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Error message prompts

You may ee error message prompts if you do not have security access for a feature or data, or if there is a
problem with the report or application. If you need to send a message to your agency advocate, include the
error message number and text, or a screenshadheferror message, and an explanation of what

happened.

System Timeouts

The system has4b-minute timeoutwith automatic logout. This means that you will automatically be
logged out of the system aftel5 minutes of inactivity. This is measured from thst time you downloaded
data from the server (e.qg., refreshed). Save often if working on a new rapmig versions so that you can
go back if something does not come out the way you anticipated

System Security

User I and Passwords

These are the samaser IDs and passwords that you use for the State of Alaskailesystem. When you log
into ALDER, your user ID and password are authenticated using the state security credentials. Do NOT share
your user ID or password with anyone.

RoleBased Security

Your security access has been established based on the level necessary to perform your job duties; ALDER
will not display data that exceeds your security level on a report. Keep in mind that this security feature only
applies on ALDER (Web Intelligence)rég if a report is saved as an ExceC&V Archivile, all data will

be displayed, regardless of security level. Users are responsible for the security and privacy of the data they
access in ALDER. (AS 39.52.140)

Recommended Browsers

To ensure full factionality, the following browsers are recommended for accessing ALDER:

1 Microsoft Internet Explorer 7.through 11.0
1 Mozilla Firefox 25 througB6

Secure Website

[ 59w A& t20FG4SR 2y | &4SOdaNBE 6So0aAiAisS HhRDER LINRGS
system cannot be accessed from outside the state enterprise system.

Windows-Like Environment

ALDER is formatted into a Windolilee environment, particularly the folder structure where reports are
housed. Folders may contain subfolders, and datder can be expanded or collapsed by clicking or.He
or B buttons next to each folder.
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No Trash or Recycle Bin

¢CKSNBE Aa y2 aGiN} aKé onddxhedelt©fanttibrSor foldeysor repofts Hag beehw >
chosen and confirmed, that actiocannot be undoneUse caution when deleting items in ALDER.

Multiple Ways to Perform Functions

There are multiple ways to perform the same function in ALDER. Some of these include double clicking,
using the arrows, and/or right clicking. In most cashig student guide only shows one of these ways.

Key Terminology

A list of key terminology can be found in tAependix
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CHAPTER 2 Logging Into ALDER
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Chapter2
Goals and Objectives

After you complete this chapter, you wilé ableto

9 Access the ALDER web page
1 Signinto ALDER

1 Change your preferences

Accessing the ALDER Web Page
1.

To use ALDER, you must first open your web browserGkapter Ifor a list of recommended
browsers).

2. Type in the web address (URL) for ALDERs://alder.state.ak.us

’\ State of Alaska

Alaska Department of Administration

Division of Finance

Enter your user information, and click "Log On".

If you are unsure of your account information, contact your system administrator.

User Name: |
Password:
Click here for department contact information to reset password.
the information provided to others.
|

AL DER provides information to state employees for use in performing their job duties. | agree to limit my use of ALDER to state business purposes, and to provide stewardship over
ized npering is puni

under Alaska Criminal Statutes AS 11.46.200, AS 11.46.454, AS 11.46.740.
Alaska Statute 39.52.140 governs improper use or disclosure of infermation by state employees:

(aj & current or former public officer may not disclose or use information gained in the course of, or by reason of, the officer's official duties that could in any way result in the
receipt of any benefit for the officer or an immediate famity member, if the informatien has not also been disseminated to the public.
I

(b} A current or former public officer may not disclose or use, without appropriate authorization, information acguired in the course of official duties that is confidential by lawe.

Note: By signing into ALDER, you are agreeing to the principles of datardthip and Alaska Statute
39.52.140.

Sign into ALDER

1.

Enter your ALDER username and password, which is the user ID and password that you use for
the State of Alaska-mail system.
2.

Click the Log On button.
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Pageb of 133


https://alder.state.ak.us/

ALDER 101 for Interactive User€lass Guide Chapter2

If you have successfully logged in, your screanukhlook similar to the following screenshot of the ALDER
home page:

Laska Data Enterprise Reporting Wekame: Prefrences | Logoff
Q LDER

e |

Latest An;ouncements

ial i i
The implementation of Akska’s frst statewide financial and procurement software system & here!

The IRIS system go-ve & Monday; July 6. ALDER is ready and populated with al the data converted nto IRIS, and the new ALDER reports and cbject universe are akeady avaiabe.
Users who currently have an affdavi on fle with access to AKSAS Financal have been automaticaly updated and have been given access to IRIS reports and universe.
For new users, the updated afidavt s avaiable at the DOF ALDER webste ¢ or drectly by cicking here(l]

ALDER Uparade Issues
The upgrads to the ALDER softviare has brought up a few unforseen Ssues. We woukd ke to make sure everyone & aware of what these Esues are what the current solstions are. We also apalogize for the nconvenience that these ssues have caused.

1. Login Issue
User cannat login and receives the error - “Could not réach CMS '@ALDER_BOB]_CLUSTER'." This error & dué to the browser caching the old server name.

Please folow the instructions in this PDF fie to dear your brawser cache.

2. Report Naming Issues
It was discovered after the upgrade that reports containig an ampersand " In the tie woul fal to refresh and throw the error - "Database error: (CS) Bad Connecton String Format : Authenticaton Mode. (IES 10801)(Error: INF)".

The error can be cleared up by removing the ampersand from the report tte and also any scheduled instance tites the report might have.

3. Report Search
Users are currently recesving an error when they try and search reports - "An error oocurred while searching: Index & not ready. Please try again later (PSS 01004). (PSS 01004)".

Setting Preferences

As an interative user, you will want to verify that yoyreferenceshave been properly set.

1. Click on the Preferences button located in the ALDER header toollthe sighthand side of
the page

{Lasta DataEEnterprise Reporting Welcome: /'Preferences Log off

2. Select General uncheck the Use Default Settings

Preferences — interactive

Preferences General

[¥] Use Default Settings
Change Enterprise Password

Locales and Time Zone
Set ALDER start page:
Analysis edition for OLAP

3. Make sure that the ALDER Home is the selected homé@\ate: if this is not set to ALDER
Home, click Browse Home Tab. Under Folders, Enterprise, select the ALDERdfome i

Preferences General

[] Use Default Settings (Administrator defined)
Change Enterprise Password

Locales and Time Zone
Set ALDER start page:

Analysis edition for OLAP

@ Home tab
Web Inteligence o ALDER Home ensures you
BI workspaces © Defavit Home b see announcements
Crystal Reparts @) Select Home Browse Home Tab
ALDER Home
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4. At the bottom of General, you can increase the number of reports returned. Click Save

Set document viewing location:
@ In the ALDER portal as tabs

In multiple full screen browser windows, one window for each document

Set the maximum number of items per page: | 100

| Save ‘ |Save & Close | | Cancel |

5. Click on Web Intelligence, under View make sure HTML is selected

Preferences — interactive

Freferences Web Intelligence
General View
Change Enterprise Password @ HTML
Locales and Time Zone / FOF

Analysis edition for OLAP
i /Modify' (creating, editing and analyzing documents):

Thiz iz also the interface launched from the Go To list or My Applications shortout,
BI workspaces @ HTML

Crystal Reports Select a default universe:

Mo default universe | Browse ...

6. Click Save & Close

7. Click OK to acknowledge some changes may need a refresh of the browser

8. Refesh the browser (F5)

Internet Browser Settings

When using ALDER, you may need to save a report from ALDER as an Excel or PDF document. This will
require you to enable downloads in your internet browser settings. Follow the below steps to access a PDF
document with stepby-step instructions for enabling downloads.

From the ALDER home page:

1. Click on the FAQ tab.

'!E:"._--\\}m ‘ALaska Data Enterprise Reportin
& LDER

'l

J Hun:uI: ] Docurnen_ts]

Announcements |  Resources | FAQ | Help |
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2. Click onGetting Started
3. Click orHow should | setup my internet browser to work properly with ALDER?
4, Click oPALDER Browser Setup

ALDER Frequently Asked Questions (FAQ

Click on the category and question of interest to expand or collapse.

Getting Started 1. Click on Getting Started to expand document list

Please refer to wyour b_rowser is configured correctly.
—— 3. Click on ALDER Browser Setup to open document

5. Follow theinstructions to set your browser. This will allow you to complete the exercises
included later in this student guide without browser errors.

6. Close browser setup for ALDER document by clicking on the close document icon or close tab
icon depending on the tarnet browser being used

T ————— = = =]
e [ eee
> @ Snagic B4 =1
Sir Favorites | sip Suggested Sites ~ g2 Web Slice Gallery — (@8] ALDER 2| Home - SFOA 4| Home - Trainin g € Trainafiska

#/alder state.ak.us/InfoViewApp/alder_custarm = iy | 42 | > | [ Bing

[ Pitpsratier <tete ek et oveem A gl der et |

|
== =1 =k @ : 7 BB <y ® | ® ® m% - | A sion-

Find =
Click on close |;|
Browser Setup for ALDER document icon
1:: ALDER x |@ALDER_Browser_Setup.pdf x | + E

dofaldqa:28080/alder_custom/Resources/ALDER_Browser_Setup.pdf

: Getting Started :: Suggested Sites :: Web Slice Gallery

Click close tab n

7. Return to ALDER home page by clickingdome

ts | Resources | FAQ | Hep |

Summary

After completing this chapter, yoghould now be able to:

Access the ALDER web page

Sign into ALDER

Change your preferences

Set your internet browser settings to allowwnloads

=A =4 =4 A
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CHAPTER 3 Creating New Folders and Copying Reports
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Goals and Objectives

After you complete this chapter, you wilé able to

i Create a newdider
1 Copy and paste a report to a folder

-— Header Toolbar [
Send Mare Act Details *—1 Workspace Toolbar b—' = 1 |of1
| Instances

Last Run

- Documents

Wiew T Mew

My Documents Title & Type

1" Ebrpox

Workspace Panel

Navigation Panel
{

Folders
Total: 3 items

Search

Creating a New Folder

Toopen the navigation panel:

Click on Documents located on the Header Toolbar

View = Mew ~ Organize - Send = More Action

1.

2. In the navigation pnel,Click on the My Favorites folder

My Documents

- B[ glass ALDER 101
é""f=l11nbm(

3. In the workspace toolbaclick on the dropdown arrow next to the New button
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4. Select Folder
Home " Documents
View = New v Organize ~ 5¢
My Docur [ LocaMiocument
E‘ £l g %3 Publicatio
Y= Hyperlink
Folder wfffm—
5. In the create folder pojup box, enterClass ALDER 101
Create Folder e
Enter a new folder name: | Class ALDER 101] X
ﬂ, CancEII
6. Click OK

7. Verify that your Class ALDER 101 folder was created within the My Favorites folder

Copying and Pasting a Report to Folder

In the navigation panel:

1. Click on Folders at the bottom of the navigation panel

My Documents

Fawvorites

~WebIntelligence

| ¥ dass ALDER 101

I"=LlInt:u:n(
Folders
Search
2. Expand Pulit Folders. Note: To expand folders, click or.:jeto collapse folders, click on the
&
a. Expand Enterprise

b. Expand FinanciglRIS)
C. Click onGeneral Accounting (GAp that it is highlighted
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My Documents
Eolders
=8 Public Folders
" Departments
=g Enterprise
" Financial
: Financial (IRIS)
Accounts Payable (AP)
Accounts Receivable (AR)
Budget (BD)
Fixed Asset (FA)
I Inventary (IV)
Procurement (PR)
Structure (ST)
Wendor (W)
In the workspace panel:
3. Click on the report namdRIS GA Detailransaction
4. Click on the dropdown arrow next to the Organize button
5. Select Copy
View ~ Mew Organize =~ Send More Actions -
My Documents -1 Create Shortcut in My Favorites
Folders .
= 5 Copy
: Public Faolde [ Copy Shorteut
In thenavigation @nel:
6. Click on My Documents
7. Expand My Favorites

8. Click on theClass ALDER 1€@dlder to highlight it
9. Click on the dropdown arrow next to the Organize batto

10. Select Paste

View = New ~ Organize = Send More Actions

My Documents

E‘ 2 My Favorites

""" Cass ALDER. 101

Revised January 2018
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Your folder structure should now look like this:

My Documents Title =

El | My Favorites # | IRIS GA Detail Transaction

~WebInteligence

Class ALDER 101

For more information on moving, copying and deleting folders and reports, se@b&R 100 Student
Guide

mmary

After completing this chapter, yoshould now be able to:

1 Create a new folder
9 Copy and paste a report to a folder
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Exercise

1. Add a new folder titledClass Exercisesder your ClasALDER 101 folder.
2. Verify that your new folder has been added

3. From the EnterpriseFinancial (IRI$9lder, AccountsPayable (APIReportslocate the report titled
IRIS AP Opeltem Encumbranceg, (AL)

4. Copy this report to your Class Exercises folder
5. Verify that the report was copied to your new folder

My Documents Title ~
E‘ My Favorites # | IRIS AP Open Item Encumbrances - (AL)

~WebInteligence
=[50 Class ALDER 101

""" Class Exerdses
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CHAPTER 4 Worksp ace Panel Toolbar within a Report
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Goals and Objectives

After you complete this chapter, you wilé able to

Define and utilize buttons

Open a report

Navigate the Workspace Toolbar

Change to Design View

Switch between Structure Only and With Data
Refresh data

Insertdelete rows and columns

Create an Outline on a report

=4 =4 =4 =4 -8 -8 -8 -9

Button Definitions

The definitions of the buttons available in the workspace toolbar are included in the table below. Some
options will only be available when a report or folder has been selected.

Button /
Dropdown List Options Function in ALDER
_ View Allows user to open a selected report in
View - .
Reading Mode
Properties Shows and allows editing of properties of a
selected report
Local Document
Nel‘l,'l - . ]
Publication
Hyperlink
Folder ALDER supports only creajia new folder
. Create Shortcut in My Favoritey Creates a Shortcut to a report in the My
Organize -~ .
favorites folder
Cut Cuts a report and/or folder
Copy Copies a report and/or folder
Copy Shortcut Copies a report and creates a shortcut
Paste Pastes the duor copied report and/or folder
Delete Deletes a report and/or folder
g - Bl Inbox {SYyR&a  NBLRNI G2 Iy
o Modify Opens a selected report for modification
Schedule Allows the scheduling of a selected report
Mobile Properties Not supported
History Shows the history of a selected report
Categories Not supported
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Button /
Dropdown List Options Function in ALDER

Document Link Not supported

Opens a pane on the right hand side showing
summary of document details such as owner
description, type, instances, and last run

Details

Refreshes current view when in a document
folder

&

Pagination Allows users to go to another page of the
report listing Located at the bottom of the
page once a report is opened.

| [ Jof1

Opening a Report

In the navigation panel:
1. Click on Folders
2. Expand Puldi Folders
3. Expand Enterprise
4. Expand Financi@lRIS)
5. Click on Structure (ST)

6. Find and copy th&RIS SBalance Sheet Accourstructurereport to the My Favorites, Class
ALDER 101 folder

7. From your Class ALDER 101 folder open the réBt® SBalanceSheetAccountStructureby
double clicking on the document name

IRIS ST Balance She...

ok~ 3Ol v Pl By 5 Cutire Pra— Norkspace Tocka — Readng ~ Desgn ~

| [eep—
' Cick icon to add simple report fiters <+ sort Fiter Tool }_’
& LoER

IRIS ST Balance Sheet Account Structure

Workspace Panel

Fiscal Year - 2015

1000 - Cash/invest

Detal Detad mith bresks ACby Gow Y ACbyTye < ACby Cleaz # ACby CAFR Major e opent T B —
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* NOTE: The report filter toolbar is only visible after selecting Filter Bar from the workspace toolbar.

Navigating the Workspace Toolbar

Web Inteligence + 2 ﬂJ | SH ‘(15'5 M 9) v [ETrack + Jod - Q Filter Bar ﬂFreeze + B Outine Readng * Design *
Button Options Function in ALDER
‘ Web Inteligence ~ i Filter bar OpensReport Filter Toolbar
o . Allows users to summarize data in sectio
= Outline breaks, and tables
Side Panel Allows users to show or hide report pane
Report Tabs Allows users to show or hide report tabs
Status Bar Allows users to show or hide statbar

New

Not supported

Open a Document

Closes the current report and opens a ne
report. This will not save the current
report.

& - Save Saves the open report, must save to My
Favorites folder
Save As Allows you to change the name and
location as ya save the report
Print Exports to PDF for printing, allows printin
- outside of ALDER
&EI Find Allows users to search for data elements
within a report
) History Opens a window showing information
HD) about the scheduled instances of the
report
£ Export Deument As Saves all tabs of the Web Intelligence

document as either PDF, Excel 2007, Ex
CS\Archive, or Text

Export Current Report As

Saves the active tab as either PDF, Exce
2007, ExcelCS\Archive, or Text

Export Data taCSV Archive Saves the d@ta as Comma Separated Valu
allowing users to define the separation
point

Send To This allows the user to send an Unopene

document to another ALDER user

Undo and/or Redo

Allows users to undo or redo previous
actions

Revised January 2018
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Button Options Function in ALDER
Refresh Prompt box for enteng parameters and
o refreshing data. Users can refresh one or
all queries in a report.
Track Activate and deactivate data tracking
T mode. Data tracking mode highlights
[ Track = . .
differences in report data from one refres
to another refresh.
— Drill Navigate the eport by hierarchy. This
3 Drill - . .
feature only works for somdimensions
7§ Filter Bar Show/Hide Report Filter Shows and hides the report filter toolbar
Freeze Allows users to freeze the header row an
[ Freere - up to a few additional rows. As you scroll
down the screen, you are &bto view your
headers
- Outline Allows users to summarize data in sectio
B
= breaks, and tables
= HTML Allows users to modify the view of a repo
= PDF Shows the report in PDF format
Design = With Data Shows report data when report is
refreshed
Structure On} Shows the Available Objects within the
tables and cells
Help Contents Opens a help menu for finding informatio
on Web Intelligence
Tutorials Opens tutorials by the developers of Wel
Intelligence
About Explains information about the developer
of Web Intelligence and the version
Design View

To see the design area, select Design/With Data on the Workspace Toolbar.

Reading | Design

Design View Workspace and Formula Toolbars

This is the view you should see after clicking on Design. The toolbar changes regandtesthef you
choose Design With Data or Structure Only.

L Report Elements | Formating

Data Access | Analysis

Page Setup

Reading + Design -

1

% Tables |~ Call | Section | /" Chart | Other | " Tooks | Posttion | Linking DesignArea l
T E- |l g @ | TiTumme - L —
4—' Formula Toolbar H ¥
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Click on the down arrow next to Design and select With Data

Reading |~ Design ~ff—nn|
With Data Cirl+2

Structure only  Ctrl+3

With Data View

Last Refreshed: 7/15(15 4:17.44 PM GMT-02:00

IRIS ST Balance Sheet Account Structure

Report Date 71412015
Fiscal Year(s) 2016
BSA Code(s) All

BSA Category Code(s) All

BSA Class Code(s) All

BSA Group Code(s) All

BSA Type Code(s) Al

Fiscal Year - 2016
1000 - Cashl/invest

BSA Type Name (Ex) BSA Category Name (Ex) BSA Class Name (Ex) BSA Code BSA Name ‘Ig‘l:tgwe
1000 - Treasurer Cash 1000 - Treasurer Cash 1000 - Treasurer Cash 1000 Treasurer's Cash Yes
Structure Only View
1. Click on the down arrow next to Design and select Structure only option.

This view gives the avallle objects, formulas, and variables that are within the fields. This view option may
be useful to determine the information that is in a particular area of the report and assist with
troubleshooting reports that are not running correctly.

="Last Refreshed: " + LastExecutionDate() + ™"

=DocumentName()
Report Date =[Selected Rep
Fiscal Year(s) =[Selected Fisc
BSA Code(s) =[Selected BSA
BSA Category Code(s) =[Selected BSA
BSA Class Code(s) =[Selected BSA
BSA Group Code(s) =[Selected BSA
BSA Type Code(s) =[Selected BSA

="Fiscal Year - " + [BS/
=[CAFR BSA Major Name (E

=NameOf{[BSA Ty =NameOf([BSA Cz =NameOf([BSA Cl =NameOf([B! =NameOf([BSA Name])
=[BSA Type Name =[BSA Category N: =[BSA Class Nam =[BSA Code] =[BSA Name] =[Active Fla

2. Click on tle down arrow next to Design and select With Data.
Revised January 2018 Page200f 133
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Refreshing Data

Using the refresh data button allows you to add prompts to retrieve the desired data from the universe.
1. Click the Refresh button

2. A context pop up box with three options will appear. Onlyeture reports should prompt you
for the context

3. Select Structure in the popup window (Note: choosliogument or posting liné1 a structure
report will include only structure elements that have postings to them based upon prompted
data)

Query Contexts e
Context Selection
Select a context for BSA Query
4. Click OK
5. If the values do not appear in the list of values box, click on Refresh Values

Refresh values ¥ 2015
content of the list#2Mck =

<

Populates list box
with values

To find a specific
value in along list of
values

' o
6. Change the prompts to read as follows:
a. Select Report Date: Current
b. SelectriscalYear(s) Current
C. SelectBSA Category Code(s) ALL
d. SelectBSA Class Code(s) ALL
e. SelectBSA Coels) ALL
f. SelectBSA Group Code(s) ALL
g. SelectBSA Type Codels) ALL
h. Select CAFR BSA Major Code(s): ALL
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7.

i. SelectCAFR BSA Minor Code(s): ALL

Click OK

Inserting New Row

To add necessary information to a table, you might need to add a new row. Thidomiltlz user to add
information that cannot be captured with an existing object.

1.

2.

10.

11.

Right click on the last row of the header box

Select Insert

Select Rows Below

Click on the blank blue cdfl the new row

In the formula toolbar typeBelow Cell

Press Enter
Right click on the new last row
Select Insert

Select Rows Above

Click on the blank blue céfl the new row

In the formula toolbar typeAbove Cell

Report Name

Report User

Selected Report Date

Selected Fiscal Years
Selected BSA Category Codes
Selected BSA Codes

Selected BSA Group Codes

Selected BSA Type Codes
Selected CAFR BSA Minor Codes
Selected CAFR BSA Major Codes
Above Cell

Below Cell

Revised January 2018
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250463

10162017

2018

All

All

All

All

All

All
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Inserting New Column

To add necessary information to a table, you might need to add a new colummvilllaikow the user to
add information that cannot be captured with an existing object.

1. On the Detail tab
2. In the second column of the data table, click on the blue box tB84GroupName(Ex)

3. Under Report Elements, Table Layout, click on the down amewto the Insert icon in the
workspace toolbar

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

Tables Cell Section Chart Other Took Position Linking Table Layout Bchaviors |
ﬁ = ﬂ_| 4 Eﬂ rE| e - E‘_‘_,‘,‘Turr‘l Into ~ lﬁjSEtas section - Break - | Insert - I:]Header = I__]chter 4

B Insert Rows Above

E, Insert Rows Below
Tl Insert Columns on Left

M* Insert Columns on Right

4, Select Insert Columns on Left

5. To add text in the blue cell, click on the cell, go to the formula toolbar, typéaink Column
and press Enter

BSA

BSA Blank CAFR BSA Major BSA Group Name Active
Code Column Name {Ex) {Ex) BSA Type Name (Ex) BSA Class Name (Ex) BSA Name Flag
1000 1000 - Cash/finvest 1000 - Cash 1000 - Treasurer Cash 1000 - Treasurer Cash Treasurer's Cash Yes
1002 1000 - Cashfinvest 1000 - Cash 1002 - Bank Suspense 1002 - Bank Suspense Bank Suspense DOA Yes
1003 1000 - Cashflnvest 1000 - Cash 1002 - Bank Suspense 1002 - Bank Suspense Bank Suspense LAW Yes
1004 1000 - Cashflnvest 1000 - Cash 1002 - Bank Suspense 1002 - Bank Suspense Bank Suspense DOR Yes
6. Save the report alRIS SBalanceSheet AccountStructurelnsert Columns and Rows your

Class ALDER 101 folder.

Note: Some reports in ALDER for AKSAS do not have the blue header row connected to the gray data area.
When inserting hew columns in structure reports and summary reports, you need to make sutieethat

column formatting lines up between the blue header row and the gray data area. Scroll to the end of the
data table (all the way to the right). Notice that the blue header row is now one column longer than the gray
data area.

Alt T:rnm

AR Rpts to AR AR AR AR AR AR Rev AR
Logical | Rptsto AR AR Bgt ARBgt | Actv | Function Total Bgt | Spending | Recog | Account
Appropriation Indented Name Level ARNum | Term ¥Yr | Character Fund Ind Code Ctrlind | Ind Ind Ind Ctriind | Orig ¥r Yr
o Y N N N
o Y N N

00009-13 HEALTH & SOCIAL SERV 10 00002 2013 2013 2013
00520-13 BUDGET ACT 18 00009 2013 2013 2013
22206-13 CHAPTER 15 5LA20° 20 00530 2013 (0] Y N N N N 2013 2013

N
N
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Deleting Rows

1.

2.

3.

On the AC  CAFR Major tab

Click on the gray cell in the last row of the header box

Click Delete icor. X

Deleting Columns

1.

2.

3.

4.

On the Detail tab
Click on the second column of the data table (tma-blue box)
Right click

Select Delete

Deleting Columns or Rows inNon-Canected Tabl§AKSAStructure Reports)

1.

2.

6.

Click on the second column of the data table (the blue box)
Right click

Select Delete

Click on the second column of the gray area

Select Delete

Close report; do not save

Create an Outline

You can hide or display regialata by folding or unfolding the display of different report elements (this is
similar to the subtotal feature in Excel). ALDER conceals and displays data in different ways depending on
the report. You can fold and unfold sections, breaks and tablegnvdisection is folded, section details are
hidden and only free cells are displayed. When a table or break is folded, the rows are concealed and only
headers and footers are displayed. Tables must have headers and footers to be folded and u@folged.
vertical tables and crosstabs can be folded and unfolded.

1.

2.

CopylRIS AP PCard Outstanding Transaction Débtaylour Class ALDER 101 folder
Open the report from the Class ALDER 101 folder
Click Design

Click the Refresh Data button
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5. Change the prompts:

a. Selet Report Date: Current
b. Select Pcard Administrator Departments: 11- Department of Fish and Game
C. Select Select Pcard Administrator IDs: ALL

6. Click OK

To fold or unfold

1. Select the Unreconciled Tadnder Analysis, Interact, click on the Outline ic,@

Notice that a new panel opens between the report panel and the workspace panel.

i
Ad

PC-

Not

THEE

Also notice the numbers at the bottom of the panel. Clicking on the number will summarize the table to
display only the header and footer rows. To remove the summarizatiiok,an the same number again.

2. Click on the 2 at the bottom of the panel (see above arrow). The data is now summarized based
on the break and shows only the header, as shown below. Note: this summarized data will
include footers if they are incorporated ihe section.

3. To expand the sections, first click on the largest number visible

3

PC11821.

IRIS AP PCard Ou

—
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4, Save the report in your Class ALDER 101 fold&18sAP PCard Outstanding Transaction
Detail Outline
5. Close the report
Summary

After completing this chapter, you should nde able to:

Define and utilize buttons

Open a report

Navigate the Workspace Toolbar

Change to Design View

Switch between Structure Only and With Data
Refresh data

Insert/delete rows and columns

Create an outline on a report

=4 =4 =4 -8 -8 - -8 -9
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Review

1. How do you open a reporto view it?

a. Click on report title, select View, select View from the drop down menu
b. Double click on report title

C. Click on report title, right click, and select View

d All of the above

2. What is the difference between viewing a report in Design With Data wsu&ure Only?

a. With Data provides the results of the query when run. Structure Only shows the Web
Intelligence Objects placed on the face of the report.

b. With Data has the ALDER logo in the upper corner. Structure Only has the ALDER logo
on the bottom of tte report.

C. Structure only has multiple pages after the query is refreshed
d. There are no differences between the two methods

3. How can you print a report from within ALDER?
a. You cannot print a report from ALDER
b Select Reading, select PDF mode, and right atidlsalect Print
C. Select Print to open the document outside of ALDER in PDF
d Both Band C

4. Identify the different ways that you can export a report, and explain why you would use each.

a. Excel, Excel 2007, PV ArchiveText. Excel (and Excel 2007) expotith Wweader
box and row titles. PDF data is static (cannot be changed) and shows header box and
row titles. CSV Archivexports all objects in the available object list with no headers or
footers. Text opens a notepad document with header and row titles.

b. Excel,CSV Archive&CSV Archiverith options. Excel exports with header b@SV
Archive exports all objects in the available object list with no headers or foo@%3/
Archivewith options exports only the objects in the data table.

C. Excel, PDEESV Arclie with options. Excel exports with header box and row titles. PDF
data is static and shows header box and row titl@SV Archiveith options exports all
objects in the available objects list and separates the columns with commas.

d. None of the above.

5. Where is the only location(s) you can save reports to?

a. When you are within the My Favorites folder

b. When you are in the Enterprise and Department report folders
C. When you are within your Inbox and Department report folders
d None of the above

6. When would you uselte Outline button?

a When you want to view only the totals for a specific logical level
b. When you want to view the totals for a specific account code
c When you want to summarize the data on the report

d When you want to view only the totals for a specific coluomnyour report
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CHAPTER 5Report Panel
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Goals and Objectives

After you complete this chapter, you wilé able to

Identify the report panel

Move between the report panel icons

Use thenavigation map to find information within the report
Identify and define available objects

Add or remove available objects

Identify the report outline using document structure and filters

= =4 =4 =4 -4 =4

Report Panel Icons

We are first going to review the various icdissed on the left of the report panel.

1. Go to the Class ALDER 101 folder and dR&é® SBalance Sheet Accour@tructure Insert
Columns and Rows

2. Click on Design

Notice the report panel located on the left side of your report. Note: If you do not seeaatnegnel, right
click in the workspace toolbar, select side panel, select normal

Notice the icons at the left side of the report panel, as shown below. We will be describe each of these
icons. **Note these items are separate of the report panel antinethain if the report panel is minimized.
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