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Error message prompts

You may see 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 screenshot of the error message, and an explanation of what
happened.

System Timeouts

The system has a 60-minute timeout with automatic logout. This means that you will automatically be
logged out of the system after 60 minutes of inactivity. This is measured from the last time you downloaded
data from the server (e.g., refreshed). Save often if working on a new report.

System Security

User IDs and Passwords

These are the same user IDs and passwords that you use for the State of Alaska e-mail system. 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.

Role-Based 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) reports; if a report is saved as an Excel or CSV file, 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 functionality, the following browsers are recommended for accessing ALDER:

Microsoft Internet Explorer 7.0
Microsoft Internet Explorer 8.0
Microsoft Internet Explorer 9.0
Mozilla Firefox 25 through 27

Secure Website

ALDER is located on a secure website and is protected by the state’s firewall. Consequently, the ALDER
system cannot be accessed from outside the state enterprise system.
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Windows-Like Environment

ALDER is formatted into a Windows-like environment, particularly the folder structure where reports are

housed. Folders may contain subfolders, and each folder can be expanded or collapsed by clicking on the
or B buttons next to each folder.

No Trash or Recycle Bin

There is no “trash” or “recycle bin” in ALDER, so once the delete function for folders or reports has been
chosen and confirmed, that action cannot be undone. Use 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 cases, this student guide only shows one of these ways.

Key Terminology

A list of key terminology can be found in the Appendix.
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Chapter 2
Goals and Objectives

After you complete this chapter, you will be able to

e Access the ALDER web page
e Signinto ALDER
[ ]

Change your preferences

Accessing the ALDER Web Page

To use ALDER, you must first open your web browser (see Chapter 1 for a list of recommended
browsers).

2.

Type in the web address (URL) for ALDER: https://alder.state.ak.us
’\ State of Alaska

Alaska Department of Administration

Welcome
Division of Finance to

. |

Enter your user information, and click "Log On"

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

Password:

Log On |
Click here for department contact information to reset password
the information provided to others.

ALDER provides information to state employees for use in performing their job duties. | agree to limit my uze of ALDER to state business purposes, and to provide stewardship over
Unauthorized accessitampering is punishable under Alaska Criminal Statutes AS 11.46.200, AS 11.46.484, AS 11.46.740,
Alaska Statute 39.52.140 governs improper use or disclosure of information by state employees

(a} A 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 information has not alzo been disseminated to the public.
i . .

i ) .
(B} A current or former public officer may not disclose or uge, without appropriate autherization, information acguired in the course of official duties that iz confidential by law

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

Revised December 2014

Page 5


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

ALDER 201 for Report Developers — Class Guide Chapter 2

Signing into ALDER

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

Click the Log On button.

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

Welcome: viewer Preferences Log off Fel

Ay

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!

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

The AKPAY team is still encountering some issues, so there may continue to be some delay loading further data until 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 faled during the data extract on Tuesday, January 22. They are working on resolving the issue, but in the meantime ALDER will not be receiving
daily updates from AKPAY.

‘Once the issue is resolved the AKPAY team will perform manual extracts of each day we've missed and we wil load them into ALDER to catch up to the current extract.

‘We apologize for the inconvenience and appreciate your patience.

9l Training Report : 19163 | Detail Transactions for Appropriation - Chapter 7 9 Detail Transactions for Appropriation-Chapter 7
¥ Detail Transactions for Appropriation ¥ Training Report
[$] Detail Transactions for Appropriation Chapter 6 E| ¥ Detail Transactions for Appropriation - Chapter 7 £
[#) DMVMonthly Exp Audit Trail-Acct Tech Geneva 80967 ¥ Detail Transactions for Appropriation - Chapter 7
&) Detail Transactions for Appropriation by Warrant $ Detail Transactions for Appropriation Chapter 7
) Training Report [ Training Report
Seemore... | 12 Detai Transactions for Collacation Code 5K « | 4 Detail Transactions for Appropriation - Chapter 7 o

Source Last Update
b Y

ata Enterprise Reporting

mn

(Fri, 10 May 2013 11:44)

a

(Wed, 23 Jan 2013 08:30) -

Setting your Preferences to Report Developer

As a Report Developer, you will want to verify that your preferences have been properly set.

1.

Laska Data Enterprise Reporting Welcome: Preferen

S Log off

[a]
19
[

_—

Click on the preference button located in the ALDER Banner on the right-hand side of the page
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2. Click on Web Intelligence under View and make sure HTML is selected
Preferences Web Intelligence
General View
Change Enterprise Password @ HTML (no d
Locales and Time Zone @ Applet (download ed
Analysis edition for OLAP ~) Desktop (Rich Client, Windows only, installation required)
~) PDF

BI workspaces Modify (creating, editing and analyzing documents):

This is also the interface launched from the Go To list or My Applications shortcut.
@ HML (no download required
7 Applet (download
=) Desktop (Rich Client, Windows only, installation required)

Crystal Reports

Select a default universe:
Mo default universe | Browse ...

When viewing a document:
7 Use the document locale to format the data
@ Use my preferred viewing locale to format the data

Drill options:
[ Prompt when drill requires additional data
[ synchronize drill on report blocks
[ Hide Drill toolbar on startup
Start drill session:
=) On duplicate report
@ On existing report.

Select a priority for saving to M5 Excel:
=) Prioritize the formatting of the documents

@) Prioritize easy data processing in Excel

| save | | save & close | | Cancel |

3. Click Save & Close
CAUTION: Do not change any other preferences other than the ones discussed here or in the ALDER 101

Student Guide. All other preferences are system specific and any changes that you make can affect your
ability to use ALDER!

Summary

You should now be able to:

e Access the ALDER web page
e Change your preferences
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CHAPTER 3: Edit Panel

GOALS AND OBJECTIVES 1iiiiiiiiiiiiiiiiiititiieteiee ettt ettt e e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e et e e e e e e e e e e e e eaeaeaeeeaeaeeeeeeeeeseseeeeesenenes 9
ACCESSING THE EDIT PANEL ..uuiiieeiitiiiieie ettt s e e et e ettt s e e e e e e e e e et e e e e e e e e e eatabaaaeeeeesaaaessaaaeeeeeesenasannnnsees 9
EDIT TOOLBAR DISCUSSION ....ceettitttuieseeeeetttutuuieseseeetttsuuunaseseeerensssnnnsesesesenssssnnseseeessssessnmeesesessnnessnnnasseees 12
UNIVERSE PANEL DISCUSSION. ..etttttuuuieseeeeettuurenieseeesereesmunsasssssereesssnssssssesssesssssssssssssssssssssssssssssessensssnsssssees 14
RESULT OBJECTS PANEL DISCUSSION .. ..tiieiitttiiiiiieteeeeettetiiiieseseseeeettauaeseseeesensessansesesesensessnnnnesesessnnessnnnasseees 17
QUERY FILTERS PANEL DISCUSSION 1.iiiiiiiiiiiiiiiiiiiiiiiiieieieieieeeeeseeeeeeeeeeeeea e s e e e s eeeaeaeseaeseeeeeaeaesesesessseseseseseseseeenes 18
SUMMARY ittt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeees 19
EXERCISE trtuuueeeeeeeteetutuieeeeeeeeeettstu e aeeeeeeeeaaasua e seeeeseaesssanaaaeaeeeanssssnnnssaeesanssssannsseeesensessnnnnseeessnnessnnnnseenes 19
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Goals and Objectives

After you complete this chapter, you will be able to:

Accessing the Edit Panel

Access the Edit panel

Identify the three different panels within Edit
Identify Information Classes within the Universe
Identify Universe Objects

Arrange Objects within the Result Objects panel
Identify the different types of filters

From the homepage:

1.

3.

Revised December 2014

Click on Documents

In the Navigation panel:

"D oo T W

Click on Folders on the bottom of the panel
Click on the “+” next to Public Folders

Click on the “+” next to Enterprise

Click on the “+” next to Financial

Click on the :+” next to Detail Reports

Click on Audit Trail so that it is highlighted

;Home | Documents.[‘

View v Ne Organize ~ Se

My Documents

...............

Public Folders
» Departments
Enterprise
v Finandal
00 Production
' Detail Reports
Open Item
Vendor

Warrant

In the Workspace panel:

a.
b.
C.

Highlight (click) report “Detail Transaction for Appropriation’
Right click on the highlighted report
Select Organize

4
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d. Select Copy
My Documents _rmg‘ Type | Last Run
im ¥ | Balance Sheet Detal Transactions for Account Web Inteligence
= 1= Publc Folders ¥ | Balance Sheet Detad Transactons for Fund Web InteBgence
# 1) pepartments ¥ | Budget Analysis Detal Transactions for Appropriation Web Inteligence
& [ enterprise * | Detad for RD Code for Reference Reporting by Document Web Inteligence
= (2 Finandal ¥ | Detal for RD Code for Transaction Code by Document Web Inteligence
B 8 00 Production ¥ | Detal Transactions by Document within Document(s) Web Inteligence
= ¥ | Detal Transactions by Document within Source System ID Web Inteligence
v DesiRepony ¥ | Detad Transactons by Document within Source System ID within Bal Web InteBigence
7 Audt Trad ¥ | Detal Transactions by Document within SSID within BN within Batch Web Inteligence
] Open Item -a Detal Transactions for Appropriation et Lo -
] vendor ¥ | Detal Transactions for Appropriation by Colocation Code t View
5 warrant ¥ | Detal Transactions for Appropriation by One Level of Sele AL
Dol Sirvicas ¥ | Detal Transactions for Appropriation by Two Levels of Sele  Moblle Properties
¥ | Detal Transactions for Collocation Code Categories
4 Suchec Repats { ¥ | Detal Transactons fo Colocaton Code by Seected STt Doqumentlnk |
| Wi e | Deta Transachonsfor Clocaton Code by T Leves o Py e
*i] Detat Reports ¥ | Detal Transactions for Contract s s
. personal Services ¥ | Detal Transactions for Contract by by Coloc Deiate |
5 Structure Reports ¥ | Detad Transactions for Fund by Appropriation Web Inteligence | I
4, Create ALDER 201 folder:
a. Click My Documents
b. Highlight My Favorites Folder
c. Right click — Select New; Folder
d. Name your folder ALDER 201
e. Click OK
My Documents ]
=2 =
= Properties |
] amwe . ‘
& Local Document
= ALDE
Details Publication i .
®- @D D98 rersurmier s r Create Folder
Hyperlink ;
& Inbox A
Enter a new folder name: |ALDER 201
89 My Alerts o
LBSubscribed Alerts
5. In the Navigation panel:
a. Highlight ALDER 201 folder
b. Right click — Select Organize
C. Select Paste
d. Verify that the report copied to this folder

Revised December 2014
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e. Your folder structure should now look like this:

e soumes|

View v New v Organize v Send ~ More Actions ~ | Detais

My Documents Title 4 ‘Type
B 8 wy Favarites ¥ | Detai Transactions for Appropriation Web Inteligence

W ~\WebInteligence
I A DER 201

6. Double click to open the report. Be sure that you are in Design mode
7. Under Data Access, notice the Edit function is now available

8. Click on Edit

4 Report Elements |’/ FormatﬁngJ/ Data Access |’/ Analysis |’/ Page Setup |

#  Data Providers " Data Objects

@ Edit |=* Purge = | =% Refresh + || &t Mew Variable = | /4 Merge

Edit Data Provider (Ctrl+Q) p

Edit the data provider
(1] Query Panel IR
t‘_‘T_I Add Query - Ejﬁ iy | t? @ E] | 2 Run Query ‘ﬁ Close -

{T] Result Objects T X %4

= Universe outline
R U i

-

i - | 1
R ! Selected Appropriation COA Yr List | ! Selected Appropriation Entity Number ]
Q8 - Type here to filter on th E4 =t ObJ_ECtS wrap E|
| ! selected Appropriation Term Yr | ! selected Account Entity - ALL as in Firefox
= ',1'- Alaska Data Warehouse

[ Finandial Activity I ! Selected Account Type I ! selected Posting Type List I ! Selected Posting Month Range
| | | ,

[ Structure
| ! select Appropriation Mame ! coayr | ! Appropriation Extended Name

! Collocation Code Extended Mame ! Account Extended Name ! Appropriation Term Yr |
LI} 3

7 Query Filters ¥ T & w

I | -

¢ Select Appropriation COA YT List

¢ Select Appropriation Entity Mumber A
|

II

¢ Select Appropriation Term Yr
|

¢ Select Account Type
|

| 7 Select Account Entity - ALL n

A Data Preview 2 Refresh

FPreviews the first few lines of the report

Type a text to filter the values -
Resize
l I Appropriation Details window
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Notice that there are four different panels within the Query Panel
1. The Universe Panel

. This is the location of all the data objects that you might want to report on or display
within your report

2. The Result Objects Panel
. Objects from the Universe panel are placed here to be displayed on a report
. These become the Available Objects within a report
3. Query Filters Panel
. This is where you place objects to limit or filter the information being retrieved from the

data warehouse
4, Data Preview
. This is where you can test your query results. If the test is small enough, you will see all

the results of your Result Objects for your data. If the test is large, it will give you the
first 100 lines.

Edit Toolbar Discussion

At the top of the Query panel, there are eight buttons:

U QueryPanel  panel Views 2-5

(Ji AddQuery ~ || =5 B E P F B
1 6 7 8

1. Add a Query

. Allows you to add additional queries to filter for different sets of data that you might
want to display

2. Data Outline Panel

° Allows you to show/hide the Universe panel
3. Filters Panel

° Allows you to show/hide the Query Filters panel
4, Data Preview Panel

° Allows you to show/hide the Data Preview panel
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5. Scope of Analysis Panel — Not supported

Allows you to show/hide the panel that defines structured hierarchy

6. Add a Combined Query — Not supported

Allows you to get valid information when adding a new query to an existing query

7. Query Properties

MName

Universe

Limits

Sample

Data

Security

Query Properties i S

Appropriation Details

Max rows retrieved

Max retrieval time (s)

Sample result set S00

/| Retrieve duplicate rows Reset contexts on refresh

| aAllow other users to edit all queries

Prompt order

LRLARLN

LR

Context

Clear Contexts

i OK Cancel

Name — When building queries, you should always assign your query a name (This will
be discussed in more detail when we build multiple queries).

Universe — Name of the universe that data is being pulled from.

Max Rows Retrieved — Limits the number of rows retrieved from the data warehouse.

It is recommended that you do not select this option. You may not get all of your data if
you do.

Max Retrieval Time — Limits the amount of time that the query will search through the
data warehouse. It is recommended that you do not select this option. You may not get
all of your data if you do.

Sample Result Set — To run a small sample of a report to check to see if you are
retrieving what you wanted before running a large report that will take time and rows.
Retrieve Duplicate Rows — When unchecked, ALDER will summarize rows that have the
same data. If left checked, each row of data will be displayed independently on your
report.

Allow Other Users to Edit all Queries — If unchecked, other users will not be able to
modify the query. It is recommended that you leave this checked.

Prompt Order — Allows you to change the order of prompts when you are filtering on
dimensions, measures, or details. You cannot change the prompt order on predefined
filters.

Reset Context on Refresh — Not used by ALDER, leave this box checked.
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8. View Script — Not supported

. As you build or change your query, Web-Intelligence automatically generates the
programming language for the data objects you are using to retrieve information from
the data warehouse

When closing, you can select either Apply Changes and Close or Revert Changes and Close. You cannot save
and remain in the edit panel. The Apply Changes and Close option does not run the report.

2 Run Query ?ﬂ Close -

Apply Changes and Close
Fox

Revert Changes and Close
reshed 1M

L - -

Universe Panel Discussion

The universe in ALDER contains all the data objects that can be reported on. If a data field exists in AKSAS
(Alaska State Accounting System), then a data object has been created in ALDER.

Currently, there are two main Information Classes within the universe, Financial Activity and Structure.

' Universe outiine

Master perspective S

5@ t = 5
= 7% Alaska Data Warehouse

+ Finandcal Activity

+ Structure

Appropriation Details

Objects from the Financial Activity information class should not be mixed with objects from the Structure
information class.

% Universe outline

Master perspective =

<28 Type here to filker on th =4 =it

= %k Alaska Data Warehouse

= Financial Activity
Finandial Line
Open Item Receivables
Transaction
Wendor Detail
Selected Objects
Interface - Temporary
+ Structure

H HEEEE
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Objects from the Financial Line folder should not be mixed with objects from the Transaction folder.

Within the Universe panel, there are five types of objects:

1. Dimension — objects that data is aggregated by (e.g., appropriation, fund, grant, collocation
code, ledger code, vendor zip code, open item type, date processed, chart of account year).

2. Measure — objects that data is calculated on (e.g., actual, encumbrance, original budget,

restrictions).

3. * Detail — objects associated with dimensions that are unique (e.g., address, phone number,
transaction amount, schedule pay amount).

4, I Predefined Filters (information selectors) — objects defined within the universe to filter data
retrieved by the query from the data warehouse. These filters are have predefined parameters
(e.g., Posting Type List, Posting Month Range, Collocation Code List, Open Item Number, Fiscal
Period Code, Transaction Code). These objects can only be used in the Query Filters panel.

5. Selected dimension — objects associated with predefined filters. If a predefined filter is used,
the associated selected dimension should also be used (e.g., Selected Ledger Code List, Selected
Ledger Code List). These objects allow you to display in the Header Box what data is being
retrieved from the data warehouse.

Objects within the Universe are grouped together in sub-folders by data type. When developing a report,
use caution when pulling objects from subfolders.

i Blaska Data Warehouse
= Finandal Activity

= Finandal Line

Account
Appropriation
Amounts
Collocation Code
Confract

Fund

Grant

Ledger Code
Open Item
Organization
Perzonal Services
Proaram

HEEHEEFEFEFERFEF

General Finandal Objects

11l

If an object is not specific to a data type, it is listed in one of the General Objects folder (e.g., Posting Type,

Posting Month, COA Yr, Date Processed, Document Number, Source System ID).

Note: It is important that you understand how the Universe is arranged, how the objects are ordered, and

what the object types mean!

Revised December 2014
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If you do not know what an object is or how it is defined, you can hover over the object within the Universe
panel and a brief description will be displayed.

e ]

= 7 Alaska Data Warehouze it
= Financial Activity Select
= Financial Line
= General Financial Ohjects
Acct Type
Acct Ty,
Calenda
Calendan Type: String FA/FL/GFO/Acct Type:
Calendan Account Type Values AA (&l
Calendarl accounts), AS (assets), EX
¥ coayr | (expenditures), FE (fund equity), LI
current | (liabilities), RR. {restricted revenue),
FedFy | RU (unrestricted revenue)

Query |

m

Acct Type

Finandial Line Desc

It can be difficult to locate objects; however, with continued use and review of folders you will be able to
find objects quicker. Following are some useful hints when you are looking for objects:

e Looking for dollar amounts?
o Financial Activity/Financial Line/Amounts

e Looking for Selected dimensions?
o Financial Activity/Selected Objects

e Looking for relative reporting items? Predefined filters are located at:
o Financial Activity/Financial Line/General Financial Objects/Relative Reporting

e (Can’tfind an object in a specified folder or it doesn'’t fit in any category? Try
o Financial Activity/Financial Line/General Financial Objects, or
o Financial Activity/Financial Line/Transaction (FIN)/General Transaction (FIN) Objects
and it’s subfolders

Another way to find objects in the universe is to use the find option located below the Universe panel. Type
in the name of the object you are searching for and it will take you to the first instance, folder or object.
Continue pressing the find icon and it will continue searching much like windows applications.

M )
« Universe outline

Master perspective =
% Type here to filter on th H =t

o % Alaska Data Warehouse
+ Financial Activity
+ Structure
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Result Objects Panel Discussion

Any data object that you might want to display on the face of your report must be placed in the Result
Objects panel. The objects in this panel become the Available Objects within your report.

Enterprise Reports have a lot of available objects on them. The reports were designed to accommodate
most Interactive Users and Report Viewers. These types of users can not add data objects to reports, but
can access the information if the data object is already available to the report.

You can arrange objects within the Result Objects panel:

e Arrangement does not affect how objects get displayed in the report
e Makes it easier to see that you have all the objects you need within groups
e Hover over an object and the full object name is displayed

(] Result Objects P X 4
= Selected Appropriation COA Yr List Selected Appropriation Entity Mumber =
Selected Appropriation Term Yr Selected Account Entity - ALL
- I F

To move an object within the Result Objects panel:

e Dragand drop object to new position, or
e C(Click on an object and use the right or left arrow buttons

To remove an object within the Result Objects panel:

e C(Click on the X and remove one object or a double XX for Remove all

[ Result Objects 4. " i »
Remoye ———i= A
-~
= Selected Appropriation COA Yr List Selected Appropriation Entity Mumber |I E
f
- /
Acct Type Mame Selected Appropriation Term ¥t Selected Account Entity - ALL Move
4 Tir 3

To create a filter from an object within the Result Objects panel.

e Not all objects can be converted to a filter

e Click on an object in the Results Object panel

e When the Quick Filter turns from grey to yellow, it can be converted

e The filter button takes a dimension, measure or detail and adds it to the Query Filters panel

e It does not remove the object from the Result Objects panel; it creates a new object in the
Query Filters panel
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e Click on the Filter and it opens the Add Quick Filter window so that the object pops into the
Query Filters panel below and it is ready to define the filter

(] Result Dbjects — P %) 4
= Selected Appropriation COA YT List Selected Appropriation Entity Mumber .;
= Selected Appropriation Term ¥t Selected Account Entity - ALL
i ] 3 )
Query Filters Panel Discussion
The Query Filters panel is used to limit the information being retrieved from the data warehouse.
There are three different types of filters that can be used within the Query Filters panel:
1. /" Predefined Filters (information selectors) — objects defined within the universe to filter data

retrieved by the query from the data warehouse. These filters have predefined parameters.

2. User Defined Prompted Filters — These can be dimensions, measures, or details and creates a
prompt when Run Query or Refresh Data buttons are selected.

3. User Defined Unprompted Filters — These can be dimension, measures, or details. Only a report
developer can change how this filter is defined.

Query Filters ¥ oW ||l~ - |lE
~
= Posting Month Range / /
- AND
Posting Type List Remove Move

To Remove object(s) within the Query Filters panel:

e To remove one object, right-click on the single filter with a red X.
e To remove all filters, right-click on the filters with a red X.

To move an object within the Query Filters panel:

e Drag and drop object to new position, or
e Click on an object and use the up and down buttons
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Summary

After completing this chapter, you are now able to:

e Access the Edit panel
e Identify the four different panels used within Edit

e Identify Information Classes within the Universe
e Identify Universe Objects

e Arrange Objects within the Result Objects panel
e |dentify the different types of filters

Exercise

Instructions:

1. Add a New Folder under your ALDER 201 folder titled CLASS EXERCISES
2. Verify that your new folder has been added
3. From the Enterprise Audit Trail folder locate and open (double click) the report titled Balance

Sheet Detail Transactions for Account
4. Save this report to the CLASS EXERCISE folder as Chapter 3 Exercise

5. Verify that the report was saved to your new folder

Home || Documents H Chapter 3 Exercise l

Revised December 2014

View = Mew = Organize + Send More Actions Details
My Documents Title = Type
H- 5 My Favorites ¥ | Chapter 3 Exercise Web Inteligence
~\WebInteligence
Chapter 3 Exercise
ALDER. 201 o
. Description:
% Class Exercise | This audit trail presents detail transactions by Collocation Code within Account
: and detail transactions by Collocation Code by Posting Month within Account.
E‘ Class ALDER 201 Type: Web Inteligence
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1. Where in the Query panel can you find the data objects that can be added to a report?

2. Where would you put data objects that you want to be available on your report?

3. Where do you limit the information being retrieved from the data warehouse?

4, What are the different types of filters?

5. What are the different types of objects?

6. Using the report you just copied, identify the Predefined Filters in the Query Filters panel.

7. Is the User Defined Filter prompted or unprompted?

8. Find the following objects in the Universe panel and identify what folder you found each one in:

Note: Object names listed below are as they appear in the Universe. Objects can sometimes be
found in multiple folders

a. Acct Type

b. CC Code/SY

C. Open Item Num
d. Input RD Code
e. Date Processed
f. Total Authorized
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g. Select Grant Entity Number

h. Selected Grant Entity Number
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CHAPTER 4: Adding and Removing Objects
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Goals and Objectives

After you complete this chapter, you will be able to:

e Develop a Report Plan
e Find an Enterprise Report that will work with the plan
o Modify the Result Objects to fit the plan

Report Plan

It is strongly recommended before you ever open, create, or change a report that you have a report plan in
place. A report plan consists of:

e What reporting structures do | want to report on?

e What account type do | want to report on?

e What posting type do | want to report on? (Budgets, Actuals, Encumbrances, etc.)

e What is the timing period that | want to report on? (Posting Months, Chart of Account Years,
etc.)

Scenario

You have been asked to develop a report that shows actual expenditures by contract with detail. This report
should cover the entire fiscal year for 2011. You know that an Enterprise Report probably exists that you can
use. Once you open the report, you realize that there are a lot of objects listed on the report that your
department does not use. This report will be used in the future, so remove any unnecessary objects and
add any that will be needed.

1. Develop a report plan based on the scenario above.
a. Reporting Structure
b. Account Type
C. Posting Type
d. Timing Period
2. Find and copy Detail Transactions for Contract to your ALDER 201 folder. Open the report.
3. Refresh the data using the following prompts:
a. COA Yr 2011
b. Contract Number 51000
C. Account Type EX
d. Account Entity 70201
e. Posting Type 1
f. Posting Months 1-18

Revised December 2014 Page 23



ALDER 201 for Report Developers — Class Guide Chapter 4
4, Ensure that you are in Design Mode
5. In the Report panel, select Available Objects.
5
=&
) —
6. Scroll through the list. This is an Enterprise report and there are a lot of available objects listed
7. Before adding or removing objects, scroll through the report and notice that some of the objects

we want to remove are being displayed on the face of the report.

= 2. Detail Transactions for Contract &

Account Extended Name
Account Name Scroll
Account Number

Acct Type

Appropriation Name
Appropriation Number
Appropriation Term Yr

AR Hierarchy

Batch Num

Batch Seq Num

CC Code/SY

CCSetup Yr 4———
CertRD Code ———
COAYr

CO Hierarchy

Collocation Code

Collocation Code Name
Contract Extended Name

m

| Contract Indented Name

8. In the Data Access tab, click Edit.

Removing Objects

There are four ways to remove objects from the Result Objects panel:

1. Arrow out

2. Delete key

3. Drag and Drop
4, Remove
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{1 Result Objects E 1

= Selected Contract COA Yr List Selected Contract Entity Mumber Remove
3 |

m »

i Selected Account Type Selected Account Entity - ALL Selected Posting Type List Remove
Al T

q Tl 3

After our review, we have determined that we do not need the following objects in our report:

CC Setup Yr Cert RD Code FQA Financial Source Financial line Desc
Fund Name Fund Number Open Item Line Num Open Item Num
Open Item Type Program Indicator Program Number Source System ID

Transaction Desc L1
Note: There is not an undo button, so make sure you know which object you are removing!

Find the objects listed above and remove them from the Result Objects panel.

Adding Objects

There are three ways to add an object to Result Objects panel:

1. Arrow In
2. Drag and Drop
3. Double Click

When adding objects, they will be placed at the end or where you last had an Object selected in Result
Objects panel

We have also determined that we need to add the following objects to our report:

Fed FY Contract FQA Contract FQO

1. Find the objects listed above in the Universe panel and add them to the Result Objects panel.
2. Click Close, Apply Changes and Close

3. Scroll through the list of Available Objects and verify that you have removed all the objects

listed above. Also, verify that the objects you added are in the list.

4. Insert 3 blank columns on your report after the Document Num column.
5. Drag the object Fed FY into the first blank column you created.

6. Drag the object Contract FQO into the second blank column you created.
7. Drag the object Contract FQA into the third blank column you created.

Revised December 2014 Page 25



ALDER 201 for Report Developers — Class Guide Chapter 4

8. Save the report to your ALDER 201 folder as Detail Transactions for Contract Add Remove
Objects.

Summary

After completing this chapter, you are now able to:

e Develop a Report Plan
e Find an Enterprise Report that will work with the plan
e Modify the Result Objects to fit the plan

Exercise

Instructions:

1. Find and save a copy of Detail Transactions for Appropriation to your CLASS EXERCISE folder
2. Open the report from your CLASS EXERCISE folder
3. Refresh data:
a. Select COA Yr: 2011
b. Select AR Number: 15320
c. Select AR Term Year: 2011
d. Select Account Type: EX
e. Enter Account Entity: 70200
f. Select Posting Type(s): 1;4;5;6;7
g. Starting Posting Month: 1
h. Ending Posting Month: 18
4. Run Query
5. Click the Design button
6. Review report and find Input RD Code column
7. In the Available Objects find Cert RD Code not displayed on the report
8. Click on Edit
9. In the Result Objects panel, remove the Input RD code and Cert RD code dimension objects
10. Run Query, using the same prompts
11. Review report, verifying that the objects removed are no longer in the list of available objects,

and that Input RD is not on the report
12. Click on Edit

13. Add the objects Account Logical Level and Appropriation FQA to the Results Objects panel
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14, Run Query, using the same prompts
15. Review the Available Objects list to verify the new objects available for use on the report
16. Drag and Drop Objects in the report. Place the object Account Logical Level in column 2; place

Appropriation FQA in the column before CC Code/SY
17. Review the table to make sure your new objects are in the correct columns

18. Save this report as Chapter 4 Exercise to your CLASS EXERCISES folder
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CHAPTER 5: Modify Query Filters from Range to List
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Goals and Objectives

After you complete this chapter, you will be able to:

o Identify types of filters
e Modify the Query Filters from range to list

Introduction

ALDER has the ability to pull data in many different formats.

e Information requests from ALDER should be designed to increase efficiency which will enable
your reports to run faster

e Request only information that is needed in a report; it is easy to add objects at a later date to a
report

Identify Filter Types

In ALDER there are three different types of filters:

1. Query Filters - Allow the user to limit the amount of data retrieved from the data warehouse.
There are two types of Query Filters:

a. Pre-defined Query Filters based on objects in the Universe panel
b. Filters built by report developers
2. Report Filters — Allow the user to restrict the data displayed on the entire report. These types of

filters are applied to all tables and charts within a report.
3. Table/Chart Filters — Allow the user to limit the data displayed on individual tables or charts.

All but pre-defined filters are defined on dimensions, measures, details, and variables that are listed within
the Available Objects menu in the Report panel.

Scenario

Your department has found a report that allows them to select a range of ledger codes but the program
managers in the department would like the report modified to select specific ledger codes. They want to
know if the report can be modified to accommodate their request.

Changing a report from Range to List:

1. Find and copy Detail Transactions for Ledger Code to your ALDER 201 folder
2. Open report from ALDER 201 folder
3. Refresh Data with the following prompts:
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a. Select COA Year: 2011
b. Select Beginning Ledger Code: 02000100
C. Select Ending Ledger Code: 02000200
d. Select Account Type: EX
e. Enter Account Entity or Enter ALL: 70200
f. Select Posting Type(s): 1;4;5;6;7
g. Starting Posting Month: 1
h. Ending Posting Month: 3

4, Click OK

5. Save the report in your ALDER 201 folder as Detail Transactions for Ledger Code in List

Modify Query Filters

Review the report results and notice that we now have a range of ledger codes listed in the header box
(prompt selection). Because this report is sectioned by ledger code you can also use the navigation map
(Report panel) and see the ledger codes that appear on the report.

1. Ensure you are in Design Mode. In the Report panel select Available Objects.

2. Scroll through the list until you find the objects “Selected Ledger Code Range” and “Selected
Ledger Code COA Year List”.

Date Processed

Document Num

Financial Line Desc

Financial Line Unique Identifier
FQA Finandal Source

Fund Mame

Fund Mumber

Input RD Code

Ledger Code

Ledger Code Extended Name
Ledger Code Name

Open Item Line Mum

Open Item Mum

Open Item Type

Posting Month

Posting Type

Program Indicator

Program Mumber

Selected Account Entity - ALL
Selected Account Type
Selected Ledger Code COA Yr List
Selected Ledger Code Range
selected Posting Month Hange
Selected Posting Type List
Source RD Code

m

3. Edit

4. From the Query Filters panel remove:
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a. Select Ledger Code COA Yr List
b. Select Ledger Code Range

5. From the Result Objects panel remove:
a. Selected Ledger Code COA Yr List
b. Selected Ledger Code Range

Note: If you do not remove the selected objects from the Result Objects panel, you will still be prompted
for these objects when you run the query. Even though you are being prompted for these items, you are
not filtering on the objects.

6. From the Universe panel
7. Add the following objects to the Query Filters panel:
a. Select COA Yr List
b. Select Ledger Code List
8. Add the following objects to the Results Objects panel:
a. Selected COA Yr List
b. Selected Ledger Code List
9. Run Query with the following prompts:
a. Ledger Codes 02000100 and 02000115

Notice the difference in the prompt box?

BEFORE Changes

¥ Prompts

*Select COA Yr: 2011

* Select Beginning Ledger Code: 2000100

* Select Ending Ledger Code: 2000200

* Select Account Type EX

* Enter Account Entity ar Enter ALL for All: 70200
* Select Posting Type(s): 1;4;5;6;7

* Starting Posting Month: 1

* Ending Posting Month: 3

LA
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AFTER Changes

Prompts

* Select COAYr: 2011

* Select Ledger Code(s): 02000100;02000115
* Select Account Type EX

* Enter Account Entity or Enter ALL for All: 70200
* Select Posting Type(s): 1;4;5;6;7

* Starting Posting Month: 1

* Ending Posting Month: 3

LA LS C<

10. Click OK

Notice that our report header box now has blank rows. This is because the header box displayed the
“Selected Ledger Code Range” and the “Selected Ledger Code COA Yr”. Those objects were removed from
our report.

11. Update the header box by dragging and dropping the following objects into the gray area:

a. Selected COA Yr List
b. Selected Ledger Code List

12. Save the report to your ALDER 201 folder with the same title

Summary

You should now be able to:

o Identify filter types
e Change reports from ranges to lists

Exercise

Instructions:

1. Find and save a copy of the Enterprise report Detail Transactions for Collocation Code to your
CLASS EXERCISE folder

2. Open the report from your CLASS EXERCISE folder

3. Refresh the report:
a. Select COA Yr: 2011
b. Select Beginning Collocation Code: 45000000
C. Select Ending Collocation Code: 45999999
d. Select Collocation Code Set-up Year: 2011
e. Select Account Type: AA
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10.

11.

12.

13.

f. Enter Account Entity: ALL

g. Select Posting Type(s): 1;4;5;6;7
h. Starting Posting Month: 1

i Ending Posting Month: 18

Click OK

Notice that the report is asking for a range of Collocation Codes. You would like to change this
report to ask for a specific list of Collocation Codes rather than a range

Edit
In the Query Filters panel, remove:

a. Select Collocation Code Range
b. Select Collocation Code COA Yr List

From the Universe panel, find and place in the Query Filters panel:

a. Select COA Yr List
b. Select Collocation Code List

In the Result Objects panel, find and remove:

a. Selected Collocation Code COA Yr List
b. Selected Collocation Code Range

In the Universe panel, find and add in the Result Objects panel:

a. Selected COA Yr List
b. Selected Collocation Code List

Run Query with the following prompts:

a. Select Collocation Code List 45141630 and 45141640
b. Select COA Yr List 2011

Populate the Header Box by dragging and dropping the new objects in the grey areas or by
removing the blank rows and inserting the new objects:

a. Selected Collocation Code List
b. Selected COA Yr List

Save the report to your CLASS EXERCISES folder as Chapter 5 Exercise
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CHAPTER 6: Change Report Type
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Goals and Objectives

After you complete this chapter, you will be able to:

e Change Query Filters
e Rename Query Tabs

Introduction

The purpose of changing a report type will vary between users. Changing Query Filters allows the user to
define the type of data they need for a specific purpose. This chapter will show the user how to change
Query Filters and define the report parameters by different structures/entities.

Scenario

Your program managers have found an enterprise report that they would like to have changed to
accommodate their reporting needs. They would like to see the report sectioned by appropriations that
report to an organization structure. We believe we can change this report type entity from Appropriation to
Organization.

e Open Detail Transactions for Appropriation from your ALDER 201 folder

e DO NOT REFRESH REPORT
e Edit

Change Query Filters and Result Objects for Reporting Entity

1. From the Query Filters panel remove:
a. Select Appropriation COA Yr List
b. Select Appropriation Entity Number
C. Select Appropriation Term Yr
2. From the Result Objects panel remove:
a. Selected Appropriation COA Yr List
b. Selected Appropriation Entity Number
C. Selected Appropriation Term Yr
d. Select Appropriation Name (Dimension)
3. From the Universe panel add the following objects to the Query Filters panel:
a. Select COA Yr list
b. Select Organization Entity Number
4, From the Universe panel add the following objects to the Result Objects panel:
a. Selected COA Yr List
b. Selected Organization Entity Number
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5. From the Universe panel add the following objects to the Result Objects panel:

OR Hierarchy

Organization Extended Name
Organization Number

Organization Name

Organization Logical Level

Select Organization Name (Dimension)

"D oo T o

Rename Query Tab

1. Rename Query to OR by AR. Be careful not to name the query the same name as a universe
object.

N ) )
« Universe outline

Master perspective i

—
+ Open Item
= Organization
Filter Organization Extended Name
Filter Organization Logical Level
OR Hierarchy
Organization Extended Name
Organization FQA
Organization Indented Name
Qrganization Logical Level
Organization Name
Qrganization Mumber
Select Organization Num
¢ Organization Department Logical Level
¢ Select Organization COA Yr
" Select Organization COA ¥r List
(_Select Oraanization Entitv Number

1 Ifjt Appropriation ™-*-*'-
1 Hename .

m

Mave 4
Duplicate
> Delete
2. Run Query only updating the following prompts:
a. Select COA Yr 2011
b. Select OR number 09100
C. Select Account Entity 70200
3. Update header box with:
a. Selected COA Yr List
b. Selected Organization Entity Number
C. Select Organization Name
4. Delete unused rows and update the text in the blue boxes where necessary

Revised December 2014 Page 36



ALDER 201 for Report Developers — Class Guide

Chapter 6

5. Save the report to your ALDER 201 folder as Detail Transactions for Organization by

Appropriation.

Document Structures and Filters

Notice on the Document Structures and Filters that the information is still sectioned on Appropriation.

This is not complete. You will need to update Sections (ALDER 101 Chapter 7) and populate the report.

| Home | Documents | Detail Transactions for A. | Detail Transactions f... = = i |

File | properties | Report Elements ‘ * Formatting | Data Access | Analysis | Page setup |

Reading + Design = (@ v

D2E- G P~

e Ca eV oo Cie I oo Voo Vi
o o X BHE X #E e m-EH-a3- 2 |JJJ - v @ - | E3Tuminto - | E5)Setas section

=9 Document Structure and Filters ~ « [T ‘,l

i

Filter | Axis

= 3. Detail Transactions for Organization by Appropriation
[ENE] 200 opriation by Account]

[H] Page Header

e

B | Horizontal Table : UserResponse
= [§]coayr
(= 5] Appropriation Extended Name

T

I [

[COA Year 2011

!.] ™™ Vertical Table : AR

= 7 Vertical Table : Block1 Organization Number 09100
B 7 Vertical Table : Block2 _

=] ™1 vertical Table : Block3 Organization Name DIVISION OF FINANCE

™ vertical Table : Block4
™ Vertical Table : Block3
[F] Page Footer
=) Appropriation by CC by AC
=) AR by CC by AC Excel

Ex
70200
14567
1-18

Chart of Account Yr: 2011

Appropriation: 07598-12 FIXED ASSET ACCTG-PB

73805 - VA IT NON-TELECOM

Appropriation: 07685-12 DW PROJECT

72111 - AIRFARE

Summary

Document Trans Date
Account Num Code | Processed

73805 - IAIT NON-TELECON AA23770360003 430-40 02M7H1 08 02510 USD#5080281 - SERVI 02408598~

TOTAL APPROPRIATION  07598-12 FIXED ASSET ACCTG-PB

Document Trans Date
Account Num Code | Processed

AA23556600002 430-40 111710 05 02214 REIMBURSE TA 021120

Detail Transactions for Organization by Appropriation £

Input
RD Transaction Vendor Vendor CC Code
Code Description Num Name SY

Input 4 »
RD Transaction Vendor Vendor CC Code
Code Description Num Name N

02408640~ _|

After completing this chapter, you are now able to:

e Change report type entity
e Rename query tabs

Exercise

Instructions

1. Find and copy the Detail Transactions for Grant to your CLASS EXERCISE folder. **Do NOT
Refresh Report.** We will be converting this report from Grants to Projects.

2. Open the report from your CLASS EXERCISE folder

3. Edit

Revised December 2014

Page 37



ALDER 201 for Report Developers — Class Guide Chapter 6
4, Add Query Filters objects:
a. Select COA Yr List
b. Select Project Entity Number
5. Add Header Box Result Objects:
a. Selected COA Yr List
b. Selected Project Entity Number
C. Select Project Name
6. Add additional Result Objects:
a. PJ Hierarchy
b. Project Extended Name
C. Project Number
d. Project Name
e. Project Logical Level
7. Remove Query Filters objects:
a. Select Grant COA Yr List
b. Select Grant Entity Number
8. Remove Result Objects:
a. Selected Grant COA Yr List
b. Selected Grant Entity Number
9. Rename Query to PJ Detail
10. Run Query only updating the following prompts:
a. Select COA Yr List 2011
b. Select PJ Number 41000
C. Enter Account Entity or enter ALL 70200
d. Ending Posting Month 1
11. Update the Header Box with the following objects and rename them accordingly:
a. Selected COA Yr List
b. Selected Project Entity Number
C. Select Project Name
12. Update the Description, and Keywords from Grant to Project by Grant, remember that this is a
Detail Transactions for Project by Grant
13. Save the report in your Class Exercises folder as Chapter 6 Exercise
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CHAPTER 7: Modify Query to Filter on Dimensions, Measures
and Nested Filters

LCT0) Ny N p N -] ot £ 1V PP 40
QUUERY FILTERS TYPES 1. ettttttuuieeeeeeetettttuieseseeeteeatsuuaasesaeeseeasssannseeeessnsssaanssaseessenssssnnnsesesessnssssnnnseseeessnsessnnnn 40
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Filter DAt ON @ DIMENSION ......cc..uvveeeeeeeeieeecteeeeeceeeee e e e ettt e e ettt e e s ataeaesassesesaassesasasssesesassesaeasssesas 41
T T=T a0 o 1o WMoY e 1Y (Lo K1 | - U UUPRE 43
N ESTED FILTERS . eettttutieie et eetetttttieee e e e eeetteuuaaaeseseeeeeastaa i aeeeeeeanessaaaa s sasesaneessannsseeesanssssannneseeesensessnnnnseeees 45
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Goals and Objectives

After you complete this chapter, you will be able to:

e Identify Prompted vs. Unprompted Filters
e Filter on Dimensions and Measures
e C(Create a Nested Filter

Query Filters Types

There are three different types of filters that can be used within the Query Filters panel:

1. [ Predefined Filters (information selectors) — objects defined within the universe to filter data
retrieved by the query from the data warehouse. These filters have predefined parameters and
efficiently retrieve data from the warehouse. You should always look for a predefined filter first.

2. User Defined Prompted Filters — These can be dimensions, measures or details and create a
prompt when Run Query or Refresh Data buttons are selected

3. User Defined Unprompted Filters — These can be dimensions, measures, or details. Only a
report developer can change how this filter is defined.

Find and copy Detail Transactions for Grant to your ALDER 201 folder. Open the report from your ALDER
201 folder.

Refresh Data and update the following prompts:

e COAYr 2011
e Account Entity 70200
e Posting Type 1
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In the Report panel, view User Prompt Input. See how the Query Filters are defined. This will show
predefined filters and user prompted filters:

13 advanced | 2 Run

Select COA Yr:
2011

Select GR Number:
35037

Select Account Type

EX
{--Show List OF Values--)

Enter Account Entity or Enter ALL for Alk:
70200

select Posting Type(s):
1

Starting Posting Month:
1

Ending Posting Month:
18

As a reminder, each filter should be listed in the header box.

Unprompted Filters

Filter Data on a Dimension

1. In the report, view the Date Processed column.

See that there are several days 10/12/2010 in account 73970. Also note how many pages the report
currently has.

AMZ3286810006 145-90 09/15/2010 03 18128

73802 - VA DISASTER RELIEF

73970 - CONTRACTUAL COST TRF AM23455T760004 430-10 09/30/2010 03 09356
AA23487650008 430-10 101272010 04 09330
AAM23487650009 430-10 101272010 04 09330
AAM23487650012 430-10 1001272010 04 09330
AA23487650013 430-10 101272010 04 09330
AM23487650014 430-10 101272010 04 09330
AA23487650015 430-10 101272010 04 09330
AA23487650015 430-10 1001272010 04 09330
AA23487650016 430-10 101272010 04 09330
AA23488020010 430-10 1001272010 04 09330
AA23488020013 430-10 1001272010 04 09330
AA23488020014 430-10 101272010 04 09330

2. Click Edit.
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3. Find the dimension Date Processed (Financial Activity/Financial Line/Transaction (FIN)/General
Transaction (FIN) Objects) and drag the object to the bottom of the Query Filters panel.

Query Filters = | &« w [&
Select Grant COA Yr List
Select Grant Entity Mumber
Select Account Type
AMD Select Account Entity - ALL
Posting Type List

Posting Month Range

Al

Date Processed | InList = | 5/1/2014 12:00:00 AM

Notice that the object defaults to In List (depending upon your ALDER preferences).

LLL]

Date Processed | In List ~| 5/1/2014 12:00:00 AM

We want to filter the data for dates on or after December 15, 2010.
4, Change the Operator to Greater than or Equal to

5. In the Value 1 box, type 12/15/2010 (you must have the exact format for this object) or select
the date from the drop down menu

6. Define filter type: Constant

Date Processed | Greater than or Equal to = | 12/15/2010 12:00:00 AM =

T_ ' ¥ Constant
Preview | Value(s) from list
J - Prompt
Object from this query

F.ESUIT Trom another query ANy

He y Fram annther aner
RESUIT Trom another query (A
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7. Run Query
8. Click OK without changing prompts
9. In the report, view the Date Processed column.

See that the dates in account 73970 start with 02/02/2011. Also note how many pages the report now has.

Date Posting
Account Trans Code Processed Monith
[#]5]

T2970 - TRAVEL COST AJE XFER AMZ3651920001 430-10 124212010

72970 - TRAVEL COST AJE XFER

73970 - CONTRACTUAL COST TRF AAZEITASTTO001 430-10 02/02/2011 s
AMZEATABTTOODZ 430-10 02/02/2011 u}=]
AMDATABTTO003 4320-10 02/02/2011 og
AAZIT54930001 430-10 02/04/2011 og
AAZEITS4930001 430-10 02/04/2011 ul=]
AMZIATEAQI0003 4320-10 02/04/2011 g
AAZ4016200001 430-10 05/20/2011 11
A ATFANARIOOANNA AN_1n ARMNINAA L

In the Report panel, view User Prompt Input.
Notice that this Unprompted Filter will not show.

Since you are filtering this information at the Query level, you will want to update your Header Box to let the
report users know that this filter exists.

2011
rant | 35037
EX
70200
1
Posting Month{s) 1-18
Filtered by: Date Processed==12/15/2010 |

10. Save the report to your ALDER 201 folder as Detail Transactions for Grant V1.

11. View the Actual column. We are going to place a filter in the query limiting our data to amounts
greater than $1,000.

12. Edit.

Filter Data on a Measure

1. Find the measure Actual and drag the object to the bottom of the Query Filters panel.
2. Change the Operator to Greater than or Equal to

3. In the Value 1 box, type 1000 (do not use $ sign)

4, Define filter type: Constant
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When you are done, your Query Filters panel objects should look like this:

¥ Query Filters T R A+

[ Select Grant COA Yr List
| J

/" Select Grant Entity Number
| J

¢ Select Account Type
| |

7 Select Account Entity - ALL
| J

. / Posting Type List
. ¢ Posting Month Range [
. ! Date Processed | Greater than or Equal to Y||12‘|’15.|’2(.'l10 12:00:00 AM | =
= Actual | Greater than or Equal to v| |1000 | =
5. Run Query
6. Click OK without changing prompts

In the report, view the Actual column. See that the amounts are no longer under $1,000. Also note how
many pages the report now has.

7. Update the Header Box.
2011
36037
Account Type(s) EX

Account Number 70200
Posting Type(s) 1
Posting Month(s) 1-18

Filtered by: Diate Processed==12/15/2010
|
Amounts==51,000.00

8. Save the report to your ALDER 201 folder as Detail Transactions for Grant V2.
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Nested Filters

The purpose of a Nested Filter is to limit or define the data being displayed on a report based on multiple
sets of criteria. In this example, we want to filter on Date Processed OR Actual.

1. Edit

2. In the Query Filters panel, select the last filter in the list of filters. Select the Nested Filter button

next to the Query Filters panel. Once it has been selected, notice that ALDER has added an OR
into the Query Filters panel.

Query Filters PN V

o

Select Grant Entity Number

Select Account Type

Select Account Entity - ALL
AND Posting Type List

Posting Month Range

m

Date Processed | Greater than or Equalto +||12/15/2010 12:00:00 AM [ }

alll

Actual | Greater than or Equal to = 1000

alll

OR | 4=
3. In the Query Filters panel, select the object Date Processed Greater than or Equal to.
4, Using the Up/Down Arrows, move the object next to the OR statement.

Query Filters ¥ oW El'ig

Select Grant Entity Mumber

Select Account Type

Select Account Entity - ALL
AND Posting Type List

Posting Month Range

m

Date Processed | Greater than or Equal to || 12/15/2010 12:00:00 AM [ H

Al

Actual | Greater than or Equal to ~| | 1000

Al

ORrR
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This is what the Date Processed should look like when it has been moved next to the OR statement.

¢ Query Filters ¥ k| a4 w

7 Select Grant COA ¥r List i

[ Select Grant Entity Number

[ Select Account Type

¢ Select Account Entity - ALL

m

/" Posting Type List

/" Posting Month Range

""" Actual | Greater than or Equal to v| |1000 |

Al

- Date Processed | Greater than or Equal to v||12.|’15.|’2010 12:00:00 AM | H

alll

1

5. In the Query Filters panel, select the object Actual Greater than or Equal to 1000.
6. Using the Up/Down Arrows, move the object next to the OR statement.
7 Query Filters ¥R o« -

| /" Select Grant COA ¥r List

| ¢ Select Grant Entity Number

| 7 Select Account Type

. [ Select Account Entity - ALL

(Lanp | =
| /" Posting Type List [ =
| / Posting Month Range |

| | Date Processed | Greater than or Equal to '”12..’15.’2010 12:00:00 AM | =
""" Actual | Greater than or Equal to v| |1000 | = L
7. Run Query
8. Click OK without changing prompts
9. Update the Header Box

COA Year 2011

35037

Account Type(s) EX

Account Number T0200
Posting Type(s) 1
Posting Month(s) 1-18

Filtered By Date Processed == 12M5/2010
OR Amounts == §1,000.00
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The Report is now bringing back more data with this Nested Filter. It will display rows that have the date
processed >= 12/15/2010 or the amounts >= $1,000. For example on the first row, it has the date of
12/21/2010 and the amount of $ 61.76.

See the APPENDIX for definitions of OPERATORS and an additional example of a Nested Filters!

Note: When using filters, you should always verify your information with AKSAS.

10. Save the report in your ALDER 201 folder as Detail Transactions for Grant Nested Filters.

Summary

After completing this chapter, you are now able to:

e Identify Prompted vs. Unprompted Filters
e Filter on Dimensions and Measures
e C(Create a Nested Filter

Exercise

Scenario

Employees who work on contracts in your section have come to you requesting two reports. One report that
provides contracts with only reimbursable service agreement (RSA) information and data for only
collocation codes (CC) with a setup year of 2009 or greater. The second report they would like to see either
of the two criteria (RSA or CC setup years).

1. Find and copy Detail Transactions for Contract to your CLASS EXERCISE folder
2. Open the report from your CLASS EXERCISE folder
3. Change the following prompts:
a. Select COA Yr: 2010
b. Select Account Type: RR
c. Select Account Entity: 50000
4, Click OK

After reviewing the report, you decide you only want to see certain types of transactions on this report

5. Edit

6. Go to the Universe panel and find the dimension “Trans Code” (Hint: look in Financial
Activity/Financial Line/Transaction(FIN))

7. Drag the dimension onto your Query Filters panel
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8. You don’t want to be prompted for this information each time that you refresh the data;
therefore, set it as a filter (Define filter type: Constant)

9. You want to get all RSA transactions, so you will select trans codes 140-00 thru 145-99 (Hint:
Between)
7 Query Filters PR~ -

i Select Contract COA ¥r List

/" Select Contract Entity Mumber

Define Filter Type: Constant
7 Select Account Type

AMD  Select Account Entity - ALL

' Posting Type List

' Posting Month Range

—n ! Trans Code | Between ~| |140-00 i and  [145-99 =

10. Run Query

11. Review report to verify that the data was filtered correctly

12. Update the Header Box
COA Year 2010
Contract 51000
Account Type(s) RR
Account Number 50000
Posting Typei(s) 1,456 6,7
Posting Month(s) 1-18

Transaction Code 140-00 thru 145-99
13. Save to your Class Exercise folder as Chapter 7 Exercise V1

Now you need to add the second criteria that was requested, collocation codes with the setup year of 2009
or greater

14. Edit

15. Add the dimension CC Setup Yr to the Query Filters panel
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16. Update the CC Setup Yr to be Greater than or Equal to 2009. This should be an unprompted
filter

7 Query Filters ®» x| & w

-

 Select Contract Entity Number
1 1]

7 Select Account Type
1 1]

7 Select Account Entity - ALL
| J

" Posting Type List

m

 Posting Month Range
1 1]

! Trans Code |Eh.=.tween v| |140—00

(2 and [19599 is

; )
> ! ccsetup Yr | Greater than or Equal to v| |2009| S Define Filter Type: Constant L

4

17. Run Query and view the data

18. Update Header Box

COA Year 2010
Contract 51000
Account Type(s) RR
Account Number 50000
Posting Type(s) 1,4, 567
Posting Month(s) 1-18
Filtered by: Transaction Code 140-00 thru 145-99

CC Setup ¥r== 2009

19. Save the report to your Class Exercises folder as Chapter 7 Exercise V2

20. Now you need to create the second report that was requested, you only want to retrieve data
from one of the new filters OR the other

21. Edit

Revised December 2014 Page 49



ALDER 201 for Report Developers — Class Guide Chapter 7

22. Add a Nested Filter for the 2 dimension objects that you added to the Query Filters panel

7 Query Filters - T

[ |
/" Select Contract COA Yr List

 Select Contract Entity Mumber

 Select Account Type
J

¢ Select Account Entity - ALL
J

/" Posting Type List
e - 1

| ¢ Posting Month Range
]

ane
Alll

are
alll

I I Trans CodelBetween -| |140-00 And |145-99
'

I d cc Setup Yr | Greater than or Equal to vl |2009 | H

.
Al

23. Run Query
24, Review report to see what changed with the Nested Filter

25. Update Header Box

2010
51000
EXRR
50000
14,567
1-18
Transaction Code 140-00 thru 145-99
_ CC Setup Yr== 2009

26. Save the report to your Class Exercises folder as Chapter 7 Exercise Final
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CHAPTER 8: Building a Report from Scratch Using a
Template
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Goals and Objectives

After you complete this chapter, you will be able to:

e Create a report utilizing a template

e Create a report plan

e Paint areport

e Add tables for section headers and section and report totals
e Format Section and Blocks

Introduction

Before creating a report it is always a good idea to have a report plan in place. Know the entities you want
to report on so that you can select your objects in a timely manner. You cannot save a report from the Edit
function so you must have enough query filter objects in your report to run a query. Included in Chapter 4
was a “report plan” guideline that will help us with the upcoming process.

Scenario

Your director has asked you to build a report based on collocation codes, he/she would like to see the
expenses for the first quarter and he/she would also like to see these expenditures displayed by account for
Chart of Account Year (COA) 2011.

Creating and Using a Report Plan

A plan includes:

1. Entity Type (structure)?
a. Collocation Code
2. Timing Period?
a. COA Year 2011
b. Posting Month Range (3 months)
3. Accounts?
a. Expenditures (EX)
4, Posting types
a. Posting Type 1 (actual)

These will become your basic Prompts (Query Filters).

For quicker retrieval of data, we STRONGLY ENCOURAGE you to use the filter objects COA YR and Posting
Month on all reports.
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Based on the plan that we have just created, lets determine what Query Filters and Result Objects we need
on the report.

Best practice for Query development:

e Start by creating a small, well-structured query; add more objects later

e Add objects to query that help to partition the database and optimize query performance such
as COA YR; Posting Month; and Posting Type

e Objects placed in the Query Filters panel should have matching “Selected” objects in the Result
Objects panel. Selected objects are used to populate the header box of the report.

1. What am | filtering on (Query Filters)?
a. Select COA Yr List
b. Select Collocation Code Range
C. Select Account Entity — ALL
d. Select Account Type
e. Posting Month Range
f. Posting Type List
2. What do | want in my Header Box (selected objects)?
a. Selected COA Yr List
b. Selected Collocation Code Range
C. Selected Account Entity — ALL
d. Selected Account Type
e. Selected Posting Month Range
f. Selected Posting Type List
3. What Available Objects do | want available to display in my data tables

(dimension/measure/detail)?

Account Number

Collocation Code Extended Name
Ledger Code

Posting Month

Posting Type

Actual

SO0 oo T W
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Creating a Report Utilizing a Template

1. Find and copy the Template Report to your ALDER 201 folder (highlight folder for financial)
Documents
View = New Organize Send More Actions Details
My Documents Title » Type Last Run
I;olders b | WebInteligence

Public Folders
#

Departments

Enterprise

)

Templates

2. Open the report from your ALDER 201 folder

Notice that the template report has the same standard elements as all other ALDER reports

3. Edit

4, Add objects to the Query Filters panel r from the previous page
a. Three ways to add objects to panels: Drag & Drop, Arrows, Double Clicking

5. Add Selected objects to the Result Objects panel from the previous page

N ) '
« Universe outline

Master perspective =
le Type here to filter on the tree E+ =t

=) 7 Alaska Data Warehouse
= Financial Activity
Financial Line
Open Item Receivables
Transaction
Vendor Detail
Selected Objects 4
Interface - Tempaorary
£ Structure

O EE R E

[ (Ll €C Detail

6. Add dimension/measure/detail objects to the Result Objects panel from page 52

7. Rename Query to CC Detail
Be careful not to name the query the same name as a universe object
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8.

Run Query with the following prompts:

a. Select COA Year 2011

b. Select Beginning Collocation Code 02400210
C. Select Ending Collocation Code 02400290
d. Select Account Entity — ALL 70200

e. Select Account Type EX

f. Select Posting Type 1

g. Starting Posting Month 1

h. Ending Posting Month 3

**Unless there is an error message that says no data retrieved the report will be blank until you paint the
report with objects.

9.

10.

11.

12.

13.

Rename report tab as CC Detail
Update Header Box:
Update your header box with “selected” objects

Rename blue boxes in Header Box

You may need to add or delete rows in the Header Box to accommodate the selected items in

your new report format

2011

2400210 - 2400290

1-3

-

EX

70200
02400210-10 FINAI 72113 $2,086.00
02400210-10 FINAI 72721 02 01 $2,034.96
0240021010 FINAI 72722 02 01 $213.50
02400210-10 FINAI 72723 0z 01 5180.00
02400210-10 FINAI 72726 02 01 $1,161.00
0240021010 FINAI 72727 02 01 $540.00
0240021010 FINAI 73155 02 01 $0.00

Painting a Report

Paint the report by adding available objects to data table (it should look like the table above):

Collocation Code Extended Name
Account Number

Posting Month

Posting type

o o0 oo
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e. Actual
2. Save the report to your ALDER 201 folder as CC Detail V1
3. Set Collocation Code Extended column as Section
Report Elements 4 Formatting °k e culx | Page Setup |
Copy Ctrl+C
/" Tables | el | Section | B I Position | Linking | Tabie Layout | Behaviors |
Paste Cirl+v
|D ~E-E -2l : LB 25 set as section || S Bresk v | Insert v [ Header v
Insert
m Fe ndf o [=Nam X Delete ame])
::{H Merge
L_% Clear Contents
@ Set as section I
Tum Inta ' CC Detail V1
Edit Formula...
Liking v 2o
ccrange [N b -2400200
Purange ([N NERE
- e , 1
i Renking S
b o | oo
= Break 4
Cotocation Codo £ SNN Qhiver [posting ontn _[posting Type Actual
02400210-10 FINAN Formatting Rules R 01 01 $2,086.00
02400210-10 FINAN Text V 0z 01 $2,034.96
02400210-10 FINAN Format Cell.. 02 01 $213.50
0240021010 FINANCE 72723 0z 01 $180.00
0240021010 FINANCE T2726 0z 01 $1,161.00
0240021010 FINANCE 72727 0z 01 $540.00
4, Purge data from report using the Purge data icon

Report Elements Ve Formatting y " Data Access l Analysis | Page Setup |

/" Data Providers | Data Objects |

= |
| (¥ Edit | :X Purge |+ | <2 Refresh ~ || Z& New Variable v | 4 Merge

5. When you select purge data, you will receive this warning. Be sure that the box is NOT checked
or you will have to reenter your prompt data when you refresh the query. Select YES
1 o

Purge data &

£
£

=)

ﬁ Are you sure you want to purge the data from the
=\ document ?

[7] Purge last delected prompt values

Yes M
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Adding Tables/Cells for Section Headers and Section/Report Totals

There are two ways to add tables.

e The first way is to add a table is to use the the Report Elements tab in the Workspace Toolbar.

Select Tables, the type of table you want (in this case, horizontal) and simply place your cursor
where you want the table located and click.

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

Tables | Cell | Section | Chart | Other
=08 & | u-%-8-
i | | Define Horizontal Table  Ctrl+Shift+H

—_—

Took | Pesition | Linking |

ﬂ:l Turn Into 353 Set as section

e The second way to add a table, which we recommend, is to click in the area next to the new
section cell in the Workspace panel

Identify your section cell by clicking on the section cell in Document Structures and Filters

Document Structure and Filters ~

Bl fc i x |=[ColloaﬁonCodeExhendedName]
Filter | Axis

=l 3 cC Detail v1
= [Z] cc Detail
[H] Page Header
B | Horizontal Table : Heading
[= |7 | Collocation Code Extended Name CC Detail V1
O
™ vertical Table : Block1
[F] Page Footer

T

O

[uZo]

a | Right Click Here to add Table |
o

(=, 15
Account Number |Posting Month Posting Type
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2. Right Click in an area outside the section cell, Select Insert, and then choose Horizontal Table
K Cut Ctrl+¥
Account Number |posting Month_[posti T o e
Account Number (Posting Month [ paste ——
Insert » | 5] Section
2 Delete [ vertical Table
Edit Section... [ ] Horizontal Table
2 Refresh Crl+r |E7] Cross Table
Report b E Form
7 Filter » |1l Column
‘%l Sort » | %A Line
“F ride ' D P
Format Section. .. L': Scatter Flot
Insert a Report Element...
3. Click to insert the table here
L J
Last Refreshed 2/11/14 8:52 AM M
CC Detail V1

Account No

|i Click to insert the table here (Press ESC Key to cancel this acﬁon}|

Account Number |Posting Month  |Posting Type

Your results should like this

AC Type

Account No

Account Number (Posting Month Posting Type
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You now should be able to Assign the Data to be in the table

4, Right click on the data table in Document structure and Filters and select Assign Data
Assign Data... L
Rows
| Pick... || || X
[0 | [ concd | [ soni
5. Click on the down arrow next to Pick
6. Pick Collocation Code Extended Name
7. Click OK
Document Structure and Filters - « ¥ «|
Filter | Axis

B 3] cC Detail v1
= E] cC Detail
[H| Page Header
B |Horizontal Table : Heading
(=l [§] Colocation Code Extended MName
[ =[Collocation Code Extended MName!
™ Vertical Table : Block1

| B|Horizontal Table : Block 4

[F] Page Footer

Rows

! Collocation Code Ex... ~| + v X

Account No

Account Number (Posting Mor|

o] o] [_to
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There are two ways to copy a table. You can right click on it and select Copy, then right click elsewhere (the
general area where you want the cell) and select Paste.

*Note: Find the 4-way arrow that your cursor changes to when you’re on the edge of the table in order to
select the whole table, if you just click in the middle of the table, you will just copy the single cell

| Document structure and rters -« [Ny

Filter | Axis

= 3] CC Detail v1
= ] cC Detail
Page Header
Horizontal Table : Heading
= | #] Collocation Code Extended Mame CC Detail V1

[ =[Collocation Code Extended Name]
ICOA YT

™ vertical Table : Block
i
[F] Page Footer

AC Type
IAccount No

Collocation Code Exter ko3 Cirl+X
|_ Copy crrl+c |
2 Delete
Turn Into »
Assign Data...
Linking 3
¢ Filter 3
‘%l Sort »
“= Break 4
E Hide 3
Y Order 3
[& Align 3
J I Format Table... N
T=T——

Document Structure and Filters - <« [ RV |

Filter | Axis

B 3] CC Detail v1
=[] cc Detail
[H] Page Header
B Horizontal Table : Heading
= Collocation Code Extended Name CCL
[ =[Collocation Code Extended Name
™™ vertical Table : Block1
]

[F] Page Footer

PM Range
PT

Account No

Collocation Code Extended Nar| K Cut Cirl+x%
Copy ctrl+c
[ paste cutev |l
2 Delete i
Turn Into 4
Assign Data...
Linking 3
¢ Filter 4
Sort 4
Break L4
Hide 3
Order L4
Align 3
a Format Table... 5=
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The result is shown below:

C

r
AC Type
Account No

Collocation Code Extended Nar Collocation Code Extended Har

Account Number |Posting Month Posting Type m

You can also select a table by just left clicking it (again, note the 4-way arrow). You will know it is selected
because it will have a solid blue border. Then you can use your copy/paste shortcut keys (“Ctrl-C” and “Ctrl-
V”) to copy and then paste the table

Go to Document Structures and Filters in the Report Panel
1. Find and select the Section Cell: Collocation Code Extended Name

2. Remove the Section Cell, using Delete

= 3.CC Detail vi
= [E] cC Detail
[H] Page Header
B Horizontal Table : Heading
= || Collocation Code Extended Mame

™= Vertical Table COA YT

B Horizontal T2 )

B |Horizontal Tz Edit Formula. .. Collocation Code Range
[F] Page Footer Linking Account Entity - ALL

T hide

CC Detail V1

LY Order

Format Cell...

'% Collocation € Collocation €
Posting Month Posting Type

0.00

Account Number
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The result is shown below:

Document Structure and Filters - « [ R Py |
Filter | Axis

= ] cc petail vi
= [E] cC Detail
[B] Page Header
B | Horizontal Table : Heading
= [£] Collocation Code Extended Mz CCL
™ vertical Table : Block1

| BlHorizontal Table : Block 4 COA Year

B |Horizontal Table : Block 4
[F] Page Footer CC Range

Account Type

Account Entity
Posting Type
Posting Month |

Account Number |Posting Month Posting Type

0.00
3. Go to the Available Objects list in the Report panel
4, In the first horizontal table change the blue box in this table to read “Collocation Code”
5. Drag the measure “Actual” to the second horizontal table
6. Change this blue box to read “Total Collocation Code”
7. The result is shown below.

CC Detail V2

CC Range
Posting Type

COA Year
Posting Month Range

Account Type
Account Entity

Collocation Code Total Collocation Code 0.00
Account Number |Posting Month Posting Type

0.00

8. Save the report to your ALDER 201 folder as CC Detail V2
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Format Section and Blocks:

Note: Highlight the table in the document structures and filters area to identify the table on the report

1. Locate Collocation Code Data Table (this should be the only vertical table)
2. Right click and select Format Table
a. General Tab — Name the table “Data Table”
b. Layout Tab
i The left of this table is 0.21 inches to Left edge of section
ii. The top of this table is 0.53 inches to Top edge of section
3. Apply
4 OK
Document Structure and Filters - <« [ "]
Filter | Axis
= etail
JEJ%:[;C%E\; m K cut cirl+x
[H] Page Header Copy cril+C
B Horizontal Table : Heading
=1 [§] Collocation Code Extended N ccp paste Clri+¥
o] o bl - Data el =
# { Horizontal Table : Block 4 -
B | Horizontal Table : Block 4 Turn Into b
[F] Page Footer Assign Data
Linking 4
7 Filter D
Sort 4
§
-E Break 4
°F hide 4
s ol
L5 Order 4
) . [2 nlign D
Account Number |Posting Month Posting Type Ial
Format Table 2
% Name [Data Table| |
Border
Appearance
[] Awvoid duplicate row aggregation Table headers
Layout
Show rows with empty measure values [] Table footers
Shows rows for which all measure values =0
Shows rows for which the sum of measure values =0
[ Show rows with empty dimension values
[] Hide always
[] Hide when empty
[] Hide when following formula is true
Formula
|+
| F=|
oK. Cancel | Apply |
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10.

11.

12.

Format Table wox

General Horizontal
Border New page: [ | Start on a new page Page layout: [ Avoid page breaks in table
Appearance Repeat on every page
Layout Vertical

New page: Start on a new page Page layout: Avoid page breaks in table

Repeat on every page /| Repeat header on every page
Position
Within the Section

[ The left of this table is |0.21 - |inches to
1|/ Left edge of section -

T The top of this table is |0.53 - |inches to

D Top edge of section -

oK Cancel Apply

Locate Collocation Code Header Table
Right click and select Format Table

a. General Tab — Name the table “CC Header”
b. Layout Tab - Position
i The left of this table is .21 inches to Left edge of section

ii. The top of this table is 0.12 inches to Top edge of section

Apply

OK

Locate Total Collocation Code Table
Right click and select Format Table

a. General Tab — Name the table “CC Total”
b. Layout Tab - Position
i The left of this table is .21 inches to Left edge of section

ii. The top of this table is 0.12 inches to Bottom side of...Data Table

Apply

OK

Note: The total table is now at the bottom of the section and all of the tables are aligned with the Header

Box.

13.

Click and place a horizontal table at the bottom of the report
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14.
15.

16.

17.
18.

19.

20.

Summary

Drag available object “Actual” to the new table
Change the name in the blue cell to read “Report Total”
Format Table:

a. General Tab — Name the table “Report Total”
b. Layout Tab
i The left of this table is 0.21 inches to Left edge of report

ii. The top of this table is 0.39 inches to Top edge of report

Apply
OK

Refresh data and below is what your report should look like:

02400270-11
Account Number |Posting Month Posting Type
03 01

73154 435.00
73155 01 01 1916

73401 02 01 629.12
73403 02 01 169.99
73452 01 01 100.00
73677 02 01 507.96

Total Collocation Code 1,861.23
Report Total eellameln Rkl

Save the report to your ALDER 201 folder as CC Detail Final

After completing this chapter, you are now able to:

Create a report from scratch utilizing a template
Create a report plan

Paint a report

Add tables for section headers

Add tables for section and report totals

Format Sections and Blocks
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Exercise

Scenario

You have federal grants that are tracked using ledger codes. An auditor has requested to see a detailed
transaction listing for all expenditures in the 73000 line of account codes for COA Year 2011.

1.

8.

9.

Find and copy the Template Report (remember this is the one without the AB next to it) to your
CLASS EXERCISE folder

Open the report from your CLASS EXERCISE folder

Edit

Rename the Query from Template to LC Detail

Build Query Filters:

SO oo oTo

Select COA Yr List

Select Ledger Code Range

Select Account Type

Select Account Entity - ALL

Posting Type 1
Posting Month Range

Drag objects into the Result Objects panel:

a. Selected COA Yr List

b. Selected Ledger Code
Range

c. Selected Account Type

d. Selected Account Entity —
ALL

e. Selected Posting Month
Range

f. Posting Type

g. COAYr

Run Query

a. Select COA Yr:

b. Select Beginning Ledger Code:

C. Select Ending Ledger Code:

d. Select Account Type:

e. Enter Account Entity:

f. Starting Posting Month:

g. Ending Posting Month:

2011
05100701
05101701
EX

73000

1

18

aTv o33 AT

Ledger Code Extended
Name

Ledger Code

Ledger Code Name
Account Extended Name
Account Number
Account Name
Posting Month
Document Num

Date Processed
Actual

Save the report to your Class Exercises folder as Chapter 8 Exercise V1

Paint Header Box table with Selected Objects and Posting Type, then Format Blue Cells
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Paint data table:

Ledger Code

Account Extended Name
Posting Month

Date Processed
Document Number
Actual

"D oo T o

Set Ledger Code as Section

Purge data using the purge data icon

Click and place a Horizontal Table into the Ledger Code Section (next to the section cell)
Copy the table and paste to the right of the existing table

Save the report to your Class Exercises folder as Chapter 8 Exercise V2

Remove section cell

Drag Ledger Code Extended Name into gray cell of 1st table

Drag Actual into gray cell of the copied table from step 14

Rename Ledger Code Extended Name table to LC Header (note: Format Table, replace the block
name)

Format LC Header table to be:

a. .20”  Left Edge of Section
b. .15”  Top Edge of Section

Rename the data table block to Data Table
Format Data Table to be:

a. .0” Left Side of LC Header
b. .15” Bottom Side of LC Header

Rename the Actual horizontal table to LC Total
Format LC Total table to be:

a. .0” Left Side of Data Table
b. .15” Bottom Side of Data Table

Change the formula in the blue cell (using the formula editor) of the LC Total table to read LC
Hi#HHEH#H Total. You are concatenating words with the ledger code object (don’t type the ledger
code number, but use the object so that it will update the formula if the ledger code number
changes or there are multiple ledger codes) Hint: ="LC "+[Ledger Code]+“ Total”
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26. Rename the report tab to Ledger Code (through document structures and filters or right click on
report tab)

27. Refresh Data
28. Save the report to your Class Exercises folder as Chapter 8 Exercise Final

Note: this report will be used in a later chapter, so ensure it is complete.
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CHAPTER 9: Multiple Queries

GOALS AND OBJECTIVES 1itiiiiiiiiiiiiiitiiiiiieiet ettt e et et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeaeaeeaeeaeeeeeeeeeeesenenes 70
INTRODUCTION ... etetttttuiieeeeeeeeteusuuesesesestnssaasseseessensssanssseseeessnsssssnssesesessnsssssnnneseeessnsessnnnseseeessnsessnnsnsseees 70
SCENARIOD ... ettttttuieeeeeeeeetttt e e e e eeetetatuu e eeseeeseeassaaaasaeesanesssaaassaeesenssssaaneseeessnsssssnnseseeeesnssssnnnneeeeesensessnnns 70
DUPLICATING A QUERY ..uuuuvuuuvuuuuuuusuesssssesssessuesssesssesesssssesssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssenes 72
IMIERGED OBJECTS «tttttuuuueseeeteettuuuuiesesesestnsseasaseseessensssnnssseseesssesssnsnsesesessnsssssnnsesseesessessnnnnesesessnsessnnneseees 76
(0] eTo ol aTaTe I d T e Lo I Ko ] =SSR 77
UPAQLING the HEAUEE BOX..........ooeeeeeeeeeeeieeeeeeie e eeete ettt e ettt e e et ttaa e e e tatea e e sstaaeeestaa s e s srteaeessrteaaenasens 78
Yo [0 [ Kol o) (=30 Elo Yo 1 =1 cI USSR 80
REVIEW . etttteee et ettt tttiee e s e e ettt re e e s e e e e et e tab e s e e eeeeaetaa e eeeeeeeae et aaaaaesaeeeaneessan e saeesansessannnseeerannessannnseenes 82
EXERCISE trtuuueeeeeeeteetuuuuieneeeeeteeutsuuesseeeeseetasssasssseseesssesssnssssseeeessessssssssssesesensssssnsssseeessesssssssnssesessensssnnnssssees 82
RYol=1 1 [o [ [o TSRS 82

Revised December 2014 Page 69



ALDER 201 for Report Developers — Class Guide Chapter 9

Goals and Objectives

After you complete this chapter, you will be able to:

e Create a report with more than one query
e Duplicate an existing query

Introduction

In this chapter you will learn how to utilize multiple queries to retrieve different sets of data on similar
Query Filters when the data cannot be retrieved with one query. Multiple query reports are based on
individual needs.

When should I use multiple queries?

e When you are trying to display data side by side for comparative analysis

e If aformulais going to include an object or is built in a way that the formula will need to be
updated each year (month, quarter, etc.)

e  When working with two or more years and so that you do not want to duplicate posting month
19

Scenario

The purpose of this multiple query report is to illustrate three different Chart of Account years for the utility
expenditure accounts for one appropriation in a single table.

1. Find and open Template Report from your ALDER 201 folder
2. Save report as MQ AR by AC
3. Edit
4, Name first query AR TY 2008
5. Add objects to Query Filters Add objects to Result Objects
Select COA Yr List Selected COA Yr List
Select Appropriation Entity Number Selected Appropriation Entity Number
Select Appropriation Term Yr Selected Appropriation Term Yr
Select Account Entity — ALL Selected Account Entity — ALL
Select Account Type Selected Account Type
Posting Month Range Selected Posting Month Range
Posting Type List Selected Posting Type List
Account Extended Name
Actual
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6. Run Query with the following prompts for query #1:

a. Select COA Yr 2008;2009

b. Select AR Entity Number 50674

C. Select AR Term Yr 2008

d. Select Account Type EX

e. Select Account Entity — ALL 73525

f. Select Posting Type(s) 1

g. Starting Posting Month 1

h. Ending Posting Month 18
7. Go to Available Objects and add the Selected Objects to the header table
8. Add Account Extended Name and Actual to the data table
9. Update the blue boxes in the header table

10. Update the Actual column header (blue box) to read TY 2008

MQ AR by AC V1

COA YT List 2009, 2008
Appropriation Entity Number 50674
Appropriation Term Yr 2008
Account Entity - ALL 73525
Account Type =

Posting Type List 1

Posting Month Range 1-18

Account Extended Name TY 2008

73526 - ELECTRICITY 301,457.23
73627 - WATER & SEWAGE 101,944 34
73528 - DISPOSAL 20,244 68
73529 - NATURAL GASIPROPANE 2,332.28
73530 - HEATING OIL 1,013,316.72

11. Save report as MQ AR by ACV1
If you want to see the results of your queries as you create them, run the queries, then paint the reports

when you have completed each query. This will also identify if you have any problems with a query before
you get too far into the report.

Revised December 2014 Page 71



ALDER 201 for Report Developers — Class Guide Chapter 9

Duplicating a Query

Duplicating a query will “copy” the existing query (and all of the objects) as a new query. By adding a new
query (blank) you would have to determine all of the objects in the other query(s) and add them all
manually. Itis very easy to forget or miss an object that would be critical to the report.

1. Edit
2. Duplicate AR TY 2008 query
a. Click on the query tab AR TY 2008
b. Right click and select Duplicate
|:j_ Query Panel K
DﬁAdd Query ~ | || il '9 e = Run Query ;ﬂ Close =
' Universe outline {1 Result Objects X %4
Master perspective N = Selected COA ¥r List Selected Appropriation Entity Number =
@:@ Type here to filter on th EH+ =t <
Selected Appropriation Term ¥r Selected Account Entity - ALL
o 7% Alaska Data Warehouse ; =
% [ Financial Activity !
£ Structure Query Filters X Tm| & w [
- Select COA Yr List I

Select Appropriation Entity Number

Select Appropriation Term Yr &
ff] Data Preview i Refresh
[T ARTY 2008
Rename
Move 4
o]
|
2 Delete
3. Name second query AR TY 2009

Note: When duplicating a query, be sure that the Query Filters have Filters Icons rather than Edit Data

Provider Icon | . If you have the Edit Data Provider Icon, remove the Edit Data Provider objects and
replace with Filters so that you will get the intended results.

4, Remove objects from Query Filters
a. Select COA Yr List
b. Select Appropriation Term Yr
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5. Remove objects from Result Objects
a. Selected COA Yr List
b. Selected Appropriation Term YR
6. Add objects to Query Filters
a. COA Yr (Dimension)
b. Select Operator: Between
C. Filter Type: Prompt
COAYr | Between =| [2nd COA Yr (Start) B iz Wﬂ s
d. Prompt text 1: 2nd COA Yr (Start)
e. Prompt text 2: 2nd COA Yr (End)
7. Appropriation Term Yr (Dimension)
a. Select Operator: Equal to
b. Filter Type: Prompt
C. Prompt text 1: 2nd ARTY

Select Appropriation Entity Number

COAYr | Between +| |2nd COA Yr (Start) EE i and |2nd cOaYr (End) EF iz
Appropriation Term ¥r | Equal to =| |2nd AR Term ¥r (75 5=
AMD Select Account Entity - ALL
Select Account Type
Posting Month Range
Posting Type List
8. Run Query with the following new prompts for query #2:

a. 2nd COA Yr (Start): 2009

b. 2nd COA Yr (End): 2010

C. 2nd AR TY: 2009

d. Account Entity: 73525 (this is the same account as the first query)
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Prompts & ®

Prompts Summary Select COA Yr:

= Select COA Yr: 2008;2009

|T\,'pe values here | 2008
* Select AR Mumber: 50674 2009
*Select AR Term Yr: 2008 Refreshvalues & 1=
= Select Account Type (AR TY 2008) EX To see the content of the list, dick =
*Enter Account Entity or Enter ALL for All: 73525 the Refresh values button.

* Select Posting Type(s): (AR TY 2008) 1
* Starting Posting Month: (AR TY 2008) 1
* Ending Posting Month: (AR TY 2008) 18
* 2nd COA Yr (Start) 2009

*=2nd COA Yr (End) 2010

*2nd AR Term Yr 2009

LLLL LK

*Required prompts
oK Cancel

9. Run Query

10. When duplicating a query, a message will appear. You have three options (we recommend
choosing Option 3):

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

Add Query L2
Choose how you want to indude the data from the new query.

@ Inserta table in @ new report
() Inserta table in the current report

() Incude the result objects in the document without generating a table

Account Exte Actual

50674 73525 EX 1-18 1 73525 - UTIL 1,114,885.58
50674 73525 EX 1-18 1 73526 - ELE( 34803274
50674 73525 EX 1-18 1 T3527 - WATI 72,616.27
50674 73525 EX 1-18 1 73528 - DISF 20,198.80
50674 73525 EX 1-18 1 73529 - NATL 2,458.18
50674 73525 EX 1-18 1 73530 -HEA 671,579.49
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Insert a table in the current report which gives you the result below:

Add Query

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

() Inserta table in a new report

@ Inserta table in the current repart

(7 Indude the result objects in the document without generating a table

COA Yr List 2009, 2008
Appropriation Entity Number 50674
Appropriation Term ¥Yr 2008
Account Entity - ALL 73525
Account Type EX

Posting Type List 1

Posting Month Range 1-18

Account Extended Name TY 2008

73526 - ELECTRICITY 301,457.23
73527 - WATER & SEWAGE 101,944 34
73528 - DISPOSAL 20,244 68
73529 - NATURAL GAS/PROPANE 233228
73530 - HEATING OIL 1,013,316.72

Selected Ap; Selected Act Selected Aci Selected Po:  Selected Po: Account Exte Actual

70251-TRAIl 283,259 52938

50674
50674
50674
50674
50674
50674

73525
73525
73525
73525
73525
73525

EX
EX
EX
EX
EX
EX

—

1
1

70252 -TRAI 461,728 824 50

70821-RG-F 32,

70822-0H-

059,172.97
0.00

70831-0T-C 2,761,071.66

70832-DT-C

Include the result objects in the document without generating a table. This allows you to place

the information where you want it.

Add Query

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

(") Inserta table in a new report

(7 Inserta table in the current report

&

@ Indude the result ohjects in the document without generating a table
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COA YT List 2008, 2009
Appropriation Entity Number ROGT4
Appropriation Term Yr 2008
Account Entity - ALL 73525
Account Type EX

Posting Type List 1

Posting Month Range 1-18

Account Extended Hame TY 2008 TY 2009

73526 - ELECTRICITY 301,457.23 34803274
73527 - WATER & SEWAGE 101,944.34 7261627
13528 - DISPOSAL 20,244 68 20,198.90
73529 - NATURAL GASIFROPANE 233228 245818
73530 - HEATING QIL 1,013,316.72 671,579.49

Merged Objects

allable Objects

Type here to filter tree

= MQ AR by AC V2
(= ¥ Account Extended Mame
I Account Extended Name (AR TY 2008)
| Account Extended Name (AR TY 2009)
7 Selected Account Entity - ALL
I Selected Account Type
1 Selected Appropriation Entity Number
| Selected Appropriation Term Yr
| Selected COA Yr List
1 Selected Posting Month Range
1 Selected Posting Type List
----- Actual(AR TY 2008)
----- Actual(AR TY 2008)
[ | Variables

Notice that you now have objects with a + in front of them on the available objects list. These are called
“merged” objects. Click on the + sign for one of the objects. You can now identify each object from each
query. Measures are NEVER merged.
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1. Paint report for ACTUAL COLUMN ONLY

2. When adding the object from the 2009 query add only the measure Actuals (AR TY 2009) in the
column next to 2008 actual

3. Update the Actual column header (blue box) to read TY 2009
4, Save report as MQ AR by AC V2

We are now ready to create our last query.

5. Edit
6. Duplicate AR TY 2009 query
a. Click on the query tab AR TY 2009
b. Right click and select duplicate query
C. Name Third query AR TY 2010
7. Change: Query Filters
a. COA Yr (Dimension)
i Prompt text 1: 3rd COA Yr (Start)
ii. Prompt text 2: 3rd COA Yr (End)
b. Appropriation Term Yr (Dimension)
i Prompt text 1: 3rd ARTY
8. Run Query with the following new prompts for query #3:
a. 3rd COA Yr (Start): 2010
b. 3rd COA Yr (End): 2011
C. 3rd ARTY 2010
d. Account Entity: 73525 (this is the same account as the first query)
9. Run Queries (OK)

Updating the Data Table

10. Paint report with 3rd query object - Actual (AR TY 2010) from the Available Objects

Notice that the account extended name column is only showing the data from the first query that we
painted (click on the cell and view the formula on the formula bar).

fio mi® 30 |=[ARTY 2008].[Account Extended Name]
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11. Drag the merged object Account Extended Name onto the report creating a new column 2

= 3]MQ AR by AC ¥2 & LDER

" Account Extended Nam R
" Selected Account Entity
" Selected Account Type
' Selected Appropriation Entity M
| Selected Appropriation Term Yr
| Selected COA ¥r List COA Yr List 2008, 2009
" selected Posting Month Range
" Selected Posting Type List
Actuzl(AR TY 2008) Appi priation Term Yr 2008

Actual{8R TY 2005)
[£) Variables Account Cntity - ALL 73525

MQ AR by AC

B E

Appropriation Entity Number 50674

BB

Account Type
Posting Type List
Posting Month Range

Account Extended Name TY 2009

73526 - ELECTRICITY 301,457.23 34803274
73527 - WATER & SEWAGE 101,944 34 72616.27
73528 - DISPOSAL 20,244 68 20,198.90
73529 - NATURAL GASIPROPANE 233228 245318
73530 - HEATING OIL 1,013,316.72 671,579.49

Is there a difference between column 1 and column 2? In this instance there was no change but often there
can be changes; for example an account code could be used in one year and not another year. It is very
important to drag the merged object into the report once you have completed all of the queries into a new
column.

12. Delete first column with the unmerged data

Updating the Header Box

13. Update header box to represent the multiple queries. In this example, we are changing the COA
YR List and Appropriation Term Year

14. Since there are not Merged Selected Objects, the years are typed in the gray area
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15.

NOTE:

2008,2009,2010,2011
50674
2008,2009,2010
73525
2t
1
1-18

Save report as MQ AR by ACV3

All dimensions that are merged have a “+” next them

If you click on the “+” you will see an object from each query

Measures are not merged

All dimensions should be on all queries

When you change query prompts, you need to change how the prompt will display in the user
prompt box, by using a different naming technique — the naming cannot be the same as existing
prompts

Use Merged objects when you are changing or updating the report column layouts

Since measures are not merged, you have to merge them through a formula in the columns that
they appear

Now we can add a formula to a new column to illustrate how to aggregate the information.

16.

17.

18.

19.

20.

21.

Insert a new column at the end of the table and highlight the column

Select the formula editor (fx) create the formula using the measure available objects

a. =[AR TY 2008].[Actual]+[AR TY 2009].[Actual]+[AR TY 2010].[Actual]
b. Validate the your formula
OK

Convert the formula to a variable (select the variable box)

a. Name the variable: MCOA Actual
b. Qualification: Measure
OK

Update the blue cell
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Add Table Footers

Table footers can be used to add totals to columns

1.

2.

3.

Right click, Format Table

Select data table, from the upper right corner with a 4-way crossbar

COA YT List
Appropriation Entity Number

‘Account Entity - ALL
Account Type

[Appropriation Term Yr

Posting Type List

Posting Month Range

Account Extended Name

73526 - ELECTRICITY

73527 - WATER & SEWAGE
73528 - DISPOSAL

73528 - NATURAL GAS/IPROPANE
73530 - HEATING OIL

2280684 4678176 91,269023
829510 1482403 1511325
1,629.10 381500 3,189.10

24221 27224 0.00

77,318.88 14958094 0.00

MQ AR by AC V3

2008, 2009, 2010, 2011
50674

2008, 2009, 2010
73525

Select Table footers

& copy cirl+C
[ Paste Chrl+v

2 Delete
Turn Into
Assign Data...
Linking

" Filter

Sort

Break

Hide

Order

Align

Format Table...

Cut Crl+x

Format Table 2%
General
Name: |Daia Table |
Border
Appearance
[ Avoid duplicate row aggregation Table headers
Layout
Show rows with empty measure values Table footers
Shows rows for which all measure values =0
Shows rows for which the sum of measure values =0
[ show rows with empty dimension values
[ Hide always
[ Hide when empty
[] Hide when following formula is true
Formula
[+
[Fx|
Cancel Apply
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4, Drag the actual objects into the footer row

Awvailable Objects

Insert | © Werge | =& Variable -

(= ||| Available Objects

"1 Account Extended Name

| Selected Account Entity - ALL

'l Selected Account Type

! Selected Appropriation Entity Number

| Selected Appropriation Term YT

| Selected COA Yr List

' Selected Posting Month Range

' Selected Posting Type List
Actual(AR TY 2008)
Actual(AR TY 2008)
Actual(ARTY 2010)

[ [ Variables

MCOA Actual

|| Formulas

BEEEE

H E

i

(COA Yr List

AR Number
RTY

iAccount Entity

Account Type
PM Range
PT List

~orount Extended Name

73528 - DISPOSAL

735209 - NATURAL GASIPR

73530 - HEATING OIL

5. Drag the new Variable into the final footer
6. Rename the row’s grey box to Total
7. Save report as MQ AR by AC Final

MQ AR by AC V4

2008, 2009,2010, 2011
50674

2008, 2009, 2010
73525

TY 2008 TY 2009 TY 2010

30145723 34803274 50994334 1,159,433.31
101,944.34 72,616.27 84838.28 259,398.89
: 20,198.90 20,415.40 60,858.98
233228 458.18 2,660.68 7451.12

1,013,316.72
1,439,295.25

671,579.49 a(4.210.90 2,189,107.11

NOTE: Remember to add formulas to break totals when necessary. If you have more than an actual column
on your report you must create variables for Authorized and Encumbrances. Be sure that these are also
added to all Breaks, Sections, and Report totals as applicable.
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Review
1. When would you need multiple queries?
2. Describe how you would duplicate a query?
3. What are the advantages to duplicating a query vs. adding a query?
4, Should you wait until you have created all of your queries before painting your report?
Exercise
Scenario

You have federal grants that are tracked using ledger codes. A manager has asked to verify that the
expenditures match the federal revenue collected by the setup year. You have already provided detail data
by ledger code, but do not want to use that report. To accommodate this request, you will copy an existing
report that you created and modify it.

1.

10.

Find and open the report Chapter 8 Exercise Final from your Class Exercises folder
Save report as Chapter 9 Exercise V1

Rename the Report Tab to LC Detail

Edit

Rename Query to LC Expenditures

Drag the following object into the Result Objects panel:

a. CC Code/SY

Drag Select Collocation Code Setup Yr filter into Query Filters panel

Drag Selected Collocation Code Setup Yr dimension into Result Objects panel
From the Query Filters panel, remove:

a. Select Account Type

From the Result Objects panel, remove:

a. Selected Account Type
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11.

12.

13.

Drag the following object into the Query Filters panel:

a. Acct Type

i Change the operator to Equal to
ii. Filter is Constant
iii. Value Select: EX

Duplicate Query

Rename Query LC Revenues

Remember: be sure that the Query Filters have Filters Icons rather than Edit Data Provider Icons. If you
have the Edit Data Provider Icons, remove the Edit Data Provider objects and replace with Filters.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Change Acct Type query

a. Value Select: RR

Run Query

a. Select COA Yr 2007;2008
b. Beginning Ledger Code 05017100
C. Ending Ledger Code 05017400
d. Collocation Code Setup Yr 2007

e. Account Entity ALL

f. Starting Posting Month 1

g. Ending Posting Month 18

Click OK

Select Include the result objects in the document without generating a table
Save report as Chapter 9 Exercise V2

Duplicate Report

Change Report Tab to LC Summary

At the beginning of the Data Table add a column

a. CC Code/SY (merged object)

Rename the Actual column header to Expenditures

At the end of the Data Table add the object Actual (LC Revenues) - Rename column header to
Revenues
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24,

25.

26.

27.

28.

Remove the following columns to get summary information by the CC Setup Yr

Account Extended Name
Posting Month

Date Processed
Document Number

o 0 T o

Update all of the tables using the merged dimensions. You must drag the merged object into a
new row or column of the table and delete the row or column that is not merged. Verify in the
formula bar that you are using the object [Ledger Code Extended Name]

Insert a new column at the end of the data table
Create a variable that adds expenditures + revenues in the new column

Save the report to your Class Exercises Folder as Chapter 9 Exercise Final
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Goals and Objectives

After you complete this chapter, you will be able to:

e Create a reference report using multiple queries
e Add multiple data tables to display reference information and financial information

Introduction

ALDER does not accurately display reference and financial information in one data table. It is necessary to
add multiple tables for ALDER to display information regarding warrants with reference information. By
adding multiple tables it allows the user to display the financial information next to the reference
information.

Scenario

The purpose of this exercise is to demonstrate how to retrieve reference information and display that
information in a separate table next to the financial information table. This report will show warrant
information for an appropriation.

Multiple Query Reference Report

1. Find and open the Template Report from your ALDER 201 folder
2. Click Design
3. Click on Edit

4, Add objects to Query Filters

Select COA Yr List

Select Appropriation Entity Number
Select Appropriation Term Yr

Select Account Entity — ALL

Select Account Type

Posting Type List

Posting Month Range

™o o0 T

5. Add objects to Result Objects

Selected COA Yr List

Selected Appropriation Entity Number
Selected Appropriation Term Yr
Selected Account Entity — ALL
Selected Account Type

Selected Posting Type List

Selected Posting Month Range
Warrant Num

SE 0 o0 T

Revised December 2014 Page 86



ALDER 201 for Report Developers — Class Guide Chapter 10

Vendor Num

i
j Vendor Name
k. Date Processed
I Document Num
m. Transaction Desc L1 (optional)
n. Financial Line Unique Identifier
0. Routing Code
p. Actual
6. Rename Query to FinQuery
7. Run Query with the following prompts
a. Select COA Yr: 2013
b. Select AR Number: 11725
C. Select AR Term Yr: 2013
d. Select Account Type: EX
e. Select Account Entity: 74229
f. Select Posting Type(s): 1
g. Starting Posting Month: 1
h. Ending Posting Month: 3
8. Paint the header table and update the blue boxes
COA YT List 2013
Appropriation Entity Number 1725
Appropriation Term ¥Yr 2013
Account Entity - ALL T42249
Account Type EX
Posting Type List 1
Posting Month Range 1-3
9. Paint the Data Table with the following:
a. Warrant Num
b. Document Num
c. Date Processed
d. Vendor Name
e. Vendor Num
f. Routing Code
g. Actual
10. From the Report panel select document structure and filters find and select the data table

11. Right click and select Format Table

12. Rename table to Data Table 1
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13. Click OK
14. Save report as Appropriation Reference Report V1

Appropriation Reference Report V1

2013
11725
2013
74229
ex
1-3
1

Warrant Hum __Document Num _[Date Processed _Vendor Name __|Vendor um ___[Routing Code

02841061 AQ01033650012  08/01/2012 OFFICEMAX NORTIOFF96120 57.96
02842158 AQ01033650013  08/01/2012 TRAVE INC OFPO0116 158.71
02846183 AQ01050830002  08/24/2012 WALMART STORE®XOX07715 55.96
02847015 AQ01050830003  08/24/2012 TRAVE INC OFPO0116 94.48
02854654 AQ01050830011  08/24/2012 TRAVE INC OFPOO0116 29.45

Special Reference Report Items

Now that we have completed our financial query we need to add the reference query. For reference

reporting ALDER has created special objects for the user. These help identify references and are located in
the Reference folder.

1. Click Edit
2. Duplicate the FinQuery
3. Rename query to RefQuery
4. Remove all Result Objects except Warrant Num and add the following:
a. Reference Type
b. Reference Number
c. Reference Amount
d. Reference Date
e. Reference Comment
5. Remove Edit Data Providers and replace with Query Filters
6. Run Queries with same prompts
7. Select Insert a table in the current report
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Add Query

() Inserta table in a new report

@ Inserta table in the current repart

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

(7 Indude the result objects in the document without generating a table

-

:

e

=1
-
M

—

8. Save Report as Appropriation Reference Report V2

[COA Yr List
Appropriation Term Yr
[Appropriation Entity Number

Posting Month Range
Posting Type List
(Account Entity - ALL

Appropriation Reference Report V2

2013
2013
11725
1-3

1
74229

[arrant um |Documentum Date Processed _[VendorName |VendorNum _|Routing Code Warrant Nun Reference A Reference G ReferenceD Reference Hi ReferenceT)

02841061 AQ01033650012 08/071/2012
02842156 AQ01033650013  08/01/2012
02846183 AQ01050830002 08/24/2012
02847015 AQ01050830003  08/24/2012

N7RRARRA lLnnAnENRANAAY  INRIZAINAD
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QFFICEMAX NORTI OFF96120

TRAVE INC OFP00116
WALMART STORES XXX07715
TRAVE INC OFP0O116
TRAVF INF: NFPANT R

57.96
1571
55.96
94.48
20 4R

02841061
02841061
02841061
02841061

0.00  ADMIN/FINAM

0.00

57.96 02401 712512
57.96 DOADOFPL 712512

FIN2013 UDR
OFF96120  PVM
02401 BIL
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9. From the 2nd table, set the column “Warrant Number” as a section.
Notice that the tables are sorted based on the warrant number

201
1725
2013
74229
Ex
1
1-3

02841061
warrant tum __pocument tum _[pate processed endorame vendortum [Routing oo _nctuat [l Reterence T, Reference N Reference A Reference D Reference
02841061 AQ01033650012  08/01/2012 OFFICEMAX NORT| OFF96120 57.96 BIL 02401 57.06 TI25M2 02401
CBN Rt | 5796 T7i25M2 DOADOF PU
1NV 091847 57.96 7THTM2
MCC 5943 B7.96 THTNMZ2 OFFICE MAX
ocb e 75 57.96 7i25M2 REECE, BIAM
PVN OFF96120 0.00
UDR FIN2013 0.00 ADMIMIFINAN
02842156
warrant wum __[pocument um _|pate Processed _vendor Hame _[vendor hum __[Routing Code L —
02842156 AQ01033650013  08/01/2012 TRAVE INC OFP00116 1671 ACC 2100751 0.00
BIL 02401 1571 72512 02401
CBN TR 28I 1571 712512 DOADOF PU
INV 1134158-0 1571 7H8M2
MCC 5044 1571 7H8M2 OFFICE PLU:
10. Save Report as Appropriation Reference Report Final
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Exercise

Scenario

You received a telephone call from a vendor asking about details on a warrant they received. They need to
know what invoices the warrant covers. You need to develop a warrant reference report that will bring both
the financial and reference information together to be able to answer the question.

1. Find and copy the Template Report (remember this is the one without the AB next to it) to your
CLASS EXERCISE folder

2. Open the report from your CLASS EXERCISE folder

3. Edit

4, Rename the Query from Template to FinQuery

5. Build Query Filters:
a. Select COA Yr List
b. Select Warrant Number

6. Drag objects into the Result Objects panel:
a. Selected COA Yr List h. Routing Code
b. Selected Warrant Number i Warrant Class
C. COAYr j. Warrant Num
d. CC Code/SY k. Document Num
e. Ledger Code l. Date Processed
f. Acct Type m. Actual
g. Account Number

7. Run Query
a. Select COA Yr: 2014
b. Select Warrant Number(s): 25769208; 25769210

8. Save the report to your Class Exercises folder as Chapter 10 Exercise V1

9. Paint Header Box table with Selected Objects, then Format Blue Cells

10. Paint data table:

a. COA Year

b. Document Number
C. Date Processed

d. CC Code/SY

e. Ledger Code

f. Account Type

g.

Account Number
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h. Routing Code

i Warrant Class

j Warrant Num

k. Actual
11. Save the report to your Class Exercises folder as Chapter 10 Exercise V2
12. Edit

13. Duplicate Query

14. Rename new query to RefQuery
15. Remove all Result Objects except Warrant Num and add the following:
a. Reference Type
b. Reference Number
C. Reference Amount
d. Reference Date
e. Reference Comment
16. Remove Edit Data Providers and replace with Query Filters
17. Run Queries with same prompts
18. Select Insert a table in the current report

19. Save Report as Chapter 10 Exercise V3
20. From the 1st table, set the column “Warrant Number” as a section

21. Save Report as Chapter 10 Exercise Final
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Exercise Answers

Chapter 3 — Exercise Answers

1.

Where in the Query Panel can you find the data objects that can be added to a report?
Universe panel — Edit

Where would you put data objects that you want to be available on your report?
Result Objects panel

Where do you limit the information being retrieved from the data warehouse?

Query Filters panel

What are the different types of filters?

Predefined filters, Prompted filters, Unprompted Filters

What are the different types of objects?

Dimension, Measure, Detail, Predefined filters, Selected dimensions

Using the report you just copied, identify the Predefined Filters in the Query Filters panel.

Select COA Yr, Select Collocation Code Setup Yr List, Select Collocation Code List Select Account
Entity — ALL, Posting Type 1, Posting Month Range

Is the User Defined Filter prompted or unprompted?
Unprompted — It is a filtered by Dimension

Find the following objects in the Universe panel and identify what folder you found each one
in: Note: Object names listed below are as they appear in the Universe. Objects can
sometimes be found in multiple folders.

Acct Type - Financial Activity; Financial Line; General Financial Objects

CC Code/SY - Financial Activity; Financial Line; Collocation Code

Open Item Num - Financial Activity; Financial Line; Open Item

Input RD Code - Financial Activity; Financial Line; Transaction Fin (FIN); RD Fields
Date Processed - Financial Activity; Financial Line; Transaction Fin (FIN); General
Transaction (FIN) Objects

Total Authorized - Financial Activity; Financial Line; Amounts

Select Grant Entity Number - Financial Activity; Financial Line; Grant

Selected Grant Entity Number - Financial Activity; Selected Objects; Grant (SO)

®oo oo

>0 o
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Review Question Answers

Chapter 9 — Review Question Answers

1. When would you need multiple queries?

When you’re trying to display data in a column and there isn’t an object available, then a
formula can be created or multiple queries can be created

If a formula is going to include an object or is built in a way that the formula will need to be
updated each year (month, quarter, etc.), then you might want to consider multiple queries

When working with two or more years and you don’t want to duplicate posting month 19

2. Describe how you would duplicate a query?

Select query tab, Right click, Duplicate

3. What are the advantages to duplicating a query vs. adding a query?

Duplicating a query allows you to copy all of the existing objects

Adding a query gives you a blank query and you would have to re-add any object that you would

need

4, Should you wait until you have created all of your queries before painting your report?

Not necessarily, if you paint as you go you can see differences as they occur and you will be able
to tell if you have data in each query.

Available Functions

Often users need to build additional calculations or objects into a report beyond the report’s base objects or

calculations.

Web Intelligence has seven categories of Available Functions:

Category Description

All All the functions for all the categories listed below in this table.
Aggregate Aggregates data (for example by summing or averaging a set of values)
Character Manipulates character strings

Date and Time
Document
Data Provider
Logical
Numeric

Misc

Returns date or time data

Returns data about a document

Returns data about a document’s data provider
Returns TRUE or FALSE

Returns numeric data

Functions that do not fit into the above Categories
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Available Operators

The tool provides the use of operators for both query and report filters, calculations and formulas during the
creation or modification of a report. The table below lists the operators available and provides an example

of each operator in the context of a business question:

To obtain data...

for example...

Select...

to create the filter...

equal to a value a user
specifies,

not equal to a value a
user specifies,

greater than a value a
user specifies,

greater than or equal
to a value a user
specifies,

lower than a value a
user specifies,

lower than or equal to
avalue a user
specifies,

that falls between two
values a user specifies
and includes those
two values,

that falls outside two
given values a user
specifies,

the same as several
values a user
specifies,

different from the
multiple values a user
specifies,

that includes a specific
string,

that doesn’t include a
specific string,

that corresponds to
two values a user
specifies,

that corresponds to all
values a user specifies

retrieve data for the US
only,

retrieve data for all
countries other than
the US

retrieve data for
customers aged over
60,

retrieve data for
revenue starting from
$1.5M upward,
retrieve data for exam
grades below 40,

customers whose age is
30 or less,

weeks starting at week
25 and finishing at 36
(including week 25 and
week 36),

all the weeks of the
year, except for weeks
25 through 36 (week 25
and week 36 are not
included),

user only wants to
retrieve data for the
following countries: the
US, Japan, and the UK,
user does not want to
retrieve data for the
following countries: the
Us, Japan, and the UK,
customers whose date
of birth is March 1972,

customers whose
names do not begin
with S,

customers who have
both a fixed telephone
and a mobile phone,
customers who have a
fixed telephone, mobile
phone, and fax phone

Equal to

Not equal to

Greater than

Greater than or equal

to

Less than

Less than or equal to

Between

Not Between

In List

Not in list

Matches Pattern

Different from Pattern

Both

** AND

[Country] Equal to US.

[Country] Not Equal to US

[Customer Age] Greater than
60

[Revenue] Greater than or
equal to 1000500

[Exam Grade] Less than 40

[Age] Less than or equal to 30

[Weeks] Between 25 and 36

[Weeks] Not Between 25 and
36

[Country] In list ‘US; Japan; UK’

[Country] Not in list ‘US; Japan;
UK’

[DOB] Matches pattern, ‘72’

[DOB] Different from pattern,

(-

S

[Account Type] Both “fixed”
and “mobile”

[Account Type] “fixed” AND
“mobile” AND “fax”
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To obtain data...

for example... Select...

to create the filter...

that corresponds to a
value a user specifies

that corresponds to
one value a user
specifies and does not
correspond to another
value a user specifies

customers who have a ** OR
fixed telephone, mobile
phone, or fax phone

customers who have a Except
fixed telephone, but

don’t have a mobile

phone,

[Account Type] “fixed” OR
“mobile” OR “fax”

[Account Type] “fixed” Except
“mobile”

** AND — Returns data ONLY when ALL of the criteria is TRUE
** OR — Returns data when ANY of the criteria is TRUE

Additional Example of Nested Filters

Report Filters

AMD

1]

(2]

1 Callocation Code Betvwesn 05112000 And 0511 2939 l:l

OR 1 Collocation Code Egual to 05111250

1 Collocation Code In List 5137001;51 37200

1 Account Mumber Mot Eqqual to 73599

=]

Available Operators to AVOID

Some operators can create confusion when used in a report and should not be used!

e Section
e Block

e Body

e Report

e Row

e Column

e User Response

Standard Calculations

Standard calculation functions can be used to make quick or standard business calculations on the data in
Web Intelligence reports. These calculations are available from the Calculations list on the Report toolbar.
Customized functions and formulas can be applied to more advanced calculations on the data as well. Users
can utilize the following standard calculations:

Calculation Type

Icon Use to...

Sum

b Calculate the sum of the selected data.
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Calculation Type Icon Use to...

Count n Count all rows for a measure object or count distinct rows for a
dimension or detail object.

Average X Calculate the average of the selected data.

Minimum 2 Display the minimum value of the selected data.

Maximum <X Display the maximum value of the selected data.

Percentage = Display the selected data as a percentage of the total. The

results of the percentage are displayed in an additional column
or row of the table.

ALDER Key Terminology

Term

Definition

Available objects
Business Objects
Enterprise reports
InfoView
Instance

Measure

Objects

Prompt

Query

Refresh

Report

Report filter

Data elements that are available to use in a report but do not
require re-executing the report.

Business Objects is the manufacturer of InfoView and Web
Intelligence software that ALDER uses.

Reports developed for statewide use. They can be copied and
customized to meet your agency’s needs.

The portal for ALDER that collects, consolidates and presents data
and reports.

A version of the report that contains the data that was available at
the time it was run.

Retrieves numeric data that is the result of calculations on data in
the database.

An element in the universe that corresponds to a selection of data
in the database. The name of an object is usually derived from the
business terms.

A dynamic filter that displays a question every time data is
refreshed in a report. The prompts are answered by either typing or
selecting the value(s) to be viewed. Web Intelligence retrieves only
the values specified.

A request for data from a database or other source. A user builds a
query containing “objects” from a “universe.” If the data is
available, the requested data is returned usually in the form of a
table or a chart.

Refreshing reports ensures that you are viewing the most recent
data available in the database.

The graphical output from a query that has been executed. It
includes data returned from the query, as well as formatting applied
to the data to make the data more readable for end users.

Report filters are applied to the data retrieved by a report that limit
the values displayed in the report. Each report can be filtered to
display a different subset of the same data depending on the user’s
requirements.
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Schedule Scheduling a report allows the report to run automatically at

Template reports

Universe

Web Intelligence

specified times. When a scheduled report runs successfully, an
“instance” is created.

Blank reports that include the standard report elements (logo, page
numbers, last refresh date, etc.).

A logical group of data tables used for reporting. Universes provide
an easy-to-use and understand interface for non-technical Web
Intelligence users to run queries against a database to create
reports and perform data analysis.

A Business Objects tool that allows users to create queries and
reports to analyze data.

Definitions of User Roles and Capabilities

Group Course Capabilities Prerequisites
Report recipients None . Receive an Excel or PDF report None
(file)
Report viewers ALDER 100 . Run, refresh and schedule Increment 1: Some
(3/4 day) reports in enterprise, knowledge of structures
department internal, public, and financial data
favorites, and user’s inbox
folders Increment 2: Some
e  Receive sections of scheduled  knowledge of payroll data
reports
. Change prompt values for a
report to limit the results
displayed, but cannot change
report layout
Interactive users  ALDER 101 e  Same capabilities as report ALDER 100
(1.5 days) viewers, plus the ability to: AND
e  Dragand drop fields onto a Intro to AKSAS
report from a list of objects
° Change the sort, filter, and OR
add new sections and breaks
to areport Good working knowledge of
e  Create different views of data i1 ctures and financial
(e.g., charts) data
Increment 2: Good working
knowledge of payroll data
Report developers ALDER 201 e  Same capabilities as ALDER 101
(2 days) interactive users, plus the

ability to:

Create new reports

Perform quality assurance and
certify developed reporting
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Group Course Capabilities Prerequisites

prior to being deployed
. Develop agency-specific ad-
hoc reports
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