Dartmouth Colleae — Workina with IRA Analvze

IRA Pivot Table Review
and
Using Analyze to Modify Reports
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What is a Pivot Table?

m A pivot table takes rows of detailed data (such as the lines in a downloadable
table) and summarizes them at a higher level using a defined structure.

Entiky Org Funding

20-College | 546-Accounting |362000-

only Cperations Subvention
College

20-College |546-Accounting |365000-
oy Cperations Subvention

College

Z20-College | 546-Accounting | 368000~
Only Operations Subvention

College

20-College | 546-Accounting |368000-
only Cperations Subvention

Callege

20-College |546-Accounting |365000-

oy Cperations Subvention
College
Grand Total
Budget
Amounk
rg

S46-Accounting Operations

Grand Total

Ackivity

343601-
Accounking
Services

343602-Accts
Pavable
Office

345602-Accks
Payable
Ciffice

345602-Accks
Payahle
Cifice

343602-Accts
Pavable
Office

Actual
Arnounk

0.00
0.00

Subackivity Matclass

Effective
Dake

0000-Default |7219-REMTALS (51002013
EQUIP Cffice

0000-Defaulk | 7511-SUPPLIES |501/2013

Cffice

0000-Default | 7511-SUPPLIES |5/1/2013

Cffice

0000-Default |7511-5UPPLIES 5/1/2013

Office

0000-Defaulk | 7511-SUPPLIES |501/2013

Cffice

Encumb
Arnounk

-501.43
-8901.43

__—

Posted
Dake

Si10/2013

Sief2013

Siefz013

5162013

Sief2013

Budget
Arnounk

0.00

0.00

0.00

0.00

0.00

Actual
Arnounk

459.00

-543.84

-41.46

-535.00

-140.13

Eni
A

0,00
0.00

Grand Total Section is a pivot table of
L the detail in the downloadable table or

report table.
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What is a Pivot Table?

m |IRA Launchpad Reports (IRA) include a “canned” pivot table view that
uses the data returned, based on the filters selected, and summarizes
it in a pre-determined structure:

Select a View | Selection Criteria = |

Fiscal Year is equal to 2013
and Fiscal Period is equal ko 11-MAY
and COrqis equal to 546-Accounting Operations
and Matclass is equal bo 7219-RENTALS EQUIP Office, 751 1-SUPPLIES Office
and JE Transaction Type is equal bo Actual

Select a Wiew | Pivot Table -

11-ray 11-ray 11-ray

Budget Actual Encumb

Amount Amount Amount
Qg™ Funding Ackivity
S46-focounting |368000-5ubvention College 343601-Accounting Services 0.0a 459,00 0.0a
Operations
S46-Accounting | 363000-Subvention College F43602-Accts Pavable Office 0,00 -1,260,43 0,00
Operations
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Modifying Pivot Table View

m  The pivot table view of IRA reports may be customized to meet a variety of
individual reporting needs using the Analyze tool.

m  Customization is accomplished by included and/or excluding the data fields
available for that report (see IRA Pivot Views Appendix).

m  Choose and run an IRA report based on the data fields needed in the customized
report (see Data Fields Matrix). Save your report using “Page Options” in case
you want to start over. Click “Analyze” to go to the Analyze tool.

Budget Ackual Encug
Armount Armount Arnow
Qg™ Funding Ackivity
S46-Accounting |368000-5ubvention College 343601 -Accounting Services 0.00 459,00
Operations
S46-Accounting | 363000-Subvention College 343602-Accts Pavable Cffice 0.00 -1,260.43
Operations
Encurnb
Arnounk
-801.43 0.00
-801.43 0.00
analvze -Refresh - Prink - Export
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MOdifVinq Pivot Table View Criteria | .Results\{ Prompts

= Analyze, Criteria tab:
' _Results 1 Prompts ™.

ElSubject Areas w|18
Either vou do nat have permission ko =
use the subject area GL Transaction ElSelected Columns

within Answers, or the subject area

: Double click on column names in the Subject Areas pane to add them ta the analysis, Once added, drag-and-drop columns to r
does not exist,

Entity w Funding Activity Subactivity Matural Class
Organization

H entity = B org = B Funding 5 B activity = 5 #3 Column Group {Defaulk: Subactivity) | B Matclass 5

1 |

ElFilters

Add Filters ko the analysis criteria by clicking on Filter option For the specific column in the Selected Calumns pane, or by clicking
filker by clicking on add button after selecting its name in the catalog pane.
57 Fiscal vear is equal to [ isin 2013
| AND S Fiscal Period is equal to fisin 11-MaY
AND S Effective Date is prompted
AND S Posted Date is prompted
ANDF Entity is prompted
| ANDSF Org is equal to / is in S46-Accounting Operations
ElCatalog ANDF Funding is prompted
ANDSF Activity is prompted
AND NP Subactivity is prompted
| AND S Matclass is equal to [ isin 7219-RENTALS EQUIP Office; 7511-SUPPLIES Office
AND P JE Source Short Mame is prompted
ANDF JE Tranzaction Type is equal to [ is in Actual

You are seeing the underlying structure of the IRA report. Changes made here do not
affect the IRA canned report design. Changes made here create a custom report design to
include data you want to see and exclude data you don’t want to see in your report. Once
saved, this report can be used instead of the IRA report.
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Modifying Pivot Table View

U e e

ESelected Columns|  datafields available for report

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns ko recrder them, Edit a column's properties

Enkity o Funding Ackivity Subackivity
Cirganizakion

H entity 5 B org 5 B Funding 5 G 8 activity 5 U8 Column Group (Default: Subactivity) |- 5 Matclass 5 B Effective Date 5 E Posted D

ol |

Dartmouth Colleae — Workina with IRA Analvze

Criteria | Results\i Prampks

The criteria tab shows all filters chosen when you ran the IRA report. You can add
additional filters and modify existing filters here. Once you have saved your customized
report design, you can run reports that query the same data warehouse that IRA does,
and get updated financial data.

Matural Class Tirme

SFilters ' ] filters applied to data warehouse

|

| add Filters to the analysis criteria by dlicking on Filker option Far the spepit{ic column in the Selected Columns pane, or by clicking on the filker button in the Filker pane h

filker by clicking on add button after selecting its name in the catalog pane.

| SF Fiscal Year is equal to f isin 2013

|| AMD P Fiscal Period is egual to [ is i 11-MAY
AND P Effective Date is prompted
ANDSF Posted Date is prompted

|ANDSF Entity is prompted

|| ANDSF Org s egual to [ is in S46-Accounting Operations

ANDSF Funding is prompted

ANDSF Activity is prompted

[ANDSF Subactivity is prompted

AND P Matclass is equal to fis in 7219-RENTALS EQUIP Office; 7511-SUPPLIES Office
ANDSF JE Source Short Mame is prompted

ANDSF IE Transaction Type is equal to [ is in Actual
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Modifying Pivot Table View

To customize the pivot
table structure, choose
the Results tab and
choose a Pivot Table
view from the menu in
the lower left. Each
report has up to three
pivot table views.
Choose one view as a
starting place to

customized your report.

In most cases you will
choose Pivot Table 2.

The Views area can be
expanded by dragging
the toolbar up.

|' Criteria

Results

! xF'rl:umpts

ElCatalog

&
Eiviews /N2 [F . 2 B R Fa
E Title
I bownloadable Table
= Report
BB Colurnn Selector
W Selection Criteria
Yiew Selector
B pivet Table
Report Information
EH pivot Table:3

Marraktive: 2
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_[ Criteria Results * Prompts

Modifying Pivot Table View —

= Highlight the “Pivot Table”
View and click the pencil
icon to Edit the view.

Sviews & [T/ /1§ X G=

E Title

= Downloadable Table

= Feport

== Column Seleckor
ﬁ' Selection Criteria
xTh

Wi Selector

[ EH pivat Table

Report Information
552 Pivat Table: 3

Marrative: 2
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L R
= = = _[ Criteria | Results |- Prompts
Pivot Table View - overview —
Results \{\ Prompts
—n Uncheck "Display
lable o Results" while
t Areas 5.6 U@ @ % =0 [ | desong epr
1 do not have permission to
ubject area GL Transaction
swers, of the subject area 11-MaY 11-MaY 11-May
exist, Budget Actual Encumb
Armount Amount Armounk
Shows what Qg Funding Aickivity
repart will look _'“*_:* S4E-Accounting | 365000-5ubvention College 343601-Accounting Services 0.00 459,00 0.00
like ' Operations
S46-Accounting | 36S000-5ubvention College 343602-Accks Pavable Cffice 0.00 -1,260.43 0.00
Operations
ElLayout
5, columns and hierarchies to determine pivot table layout,
le Prompts @
| p here For Pivak prompts
1 Drag this arrow Sections |2
lis Izﬁutaggrtne - Drop here for a sectioned Pivaot 1
: t : Pivot Table il Pivot Table
e Design Area
roarn for design
V
Rows @
COrganization | Funding Ackiviby
Hoarg % 8 Funding % B Activity %
Excluded
Entity Table Matural Class || Time Encumb Type JE Source JE Line Details

= Entity % H subactivicy % H natclass % H Effective Date % H posted Date % = Encumb Type Mame % 5 IE source Shork Mame @,\. H referance 1
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. _[ Criteria Results ~ Prompts
Pivot Table Structure — example part 1 —
ELayout
Drag/drop measures, columns and hierarchies bo determine pivok table layout,
Pivot Table Prompts (2] Gl [ Prompts Area — creates pulldown menu of datafield values ]
Drop here For Pivot prompts
Sections E
Drop here for a sectioned Pivak [ Sections Area — create separate section for each datafield value ]
Pivok Table (il
Rows @'
QEEEELEn | Ml Activicy [ Rows Area — datafields to include in rows ]
Horg 54 B Funding 5 B activity 54
Excluded
Enkity Table Matural Class || Time Encumb Type JE Source JE Line Details
H Entity % H subactivity % H Matclass % H Effective Date % H Posted Date % H Encumb Type Mame % B IE source Short Mame % H reference 1 % Br
= Excluded Section (data fields which are available )

for use in the pivot table but are not in ) J
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_[ Criteria | Results
(= o

Pivot Table Structure — example part 2

~ Prompts

Scroll the to right to see the rest of the Layout:

ElLayout

Columns E

= = 4 Columns Area — datafields J

Beeiless @a included in columns

Measure Labels 5

Tirne

Measures

6L Transackions % Measures Area — dollar amounts
or other data to be summarized
[3 Budget amount B [3 actual amount B [3 Encumb amount B4

&L Transaction

icket % H work order Mumber E{; H IE Line Description % H I Batch Name % H IE Header Mame E{; H IE Transaction Type % H created By % H Full Chart st

For help, email Financial.Reports@dartmouth.edu
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[Criteria Results \F‘rnmpts

. =
Pivot Table Structure - example
Columns 73}
= Rows/Columns/Measures | 8 EYb
e
1 B Fiscal Feriod B}
Measure Labels | 5% 2
Row ] Measures
8 )
COrganization | | Funding i Ackivity GL Transactions | 3 4 5
g org % g Funding % B Activity % [3 Budget Amount % [3 Actual Amount % [ Encumb Amount %
Pivot 1 [11-mayv 11-May 11-MaY
. Budget ackual Encumb
resu ItS - ~ - Q 2 Amount | 3 Armount 4 Amount S
Qpgs=7] o) Funding ! Ackiviby -
S4g-Accounting [363000-3ubvention College Z43601-Accounting Services 0,00 459,00 0,00
Opet ations
S456-Accaunting | 368000-5ubyvention Callege 343602-fecks Pavahble Office 0,00 -1,260.43 0,00
Operations

How the data fields are placed in the various areas determines the
organization of the pivot table report. The specific data returned is
determined by the filters on the Criteria tab.
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Pivot Table Structure

_[ Criteria Results ~ Prompts
(= .

m Placing a data field in the Prompts Area will allow you to view the data by each
value for that data field. Leaving it empty will return all data in one view.

& b | Win| @ & T E o [E]HE B

// Allows users to

Matelass | 7219-RENTALS EQUIP Office = |

view the data by

Matural Class

B Matrlass 5}

Pivot Table Prompts

Drop here For

Sections E‘

a sectioned Pivot

Pivot Table (el

Drag/drop measures, columns and hierarchies to determine pivok table layvout,

7219-RENTALS EQUIF Office individual
7511-5UPPLIES Office 11-MAY 11-MAY Values, one per
Budget Actual report (page).
Amaounk Armaounk
Qpges= Funding Ackivity
S4E-Accounting |368000-53ubvention College 343601-Accounting Services 0.00
Operations
= Layout

— =g ==

Pivot Table Prompts EE

Maone

Note: To include All Values as a choice in the dropdown list, click the
sum icon next to Pivot Table Prompts, and select “After”:

Matural Class Befare

H Matclass 5 [E

Faormat Labels, ..
s =
Sections e Farmat Yalues. ..

C : : v

For help, email Financial.Reports@dartmouth.edu
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m  Placing data fields in
the Sections Area
will divide results
into sections based
on values for those
data fields. Leaving
it blank will

into one section.

will add an All
Section that will
show a sum of
all other
sections.

Sections =) | Criteria | Results Prompts
-
Pivot Table Structure Notura Clss
B Matclass B4
Makclass 7219-RENTALS EQUIP Office
11-MaY 11-MAY 11-MAY
Budget Actual Encumb
Amount Amount Amount
Qpga=s Funding Ackivity
S46-fccounting | 363000-Subvention College 343601-Accounting Services 0.00 458,00 0.00
COperations
Matclass 7511-SUPPLIES Office
11-MaY 11-MAY 11-MAY
Budget Actual Encumb
Amount Amount Amount
consolidate results S e reig (e T
S46-fccounting | 363000-Subvention College 343602-Accks Pavable Office 0.00 -1,260.43 0.00
COperations
l-_l Matclass 7219-REMTALS EQUIF Office
Sections %
NDHE 11-MaY 11-MaY 11-MaY
Budget Ackual Encumb
Matural C f Amount Amount Armaount
o Before Orgés= Funding Activity
. Add I ng a total to E NEltl:lEIS v"" ,l:l,ﬂ:er' 546-Accounting | 365000-Subvention College 343601-Accounting Services 0.00 459,00 0.00
Cperations
th e SeCtIO n Area Pivot Tab Format Labels. .. Matclass 7511-5UPPLIES Office
Y0 a
Format Walues. .. LMY 11-MAY 11-May
Budget Ackual Encumb
Amount Arnount Armount
Orgés= Funding Ackivity
546-Accounting |363000-5ubvention College 343602-Accks Payable Office 0.00 -1,260,43 0,00
Cperations
Matclass All Sections
11-MaY 11-MAY 11-MaY
Budget Ackual Encumb
Amount Arnount Arnount
Orgés= Funding Activity
546-Accounting |363000-5ubvention College 343601-Accounting Services 0.00 459,00 0.00
Cperations
546-Accounting |363000-5ubvention College 343602-Accks Payable Office 0.00 -1,260,43 0,00

Cperations

For help, email Financial.Reports@dartmouth.edu
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| Criteria | Results [\ Prompts I

Adding & Removing Data Fields

m To add data fields to the report, drag and drop the fields from the Excluded
Area into the appropriate areas in the pivot table report set-up.

Rows | Z] ()
Organization | Funding Ackivity
Blue line indicates B org B = B runding B Z] B activity %l
where the field will drop: e > Mk
Eritity Table Matural C}a&s Tirne Encumb Ty

B Entity 5% B subactivicy B4 B Matcléss E}\ B Effective Date 5} B Posted Date §Y B Encumb

Pivot T: | 4] |
Rows lﬁ'
ReSU |t Qrganization | Funding ACkivity Matural Class
H org B 2] B Funding 5 (2] 8 activiey 5} (2] B natclass 5}

To remove a data field, drag it to anywhere in the Excluded Area and drop.

For help, email Financial.Reports@dartmouth.edu 15
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Rearranging Fields

Pivot Table Prompts @ fil

[Criteria Results \F‘rnmpts

=

Hora & B Funding 5 g8 P.cti\hty EiN B natclass B B Effective Date B} H Posted Date B}

Time

[ ] D rag and D rop data Drop here for Pivot prompls
flelds betwee n th e f::ti:;z Fori%I tioned Pivok
report set-up areas e BN
and Excluded area as :
needed \

= Only Dollar and Fact
fields should be \
added to the
Measures area. You rows 115
m ust have at Ieast Organization | Funding Ackivity Matural Class
one measure.

Rows @'
COrganization | Funding Brkivity Matural Class
H org & 2] B runding & 2] B activiey 5% 121 B Natclasﬂ ____J?v
¥ z
Excluded /’#

Enkity

Table Timne

o

Encumb Twpe

JE Source

Columns £ &
g = =]
B Fiscal Perind B

Measure Labels E&

Time

Measures

GL Transactions

E| BUngtW% [3 actual Amount % E En?'lumb Amount %
i
7

{
.- \‘%jlué
H Entity % H subactivity % H EffectiveDate % H Posted Date % H Encumb Type Mame E{; H JE Source sh B & Bakch hame B} B I8 Header Name IE Transaction Type By B cr

For help, email Financial.Reports@dartmouth.edu

16




Measures Aggregation Rule

Dartmouth Colleae — Workina with IRA Analvze

Results

Prompts

Measures Aggregation Rule is set to “Default”, which will not allow calculations or sums to
process correctly. ALWAYS verify that the Aggregation Rule is set to something other than
Default for all data fields in the Measures area. Change this setting using the More Options
button. For dollar amounts, choose Sum.

Caution: When Measures data fields are moved in and out of the pivot table set-up area, the
Aggregation Rule may revert to Default. Remember to reset these to something other than

default.

Columns izl
=

Time

e

B Fiscal Period 5

Measure Labels | 55

Measures

5L Transactions

[ actual .ﬁ.mn:uun{ S

Format Headings. ..
Format Measure Yalues. .,

Show Caka As »

Aggregation Rule > |

nher % H JE Line Descrip

Display as Running Sum

Duplicake Laver
Femove Column

Defaulk

=¥  Sum |

Min

Mazx

Average

Firsk

Last

Zaunk

Count Diskinck

More

Server Complex Aggregate

% Report-Based Tokal (when applicable)

i JE Header Mame % E JE Transaction Type % E

For help, email Financial.Reports@dartmouth.edu
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Duplicating a Data field

[Criteria Results \F'ru:umpts

m  Anindividual data field may need to be used in more than one area in a
pivot table. Since it is only listed once in the available fields, use
“Duplicate Layer” to create another of the same field:

Rows @

Crganizakion || Funding

Ackivity Matural Class Tin

= g % = Funding E,N

B activiey 54 H matclass % =

Excluded
Enkity Table
5 entity B} H subactivity

1]
=

Format Headings. ..

Format values. ..
Hidden

Mew Calculated Ikem...

Duplicate Layer Encumb Amount %

Remave Column

Rows @'

Crganization | Funding Ackivity

B org B B Funding 5} B activity 54 B natclass 5 B Effective Date 5} B posted Date 5} (2] B Funding %-

A duplicate of the same
data field is available
for use in another area
of the report.

Al

Matural Class Time Funding

For help, email Financial.Reports@dartmouth.edu
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[ Criteria Results \F'rcumpts

Setting Field and Area Properties =

Totals/Subtotal
that field

More
Options

Funding

(5 I LS B TS T

Format Headings. .. ¥ MNone

Format Malues, .. Before

Hidden After

Mew Calculated Ikem. .. Ak the Beginning
() Ak the End

Duplicate Layer
Remove Duplicate
Remoyve Colurmn

Labels Only (no bokals)

Farmat Labels. ..

Farmat Values...

For help, email Financial.Reports@dartmouth.edu 19
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Setting Column Width ERTo im Results | QUMINE

o & |

Here, the Org column is narrow:

Family | Default {System) ;l Size

Colar j Skyle | Default (System);l Effects | Defaul (System);l )

Cell
Orgﬁ\_f =un|:|iru;| Al Horizontal Alignment | Default (System);l Biackground Color j i
S46-Accounting | BEE000-5ubvention College ik JertcalAlganert. [Bofadt Syan [ .
Cperations rtical dlignment: | Default (System) ~ mage
S46-Accounting | BEE000-Subvention College 3 [ Wrap Text
Operations Border 2. Change
Position | Default (System);l Border Style | Default (System);l Width as
Border Color j L =
1. Choose More |: desl_lrtia(doalzd
i - clic
Optlons > =l Additional Formatting Options K

Format Values

widkh (&0 Height:
Indent (Left Padding) Right Padding
Top Padding Boktom Padding

s

Custom £S5 Style Options (HT™MI Nnlvy
= Additional Formatting Dptions

COrganization | | Funding A width 150 Height
Hor i = Z] B Funding 5 =] = Indent (Left Padding) Fight Padding
. - elp
Format Headings. .. H Top Padding Bottom Padding
Excludec | Fu.:urmat Values... | Custom CSS Style Dptions (HTML Only)
Hidden
Enkity al
Mew Calculated Item... |
S Entit Duplicate Layer

i I Remove Calumn Help 0K ||| Cancel

adjusted S46-Acoounting Cperations 363000-Subvention College
width: S46-Accounting Cperations 368000-5ubvention College

For help, email Financial.Reports@dartmouth.edu 20
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H id i n q a Data F i e I d | Critiaria Results xF‘rnmpts |

m You may want a data field available for use in a pivot table, but also hidden from view. For
example, in the GL Transactions Pivot Table 2, Fiscal Period Number can be used to sort, but it
does not appear in the pivot table results.

To hide, on Results Tab choose More

Columns 2 &2 OptionS -> Hidden:
Matural Class Time
Time = % ] 8 Natclass% H Effective Date 5 2
B Fiscal Period 5} E— Format Headings... [
Farmak Yalues, .,
Measure Labels %

Mew Calculated Ikem. .,

}f (3 Encumb 4 Cuplicate Laver A
11-MAY Remove Column
Ackual —_—— |
Arnount . . . . .
Data field grayed out, Hidden checked, Data field does not show in pivot:
459.00
-1,260.43
Ackivity Effective Date
1 College 343601-Accounting Services 5/10/2013
a1 College 343602-Accks Payable Office Si1/2013

Hidden data fields appear in

light gray to indicate they are ormt Hoadngs..
hidden, even though you can Format Values. .
sort and total on these fields. W Hidden

Mew Calculated Tkem,. .
Duplicate Laver
Makural Clz Remoyve Column Fund

& E E} B Effective Date 5 B Posted Date 5 BFu
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Existing Hidden Data Field | criteria | gests | promps |

m If you add a new data field to your pivot table design and it does not show in the resulting
report, it has been hidden on the Criteria tab. Data fields hidden there will not show as grayed
out in the pivot table design.

m To unhide these, go to the Criteria tab and for the given data field, choose Column Properties:

Column Properties (]
Style Column Format ! Data Format Conditional Format Interaction
il Year 55 B Fiscal Period Mumber 1= | B Calendar Year 5 0B Day 5
Headings ™ Hide
¥ -
Sort Folder Heading [ Time i
@ Edit formula Column Heading Fiscal Period Mumber é&]
a Column Properties ™ custorn Headings
ﬁa Filker [T Contains HTML Markup
Yalue Suppression
= Selected Columns pane, ar by clicki & Delete Filker pane o] TR o
XX XXX XX Xxxx
XX XKE | Hxxx
XX 0 XX | Wuxx

- Suppress g Repeak

Choose
Column ——
Format
tab and

uncheck
Hide.

Help QK | Cancel
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Sortln” '|;Critiaria ‘| Results l Prompts I

Sorting is controlled within the Report output, not within the Layout. Hover over the datafield

to be sorted, and click the up arrow for Ascending sort or the down arrow for Descending
sort.

gy Fundin

S46-Accounting Operations S6E000 Qrges R

S4f-Accounting Operations | 368000 S47-Controllers Ofc

547-Controllers Ofc 368000 24b-Accounting Cperations
246-Accounting Operations

Note: the sort chosen using the arrows is the first sort. For sorts within that one

(Here, sort Org, then sort Activity), right-click the subsequent datafield’s header and
choose Sort Column > Add Ascending (or Descending) Sort:

Activity CFFmcbinn Dimke Dirwckad Maka Furdinn
343501_“,:,:,,_,”%‘ Sort Column * Sort Ascending ent
343602-Accks P Keep Only > Sork Descending et
343605-Contro Remave > Add Ascending Sort Bl
fdd Members. . Add Descending Sort
Add Custom Caloulated Ikem.., Clear All Sorts in Yiew

Show Subkokal  F

Femove &l Steps

Choose Sort Column > Clear All Sorts in View on any datafield to reset all to no sort.
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Criteria | Results | Prompts

Setting Field Properties/Numbers

To reformat dollar values, choose the properties icon on the datafield on the Criteria tab:

|
= [ actual smount 2= | [ Encumb Amount 55
5 Sork
@ Edit Farmula Column Properties (]
I | % Column Properties Style | Column Format | Dakta Format }\ Conditional Format | Interaction
l\_ﬁ? Filter OverrideDeFauItDataFormat
inin the Selected Colun & Delete e Treat Mumbers As | Number =
Megative Format | Parentheses: (123) ;I
Select “Data Format” tab. e
The default format for dollar
amounts in IRA is # ###.##
and - # ### ##
To change this, click
“Override Default Data
Format” and select desired
number format.
Click OK to apply changes.
| Help ok || cancel
For help, email Financial.Reports@dartmouth.edu 24



Dartmouth Colleae — Workina with IRA Analvze

Adding Calculated Iltem

Criteria \Results\{ Prompks

m  While a brand new data field cannot be created, an existing data field can be modified
to create a calculated item.
m  On the Criteria tab, choose a column not needed for your analysis* and click the Edit
Formula icon:
Edit Column Formula
Column Formula .. Eins
JE Line Details Bud Folder Heading  |Time
r 5 8 Day = i JE Unigue ID 5 EH E Column Heading  |Day Delete existing
% Sork ¥ W custom Headings formula
@ =2 el ¥ cortains HTML Markup
- #iggregation Fule (Takals Row) | Defaulk (Nane) ;I
g Column Properties .
) Available Column Formula
? Filter Subject Areas Tirme."Day OF Month Number"~]
i by clicking on & Delete parn ®

: Invalid Subject Area

The selected request cannok be
performed because it references an
unknown subject area named "GL
Transaction™,

* DO NOT use any Group By data fields, or the <JE Unique ID> data field for

= this. These fields need to remain as is.

For help, email Financial.Reports@dartmouth.edu
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Adding Calculated ltem

J_ Criteria \[\Results\{ Prampks

With cursor in Column Formula box, Click Column to choose variables for the formula, and

individual buttons for mathematical operators:

Edit Column Formula

Column Formula Bins. -

Entity

Folder Heading [Time
Column Heading |Day

¥ custom Headings
¥ contains HTML Markup
Aggregation Rule (Totals Row) | Default (Mone) ;I

Available Column Formula

Org

Funding
Activity
Matclass
Effective Date
Posted Date

Budget Amount ‘

Actual Amount |

Subject Areas

®

Invalid Subject Area

The selected request cannot be
performed because it references an
unknown subject area named "GL
Transaction™.

ek Filter... Column

Help

Encumb Amount
Encumb Type Name
JE Source Short Name
Reference 1
Reference 2
Reference 3
Reference 4
Reference &
Inventory Ticket
Work Order Mumber
JE Line Description
JE Batch Mame

JE Header Mame

JE Transaction Type
Created By

]

Full Chart String

Fiscal Period

Fiscal fear
Fiscal Period Mumber
Calendar Year

QK || Cancel

Continued next page

For help, email Financial.Reports@dartmouth.edu
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Adding Calculated ltem

J_ Criteria \[\Results\{ Prampks

With cursor in Column Formula box, Click Column to choose variables for the formula, and
individual buttons for mathematical operators:

For example, for a
calculation of Budget
less Actual, click

Colurnn

Matclass
Effective Date
Posted Date

" Budget Amount

\Actual Amount
Encumb Amount
Encumb Type Mame
JE Source Short Mame

Reference 1
Reference 2
Reference 3
Reference 4
Reference 5
Inventory Ticket
Work Order Mumber
JE Line Description
JE Batch Mame

JE Header Mame

JE Transaction Type
Created By

Full Chart String
Fiscal Period

. Y.

then the minus sign

then

righle

+

Actual Amount

Resulting formula:

1aINs A 1ML Markup

- (Mone)

=

Column Formula

5L Transactions”, "Budget Amount™-"GL Transactions”, "Actual Amount”

1

T

3

2

For help, email Financial.Reports@dartmouth.edu
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Addlnq CaICUIated Item l Criteria \{\Results\{ Prompts

Once the formula is complete, it is important to rename the Table Heading and Column
Heading, including in the name wording to indicate this as a calculated column:

Edit Column Formula

(=]

Column Formula ™. Bins

Folder Headinui; CALC

Column Headirig CALC Budget Less Actual

W custom Headings
W' Contains HTML Markup
Aggregation Rule (Totals Row) | Default (Mone) ;l

Available Column Formula

Subject Areas "GL Transactions”, "Budget Amount”™"GL Transactions”. "Actual Amount”

@ Invalid Subject Area

The selected request cannot be
performed because it references an
unknown subject area named "GL
Transaction”.

et Filter... Column ~ Yariable ~ +

Help OK ||| Cancel

For help, email Financial.Reports@dartmouth.edu 28
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Adding Calculated ltem

The new calculated item appears on the Criteria tab and in the Excluded area of the pivot table set-up:

E selected Columns

ransactions Time CALC

l Criteria \[\Results\{ Prampks

Il Chart String 5 E Fiscal Period & E Fiscal Year = E Fiscal Period Mumber = E Calendar Year &= B CALC Budget Less Actual 5 E JE Unique ID 5

- JE Line Details

Measure Labels %

Measures

GL Transactions

[3 Actual Amount i

_[ Crikeria ] Results I\F‘rnmpts

=

GM cALC

JE Line Description % B IE Batch Name % B IE Header Name % B JE Transaction Type % B Created By % B Full Chart String % B Fiscal Year % B calendar Year % [3 cALC Budget Less Actual % B

g Syl
B Fiscal Period %
Measure Labels |§3

Note: When adding Calculated ltem  veswes

GL Transactions CALC

Time

Aggregation Rule from Default:

% E JE Line Description % E JE Batch Name [E

on Steps

to th e M e aS u res are a! C h a n g e [ Actual Amount B} [§ CALC Budget Less Acma@

Default

Format Headings...
Format Measure Values...

Show Data As »
Aggregation Rule »
Display as Running Sum

Duplicate Layer
Remove Column

[Q/ sum

Min

Wax

Average

First

Last

Count

Count Distinct

More

Server Complex Aggregate

</ Report-Based Total {when applicable)

[Transaction Type % E Created By % E

For help, email Financial.Reports@dartmouth.edu
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Adding Totals

Row Total:

’@? Maone

= Layout

Rows E

Organizati

Before

At the Beginning
At the End

Labels Only (no totals)

Format Labels. ..
Format Values. ..

5 org S[ZT B Actvity B

oy

547-Controllers

AR A e

Mone

547-Contraller:

Befo
=l Layout 7 Erore

After

==

_[ Criteria I Results I\Prumpts

=

Note: Sort data first
and then add Totals.

Without Row totals:

Rows @

Organizati

Borg % @ B activity 5}

At the Beginning
At the End
Labels Only (no totals)

Format Labels. ..
Format Values. ..

Results:

In this example, data
is sorted ascending by
Org, and adds totals
After each Org value.

With Row Totals:

1-JUL 2-AlG =
Actual Actual Ac 1-JuL 2-AUG 3-5EF
Amount Amount Arr Actual Actual Actual
Org&s~ Activity Amount Amount Amount
545-Financisl Reparting 343455-Health Promation and 7.93 1433 |Oet™ Activity
Wellness Program 545-Financial Reporting 343455-Health Promotion and 7.8 14,88 6,98
545-Financial Reporting 343605-Controller Cantral 505 | :'ﬂ'g‘;:i’::g;‘;‘l:r e —
SiimendelBenmin S0 Someinl lepriun 485,57 #0.00| | 545 Financial Reporting 3436 12-Financial Reporting 485.57 20.00 2,335.45
545-Finandal Reporting SRR 545-Finandal Reparting 343623 Tax Activities 2,250.00
546-Accounting Operations 23SIJ_D_D-AS_DepartrnemaI 235.99 545-Financial Reporting Total 493.55 50.93 11,592.44
Administration S45-Accounting Operations | 233000-A5 Departmental 235.99 -235.99
546-Accounting Operations 249301-A5 Lectures and Symposia 37.00 Administration
546-Accounting Operations 34360 1-Accounting Services 495.00 546-Accounting Operations 249301-A5 Lectures and Symposia 37.00 -37.00
546-Accounting Operations 343602-Accts Payable Office 20.00 -20.00 546-Accounting Operations 343601-Accounting Services 453,00
547-Contrallers Ofc 341051-External Audit 3,085.78 2,273.74|  |S46-Accounting Operations | 343502-Accts Payable Office 20.00 -20.00
547-Cantrollers Ofc 343605-Cantraller Central 4,056.39 7,343.95 546-Accounting Operations Total 20.00 750.99 -272.99
547-Controllers Oft 343608-Endowment Administration -4,822,53 4,822,47| | |547-Gontrallers Ofc il 0nd St il 5,085.79 2,215 74 ,200:00
.| 547-Controllers Ofc 343605-Controller Central 4,056.39 7,948.95 2,671.71
547-Controllers Ofc 343503-Endowment Administration < [+ -4.322.59 -4,.322.47 -4,8322.56
547-Controllers Ofc Total 2,319.59 5,400.22 39,749.15

Additional subtotals can be added for any other datafields in the report.

For help, email Financial.Reports@dartmouth.edu
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.JM\PrDmpts

Adding Totals

= Layout

Format Labels... [

Exclude Format values. ..

Entity Funding Tahl=

INah

Without Row Grand Total:

Row Grand Total:

Attached to Rows

area label, not to a
specific data field in

the Rows area.

El Layout

Rows @ @

Results:

P

With Row Grand Total:

1-1UL 2-ALG 3-5EP | |
Actual Actual Actual 1-JUL 2-AUG 3.SEp
Amourt Amount Amount I Aciaal il
OrgAIV - - Acivity, - i:nt;ﬁnt .-'-\Enount Amount o
545-Financial Reporting 3?3455Healﬂ1 Promotion and 7.98 14.98 Orgaw Activity
ellness Program - - - -
545-Finandal Reporting 343505-Controller Central 5.35 Sizfnancal Benorting iﬁﬁiifffo'g?fnﬂmmn god 738 L1428 522
SisERcal Renninn SRS TR R, 485,57 #0.00 < [545-Financial Reporting 343805-Cantroller Central 5.35
54?":'“3“0"'! fepogiing Eastoe e nhaities | 545-Finandal Reporting 3436 12-Financial Reporting 435.57 40.00 2,335.45
Zicicounting Qocratons iziuiggésﬁgspamemal 235.99 545-Financial Reporting 343623-Tax Activities 3,250.00
S46-Accounting Operations 243301-A5 Lectures and Symposia 37.00 SEEgcenning Docions i;iﬂigiggsﬁgsparmental 235.98 -235.98
546—Acc0unt?ng Operat?ons ESa0Aeriign S eqices 428.00 546-Accounting Operations 248301-A5 Lectures and Symposia 37.00 -37.00
546-Accounting Operations 343602-Accts Payabh‘z Office 20,00 -20.00 546-Accounting Operaiions 34360 1-Accounting Services 208,00
SidConizalers Of gallayEdemal iud 3,085.79 227374 ! 546-Accounting Operations | 343602-Accts Payable Office 20,00 -20.00
| |Eikeoileris a0 Gl Gl — 4,056.39 7,998.95 ¢ |547-Contrallers Ofc 341051-External Audit 3,085.79 2,273.74 41,800.00
547-Controllers Ofc 343608-Endowment Administration -4,522.5% -4,822.47 < 47 Contrallers Ofc 323505 -Contraler Central 2,056.39 7.943.95 267171
547-Contrallers Ofc 343608-Endowment Administration -4,322,59 -4,822.47 -4,822.56
Grand Total 2,833.14 6,212.14 51,068.60

For help, email Financial.Reports@dartmouth.edu
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__[ Criteria :l Results T\F‘rnmpts

Adding Totals

Row Totals (After)
plus Row grand total

(After)

Results:

=l Layout -
Rows @ @
Organization || Activity
Horg B 2 B Activity %
1-JUL 2-AUG 3-5EP
Actual Actual Actual
Amount Amount Amount
Drges=s Activity
545-Financial Reporting 343455-Health Promotion and 7.53 14,93 f.99
YWelness Program
545-Financial Reporting 343605-Controller Central 5.35
545-Financial Reporting 343512-Finandal Reparting 485,57 40,00 2,335.45
545-Financial Reporting 343623-Tax Activities 9,250,00
545-Financial Reporting Total 493.55 60.93 11,592.44
S46-Accounting Operations 238000-A5 Departmental 235.99 -235.99
Administration
546-Accounting Operations 245301-A5 Lectures and Symposia 37.00 -37.00
546-Accounting Operations 34360 1-Accounting Services 455,00
545-Accounting Operations 343802-Accts Payable Office 20.00 -20.00
546-Accounting Operations Total 20.00 750.99 -272.99
' |547-Controllers Ofc 341051-External Audit 3,085.7% 2,273.74 41,900,00
.| 547-Controllers Ofc 343805-Controller Central 4,056,339 7,943,295 2,671.71
547-Controllers Ofc 343608 -Endowment Administration 4,822,559 -4,322.47 4,322,568
547-Controllers Ofc Total 2,319.59 5.400.22 39,749.15
Grand Total 2,833.14 6,212.14 51,068.60

For help, email Financial.Reports@dartmouth.edu
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Addinq Totals l Criteria \[\Results\{ Prompts

When adding totals to other than the first data field in the Rows area, go to the Criteria tab
and for each data field to the left of the data field you are totaling, choose Properties, the
Column Format tab, and Suppress to group duplicate values in that column:

El Selected Columns Column Properties
Double dick on column names in the Subject Areas pane to add them to H Style I Column Format . Data Format | conditional Farmat ™ 1
= I = = Headings
i Entity brgani:aﬁ“n i Funding i Subactivity Folder Heading [Organization
:H Entity =8 org = |H Funding 5 8 Column Group (Defaul F Column Heading [Org
e Sork I custom Headings
@' Edit Formula T contains HTML Markup
1| % Column Properties | Va,'”E Suppression
XX SRk ] AR L XXXX
E Filters B Filter XXAX | XX | xxxx
Column Propertiss Ky [HERX || KK | xERA
Add filters to the analysi{ 38 Delete u:iﬁl N . RXAX | | KX | xxxx
the catalog pane. B i Suppress & Repeat

If this step is not taken, adding totals may result in the following error type:

& View Display Error

Azzertion failure: rTotalPostion tCellinfo iLayerCell = rTatalPosition tCellnfo iEndLayerCell at line 307 of o wiesvsnightlytuerarubawwindovwsywolbs 071217 1900
tanalytics _webimainiporojectvwebpivotview'edgeterstordef b

Error Dietails

For help, email Financial.Reports@dartmouth.edu 33



Dartmouth Colleae — Workina with IRA Analyze
_[ Criteria :l Results 1\Prnmpts

Adding Column Totals

(-
Multiple Columns, here by month:
1-JuUL 1-JuUL 2-AUG 2-AUG 3-5EP 3-5EP
Budget Actual Budget Actual Budget Actual
Amount Amount Amount Amount Amount Amount
Orgéass Funding JE Source Short Mame
545-Financial Reporting 368000-5ubvention HANOVERIMM_DC 0.00 003,30
College
545-Financial Reporting 363000-5ubvention Payables 0.00 204,17 0.00 10,965.90
College
545-Financial Reporting 368000-5ubvention PCARD_DC 0.00 239.33 0,00 60.93 0,00 15.24
College
545-Financial Reporting Total 0.00 493.55 0.00 60.93 0.00 11,592.44
Edrforo oting Cinecatione |7|'Jﬁn:n.1w+: [Eppire o 000 37 0 000 37 (i
In Columns Area,
choose sum icon and Columnk 21 B8
=7 Mone E
choose Before or After S ‘
Time g
After % Columns @ @
Format Labels... |
Measure .
Result: Sum totals of Comat vaves
1-JUL 1-JuL 2-AUG 2-AUG 3-SEP 3-SEP Budget Actual Amount
Budget Actual Budget Actual Budget Actual B GETTE
Amount Amount Amount Amount Amount Amount
Orga~ Funding JE Source Short Mame
545-Financial R.eporting 363000-5ubvention HAMOWERIMM_DC 0.00 003,30 0.00 608.30
Caollege
545-Financial Reporting 368000-5ubvention Payables 0.00 204.17 0.00 10,965.90 0.00 11,170.07
Caollege
[ = Tl = ] O e ] TaTalu B P o e [sTal Inlnilin o_on T W= o on fa il a ko) Falialal 94 .4 n_nn 20 CC

For help, email Financial.Reports@dartmouth.edu
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Conditional Formatting

= Conditional formatting can be added to data fields.
For example, Budget Balance Available can be set to be highlighted if it is

negative:
1. Choose Column
Properties for Budget
Balance Available
| pleE

ton E selected Columns

fcac { ELineDetals | Budg

= B calendar vear =[[ caLC Budget Less Actual =/ B JE unique 10 [ B By
Sark ¥
@- Edit Formula

4 % Column Properties |
El Filters S Filter
Add filters to the analysis criteria by clicking on Filter og u Delete Iih
Hhe ratzlon mane

2. Choose Conditional Format tab,
click Add Condition

Column Properties

[ Style | [ Column Farmat | [ Data Farmat | | Conditional Formst

3. Choose
the data field
to apply the
condition to

Add Condition # |

Criteria i\‘ResuIts\{ Prampks

Column Properties

| Style | | Column Forrr

Add Condition k

Eritity

Fizcal Year

Fizcal Periodd

Fizcal Period Mumber
Matclazs Category Code

Matclazs Category Description

Matclass

org

Oy L2 Description
Org L3 Description
org

Budget Mame

Funcding

Funding L2 Description
Funding L3 Descrigtion
Activity L2 Descrigtion
Activity L3 Description
A ctivity

Subactivity

Encumb Type Mame
Encumb Type Description

Budget Balance Available

Encumbrance
Actuals

Bucget

A ctual ws Budget

For help, email Financial.Reports@dartmouth.edu
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Conditional Formatting

negative:

ion

1. Choose Column
Properties for Budget
Balance Available

[57 |48

El Selected Columns

1

fcalc

= B calendar Year 5 | [3 CALC Budget Less Actual

© JELine Detals |} Budg
== |8 £ unique 10 = (B BU
Sork @

@- Edit: Formula

% Column Properties

El Filters

Add filters to the analysis criteria by dicking on Filter op

“# Filter

Criteria i\‘ResuIts\{ Prampks I

Conditional formatting can be added to data fields.
For example, Budget Balance Available can be set to be highlighted if it is

2. Choose Conditional Format
tab, Click Add Condition

3 Delete

the catalog nane

Column Properties

Data Format Conditional Format Interaction

Style Column Format

Add Condition |

[Zonditional Formatting |

36
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l Criteria \[\Results\{ Prompks

Conditional Formatting

3. Choose the relevant datafield, fill in the condition; click OK

Entity

Crg
Funding
Subactivity
Column Properties Matclass

Style Caolumn Fol Posted Date

Budget Amount
Add Condition » Actual Amount

Column  Budget Amount - Actual Amount

Effective Date = Mew Condition El

Encumb Amount Operator Iis less than ;I
CAL Encumb Type Mame

- JE Source Short Name Value b

Reference 1 Add More Options ~ | Clear All
Reference 2
Reference 3
Reference 4
Reference §
Inventary Ticket
Waork Order Number

JE Line Description
JE Batch Mame
JE Header Name
JE Transaction Type
npted Created By

0/ 18 Full Chart String
ompte Fiscal Period
nmpted Fiscal Year

Fiscal Period Mumber

Help QK || Cancel

ort Mz Calendar Year

on Typ CALC Budget Less Actual
JE Unigue ID

Budget Name

Natclass L3

For help, email Financial.Reports@dartmouth.edu
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Conditional Formatting

l Criteria \[\Results\{ Prompks

4. Choose the Format of the data field when the condition is met (here,

a yellow background to the cell, and red text); click OK

E]

Edit Format
Style . Data Format
|& B
Font

Color . j

Cell

[¥ ‘Wrap Text

Border

Family |Default (System)

Style |Default (System) LI

I

El

Horizontal Alignment | Default (System) LI

Vertical Alignment | Default (System) ;I

Position |Default (System};l

Additional Formatting Options
Custom C55 Style Options (HTML Only)

Size

Effects |Default {(System) LI

Background Color j

Image

Border Style | Default (System};l

Border Color j

Help

OK |} Cancel :

For help, email Financial.Reports@dartmouth.edu
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Conditional Formatting

l Criteria W\Results \{ Prompts

5. Review conditions and click OK

Column Properties

[ Style \{ Column Format \{ Data Format \{ Conditional annilt\lnteracﬁon

|1.| Budget Amount - Actual Amount is less than 0 | Value 123 B4 | IE|

Add Condition »

Clear Al

Result in pivot table:

_[ Criteria | Results I\F‘rnmpts

Help

=
Budget Amount Actuzl CALC Budget Less Actual
Amount

Drges~F Funding

545-Financial Reparting 363006-0ffset to Endowment Return -29,327.00 0.00 -29,327.00
545-Financial Reparting 368000-5ubvention College &2,350,00 12,146.92 70,203.08
545-Financial Reporting Total 53,023.00 12,146.92 40,876.08
S4a-Accounting Operations 220050-IWR. Events Reserve 0.00 .00 0.00
546-Accounting Operations 368000-5ubvention Callege 35,000,00 493,00 35,502.00
546-Accounting Operations Total 36,000.00 498.00 35,502.00
547-Controllers Ofc 363006-0Offset to Endowment Return -57,588.00 -14,467.62 -43,120.38
547-Controllers Ofc 366000-Related RE Entities Funding 0,00 0,00 Q.00
547-Controllers Ofc 368000-5ubvention College 332,250.00 61,936,538 270,313.42
547 -Controllers Ofc Total 274,662.00 47,468.96 227,193.04
Grand Total 363,685.00 60,113.88 303,571.12

For help, email Financial.Reports@dartmouth.edu
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Saved Reports Catalag

(- T - =

To run a saved report, choose Catalog:

f_.: Oracle BI Interactive Dashboards - Launchpad - Windows Internet Explorer

@:—jv Ig, https:,l',l'irallg—tst.dartmouth.edu,l'analytics,l'saw.I:III?dashboard&PDrtaIPath=°.fo2Fshared%2FDashb0ards%2FJ30rj ﬂ [+2|| X IE Google

| File Edit ‘Miew Favortes  Tooks  Help

.7 Favarites
ORACLE" Business Intelligence search [T I © /cvonced | Administ
Launchpad Home Catzlog | Faverites ~ | Dashboards - | J§ Mew . | B® Open + | Signed
_ Home Page ' Accounting Services | 0P | Finance and Admin | vear End | OPSReport | Procure to Pay
= GL Reports =1 0GA Reports
GL Transactions OGA Balances Rollup Report

ORACLE" Business Intelligence | Search
CI'Ck On the Home | Catalog | Fawe
app|icab|e folder User view .~ [~ ) o [B]68 B~ | o5 7 LA~ 7|~ R B [T | Location vy Folders
S Folders [=lGa | Tvee A v sert | Last Modified Descel
and then Open Or = T rt | Laszt Modified &/6/2013 5:14:33 PI
- . = - rng repo ast Modified &/6/ 114133 PR
Ed It the repo rt : 3 5ubject Area Contents i o -E__lE Use Pivot Table view
IZ My Dashboard > [Open | Edit | More
D agents Training 050213 | Last Modified £/56/2013 5:02:
E2 audit - Ffs =55 pivotTable 3
[ Eriefing Books Open | Edit | More v
CAoms demo
CGifts T Transactions between first and second clos
[ Internals-MonFS-Transfers =S Open | Edit | More +
CaMizc
i BB LEALIS Budaat | Lsct ModiSad 2030012

See next page for how to get through multiple subfolders to the report level.

For help, email Financial.Reports@dartmouth.edu 40
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Saved Reports

Catalog
s S

=

If your report is saved within a series of subfolders:

N—
ORACLE Business Intelligence
Catalog
v m Lg I |68 v | el A (e T R g | Location | /[Shared Folders/Financial ReportingfAccounting Support An
=l Folders ﬁEl@J Type |All j Sort | Last Modified Descending j I” Show More Det
My Fd o
e e folders and subiglders UPNE CLP | Last Modified 6/7/2013 8:24:57 AM | Created By
Bl alsasaclicking Elus sigs Open | Edit | More
| Z)eashboards - i
Ef=Financal Reporting - seven Leb St CLP | Last Modified 6/7/2013 8:24:57 &M | Created By
C990 == | Open | Edit |[More +
[Jes0T T
38 » : g “ﬁ CLP Fundings Balances 7L CM MDM Classes | Last Modified 6/7/2013 8:24:
HCCCILII'ItII'Ig Support Analyst 34 —ulla 5601
C3 1P Funding EEE e .
: Open | Edit | More +
DEQ:E doubleclick lowest
[ Cost o folder: CLP Fundings Balances | Last Modified 6/7/2013 8:24:57 AM | Created By Gw
(Dcift Re ’ Use Pivot Table
[ Demos and Sample Reports Open | Edit | Mare v
[ Dept of Ed Reporting
FRPEDS —5.]  Class Dues CLP | Last Modified 6/7/2013 8:24:57 AM | Created By
CAncan ==1  Open | Edit | Mare
[ Met Assets & Met Assets Rele
[C3Ops to GAAP Rec =T Centerra Mkt CLP | Last Modified 5/7/2013 8:24:57 AM | Created By
CIRE Entities J ==! open|Edit|Morev
CA5crub files
o B s Wt et el A P

For help, email Financial.Reports@dartmouth.edu 41
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Updating Saved Reporis cotabo

Pivot Table 3

Epen]| Edit | Mare +

Training 050213 | Last Modified & h

CLE Business Intelligence

Opening a
saved
report using
“Open”
shows the
latest report
design and
data. To
Edit, Export,
or Print, use
commands
below the
outout.

Institutional Reporting and Analysis (IRA)
Report ID: GLO10 v2.5.0 GL Transactions 6/7/2013 1:08:21 PM

This recort contains fransactional level detal
Group By I Org - I

Select a View |Report Information =
This report list G (Report Information
Report

Downloadable Table
Re '|Pivot Table
- A DonegEsis
- A Pivot Table
Grand Total
Fiscal Year 2012
Budget Amount Actuzl Encumb Amount ‘CALC BBA 4‘
Amount
Qrg&~= Funding Activity
545-Financial Reporting 388000-Subvention College 343612-Financial Reporting
36B8000-Subvention College Total
545-Financial Reporting Total
546-Accounting Operations | 368000-Subvention College |34360 1-Accounting Services
368000-5Subvention College Total
546-Accounting Operations Total
545-Endowment Admin 363003-Central Funding Institutional |343608-Endc-wment Administration
363003-Central Funding Institutional Total
363006-Offset to Endowment Return |343608-End0wment Administration
363006-0ffset to Endowment Return Total
548-Endowment Admin Total
Grand Total )
ReportID: GLO10 V2.5.0 d37436g Page 1

Edit -Refresh -Print -Export - Copy

For help, email Financial.Reports@dartmouth.edu 42
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Updating Saved Reports

Catalog

—m = ]

Training 050213 | Last Modified Eu,r'c"

Fivot Table Edit |-Refresh -Print -Export - Copy
Cpen|| Edit | More

—+

Both commands take you from Catalog into the

Criteria tab for that SpeCific report: J_ Criteria \[\Results\{ Prompts

Training 050213 Home | Catalog | Favorites ~ | Dashboards -

_| Criteria F Results\{ Prompts

El Subject Areas W |1E
Either you do not have permission to
use the subject area GL within El Selected Columns
An_s;\'ers. or the subject area does not Douhle click on column names in the Subject Areas pane to add them to the analysis. Once added, drag
exist,
i Entity Organizah’on i Funding i Activity i Subactivity

f2] Column Group {Default: Subactivity)

‘Beentity /8 org =B Funding F|:H Activity &

<] |
= Filters

Add filters to the analysis criteria by clicking on Filter option for the specific column in the Selected Calunf
saved filter by dicking on add button after selecting its name in the catalog pane.

¥ Org is equal to / i5 in 545-Financial Reporting; 546-Accounting Operations; 54
ANDSF Activity is equal to / isin 238000-AS Departrmental Administration; 343601-A
-Endowment Administration; 343612-Financial Reporting
ANDSF Natclass is equal to / isin 7331-MAINT CONT OTHER Computer Software; 75
Software; 7533-BO0KS MEDIA Subscriptions; 7684-POSTAGE FRGHT SHIP Docur
E catalog DEPT Catering; 7856-INT DEPT Rooms; 7875-INT DEPT Computer Equip less 499
Mamt: Fees ta Endow; 7984-PUR SRVCS Int Mgmt Fees to AIA; 79853-PUR SRYVCS
ANDSF IE Transaction Type is equal to / is in Actual; Budget; Encumbrance

ANDF Fiscal Year is equal to / s in 2012
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Updatinq Saved Reports l Criteria \{\Results\{ Prampks

See Filters section at the end of this manual for instructions on
updating filters. To see the structure of the report, click Results tab...

Home | Catalog | Favorites ~ | Dashboards +

Training 050213

Criteria \{\ Results Prompts

[E! Subject Areas @I&g

Either you do not have permission to
use the subject area GL within =l Selected Columns

'““‘”_5':‘"3"5' or the subject area does not Double dick on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop ¢
exist,

£ Funding £ Activity  Subactivity ! Natural @

£ Entity S
_Qrganlzatlan ? 4 i i
:H Entity = ;B org =B Funding =B Activity I [:#5] Column Group (Default: Subactivity) | B Matclas

1] |
=l Filters

Add filters to the analysis criteria by dlicking on Filter option for the specific column in the Selected Columns pane, or
filter by dicking on add button after selecting its name in the catalog pane.

SF Org is equal to / is in  545-Financial Reporting; S46-Accounting Operztions; 548-Endower
ANDSF Activity is equal to / is in 238000-AS Departmental Administration; 343601-Accounting §
Endowrmnent Administration: 34361 2-Financial Reporting
“ ANDSF MNatchss is equal to / isin 7331-MAINT CONT OTHER Computer Software; 7505-SUPPLI
7533-BOOKS MEDIA Subscriptions; 7684-POSTAGE FRGHT SHIP Document Packag; 7851-Ir
INT DEPT Rooms; 7875-INT DEPT Computer Equip less 4999 7982-PUR SRVCS Int Mgmit F
SRWCS Int Mgmit Fees o AIA; 7985-PUR SRVCS Int Mgmit Fees fo EFLP
ANDSF 1E Transaction Type is equal to / is in Actual Budget; Encumbrance

ANDF Fiscal Year is equal to / is in 2012

El catalog

For help, email Financial.Reports@dartmouth.edu 44



Dartmouth Colleae — Workinag with IRA Analvze

Updating Saved Reporis

Under views, click the
one you wish to view
or edit. Click the
pencil to view the
report.

Training 050213

Criteria | Results .{\Prmnpts

_[ Criteria ] Results I\F‘rnmpts

=

Either you db not have permission to
use the subject area GL within
Answers, of the subject area doss not
exist, |

=l Subject jAlﬁreals

o
Tiews % [/ X E
El'ﬁﬁel /
= Dowplaadahle Table f/'
B Repart f
Colymn Selector f
ﬁ’ Seldction Criteria

b
=
'-.l'iéJ/SeIector

¥ piyot Table |

=

=l Report Information
= Pivot Table:3

S R § - FF o EBE®
Compound Layout
Institutiona
Report ID: GLO10 w2.5.0
This reg
Group By IOrg - I
Sele
This r
Grand Total
Fiscal Year 2012
Qrges== Funding Activity
545-Financial Reporting 368000-Subvention Callege 343612
368000-Subvention College Total
545-Financial Reporting Total
S46-Accounting 368000-Subvention Callege |343601
Operations 368000-Subvention College Total
546-Accounting Operations Total

. MNarrative: 2

H salacti

For help, email Financial.Reports@dartmouth.edu
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Bany e e

\Results \i Prompts |

Saving/Downloading/Printing

After editing a report view, while in Results or Criteria tab, choose Save As icon
from upper-right-hand corner:

| i -

Choose My
Folders or a
folder created

2]

under MV  [savens ] Use folder structure
Folders. and Folders s B . and naming
L LR ) [@ CinyFolders | | iy L g R conventions that are
save under R = Bsee: e meaningful to you
R Agents E@seFAjosP Mult
. .I: | 3 Audit -Ffs 3 subject Area Contents MNE
u n Iq u e I e 3 Eriefing Books [ vear-End Reports Old |
name Cl iCk filte ER0OMS demo [EZ]Brenda Compn detai EZ ops e Filter pane hez . -
. || Baifts EElcrp last date of activity O
O K M B3R Internals-MonFs-Transfers  [22] correct? | o
- || EEmMisc EElDOF balances 1
My Dashboard EZ]FY14 DRAFT fal=l
| DIOps Giﬂs last dgpfaf activity oisIZ|
4 »
( Enter a
Description description of
the report
\K (optional)
| Help | | OK || Cancel

See next page for how to create subfolders.
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Saving/Downloading/Printing

l Criteria \{\Results\{ Prampks

After clicking Save icon from upper-right-hand corner, highlight the main folder to add the
subfolder to (here, “My Folders”) and click the New Folder icon:

| save As 3]

Folders EEE |E§? Save In

JMyFolders itk = 3 [8E ~

& ’ =l

& [ 5hared Folders i ==l CAsBRI B Hows Eolder I
CAAgents [ 5EFAfOSP =M h f h
C3 audit - Fjs C3 subject Area Contents MME C 00se a name for the
[ Eriefing Books [ fearEnd Reports EZcid fOIder and C||Ck OK
DDMS demo Erenda "amnn detail =2 Fime
CaGifts CIP s

4 [ Internals-MonFs-Transfers corre’ .
Camisc DOF
d My Dashboard FY14
- CACps Gifts
4| | i .
Mame New Folder [x]|
Training 050213 — |
DESEFiptiDI‘l Mame [Training reports|
Help Cancel
Help

For help, email Financial.Reports@dartmouth.edu
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Saving/Downloading/Printing

l Criteria \[\Results\{ Prampks

Your report will now save to the subfolder within your main folder.

Save As
Folders |EEE [@ Save In
= B My Folders My Folders/Training reports
Ca990
3 5ubject Area Contents

M*r' Dashboard
[ Agents

[C3 audit - F/s
[T Briefing Books
CJoMs demo
Dcifts

Ca Internals-NonEs-Transfer
CAMisc

ol Cps

[C3seRI
[seFaose
DTraining reports

Mame
[ vear€nd Reports Training 050213
7 shared Folders Diescription

Use folder structure
and naming
conventions that are

meaningful to you

( Enter a
description of

Help

\\ the report (opt.)
1| | »

QK || Cancel JI

For help, email Financial.Reports@dartmouth.edu
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Dow n Ioad i n Q/P ri nti n q _ELCritiaria I Results I\Pru:umpts

While in the Results view, click on the third icon to open the report in a
separate window:

mpts
G ek | Wl B ST E S (E]E | s
ission 1o
in
3 does not 1-JUL 1-JUL 1-JUL 2-AUG 2-Al)
Budget Actual Encumb Budget Act
Amount Amaount Amount Amount Ao
Qo= Funding Activity
545- 363000- 343012- 400,00 0,00 0,00 0,00
Financial Subvention |Financial
Reporting  [College Reporting
546- 36a000- 343001- 500,00 G.62 0.00
hesmmadinelaubucation LA ccanntios

At the bottom of that window, choose Print or Export options:

. Endowment |Administraton
Offset to Endowment Return | |
Endowment |Administration [ » : |
Return sh -Print -Exgu:ut
Reﬁ'eshl -Print {Export PDF
L4 Frintable POF ¥ Excel
Printable HTML Powerpaint >
Web Archive (.mht)
D Data ¥

For help, email Financial.Reports@dartmouth.edu 49



Dartmouth Colleae — Workinag with IRA Analvze

Saved Reports — Manage Catalog

To manage saved reports or subfolders, click on More. Use the icons to delete,
change file or subfolder names, and copy or move files and folders.

Home

Catalog
i '-}IEI“ V | a b Vlilv b4 ﬁj | Location My Folders

Dashboards -

Favorites ~

B 1E2 ||Tvee A j Sert | Last Modified Descendingj ™ show Mare Det}
- Trng report | Last Modified 6/5/2013 5:14:33 PM | Created By Gwendolen D. G
=Elm & £
2 Contents = Use Pivot Table view
i Open | Edit || Mnre}
ird = "
. Training 050217 8 Frint 02:26 PM | Created By Administra
==| PivotTable3 ®) Export >
ks COpen | Edit | Morg 3 Delete
i Transactions by =opy Hlose | Last Modified 5/28/2013 7:
INFS-Transfers == Open | Edit | Mor li@ Rename
ﬁ &dd to Favarites
o Test FAMIS Bud 13 7:08:57 PM | Created By Gwen
= ] & iCreate Shorkcut
COpen | Edit | Maore
=2 Properties X
sparts T Scrub - Gifts no F =d 5/28/2013 7:08:57PM | Creats
== @ Permissions
—— Open | Edit | Mare
sl Scrub - Endow non-endow credits | Last Modified 5/28/2013 7:08:57PM | d

P EEE

Year-End Reports | Last Modified &

& Delete
Subjec i

Copy

Expand |

SEFA/ 08
Expand |

SBRI | L

F.ename

Create Sharkouk

Expand |

=
&
=2 Properties
)

Petrissions r

Are you sure you want to delete "Year-End Reports” and all its contents?

CK || Cancel

For help, email Financial.Reports@dartmouth.edu
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Filtel‘s Criteria jI\\ResuIts\{ Prompts

Filters are rules applied to financial data that determine what data will be returned in a
report. They show in the Criteria tab and can be modified, or new filters can be created.

a8
= Selected Columns
Double dlick on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reorder them. Edit a colun
Entity Ei)rganizaﬁon Funding Activity Subactivity Matural Class Eé'ﬁme .
:H entity = ;B org = ;B Funding & |:8 Activity = {#8 Column Group ([Default: Subactivity) | {8 Matclass i=||H Effective Date =:H Po
Sart .
B Edt formula !Jse the Add Filter
1 | By Column Properties icon to_add anew
= Filters P _Filter 2t filter.
Add filters to the analysis criteria by clicking on Filter option for the specific column in the Selected Columns pane, or b x Delete 1 thg
header, Add a saved filter by dicking on add button after selecting its name in the catalog pane. {Filter }
SF Orgis equal to / is in 545-Financial Reporting; 546-Accounting Operations; S48-Endowment
=l Filters
Add filters to the analysis criteria by dicking on Filter option for the specific column in the Selected Columns pane, or by dicking on the filter button in 1§
header, Add a saved filter by dicking on add button after selecting its name in the catalog pane.
“F Orgis equalto / s in 545-Financal Reporting; 546-Accounting Operations; 548-Endowment
Admin
AND"F Activity is equal to / isin 238000-AS5 Departmental Administration; 343601-Accounting
Senvices; 343608-Endowment Administration; 343612-Financial Reporting l L
AND ] Matclzss is equal to [ isin 7331-MAINT CONT OTHER Computer Software: 7505-SUPPLIES Hover on existing
Computer Software; 7533-BO0KS MEDIA Subscriptions; 7684-POSTAGE FRGHT SHIP Document filter and click pencil
Packag; 7831-INT DEPT Catering; 78568-INT DEPT Rooms; 7875-INT DEPT Computer Equip less icon to edit
4099; 7082-PUR SRVCS Int Mgmt Fees to Endow; 7984-PUR SRVCS Int Mgmit Fees to AIA; 7985-
PUR SRVCS Int Mgmit Fees to EFLP
ANDSF 1E Transaction Type is equal to / is in Actual Budget; Encumbrance

Note: Multiple filters can be created against the same data field. Choose the
Add Filter icon as many times as needed on the same data field.
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Modifying Filters

| Criteria | Results | Prompts |

Analyze offers a variety of filter options to allow you to both isolate information and widen
searches to capture all available information.

Use Operator selections to choose the Use selection on the right to search for
report criteria without specifying exact exact values the report should include,
values: and click to add values to the left:

Edit Filter

Column  JE Transaction Type

Operator  |is prompted

iz equal to [isin

is not equal to [ is notin
is less than

is greater than

is less than or egual to
is greater than or equal to
is between

is null

is not null

is ranked last

is ranked first

contains all

contains any

does not contain

begins with

ends with

Help is LIKE (pattern match)

is not LIKE (pattern match)

o] |,

Select Values
Available g |8 |n Selected
MName I Starts ;I I
Search [~ Match Case
Actual »
Budget Maowve
Encumbrance %
Move
all
Enter a Match criterion and click EITHER \ .. W
- - - - @
All Choices - lists all values that meet the criterion Rem
OR

Limited Choices — cascades values based on data
field filters already in place

Qlick once on a value to add it to the filter to the right./
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Modifyving Filters [ criteria ] Resuits [ prompts |

For example, here all Natural Class values greater than
3999 will be included in the report, or 4000 — 9999. Each In contrast, below is a

value does not need to be Ilsted search on NC beginning
with 4, where only the first

Edit Flter [
o atass four values are then
Cperator Iis greater than or egual to ;I moved to the rlg ht to be
vaive  fioo0 - @ included in the report:
Add More Options ~ | Clear All
[ Protect Filter 5 Select Values
I Convert this fiter to SQL 1 Available 2 [E]ee Selected
. - A011-TUITION Surmmer
L} [Meme |sterts =lk 4012-TUITION Fall
| | Search | T Match Case —> 14014-TUITION Spring
1Name f_,__)__.-—-" r_’ A013-TUITION Winter
- b
F 4000-TUITIOM AMD FEES Budget Only - Move
4051-FEES Application
4052-FEES Late P
4053-FEES Student Activity Move All
Help oK || Cancel 4054-FEES Registrar
- e 4055-FEES Course Related ‘3
4056-FEES Lost Pager Remove
4057-FEES Microscope
S : 4053-FEES Lab &
ANDF Matclass is greater than or equal to 4000 l 4050-FEES Refund Remave Al
406 1-FEES Technology Fes
4062-FEES Mandatory General Fee j
Choices Returned: 1- 1238 + | More...

Il L e e B L e e L L e e T L e T ey R - T U L T Ry F L e e Ty

ANDSF Matclass is equal to / isin 4011-TUITION Summer; 4012-TUITION Fal; 4014-TUITION Spring;
4013- TLIITION ‘v lnter

LMD T o - N L. P L= e
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| criteria | Results | prompts |

Modifying Filters

The two kinds of filters can be combined: Here, the report will include all
T T v . S revenue Natural Classes
Filter 1 ﬁ? Na1;c|a55 is |:|Et EE;II:I;| to/isnotin 4011-TUITION Summer; 4012-TUITION Fall; 4014-TUITION (begins with 4) EXCEPT 4011-
Filter 2 Spring; 4013-TUITION Winter 4014. To create this set of

filters, use the Filter icon on

Other examples: NatClass Child twice.

header. Add a sawved filter by dicking on add button atter selecting its name in the catalog pane.
: o o : : _ Click AND to change to OR; all
T Org is equal to / isin 545-Financial Reporting; 546-Accounting t Hi ith th ified O
Operations; 348-Endowment Admin eI e lEoinke v g_spem I_e. ) 9 .
OR"Y Activity is equal to / is in 238000-AS Departmental Administration; values OR the specified Activities will be
343601-Accounting Services; 343608-Endowment Administration; 343612- included. These filters need to be
Financizl Reporting . . . .
AND7 Natciass begins with 4 adjacent in the filter list for the OR to
AR E 1y hﬂ* e oot oo It f e e £ e ACd S TIITTIOEL T ea A0S TLITTIOEL =l Work CorreCtIy-
| e Use first five segments in chart string to include all
b +ri i |'.l_‘.'_ 2 . . . . . . . .
AND"F Full Chart String begins with 30.020.908000.594500.0000 I natural classes used with that combination

AND"F IE Source Short Name is equal to / is in ADVANCE_DC; BANNER_DC For specific Sources. include all Natural
AND"F Natclass Child is greater than 6999 I Classes 7000 and hi,gher

|ﬂ? Posted Date is between 06/01/2012 and 06/15/2012 | To see what was posted on a Specific range of days
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| Criteria | Resuks | Pfamtle

Modifying Filters Other examples:

¥ Org is equalto / i5in 545-Financial Reporting
ANDF Funding is not equal to / is not in  368000-Subvention College

Exception Reporting: For ORG 545, show all transactions
using something other than Subvention 368000

ANDF Matclss is equal to / s in 7512-SUPPLIES Photocopying and Printing; 7778-PUR SRVCS OTHR Printing External; 7822-
SERVICE CTR Printing; 7853-INT DEPT Copying and Printing

Combine non-contiguous natural classes that all relate to Printing

| ANDP Created By s equalto /s n John A.smith | Include all transactions created by an individual
AND7 Created By is not equal to / & not in Jahn &, smieh | INclude Manual (ADI) entries not uploaded by John Smith
AND"F JE Source Short Name is equal to / isin Manual (choose names from picklist to ensure correct syntax)

W Vendor/Employee Mame is equal to / is in Fisher Scientific
AHD? Expenditure Type Description is equal to /isin 70354 EQUIP UNDR 2500 Lab; 72664 MAINT EQUIP
Lzboratory: 74734 SUPPL LAB Disposzhles: 74754 SUPPL LABR Glassware

Includes transactions to Fisher Scientific for various lab-related expenditures
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| Criteria | Resuks "{ Prompts |

Modifying Filters Caution:

Fiscal Periods: For reports with multi-select fiscal periods on the IRA report, choose one or more fiscal
periods. For reports with a pull-down for fiscal period on the IRA report, be careful when choosing more
than one fiscal period for the modified report. If multiple periods are chosen, be sure they are broken out
in the pivot table or the balances will be combined and overstated.

Fiscal Period | 12-JUN vl P . * Fiscal Period
. n ull-down select example: ST
Multi-select example: e — P TR
[ 2-2U6G - =
[ 3-sEP z-AUG
[T socT Il R "t R 3-SEP
enoy GL Rollups Report_R | cocT
[ e-DEC ria| SMOY g
[ 7-JAN e e An|  &-DEC d
Results |[ares ¥ AND"F Fiscal Period is equal to / is in 8-FEB I T-JAN
GL Transactions | 8258 R IPr— o e =
ﬂI‘:H_Snearn:h...
R R Returns YTD balances as of Feb 28

AND"F Fiscal Period is equal to / is in B-FEB

Bar c——

GL Rollups Report_R [

Returns February

transactions IDF Fiscal Period is equal to / is in 1-JUL; 2-AUG; 3-
SEP; 4-0CT; 3-MOV; 6-DEC; 7-JAN; 8-FEB

GL Transactions |

> . S _ Returns a YTD balance for every month. Be
ID"Y Fiscal Period is equal to / isin 1-JUL; 2-AUG; 3-

SEP: 4-0CT: 5-MOV: 5-DEC: 7-JAN: B-FEEB sure to keep months Showing separately in
- the pivot table, or all YTD balances will be

Returns transactions summed and total overstated.

Feb YTD
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H

- - - Training 050213
Modifying Filters e | Results | fanots
5 Subject Afeas B BaB B 3% E®
59 1oL e Sn® | Compound Layout
Answers, or F‘ue subject area does not
exist,
Please note that after | s
Changes are made to || Report ID: GLO10 w2.5.0
filters, to see the results, |
click the Results tab, | ke G
= | Sele
choose the view and
) o |
|
click the pencil icon to  Catalog
get back to the specific | <
report view: |
| Grand Total
El Views t@\"/h;xqvﬂ Pivot Table (3)
e Y |
= Downlcradable Table Fiscal Year 2012
= Report
Columh Selector
. 2 Org&~ Fundi
EXpO rt 3 P rl nt aS n eed ed SE'ECJDH Crlte; 3 5-:§-Financia| Reporting 3:;E|glngﬁubvenﬁon College
s . "‘\%'é'emf" 368000-Subvention Colleg
- HEH 545-Fi ial R rting Total
fro m SpeCIfIC repo rt VI eW " . i 5—16-.-!.clc“0i:|:(1;lnau = I"136:DDU-Subvention Callege
Results \r\_Prmpts E E
“able Done | | Re
- Areas EENIEEIRIEEIE RN E AT
| do not have permission to
ibject area GL within
or the subject area does not 1-JuL 1-JuL 1-JuL 2-AUG 2-AUG 2-AUG 3-5EP 3-5EP 3-5EP 4-0CT
Budget Actual Encumb Budget Actual Encumb Budget Actual Encumb Budget
Amount Amaount Amount Amount Amount Amount Amount Amount Amount Amount
Qrgss= Funding Activity
545- 3563000- 343612- 400,00 0,00 0.00 0,00 185.50 0,00 0.08
57
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