window.
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LESSON 5: EDITING AND FILTERING A
QUERY

Lesson 5: Editing and Filtering a Query
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Double-clicking a report title in the Documents tab opens it in View

Mode.

© State of South Carolina

Page 166



REP200U Reporting Online Class

View Mode vs.

Edit Mode

7 Cick icon bo add simple repart fiters

10000000 GENERAL FUND

South Carolina
Enterprise Information System
SC Budget and Control Bosrd

Summary of Expenditures By Funded Program (424)

Frans  ee13g

F030 BUDGET AND CONTROL BOARD

2100 180120 000 Admmaentre Sar

Page 105
Run Date: 71772015.2:04 PM
Source: FM Budget Vs Actual

0] CEZI) Somtmn XL
SEZASS0 126781049 $1,002850.50

265,088,609

v

0100.160106.000 Administrative Servi Totat: $133842100__ $1522128.95 __ §1667069.26 826506569 e

2100 180480X60 6TV Covenge - Lag & 513001 OTHER OPERATING ey e a0 a0
Other Operating Expenses Total: 53362600 (S838.360.00) S0 (5838.260.00)
s o [ [ [T FITETES

167

In View Mode, you can refresh the report, export the report,

save the

report to your Favorites or a shared folder and apply simple filters.

Edit Mode is used when making modifications to the report.
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To modify, or edit a report, right-click the report you wish to edit.
Select Modify.
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You are now in Edit Mode. The Prompts window will open if the
report has prompts. Select values for any required prompts and any
additional prompts you would like to use. Click OK. Answering
prompts was discussed in Lesson 4 of this class.

You can now make changes to the report such as adding additional
data fields to the query, and adding query and report filters.
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To add additional data fields to the report, you must edit the report’s
query. You must be in Edit Mode to edit the query. Begin by clicking

the Data Access tab, then click Edit.
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The Query Panel appears. Let’s take a moment and review the four

areas of the Query Panel:

The Universe Outline area — Lists possible objects, or data fields,

available to use in the report

The Result Objects area — Shows the objects that will be included in

the report

The Query Filters area — Shows the objects the report will be filtered

by at the query level

The Data Preview area — Allows you to click the Refresh button to

see a preview of the report.
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To add an additional data field to the report, find the data field in the

Universe outline then drag and drop the data field title into the Result

Objects area.

You can also double-click the data field, and it will automatically place
it in the Result Objects area. In this example, we added the data field

Budget Adjustments to the Result Objects area.

To see a preview of the report, click the Refresh button.

Click Run Query when you are ready to run the report.
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If the Prompts window appears, select a value for each required
prompt and any additional prompt filters you would like to add. Click

OK.

Note: Your previous prompt replies will be saved in the Prompts
Summary. If no changes are needed, just click OK to run the report.
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Notice that the Budget Adjustments data field is now in the list of
Available Objects. To add the field to the report, you must drag and
drop the data field from the Available Objects area to a place in the

report.

In this example, we would like the Budget Adjustments column to be
the column after Current Budget. Release the data field once you

see the thin blue bar in the place you would like the column to appear.
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Budget Adjustments is now added to the report. The data
automatically populates in the column.

© State of South Carolina

Page 175



REP200U Reporting Online Class

Query Filters

SWEIS ¥

FO30 BUDGET AND CONTROL BOARD
10000000 GENERAL FUND

Weome: sopicancen  preferences
torme | Doumerts | Oficial SCEIS FL - Su...
-5 % =
2 op obliGs 1 844 sivo repont ers.
" Click the Data South Carolina
Information

~ Access tab, S PE RN St
= then Edit + of Expenditures By Funded Program (424)
4 Fraos PR3 Run Dt

Y Sourca: i

Expenses Fotak snsnn
s

190, 1805001000 ETW Gaverage - . #1301 GTHER 0PERATIIG @1 200 00)

SAI260.00 ($838,269.00)

T T e

N 326800

oxen ETv Somzmm  amseses a3, 760,00 000

190 1810001000 Tecnnatogy Wwessman oo s 005 e 10758950 onre s

‘Special Rems Total: SSRTBADN 319756800 91,568.00

D100.161000X080 Technology Investmen Total, T iLsLe

176

There are several types of filters you can apply to your report. We
have already discussed prompt filters, those filters that appear each
time a report is run or refreshed. Another type of filter is a query filter.
A query filter limits the results in a report or document before the
query is run. Query filters are applied in the Query Panel.

To access the Query Panel, first click the Data Access tab, and then

click Edit.
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Find the data field you would like to filter by in the Universe outline,

then drag and drop it in the Query Filters area.

© State of South Carolina

Page 177



REP200U Reporting Online Class

Query Filters

SWEIS

(50 Query Panel

1 A ey - | [EPCIES

7 Universe outhne

| 5 M Buaget vs Actual

P 5 2 un Qusry | 1 Cose +
(3 Aesuit Objects. X %
/ Businessares 4 Fund (HghLevel) “ Fund (Highlevel)Key # FundedProgram-Bud # Postingpermd # Fiscalysar |1 BudgstAlCl 7 Budget ActClKey # Business Ares Key
4 Funde Frogram - Bud Key || * CurrontBudget | ** Receirer Transfers | = Sender Transfers, | = YTD Actual Expense || Balance efore Commbments | Commémerts and Oiher Transactins
= Ramaning Bsance | Budget Adusimerts
7 Query Filters LLER)
o Agpicaton of ands Key et 0 +[scowee &~
1 Butget acr f
™ Data Preview ¥ Refresn

arm
Lastrefresh dste: June 13, 2015 10:5328 AM GUT-0400

178

You will first choose the operand needed. The default operand is In list. For an explanation of each
operand, please print the Operand Definitions document.
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Type the value of your filter in the blank text box, or click the drop-
down arrow and select Value(s) from the list. Selecting Value(s) from
the list allows you to select a value from a list of possible values.

Under the same drop-down menu, you can also make this filter a
prompt. Remember, prompts will ask you to select a value each time
the report is run.
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In this example, we have selected Value(s) from the list. Once the list
of values appears, click the value you wish to filter by and click the
right arrow to move the value into the Selected Value(s) box.

Depending on the operand you selected, you may select multiple
values to filter by.

In this example, we would only like to see the Budget Account
Commitment Item, Classified Positions. Click OK once you are
finished selecting values to filter by.
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Once you have added all filters needed, click Run Query.
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Cancel

If the Prompts window appears, select a value for each required
prompt and any additional prompt filters you would like to add. Click

OK.

Note: Your previous prompt replies will be saved in the Prompts

Summary. If no changes are needed, just click OK to run the report.
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Notice that the Budget Account Commitment Items Information only

contains Classified Positions.

To delete a query filter, click the Data Access tab. Then, click Edit.
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Click the filter you wish to delete, then press Delete on your
keyboard. In this example, we are deleting the filter on Budget
Account Commitment Items.
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Click Run Query.
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Notice that the Budget Account Commitment Items Information

column now contains all values.
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Another type of filter is the report filter. Report filters are applied on
the report level, after the query is run. To apply a report filter, click

the Analysis tab.
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Select the drop-down menu beside the Filter icon and select Add
Filter.
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Choose the section of the document to apply the filter.

In this example, selecting Four Twenty-Four - By Funded Program will
apply the filter to the entire report tab. Selecting Horizontal Table:
Header Table will apply the filter to the table or block only. Selecting
the Section: Business Area Key will apply the filter only on the
Business Area Key section breaks of the report.

Now, click Add filter.
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Choose the data field you would like to filter and click OK.
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Choose the operand from the drop-down list in the filter.
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Select the value you wish to filter by and click the arrow pointing to
the right to add the value to the Selected Value(s) box. In this
example, we would like to see only Federal Funds.

Click OK.
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Notice that after applying the filter, only Federal Funds appear in the
report.
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To edit or remove a filter, click the drop-down menu beside the Filter
icon and select Edit Filter or Remove Filter.

© State of South Carolina Page 194



REP200U Reporting Online Class

Sections

SWEIS ¥ - wokasnas e o | i
[ Herve | Decirments | oMfciel scEts 11 -hp.. - =
Fie Propertis. Fearmat (Onts accass. Ansyss Page Semp | R
| omen e
%@ - :
7
South Carolina
Ei Information System
SC Budget and Control Board
Appropriation Balances Report (477) Page 10f 16
FY 2012 PR30 Run Date: 712015 - %:40 AM
Source: FM Buget vs. Actual
FI30 BUDGET AND CONTROL BOARD
[ mx
s g Lot Funde Pogan- Susge e e vy pcpamons M i Expeny
RGO ENERAL FUND g bt clomne Ny it
tcion cENERALF U0 OO ASECLEWREFUND B0 s
hiccoons CEmERAL U 010101610 000 BOARD ADUMISTRATION 581014 nnsmm e
009 CENERAL FUND 01011010 0 B0ARO AMMSTRAION  a1es8 o e
e ceneRAL U o i waan
mecaom GenEaL £ smem e ey
b0 CEAERAL PN s mawm =m0
L a9 SEUERAL UMD s P
Rbnipins mecuon cEnEAL PN am wm g
A ———— s W mexom
80O CENERAL FUND 00 o000 e NTERNAL OPERATIONS 83000 oo memn
e———— 00500190000 1 el O o man e
avcion Gegna o0 5010000 133 bt O P womm g
GO0 GENERAL FUND 20 0010 50 £33 e 09 swon amam @
Arproet nacaons cpuERAL U 0050188 O b O seen PR TReTY
e Tt 9000000 GENERAL FUND 300 B3AEIBED 123 BT -Laghieb A1 B
b0 CEAERA FUng cocumen s P an
195

You can divide or group a report by data field values by creating a
section.

© State of South Carolina Page 195



REP200U Reporting Online Class

Sections

SEIS * o
Fore | Dot | o SCE1S 11 Ao 7~
. Popeen

H-15 8O-
£ D o X|@® @

.. e

Aranged by Aphasete ordes ©

In Edit Mode, begin by right-clicking on the column you wish to group
the table by. In this example, we would like to group the report by

Fund. Now, choose Set as Section.
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Notice that the Fund column is removed from the table. The Fund
values now appear as headers or sections above the table. The table
under the General Fund section contains data related to the General

Fund only.
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To remove a section, right-click on the section or header cell, select
Delete, then select Cell And Section.
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Notice the section cells are deleted from the report. To add the data
field back to the table, click to highlight the field in the Available

Objects area...
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...then drag and drop it in the report where you would like it to appear.
Notice the blue bar shows where the data field will appear.
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Similar to sections, breaks also divide or group report data. Breaks
divide the report into smaller tables of like information.
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To add a break, right-click the column you wish to divide the table by,

select Break, then select Add Break.

© State of South Carolina

Page 203



REP200U Reporting Online Class

Breaks

SWEIS

SGEIS

[ Fome | ociments | ot scais 11 -ap. 7 - 7 |

Fie | Properies Format

DeE- 1S 0l

Eement |

Osia Acoess | Ansyss

o | O ay'

wod-@ -

South Carolina
g(! Enterprise Information System
SC Buiget and Control Beard

Appropriation Balances Report (477)
T

FO30 BUDGET AND CONTROL BORRD

Page 10l 16
Fun Date: 7112015 - 940 AM
Saurce: FM Budgat vs. Actual

110 At
Fund g Level. Sprogeisicns bt Taratws Expenas
runa
s P
30 i
seas  museom
o s
nomi My
w0 moes
mo pemn
w0 soun
Ty [Ty
ne wmmm
st (pessssm)
smme gossmy
St s
COC T ST
1300 =m0
204

In this example, we added a break on Fund. Notice that the table is

now grouped by Fund.
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You can add multiple breaks to a table to further group like
information. Right-click on the column, select Break, then select Add

Break.
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In this example, we have a break on Fund and Funded Program —

Budget.
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Breaks

F030 BUDGET AND CONTROL BOARD.

« Right-click the
column then o

select Break >
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Remove Break - -

To remove a break, right-click on the column that contains the break,
select Break, then select Remove Break. Selecting Remove All

Breaks will remove all breaks in the table.
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Class Summary S@EIS

@ You should now be able to:

— Describe SCEIS reporting and access the tools that
house reports

- In BEx:
— Open, run and refresh queries
- Select prompt values
- Add, move and remove columns

- Suppress and display repeated values and
results rows

— Add filters
— Save and send workbooks
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You should now be able to:

- Describe SCEIS reporting and access the tools that house reports
- In BEX:

* Open, run and refresh queries

» Select prompt values

* Add, move and remove columns

* Suppress and display repeated values and results rows

* Add filters

+ Save and send workbooks
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Class Summary

@ You should now be able to:
— In Business Objects:
- Run, export and save reports
- Schedule reports
- Edit a query
- Add query and report filters
- Add sections and breaks
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- In Business Obijects:
* Run, export and save reports
* Schedule reports
« Edita query
* Add query and report filters
* Add sections and breaks
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