SEEIS

Finance Reporting User Group
February 6, 2015

Merging Excel Spreadsheet Data with Business Objects Data: Adding
Monthly budget amounts to the FM Budget versus Actual report.

The Budget & Control Board uses an excel spreadsheet for their budget preparation and reporting
process throughout the year. Each Division of the Board has separate spreadsheets and the budget
amounts are tracked by Major Commitment Item areas. The goal of this presentation is to show how to
take this spreadsheet data and add it to SCEIS Business Objects reporting to be used to prepare a Budget
versus Actual report.

Below is a snapshot of the Budget spreadsheet used by the Board:

A u V W A t £ AA AL ALY
FY 2014 - Actual FY 2015 - Projection |
State Other Total State Other Total L
Current Income and Expense
Income:
Recurring Appropriation TY13 Request 13,204,039 13,204,039 13,263,443 13,263,443
EPI/ Health Insurance Allocation 61586 61586 120,434 120,454
Agency Implementation Funds 1,228,000 1,228,000 300,000™ 300,000
DEW CO Funds
PBF Higer Ed. Licenses/Maintenance 40,800 40.800 18,350 18,850
Agency Implementation Funds (DHEC) -
Other / Non-Recurnng - - L
Total Income 15,265,445 1,268,300 16,534,245 15,385,800 318,850 15,704,749
Ipense:
Salaries 4,303,393 4,303,393 4608431 4,608,431
Fringe 1,360,720 1,360,720 1.475.000 1.475.000
Contractual 0,381,444 0381444 9,137,401 150,000 9287401
Supplies 19951 19951 20,000 20,000
Fixed Charges 205,625 205,625 232428 232428
:l Travel 8481 8481 10,000 10,000
Equipment 43,772 43,772 -
PrincipalInterest Repayment - - -
Electricity/Gas 8,687 8,687 0,687 9,687
Boardwide Allocation - 128,978 128978 |) |
IIutal Expense 15,338,075 - 15,338,075 15,622,925 150,000 15,772,925
Current Income Less Expense (72,630) 1,268,800 1,196,170 (237,026) 168,850 (68,176)| |

The highlighted area is the expense items that we will use to build the budget data. It is important to
format the data elements in the spreadsheet to match those in SCEIS, especially where you plan to
merge the elements. In this presentation, we are merging on Posting Period, Fund Key and Major
Commitment Item Key.



Each Major Commitment Item area is copied to another sheet and then spread monthly. The Salaries
and Fringe items are spread based on the number of payrolls in a month, while the other areas are
divided by 12.

Salaries 4608431
Fringe 1475000
Contractuzs 9617401
Supplies 20000
Fixed Chai 232428
Travel 10000
Electricity 9637
Contractus 1474058

17447005

"15972947

“osting Pe Funds Major CI Major C1 N . Amount
1 State SC01/1000 501000 Salaries 3840361
2 State SC01/1000 501000 Salaries 5T7TE053.9
3 State SC01/100¢ 501000 Salaries " 192018
4 State SC01/100¢ 501000 Salaries 5760539
5 State SC01/1000 501000 Salaries 192018
6 State SC01/100¢ 501000 Salaries 384036
T State SC01/100¢ 501000 Salaries " 576053 9
8 State SC01/1000 501000 Salaries 384036
9 State SC01/1000 501000 Salaries " 192018
10 State SC01/100¢ 501000 Salaries 384036
11 State SC01/1000 501000 Salaries 384036
12 State SC01/100¢ 501000 Salaries 384036
1 State SC01/100C 502000 Contractuzs 801450.1
2 State SC01/1000 502000 Contractus 8014501
3 State SC01/1000 502000 Contractus 8014501
4 State SC01/100¢ 502000 Contractus 8014501
5 State SC01/100¢ 502000 Contractus 8014501
5 State SC01/1000 502000 Contractus 801450.1
7T State SC01/100¢ 502000 Contractus 8014501
5 State SC01/100¢ 502000 Contractus 8014501
9 State SC01/1000 502000 Contractus 801450.1
10 State SC01/1000 502000 Contractus 801450.1
11 State SC01/100¢ 502000 Contractus 5014501
12 State SC01/1000 502000 Contractuzs 801450.1

Once these items are calculated, the sheet is copied to another sheet as values.

Posting Period Funds Fund Key

1
1
1

1
1
1

1 State
2 State
3 State
4 State
L State
b State
T State
8 State
9 State
0 State
1 State
2 State
1 State
2 State
3 State
4 State
5 State
6 State
T State
8 State
§ State
0 State
1 State
2 State

SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000
SC01/10000000

Major CI Major Cl Mame
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
501000 Salaries
502000 Contractual Services
502000 Contractual Services
502000 Contractual Semvices
502000 Contractual Semvices
502000 Contractual Services
502000 Contractual Semnvices
502000 Contractual Services
502000 Contractual Services

I EUEUUD!CDHTractuaI Senices

502000 Contractual Services
502000 Contractual Services
502000 Contractual Semvices

Amount

5384.035.96
5AT6,053.94
5192.017.98
55676,053.94
$192,017.98
5$2384,035.96
5576.053.94
5384.035.96
5192.017.98
5384.035.96
5384,035.96
538403596
$801,450.08
5801,450.08
5801 450.08
5801 450.08
5801.450.08
5801.,450.08
5801,450.08
5801,450.08
5801,450.08
$801,450.08
5801,450.08
5801 450.08



Now the data can be loaded into Business Objects. Once we are logged into Business Objects, we go to
the Documents tab and select New/Local Document

m £ Welcome: John Taylor | Appications=  Preferences  Heip menuw. Log off Ful
Home | Documents |
View = Mew  Ongange * Send - More Acats * | Detalls E | M 41 |oF1 b K
. [testRvn | Instances |Description Greated by
Accounts Recerable Reports CARII097
Fa30-10 BOB - Internal Operations KELOGESE
1 | Mamt Reports ROBIGOGE
SCEIS Repons DAV25107
B inttonm Sesech Scheduling | Official SCEIS FL- Analysis of Expenditues by | Web Intelligence lo Manthly Scheduled Report Repl DAV25107
S ) res ] | copy of 11 8.3 m (Operating esults - DSIT SO Microsoft Excel DAV25107
i = | pro rEv Data Microsoft Excel DAVIS107
B0 a0
il & | oTo REV Dataz | Microsoft Excel DAVISIOT
B ¥ | Federal Funds Lookup Web Entelligence 0 DAVZS107
=0 mso * |wmF |Wenmemgem:e o DAVIS107
B | Payment Register for 10 : 723121 wieb Insefigance o STEOTSS3
B 1 pzon ¥ | Proforma Expenditures | Weh Intligence a Runs - [M, A] Developed by Jaf Dav25107
- | ¥ | summary of Expenditures FY12 to FY13 Comp| Wb tnteigence 0 Report of Adtual Expenditures | DAV2S107
B [ g0 v | Unduplcated Count of FM Documents | web Intelligence a 0AV2S107
B peo
B (i poso
FO30-BEA
B2 roao-pstr
SO H20-ED
L s gs
&8 L rod0-1as
b rio 0] G
L B seeiete neconabin Recans
Citeguries
Search
Totak: 14 items
We can then load the Excel spreadsheet by locating it from Browse
Welcome: John Taylor | Appications=  Preferences  Heip menuw. Log off Ful
My Dy File Name: Browse.. h
Folde:
= Tt
Description;
= Keywords:
File Type:
Select one or more categories to add the object to
Categaries the object belongs to ane highlighted.
B2 personat Categuries
BB conperate Categonies =
1
el [ Cancel|
- >
| Categ
| seard

Totak 12 iterms



Looking it up from the directory it is located in, here it is the Desktop, and then selecting open

< - Desktop » Search Desktop

Organize ~ Mew folder = 0 @
¢ Favorites = e Libraries B
B Desktop | System Folder
@ Documents
& Downloads Taylor, John -
93] Recent Places 3 Systern Folder
J;' Music -
Computer
I Systern Folder
4 Libraries :
@ Documents MNetwork
J;' Music J Systern Folder
Pict
= I Hres Adobe Reader X1
B videos ;_;_\c._ Shorteut
& 197 KB
1% Computer ANCILE uPerform
ﬁ Local Disk (C:) lﬁ Shortcut
"_J DVD RW Drive (D:) Audio CD - ZOLKH -
File name: [F% (Al Files () -
I Open |vl [ Cancel l

We can add other information about the file; change its name or other things if we chose. When ready,
we click add

" New Local Document fn — F030-10

File Name: C\Users\ftayior\Desktop\Copy of I B 3 m [Operating Results - DS Browse.,

Description: |

[
Fille Type: Microsoft Excel

Sebect one or more categories o add the object 1o

Categaries the obect belongs to are highlighted.

B2 pessonal caregores
& B comorate Catgones



We then see it is loaded to our folder. Note that this loaded to my default Public folder. If | had wanted
it to load to another folder, | need to be in that folder before | started the loading process. | can always

move the file later if | so chose.

SW@EIS ¥

| Home | Documents |

View * MNew v Organize * Send * More Actions * Delads
My Documents Tithe = Type
Folders Accounts Recenable Reports Folder
Public Folders ~ FO3oso Fakier
Auditing Mgmit Reports Fulder
Data Foderation SCEIS Reports Folder
Pl Search Scheculing ¥ | Official SCELS FI - Analysis of Expenditures by | Web Intelligence
oo B | copy of 11 53 m {Operating Results - DSIT SO Microsoft Excel
" & | oTo REV Data Microsoft Excel
P Ao
3 = | pToReV Data Microsoft Excel
B anso =
W | Federal Funds Lookup Wik Inteliganse
T AlSD * | IRF Web Intelligence.
B8 am | Payment Register for 10 ; 723121 wieb Incelligence
B 3 200 | ¥ | Profarma Expenditures | e taiigence
o} ABSD ¥ | Summary of Expenditures FY12 to FY13 Comgy Web Intelligence
. ¥ | Undupiicated Count of FM Documents | web Intefligence
B E160
B poso
FO30-BEA
FO30-DSIT
Fo30-£0
P3G
£ FO30-TAS
I pot-to o
L Berenmits Becancabia Racems
Categories
Search

welcome: John Taylor | Appacations™  Freferences  Help menu® | Log off =

N 41 [ofL » W
| Description | Created vy
| | carazon7
' KELOS6SE
| RoB16088
' DaVIs1o?

o | Monthly Scheduled Report Rz;ll DAV2EL0P

BCE - Internal Operations

| Davas1o?

| Davzs1o7

| pAvas1io7

| avzs10?

| DAvZS1O7

STED7593
Fums - [M, &) Developed by ui DAVZS107 ]
Repart of Actual Emmlhﬁ’ﬁ! DAVZS107

| DAV2S107

o o oooo

Totak: 14 tems

Now that the Excel data is Business Object, we can use it in a report. We can build a report just using
this data, but the biggest advantage is to merge the data with SCEIS data coming out of ECC into the

Business Warehouse.

So we need to go Home (not literally, but in Business Object) and the select the crescent moon and ball

object on the right

SGEIS *
| Home | Documents |
= My Recently Viewed Documents

¥l FlAUG Test
¥ M Budget vs Actusl
W Opernting St SCETS

¥ FM Budget v Actual SCETS
¥ Official SCELS FI - Analysis of Expenditures by Minor O
] Copy of 11653 m (Oper

1 oo ) Resuls
W OTO MomE Reports - Kelly

DOSIT SCETSITY..

1] 2015 Budget (DTO Network Serves by LOS)

¥ bST
&F Statewide HR Dashboard

v & Exp St by LS FY15

* My Recently Run Documents

B Parking w Niters
Patking w fiters

8 Pariang w filters
[ Parkirg w filters.
] Parking wfiers

= 2 uneread messages in My Inbox

¥ Officiad SCEIS F1 - Approprabon Bances (477 Equivik..

welcome: John Taylor | agpications=  Priferences  Help minus Log off

= My Applications

ﬁy

Sew more

= 0 Unread Alerts

Mo unread alerts



Next we select the blank document icon

m’ Welcame: John Taylor | Appicatione=  Preferences  Help menu= | Logoft | w

[ Mo date souros

| Grauta an ety Spsummern
£k Umeverse
St 4 s 8 8 S Simren
sl

Setoct an Cucel scrcedshest as u date source
&1

T Amatyeie viaw
P Aty e S o s piearen.

Our data source to select is Excel

Weleame: Mahn Taylor | Appleationsw  Preferences  Help menuw | Log off |

T 1o data sourcs
Creats an ampty dacumar

45 Umiveine
Swtect 5 anieree sa @ date anurce

|4 Excel e

Bekect an Excel sprascalion as @ dais mouce
&

Smect 8 HEx Guery an & data soutce
T Amatymin vnarw

Pk e Ay Vi 20 At

We now find the Excel spreadsheet we loaded in Business Objects
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If the spreadsheet has multiple sheets in it, we need to select the sheet with our data. In this case it is

the last sheet, Sheet 2

SGEIS ¥ welcome: John Taylor | Agpications  Preferences tielp menuw | Log aft | e

WarneetVianooos

Field

' .
L Bl L —
1) Range ame -

e Frst row sontains coemn nares




Once we have selected the correct sheet, the data will be ready to load. Now it is important to make
sure the format of the fields is correct, especially on those we want to merge to the SCEIS data. | this
example posting period and Major Cl are defaulting to Measures and numbers, and we will want to
change them to Dimensions and Strings

ms ¥ Wiekoomie: John Taylor | Agpd

| Home: Dﬁm_ Web Intelligence

L Guary Pane|

e wetie

Dt Sampien

Pasing Pericd gy

| (2 auery 1 Trm

Laat resrens date: (This decement has Dever besn refreshed

We need to the field to be changed and change the measure to Dimension and the number to String.
We can not merge in Business Objects unless these are selected correctly. If the data is loaded and
these are not correct, we can always edit the query to change them later.

(Jd Query Panel il
69 Add Query ~ 2 Run Query | &1 Close -
Object Properties # | ||Result Objects
Name |Posting Period Posting Period Funds Fund Key Major CI Major Cl Name: Amount
Qualification | Measure -|
- P h
Aggregate function K| Detad

Measure
Query Properties &
Name [Query 1
Source Path : | SCSGIF030-10/Copy of IB 3 m (Operating Rest|
[ Refreshable

Query Definition A
Edit settings.
Data Samples
Posting Period Funds Fund Key Major CI Major Cl Name \Amount
1 State SC01/10000000 501000 Salaries 384035.957569445
2 State 5C01/10000000 501000 Salaries 576053.936354167
3 State SC01/10000000 501000 Salaries 192017.978784722
4 State SC01/10000000 501000 Salaries. 576053.936354167
5 State SC01/10000000 501000 Salaries 192017.978784722
6 State SC01/10000000 501000 Salaries S
7 State SC01/10000000 501000 Salaries
8 State SC01/10000000 501000 Salaries
9 State SC01/10000000 501000 Salaries
10 State 5C01/10000000 501000 Salaries 384035.957569445
|32 query 1 qarE

Last refresh date: (This document has never been refreshed.)



& Run Query | & Close

Source Path - | SCSG/FUS0-10/Capy of 1B 3 m (Operating Res:|

[ Refreshable

Query Definition
(st

G Add quer

Object Properties & | || Result Objects

Name  [Posting Perid | IFmHIFmdeWmaleumHWm
Qualification Dimension +

Type HNumber =

Aggregate function String *

Associated dimension Date

Query Properties Number

Hame  [Query 1 |

| Data samples
Period [Funds [Fund key l&;ﬂ o Msjor C1 Hame |Amount
1 State 501110000000 01000 Salaries. 384035 957568445
2 State SC01110000000 201000 Salarics £76053.938354167
3 State SC01/10000000 201000 Salarics 192017.978784722
4 State 5C01110000000 01000 Salaries £78053.938354167
5 State '5C01/10000000 01000 Salaries. 192017.978784722
6 State 5C01110000000 501000 Salaries. 284025 957565445
7 State 5C01110000000 501000 Salariss 76053 836354167
8 State 5C01110000000 501000 Salaries 284035 957568445
9 State 5C01110000000 01000 Salaries 192017.978784722
10 State 5C01110000000 501000 Salaries 284035 957580445

Last refresh date: (This document has never been refreshed.)

Once we have loaded our Excel data into the new Report we are building we now want the SCEIS data.

We will Add Query/From Universe

SGEIS *

Qzery Prrgentes o
Name 'w'!
Sowss Pt [SC0E010-Depr o183 m Drwing e
o sirvvarasi

| Gy Dt x|

| ot wetegn |




Then we will find the FM Budget vs Actual
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Now we can add the field we want. This example uses Posting Period Key, Fund Key, Fund Name,
Commitment Items Key, Commitment Items Name, Major Cl Key, Major CI Name, MTD Actual Expense
and YTD Actual Expense. Since | am using on the Budget for SCEIS and it is only one Functional Area, |
also am using a query filter just for this one functional area.
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Now we can run the query. | selected the Board as the Business area, FY 2015 and period 16.
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Asmanged by Alphapete order =
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First we need to merge the fields we wanted to merge. We click one of the fields and, holding the
control key down, we click the field to merge it with. Once both fields are highlighted we can right click
and see merge as an option. If the merge is greyed out or not available, you may not have formatted
the field correctly. It may not be a dimension and a string. This can be corrected by editing the data
provider
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Once the fields are merged, you will see them connected in the data list

=
P s Y 1 Cmer SCONI0000C 502000 Comachl & 12283817 1 BCO1A00100 GENERAL FL SCOTSO105E CLASSIFIED 501000 PERS SV 31780465 -
PR s gy ¢ 1 e BUOINGONOL $01000 Halanas wagssen 1 HEOUIOUIUN DANKMAL FL SCOTSOI0N UNGLASS FC 501000 PERS SV s
A M s R 1 e SCONOOO0C S02000  Comvacni® G01EEO0N 1 BCONTDO10L GENERAL FLL SCONEOIOB: TIMP GRT T 401000 PERS Gve 204209
s i e 1 stae ECOIM0000C 503000 Suppiles 1,606 67 ' GENERAL FL 1 S0M000  PERSEVC 780
= UTD Ack Exsense 1 Stae $C0110000C 494000 Faad Charge 19.360 1 GENERAL FI. 403000 104
pct 0 i e 1 stats SCO1M0000C 505000 Teavel EEET R GENERAL FL 503000 BUPPLY ANE 15483
1 s BEONTO00NC £33000  Fringe vaaeer 1 HEONAD0IOC OHNERAL FL SCOIMAL00] RENT-COPYL 504500 FOdiD CHOS a8
1 st BEOINOOOC 55000 Electety ooras 4 BEONN00I0E DENERAL [l DEOTSS400L MENT-RONE 304003 FRED GHOS 158108
2 o BCOUB0000C 502000 Comvactial® 12283847 1 BCOUIONIO0 OENERAL FL SCONVSI3001 RET.8RE 513000 EMPLOVERC A7oazes
1 e SCOUT0000C 591000 Satanas sTEESIME 1 HEOUTS0100 GONERAL Fl. BCONVSTI00; RETHREPOL 313000 AMPLOVERC 157670
2 staw SCOINDO00C 502000 Comvachal® 80145008 1 BCONA00100 GENERAL FIL SCOVSI300E RET.ORF 513000 EMPLOYERC 220822
3 S SC0110000¢ 403000 Supplies 1,666.67 1 FCOIIO0100 CENERAL FL SCO1MII0N SOCIAL SEC- 51000 EMPLOYIR C A
2 st SCONTO000C 204000 FwesCoage (0388t OEHERAL FL RKEE 313000 EMSLOVERC arres
3wt BCOUNDONOE SA5000  Trawel TR SCOVMONI00 GENERAL FIL BEOUEII0N MIE HEALTIA 817000 FMRLOVER € s
2 stae SCOTO000C 513000 Fringe waars 1 SCONID0I00 DANERAL FL SCONSII0N W8 DENTAL 813000 IMPLOVER ¢ 00w
2 staw SCOIN0000C 535000 Elecmicny s0r2s 1 BCONAO0100 OENERAL FIL SCONS13071 PREFETDT 513000 EMPLOVERC Antes
3 ome BCONI0000C 503000 Comvacuats 13203077 1 SCONIO0I00 GUNBRAL FL SCONMSII0T) PRE-RETOT 313000 WMPLOVERC sz
3 staw SCOINOD0OL 501000 Salanas et BCOTAD0T00 GENERAL FL SCO141 3074 AGGDTHEE 513000 EMSLOVERC 1782
3 waw SCOINODO0C 93000 Comvacwal® B01AEO0B t BCONID0100 DENERAL FL SCOVEIZ0TE PREFETDT 617009 EMALOVERC w774
3 st HC0110000C 203000 Suppl 1.600.67 1 SCO1N00100 CANERAL FL SCO1A021 50 MOMT CONS S02000 CONTRACTL. 131087
Airanged by Abhabene enter h rrereoer; . .

TrackChangew Oft 4 4 Fagelofis B T e T W T T gy

GCOVD0000C 593000 Comvacuai® 13393047 GCOVA00TDL GENGRAL Fl. SCONSOIOR CLASHIFIED 501699
# P Pared iGuery 1) 1 snate SCOVUDUG SOT000  Sala Mg 1 HEOVTOUIUL GENERAL P, BCOTSO100 UNGLAYE PE 301090 RS BVG
wdtrmd it il 1 state SCOINOOOOL S03000 Comtmchst & 00148008 1 BEOINO010L GENGRAL FL BCONSaNDR! TIMP GRT T 601600 | BERE BVE
< bt 1 tato SCOINOUIL S5000 Suppiies roooar 1 GENERAL FL 1 wieon | eERs VG
o Uk i ham (Eaary 31 ' st SCOUMODOC 504000 Fasschage 0380 asnERAL FL s03e0
AT i e ' BEONIONGNE 595000 Teaewl i ICONIO0I00 DENERAL FI. SCOISSI001 OFFICE 3UFI 503690 BLFPLY ANC
o e 1 BEOINONONE 13000 Fringe VsaRer 1 ACOMIOMOL GENBRAL FL EO1SO400; RENT-COPYL 404000 FOBID CHOR
' BEDING0OE £15000 Elecnicey wrza 1 HEONIDNIO0 GENERAL Pl DCAIMA400C NENT-0N £ 104000 FIED GHOS
10 SCOUB000OL 532000 Convacwal 12283847 1 BCOUIONIDL OENERAL FL SCOVS13001 RET-ERE 513000
i3 GCOINDDO0C £903000  Gmlmnes 9040305+ GEO100100 DENSRAL FI. GCOVS1300; RETHIE POL 51390
o BCOVIUDUL 307000 Compatwals mWO1ASUON 1 HCOUIOUUL DENEIMAL PL 5011 3001
10 sC1no0E $53008 1EEBAT 1 $C0110010E GENERAL FL BEO1S13021
1 sco1noo00c 54600 T QENERAL FL
0 scntnannnc sasnnn PR BCONAONI00 GENERAL FI BC1E8 3061
10 BCOUNO000C 513000 Feinge weeer 1 3COI001DE GENERAL FL B501/513003
n ACOINARONE 815000 Wiachicay mras 4 SCOUNGNI00 GERERAL FL RCOATI0TE
" SCOIG0000C 253000 Comvacnai® 13283047 1 COMIO0IDL GENEMAL FL SE01/51307 PRE-RETDT 513690
1" SCUVMUDOL 501000 Salanes  3Be03SuE 4 SCOVI0UTUL GENERAL FLL SCOVSI307: AC DTHEE 311600
1" SCOVMODOE 623000 Comvacwal® BOAEOOR BCO1N00100 OENERAL FL SCOVEIZ07E PRERETDT 617009
SCOVIUNUNL SO300Y Suge nng7
Armange by Almatass srio: -




Now let’s actually build our report. You could delete the tables that came we first ran the report, but we
will just add a new report to this document
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Then we will drag the Major Cl Dimension, Major CI Name, Amount and YTD Expense into our report.
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Once these are in the report, we will expand the columns and format the numbers

. You cando alot

more to the format of the report later, but we will keep it pretty basic here.
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This table is showing all Budget compared to YTD Actual expenses through yesterday. While that is
good, we want to look at the data differently. We are going to look at a monthly budget, a cumulative
YTD budget and an YTD expenses compared to Full year budget. To do this we will copy the table twice,
making three tables in our report. This is done by selecting the table, right clicking copy and then

pasting twice.
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Now we will put filters on two of the tables for posting periods. For the Monthly one, we will select only
the month we want to see. We co to the Analysis tab, select filter and see the three blocks in the report.
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We will select block one for the monthly comparison, click add filter and chose the posting period
dimension
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Although, it is month 8 now, we are only a few days into it, so we will select month 7.
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Note now the first table shows only one month’s data. Again, we can change headings and add titles to
the table later to make the report more user friendly.
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Now we will do the same for table two, but make it the cumulative report.
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Here, instead of just posting period 7, we add 1 through 7.
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Notice now we have a cumulative budget in Amount to compare to YTD.
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You can add totals, custom sort, add % consumed, remaining budget and all sorts of other things to this
report. Next year when you have a new budget, you just need to change the excel spreadsheet and
reload it into Business Objects. Or even during this year, if your budget changes or you want to
recalculate the monthly spreads, you can just reload the spreadsheet.
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You then will see the same browse and find screens discussed earlier. Once you find the spreadsheet
again, you will see instead of add, the option is now replace.
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You are cautioned about replacing the fil, but once you hit ok, the updated data is loaded.
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Replacing this file will overwrite the sxisting file. Do you want to continue?

Thanks and have fun! This stuff is really cool!!



