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Browser Compatibility

e Microsoft Internet Explorer 7 through 9
e Mozilla Firefox 25 through 27

Preferences

To ensure you are getting the ALDER home page, click on Preferences. Then be sure to unselect “Use Default
Settings and set the home tab to ALDER home. The preferences tab has moved up to the banner toolbar.

Preferences General

[7] 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 © Default Home b see announcements
Crystal Reports '@ Select Home Browse Home Tab
ALDER Home

Home Page Tab

Preferences Log off

x Laska Data Enterprise Reporting B Tool Welcome: viewer

e anner Toolbar

¥ LDER

Home | Documents Header Toolbar 5 {=
1
5

Announcements Resources | FAQ | Hep | | Home Page Toolbar

Welcome Source Last Update
o

Documents has replaced || ———
Documert List

T

Latest Announcements

ALDER Unavailable Sunday, May 12
The AKSAS interface for structure copy wil occur this coming weekend and requires ALDER to perform a number of tasks to process this data and maintain system performance.

We do anticipate being available on Monday.

Thank you for your patience as we bring in the new fiscal year structures.
AKPAY | oad Status

Update (2/5/2013):
ALDER is now fully up to date with the latest AKPAY extract. Pending any further announcements we should be processing AKPAY data nightly. Thank you for your patience! E

(Fri, 10 May 2013 11:44)

Update (2/1/2013):
We have recovered the AKPAY extracts through 1/30/2013. This data has been loaded into ALDER and s avaiable for reporting.

The AKPAY team is stil encountering some issues, so there may continue to be some delay loading further data unti all the issues can be resolved.
We wil keep you updated as things progress. Thank you for your continued patience!
Original Post (1/23/2013):

The process for extracting data from AKPAY failed during the data exti
daily updates from AKPAY.

lay, January 22. They are working on resolving the issue, but in the meantime ALDER will not be receiving

Once the issue is resolved the AKPAY team wil perform manual extra ay we've missed and we will load them into ALDER to catch up to the current extract.

el Bl B <
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Document Tab

T, Laska Data Enterpnse Reporting Welcome: viewer | Preferences Log off Fe)
Wj‘% Banner Toolbar

Home | Documents Header Toolbar

View v New v Organize ~ Send - More Actions ~ | Detalls 4—{ Workspace Toolbar I—’ & M 4 [1foft » M

My Documents Title » Tvpe Last Run Instances

B [5) My Favorites
I Eb Inbox

2wy Alerts

D subscribed Alerts

" 2 paysondl Categaries

Navigation Panel

¥ | Detail Transactions for Collocation Code 5K Web Inte”\gence Jan 27, 2014 11:19 AM

| Workspace Panel I E

Folders
Search

Total: 13items

Toolbars

oy Laska Data Enterpnse Reporting Wielcome: viewer Preferences Log off Fel
‘”‘2@)\ Banner Toolbar
Home | Documents 4—‘ Header Toolbar

View ~ New - Organize = Send ~ More Actions ~ | Details 4—{ Workspace Toolbar '—b & W ([1fefl » M

My Documents Title ~ | Type Last Run Instances

Note: The Send To function has moved down to the workspace toolbar from the header toolbar and is now
Send.

Workspace Toolbar

Select an item in the Workspace Panel in order to activate toolbar options.

View = MNew ~ Organ

Bl
g

May 17, 2014 Page 3



ALDER Up — What’s New General Information for All Users

Document Properties has moved out of Actions.

Mew = Organize = Sen

1_(""3 Publication
| %= Hyperlink

1 Folder

The only supported function is Folder.

Organize -

oK
& copy

{2 Delete

When a folder is selected, these are the menu options under Organize.

Organize = Send ~ More Actions ~

Create Shortout in My Favorites
X cut
& copy
53  copy Shortcut

2 Delete

When a report is selected, these are the menu options under Organize.

Organize ~ Send ~ More Actions -

3 Jg Cut E
| E Copy
15 copy shortout

[ Paste ‘_

4 2 Delete
Paste will show after you have selected a report to Copy or Cut.

Send ~ Mare Actions

EA - BI Inbox
Email
FTP Location
File Location
The Bl Inbox the Business Objects Inbox.
Send Detail Transactions for Appropriation to BI Inbox
[ Use default settings
Available Recipients: Selected Recipients:
1 ofz+ b M Find full name = # 1 of1
B s Lt O [Titte ~ Eind TidE Full Name 0 Title ~
& | viewer ¥ Find full name - e The

B 88 Group List - v
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Now you are able to search the full name of the individual instead of just the employee number (Title). We
still do not recommend using the Use default settings for sending reports. In the new ALDER there is only
the option to send the report within ALDER.

More Actions -

[ Schedule

Details

=

Mobile Properties

49 History

i Categories

Document Link

The remaining Actions are now listed under More Actions — Mobile Properties, Categories, and Document

Links are not supported.

More Actions ~

[ schedule

This will open Summary information in the Details Panel on the right hand side of the Workspace Panel,
shows information for both folders and reports.

Home | Documents |
View = Mew = Organize = Send = Mare Actions ~ = 1 |of1 i e =
T Summar:
My Documents Title Type Last Run _
B [ My Favorites Detail Transactions for Appropriai== by Warrant Web Inteligence - Owner: e
Description: This audit trail report presents detsil
~ E Inbox transactions by Warrant Number within
Appropriation.
x\_"qo My Alerts

~ E9 subscribed Mlerts

] Personal Categories

May 17, 2014
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Navigation Panel

Folders

b Laska Data Enterprise Reporting Welcome: viewer Preferences Log off e
4§ LDER

Home | Documents

View ~ Mew - Organize ~ Send ~ More Actions ~ | Details (—{ Workspace Toolbar l—} & W o4 [L|ef1 » W

My Documents Title ~ | Type Last Run Instances
(5] My Favorites

" 1nbox
8wy Alerts

19 subscribed Alerts

5 personal Categories

Navigation Panel

Web Inteligence Jan 27, 2014 11:19 AM 1

¥ | Detall Transactions for Collocation Code SK

| Workspace Panel I E

73

Ea

Sa

55

g o

&

L

(=]
Folders
Search

Total: 13 items

Public Folders has moved to the bar at the bottom of the Navigation Panel called Folders.
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- Documents
View + New Organize Send More Actions Details = | M 4|1 |of1 » M
My Documents Title = Type Last Run Instances
Folders [ | pepartments Folder
=N
B P bic Focer) B |enterpse Foider
[ pepartments 1 | Templates Folder

) Enterprise

“I) Templates

-
c w
S
g8
gn
Ss=

Total: 3items

The search function has moved from the Workspace Toolbar to the bottom of the Navigation Panel in a
separate bar.

Workspace Panel

[Home | Documents
View v New ~ Organize - Send - More Actions Details ‘—( Workspace Toolbar .—P & M 4t [oft » M

My Documents Title + Type Last Run Instances
%= 1y Favorites | [ | ~webinteligence Folder
B Inbox [E1 | Class ALDER 100 Folder
By alerts [ | cLass ALDER 1004 Folder
@ I | Class Exercises Folder
Subscribed Alerts

2 personal Categories

Workspace Panel

Navigation Panel

Folders
Search

Total: 4items
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Filters

Filters are now available in all areas of the Workspace Panel, except Instances. Filters can help you find a
report you are looking for quicker. You need to hover over the column header to show the filters icon. For
example: You can filter for titles that only include the words Balance Sheet.

_

Balance Sheet Detail Transactions for Accoun| Web Inteligence

Title = 7| Type

Balance Sheet Detail Transactions for Fund | Web Inteligence
Budget Analysis Detail Transactions for Appre Web Inteligence
Detail for RD Code for Reference Reporting b Web Inteligence
Detail for RD Code for Transaction Code by D Web Inteligence
Detail Transactions by Document within Docun Web Inteligence
Detail Transactions by Document within Sourg Web Inteligence

Detail Transactions by Document within Sourd Web Inteligence

R R KR KK

Netail Transactiona hv Noacument within S50 Weh Tntelinence

Last Run

Instances Description Created By
This audit trail presents detail | Administrator
This audit trail report presents Administrator
This audit trail presents detail | Administrator
This report presents detail tra| Administrator
This report presents detail tra| Administrator
This audit trail report presents Administrator
This audit trail report presents Administrator

This audit trail report presents Administrator

[T = Y o T T o T o Y o R o B =}

Thiz andit trail renart nresents Adminiztrator

**Note: Once the filter has been activated, it will show as a funnel on the right hand side of the column
being filtered and will remain active until the user deactivates it or closes out of ALDER.

Filtered List

Title «
¥ | Balance Sheet Detall Transactions for Account

¥ | Balance Sheet Detail Transactions for Fund

Clearing the Filter

Title ~

[] Clear Filteragim—

balance sheet

# |Balz

! |Balz

Right Click Options

+7| Type
Web Inteligence
Web Inteligence

-i'| Type

Web Intelligen:
Web Intelligen:

From My Favorites

B Detail Trgnsactions for Contract Add jremove objects

Detail Trz 'sactions fa

Right
Clickto
View

ns fo
ins fio
| ans fo
MQ AR by AC V1

MQ AR by AC V2

MQ AR by AC V2 Add
MQ AR by AC V2-Dup
Template Report
Template Report[1]

R ) KD R KD R R D R R

nsfe,.,

View

Properties

Modify

Schedule

Mobile Properties
History

ition

Categories

Document Link

New >
Organize >
send >
Details

The options for Mobile Properties, Categories, and Document Link are not supported.

May 17, 2014
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From Public Folders

ransactions by Document Vicw

‘ransactions by Document v Froperties

‘ransactions for Anr anriat
Mabile Properties

ransact : 5
Rl th Cateqories
ransac - Clickto ¢

View ; Document Link

ransac
TANZACH Gr——l Organize >

‘ransactions for Collocation Details

Right clicking on a report will give you the same options, in addition to History, Send, and Details. The
options for Mobile Properties, Categories, and Document Link are not supported.

New Viewer Report Screen

Home | Documents | Detail Transactions ... .~ = = |

Web Inteligence ~ =E-13 oo ) & - | | [ Track & Drill - Vg Filter Bar j:‘"ee:e B Outline Reading | = Design @ -
] | Document Properties Fin LastRalresnPT 311011 11:43

%E Navigation M ap Opens ina new . _ o
functional Detail Transactions for Appropriation

@) | user Prompt Input window HTM L or POF

ICOA Year
\Appropriation Number
|Appropriation Term Yr

This is what the Workspace Panel will look like when a report is open.

Header Toolbar

| Home IDDG..ImEﬂtS l Detail Transactions by D... ] Detail Transactions f... .= = & l

One of the new features is the ability to have multiple reports open and to pin reports to the header toolbar.
You can also now have an interactive new window for the reports. The interactive window allows the report
to be changed or modified as if inside of ALDER.

Detail Transactions f... /7| =

Ld

1| &2 Run l

Opens a new window of the report currently being viewed, this can be refreshed with new prompts or
changed as if in the main ALDER environment.

Detail Transactions f... |7 = =

Ld

1| & Run
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Pins the current set of information to your header bar should you have to close ALDER and return later. The
report is still there when you come back.

Detail Transactions f... .+ &

' 1

1| &2 Run | ’

Closes the report.

Workspace Toolbar

Web Inteligence - “H- | GneL- ) € | @ v || [ Track ¥ Dr V-l Filter Bar Tu:-'ee:e EH Outline | |Reading |~ Design 3 -
Weh Inteligence = = O - | S|
¥ Filter Bar
By Outline Cirl+L ~ry
Side Panel » Mormal Alt+F1
+ Report Tabs »  Minimized
¥ Status Bar Off

Changes the view mode or modifies the current view. Some of these options were previously available
under View.

EH- 13K P ) o | @ -
Many of these options are the same as before.

Save As feature

Save As

Favorites Folder Title =
Public Folders
=]

Departments
Public Folders
-

Departments Enterprise

Enterprise Templates

-

Templates

Currently the default for Save As feature is the Public Folders area. You must now choose the Favorites
Folder and save within that area regardless of where you opened the report from.
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Exporting Documents and Reports

&£ T ) m - | | [ Track % Dri it - & - | | [ Track § Dr
3
Export Document As k FDF Export Document As
»
Export Current Report As  * Excel 2007 ) Export Current Report As PDF
" Export Data to CSV ... Excel ' ExportData to C5V ... Excel 2007
CSV Archive Excel

CSV Archive

I E— Text

The ability to save the document as PDF, Excel, CSV has moved from the Document, Save to my computer as
to the Export button, Export Document As. The ability to save just one of the report tabs instead of the
whole document has changed from Document, Save report to my computer as to Export Current Report As.

Temporary Filters on a Report and other functions

& Track & Dri ¥ Filter Bar TM Freeze BEE Outline

These functionalities are not available for the report viewer.

Report Panels

Reading - PDF and HTML modes

When you open a report it is defaulted to PDF mode. There are two ways to change this. A temporary
method is through the Workspace Toolbar and a permanent method is under Preferences.

Option 1 - Temporary

Option 2 - Permanent

Preferences — viewer

Web Intelligence

Preferences
General View
Change Enterprise Password @ HTML (no download required)
Locales and Time Zone () PDF

Analysis edition for OLAP
Y Modify (creating, editing and analyzing documents):

Thig is also the interface launched from the Go To list or My Applications shortcut,
BI workspaces @ HTML (no download required)
Crystal Reports Select a default universe:

Mo default universe | Browse ...

We recommend permanently changing the view to HTML as there are more options available.
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PDF Mode

Web Inteligence -

Reading | ~| Design
_ ——
=/ | Document Summary HTML Cirl+l
v PDF
(2] User Prompt Input

by o

These are report panel options in PDF mode, the functionality has not changed. Document Summary is a
new icon for report viewers.

HTML Mode
Web Inteligence - = H - 5 # | Reading | -| Design
_§| Document Properties | ¥ HTML Cirl+1 .
- 1 POF '
lEg Mavigation M ap ‘

(2 User Prompt Input

These are report panel options in HTML mode, the functionality has not changed. Find has moved from

the bottom of the Navigation Panel to Workspace Panel only in HTML mode. Input controls are not
available for viewers.

Moving Around within the Report

In the bottom right corner of the report these arrows allow you to scroll the page up, down, left, and right in

the window or use the up arrow to jump to the bottom of the previous page or the down arrow to jump to
the top of the next page.

May 17, 2014
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For Interactive Users

VNV ORKSPACE TOOLBAR ..vuuittuntrtteettieetserertneeesneeessessneessneesenesssnsessssessneessneessnneessnsessnsessnnsssnnessnesessesssneessnns 14
V=] o0 L (=] o 1T Lol =SSR 14

Qe 1ol SO 1 Lo T Lo T=X USSR 14

[0 1 PSP TPP PRSPPI 14

L= g o T PP PPOPUPRPI 14

FFOOZO ...ttt ettt ettt et e e eaeneneneneee 15

(01111 1= SRS 15

DESIGN VIEW cruivtiieitereteeetteeeteertneeetneesesnsessneessnsessnssssnssenssessnsessnsessnnsssnnsssnsesssnssssnsessnssssnesssssessnssssnsenen 15
11 o 1o I 1Y Lo Yo LSRR 16
SEEUCLUIE ONIY VIEW ..ottt ettt e e e e ettt e e e e e e s et aaaaeessssssssaaaaaeessssssssnasaaaeanas 16
SELECTING REPORT OBJECTS ..evtteetteeeeeiaiurrerteeeessasaainertteeesesssaunsreteeeessssssannneseaeeesssssansnnreneeeeessessansnsseeeeesenns 16
WWORKSPACE TOOLBAR ... tititeeieteeee et eeee e e e ettt e e et et et e e et e e e e e e et e e e e e e e e e e e e e eeeeaeeaaaaeaaaeeaaaaeaaaeeaaaaeeaeeeeeeeeaaeeeeeaaeees 17
REPORT ELEIMENTS TAB....utuuutututututututttutuuttttueattetete ettt tste s ettt sttt ss sttt st s st st s sttt s s s st e s st e sesesesnsesesnnnnnnnnns 17
o L= PRSP PPUOPRURPINE 18

=] o 1= [ Nt 20
FORMATTING TAB ..ttt ettt ettt sttt sttt sttt st s st 55555 s 55555 s 55 s e s st et e s et e sesesesmnmnnnnnns 20
DATA ACCESS TAB .. eettettee e e e e ettt ettt e e e e s sttt et e e e e e se s e e et e e e e e e e e nsbab e e e eeeeeesannnssaaeeeeeeeasaannnnneaeaeeesssannnes 20
AANALYSIS TAB...ctttttttttttttttttttttteteteetteae et ee et eeeeeeeaeaeaeeeeeeeeee e et e et et et et et e et e ettt ettt eeee e e et et e e e eeeeeeeeeeeesenenennnnnnnes 21
RONKING oottt ettt e ettt e e e e e e ettt e e e e e e ss s stsetaaaeesasssssssaaaaaeessssssssnnsaaneesssnssses 21

Before applying RANKING............cueeeeeeeeeeeeieeeeiee ettt e e et ttte e e et a e ettt e e e steaaessteaeesstnaeesssnasenrses 22

ROANKING OPLIONS ...ttt ettt e e e e ettt e e e e e et sttt saeaaaeeesssastssaaaaeeeasssssssnaas 22

ASEEE ROANKING ...c....veeeeeeeeeeeeee ettt e ettt e ettt e e e sttt e e e st s e e s s e s e e atsesaeasssaaeasssssaessssnaens 22

PAGE SETUP TAB. ..ttt e e e e ettt e e e e e sttt et e e e e ee s sa e e et e e eeee e s ansbe b eeeeeeeeesannnsseneeeeeeeaaansnnneeeaaeesssannnes 23
REPORT PANEL CHANGES...cctteeetteeiutrrtteteeeeessaiurreteeeeesssasannsseeteeeessssaaansseseeeeesssssansnsseneeeesssasaansnsneeeeesessaannnes 23
YN o] 1o o) (= @] o] = or XIS 23
Document StrUCEUIE QN FilLEIS ......c.uvvvieeeeieeeiieesit ettt s ittt s sttt ste s s sataestesssbassssseasssseenes 24
ASSIGNING DAL oo 25

R =] (=l (= IR Y =Tor 1 o4 SRR 26
Deleting G SECLION CEll.........ooeeeeeeeeeeee ettt ettt e et e e et ettt e e e e e e s ss st aaaaaeesassssssssaaaeesssssnnes 26
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For Interactive Users

Workspace Toolbar

Home | Documents | Detail Transactions f... = = = |

—
e

EEFRETIEFEE

Web Inteligence = ‘ ‘ o (=

[ Track = 3 Dril = W FiterBar [ |Freeze

E Outine Resdng |+ Desan ~ (2

E
=) 3| Detail Transactions for Appropriation

B Appropriation by Account}
=) Appropriation by CC by AC
2] AR by CC by AC Excel

[t

[

i
[l

=

Chart of Account Yr:

[COA Year

Appropriation:

TOTAL APPROPRIATION

TOTAL COA YR

REPORT TOTAL:

Trans Date RD
Account Code | Processed

Input

Code

Detail Transactions for Appropriation

Open | Open
Transaction Vendor CC Codel tem
Description Name sY Type

Item

4 [

] r

[2 Appropriation by Account [21 Appropriation by CC by AC

| [2 AR by CCby AC Excel

E

Appropriation by Account ¥

When interactive users open a report, they will have the following toolbar showing additional options no

longer grayed out.

£y (3

‘ Web Inteligence =

NEA-3nea o

.

Web Intelligence

[ Track = 3 0ril = % FiterBar [ Freeze - & Outine

3

Readng ~ Design ~

Many of the functions formerly under View have moved to Web Intelligence. Also located here are the Filter

Bar and Outline functions.

Track Changes

This is not a supported function.

Drill

This is not a supported function.

Filter Bar

This is the same as Report Filter Toolbar icon and has the same functionality.

May 17, 2014
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For Interactive Users

Freeze

i ﬁFreeze ~ BH outline

Freeze Header Rows
Freeze Left Columns

. O

FO U ]

(9]

When you click in a table, you are able to freeze the header row and up to a few additional rows. As you
scroll down the screen, you are able to view your headers. This is only available when in HTML mode.

Outline

This replaces the Fold/Unfold functionality.

Design View

Home || Documents | Detail Transactions f... = = &

" File Properties. I

Report Elements | Formatting 1 Data Amess] Analysis I Page Setup I

Reading ~ Design |~ (2~

Tables | Cell | section

/" Chart | Other /" Tedls | Pestion | Linking |

DesignArea

- HETIEES
oo kBB X @

=-H-8- 8-

221 set as section

ll - % - @ - | B unine

fom x|

Detail Transactions for Appropriation

Available Objects

# Documents Structure and Filters

Chart of Account Yr:
Appropriation:
Input
Document Trans Date RD Transaction Vendor Vendor
Account Num Code | Processed Code Description HNum Name

Open Open
CC Codel Item Item Total
= | HNum Authorized ~Actual
Page numbers e

Last Refreshed

ol T

| r

| [ Appropriation by Account [Z] Appropriationby CCby AC | [ AR by CC by AC Excel

Y

B

Appropriation by Account ~

Track changes l_p [ Track changes: OFF [ 4 < Pagetoft + W | [I2 B [100% -| &' 3yearsag

Reading = Design “-@—-

With Data

Ctrl+2

Structure only  Ctrl+3
I

May 17, 2014
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To see the design area, select Design on the Workspace Toolbar. Design view is the only way to make
changes to the report. To add tables, charts, add or remove available objects, or reorder the objects on the
report.

With Data Mode

This is the standard view that we are accustomed to.

Structure Only View

TR - - e oicton o
Dt |5 teons Acpropissan Covee
Bomrmm—s o ieons Arprepissan Tam
~{Select Appropriation Nome]
~{Selecies Azcount Type]
=[Sele:.Ed Account Entity - ALL
=[Selected Posting Type List]

Posting Monthis) =[Select=d Fos ting Month Rang

Chart of Account Yr: =[COA Yr]

Appropriation: =[Appropriation Extended Name]

prTE—— =Ham =MHa ame | =Hame | —yNameOF =NameQf | —Mam | =Nam [E—— [ET——
{[Docum ent e0f =NameOff[Date meld Transaction Of Of {[Vendor {[CC Code/ eOf eOf {[Total =Nam eOf {[Encum bran
Account Num]) ([Tran Processed]) T Descr iption {[Warra | ([Vend Mame]) 5Y]) {[Ope | ([Ope | Authorized]) {[Actual]) ce])

=JAccount Extended Name]  =[Document Nun =[Trars | =[Date Proces s ed] =[P ={Input =[Transaction DescL1] |=Wamant =Mendor =[Vendor Name=[CC Code/SY=[Open | =[Open | =[Total Authorize =JActusl] =[Encumbrance]
=[Account Extended Name] =Sum([Total Au =Sum([Actual]} =Sum([Encumbri
TOTAL IOM  =[Appropi Mame] =[Total Authoriz =[Actual] =[Encumbrance &
TOTAL COAYR =[COAYr] =[Total Authoriz =[Actua] =[Encumbrance
-
REPORT TOTAL: =[Total Authoriz =[Actua] =[Encumbrance

The Structure only option gives the business object item that is within the field. This view option may be
useful to determine the information is in a particular area of the report and assist with problem solving on
reports that are not running correctly. Even after the report is run, this view remains.

Selecting Report Objects

Document Structure and Filters ~ «

Filter | Axis

4,
Y |

25 -

J 3

lEE =] ﬂ Detail Transactions for Appropriation
=o [= |=| Appropriation by Account
=0

[B] Page Header

20 - B | Horizontal Table : UserRespan:
All Measures m = coa e
15 - - = Appropriation Extended Na
KJ ™ vertical Table : AR
I = ™ vertical Table : Block1
™ Vertical Table : Block2
o ™ Vertical Table : Block3

™ vertical Table : Block4
™ vertical Table : Block3
© s ! |Column Chart : Block 11

[E] Page Footer

[ = S T I

In order to select tables or charts in the workspace panel, you need to get a 4-way arrow or click on the item
in the report panel of document structure and filters. We recommend using the report panel for simplicity.
This makes it more important to name the items on your report.
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Workspace Toolbar

File|/Pmperﬁes|
DNEE- 1St £
o | Kk BRI X F@a

These items have been condensed to the left on the Workspace Toolbar.

Report Elements | - Formatting | " Data Access | & Analysis | - Page Setup |

Tables | Cell | Section | Chart | Other Took | Posiion |~ Linking |
M- B - - EL il @~ | R Tumint B3] Set as section

qfxi:')ﬁ-f
[

This design area was created to replace the formatting and report toolbars formerly used. The formula
toolbar remains the same and is located above the Workspace Panel.

Report Elements Tab

Report Elements ‘ - Formatting | & Data Access | & Analysis | a Page Setup |
Tables | Gell | Section Chart | Other Took | Position | Linking |
D % I:l < Ej % E < IR A - B ﬂ?Turn Into 353 Set as section

Insert tables, cells, ] Insert charts or | Changes the format of the
and sedions graphs selected objects

When a cell or area of the report is selected, the items under Tools become available and additional tabs

become available.

/" Table Layout | Behaviors Cell Behaviors
= Break v | Insert = DHeader - |:[,Footer - E Hide ~ ’ﬁ Page Break - Repeat
——  When atable is selected L — When a cell is selected

-
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For Interactive Users

Hide
Report Elements | o Formatting | o Data Access | o Analysis | o Page Setup |
" Tooks | Pastion | Linking | Table Layout /* Behaviors |
| D = D > Ej rE |l D~ %Tum Into ~ @Setas section E Hide ~ >; Page Break Repeat -
a F wif 3 o |=[Se|eched Account Type] £ Hide Dimension
1 Show Hidden Dimensions

Detail Transactions for Approg

COA Year

2006
1728
2006
FINANCE

Account Type{s) EX
Account Number

72000
Posting Type(s) 1,4,5,6, 7|
Posting Month(s) 1-18

Hide allows you to temporarily hide a dimension within a table, the information is still in the table and it can
be unhidden. You can hide more than one column of the report but it must be done one at a time. Items
that are hidden will not export. If you hide a dimension that is after measurements in a report, when the
item is unhidden it will be inserted as the last dimension prior to the measurements in the report. Use
caution when using this function.

Report Elements ‘ ~ Formatting | 4 Data Access | 4 Analysis | / Fage Setup |

May 17, 2014

P e — &£
‘ D - I] - - E ok - %Turn Into - @Setas section E Hide - »; Page Break Repeat ~

a Fo udf x ,/|=[Se|ectAppropriaﬁonName]

COA Year

2006
1725
2006
FNANCE
Account Number 72000
Posting Type(s) 14,567
1-18

&

Hide Dimension

Show Hidden Dimensions

Detail Transactions for Apprc
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Report Elements | 2 Formatting | o Data Access | o Analysis | - Page Setup |

/TablE l/__V Chart " Took | Pesifion | Linking | Table Layout | Behaviors |
==j Set as section ‘ E Hide - >H Page Break - | Repeat -
H Foomdt x o | Show Hidden Dimensions
Hide
You must have a 4- Hide when Empty
way arrow fo select . Hide When...
the table wown ransacuvns 10F APpPro
20086
Appropriation Number 11725
Appropriation Term Yr 2006
Select Appropriation Nam FINANCE
Selected Account Type EX
Account Number 72000
Posting Type(s) 1.4,567
Posting Month(s) 1-18

If a report element is selected, different hide options become available. Hide will hide the entire table, chart,
cell, or section. Right click to show the hidden element from document structure and filters. Hide when
Empty is not supported. Formula driven hiding is also available under Hide When. These options are also
available under General when formatting report elements.

| B|Horizontal Table : Block?|

= EEA r 2 Delete
Vertical Table
[= [£] GR Hierarchy Turn Into 4
= || Grant Exte '
Assign Data. ..
™ vertica L
7 vertica Linking b
™ vertica)
e 11 3
— . Vertical Table ;
I@ Page Header [ ™ Vertical Table : Blo [} Hide ’ Show Hidden Dime
Horizontal Table : Blockz Hi
iddentable Ccels
=] coar % [F] Page Footer CL Order ¢ Show
Vertical Table : Block3 % Grant by Ledger Code Format Table. .. Hide
= [5] GR Higrarchy

£| GR by LC by AC Excel S | 4de when Empty

. E Hide When...

= (5] Grant Extended Name
= Verhal Table Da13 T:
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For Interactive Users

Repeat

/" Tables | call | Section | /" Chart | Other |

" Tools |/ Postion | Linking | Table Layout * Behaviors |

% Turn Inta =

353 Set as section E Hide -

>H Page Break —= | Repeat -

O-E-AO-8-a-¢-@-

fx f)ﬂ\’|

Table on Every Page

D Header on every page

L Footer on every page

Detail Transactions for Appropriation
=

Appropriation Number
Appropriation Term Yr

Select Appropriation Nam

Selected Account Type

Account Number
Posting Type(s)
Posting Month{s)

2006
11725
2006
FINANCE
EX

72000
1,4,56,7
1-18

When a table or the header is selected, the table will appear at the top of each page.

Formatting Tab

2 Report Elernents/l/ Formatting | 2 Data Access | o Analysis | & Page Setup |

Font Border Cell

Style Mumbers

Took

RENEN

|BI

u

A

[—1

5

2-5|==

| & W

Many of the elements formerly included in the formatting toolbar are now located under the formatting tab.

Data Access Tab

Report Elements o Formatting J/ Data Access | “ Analysis | a Page Setup |

" Data Providers

" Data Objects

i Edit

B Purge

= | = Refresh - 55 Mew Variable -

I Merge

Many of the items from the workspace toolbar have moved to the Data Access tab. Edit is only available for
developers. Merge is not supported. This is not the same as merged objects from a multiple query report.

May 17, 2014

]

" Data Objects

5% Mew Variable -

I Merge

Mew Dimension
%  New Detail

Mew Measure
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For Interactive Users

Creating a variable has become easier by being able to select the type of variable that you want from the

start.

Analysis Tab

" Report Elements |~ Formatting |~ Data AooessJ/ Analysis | " Page Setup |

Filters | Data Tracking | /" Display | Conditional | ~" Interact | Functions |
7 Fiter = | dlyRanking = | B nputControls = || Group ~ | °= Break - | & sort - ¥ Dril + % Filter Bar & Outline || | 7
Ranking is a new feature  fiation Term vr] Organizing the data; Report filter and Hide
Conditional formatting is not [ summarizing data;_ formula
! LDER supported Functions assist with toolbar
AR e calculations

This is for data analysis, filtering, and organizing the information. Many of these functions were formerly
available on the Report toolbar.

Ranking

Ranking is a new way of displaying data based upon the information within the data table. This works like a
conditional filter to provide specific interrelated limits on the report. The ranking does not impact report
totals unless it is also added to those tables.

May 17, 2014

Appropriation:

11984-06 FINANCE OPERATIONS

Input
Trans Date: RD Vendor | CC Code/
Account Processed Num SY Actual

72111 - AIRFARE

72111 - AIRFARE

72112 - SURFACE TRANSPC

72112 - SURFACE TRANSPOI

AA18566700008
AA18566700009
AA19013040011
AA19013040015
AA19013040030 310-10
AA19013040031 31010
AA19166400002 310-10
AA19441160005 430-40
AP00308860002 310-55
AP00308860003 310-55
AP00308860004 310-55

310-10
310-10
310-10
310-10

AA1B566700008 310-10
AA18566700009 310-10
AA19013040011 310-10
AA19013040031 310-10
AA19166400002 310-10
AA19441160005 430-40

08/22/05
08/22/05
02/23/06
02/23/06
03/13/06
03/13/06
04/25/06
08M11/06
04/25/06
04/25/06
04/25/06

08/22/05
08/22/05
02/23/06
03/13/06
04/25/06
08/11/06

02
0s
0a
09
09

02620
02620
02620
02620
02620
02620
02620
02214
02620
02620
02620

02620
02620
02620
02620
02620
02214

RAG0304 02400300-06 369.90
CRO000C 02400300-06 338.90
CRO000C 02400300-06 29710
RAGO304 02400300-06 29710
JOS0605: 02400300-06 359.10
CH30605 02400300-06 29710
RAG0304 02400300-06 29710
02400210-06 305.10
ALAB4927 02400300-06 29710
ALAB4927 02400300-06 50.00
ALAB4927 02400300-06 128.00
3,036.50

RAG0304 02400300-06 6.00
CROO000C 02400300-06 158.61
CRO000C 02400300-06 173.25
CH30605 02400300-06 104.08
RAGO304 02400300-06 12819
02400210-06 15.00

58513
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Before applying Ranking

Appropriation  Ranking )
‘fou can display the top bottom values for the section block based on the measure you select
Acd Ranking properties:
72111 - AIRFA Top 5 Tl A
@ Any measure Ranking on any
[ Battom |20 % | onthe report dimension inthe report
Based on Actual J - [#]Ranked by | # Vendor Mum 4 -

Selected Appropriatio

Selected Posting Mon

Selected Posting Type

Source RD Code

Source System ID

Transaction Desc L1

Trans Code

Vendor Name

Warrant Mum

[ Variables

<« | 1 | 3

72112 - SURFACE TRANSPC AA1B566700008 31010 08/22/05 02 02620 RAG0O304 02400300-06 6.00
AA18566700009 310-10 08/22/05 02 02620 CROO0OC 02400300-06 158.61
AA19013040011 310-10  02/23/06 08 02620 CROOOOC 02400300-06 173.25

AA19013040031 310-10  03M3/06 09 02620 CHS0G605 02400300-06 104.08

Fs

- (keep the top/t
* total number o]

Count, Percentage, |
Cumulative Sum, Cumulative
Percentage

Calculation mode: Percentage

[=]

—T—

0
0
0
0
0
0
0
0

0
0
036.50

-

72111 - AIRFARE

Ranking Options

Appropriation: 11984-06 FINANCE OPERATIONS

Input
Trans Date RD | Vendor | CC Code/
Account Code | Processed Code Num SY Actual

72111 - AIRFARE AA18566700008 310-10 08/22/05 02 02620 RAGO304 02400300-06 369.90
AA19013040015 310-10 0 02/22/06 08 02620 RAGO304 02400300-06 297.10
AA19166400002 310-10 0442506 10 02620 RAGO304 02400300-06 297.10
72111 - AIRFARE 964.10
72112 - SURFACE TRANSPC AA18566700009 310-10 08/22/05 02 02620 CROO000C 02400300-06 158.61
AA19013040011 31010 02/23/06 08 02620 CROO00C 02400300-06 173.25
72112 - SURFACE TRANSPOI 331.86
72113 - LODGING AA18566700008 310-10 08/22/05 02 02620 RAGO304 02400300-06 644.00
AAT9013040015 310-10 02/23/06 08 02620 RAGO304 02400300-06 340.00
AA19166400002 310-10 0 0442506 10 02620 RAGO304 02400300-06 207.00
72113 - LODGING 1,191.00
72114 - MEALS & INCIDENTA AA18566700008 310-10 08/22/05 02 02620 RAGO304 02400300-06 201.00
AA19013040015 310-10 0 02/23/06 08 02620 RAGO304 02400300-06 210.00
AAT9166400002 310-10 04/25/06 10 02620 RAGO304 02400300-06 158.00
72114 - MEALS & INCIDENTA 570.00

After Ranking

**Note: Ranking is not visible in the document structure and filters so these will need to be added to the
header box to inform readers of the report that ranking has been put on the report.
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Page Setup Tab
Report Elements | Formatting | Data Access | Analysis | Page Setup |
_/ Report| Rename Report Mowve Report _/ Pagel Header Foater _/ Scale to Page| Margins Display
[2 addReport |T?E'1Dup|icate Report F%'( [&" Landscape ~ | Legal - Width: |automatic = | Height: |automatic ~|| Scale: |100% -

This is for the overall formatting of the report, position of the report tabs in relation to each other, and
formatting of the report for printing.

Report Panel Changes

Available Objects

T
|

Type here

to filter tree

= =R TN =¥ =g o=
FQA Financial Source

Fund Name

Fund Mumber

Input RD Code

Ledger Code

Open Item Line Num

Open Item Num

Open Item Type

Posting Month

Posting Type

Program Indicator

Program Mumber

Select Appropriation MName
Selected Account Entity - ALL
Selected Account Type
Selected Appropriation COA Yr
Selected Appropriation Entity M
Selected Appropriation Term Yt
Selected Posting Month Range
Selected Posting Type List
Source RD Code
Source System ID
Transaction DescL1
Trans Code
Vendor Mame
Vendaor Mum
Warrant Num
Actual
Encumbrance
Total Authorized
Total Auth w/lapse
Total Auth w/restrictions
Variables

EEE 3

fio mit 3 of |=[Total Authorized]-[Actual]-[Encumbrance]
r

AP00289180026 310-5

APD02B9180027
APD0289180028
APD0289180029
APDO289180030
APD0308350002
APD0316320004
APD0316320005
APDO316320006
APO0316320007
APD0336890009
APDO337760001
APD0337760002
APDO337760003

APDO337760004
72970 - TRAVEL COST AJE X

310-5
310-5
310-5
310-5
310-5
310-5
310-5
310-5
310-5
310-5
310-5
310-5
310-5
310-5

TOTAL APPROPRIATION  11985-06 STATE TRAVEL
TOTAL COAYR 2006

REPORT TOTAL:

Detail Transactions for Appropriation

Formulas will no longer appear as available objects.
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Document Structure and Filters

Document Structure and Filters ~ <

Filter | Axis

= _ﬁ Detail Transactions for Appropriatic =
E
Page Header
B Horizontal Table : UserResg
= [5] coavr
= |5 ] appropriation Extendec
= ™= Vertical Table : AR
| Account Extend
| Document Num
| Trans Code
| Date Processed
| Posting Month
! Input RD Code |_

You can now see the available objects that are in specific tables in the order in which they are on the table
from left to right.

= i_hl Detail Transactions for Project V1
= Project by Account
7
[H] Page Header
B Horizontal Table : Blodk2
= [slcoayr

Report Filters will show where they are applied.

= |5 | Project Extended Mame

[=Rsss|vertical Table : Data Table

Frans Code In List 310-10;310-12:310-55

I Account Extended Name
| Document Mum

! Trans Code

| Date Processed

Input controls show as italic, grayed out.

= Appropriation by Account
ER

= %7 And
7 CC Code/SY Equal to 20661361-11
/ Program Number Not Equal to 15215

= % and
7 CC Code/SY Equal to 20661367-11
/" Program Number Less than 15200

Nested filters show.
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Assigning Data

The old concept of Pivot Tables has been moved into the Assign Data category. Right click on the data table
from the report panel and select Assign Data. Expand the arrow at the top to see more options (a). Item (b)
adds a new column for an available object. Item (c) allows you to reorder the available object. Item (d)
deletes that available object.

Assign Data... I

Pl

Columns b¢cd
Account Extended ... | +~/ X
Document Mum |+ X
Trans Code MIEME
Date Processed | 4+l X
Posting Month MIEIME S 1
Input RD Code -+ X
Transaction Desc L1 MIEIMP4
Warrant Num MIEIME 4
Vendor Num MIEIME-.
Vendor Name |+ X
CC Code/SY -kl X
Cpen Item Type ~llalel X I~

< m 3
O Cancel Apply

Once you have expanded the view, you can change the table type, transform it to a graph/chart, add or
remove items from the data table, or rearrange the data table.

Assign Data... 2
>
Tables -
Columns
Bar E==
Box |:| AccountExtended ... v + v X
Column
- CC Setup ' MIE M
Line Vertical Harizontal  Cross Form eup T X
Map Table Table Table Date Processed -+ e X
Pie
Point Document Num - X2
Radar E
Tag Cloud =[Total Authorized]... = + = X
Waterfal
Posting Month MIESLD 4
Input RD Code MIEIMD 4

Transaction Desc L1 v+ )(

\Warrant Num v+ X
Vertical Table
Vertical tables display header cells at the top of the table Vendor Num MIEAP4
and the corresponding data in columns,
Wendor Name -+ - X
C Code/sY T4l X
4 m L3

OK. Cancel Apply
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Selected Sections

o g em
=] Program Extended Name
™ Vertical Table : Program Header
=
[ =[CC Codef5Y]
™ Vertical Table : Dats Table
" Vertical Table : Program Total
™ Vertical Table : Program Total (1)
7 Vertical Table : COA Yr Total
7 Vertical Table : COA Yr Header
™ Vertical Table : Report Total
[F] Page Footer
Program by CC
Program by CC by AC Excel

COA Year

Account Type(s)

Account Number
Posting Type({s)
Posting Month(s)

Chart of Account Year:

Program:

TOTAL PROGRAM

TOTAL PROGRAM

TOTAL CHART OF ACCOUNT YEAR
REPORT TOTAL:

Now selected areas will be outlined in blue. Section cells do not have an underline to mark their presence on

the face of the report.

Deleting a Section Cell

& LDER :

(COA Year )

program |

i
Account Type(s) Eﬁ:
Account Number .

Posting Type(s) ._
=
Posting Month(s) |=

=
=

Delete

Clear Contents
Edit Formula. ..
Linking

Drill

Filter

Ranking

Hide

Order

Align

Chart of Account Yea Formatting Rules
Text
Program:
Format Cell...
o :
& n

¥ | 2 Cell Only efmm—

Cell and Section

Program:

When right clicking in the workspace panel, there are the two options for deleting the section cell, to delete
the cell only or the cell and section. When deleting a section cell, from document structure and filters with a
right click, you will not receive a warning as the section cell is a separate element. However, if you select
delete from the workspace panel above document structure and filters, you will still receive the warning

about deleting the section and the cell.

May 17, 2014

Page 26



ALDER Up — What’s New For Report Developers / Agency Advocates

For Report Developers / Agency Advocates

EDIT DATA PROVIDERS ...vvtvtveeeeeeeeinertreeeeesesssannsreneeeesssssssnssnsenseesssssssssssnneesees ERROR! BOOKMARK NOT DEFINED.
THE NEW QUERY PANEL....iiiiiiiiiiiiiies e eeeeeriieee s e eeeeeeiise e s e e e e e eeabaane e e e s e aennnns ERROR! BOOKMARK NOT DEFINED.
Edit QUEIY TOOIDAN .......eeveeeeieieeeeiie ettt sea e e s Error! Bookmark not defined.
NEW DA ICON .....eeeeeeeeeeeeeeeeeee ettt e e e e eea e e e stea e Error! Bookmark not defined.
DALEA PrOVIEW.......ceeeeeeeeeeee ettt Error! Bookmark not defined.
IMULTIPLE QUERIES evtvuuiieeeeeeetutiiiieseseeseeeanssunneesseessensssnnnessseeesssssssnnaseessessnnes ERROR! BOOKMARK NOT DEFINED.
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Edit Data Providers

Formatting | Data Access | Analysisl Page SEtI..I|:I| Reading - Design -

3 -

File | Properties | Report Elements |
EEH- 1 S3R8 - /" Data Providers | /" Data Objects
) 14 | ,:-:j- [FEdit [ Purge * | 2 Refresh + || E& New Variable - Merge

There are two ways to get to the Edit Data Providers (formerly Edit Query). Under Data Access, notice the

Edit function is now available. It is also on the left side of the Workspace Toolbar.

The New Query Panel

(L Query Panel
[J'ﬁ'AddQuery -

o= Universe outiine

Master perspective =

) filter on th B =t

= 7 Alaska Data Warehouse
Finandial Activity
Structure

il e

=

Selected Appropriation COA ¥r List
Selected Appropriation Term Yr
Selected Account Type

Select Appropriation Mame

4 Collocation Code Extended Name

4

i Result Objects

Selected Appropriation Entity
Selected Account Entity - ALL
Selected Posting Type List
COAYr

Account Extended Name

MNumber )

Appropriation Extended Name

= Run Query

X %

Objects wrap
as in Firefox

Selected Posting Month Range ]

Approoriation Term Yr

I

¢ Query Filters

AND

¢ Select Appropriation COA Yr List

¢ Select Appropriation Entity Number
" Select Appropriation Term Yr

¢ Select Account Type

¢ Select Account Entity - ALL

ff Data Preview

FPreviews the first few lines of the report

4

o %

7|ﬁ Close -

y| T

|.m

m

i Refresh |

l I Appropriation Details

Resize
window

Some of the functionality of Firefox platform has been integrated into this version. As you add result objects
to your query, the information wraps down instead of being listed across only. We are still able to resize the
windows for all parts of the edit query panel, this is made more visible by the inclusion of four dots between
the panels. Data preview is not supported.

Edit Query Toolbar

(L Query Panel

[:]J Add Query -

Panel View

Scope of Analysis - not supported '

+— # dd a Combined Query

S
X

i e Run Query ?ﬂ Close -

The panel view buttons allow you to choose which of the panels you want to see in your edit query panel.
The Combined Query function is not supported.
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' Run Query ;ﬂ Close ~

Apply Changes and Close
FoX

Revert Changes and Close
YA e e —I'lreshed  311/1-

The save function has changed to either applying the changes and closing or reverting the changes and
closing. You cannot save and remain in the edit query panel. The apply changes and close option does not
run the report.

+~' Run Query -;,* Close ~

|+ )< /& 1 ’
'
Remowve All
.
x

x
Remove One l

Remove All
Add nested filter

-~

= Refresh

The location of the buttons to arrange the results objects and query filter panels have moved to the top of
the panes instead of the side.

New Detail Icon

= Financial Line o
= General Finandial Objects
Acct Type
Acct Type Name
Calendar Day
Calendar Month
Calendar Week
Calendar Year
= COAYT
_" % EP Warrant Amount
Current Month
Fed FY
Financial Line Desc
Financial Line Unique Ide
FQA Finandal Source
Line Mum =

m

The icon on the detail items has changed and now when these detail items are added to queries, their
dimension does not come with the detail item.
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Data Preview

ff Data Preview

Selected Fund COA Yr List

2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013

< |

Ype a extm

11175
11175
11175
11175
11175
11176
11178
11178
11178
11178
11176
mn

filter the values

Selected Fund Entity Mumber

Select Fund Name

NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING
NTSC BONDS FUNDING

Selected Account Type

AS,LLFE
AS,LLFE
AS,LLFE
AS,LIFE
AS,LLFE
AS,LLFE
AS,LIFE
AS,LIFE
AS,LLFE
AS,LIFE
AS,LIFE

ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL
ALL

Selected Account Entity - ALL | COA Yr

2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013

' Refresh

The Data Preview panel allows the user to preview data retrieved for all Result Objects of a query based on
data input into the query filters.

Multiple Queries

The best way we have seen to creating a multiple query is to add a new query to the existing query and
putting the appropriate filters and results into the new query. If you duplicating a query, be sure that the

Query Filters have Filters Icons " rather than Edit Data Providers Icon | (). Remove the Edit Data Provider
Icons and replace with Filters so that you will get the intended results. After you run the query and enter
the prompts, this box will pop up.

Add Query

Choose how you want to indude the data from the new query.

@ Insert a table in a new report
Insert a table in the current report
Include the result objects in the document without generating a table

You have three options:

1.

Freferred option

| ok

Insert a table in a new report which gives you the result below:

Sarlerc v Hupag

06T
SO067T4
D067 A
SO0GTA

S0oa7T4a

. [ ar T zo00

May 17, 2014

Ravlarc tardd Ao

Report 2 -

Rl e Ao

TA525 Ex 1

Tas2s Ex 1

Tas28 Ex 1

Tas2s Ex 1

73ISZS Ex 1
™ Report 2

1@

- 1@
- &

12

- 18

Sala-ctad Pos

Sala-cted Poid

TASZE -
TASDT -
7 a5z -
raszg

TIASIO0 -

L E s
ELET
WAT
CHSF
FAT

HE.&

>

Actual
LAD 02 T4
T2 E18.27
20788 .90
2458178
871.579. 49
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2. Insert a table in the current report which gives you the result below:

0074
73625
e
1
1-18

Account Extended Name TY 2008 TY 2009 _ Selected Ap] Selected Act Selected Act Selected Po: Selected Po: Account Extt Actual

e GG alblabras 50674 73525 EX 1-18 1 73526 - ELE( 348,032.74
73527 -WATER & SEWAGE 10194434 50674 73525 EX 1-18 1 73527 -WAT  72516.27
be=2iiiRee 20,244,568 50674 73525 EX 1-18 1 73528-DISF  20,198.90
73529 - NATURAL GAS/PROPANE  2,332.28

50674 73528 EX 1-18 1 73529-NATI  2458.18
73530 - HEATING OIL 101331672

50674 73525 EX 1-18 1 73530 -HEA 671,579.49

3. Include the result objects in the document without generating a table. This option requires

you to insert the new information into the existing table. This option is the preferred method

and produces similar results as prior versions.

Appropriation Entity Number

[Account Type
Posting Type List
Posting Month Range

50674
73525

Account Extended Name TY 2008 [TY 2009 _

73526 - ELECTRICITY 301,457.23
73527 - WATER & SEWAGE 101,944.34
73528 - DISPOSAL 20,244.68
73529 - NATURAL GASIPROPANE  2,332.28
73530 - HEATING OIL 1,013,316.72

Available Objects -

Type here to filter tree

= 21MQ AR by AC V2
I Account Extended Mame

I Selected Account Entity - ALL

"l Selected Account Type

I Selected Appropriation Entity Mumber

| Selected Appropriation Term Yr

| Selected COA YT List

# =

"1 Selected Posting Type List
----- Actusl{AR T¥ 2008)

----- Actual(AR TY 2003)

[t Variables

May 17, 2014
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Appendix
READING VW ORKSPACE TOOLBAR ..vuttttuttetuntetuntetnnsersnsersueesunessnnsersnsessnsesssnsesnnsssnssersnserssessnssesssessesessnsersnseres 33
REPORT ELEMENTS TAB . euuttutttuitutirntttntesneeunetnernsesnsessessenssnssusssnsssnsssnsssssssesnsesnsesnsessesessnessnessneesnessnsssne 33
FORMATTING TAB teuttttittiieeie ettt ettt ettt ettt seateaastaessaesassanesnssansssnssasesnsssnsennsesnsesnssnessnsssnsennessnssnnns 34
DATA ANALYSIS TAB tevuittutietneettterrueeraertssersnsersnsersaseesnseresesersnsesansersantesnssssnnsessnsessnsersnnsesnssessesersnsersnseres 34
F N T R A K 17 TR 34
X Y 2 UL 1Y - TN 35
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Reading Workspace Toolbar

Button Title

Description

[ Track = '3 oril =  Track and Drill

Not supported

7 Filter Bar Filter Bar Quick Filters to limit data showing on the report
ﬂ Fresze « Freeze Freezes the header rows of the report as you view the
report (only active when a table has been selected)
& outiine Outline Outline allows user to summarize data
Report Elements Tab
Button Title Description
" Tables | el | sectin Tables To add a table
m-E-8-E-
Tables | Gl | Section Cells To add a cell
1 Blank Pre-Defined -
Tables | Cell | Section | Section To add a section
1=1] Insert Section
" Chart | Other Chart To add a column, line, or pie chart
- - @
- Chart | Other | Other To add a bar, scatter, box, radar, tree, heat, or tag
E » 1« More ~ chart
" Tecks | Postion | Linking Tools To transform a table into a different kind of table
Timumnto ~ | &) setas section or chart; setting information in the data table as a
section
Took | Pasition | Linking Position Order allows you to move objects in front or
4 Order ~ [2 algn - behind other objects; Align allows you to change
the relative position of information (see layout
area discussion)
< MBS Linking Not supported
2 - Lipowment ~ [ Element -
" TeblsLeyout | Behaviors Table Layout  Break allows you to add, remove, manage breaks;
= Bresk + | Insert v | [ |Header = | |Footer -

Table Layout  Behaviors Behaviors

st
Hide = | %= Page Break Repeat -

Insert row or column into the table; Header and
Footer add or hide the header/footer of the table
Hide or show a single dimension in the data table;
Page Break (only active in page view) inserts or
deletes page breaks; Repeat a table, header, or
footer on every page
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Formatting Tab
Button Title Description
" Font || Border | Cel Font Changes the style of print and size of font
Arial |12 - A" &
Font | Border | Call Border Places borders around cells; change color of borders
- -
Font | Border | Cell | Cell Merge adjacent cells into a single cell; Clears
Fl Merge | & Cear ~ formatting from one or more cells
" sty | Mumbers Style Bold, Italic, Underline, Strikethrough: change font
BZUSA-2-] color; add background fill; add background image
Style J Numbers Numbers Applies a currency format, percentage, or dropdown
B - | % ||Default - menu for specific formatting images
/" Mignment | Sze | Padding | Alignment Change the alignment of a cell (left, right, center,
EEE|T==E top, middle, bottom) or wrap text within the cell
Abgnment )} Size | Podding Size Changes the size of the cell
Width: (0.83 2| Height: |0.15 2| inches
slignment | Sz= ) psddns | Padding Creates blank space around the values in the cell
Horizontal: 0.06 2| Vertical: (0.00 7| inches
ek | Tools Format painter (repeat formatting); show formatting
& | & & of the report; clear formatting of the report
Data Analysis Tab
Button Title Description
S beteProvides | Data Providers  Purge data; refresh the query
FEdit = Purge ~ | = Refresh -

/" Data Objects

== MNew Variable ~ Merge

Data Objects

Create a new variable based upon dimension, detail,
or measure; Merge is not supported

Analysis Tab
Button Title Description
/" Fiters |/ Deta Tracking Filters Add, edit, or remove filters on the report;
Filter - iljRanking - ZEInputConh’ols -

Filters | Data Tracking
[ Track |

" Display | Conditional

Group ~ | °= Bresk ~ | 4] Sort -
Display | Conditicnal |

Data Tracking

Display

Conditional

Ranking reduces the amount of returned data;
Input Controls create a custom query

Tracks changes in data from one refresh to the
next

Group is not supported; Break allows you to
add, remove, manage breaks; Sort allows you to
add, remove, or design sorts

Not supported
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Button Title Description
_/ Intersct | Functions Interact Drill is not supported; Filter Bar shows the quick
3 Dril ~ 7 Filter Bar EE Outline filter toolbar; Outline allows user to summarize
data
_ Interact ) Functons | Functions Insert or remove a formula in a cell
% Sum = M Count More -
= Formula Toolbar  Show or hide formula toolbar
Page Setup Tab
Button Title Description
" Report | Rename Report | Move Report Report Add a blank report; duplicate the
[ AddReport [ Duplicate Report [B¢ current report; delete the current
report
Report | Rename Report | Move Report Rename Report  Change the name of the current report
AR by CC by AC Excel
Report | Rename Report | Move Report Move Report Change the position of the current
Move Left Move Right report in relation to other reports
/" Page | Header | Footer Page Change the layout of the report
A" Landscape + | Legal N (landscape/portrait); change the paper
size of the report
. Page [ Hesder | Footer | Header Show/hide of the page header; change
shaw || Height: (0,91 | inches the height of the page header (ALDER
logo, report title, and last refreshed)
_ Page | Hesder ) Footer | Footer Show/hide of the page footer; change
Show || Height: 0,42 7| inches the height of the page footer (page
number)
/" Scaleto Page |/ Mrgine | Dilay Scale to Page Controls the width, height, and scale of
Wt: [a.0omarc_ | Height: [3.fomate_—| Scae: [Z00% ~ the page when going to print
__ ScaletoPage | Margins | Display Margins Set or change margins of the report
o N =t R = R i = B
Scaleto Page | Margins ) Dpsy | Display Changes the display view of the report
|=! Page mode || = Quick Display | Max: [100 7| Rows (20 2| Columns (page/draft) and the number of rows or

columns per page of the report
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