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Introduction

Budgetary reporting has become increasingly more important and complex, especially in these times
of continued budget reductions and economic uncertainty. These challenges, coupled with the
growing need for more formalized information and analysis, introduces a need for additional tools to
be provided to our University System of Georgia institutions so that financial information can be
reviewed and analyzed by institutional management in an expeditious and meaningful manner.
While the PeopleSoft financial system is our system of record and satisfies the majority of our
reporting needs, we are pleased to provide a new tool for your use. This “out of the box” product,
which combines iStrategy Solutions with the ProClarity Web Reporting tool, integrated with
PeopleSoft Financials, will enable intuitive self-service and analysis of institutional information
through an application that is both secure and robust.

The Budgetary Reporting System framework will permit guided analysis through key performance
indicators, visualization components and interactive reports and will provide consistent information
and metrics to all institutional users. These reports will assist in providing insights to institutional
personnel on what has occurred historically as well as information to proactively address emerging
campus financial needs. The system also will provide an opportunity to use advanced analytics to
provide early warning detection of budgetary trends.

We know that each of our GA First institutions has unique needs and requirements; therefore, this
system provides a flexible, efficient framework to customize your reports and analysis. We believe
this tool will provide an essential way in which your critical reporting needs can be supplemented and
satisfied.




Glossary

Apply
Click this button to apply your selections to the view. When you click Apply, the process is run
and the results are displayed.

Backspace
The “backspace” key on the computer keyboard.

Breadcrumbs (Breadcrumb Navigation)
A type of text-based web site navigation that breaks the site into links of categories and sub-
categories allowing major categories of information to be linked in a range of sequential

order. Breadcrumb navigation is displayed in order to see exactly where that web page is
located within the web site.

Briefing Book
A view or collection of views within the reporting tool, ProClarity. When you click a library -,

its Briefing Books & replace the list of libraries. Briefing Books contain pages (reports) that
can be further organized into folders.
1. Inthe Contents tab, open a Briefing Book by clicking its name or icon. If the Briefing
Book contains folders _1, click a folder to display its contents.

2. Click a Briefing Book page 1. The page automatically displays in the Navigation tab.

Combine Items

Command used to aggregate the values of multiple members selected in a Background
hierarchy.

Dimension
A structural attribute of a cube, which is an organized hierarchy of categories (levels) that
describe data in the fact table. These categories typically describe a similar set of members
upon which the user wants to base an analysis. For example, dimensions in our system include
funds, departments, budget reference, vendors etc.

Drill Down/Drill Up

A technique for navigating through levels of data ranging from the most summarized (up) to
the most detailed (down).

Drill Down To

The “Drill Down to” feature allows you to drill down on hierarchies that are not currently on
rows or columns. For example, from a report based on Account, “Drill Down to” a further
breakdown of Personal Services by Departments.
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Drill to Detail

To retrieve the detailed data from which the data in a cell was summarized. For example, drill
to the journal lines that make up an expense value in a cell.

Expand

An analysis feature, similar to drill down, that displays more detail about an item while
maintaining the current display of other items. For example, display the individual
departments that roll-up to a College node in the Department Tree.

Value or measurement, which represents a fact about the managed entity or system. In
iStrategy, a Fact would consist of a Journal or a voucher while the dimensions would be the
chart fields that make up the journal and/or voucher.

Export to Excel

Capability in ProClarity that enables users to export the current Briefing Book or report view
to Microsoft Excel.

Hide
An analysis feature that removes selected items from the current display of data.

Library

A group of Briefing Books, each of which contain one to several reports. Security is applied to
Libraries to restrict access to institution reports. The Contents tab lists all of the libraries you
have permission to open.

= To open a library, click the name of a library or its icon .

Measures
In a cube, a set of values that are usually numeric and are based on a column in the fact table
of the cube. Measures are the central values that are aggregated and analyzed. Some
examples of measures are Budget Amount, Encumbrance Amount, and Remaining Amount.

Member
An item in a dimension representing one or more occurrences of data. A member can be
either unique or nonunique. For example, 1997 and 1998 represent unique members in the
year level of a time dimension, whereas January represents nonunique members in the month
level because there can be more than one January in the time dimension if it contains data for
more than one year.




My Views
A special Briefing Book used to save views for personal use.

A feature that flips data from Rows to Columns and vice versa to emphasize different
comparisons.

A subset of the data in a cube, specified by limiting one or more hierarchies by members of
the hierarchy. For example, facts for a particular year constitute a slice of multiyear data.

Slicer (AKA “Page Filters”)
A drop-down menu that displays with a Briefing Book page (report) and contains members (or
slices of data) that can be selected to filter the data in the page. For example, a slicer could be
used to select the fund on which you want the report to display data.

PeopleSoft trees are used to store Hierarchical data such as Department, GL Account
hierarchy, Fund codes, etc. Trees are widely used for reporting purposes.




Getting Started

How to log in to iStrategy

The URL to log in to iStrategy is https://frweb.usg.edu. When launching the web site, users will be
prompted to enter a user ID and password. Note — Please use Internet Explorer web browser. If
using IE8 or IE9, make sure compatibility mode is selected. An example of a user ID is BI\JDoe.

In order to get access to iStrategy, users must contact the iStrategy Administrator for their Institution.
The iStrategy Institution Administration Contact List as well as the iStrategy MyPassword guide is
located at http://www.usg.edu/gafirst-fin/istrategy.

Compatibility Mode

One of the most common helpdesk tickets that ITS receives for iStrategy is when a user runs a report
in iStrategy and doesn’t get any results back. The majority of the time this issue is due to
compatibility mode not being turned on. See the screen print below for an example of how to turn
on compatibility mode.

prer

al Management

Libraries, Briefing Books and Pages (Reports)

The ProClarity Tool organizes reports into Folders, Briefing Books and Libraries. The highest level,
Library, will initially include a single, Standard Report Catalog. In future phases, institution specific
Libraries can be added with access secured by institution to limit access to institution specific reports.
Within each Library is one to several Briefing Books. For the Pilot Rollout, only one Briefing Book was
delivered: Budget to Actuals.



https://frweb.usg.edu/
http://www.usg.edu/gafirst-fin/istrategy

# Contents ProClarity :nalyics server

T Libraries
& Contents ) (l Libraries | @ My Views Hide Descriptions
How do I... | Name Modified

© Open a lbrary? @ Budget to Actuals 4/1/2010 4:10:08 PM
 Open a Briefing Book page? 1 kens
e Sort libraries and books?

* Download Web Professional?
® More help...

User: T Dixon
ProCrty:

Check for Downloads

Standard Reports

The following standard reports are delivered with the Budgetary Reporting System and are available
to be modified and saved to “My Views”:

| ] Budget to Actuals - Expenditures By Acct

| ] Budget to Actuals - Expenditures By Dept
| ] Budget to Actuals - Expenditures By Fund
| ] Budget to Actuals - Revenues



https://biweb.usg.edu/pas/en/src/PHomeRightBook.asp?uiConfig=&book=%7bC0AE074D-40EA-4196-BC41-9B25F7DD4CD6%7d&LibID=%7b891FC613-A33C-45D5-A266-77D683D1B06B%7d&folder=root&loadingWhatPage=PHomeRightBook.asp
https://biweb.usg.edu/pas/en/src/PHomeRightBook.asp?uiConfig=&book=%7bC0AE074D-40EA-4196-BC41-9B25F7DD4CD6%7d&LibID=%7b891FC613-A33C-45D5-A266-77D683D1B06B%7d&folder=root&loadingWhatPage=PHomeRightBook.asp
https://frweb.usg.edu/pas/en/src/PHomeRightBook.asp?uiConfig=&book=%7b73C4D088-E7C4-4F39-A958-614A3ED85BF3%7d&LibID=%7b79B72D7A-4A89-40F2-92AA-1A020E297F92%7d&folder=root&loadingWhatPage=PHomeRightBook.asp
https://biweb.usg.edu/pas/en/src/PHomeRightBook.asp?uiConfig=&book=%7bC0AE074D-40EA-4196-BC41-9B25F7DD4CD6%7d&LibID=%7b891FC613-A33C-45D5-A266-77D683D1B06B%7d&folder=root&loadingWhatPage=PHomeRightBook.asp

Navigation Overview and Diagram

When browsing the iStrategy online system, users can select several options to review, analyze and
download data. Navigating the system provides the opportunity to learn more about the features
delivered.

B! Contents Navigation Data Layout Filter v
T’ Libraries »Standard Report Catalog
%, Contents ]| [ Libraries(R@
How do I... 10 _| Name

e Open 3 library? W
e Open 3 Briefing Book page?

e Sort libraries and books?
e Download Web Professional?

e More help...

| User: T Dixon

ProClarty(Stendard V1> 7

Check for Downloads

Figure 1:

1. Contents Tab — Where Institution Library and Briefing Book(s) are stored. User’s ‘My Views’ are accessed here also.

2. Navigation Tab — First tab displayed when running reports. This is where user’s can drill down to other dimensions on
existing report data. Important note — this is the only screen where Drill Actions are available.

3. Data Layout Tab — Screen that displays the report layout as well as all criteria used by the report. This section is also
used to change dimensions and measures for reports.

4. View Tab — Used to add charts and graphs to existing reports. You can also add or remove subtotals to rows and
‘columns in this section. An important feature here is the Flatten Row Headers/Flatten Column Headers which can be
used to make reports easier to view by removing multiple layers for chart fields.

5. Sort Tab — Used to sort report data based on the existing measures in the report. Preserve peer groups maintains the
integrity of the tree structure within the report when sorting data.

6. Filter Tab — Provides advanced filtering options. Examples include filtering by top 5 departments over Budget.

Note — by default all reports are set up here to Hide Empty Rows (Rows with no data using the report criteria). You can
turn on/off the Hide Empty Rows and Hide Empty Columns filtering in this section.

7. Standard /or Professional Report Tool — Default access here is Standard. Only Administrators have access to
Professional access. Professional access is used to develop system-wide reports.

8. My Views — Where user-specific customized reports are saved. The data contained in the ‘My Views’ reports are
updated nightly just like the reports in the Institutional libraries.

9. Library — Where Institution-specific reports are accessed. Reports are typically located within briefing books that are
accessed in the Libraries section.

10. Breadcrumbs - Links back to each previous page the user navigated through to get to the current page. Breadcrumbs
are very useful if a user mis-clicks an item and need to navigate back to a previous screen.
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Delivered Reports

Currently, all Institutions have access to a Library called ‘Standard Report Catalog’. This Catalog
contains a Briefing Book called ‘Budget to Actuals’. The current delivered reports are in the screen
print below. To run any of the delivered reports, select the link for the report that you would like
displayed and it will typically run within a matter of seconds.

{= ProClarity - Windows Internet Explorer

@:—/,; - |@, https:){frimeb.usg. edu/pas/ensrc/proclarity . aspruiConfig=tbook={3BEE0D34-8A26-4219-9 1 66-0FESDS24595 V| ﬂ | || X | | 2~

File Edit Wiew Favorites Tools Help

w o Ig‘ ProClarity - B e v |k Page ~ @ {0F Taols - i

Bl contents Navigation Data Layout Proctaﬁty ;”e'h’m.cs server
T Libraries » Standard Report Catalog »Budget to Actuals » <+ * B
% Contents (/)| [ Libraries | § My Views
How do L.. Name Modified
e Open a library? D Budget to Actuals - Expenditures By Acct 8/3/2010 4:50:29 PM
* Open a Briefing Book page? [ Budget to Actuals - Expenditures By Dept 7/22/2010 4:26:08 PM
» Sort libraries and books? [5) Budaet to Actuals - Expenditures By Fund 7/22/2010 8:30:37 AM

. ! i rl
* Download Web Professional? [ Budaet to Actuzls - Revenues 8/3/2010 4:42:16 PM
* More help...

User: Support 36000
ProClarity: Standard

Check for Downloads

(Fmﬂdltll Version 6.3.2222.144

Copyright Information

J’ Trusted sites

Institution Specific Libraries

Some Institutions currently have access to their own report library. This library is in addition to the
‘Standard Report Catalog’ which is available to all Institutions. The reason for these additional
libraries is because the Institution may have different requirements for running the Budget to Actual
reports. For example, the System Office has their own library because they may need to see the
Budget to Actual data for all Institutions in one report.
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Using the System

Figure 2:

Bl Contents ~ Navigation ~ Datalayout  View  Sort  Filter v ProClarity Gneiyics server 1. Page Filters
[ talog » Budget to Actuals » <+ * Budd Js - Expenditures By Acct » Budget, Open Encumb. Achsal. Remaininn Rirnat. Ritelnat 1 1Hized for 010 - 2010, 57000 - Abraham Baldwin Agri College @ EE NG

l Department: \ All Departments ¥ | Budget Reference: } 2010 - 2010 ¥ Business Unit: ‘ 57000 - Abraham Baldwin Agri College ¥ 13 2 Report BOdy

How do ... =V G w—rme S REIL] -Em H H H

o Get started (run 3 quen)? [#Personal Senices 18,718,566 13,146,751 | 5,57 70.23% 3. Drill to Dimension
o Set a navigation mode? ] 465,307 | 205418 259,888 | 4415% X

o Dril down to 3 specific member? [+Operating Expenses 21,397,511 244,029 | 16,311,635 | 4,841,947 T1.31% 4. Expan d / Drill Mode
\Save Ty page? +Equipment - Capital Outlay | 700,886 | 20/63| 131971 539 253 23.06%

Grand Total 41,282,260 92 29,795,674 | 11,212,894 72.88%

* More hebp...

Selected:

Personal Services NOTE: Figure 2 Wi" be
i
e the reference image
3 for exercises 1

[or Dovn s v through 7.

Navigation mode:

*4 Dril Down mode 4
*= Expand mode

_Properties
Account
Hierarchies:
Ordering: 1953125000
Source Key: PERSONAL

SERVICES

Tree Name: 980_BI_ACCOUNT

[ none ]

Expenses

1. Page Filters — Used to quickly modify the report to run for different criteria. A good example of
this is changing the Budget Reference from 2011 to a prior year to view fiscal years.

2. Report Body — Information that is displayed within the report.

3. Drill Down To — Very useful tool that allows users to quickly view a different dimension of the data
that is currently displayed. For example, the user can select Personal Services and the Drill Down to
‘Fund’. The report would then display the Budget to Actual Personal Services account data by Fund.
This can be used for other dimensions also.

4. Expand/Drill Mode

o Expand Mode is designated by the (+) sign next to the Row values in the report. When
expand mode is selected and users select the (+) sign, the row will display the next level of
data based on the tree used to populate the Row in Addition to all of the current rows
displayed. For example, if Personal Services is expanded then the user will see ‘Personal
Services — Faculty’ as well as ‘Personal Services — Non-Faculty’. They will also see Travel,
Operating Expenses and Equipment data.
Drill mode is designated by the up/down arrow next to the Row values in the report. If Drill
down mode is selected and the user selects ‘Personal Services’, all of the Personal Services
information is displayed but the user can no longer see other report information for ‘Travel’,
‘Operating Expenses’ and ‘ Equipment’.
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Expand Mode

ity - Windows Internet Explorer

5\:;.’ - |E https:){Frweb.usg.edufpasienisrc/proclarity, aspPuiConfig=8book={3BEEND34-6A26-4219-9166-0FEID324595F Hpa V‘ ([ X |RskSearch | Pelbs

File Edit ‘iew Favorites Tools  Help

w o Ig, ProClatity -8B v mkPage - () O Tools -

B Contents Navigation Data Layout View Sort Filter v ProClarity Znaiyics server

[&3ls » <+ * Budget to Actuals - Expenditures By Acct »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for 2011 - 2011, 57000 - Abraham Baldwin Agri College ,f o] @

& ) Navigation Wil Department: | All Departments + | Budget Reference: | 2011 - 2011 % Businass Unit: | 57000 - Abrzham Baldwin Agri Colle

How do L.. =1 i I El
» Get started (run a query]? Budget Open Encumb | Actual Remaining Budget |  Budget Utilized
» Set 3 navigation mode? [-IPersonal Services 18,882,442 8,470,795 | 8,987,326 1,424,321 92.46%
 Dril down to a specific member? Personal Senvices Budget 1,651,533 1,651,533
+Personal Senices - Faculty 5,287,601 2,753,911 2,602,337 65,647 101.30%
* Save my page? " [Expanc Fersonal Services Budgetfyny | 5205 755 3.040.880 | 3.043.766 5114,099} 95.01%
* More help... O S-S (26.832) 26,832
Selected: [*Personal Senices - Benefits 3,744 554 1,775,996 | 2,305,188 (336.629) 105.99%
- [+Personal Senices - Other 0 253592 (253,592)
Bersonal Seivices) [*Personal Senices - Allocated 0 0

[*Personal Sves-Payroll Suspense 0 (90.725) 90.725
Drill Di Show O : =
[+Travel 300,739 142 596 158,142 47 42%
Dril Up * Hide perating Expenses 20,906,950 712,639 | 16.226.579 3,967.732 81.02%
[+Equipment - Capital Outlay 261,729 132.212 81,327 45,191 §1.59%

Grand Total 40,351,859 9,315,646 | 25,431,828 5,598,386 86.13%

|Dr||\ Down fo...

Mavigation mode;

[+~ Expand mode :

Account: Expenses
Account Type: Parent
Effective Status: A

Leaf Description: PS Mode

Expand Personal Services Budget V’ Trusted sites 00 v

Drill Mode

roClarity - Windows Internet Explorer

&;r - ‘& https:/fFrweb.usa.edu/pasienisre/praclarity, aspruiConfig=8book={3BEE0D34-0A26-4219-9166-0FEID324595F Hpa V‘ 5| X ‘Asksaarch | il

Fle Edit Wiew Favorites Tools  Help

% & |gjmogany [ BB @ e @G-

Froctarity'énemfca server
=t 1= (3)
dvigato Department: | All Departments * | Budget Reference: | 2011 - 2011 % | Business Unit: | 57000 - Abraham Baldwin Agri Colle

How do L... |

e Get started (run a query)? ud) i
| Budget | Open Encumb| Actual Remaining Budget | Budget Utilized

» Set 3 navigation mode? -
Dril down to a spedific member? [$Person, [ 18 8R2 442 | 8,470,795 | 8,987.326 1,424 321 92 46%
Lrill down To 3 spediiic memper? i
¢ DU [+Travel | Personal Services 142 596 158,142 4T 42%
* Save my page? peratir| Drill Down 712,639 | 16,226,579 3,967,732 §1.02%
® More help... [Equipm p— 132,212 81,327 48,191 81.59%
Grand P [oril Down Personal services| 9,315,646 | 25,437,828 5,598,386 86.13%
Selectad: Expand

Personal Services = Show Only

Dril Down | | Show Only ¥ Hide

|Dn|| Down to...

L3

*3 Dril Down mode

Account: Expenses
Account Type: Parent
Effective Status: A

Leaf Description: PS Node

Drill Down Personal Services v’ Trusted sites 00 v
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B Contents Navigation Data Layout View Sort Filter v ProClarity oy corve

Wltalo »Budget to Actuals » <> * Budqet to Actuals - Expenditures By Acct »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for 2010 - 2010, 57000 - Abraham Baldwin Agri College @ Ef & E.

) Navigation ) Department: [Al Departments ¥ Budget Reference: [2010 - 2010 /| Business Unit: {57000 - Abraham Baldwin Agri Collge
How do IL... # [ 'Budge{ [ Open Encumb | Actual R ini _.,' Budgef 'Budgei Utilized
o Get started (run a query)? [*lPersonal Senices 18,718,556 | 13,146,751 5,571,805 70.23%

e Set a navigation mode? [*Mravel 465,307 | 205418 259,888 44.15%
 Dril down to a specific member? [+/Operating Expenses 21,397,511 | 244,029 | 16,311,535 | 4,841,947 | 37%
* Save age? [+Equipment - Capital Outlay |  700.886 29,663 131,971 539,253 23.06%
Grand Total 41,282,260 | 273,692 | 29,795,674 11,212,894 72.84%

o More help...

Selected:
Personal Services

\"E)rill Down to...

Navigation mode:
*4 Dril Down mode

+_ Expand mode

Properties
Account
Hierarchies:
Ordering: 1953125000

Source Key: PERSONAL
SERVICES

| Tree Name: 980_BI_ACCOUNT

Expenses

Actions
[none ]

Save to My Views k2 - When this icon is selected the user will be prompted to Name the Report and
the report will then be saved in the user’s ‘My Views’ section under the Content tab. The data
contained in the ‘My View’ is updated daily but the format will remain unchanged.

Print Report & - When this icon is selected, user will be prompted to set up print options and can
name the report if needed. Note — this option prints the current view of the report displayed in
screen print above.

Export to Excel = Exports the current page to excel in spreadsheet format. The user can then re-
sort and filter the report as needed as well as save the report to the user’s computer.

Email Report [H - When this icon is selected the user will be prompted to save the report as a my
view (if not already saved). Then a link for the current report will display in the user’s e-mail client
which can then be sent to other users to open. When a user selects the link to open the report they
will be prompted to login with their user id and password and then the report will display as long as
the user has the correct security in iStrategy.

Help @ - When the help icon is selected another window will display helpful information. This Help
information screen does include an index and search tab so the user can find out more information
on the desired topic. Examples include Using a Slicer, Displaying data in Charts, and Saving My Views.
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Use of Trees in iStrategy

PeopleSoft trees are fed to iStrategy as part of the nightly ETL process. The tree information is used
to display the Hierarchical data in iStrategy. The tree data that is currently sent over to iStrategy is
listed below:

o System Office Maintained Trees
o Account
o Fund
o Class
o Program
o Business Unit
o Institution Maintained Trees
o Department
o Project

Example of a Tree in PeopleSoft:

{2 Tree Manager - Windows Internet Explorer

@Z—:r - |g, https:f{dfs-Fscon.gafirst, usg. edufpsp /FE9PRDEMPLOYVEEERP o/ TREEMANAGER.  PSTREEMGR. GEL?PORTALPAF V| 5 || X |AskSearch

File Edit Wiew Favorites Tools Help

ﬁil@ﬂee Manager l_l @ - B @ - @Eage g ﬁ @ s »

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B}

[+ My Favorites
[ Supplier Contracts TI'EE Manager

[ Customers SetlD: 98000 Last Audit:  Valid Tree
[» Products

[> ltems

[> Vendors

[ Purchasing

[ eProcurement

[ Sourcing

[» Grants

[ Program Management
[ Project Costing ALL ACCOUNTS =REVENUE
I> Proposal Management Collapse All | Expand All

[ Maintenance Management
E gl"l‘;"g‘ T BRI £ ALL ACCOUNTS - All Accounts
[» Accounts Receivable ASSETS - Assets

[> Accounts Payable LIABILITIES - Liabilities

bR RS NET ASSETS - Net Assets

Effective Date: 01/01/1901  Status: Active

Tree Name: 980_BI_ACCOUNT BI ACCOUNT MASTER

Save As Close Tree Definition Display Options Print Format

[ Asset Management T - =
DWﬁssetMaﬁagemem G REVENUE Reverie = - B & B F B X %
[> Banking EXPENSES - Expenses

b (Seel L EIE ST " B TRANSFERS - Transfers
[» Financial Gateway

[» Commitment Control [=] Motify |

[+ General Ledger

[+ Allocations

[ Set Up Financials/Supply
Chain

[» Background Processes

[> Worklist

€ Internet 100% v
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Example of Tree Values in iStrategy:

(= https://frweb.usg,eduZminWidth=660&minHeight=400&cube=%2E%2E%2F%2E%2E%2Fc... (= |[B]X]

T2 Edit Hierarchy

Hierarchy: Account

'E| Browse ||ﬁ5:earch |[E|Shared Iterm| Show in view:

Available iterms:

|add

-] = Al Accounts
[=] = Al Accounts
E Ascefs
Liabiltties Remove Al
Met Assets
Revenue
Expenses
Transfers
Mot in Hierarchy
Al Trvvalid
Al Unspecified

Remove

(][] [+ [#] [#] [#] [#] [+] [#]

Note — All account values that are not listed in the PeopleSoft Account tree are categorized as “Not in
Hierarchy” in iStrategy. This can be used as a powerful audit tool to quickly identify entries in the
system that are not currently part of the chart of accounts.
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1) Using Page Slicers/Filters ... Using the Navigation Tab
a) Run the “Budget to Actuals - Expenditures By Acct” report to display default report view.
b) Click on Slicer/Page Filters to see list of Dimensional “slices” available in report.
c) Select specific value from list to re-run report for selected “slice” of information.
d) Expected Result: return data for selected slice.

Using Breadcrumbs

a) Use the “Breadcrumbs to return to the Expenditures By Acct” report.

i) Other options include the “Backspace Key” on the keyboard or the “Back” arrow G in
Internet Explorer.

i) Contents Navigation Data Layout View Sort Filter v
€ talog » Budget to Actuals » * Budget to Actuals - Expenditures By Acct »b xiget, Open Encumb, Actual, Remaining Budget, Budget Utiized for 2010 - 2010, 57000 - Abraham Baldwin Agri College @

2 Department: | Al Departments ¥ | Budget Reference: | 2010 - 2010 ¥ Business Unit: [57000 - Abraham Baldwin Agri Colege ¥

¥ ) Budget | Open Encumb | Actual Remaining Budget | Budget Utilized
(+Personal Senices 18,718,556 | [13.146.751 | 5,571,805 70.23%

Gravel 465,307 | | 205418 259,888 | 44.15%

[+ Operating Expenses 21397511 244.029 | 16.311.535 4,841,947 | 77.37%

[+Equipment - Capital Outlay | _ 700.886 | 20663 131971 539253 | 23.06%

S s Grand Total 41,282,260 | 213,692 | 29,795,674 11,212,894 72.84%

Selected:
Travel

|¢. DriDown”' ShowOnNI
[fomup |[% Hae |

+ Expand

Orill Down to...

Dril Down to...
Account Hierarchies - Travel
|Department - undefined
Calendar Budget - All Budget Periods
Fund - All Funds (Share)

lProject - Al Projects .
Account Hierarchies Hierarchy - Al
|Budget Reference - Last 4 Budget Refe
Business Untt - Al Busness Units
|Calendar Fiscal - Al Fiscal Periods
|Class - Al Classes (Share)
Encumbrance Closed Status - Al
|Program - Al Programs (Share)

[ none ]}

b) Expected Result: User will be directed back to the Budget to Actuals — Expenditures by Acct
report.
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3) Drill to another Dimension

Drill to another Dimension is one of the best features of iStrategy. Within just a matter of seconds
users can run a report for all expenses and then quickly see what funds make up the Budget,
Encumbrances and Actual amounts for Travel, for example. This can be done for any of the other
dimensions also — Department, Program, etc. Below are some examples showing this functionality.

Drill to Dimension examples:

Identify row of report for Drill down to another dimension, and click on the “dimension row name”
(Select: “Travel”)

{= ProClarity - Windows Internet Explorer

6@ - |g, https:){frmeb.usg. edu/pas/ensrc/proclarity. aspruiConfig=fbook={3BEE0D34-8A26-4219-91 66-0FESD 324595 V| QJ 4| X |

File

Edit

i:f ﬁ'ﬁ I&Proclarity

Wiew  Favorites  Tools  Help

B8 @ (e § G-

Bl Contents Mavigation Data Layout View Filter + ProCJ'aﬁty analytics server

7F" Librari Standard Report Catalog »Budget to Actual * Budget to Actuals - Expenditures By Acct @

%, Navigation Department: | All Departments

* | Budget Reference: | 2011 - 2011 % | Business Unit: | 57000 - Abraham Baldwin Agri Colle

How do IL.. < | Rd

& Gef starfed (run a query)? =
e Set 3 navigation mode?
o Dril down to a specific member?

Budget

Open Encumb

Actual

Remaining Budget

Budget Utilized

[+IPersonal Serices

18,862,442

8,470,795

8,987,326

1,424 321

92.46%

[+Travel

300,739

* Save my page?
» More help...

142 596

158,142

47.42%

[+I0perating Expenses

21,956.720

712,639

16,246,627

4,997,453

77.24%

[+Equipment - Capital QOutlay

261,729

132,212

81,327

48,191

51.59%

Grand Total

41,401,629

9,315,646

25,457,876

6,628,107

83.99%

Selected:
Travel

| Drill Down| |I'2 Show Dnry|

[#oilup | [ Hide |

Expand

Drill Down to...

Drill Down to...
Account - Travel

Calendar BO B udget Period
Fund - All Funds (Share)
Project - All Projects

Budget Reference - Last 6 Budget
Business Unit - All Business Units
Calendar Fiscal - All Fiscal Periods
Class - All Classes (Share)
Encumbrance Closed Status - Al
Program - All Programs (Share)

|D0ne

J Trusted sites

F 1005+

a) Click on “Drill Down To...” select box in the Navigation frame to the left and select the
dimension for drill down (Select: “Department - undefined”)

b) Expected Result: In this example, iStrategy would display the dollars for Travel in the new
dimension of Departments.
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c) You may need to click on the (+) sign next to the Row values to expand the row and see all
departments. (See #4 — Expand/Drill Mode on Page 11).

rity - Windows Internet Explorer

@:ﬂ - |g| https:f{frweb,usg. edufpas/enfsrc/proclarity, aspruiConfig=fbook={3BEE0D34-3A26-4219-2 1 66-0FEAD 324595 V| % (%] |AskSearch ||1‘:l '|

File Edit Wiew Favorites Tools Help

o Ig, ProClatity - B s v |k Page + [ (CF Tooks -

B! Contents Mavigation Data Layout View Pfomaﬁlyanaéwcs server

[&€ * Budaet to Actuals - Expenditur Ac - ge

% ) Navigation

HowdoL.. Budget | Open Encumb | Actual | Remaining Budget | Budget Utilized
* Get started (run 3 query)? =lAll Departments 300,739 142,596 158,142 47 42%
» Set a navigation mode? [=1&ll Departments (57000) 300,739 142,596 158,142 47.42%
» Dril down to a specific member? [+IPresident 7,400 7,330 70 99.06%
® s2uemioace? mm amij?%T‘ratg}r}s i 1 353 1.119 2:4:[1J 62.92%
+Director of Public RKelations , R _
* More heb... [+ External Affairs 18,975 5.062 10,913 42.49%
Selected: [+*[Enrollment Senices 33,412 15,440 17,972 46.21%
[+IDirector of Inst Technology 17.097 3.916 13,181 22 91%
[+MP Academic Affairs 116,479 67,102 49377 57.61%
[+ rl Dowin] [=_Show oniy] [+ Director of Athletics 34,200 22,743 11,467 66 50%
[+NP Fiscal Affairs 38,922 5,558 30,364 21.99%
[Forup |[X Hide ] [=Director of Human Resources | 2,220 2112 108 95 14%
[+VP Student Affairs 30,684 6.213 24 471 20.25%

[+Mat in Hierarchy 0 0

Grand Total 300,739 142,596 158,142 47.472%

All Departrments (57000}

| Drill Down to...

MNavigation mode:
t4 Dril Down mode

*_ Expand mode

Department:

Leaf Description: FW Value
Ordering: 1

Source Key: ALL

IDone n.’ Trusted sites
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Use the breadcrumbs to go back to the Budget to Actuals — Expenditures by Acct report.

Note — We know that this data is for Budget Reference 2011 based on the slicer at the top of the
screen. For this example, change the slicer to Budget Ref 2010 (if needed).

{= ProClarity - Windows Internet Explorer

@@ - |g, https:){frmeb.usg. edu/pas/ensrc/proclarity. asp?uiConfig=tbook={3BEE0D34-8A26-4219-9166-0FEAD 324595 V| % || X |AskSearch

File Edit Wiew Favorites Tools Help

ﬁil& ProClarity & - B @ - B page - @ Taols -

B! Contents Mavigation Data Layout View Filter + ProCJ'aﬁty analytics server

[# Budget to Actuals - Expenditures By J Judget, Open Encumb, Actual, Remaining Budget, Budget Utilized for 2010 - 2010, 57000 - Abraham Baldwin Agri College (Level 04) & ,f

% ) Navigation vl Department: | Al Departments

How do L... £

o Get started (run a query)? Budget =REfaining Budget | Budget Utilized
» Set a navigation mode? [*IPersonal Serices 18,074 448 2008 - 2008 (199,424) 101.10%
» Dril down to a specific member? ElTravel 504.550 Rt 147.756 70.72%
e Save o [+I0perating Expenses 26 435 952 395 2,090 oou 3,896,727 84 68%

[*Equipment - Capital Outlay | 3,765,941 3,695 328 170,613 95 47%
+ Uore help... Grand Total 47,780,891 43,574,824 4,015,672 91.60%

Selected:
Personal Services

| Drill Down| |I'2 Show Dnry|

[#oilup | [ Hide |

Expand

|Dri|| Down to...

Navigation mode:

*4 Dril Down mode

*+. Expand mode

Account: Expenses
Account Type: Parent
Effective Status: A

Leaf Description: PS Node

Click to change sliced member -y' Trusted sites

F 1005 <
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Identify a row of report for Drill down to another dimension, and click on the “dimension row name”
(select: “Operating Expenses”)

{= ProClarity - Windows Internet Explorer

@v |g, https:f{frmeb.usg. edu/pas/ensrc/proclarity . aspruiConfig=tbook={3BEE0D34-8A26-4219-9166-0FEAD 324595 V| % || X |AskSearch

]

B

File Edit wiew

i} *‘1'* I&Proclarity

Favorites  Tools  Help

B8 & e @ G-

B! Contents Navigation Data Layout Proc’arjty analytics server

[ Budget to Actuals - Expenditures By Acct »Budget, Open Encumb, Actual, Remaining Budget, Budget Utiized for 2010 - 2010, 57000 - Abraham Baldwin Agri College (Level 04) & ’f & t: L @

% ) Navigation Department: | All Departments

* | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri Colle

How do I... < | £
o Gef starfed (run a query)? Actual

e Set 3 navigation mode?
» Dril down to a specific member?

Budget

Open Encumb

Remaining Budget

Budget Utilized

[+Personal Senices

18,074,448

18,273.872

(199.424)

101.10%

[+Travel

504,550

356,794

147,756

70.72%

e Save my page?
& More help...

[+I0perating Expenses

25,435,952

190,395

21,348.830

3.896.727

84.68%

[+Equipment - Capital Outlay

3.765,941

3.595,328

170.613

95.47%

Grand Total

47,780,891 190,395 | 43,574,824 4,015,672 91.60%

Selected:
Operating Expenses

| Drill Down| |I'2 Show Dnh{|

[foiup | [% Hde |

Expand

Drill Down to...

Drill Down to...
Account - Operating Expenses

Department - undefined

Calendar Budget - All Budget Period
Fund - All Funds (Share)
Project - All Projects

Budget Reference - Last 6 Budget R

e ==L = i DTS,
Calendar Fiscal - All Fiscal Periods
e e —r s —

—

Encumbrance Closed Status - All
Program - All Programs (Share)

ok

IDone

—

a) Click on “Drill Down To...” select box in the Navigation frame to the left and select the
dimension for drill down (Select: “Calendar Fiscal — All Fiscal Periods”)

b) Expected Result: rows will now display all Operating Expenses for Budget Ref 2010 for all
Fiscal Years that make up the report data.

o/ Trusted sites H100% v
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{= ProClarity - Windows Internet Explorer

@a ~ | 2] https:Jffrweb.usq.edufpasfenjsrejproclarity.aspPuiCanfig=abook={3BEEDD34-8A26-4219-9166-0FED324595 v | B |43 X | [k seaieh

File Edit Wiew Favorites Tools

Help

{} 4* I&Proclarity

&' (3} @'@Eﬁge'ﬁ@Tgolsv

B! Contents

Navigation

%, Navigation
How do L...
o Gef starfed (run a query)?
e Set 3 navigation mode?
» Dril down to a specific member?

Data Layout

Filter v

Department: | All Departments

£

Pfoc’aﬁly;na.'wcs server

[ nditures By Acct »Budget, Open Encumb, Actual, Remaining Budget, Budget Utiized for 2010 - 2010, 57000 - Abraham Baldwin Agri College, Operating Expenses (Fiscal Year) @

,f 5'E: m!®

* | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri Colle

| 2

Budget

Open Encumb

Actual

Remaining Budget

Budget Utilized

[+12007

16,500

16,500

[+12010

26,782,805

190,395

21,024,948

5.567.462

79.21%

e Save my page?
& More help...

[+12011

(1,363.363)

0

323.881

-23.76%

[+I0

0

(1,687.234)
0

Grand Total

25,435,992

190,395

21,348,830

3,896,727

84.68%

Selected:
2007

| Drill Down| |I'2 Show Dnh{|

[foiup | [% Hde |

Expand

| Drill Down to...

MNavigation mode:

*4 Dril Down mode

*+L Expand mode

Properties
Ordering: 2007

[ none ] 3

|D0ne

a.-’ Trusted sites

H100% v
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4) Drill to Detail

Drill to detail is another very helpful tool that allows users to quickly see the data that makes up any
number located within a report. It is important to understand what data can be drilled and what data
cannot be drilled. Use the breadcrumbs to go back to the Budget to Actuals — Expenditures by Acct
report.

= ProClarity - Windows Internet Explorer

@'C)‘ - |g, https:f{frweb,usg, edu/pas/enfsrc/proclarity, aspruiConfig=fbook={3BEE0D 34-3A26-4212-2 1 66-0FEADIZ4595 V| QJ || X | | 2

File  Edit  ‘iew

52? ﬁ'ﬁ I@.Proclarity

Favorites  Tools  Help

f - B v [hpage v B Tock - T

Bl Contents ~ MNavigation  Datalayout  View Filter v ProClarity :naiyics server

Actual, Remaining Budget, Budaet Utilized for 2010 - 2010, 57000 - Abraham Baldwin 23 E, E= L] @

% ) Navigation
How do I...
e Get started (run 3 query)?

& Set 3 navigation mode?
o Dril down to a specific member?

* | Budget Reference: | 2011 - 2011 % | Business Unit: |5?DDD - Abraham Baldwin Agri Colle

<

[3]

| =

Budget Open Encumb | Actual Remaining Budget |  Budget Utilized

[*Personal Senices

18.882.442 8.470,795 | 8.987.326 1424321 92.46%

[+Travel

300,739 142 596 158,142 47.42%

[+IOperating Expenses
[+Equipment - Capital Qutlay
Grand Total

21,956,720
261,729
41,401,629

712,639 | 16,246,627
132,212 81,327
9,315,646 | 25,457,876

4,997,453
48191
6,628,107

17.24%
31.59%
83.99%

= Save age?

* Mare help...

Selected:
Personal Services

| Drill Down| |I'2 Show Dnh{|

[#odlup | [X Hide |

Expand

|Dri|| Down to...

MNavigation mode:
t4 Dril Down mode

+. Expand mode

Account: Expenses
Account Type: Parent
Effective Status: A

Leaf Description: PS Node

[T} o Trusted sites 100% v

In this example, all data in the Budget, Open Encum, and Actual Columns can be drilled. The data
located in the Remaining Budget and Budget Utilized columns cannot be drilled. Why is this? The
Remaining Budget and Budget Utilized are calculated based on the information located within the
other cells. For example, to identify the Remaining Budget for the 2011 Budget Reference, a formula
would be necessary: “Budget — (Open Encum + Actual) = Remaining Budget”. On the other hand,
there is no formula for the Budget data. That data is made up of budget journals so we can drill on
that information. If a user highlights a field in the Remaining Budget column and tries to drill on this
information they will notice a couple of things. 1) The drill actions on the bottom left of the screen
are empty 2) If the user selects Drill to Detail for the number they will get the error message “Error
Accessing Drill To Detail Information. Remaining Budget in dimension Measures is a calculated
member.”
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{= ProClarity - Windows Internet Explorer

@;rv |g, https:f{frmeb.usg. edu/pas/ensrc/proclarity . aspruiConfig=tbook={3BEE0D34-8A26-4219-9166-0FEAD 324595 V| % || X |AskSearch

File Edit Wiew Favorites Tools

Help

i} ﬁ'ﬁ I&Proclarity

]

B- B 8- e - ) G-

B! Contents Mavigation

%, Navigation

[ nditures By Acct » Budget, Open Encumb, Actual, Remainine

Data Layout

Budget, Budget Utilized for 2010 - 2010, 57000 - Abraham Baldwin Agri College, ¢

Filter v ProClarity Znalytics server

Expenses (Fiscal Year) @ ,f

Department: | Al Departments

* | Budget Reference: | 2011 - 2011 % | Business Unit: | 57000 - Abraham Baldwin Agri Colle

How do L... £
o Gef starfed (run a query)?

Budget

Open Encumb

Actual

Remaining Budget |

Budget Utilized |

e Set 3 navigation mode? [+Personal Senices

18,862,442

5.470.795

5.987.326

1424 294 |

a2 Agor |

» Dril down to a specific member? [+Travel

300.739

142,596

9| 1424321

o Save 1087 [+I0perating Expenses
=2ave My page:

21,956,720

712,639

16,246,627

4.9 Drill To Detail

“Eaui - :
——— [+Equipment - Capital Outlay

261.729

132,212

51,327

Grand Total

41,401,629

9,315,646

25,457,876

6, Berrery

= Analyze in Decomposition Tree

Selected:
1,424,321

& Analyze in Decomposition Tree|

[ Dril To Detai |

MNavigation mode:

T4 Dril Down mode

*+. Expand mode

Properties

[ none ]

Actions
[ none ]

%v" Trusted sites

FA00% <

{= hitps://frweb. usg.e duf?topWindow=parent. parent&uiConfig=

“LIDrill to Detail

20FRAMEBORDERS: book={ 3BEEOD34-8A26-4219 -...

Error Accessing Drill To Detzil Information

Remaining Budget in dimension Measures is a calculated member.

Close

23|Page




The recommended approach for drilling on data is to always go down to the lowest level of detail first
before drilling into the detail for the data. For example, if a user runs the Budget to Actuals —
Expenditures by Dept report they see the results below. Instead of drilling on President which
contains many department ID’s it is best that the user Expand the section they would like to drill
using the (+) button just to the left of President and then performing their drill action based on the
departments where they need more detailed information. This accomplishes a couple of things:

1) the user doesn’t have to filter through large amounts of data to get the information they want, and
2) the results come back quicker, resulting in improved performance.

{= ProClarity - Windows Internet Explorer

5@: - |g, https: {{frweb.usg. edu/pasfen/src/proclarity. aspruiConfig=&book={3BEE0D34-8A26-4219-01 66-0FEID324595 V| % ([ % |AskSearch

File Edit Wiew Favorites Tools Help

ﬁil& ProClarity l_l @ - B E..-;'E - [ pave - @ @ Tooks - »

Bl Contents Navigation Data Layout View Filter + ProClarity :naiytics server

T Librari tandard Report Catalog »Budget to Actuals » + * Budget to Actuals - Expenditures By Dept &

% ) Navigation ¥l Budget Reference: | 2011 - 2011 % | Business Unit: | 57000 - Abraham Baldwin Agri College v|

HowdoL.. Budget Open Encumb | Actual Remaining Budget |  Budget Utilized
» Gef started (run 2 querv)? President 1,246,776 386,604 | 503723 366,449 7141%
 Set a navigation mode? [+lAdmin and Operations 187,260 18,817 165,443 10.05%
» Dril down to a specific member? [*IDirector of Public Relations 256,562 105,825 137.723 13.014 94.93%
v Save my page? [+External Affairs 758,388 431929 | 486,851 {160.392) 121.15%
[+Enroliment Senices 1,146,597 463,467 634.464 48,666 95.76%
[+Director of Inst Technology 1,473,836 473,634 876,361 123.842 91.60%
Selected: VP Academic Affairs 10,546,302 5.200.209 | 5,961,108 (615.015) 105.83%
[+Director of Athletics 490,970 55,205 324,896 110,869 77.42%
[+N/P Fiscal Affairs 14,439,183 1,511,289 | 8,663,887 4,264,007 70.47%
| oril Down| |;.; Show Dnh{| [*IDirector of Human Resources | 6,740,010 98,900 | 7.381.836 (740.726) 110.99%
[+NP Student Affairs 1,186,192 453,672 478,167 254 353 78.56%
[Forup |[% Hide ] [£Not in Hierarchy 2,929,553 134,914 (9.957) 2,804,597 427%

Grand Total 41,401,629 9,315,646 | 25,457,876 6,628,107 83.99%

|Dri|| Down to...

* More help...

President

MNavigation mode:
T4 Dril Down mode

*+. Expand mode

Department:  All Departments
(57000)
Leaf

Description: PS Node
Orderina: 12

|pare o Trusted sites H100% v
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{= ProClarity - Windows Internet Explorer

@:}f - |g, https:f{frmeb.usg. edu/pas/ensrc/proclarity . aspruiConfig=tbook={3BEE0D34-8A26-4219-9166-0FEAD 324595 V| Q || X |AskSearch | Poabd

File Edit Wiew Favorites Tools Help

ﬂf “1'* Ig‘ ProClarity l_l ﬁ . m @ - @Eage . ﬁ @ Tols - »

B! Contents Mavigation Data Layout Filter + ProClarity :naiytics server

[#€ udaet to Actuals - Expenditures By Dept »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for 2011 - 2011, 57000 - Abraham Baldwin Agri College, Expenses @ ’f & t: L @

%, Navigation vl Budget Reference: | 2011 - 2011 % | Business Unit: | 57000 - Abraham Baldwin Agri College V|

How do I... Budget Open Encumb | Actual Remaining Budget

» Get started (run 3 query)? =IPresident 1,246,776 386.604 |  503.723 356.449

» Set 3 navigation mode? [=IPresident 1,246,776 386,604 503,723 356,449

» Dril down to a specific member? 4000100 - President's Office 279,014 115.210 153.675 10,129

o Ssve my page? 4000110 - ABAC/GA Museum of Agricu| 500000 271394 | 34(
4000500 - GMA-Other Operating 462,762

More help... - -
— 5000112 - Ambassadors Gen/Admin 5.000 *] Drill To Detail
Selected: [+l4dmin and Operations 187,260 18 = Analyze in Decomposition Tree |

350,048

350,048 [+Director of Public Relations 256,562 105,825 1377123 T3,0T%
. [+*Extemnal Affairs 758,388 431,929 486,851 (160,392)

" Analyze in Decomposition Tree| [+Enroliment Senices 1,146,597 463467 634,464 48,666

[*IDirector of Inst Technology 1,473,836 473,634 876,361 123,842

|ﬁ Dril Ta Detai | [*VP Academic Affairs 10,546,302 5.200.208 | 5,961,108 (615,015)

[*IDirector of Athletics 490.970 55,205 324 896 110,869

Navigation mode: [+NP Fiscal Affairs 14,439 183 1,511,289 | 8,663,887 4,264,007

t4 Dril Down mode [*IDirector of Human Resources 6,740,010 98,900 | 7,381,836 (740,726)

[*VP Student Affairs 1.186.192 453,672 478,167 254 353

*= Expand mode [=Not in Hierarchy 2,929,553 134,914 | (9.957) 2.804.597

Grand Total 41,401,629 9,315,646 | 25,457,876 6,628,107

Properties

[ none ]

Drill Enhanced Journal

Drill Journal Entry Lines
Dril Voucher Lines

|

" Trusted sites H100% v

Data contained within each of the Drill Actions

iStrategy is coded to know what information to provide when a user selects a certain number to drill.
For example, when a user selects a number in the Budget column, only budget drill actions will be
displayed. When an Encumbrance number is selected users will have the option to Drill on the
Encumbrance Liquidation or they can drill on the Purchase Orders that make up the Encumbrances (if
applicable). If a user selects an Actual report number, they will have the option to drill on the Journal
Entry Lines or on the Voucher Lines (if applicable) that make up the journals. One customization that
was done for the Voucher drills was to include the Voucher Line Payment Information (including
associated Check Number) for the users reference.
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Data returned when performing a Budget Drill:

/2 hitps:/ifrweb.usg.edu/?topWindow=parent. parentuiConfig=%20FRAMEBORDERE book={ 3BEEOD34-8A26-4219 -... [= |[B][X]

*#1Drill to Detail Export to Excel

Details for 4000110 - ABAC/GA Museum of Agriculture, Budget, 2011 - 2011, 57000 - Abraham
Baldwin Agri College, Expenses

. [eDril roril . [eoil [Budget
= : Budget].ﬂ[jg;!tl Budgef]l.  [Budget]. [mepament].[gfu'f;:]'[gﬁrga“‘]'[m”ﬂ'[ﬁff' [Project]. Referencel.

I[J_J:é.:llmal [Ledger] IZD)Jér;;pﬁm] [Budget] [Source Key] Key] Key] Key] [Source Key] IE'.SE{;rLjImE

000060136 IDD:DD:DD.DDD 1APPROP_ED Travel -10000 4000110 10000 11300 600000 11000UNSPECIFIED,

2010-07-01 Equip
10:00-00.000 4APPROP BDPurchjCapital 40000 4000110 10000 11300, 300000  11000UNSPECIFIED

Cutlay
Operating

JAPPROP_BD  Supplies & 4000110 10000 11300 700000  11000UNSPECIFIED:
Expenses

ZAPPROP_ED Travel 10000 4000110 10000 11300 600000 11000UNSPECIFIED,

0000536445

2010-05-30
00:00:00,000

2010-07-01

00:00:00,000

2010-07-01 Operating

00:00:00.000 JAPPROP BD  Supplies & 100000 4000110 10000 11300 700000  11000UNSPECIFIED
Expenses

2011-01-18 Equip
nNNNEaN1 381 FADDD D BMD e~k S smital Annniin E="nlulnlnlyl 11Mnnl IKNSDESTETER

0000549362

0000536445

0000536445

Data returned when performing an Encumbrance Liquidation Drill:

72 hitps:/frweb.usg.edul?topWindow—parent. parent&uiConfig-%20FRAMEBORDERE book—{ 3BEEOD34-8426-4219 -... [2|[B][X]

*#1Drill to Detail Export to Excel

Details for Equipment - Capital Outlay, Open Encumb, 2011 - 2011, 57000 - Abraham Baldwin
Agri College

Eambrancevambrance Exambrance [<Dril [<0rill

cumbrance Encumbrance Encumbrance :

S . S Encumbrance [$0rill Encumbrance [Encumbrance [Encumbrance [Encumbrance
Iﬁg{mdahon]. H&u'dahm]' Iﬁgcmdahon]. EnmmmanceLiquidaﬁon]. Liquidation]. [Po Liquidation].  Liquidation]. Liguidation].

Liquidation]. . L
Transaction Transaction Transaction [PoId] I'EI.I-LIJr:ber] . Srmeremm nemmEl LTI

Id] Date] Line]

[sVendor].
[Dim Yendar]

Western
Finance &
Lease Inc

(D000400333)
Houghitan
2010-09-27 Evaluative Test #973-0- Mifflin
00:00:00,000 <2 it e L L = 739-86391-6 ' - Company
(D000000026)
Channing Bete

0 Ca., Inc,
(D000006363)

MciGrave-Hill

2011-01-10

IjDDSDsZIM':I'DEI:DEI:DD.IZIDD

2 0000400882 (Dinterest (318200} 122,07

0004891573

2010-09-27 Manage Stress for College
00:00:00.000 G [BANGR0RGD z Success #4074

Top 50 Social Studies Skills
MN10-03-27 - for GFN Surcess Shudent C— I

0004892923
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Data returned when performing a Purchase Order Drill:
e https:/ifrweb. usg.e duf?topWindow=parent. parent@ uiConfig=520 FRAMEBORD ERf:book={ 3BEEOD34-8A26-4219 - Windows Internet Explorer,

*F1Drill to Detalil Export to Excel
Details for Equipment - Capital Outlay, Open Encumb, 2011 - 2011, 57000 - Abraham Baldwin Agri College

= = = = -~
eoril - fsorl ol e Purhese  PurhasePurdwse Punase  [Shccountl.  [SVendor],  [§Fund), [§Clas]. [Srogram], [S24t El
Purchase  Purchase Purchase [8Crill Purchase Orders]. : : : . °g ‘Reference]. [$Department]. [SProject].
. . Orders].  Orders]. Orders], Orders]. [Unique [Unique [Source [Source [Source
Drders] [Po Orders].[Po Orders]. . . - " [Source [Source Key]  [Source Key]
Date] [Vendor Id] [Requisition [Buyer  [Fo [Merchandise Description] Description]  Key] Key] Key] Keyl
Id] Id] Quantity] Amount]
Western
813200 - N
000040098200?801}0'8 Enlgoouo‘lomaam?gnlﬁ 10'013 (Dinterest (818200) TMATHIS 10000  122.070Lease/Purchase: 'E'”a”[? & 3000900UNSPECIFIED
. PR Interest (57000) [0000335033333
Houghton

843200 - Library Miffin

TMATHIS  1.0000 37.700 Collections
Company

(57000) (0000000026)
843200 - Library Channing Bete

TMATHIS 60.0000 61.800 Collections Co., Inc. 2000303
(57000) (0000006363)

843200 - Library  McGraw-Hil
TMATHIS ~ 5.0000 147.450 CollectionsCompanies, The 2000304
(57000) (0000005273)

2010-09-27 0 0nng 2, 2010-12-15 Evaluative Test #378-0-

0000400858 5.3:0:00.000 00:00:00.000 733-853916

2000304

2010-09-27, 2010-09-27 Manage Stress for College

0000400880 00:00:00.000 7777?2553 00,00:00.000 Success 40741
Top 50 Sodal Studies Skills

2010-09-27, 2010-09-27  for GED Success Student]

fagogces SBDD: 00: DD.DDDDDDDDDS 2z 00:00:00.000 Text with CD

#9780077044732
<

Data returned when performing a Journal Entry Lines Drill:
o= https://frweb.usg.edu/ZtopWindow=parent. parentftuiConfig=%20FRAMEBORDER# book={ 3BEEOD34-8A26-4219 - Windows Internet Explorer

*IDrill to Detail
Details for Equipment - Capital Outlay, Actual, 2011 - 2011, 57000 - Abraham Baldwin Agri College

[l Leol e J[mrml LTl LI 22 reoril [éCalendar [§Calend [éBudget [Jourral
ournal Journal ourna endar lendar (g, journal

Journal Joumal EnhyEntry JE:utr;a\ i:";]a‘ Enhy try Journal Enuyljgslnlﬂ;‘?al EURy Fiscal]. [Dim Fiscal] . [[ Cource ik [SDepartment]. [FU:::] [[sﬁ?:] [[Q’r:cg;ram] Reference]. [$Project]. E_nhy

Entry Lines]. Lines]. Tern gas\:!’]dar \E"::ﬁl Key] [Source Key] Key] Keyl Key] [S?:.Ilme [Source Key] If‘::ﬂé

D mal Lmes]. Lines].

[ournal Id] Date] . ! [Operator [Description]
Li ] Id]

ine]  Group]
2010-09-07 2010-05-07,
00:00:00.000 255ACTUALS APUU .00:00.000 BORBATCH AP Accrual Sept (I) Sep 2010 2011 515200 3000800 12270 42100 2011UNSPECIFIED 4.13
2010-10-12 2010-10-12,
00:00:00.000 232ACTUALS APUU:UD:UU‘DUD
2010-09-21) 2010-08-22,
APDDESS?&UUU:DU:UU.UDU 39ACTUALS APUU:UD:UU‘DUDEORBATCH AP Accrual 461 Sep 2010 2011 843200 2000303 20000 61000 2011 11033 52.88
2011-01-11) 2011-01-11

APDDEQBQHUU:DU:UU.UDU 36ACTUALS APUU:UD:UU‘DUDEORBATCH AP Accrual (Dinterest (318200) Jan 2011 2011 513200 3000900 12270 42100 2011UNSPECIFIED 122,07
Top 50 Reading Skills

2010-10-07 2010-10-07,
APUUESQ?SZDD:DD:DD.DDD 383ACTUALS APDD:DD:DD‘DDDEORBATCH AP Accrual for GED
2010-03-15 2010-0%-15
00:00:00.000 27TACTUALS APUU \00:00. DUDEORBATCH AP Accrual Supplies for HEP/CAMP,  Sep 2010 2011 843200 2000304 20000 61000 2011 032

2010-09-07 2010-09-07, am »
00:00:00.000 260ACTUALS APUU 00100, DEIDEORBATCH AP Accrual  Subscription renewal  Sep 2010 2011 843200 2000303 20000 61000 2011

APO0558003

APOD571146 BORBATCH AP Accrual Freigh| Oct 2010 2011 843200 2000303/ 20000 61000 2011 11033  47.14

Oct 2010 2011 843200 2000304 20000 51000 2011 032 148.8
APO0551441

AP00558003
<

Data returned when performing a Voucher Drrill:
© https:f/frweb. usg.eduf?topWindow=parent. parentf uiConfi 20FRAMEBORDERG&book={3BEEOD34-BA26-4219 - Windows Internet Explorer

“LIDrill to Detail
Details for Equipment - Capital Outlay, Actual, 2011 - 2011, 57000 - Abraham Baldwin Agri College

o o B0l pepril vouch Vot et [sorill Voucher  [$Class]. [$Fund]. [$Account]. [$Account].  [$Program]. [S5udoet

oucher - . oucher oucher - er oucher ass] N n 0 ogram .
Lines]. &mg‘;ﬁ"ﬂ Lines]. Lines]_‘ z:'::]w Lines]. [Vendar [SDrill ;:';gi‘ﬂ Lines]. 5] IE'P";EYS‘_]"EM Lines]. [Payment [Source [Source [Source [Unique [Source ?ES fE:::E] [[Smer:g:]"ﬂ [[Swfc]:c)gy]
I[:imdﬂer D[l::soe Vendor td] Mame] [Desar e ) Applied Infa] Key] Key] Key] Description] Key] Key]

Chk#167379 815200 -

Sept (1) 4.1300000400798 -4 1RDate:! 09/\371'1010 21000 12270 818200 ease/Purchase: 3000300 UNSPECIFIED
Interest (57000)
5 843200 - Library

Freigh  47.1400000400860 -47.140Date: lDlejZDlD 20000 843200 Collections 2000303 11033
Amts570.94 (57000}
Chk#167718 843200 - Library

461  52.880 -52.880Date:09/22/2010 20000 843200 Collections 2000303 11033
Amt$5346.32 (57000}
2011-01-03 Western Chk#170311 818200 -

04012580 ?SIEZBDD -00:00. DDDUUUUWU33@ Finance & (Dinterest (818200) 122.0700000400982 -122.070Date:01/11/2011 12270 813200Lease/Purchase: 3000900 UNSPECIFIED
Lease Inc Amts884.79 Interest {57000)

; . : Chi= 168523 843200 - Library
04010508 57178798001,y i 0% B 005278 ., MGl Top SOReadng Sl 4 200000400858 ~148.800Date: 10/07/2010 20000 843200 Collections 2000304 032

4 £

2010-08-25, John Deere

04009612 119667300 0000, gan 00000056 14 Crodit

2010-10-01 Channing Bete.
100:00:00,000 2000006383 =g e,

04010702 52187316,
2010-09-07 ABAC

[ 95100:00:00,0007%%%%950%0  pokstore
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You can only “Drill to Detail” on stored transactional data....drill to detail cannot be
performed on calculated measures such as Remaining Balance or Budget Utilized

The records selected are based on the transactional data in the report view, not measure
(calculated) values.

The Actions available will vary depending on data type (Budget, Open Encum, Actual)

“Drill to Detail” is not the same as “Drill Down To”. “Drill to Detail” will always provide
transactional data that supports the report data. “Drill Down To” will always provide the
user the ability to view the data from a different perspective (ex. Show travel (6xxxxx)
encumbrance data by associated Fund Codes)

B! Contents Navigation Data Layout View Sort Filter v

T Libraries » ABAC Report Catalog »Budget to Actuals » + * Budget to Actuals - Expenditures By Acct &

&) Navigation Y| Department: | All Departments (57000) V‘ Calendar Budget: [FY 2010 Budget 7/1/09-6/30/10 V‘
How do .. & _ Budget | OpenEncumb| Actual | Remaining Budget | % Budget Utilized |
* Get started (run a query)? EXPENSES - TOTAL EXPENSES 39,901,005 132,527 | 19,503,542 20,264,935.71 48.88%
 Set a3 navigation mode? [$PERSONAL SERVICES (No Descript | 18.429.858 (121,124) | 8.581,315 9.969.667.39 46.56%
o Drill down to 3 specific member? [+Travel 451,246 143.019 308.227.40 31.69% |
S SEQUPIENTCAR OUTLAY (o Deser | Stsget - 42528 ' fo 1%

3] 2 o Descr
o More help... Grand Total 141 2] Drill To Detail
7 Analyze in Decomposition Tree

253,651 | A

[ Analyze in Decomposttion Tree| |

[ orill To Detai |

Navigation mode:
*4 Dril Down mode

*+_ Expand mode

Properties
| [none]

Actions

Drill Encumbrance Liguidation |

Drill Purchase Orders

Drill Voucher Lines |

v) Note: The drop-down box feature ...

Question: “Each time | select a number a drop-down box appears. When should | use this
feature?”

Answer: “Never”. Always select the appropriate link in the “Actions” area (on the left side)
for drill-down information.

“Drill Journal Entry Lines” gives all the detail that makes up the Actual number, including P-Card
entries, payroll journals, etc. “Drill Voucher Lines” only gives the detail for transactions that were
paid by using a Voucher in the AP system.
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5) Export to Excel

All drill actions allow you to export the data to Excel. To export the data to excel, select the link at
the top right of the screen (example below). The user will be prompted to either Open the file, Save
the file, or Cancel the request. If the user selects open, the first time they may be prompted to
confirm the file is from a trusted source. If they select ‘yes’ then the file will open in an Excel format.

*£1Drill to Detail

Details for Equipment - Capital Outlay, Actual, 2011 - 2011, 57000 - Abraham Baldwin Agri College

e o oot S oo w [$Oril Voucher  [$Class], [$Fun]. [$Account]. [SAccount].  [sProgran], [SEudaet .

Lines]. &mgﬁames} Lines]. Lines], [Vendor mv:“ﬁau"es]' o ’ [Source [Source [Source  [Unique [Source ?:E::*]'[mgafﬂ‘[ggﬁ-]

I[:]"“d‘e’ g";‘i‘m B ] Key]l  Key]  Keyl Description]  Key] kel v V]
3

Voucher

Lines]. Mame]

[vendor Id] Amount]
Chk#167379 818200 -

4.1300000400798 -4.130Date:09/07/2010 42100 12270 818200| ease/Purchase: 27100 3000900 UNSPECIFIED
Amts538.52 Interest (S7000)
Chk=168748 843200 - Library

0., Inc. Freigh  47.1400000400860 -47.140Date:10/12/2010 61000 20000 843200 Collections 11300 2000303 11033
DL AmtE570.94 (57000}
2010-09-07 ABAC Chk#167718 843200 - Library

04010144 %IDD'DD‘DD DDDUUUUUUEUQU Bookstore 41 52,880 -52,8800ate:09/22/2010 61000/ 20000 843200 Collections 11300 2000303 11033
R Amt$5346.52 {57000)
Western Chk#170311 818200 -

10000400338 Finance & (Dinterest (318200)  122.0700000400982 -122.070Date:01/11/2011 421000 12270 818200| ease Purchase: 27100 3000900 UNSPECIFIED
Lease Inc AmtE884.79 Interest (57000)

; N Chk#168523 843200 - Library
04010508 57178798001, 20 0% 000005278, MCCTEH Top SOReadnaSiils 4y 000000400858 -148.800Dater10/07/2010 61000 20000 843200 Collections 11300 2000304 032

< >

2010-08-28 ) nce g John Deere

04009812 “9667300:00100‘000 Credit Sept (T)

04010702 52137315 2010-10-01] Chanrgng Bete

100:00:00,000 2000005353

2011-01-03

04012580 75152300:00:00,000

File Download - Security Warning

Do you want to open or save this file?

j Mame: PDialogDrill ToDetail_ContentFrame. xls
[H] Type: Microsoft Office Excel 97-2003 Warksheet
Fram: Ffrweb,usg.edu

Open ] [ Save ] | Cancel

potentially harm your computer. [F you do not tust the source, do not

léj While files fram the Intermet can be uzeful, thiz file tipe can
"
= open or zave thiz zoftware. What's the rigk?

M Microsoft Offi

The File you are trying to open, ‘PhialogDrill TaDetail_ContentFrame.xls', is in a different Format than specified by the file extension, Verify that the file is not corrupted and is From a trusted source before opening the file, Do you want
to open the file now?

Once the data is in excel, the user can sort, filter and format the data any way they prefer.
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\,‘<’»\/\"<$ Note: In the example below, note column C displays the journal date as 00:00.0. To
correct this issue, highlight the column and then right-click and select format cells.
UR® Then select ‘Date’ and then ‘OK’ and then the cells are displayed in the date format.

Wd

Do)\ 9 - ¢ g2 ) Microsoft Excel

b —
| Home | Insert Page Layout Formulas Data Review View

e ) ] || S - -
j * Calibri =t General 2 % g Ejalasett 2 ? Eﬁ
- 53 . § 3% Delete ~ E o
Paste B 7 U~ $ - o o ||%08 ;08 Conditional Format Cell e Sort & Find &
- 7 | u - L |8 (|8 4] Formatting ~ s Table = Styles~ || [od Format = || (2~ Filter~ Select~

Clipboard ™= Font Alignment Mumber (F Styles Cells Editing

& pDialogDrillToDetail_ContentFrame [Read-Only]

A B C_alibri E F
Record [SDrill Budget].[Journal Id] | [$Drill Budge Fon gl muTinas) al Line] [SDrill Budget].[Ledger] [$Drill Budget].[Line Descript
1 B201100204 :00. 24 ORG_BD Original from Budget Module
2 B201100100 & t 00:00.0 6 APPROP_BD Original from Budget Module
3 B201100191 3| C 00:00.0 10 ORG_BD Original from Budget Module
4 B201100098 & | P 00:00.0 8 APPROP_BD Original from Budget Module
5 B201100118 Paste S5:8210) 2 APPROP_BD Original from Budget Module
6 B201100119 Insertl_ 0 2 APPROP_BD Original from Budget Module
7 B201100032 - 00:00.0 8 APPROP_BD Original from Budget Module
8 Delete, . 00.0 4 APPROP_BD Equip Purch/Capital Outlay
9 B201100203 Clear ContenH 15 ORG_BD Original from Budget Module
10 B201100095 4 EormabGaiis.o 8 APPROP_BD Original from Budget Module
11 538283 ColumpOWidthy.. 40 APPROP_BD Equip Purch/Capital Outlay
12 B201100099 Hide 00:00.0 5 APPROP_BD Original from Budget Module
13 583699 Unhide0:00.0 1 PROJ_GR_BD Special Purchases
14 B201100003 00000 3 APPROP_BD Original from Budget Module
15 545598 00:00.0 1 PROJ_GR_BD Special Purchases
16 B201100054 00:00.0 4 APPROP_BD Original from Budget Module
17 B201100001 00:00.0 7 APPROP_BD Original from Budget Module
18 00:00.0 2 APPROP_BD Equip Purch/Capital Qutlay
15 B201100032 00:00.0 7 APPROP_BD Original from Budget Module
20 B201100212 00:00.0 9 ORG_BD Original from Budget Module
21 B201100001 00:00.0 4 APPROP_BD Original from Budget Module
22 B201100266 00:00.0 52 ORG_BD Original from Budget Module
23 B201100184 00:00.0 4 APPROP_BD Original from Budget Module
24 00:00.0 1 APPROP_BD Equip Purch/Capital Qutlay

Average: 40377.27778  Count: 73 Sum: 2907164 | EH\ (]|
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Format Cells

Murnber |.ﬁ.lignment || Font || Border || Fill || Protection

Cakegory:
zeneral Sample

Mumber )
Drill Budget].[Journal Dat
Currency [$Drill Budget].[Journal Date]

Fl.u:u:u:uuntini

Tirmne
Percentage
Fraction
Srientific
Texk
Special
Cuskom

*3114/2001
*wWednesday, March 14, 2001

14-Mar-01
Locale (location):
English {U.3.)

Dake formats display date and time serial numbers as date walues, Date formats that
beqin with an asterisk (*) respond ko changes in regional dake and time settings that are
specified For the operating system, Formats withouk an asterisk are not affected by
operating syskem settings,

Ok, l [ Cancel
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Microsoft Excel

(On) 92~ )=
]

~ Home Insert Page Layout Formulas Data Review View
iy i Tl
= ::I Calibri = |[§] Date - ijﬁ‘ ﬁ _%

7 ' || &3~ 8 - % »||%8 5%||| Conditional Format Cel

Clipboard ™ Alignment (F] Mumber (F Styles

Paste

Formatting = as Table ~ Styles -

?‘Delete' ;: % [ﬁ

Sort & Find &

[ Format = | 2 Fiter~ Select~

Editing

& pDialogDrillToDetail_ContentFrame [Read-Only]
A B (5 D E

1 B201100204 7/1/2010 24 ORG_BD
2 B201100100 7/1/2010 6 APPROP_BD
3 B201100191 7/1/2010 10 ORG_BD
4 B201100098 7/1/2010 8 APPROP_BD
5 B201100118 7/1/2010 2 APPROP_BD
6 B201100119 7/1/2010 2 APPROP_BD
7 B201100032 7/1/2010 8 APPROP_BD
8 7/1/2010 4 APPROP_BD
9 B201100203 7/1/2010 15 ORG_BD
10 B201100095 7/1/2010 8 APPROP_BD
11 538283 7/1/2010 40 APPROP_BD
12 B201100099 7/1/2010 5 APPROP_BD
13 583699 11/1/2010 1 PROJ_GR_BD
14 B201100003 7/1/2010 3 APPROP_BD
15 545598 7/1/2010 1 PROJ_GR_BD
16 B201100054 7/1/2010 4 APPROP_BD
17 B201100001 7/1/2010 7 APPROP_BD
18 1/18/2011 2 APPROP_BD
19 B201100032 7/1/2010| 7 APPROP_BD
20 B201100212 7/1/2010 9 ORG_BD
21 B201100001 7/1/2010| 4 APPROP_BD
22 B201100266 7/1/2010 52 ORG_BD
23 B201100184 7/1/2010| 4 APPROP_BD
24 9/1/2010| 1 APPROP_BD

Record [5Drill Budget].[Journal Id] | [5Drill Budget].[Journal Date] | [5Drill Budget].[Journal Line]  [SDrill Budget].[Ledger]

F
[5Drill Budget].[Line Descript
Original from Budget Module
Original from Budget Module
Original from Budget Module
Original from Budget Module
Original from Budget Module
Original from Budget Module
Original from Budget Module
Equip Purch/Capital Qutlay
Original from Budget Module
Original from Budget Module
Equip Purch/Capital Qutlay
Original from Budget Module
Special Purchases
Original from Budget Module
Special Purchases
Original from Budget Module
Original from Budget Module
Equip Purch/Capital Qutlay
Original from Budget Module
Original from Budget Module
Original from Budget Module
Original from Budget Module
Original from Budget Module
Equip Purch/Capital Qutlay

Average: 7/18/2010  Count: 73 Sum: 7/17/9859 | =11 0]

Note:

i) Currently, the “Export to Excel” feature only loads the first 1000 rows of data. If the
retuned data is more than 1000 rows, select to “get all rows” of the data in the drill-down,

then perform the following steps:

o
W/V{% (1) Select All (Ctrl + A)

Ap° (2) Copy (Control + C)
(3) and then open Excel and paste (Ctrl + V).

You can only “Drill to Detail” on stored transactional data...“Drill to Detail” cannot be

performed on calculated measures such as Remaining Balance or Budget Utilized
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iii) The records selected are based on the transactional data in the report view, not measure
(calculated) values.

iv) The Actions available will vary depending on data type (Budget, Open Encumb etc.)
v) “Drill to Detail” is not the same as “Drill Down To” (See page 28, item ‘iv’ in the Note).

H#| Contents Navigation Data Layout View Sort Filter v

7 Libraries » ABAC Report Catalog »Budget to Actuals » 4 * Budget to Actuals - Expenditures By Acct @

&, Navigation vVl Department: [All Departments (57000) V’Calendar Budget: [FY 2010 Budget 7/1/09-6/30/10 V‘

How do .. Budget Open Encumb | Actual Remaining Budget | % Budget Utilized
* Get started (run 2 querv)? [PPersonal Senvices 18,429,858 (121,124) | 7,980,242 10.570,740.80 43.30% |
e Set 3 navigation mode? [+Travel 451,246 139.372 311.874.58 30.89%
® Dril down to 3 specific member? [+/Operating Expenses 20.976.800 226,123 | 10,369,281 10.381.395.51 49.43%
o SNe T baasd REquif Operating E 8.500 | 326,581 268.592.48 54 25%

+
# Morgheh... E"l'(r;e:r; L Dall Dows 113,499 | 18,817,476 21,532,603;33 46.50%
[*] Drill Up
¥ Expand
= Show Only
I!E Drill Downl |1'I Show Onhrl X Hide

Selected:
Operating Expenses

[Boiup ][ Hde ]

[+] Expand

|Dr|l| Down to...

Navigation mode:
*4 Dril Down mode

*_ Expand mode

Account:  EXPENSES - TOTAL
EXPENSES v
; [

‘T Libraries » ABAC Report Catalog »Budaget to Actuals » + * Budget to Actuals - Expenditures By Acct &

&

&) Navigation ¥8| Department: [AII Departments (57000) VI Calendar Budget: [FY 2010 Budget 7/1/09-6/30/10 V]

How doI... [l Budget Open Encumb | Actual Remaining Budget | % Budget Utilized
® Get started (run 3 query)? [LEXPENSES - TOTAL EXPENSES 39,901,005 132,527 | 19,503,542 20,264,935.71 48.88%
e Set 3 navigation mode? [HPERSONAL SERVICES (No Descript | 18.429.858 (121,124) | 8.581.315 9.969.667.39 46.56%
 Dril down to 3 specific member? [+Travel 451,246 143.019 308.227.40 31.69%
S e | HIOPERATING EXPENSES (No Descrip | 21,019,900 T .92 51.28%
& More ek [$EQUIPMENT-CAP OUTLAY (No Descr 303,821 '_ . .98 108.17%
S Grand Total 40,204,826 141 *%] Drill To Detail b.73 49.33%
253,651 | & = Analyze in Decomposition Tree

[ Analyze in Decomposttion Tree|

[ orill To Detai |

Navigation mode:
*4 Dril Down mode

*_ Expand mode

Properties

[ none ]

Actions
Drill Encumbrance Liquidation ‘

Drill Purchase Orders
| Dril Voucher Lines

vi) Note: The drop-down box feature ...
Question: “Each time | select a number a drop-down box appears. When should | use this

e
(;\V”d feature?”

Ap° Answer: “Never”. Always select the appropriate link in the “Actions” area (on the left side)
for drill-down information.

vii) “Drill Journal Entry Lines” gives all the detail that makes up the Actual number, including
P-Card entries, payroll journals, etc. “Drill Voucher Lines” only gives the detail for
transactions that were paid by using a Voucher in the AP system.
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6) Enhanced Drill Capabilities — Reporting Services

Enhanced Drill Capabilities

* Base Drill Actions Enhanced Drill Actions

Drill Drill
Journal Voucher
Entry Lines Lines

Journal
Data

Sub-Ledger Data
AP Vouchers,
PERS_SERV_BOR

-

Compared to the standard reports in the ProClarity application, the Reporting Services Tool provides
a Budget Progress Report that more closely resembles the one in PeopleSoft. In ProClarity, there are
restrictions that will not allow reports to run that provide All Accounts, All Departments, All Funds, All
Classes, etc., side by side in a row. The Reporting Services tool is ideal for displaying data in that
format. Possibly the biggest benefit of Enhanced Drills is that you can drill multiple times on some
data as you will see in the examples covered in this training guide.
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Enhanced drills

The examples below are taken using ABAC (57000) data but feel free to follow along using your
business unit’s data here.

Run the “Budget to Actuals — Expenditures by Account Report.” Select the (+) next to the Travel
category to expand the row. Select amount $269,473 and to the left side under the “Actions” section
the user sees two options — 1) Drill Budget and 2) Drill Enhanced Budget.

Note — Any time you see the word Enhanced in iStrategy it is referring to a Reporting Services Tool
drill action.

= ProClarity - Windows Internet Explorer

6::; - |g, https:,f,ffrweb.usg.edu,l’pas,l’en,l’src,l’proclarity.asp?uiC0nFig=&b00k={SBEEDD34-8A26-4219-9166-DFE9D324595F}&DEV| % *9|| X% |AskSearch

File Edit Wiew Favorites Tools  Help

52? by [g. Proclarity l_l @ - B EQA T gEage = ﬁ Q} Tools - ”

Bl Contents Navigation Data Layout View ProClarity anziics server

[t ‘+ * Budget to Actuals - Expenditures By Acct »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for 2011 - 2011, 57000 - Abraham Baldwin Agri College & ’f = El L] @

%) Nay'gat'n)“ b | ([ T———— [T P r—— PO T PR Y 2N11 3111wk | Brimnes e | 57000 Ahrmham Dalduin r||ri Fallan
- £ >
How doI.. Budget Open Encumb | Actual Remaining Budget | Budget Utilized
* Get started (run 3 query)? [+Personal Senices 19,347,051 7,165,515 | 10,863,392 1,318,145 9319%
e Set 3 navigation mode? [=ITravel e 163,190 162,424 51.71%
» Dril down to a specific member? [+Travel - Budgetary Account 269473 269,473
» Save age? [+Mravel-Employee - Non-Mileage X 87,349 (51.480) 243.52%
[*Travel - Employee Mileage 36,000 (36.000)
[+Travel-Non-Emp-Non-Mileage 10,272 36,359 (26,087) 353.97%
Selected: [*Travel-Non-Emp - Mileage 3.483 (3.483)
260,473 [*Travel Allocations 0 0

: [+IOperating Expenses 22,156,365 561,098 | 17,521,060 4.074.207

“ Analyze in Decomposition Tree| [+Equipment - Capital Outlay 261.729 51.514 140,729 39.485
Grand Total 42,080,759 7,808,127 | 28,688,371 5,584,261

* More help...

[ oril To Detail |

Navigation mode:
*4 Dril Down mode

*+_ Expand mode

Properties

[ none ]

Actions

Drill Budget

Drill Enhanced Budget 1—

W Trusted sites F100% T

Select the drill action “Drill Enhanced Budget.” The user is prompted to login again.
(Note — This is temporary as currently the ProClarity application and the
Reporting Services Tool are on two separate servers. In the near future, these
applications will be on the same server and users will not have to enter ID’s
and passwords multiple times).

Enter ID and password (Ex. Bi\jdoe, password). Once the password is entered the user will be
directed to the Enhanced Drill for Budget.
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& Report Viewer - Windows Internet Explorer

———

LS A3 A |g, https: fifrweb,usg . edufReportServer/Pages/Reportyiewsr , aspx? % 2fiPSFM+Reports % 2FDrill+ Reports %2 Drill+Budg V| % *9|| X% |Ask Search

File Edit Wiew Favorites Tools  Help

oy [@Report\-‘iewer l_l @ - B @ - [bpage - & -@Tgols .

Account: |Trave| - Budgetary Account V| Fund: |A|| Funds (Share) V| \iew Report

Department: |N0 Filter on Department v|

of2? b b [100% v | |Find [ Next | select a format v|Export  [H &

«5°F TME g, Budget Detail

A Busi Unit: (Abrat Baldwin Agri Account: (Travel - Budgetary Account) (All Funds (Share))

College)

Program:  (All Programs (Share)) Budget Reference: (2011 - 2011) :  (All Classes (Share] —

Show Accounting Information

Logged in as: BhsupportS70

Line Description *  Budget : Unpost Seq * Ledger 2
B201100042 7172010 Original from Budget Module 50.00 APPROP_ED
B201100016 TH/2010 Original from Budget Module 20.00 APPROP_ED
B201100016 7M/2010 Original from Budget Module 218,000.00 APPROP_ED
B201100026 TH/2010 Original from Budget Module 20.00 APPROP_ED
B201100246 TH2010 Original from Budget Module £1,000.00 APPROP_ED
B201100021 TH/2010 Original from Budget Module 20.00 APPROP_ED
B201100002 THI2010 Original from Budget Module 23,000.00 APPROP_ED
0000543554 712912010 Operating Supplies & Expenses 2500.00 APPROP_ED

BZ201100011 THIZ010 Original from Budget Module 52,000.00 APPROP_BD
I11T¥

r‘-f Trusted sites
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There are several key features to Note:

1) Drop-down slicers at the top of the report. Users can now run the report for all Funds or
select Fund Code 10500 and just get the information for that Fund. The same goes for the
Account and Department slicers.

eport Viewer - Windows Internet Explorer

—,
LS AT M |g, https: fifrweb,usg . edufReportServer/Pages/Reportyiewsr , aspx? % 2fiPSFM+Reports % 2FDrill+ Reports %2 Drill+Budg V| % | *9|| % |Ask Search

File Edit Wiew Favorites Tools  Help

w o [@Report Wiewer l_l a-8 o - [ihPage - G G Took -

Account: | Travel - Budgetary Account | All Funds (Share)

All Funds (Share)
Department: |N0 Filter on Department v| 10000 - State Appropriations

- 10600 - Other General
of 27 b Pk |100°-"u V| | |F|nd | NE10900 - State Approp-Federal Stimulus
11021 - OOA-GTRI

. 11023 - O0A-CtrforAsstTech&EnvironAcce
<5 OF THE 04{ Budget Deta]11024 - OOA-Adv Technology Dev Center
11026 - State Data Research Center

7
& e ;
é_‘? B> 11027 - O0A-Agricultural Research
“ ) B Unit-  (Abral 11240 - OOA-Stdnt Ed Enrichment Fund: (Al Funds (Share))
—————

College) 11300 - OOA- Experiment _Stations_

s 11310 - OOA-Coop Extension Service
11320 - OOA-Forestry Research
Program: (All Programs 11325 - O0A-Forestry Cooperative Exten
11330 - OOA-Marine Extension Service
11340 - OOA-Marine Institute-UGA
11350 - OOA-Minority Business Entrpr
11360 - OOA-Vet Med Ag Research
Logged in as: BheupportS70 11370 - O0A-Vet Med Teaching Hospital
11380 - O0A-Vet Med Experiment Station
11390 - OOA-Athens/Tifton Vet Labs
Journal Id % Journal Tournal Lj 11810 - Skidaway Institute Ledger 3

Date Line 11920 - University System Of'ﬂ_c:e
11921 - USO-State Approp Delivery
B201100042 72010 Origing 11922 - USO-Health Insurance Reporting APPROP_BD
11930 - USO-GA Public Library Services
B201100015 THMI2010 Origing 11540 - USO-GPLS-Library Systems APPROP_BD
. |12000 - Auxiliary Enterprizses
B201100015 THMI2010 Qriging 1221 - Auxiliary Housing w

BZ01100026 THIZ010 Original from Budget Module 50.00 APPROP_BD

{All Classes (Share)

Show Accounting Inform

Of gpore\™

APPROP_BD

B201100246 7112010 Original fram Budget Module 51,000.00 APPROP_BD
8201100021 7112010 Original fram Budget Module 50.00 APPROP_BD
201100002 7112010 Original fram Budget Module 53,000.00 APPROP_BD
0000543554 712912010 Operating Supplies & Expenses 5500.00 APPROP_BD

BZ201100011 THIZ010 Original from Budget Module 52,000.00 APPROP_BD b
>

W Trusted sites F100% T
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2) Options to hide or show accounting information are available by clicking on the checkbox with
the (+) or (-) signs next to the “Show Accounting Information” in the heading.

eport Viewer - Windows Internet Explorer

@;.‘ - |g, https: {{frweb.usg.edufReportServer fPages/Reportviewer  aspx? %2 iPSFMH+-Reports 2L 2fDril+-Reports % 2FDril+Budg V| % *9|| X% |AskSearch

File Edit Wiew Favorites Tools  Help

oy [@Report\-‘iewer l_l @ - B @ - [bpage - & -:@Tgols .

Account: |Trave| - Budgetary Account V| Fund: |A|| Funds (Share) V|

Department: |N0 Filter on Department v|

14 4 [t Jof2z b bl [100% v | |Find | Next | select a format v|Export [H &
OF THE :
&% Ty, Budget Detail

/\/b
. Busi Unit:  (Abral Baldwin Agri Account:  (Travel - Budgetary Account) (All Funds (Shara)
—————

College)

Program:  (All Programs (Share)) Budget Reference: (2011 - 2011) (All Classes (Shar

G Show Accounting Infmmti;

Logged in as: BhsupportS70

Of georG\™

Business Unit ; Account ; Department : Fund + ClassField ; Project Id © Budget Period -
Id Code Reference

800000 1004113 11000 UNSPECIFIED F¥ 2011 Budge

THM0-8/301

600000 1001134 11000 UNSPECIFIED FY 2011 Budge
THM0-8/301

600000 1001134 11000 UNSPECIFIED FY 2011 Budge
THM0-8/301

600000 1001158 11000 UNSPECIFIED FY 2011 Budge
THM0-8/301

600000 1037000 11000 UNSPECIFIED FY 2011 Budge
THM0-8/301

500000 1001146 11000 UNSPECFED  FY 2011 Budge
TMM0-63001

b
£ L3
o Trusted sites F100% v

4| Done
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3) Search/find functionality. If the user types the word “Offset” in the box next to the “Find”
section, the reporting tool will search to find the closest line that contains the word “Offset”.
Also the “Next” button will show the next line where the word “Offset” is displayed. This can
be really useful to find a certain Journal ID or Purchase Order.

> Report Viewer, - Windows Internet Explorer

mr - |§, https: f{frweb.usg. edufReportServer fPages/Reportiiswer . aspx? Yo 2fiPSFM+-Reportseo 2 Dril+-Reports % 2fDril+Budg Y| % || X |P.sk Search | Polhe

File Edit Wiew Favorites Tools  Help

w5 o [@Report Viewer l_l @ - B @ - Brpese - 6 @ Tooks ~

Account: |Trave| - Budgetary Account V| Fund: |A|| Funds (Share) V| \iew Report

Department: |N0 Filter on Department v|
ee———

>
of6? P Pl | 100% v@et | Find | Mext | Select a format + | Export [# = o

+ Program Code © Budget : ClassField * Project Id * Budget Period : Fiscal Year * Accounting Period * Journal Id * Jowm ™
Reference Dati

1001300 10000 11100 11000 UNSPECIFIED Fyv 2011 Budget 2011 1 B201100022
THMM0-6130M1

0104100 10000 11100 11000 UNSPECIFIED Fyv 2011 Budget 2011 OffSel]
THMM0-6130M1

1048220 10600 11100 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100185
THMM0-6130M1

35800000 10500 15500 11000 UNSPECIFIED Fv" 2011 Budget 2011 B201100148
THMM0-6130M1

5502101 10000 15300 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100195
THMM0-6130M1

3000109 10000 14500 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100120
THMM0-6130M1

1048223 10600 14500 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100183
THMM0-6130M1

1048212 10000 14600 11000 UNSPECIFIED FY 2011 Budget 2011 B201100183
THMM0-6130M1

3200200 10000 14700 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100138
THAO-830011

1091800 10500 17300 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100295
THMM0-6130M1

1045212 10500 14500 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100183
THMM0-6130M1

1032030 10500 13100 11000 UNSPECIFIED Fyv 2011 Budget 2011 6201100148
THMM0-6130M1

3705100 10000 14100 11000 UNSPECIFIED FY 2011 Budaet 2011 B201100126

.| Done, but with errars on page. o/ Trusted sites £, 100%
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4) Export functionality — You can export to multiple formats including PDF, Excel and Word.
Select the desired format from the drop-down menu and Click on “Export.”

port Viewer - Windows Internet Explorer

@‘:—:r - |g, https: fifrweb,usg . edufReportServer/Pages/Reportyiewsr , aspx? % 2fiPSFM+Reports % 2FDrill+ Reports %2 Drill+Budg V| % *9|| X% |AskSearch

File Edit Wiew Favorites Tools  Help

oy [@Report\-‘iewer l_l @ - B @ - [bpage - & -:@-Tgols .

Account: |Trave| - Budgetary Account V| Fund: | All Funds (Share) V|

Department: |N0 Filter on Department v|

P

of67 b bl [100% v| [offset |Find | Next | Select a format Export ) S 2

Select a format ~———— = =

+ Program Code © Budget + Class Field ; Pr XML file with report data Fiscal Year : Accounting Period : Journal Id : Jow ™
Reference C3V (comma delimited) Dat

Acrobat (PDF) file
MHTML (web archive 2011 B201100022

1001300 10000 11100 11000

0104100 10000 11100 11000 i 2011
Export Formats

1046220 10600 11100 11000 UNSPECIFIED F¥ 2011 Budget 201 B201100185
TIM0-6/30011

3600000 10500 15500 11000 UNSPECIFIED FY 2011 Budget 201 B201100148
TNN0-630011

5602101 10000 15300 11000 UNSPECIFIED FY 2011 Budget 201 B201100196
THM0-8/30M1

3000109 10000 14600 11000 UNSPECIFIED FY 2011 Budget 201 B201100120
THM0-8/30M1

1048223 10600 14600 11000 UNSPECIFIED FY 2011 Budget 201 B201100183
THM0-8/30M1

1046212 10000 14600 11000 UNSPECIFIED FY 2011 Budget 201 B201100183
THM0-8/30M1

3200200 10000 14700 11000 UNSPECIFIED FY 2011 Budget 201 B201100138
THM0-8/30M1

1081800 10500 17300 11000 UNSPECIFIED F¥ 2011 Budget 2011 B201100258
TIM0-6/30011

1046212 10500 14600 11000 UNSPECIFIED FY 2011 Budget 201 B201100183
THM0-8/30M1

1032030 10500 13100 11000 UNSPECIFIED FY 2011 Budget 201 B201100148
THM0-8/30M1

3705100 10000 14100 11000 UNSPECIFIED FY 2011 Budaet 2011 B201100126

1| Dane, but with errors on page. < Trusted sites #, 100%
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5) Print functionality

port Viewer - Windows Internet Explorer

@‘:—:r - |g, https: fifrweb,usg . edufReportServer/Pages/Reportyiewsr , aspx? % 2fiPSFM+Reports % 2FDrill+ Reports %2 Drill+Budg V| % *9|| X% |Ask Search | P

File Edit Wiew Favorites Tools  Help

w [@Report\u‘iewer l_l fo - B - & v [rpage - G O Tooks -

Account: |Trave| - Budgetary Account V| Fund: |A|| Funds (Share) V| iew Report

Department: |N0 Filter on Department v|

of62 b bl [100% v| |offset |Find | Next | Select a format || Export \_(

+ Program Code ; Budget 7 ClassField ; Project Id ; Budget Period ; Fiscal Year ; 3
Reference

1001300 10000 11100 201 11000 UNSPECIFIED FY 2011 Budget 201
THN0-83011

0104100 10000 11100 201 11000 UNSPECIFIED FY 2011 Budget 201
THM0-8/30M1

1046220 10600 11100 201 11000 UNSPECIFIED FY 2011 Budget 201 B201100185
THM0-8/30M1

3600000 10500 15500 201 11000 UNSPECIFIED FY 2011 Budget 201 B201100148
THM0-8/30M1

5602101 10000 15300 201 11000 UNSPECIFIED FY 2011 Budget 201 B201100196
THM0-8/30M1

3000109 10000 14600 201 11000 UNSPECIFIED FY 2011 Budget 201 B201100120
THM0-8/30M1

1048223 10800 14500 201 11000 UNSPECIFIED F¥ 2011 Budget 201 B201100183
THM0-8/30M1

1046212 10000 14600 201 11000 UNSPECIFIED FY 2011 Budget 201 B201100183
THM0-630011

3200200 10000 14700 201 11000 UNSPECIFIED FY 2011 Budget 201 B201100138
THM0-8/30M1

1081800 10500 17300 201 11000 UNSPECIFIED FY 2011 Budget 201 B20110025%6
THM0-8/30M1

1046212 10500 14800 201 11000 UNSPECIFIED Fv 2011 Budget 201 B201100183
THM0-8/30M1

1032030 10500 13100 201 11000 UNSPECIFIED FY 2011 Budget 201 B201100148
THM0-6/30011

3705100 10000 14100 2011 | 11000 UNSPECIFIED FY 2011 Budaet 2011 B201100126
1]

ReportViewer, aspx?%%2fiPSFM+Reports % 2fDril+Reports % 2fDril+Budget&CalendarFiscalkey=08Accountk ey=22 1 7882 alend: xf Trusted sites L 100%
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—Prinker
Marne: 11ps01ibpa150-5

Skatus; Ready

Tvpe: HP Universal Prinking PCL &
Where: DE300- 2nd Floor 2-075
Comment: Banner Area Printer

Properties... |

[~ Prink ta file

—Prinkt range

= al

" Pages Fram: I

—Copies

Murmber of copies: I 1 3:

Iﬂl Iﬂl ¥ cCollate

Presiew. .. |

o]

42 |Page




Closing the Reporting Services Enhanced Drill window will direct the user back to the original
ProClarity report. Select an Open Encumbrance amount and then select the “Drill Enhanced
Encumbrance” option.

(= ProClarity - Windows Internet Explorer,

@;f - |g, https:,f,ffrweb.usg.edu,l’pas,l’en,l’src,l’proclarity.asp?uiC0nFig=&b00k={SBEEDD34-8A26-4219-9166-DFE9D324595F}&DEV| % *9|| X% |AskSearch

&8l

File Edit Wiew Favorites Tools  Help

7} ﬁ'ﬁ [&Proclarity

fi - B e - |ibPage - @ (CF Took - »

B! Contents Mavigation

[ \ctuals » <> * Budget to Actuals

% Navigation
How do I...
® Get started (run a query)?
» Set 3 navigation mode?
o Drill down to 3 specific member?
* Save my page?
e More help...

Data Layout

senditur

View

Filter v

ProClarity Enalytics server

Sudget, Open Encumb, Actual, Remaining Budget, Budget Utilized for 2011 - 2011, 57000 - Abraham Baldwin Agri College &

Mnmocbmnnts | All Ranarkmanen

P T P S 011 911 4| Peim e 1. | E700AR

Alrmbarme Daldiin & ari Callma,s

| =

Budget

Cpen Encumb

Actual

Remaining Budget

Budget Utilized

[+Personal Senices

19.347.051

7.165.515

10.863.392

1.318.145

93.19%

[=Mravel

315.614

163,190

152.424

51.71%

Selected:
81,514

= Analyze in Decomposition Tree|

[*Travel - Budgetary Account

269.473

269,473

[*Travel-Employee - Non-Mileage

35,869

67,349

(51.480)

243.52%

[*Travel - Employee Mileage

36,000

(36.000)

[*Travel-Non-Emp-Non-Mileage

10.272

36.359

(26.087)

353.97%

[*Travel-Non-Emp - Mileage

3.483

(3.483)

[*Travel Allocations

0

[+IOperating Expenses

0
22,156,365

561.038

17.521.060

4,074,207

81.61%

[+Equipment - Capital Outlay

261.729

51.514

140,729

39.485

54.91%

Grand Total

42,080,759

7,808,127

28,688,371

5,584,261

86.73%

[*3] ol To Detal |

MNavigation mode:
*4 Dril Down mode

*+. Expand mode

Properties

Drill Encumbrance Liguidation
il Enhanced Encumbmngé
Drill Purchase Orders

Drill Voucher Lines

l.-f Trusted sites
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{= Report Viewer - Windows Internet Explorer,

LS A3 A |g, https:,f,ffrweb.usg.edu,l’ReportServer,l’Pages,l’ReportViewer.aspx?°.-"02FiPSFM+Rep0rts°.-"02FDriII+Rep0rts°.-"02FDriII+Encu|V| % || X |AskSearch

File Edit Wiew Favorites Tools  Help

w [@Report Viewer l_l @ - B E@ - [hpage - & Q} Taols - »

Account: | Equipment - Capital Outlay v| Fund: |A|| Funds (Share) V| \iew Report

Department: |N0 Filter on Department v|

4 4 [t Jof2z b bl [100% v | |Find [ Next | select a format v|Export  [H &

Encumbrance Detail

PO Business Unit:  (Abraham Baldwin Agri Account: (Equipment - Capital Outlay) Department: ()
College)

Budget Reference: (2011 - 2011) Program:  (All Programs (Share)) Class: (All Classes (Share

Show Accounting Information

Logged in as: BhsupportS70

PO
POId -~ Line PO Description ~ Vendor Id ~ Vend
ooon4do0sz2 Lease on Groundsmaster- ends 3/2013; Lease to own at 0000400338 Western Financ
end of leaze-51.00- Sept Payment (p) 818100

0000400822 Sept- (I} 0000400338 Western Financ

0000400831 Lease on (2} Utiity Carts-#125250000-50 month lease- 0000400361 PNC Equipment
Sept payment (p)

0000400831 Sept (1) 0000400351 PNC Equipment
ooo0400858 Language Arts Writing Ezssay #978-0-739-35659-8 0000000025 Houghton Mifflic
ooo0400858 Language Arts Sentence Structure #378-0-735-35650-4 0000000025 Houghton Mifflic

ooo0400858 Language Arts Writing Mechanics #378-0-739-855861-1 0000000025 Houghton Mifflic

/" Trusted sites F100%

Note — The user now has the option to select the Purchase Orders that make up the encumbrance
amount and get more detail on them. For example, if the user selects PO ID 0000400822 they will be
directed to another screen within reporting services that provides all of the detail around that PO,
including line number, description, entered by, approved by, posted status, etc.
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eport Viewer, - Windows Internet Explorer,

@‘:—:r - |g, https:,f,ffrweb.usg.edu,l’ReportServer,l’Pages,l’ReportViewer.aspx?,l’iPSFM+Reports,l’DriII+Reports,l’Purchase+0rder+DeV| % *9|| X% |AskSearch

File Edit Wiew Favorites Tools  Help

B - B & - [rpage - @ ©FTodk -

7} ﬁ'ﬁ [@Report\n‘iewer l_l

4 4 I:I of1 B Pkl |1DD% V| | |Find | Next |Se|ec:t a format V| Export (3] =

«5°F ey, Purchase Order Details

Baldwin Agri College) Capital Outlay)

Budget Reference:
(Share))

‘1 4

0’“/\%‘

& . PO Business Unit:  (Abral A (Equi t Department: () Fund:
———

Show Accounting Information

(4] Program: (All Programs Class: {All Classes (Share)) Project ID: (4]

(All Fonds

- -
Op A
G
SEoR Logged in as: BhsupportS70

Purchaze Order 1 .
m Num Line Number ~ PO Line Description
1 Lease on Groundsmaster- ends 3/2013; Lease to own at end of

0000400822 1
lease-21.00- Sept Payment (p) 818100

b
L

s.-f Trusted sites

F100% <

Closing the Reporting Services Enhanced Drill window will direct the user back to the original
ProClarity report.
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Select an Actual amount and then select the “Drill Enhanced Journal.”

rity - Windows Internet Explorer,

@\‘; - |g, https: {{frweb.usg.edufpasfenfsrcfproclarity, aspruiConfig=&book={3BEEOD34-3A26-4219-91 66-0FE 903 24595F Haps V| % 2| x| |Ask Search ||P '|

File Edit YWiew Favorites Tools Help

7} ﬁ'ﬁ [g, ProClarity @ - E @ . @Eage i ﬁ @Tgols .

Bl Contents Navigation Data Layout View Filter v Pfoc’aﬁlyanaiwcs server

i

% ) Navigation 4 + | Budget Reference: | 2011 - 2011 | Business Unit: | 57000 - Abraham Baldwin Agri College

How do I... & 1l | =
» Get started (run a query)? Budget Open Encumb | Actual Remaining Budget | Budget Utilized
e Set 3 navigation mode? [=Personal Senices 19,347 051 7,165,515 | 10,863,392 1,318,145 93.19%
 Dril down to 3 specific member? [*IPersonal Sernices Budget 1,590,683 1,590,683
o Save my page? [+Personal Senices - Faculty 5,335,903 2,081,964 | 3,099,558 154,381 1%
[*IPersonal Senices-Non-Faculty 8.603.057 3577996 | 4759975 265,085 96.92%
* More hep... [*Personal Senices - Shared 0 (14.238) 14.238
[+Personal Senices - Benefits 3.817.409 1,505,654 | 2,811,384 (499.529) 113.09%
[+Personal Semvices - Other 0 297 438 (297.438)

[*IPersonal Senices - Allocated 0 0
[*IPersonal Svcs-Payroll Suspense 0 (90,725) 90,725
[=Mravel 315,614 163,190 152,424 51.71%
|§ Dril To Detail | [+[Travel - Budgetary Account 269,473 269,473
[*Travel-Employee - Non-Mileage 35,869 87,349 (51.480) 243.52%
Navigation mode: [*Travel - Employee Mileage 36,000 (36.000)
[+Travel-Non-Emp-Non-Mileage 10,272 36,359 (26,087) 353.97%
[*Travel-Non-Emp - Mileage 3,483 (3.483)

*+=- Expand mode [+[Travel Allocations 0 0

[*|Operating Expenses 22,156,365 561,098 | 17,521,060 4,074,207 81.61%
Properties [+Equipment - Capital Outlay 261,729 81,514 140,729 39.485 84.91%
Grand Total 42,080,759 7,808,127 | 28,688,371 5,584,261 86.73%

Selected:

297,438

= Analyze in Decomposition Tree|

t4 Dril Down mode

[ none ]

ril Enhanced Journg

Drill Journal Entry Lines
Drill Voucher Lines

n.-’ Trusted sites
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The user now has the option to do a second drill showing Payroll Information by clicking on the
“Payroll Details” link.

(= Report Viewer - Windows Internet Explorer

L SLZ M |@, https:fifrweb usg. edu/ReportServer [Pages/ReportViewer aspx? % 2fiPSFM4-Reports % 2fDril+-Reports % 2f Journal+-E V| QJ || X | | |-

File Edit Wiew Favorites Tools  Help

7:? ﬁ'ﬁ [@Report Viewer géa = Ijﬁage - ﬁ 3} Tools - »

Account: | Personal Services - Other Fund: |A|| Funds (Share) V| View Report

Department: |N0 Filter on Department

14 4 [t Jof2z b bl [100% |Find | Next | select a format v|Export [H &

Journal Entry Lines

Unit: brak Baldwin Apgri Account:  (Personal Services - Other) Department: ()
College)

Budget Reference: (2011 - 2011) Program:  (All Programs (Share)) Class:  (All Classes (Share)

Show Accounting Information

Logged in as : Bhsuppert570

Journal ID ;  Journal Date ;  Journal Line - Line Description ; Actual ; View Subledger Unpost
Seq

PO00548150 07/30/2010 236 5518072 Payroll Details ACTUAL!

PO0O0SS0034 08/31/2010 504 £300.00 Payroll Details ACTUAL!
P000556534 0%/30/2010 547 £300.00 Payroll Details ACTUAL!
PO0O0STES41 10/2%02010 516 21,284823 Payroll Details ACTUAL!
PO00S22956 113062010 431 21,284823 Payroll Details ACTUAL!
PO00S95520 121712010 96 £11,810.23 Payroll Details ACTUAL!
PO00S95520 121712010 520 21,24822 Payroll Details ACTUAL!
PO00G0SS06 017312011 432 £100.00 Payroll Details ACTUAL!
PO00G0SS06 017312011 433 £300.00 Payroll Details ACTUAL »
o) r]
1| Dane " Trusted sites L 100% v

Note — Payroll Details includes detailed payroll information by employee, so a screen print of this is

not included in this training guide. Also, for Institutions who do not want this data displayed in

iStrategy, ITS has the ability to secure Payroll information by hiding the payroll details link using

delivered iStrategy security. This can be requested when setting up new users or updating existing

users in iStrategy. Below are some of the fields available when clicking on the “Payroll Details” link.
e Transaction ID

Employee ID

Employee Name

Position Number

Account Code

Expended Amount

Journal Date

Description

Check Number

As with the other enhanced drills, all of the functionality mentioned previously (export, print, find,
show accounting information) also exists for the ‘Enhanced Journal Drill’.
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7) “Hide and Show Only” Features... Using the Navigation Tab
a) Run the “Budget to Actuals - Expenditures By Dept” report to display default report view.

b) To Isolate or Remove a Column or Row Member from the Report.
i) Click on the Column or Row Name.

ii) Click on the “Show Only” or “Hide” box in the Navigation frame to the left (You may get a
message “The hide operation may take a long time to complete. Would you like to run the
query?” Select “OK”).

/= ProClarity - Windows Internet Explorer

Gprv [ hitps: /5 eb.usg.edufpas en/erc prociarity. aspPuiCanfig=3book ={FBEE0D 34-5A26-2219-3 166-0FESD 324535F ) Spage —{EF 7 1BD32-655 1-4083-3D4C-40A 2582400863850l v | 1 |44 K| [cooo

Fle Edit View Favorites Tools Help @snaglt B B @gconvert - [HSelect Links ™

e [gocuns = - B - [ rase - (oo - 7

Bl Contents Navigation Data Layout View Sort ProClarity :naiyics server

& Report Catalog »Budget to Actuals » + * Budget to Actuals - Expenditures By Dept » Budget, Open Encumb, Actual, Remaining Budget, Budget Utlized for 2010 - 2010, 57000 - Abraham Baldwin Agri College, Expenses (Level 03) @ | &, & B} o 32 ()

% ) Navigation @l Budget Referance: | 2010 - 2010 [%| Business Unit: | 57000 - Abraham Baldwin Agri Colege |+

How do I... Budget Open Encumb | Actual Remaining Budget | Budget Utilized
* Get started (run 3 query)? [+President 288,503 0| 288503 0 100.00%
® Set 3 navigation mode? dmin and Operations 0 0
® Dril down to 3 specific member? irector of Public Relations 279635 279,635 a 100 00%
» Save my page? Deve\npmem 0 0

[+ External Affairs 1.365.188 1.232.455 132,733 90.28%
* tore heb... [*Enroliment Serices 1.378.753 1.377.900 853 99.94%
Selacted: [*IDirector of Inst Technology 1.623.028 1.521.785 101.243 93.76%
VP Academic Affairs 12.623.127 12.279.509 243.618 98.05%
[+IDirector of Athletics 551.316 427 588 123,728 77 56%
Dril pown | [ Show only VP Fiscal Affairs 18.620.198 17.383.786 1.057.365 94.32%

[+Director of Human Resources | 9.518.815 7.216.673 2,302,142 75.81%
EEIIETTT| [+\/P Student Affairs 1.241,389 0| 1.081.763 159631 57 14%
Mot in Hierarchy 390,929 11.348 486.5671 (116.,991) 129.93%
Grand Total 47,780,891 190,395 | 43,586,173 4,004,324 91.62%

| Dril Down to...

President

Navigation mode:

*4 Dril Down mode
+_ Expand mode

Department: All Departments
(57000}

Leaf
Description: PS Node
Ordering: 12

Source Key: PRESIDENT

& Internet

(38 g | ER

Note: When hiding rows, grand totals will be affected. However, when hiding columns,
totals will not change.
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B! Contents Navigation Data Layout View Sort Filter v

7' Libraries » Standard Report Catalog » Budget to Actuals » * Budget to Actuals - Expenditures By Dept @

% ) Navigation g Account Hierarchies: Budget Reference: | 2010 - 2010 v Business Unit: | 57000 - Abraham Baldwin Agri College |

How do L. + Budget Open Encumb | Actual Remaining Budget | Budget Utilized
e, Gebstarted (rintouery)? President 308.016 63|  210.864 97.089 68.48%
 Set 3 navigation mode? [+Director of Public Relati 223,945 2,700 202,205 19,041 91.50%
o Dril down to a specific member? [+ID: P 1,023,062 1,023.062
v e [+External Affairs 6,463,655 2,071 7451492 (989.909) 115.31%
& Mora hgbi.. [+Enroll Senvices 1,364,860 10,343 997.469 357,048 73.84%
[+IDirector of Inst Technology | 1.631,144 35,617 | 1.051.113 544 414 66.62%
o [£VP Academic Affairs 12,940,871 46,703 | 8,707,924 4,186,243 67.65%
[+IDirector of Athletics 1.124,300 17.197 475,060 632,042 43.78%
[+\VP Fiscal Affairs 11,559.969 59,165 | 8.658.033 2,842,771 75.41%
1] Drill Down [*DDirector of College Services | 236,190 119 | 165,992 70.079 70.33%
[+\VP Student Affairs 4,224,945 4,527 | 1.854.405 2,366,014 44.00%
#] Drill up X Hide [+Not in Hierarchy 181,304 95,186 21,118 65,000 64.15%
| Grand Total 41,282,260 273,692 | 29,795,674 11,212,894 72.84%

Open Encumb

+] Expand

[ Dril Down to...

Navigation mode:
*4 Dril Down mode

+_ Expand mode

Properties

[none]
Fﬁ_ All columns and rows
[none]
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E Contents Navigation Data Layout Filter v

1 Libraries »Standard Report Catalog »Budget to Actuals » + * Budaet to Actuals - Expenditures By Dept » Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for Expenses, 2010 - 2010, 57000 - Abraham Baldwin Agri College (Level 03) &

% Navigation 2l Account Hierarchies: | Expenses (| Budget Reference: [2010 - 2010 | Business Unit: | 57000 - Abraham Baldwin Agri College v

HowdoL.. Gl Budget | Open Encumb | Actual Remaining Budget | Budget Utilized
* Get started (run 3 query)? [*PPresident 308.016 63 210.864 97,089 68.48%
o Set a navigation mode? [*Director of Public Relations 223,945 2,700 202,205 19.041 91.50%
« Dril down to a specific member? L 1.023,062
e Diecor ofAetes | 112430 707 ds : G570%
irector of Athletics 124, A 1 a 8
* More heb.. | Fiscal A 559,96 9,165 | 8,658, 842, 75.41%
Selected: irector of College Services 36,191 119 165.9 X 70.33%
Student Affairs 4,224,945 4,527 | 1.854.405 2,366,014 44.00%
[*INot in Hierarchy 181,304 95,186 21,118 65,000 64.15%

Grand Total 31,822,602 225,661 | 20,295,600 11,301,341 64.49%

Expand

President

[ Dril Down to...

Navigation mode:

*4 Dril Down mode
+_ Expand mode

A -
e r— Hidden rows — totals change

PS Node

Leaf
Description:

Ordering: 12
Source Key: PRESIDENT

[ none ]

| Contents Navigation Data Layout View Sort Filter v

1" Libraries »Standard Report Catalog » Budget to Actuals » * Budget to Actuals - Expenditures By Dept »Budget, Actual, Remaining Budget, Budget Utilized for Expenses, 2010 - 2010, 57000 - Abraham Baldwin Agri College (Level 03) &
&% ) Navigation vl Account Hierarchies: | Expenses ¥ | Budget Reference: | 2010 - 2010 ¥ | Business Unit: | 57000 - Abraham Baldwin Agri College ¥

How do I.. al Budget Actual Remaining Budget | Budget Utilized
© Get started (run a querv)? [+President 308.016 210,864 97,089 68.48%
 Set 3 navigation mode? [+Director of Public Relati 223,945 202,205 19,041 91.50%
» Dril down to a specific member? +Develop 1.023.062 1,023,062
e [“External Affairs 6.463.655 | 7.451.492 (989.909) 115.31%
[+Enroll Senvices 1.364.860 997.469 357.048 73.84%

o bieen [+Director of Inst Tech 1.631.144 | 1,051,113 544 414 66.62%
S (VP Academic Affairs 12,940,871 8.707.924 4,186,243 67.65%
Budget [+Director of Athletics 1.124,300 475,060 632,042 43.78%
[+VP Fiscal Affairs 11,559,969 | 8,658,033 2,842,771 75.41%
pril Down| [ Show On [+IDirector of College Senvices 236,190 165,992 70.079 70.33%
[+\VP Student Affairs 4,224,945 | 1.854.405 2,366,014 44.00%
Dril Up X Hide *Not in Hi hy 181,304 21.118 65,000 64.15%
Grand Total 41,282,260 | 29,795,674 11,212,894 72.84%

Expand

Drill Down to...

Navigation mode:
*4 Dril Down mode

+_ Expand mode

o] Hidden column - totals do not change

Actions
\[none ]

=

w’“d

iii) To “Unhide” press the “Backspace” key on your computer keyboard.

Note: This option only works once, immediately after the first change. It does not work for
subsequent changes.

iv) Expected Result — selected member will be isolated or removed from the report.
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8) Using the View Tab (Charts vs. Reports)
a) Run the “Budget to Actuals - Expenditures By Fund” report to display default report view.
b) Click on the View tab (Figure 1, Page 9 - #4).

Hl Contents Navigation Datalajout  View Sort Filter v

{7 Libraries » Standard Report Catalog » Budget to Actuals » 4 * Budget to Actuals - Expenditures By Fund @

%) View Department: | All Departments | Account Hierarchies: Budget Reference: [ 2010 - 2010 %] Business Unit: [ 57000 - Abraham Baldwin Agri Colege

How do L.. & Open Encum Actual Remaining B Budget Utilized |
» Export a arid to Excel? [*Education & General 851, 109.; 14,874, 7.868.. 57%
o Display grand totals and subtotals? [+Auxiliary Enterprises 811, 45, 4,983, 3,782, 07%
« Open the Decomposition Tree? [+Student Activities g 11 1 186, 43.64%
 Display data in 3 chart? [+Departmental Sales and Service £ EH 99,920 142 .61%
) [*Indirect Cost Recovery | 10,768 g 14.36%
 Flatten arid row or column headers? e e ; 140 121767 39.34%
© More help... [*Restricted-Education & General | 7.029. 19.093 | 8.455.235 120.55% |
.870 95,181 1.007.399 423.284 72.26%

0 0 0
141,282,260 | 273,692 | 29,795,674 | 11,212,894 72.84% |

{ily; Bar chart

£ Bar chart (horizontal)
1 Line chart
| Area chart

. Point chart

® Pie chart

Totals

Column Grand Totals Famas
[ Column Subtotals

[ Row Grand Totals

[ Row Subtotals

Totals Options...

Headers

[ Flatten Row Headers
[ Flatten Column Headers

c) Select the type of view “Grid and Chart” in the View frame to the left.

Note — Users have the option to select Grid only (Default view) or Chart only also.
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{= ProClarity - Windows Internet Explorer, @] X]

@@f - |@ https:f{frmeb.usg. edu/pas/enfsrc/proclarity, aspruiConfig=&book={3BEE0D 34-8A26-4219-9 1 66-0FEAD 324595 V| % 2| x| |AskSearch ||}:l Y|

File Edit Wiew Favorites Tools Help

b I@ Proclarity i - B - &= -~ [2hPage + @ G Tooks ~

Bl Contents MNavigation Data Layout View Filter + Pfoc’aﬁfyanaiwcs server

ctuals - Expenditures By Fund »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for Expenses, 2010 - 2010, 57000 - Abraham Baldwin Agri College (Level 02) @ ’f =3 E" i @

Department: | Al Departments “ | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri

How do I... £ i |

» Export 3 grid to Excel? -

e Display grand totals and subtotals? [ Education & General

e Open the Decomposition Tree? [ Auxiliary Enterprises

» Display data in a chart? [ student Activities

o Flatten grid row or column headers? [7] Departmental Sales and Serv
e More help... [ Indirect Cost Recovery

] Technology Fess

E Grid onby Restricted-Education & Gene

=] Grid and Chart m [ |Piant

Chart only Budget Utilized
QOpen Encumb Remaining Budget L 9

% Budget Open Encumb | Actual Remaining Budget | Budget Utilized
. Bar chart (horizontal) [*Education & General 21,304,720 1.850 | 21,266,105 36,765 99.83%
i/ Line chart [+lAuxiliary Enterprises 11.707.288 9.878,233 1.829,055 84.38%
[+Student Activities 341,098 227,536 113,562 66.71%
I Area chart [*Departmental Sales and Service | 370,039 259,752 110,287 70.20%
{". Point chart [*IIndirect Cost Recovery 181,898 13,648 168,251 7.50%
W [+Technology Fees 362311 271,946 90,365 75.06%

[*Restricted-Education & General | 11,987_668 9,667,213 2,320,455 50.64%
- - [*IPlant 1.525.870 186,545 | 1,990,393 (653.068) 142.80%
+Not in Hierarchy 0 0 0
Totals Grand Total 47,780,891 190,395 | 43,574,824 4,015,672 91.60%
Colurmn Grand Totals :
[ Column Subtotals L ~

0
0
0
0
0
]

’ rusted sites o v
| o/ Trusted st #1007

d) Select the type of chart “Pie chart”
e) Expected Result : report will redisplay in selected view type
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{= ProClarity - Windows Internet Explorer

@a ~ | @ https:Jffrweb.usq.edufpasfenjsrcjproclarity.aspruiCanfig=abook={3BEE DD34-8A26-4219-9166-0FED324595 v | T [ 49| X | [k search

File Edit Wiew Favorites Tools Help

b I@ Proclarity i - B - &= -~ [2hPage + @ G Tooks ~

Bl Contents MNavigation Data Layout View Filter + Pfoc’aﬁfyanaiwcs server

ctuals - Expenditures By Fund »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for Expenses, 2010 - 2010, 57000 - Abraham Baldwin Agri College (Level 02) @ ’f =3 E" i @

Department: | Al Departments V| Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri

How do I... < 1 | >
» Export 3 grid to Excel?

» Display grand totals and subtotals?
o Open the Decomposition Tree?

o Display data in a chart?

o Flatten grid row or column headers?
* More help...

Ope_n_ Er]t_:umb
. Education & General
[ Auxiliary Enterprises
M student Activities
s — |:| Departmental Sales and Serv

Remaining Budget Budget Utilized . Indirect Cost Recovery
Technology Fess
B Grid only N ) -. = . ay .
y Restricted-Education & Gen:

(=] Grid and Chart | | B Pt
Chart anly ¥ € j_y Notin Hierarchy

lill, Bar chart
— Budget Open Encumb | Actual Remaining Budget |  Budget Utilized
& Bar chart (horfzontal) [Education & General 21,304,720 1.850 | 21.266.105 36,765 99.33%
{# Line chart [+lAuxiliary Enterprises 11,707,288 9,878,233 1,829,055 84.38%
M) Area chart [+/Student Activities 341,098 0 227,536 113,562 66.71%
= [+Departmental Sales and Senice 370,039 0 2h9 752 110,287 70.20%
{1 Point chart [#lindirect Cost Recovery 181,898 0 13,648 168.251 7.50%
@ Pie chart [+*Technology Fees 362,311 0 271,946 90,365 75.06%
0
5

[+Restricted-Education & General | 11,987_668 9.667.213 2,320,455 80 64%

- - [+IPlant 1.525.870 188.545 | 1,990,393 (653.068) 142.80%
Grid Options [+MNot in Hierarchy 0 0 0

Totals Grand Total 47,780,891 190,395 | 43,574,824 4,015,672 91.60%
Colurmn Grand Totals f i

[ Column Subtotals

lDone J Trusted sites 100% v
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Let’s customize this report. In this example, we would like to see the Actual Expenditures by all Funds
for Budget Reference 2010 in a Horizontal Bar Chart. It is important to note that all iStrategy
functionality in this training guide applies to charts as well as grid reports.

f) Select the “Actual” Column in the report and select “Show only”. Expected results are below.

{= ProClarity - Windows Internet Explorer

@;rv |@ https:f{frmeb.usg. edu/pas/enfsrc/proclarity, aspruiConfig=&book={3BEE0D 34-8A26-4219-9 1 66-0FEAD 324595 V| 5 || X |AskSearch

File Edit Wiew Favorites Tools Help

e < I@ Proclarity i - B - &= - [ZhPage + @ G Tooks ~ ”

Bl Contents Mavigation Data Layout Filter v ProClarity :naiyics server

ctuals - Expenditures By Fund »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for Expenses, 2010 - 2010, 57000 - Abraham Baldwin Agri College (Level 02) @ ’f =3 E: i @

Department: | All Departments V| Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri

How do L.. < | | »
» Export 3 grid to Excel? - -
e Display arand totals and subtotals?
® Open the Decomposition Tree? [H Education & General

» Display data in a chart? | DALn(iIiaryEnterpriss
3 L . Student Activities

o . |:| Departmental Sales and Serv
Remaining__Budga Budget Utilized . Indirect Cost Recovery
[N [l Technology Fees

Open Encumb Actual

o Flatten grid row or column headers?
* More help...

E Grid onby
EZ] Grid and Chart ) jI

Restricted-Education & Gen:

| [ Piant
Chart only $ “_ | Natin Hisrarsh
lill, Bar chart

: Budget Open Encumb e + L —oget Utilized
= Bar chart (horzontal) [Education & General 21.304.720 ] 99.83%

1% Line chart [+lAuxiliary Enterprises 11,707,288 84.38%
[+/Student Activities 341,098 66.71%

Al hart 2
1‘.’# =Departmental Sales and Service | 370,039 - 70.20%
Paint chart [*Indirect Cost Recovery 181,898 1 = 7.50%
® Pie chart [+Technology Fees 362,311 7| & SiETEy 75.06%
Restricted—Education & General | 11,987,668 9,64 »* Hide Shaw Orly Actual 80.64%
" = +IPlant 1,525,870 R 1,990,393 [;;;;;;I 142.80%
Grid Options [+MNot in Hierarchy 0 0

Totals Grand Total 47,780,891 43,574,824 4,015,672 91.60%
Colurmn Grand Totals ]

[ Column Subtotals

Show Only Actual x/ Trusted sites HA00% v

m 0O o
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{= ProClarity - Windows Internet Explorer

@a ~ | @ https:Jffrweb.usq.edufpas/enjsrcjprodlarity aspruiCanfig=aboak={3BEED34-8A26-4219-9 166-OFEADEZ4595 ¥ | %|§Hg| [ sk search |[2]-]

File Edit Wiew Favorites Tools Help

w I& ProClarity - B deh ~ |k Page + [ (F Tooks -

Hl Contents Navigation Data Layout View Sort Fitter v ProClarity :nayiics server

eport Catalog »Budget to Actuals » + * Budaget to Actuals - Expenditures By Fund = Actual for Exp ), 57000 - Abraham Baldwin Agri College (Level 02) @ ’f =] E" E @

Department: | Al Departments “ | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri

How do IL... < 1l | 3
» Export 3 grid to Excel? - -
» Display grand totals and subtotals?
o Open the Decomposition Tree? [T Education & General
e Display data in a chart? [ Auxiliary Enterprises

o Flatten grid row or column headers? [ student Activities

* More help ["] Departmental Sales and Serv

[ Indirect Cost Recovery

E Grid onby =1 ["] Technology Fess

=] Grid and Chart Restricted-Education & Gene
rid and Cha

[ ] Piant

Motin Hiseacok
" Resize Image

Chart only

lill, Bar chart
= Bar chart (horizontal) . Actual

[*Education & General 21,266_105
it Line chart [+|Auxiliary Enterprises 9.678.233
I Area chart [+Student Activities 227,536
= [*Departmental Sales and Senice 259 752

Paint chart Flndirect Cost Recovery 13.648

@ Pie chart [+Technology Fees 271,946
[+Restricted-Education & General | 9.667.213

—— [+Plant 1,990,393

Totals [*INot in Hierarchy 0
) Grand Total 43,574,824
Colurmn Grand Totals Fzlie

[ Column Subtotals

Show Only Actual J Trusted sites
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g) Select the “Education and General” row and select “Show only”. Expected results are below.

{= ProClarity - Windows Internet Explorer

%’ - |ﬁ htkps:{{frweb,usg. edujpas fenfsrc/proclarity. aspruiConfig=abook={3BEE0D 34-8026-4219-9 1 66-0FESD324595 V| %|§Hg| |AskSearch ||}3l =

File Edit Wiew Favorites Tools Help

w o l@ ProClarity - B e v |k Page ~ @ {0F Taols -

Bl Contents Navigation Data Layout View Sort ProClarity :nayics server

[ ard Report Catalog »Budget to Actuals = + * Budget to Actuals - Expenditures By Fund » Actual for Exp Abraham Baldwin Agri College (Level 02) @

%) View ¥l Department: | Al Departments * | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri

How do IL... £ | | >
» Export 3 grid o Excel?

» Display grand totals and subtotals?
o Open the Decomposition Tree? [ Education & General

o Display data in a chart? [ Ausiliary Enterprises

» Flatten grid row or column headers? [ student Activities

& More help... ["] Departmental Sales and Serv
. Indirect Cost Recovery

E Grid only [ Technology Fess

- Restricted-Education & Gen:
=] Grid and Chart

; [ Plant
IE‘ Chart only

Motin Hjacarch
w” Resize Image

= Bar chart (horizontal) Actual

[+|Edpmmi——t . a4 066 105

i Line chart [+ay| Education & General 78.233
Iy Area chart [*ISty [+] Drill Down P7.536
az Drill Up ?ggis
@ Pie chart ol D EeE 71 946
*Re| ™ Show Only F7.213

Grid Options [+Plg ¥ Hide Shaw Only Education & General
[+INot Tn Hierarchy

tac|;|umn S Grand Total [ 23,572,824

[ Column Subtotals

Point chart

Show Only Education & General n.’ Trusted sites
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{= ProClarity - Windows Internet Explorer

@ - |@ https: {Friweb. usq. eduipas fenfsrciproclarity. aspPuiConfig=abook={3BEEND 34-8426-4219-9 1 66-0FEID324595 V| %|§Hg| |nskSearch ||}3l -

File Edit Wiew Favorites Tools Help

52’ & I& PraClarity @ < @ - @Eage - ﬁ @Tgols -

Bl Contents Navigation ProClarity :naiyics server

eport Catalog »Budget to Actuals » + := ), 57000 - Abraham Baldwin Agri College (Level 02) @ ’f =] E" ] @

* | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri

How do I... < 1 | 2
» Export 3 grid to Excel?

» Display grand totals and subtotals?
o Open the Decomposition Tree?

o Display data in a chart?

o Flatten grid row or column headers?
* More help...

[ Education & General
[Eoidony |
[Z] Grid and Chart
Chart only

lill, Bar chart
= Bar chart (horizontal) _ Actual
i Line chart I [+Education & General | 21,266,105
1‘ Area chart
‘. Point chart

@ Pie chart

Grand Total 21,266,105

Totals
Colurmn Grand Totals
[ Column Subtotals

lDone

J Trusted sites
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h) Click on the (+) Symbol to the left of “Education and General.” Expected results — All

Education and General Funds will be displayed in the grid report and reflected in the Chart.
Expected results are below.

{= ProClarity - Windows Internet Explorer

6@; - |Q hitkps:{{frweb,usg. edujpas fenfsrc/proclarity. aspruiConfig=abook={ 3BEE0D 34-8026-4219-9 1 66-0FESD324595 V| 4 |4 x| |AskSearch

File Edit Wiew Favorites Tools Help

o I@ ProClarity - e~ |k Page + [ (F Tooks -

B Contents Navigation Data Layout View ProClarity :naiytics server
[%€ {ard Report Catalo udget to Ach

y Agri College (Level 02) & ’f i

% View | Budget Reference: [ 2010 - 2010 v | Business Unit: | 57000 - Abrahar Baldwin Agri
How do I... < 1 ] B
o Export 3 grid o Excel?

» Display grand totals and subtotals?

o Open the Decomposition Tree?

e Display data in a chart?

o Flatten grid row or column headers?
e More help...

E= Grid only

[ Grid and Chart
[1L] Chart only

. Education & General

Uil Bar chart
= Bar chart (horizontal)

Actual
{ Line chart | [+IEducation & General | 21,266_105

Expand Education & General

Point chart
@& Pie chart

Grid Options
Totals

Column Grand Totals
[ Column Subtotals

|Expand Education & General

r."' Trusted sites
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{= ProClarity - Windows Internet Explorer

6@; - |@ https: {Friweb. usq. eduipas fenfsrciproclarity. aspPuiConfig=abook={3BEEND 34-8426-4219-9 1 66-0FEID324595 V| %|§Hg| |nskSearch ||}3l =

File Edit Wiew Favorites Tools Help

T:\u’ £ I& ProClarity @ - B @ - @Eage - ﬂ @Tgols -

Hl Contents Navigation Data Layout View Sort Fitter v ProClarity :nayiics server

ries » Standard Report Catalog »Budget to Actuals » + # Budaget to Actuals senditures By Fund * Actual for Expenses, 2010 - 2010, 57000 - Abraham Baldwin Agri College @ ’f =] E" ] @

Department: | Al Departments “ | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri

< i | 2

» Export 3 grid to Excel?

» Display grand totals and subtotals?
o Open the Decomposition Tree?

o Display data in a chart?

o Flatten grid row or column headers? [ Education & General

e More help... |1 10000- State Appropriations
[ 10500 - Tuition

E Grid onby 1 [] 10800 - Cther General

E Grid and Chart . 10800 - State Approp-Federa

Chart only

lill, Bar chart
= Bar chart (horizontal)

_ Actual

it Line chart [FEducation & General 21,266,105
I Area chart 10000 - State Appropriations 11,206,404
= 10500 - Tuition 6.513,182
e - 10600 - Other General 1,243,184
@ Pie chart 10900 - State Approp-Federal Stimulus | 2,298,334

Grand Total 21,266,105
Grid Options

Totals
Colurmn Grand Totals
[ Column Subtotals

lDone r."’ Trusted sites

Point chart
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i) Optional — User has the option to remove the Column Grand Totals by unchecking the check
box to the left of the “Column Grand Totals” in the Grid Options section. By default, iStrategy
will always display the Column Grand Totals for this report.

— ProClarity - Windows Internet Explorer

@a ~ | @ https:Jffrweb.usq. edufpasfenjsrejproclarity. aspPuiCanfig=abook={3BEEDD34-8A26-4219-9166-0FED324595 v | T |43 X | [nsk seaich

File Edit Wiew Favorites Tools Help

e < IQ Proclarity - e ~ |k Page ~ [ () Took - ”

Bl Contents Mavigation Data Layout Filter v Pfoc’aﬂ'fyana%cs server

& Judget to Actuals » + * Budget to Actuals - Expenditures By Fund = Actual for Expe 010 - 2010, 57000 - Abraham Baldwin Agri College @ o= E: E] @

ofr
%) View ¥l Department: | All Departments * | Budget Reference: Business Unit: | 57000 - Abraham Baldwin Agri
How do I... < 1 | 3
e Export a grid o Excel?
o Display agrand totals and subtotals?
e Open the Decomposition Tree?
o Display data in 3 chart?
o Flatten grid row or column headers?
® More help...

M Education & General

|:| 10000 - State Appropriations
I 10500 - Tuition

] 10800 - Other General

. 10800 - State Approp-Federa

E Grid onby
[Z] Grid and Chart
Chart only

lill. Bar chart

= Bar chart (horizontal)

1% Line chart . Actual
[=Education & General 21,266,105
M Areachart | 10000 - State Appropriations 11,206,404
1____ Point chart 10500 - Tuition 6,413,182
® Pie chart 10600 - Other General 1,248,184

10900 - State Approp-Federal Stimulus | 2,295,334
Grid Options

Toi
Column Grand T
[ Colurnn Subtotals

IDone

n.-’ Trusted sites
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Note that the chart still shows “Education and General” as well as the Fund codes that make
up the Education and General Fund. In this example, we don’t want to see the “Education
and General” heading. To remove the heading, highlight “Education and General” and select
“Hide”.

{= ProClarity - Windows Internet Explorer,

@Z—:r - |@ https:f{frweb,usg. edufpas/enfsrc/proclarity, aspruiConfig=fbook={3BEE0D 34-3A26-4219-2166-0FEAD 324595 V| % || % |AskSearch | 2

File Edit Wiew Favorites Tools Help

o I@Proclarity

B - B - & - [Erpage v B ook -

B! Contents Navigation Data Layout View ProClarity :naiyics server

[%€ries » Standard Report Catalog »Budget to Actuals » + * Budget to Actuals - Expenditures By Fund » Actual for Expenses, 2010 - 2010, 57000 - Abraham Baldwin Agri College & ’f & t‘: E @

¢l Department: | Al Departments * | Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri
How do IL... <

| b3
® Export 3 grid o Excel? B B
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k) The Fund data is now displayed in the Grid and Chart. Use the slicer at the top to change the
“Budget Reference” to 2009. Expected results —the Grid and Chart data changes accordingly
to the Budget Reference selected.
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[) To view this chart as a Bar Chart (Horizontal), select the “Bar Chart (Horizontal)” option.
Expected result — the chart should display as a Horizontal Bar Chart. See below.
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m) Now that we have the report looking exactly like we want it, we are going to save the report
and chart to “My Views” by selecting the ‘Save this page to my views’ icon ke to the top-
right of the report screen. Expected results — User will be prompted to save the report and
can then access the report from their “My Views” section any time in the future.
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9) Using the Sort Tab
a) Run the “Budget to Actuals — Expenditures By Dept” report to display default report view.

b) Click on the (+) sign to the left of one of the departments until you reach the department id
level. Example: President

c) Click on the Sort tab (Figure 1, Page 9 - #5).

{= ProClarity - Windows Internet Explorer

m.’v |@ https:f{frmeb.usg. edu/pas/ensrc/proclarity . aspruiConfig=tbook={3BEE0D34-8A26-4219-9166-0FEAD 324595 V| Q || X |AskSearch

File Edit Wiew Favorites Tools Help

ﬂf “1'% I@ ProClarity l_l ﬁ . m @ - @Eage . ﬁ @ Tonls - »

Bl Contents Navigation Data Layout Filter + Pfomaﬁfy analytics server

Actuals - Expenditures By Dept »Budget, Open Encumb, Actual, Remaining Budget, Budget Utilized for 2010 - 2010, 57000 - Abraham Baldwin Agri College, Expenses & ’f = El

Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri College V|

How do I... Budget Open Encumb | Actual Remaining Budget | Budget L

SfSOIIOWs? =President 285,503 288.503
e Preserve peer groups while sorting? [=IPresident 288503 288.503
* More help... | 4000100 - President's Office 288,503 288503
| 5000112 - Ambassadars Gen/Admin 0
Sort: | Budget |+ [*lAdmin and Operations 0
No Son [+Director of Public Relations 279,635 279,635
© MO TR ||| “Devsiopment : “
O Lo{Open Encumb [=Extemal Affairs 1,365,188 1,232,455 132,733
Actual [*[Enrollment Semices 1.376.7463 1.377.900 853

L pré Remaining Budget [+Director of Inst Technalogy 1,623,028 1,521,785 101,243
Budget Utilized VP Academic Affairs 12,523 127 12,279.509 243,618
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Select the column for sorting in the Sort frame to the left (drop-down menu -select “Budget”).
Note — Users will not see any of the sort options until after they select an option from the
“Sort” drop-down box. Once a sort option is selected then the user will have the option to
select how they would like to sort the report data.

Select High to Low, or Low to High.
Click on “Apply”.
Expected Result: Rows will be sorted based on the column and options selected.
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The report is now sorted by Budget from highest budget to lowest budget.

68|Page




To maintain the integrity of the tree structure (President and all departments that roll up to
President) check the box to the left of “Preserve Peer Groups” and re-click the “Apply” button.
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Expected results are below.
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h) To remove the sorting, select “No Sort” from the Sort drop-down menu and click “Apply.”
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Expected results are below.
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10) using the Filter Tab

By default, iStrategy will hide all empty rows on the Budget to Actual reports. In this example, there
are fund codes that do not have any data against them for the criteria used in this report. Uncheck
the check box next to “Hide Empty Rows” to show all funds regardless of whether there are any
journal entries against those funds or not. As one could imagine, this could get pretty sticky and
impact performance if we were to show all values for certain chart fields (ex. Acct, dept).

a) Run the “Budget to Actuals - Revenues” report to display default report view
b) Click on Filter tab (Figure 1, Page 9 - #6)

¢) Uncheck the “Hide Empty Rows” box and select “Apply”. Note — The apply button is grayed
out until the user selects the checkbox to change the Hide Empty Rows/Hide Empty Columns
criteria. Expected Result: report will redisplay with Empty Rows and/or Columns unhidden.

Empty rows hidden
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Showing empty rows

{= ProClarity - Windows Internet Explorer

@a ~ | @ https:Jffrweb.usq.edufpasfenjsrcjproclarity.aspruiCanfig=abook={3BEE DD34-8A26-4219-9166-0FED324595 v | T [ 49| X | [k search

File Edit Wiew Favorites Tools Help

T} £ I& ProcClarity: l_l & - B @ T @Eage b ﬁ @ngs -

Bl Contents Mavigation Data Layout View Pri Oc,aﬁlyana.'wcs server

[ ries =5 »Budget to Actuals » #+ < Budget to Actuals - Revenues »Budget for 2010 - 2010, 57000 - Abraham Baldwin Agri College, Revenue (Level 02) @ ’f E E: E @

% Filter JMN Budget Reference: | 2010 - 2010 % | Business Unit: | 57000 - Abraham Baldwin Agri College V|

How do I...

Budget Actual % Budget Utilized
» See fitering tips? Education & General 21,304,720 | 21,343,509 100.18%
» Hide empty rows and columns? [+I0ther Organized Activities
e Apply multiple fitters? [+lAuxiliary Enterprises 11,706,788 | 11,648 625 99.50%
« More help... [+IStudent Activities 341,098 | 340,674 99.88%
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11) Using the Filter Tab (Rankings & Exceptions)

a) Run the “Budget to Actuals - Expenditures by Department” report to display default report
view.

b) Change the Budget Reference slicer to view 2010 data
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Click on the Filter tab (Figure 1, Page 9 - #6)
Click on Filter 1 and select a filter type “Top”. The filter is based on two general filter types:

i) Top and Bottom are relative selections or rankings (i.e., select the top/bottom x members
or % of members based on criteria).

ii) Above, Below and Between are absolute criteria for selection
iii) Once you select the filter type, you will be able to select more criteria for the filter
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e) Select the “based on” dimension in the drop-down box. The drop-down box contains all the
options for filters. Select “Budget”.

Note: Use the scroll bar to view the entire drop-down list.
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f) By default, iStrategy is going to display the top 5. This value can be changed to display other
amounts (i.e. 10, 20). When the filter criteria is complete, click the “Apply” button. Expected
results — the report displays the top 5 Departments based on Budget.

i) The “for” section is not used
ii) Count, sum, and % filters are also available as options in the drop-down box. This example
uses a Top 5 Count.
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To filter the report by Remaining Budget instead of Budget, change the report filter criteria “based
on” option to “Remaining Budget” and click the “Apply” button.
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Now that the data is filtered, the user has the option of adding a second filter (sub-filter) if they
prefer.

g) To add second criteria, select Filter 2. To show only the filtered lines that have Actual
amounts Greater than 10,000,000, use the following criteria for filter 2

i) Actual above 10,000,000
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h) Click the “Apply” button to run the report
i) Expected Result: Report will be redisplayed with data based on the filter criteria.
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12) Running your own Custom Reports — “My Views”
On page 66 of the training guide the user is prompted to save a report to their “My Views” section.

As a final exercise, please complete the steps below to access your “My Views” section.

Note - The data contained in “My Views” reports is updated nightly just like the reports in the
Institutional libraries.

To List and Run “My Views” Reports.
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a) Click on the Contents tab (Figure 1, Page 9 - #1).
b) Click on “My Views” (located next to Libraries) (Figure 1, Page 9 - #8).
c) Click on the report name in “My Views” to run (Figure 1, Page 9 - #9).
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d) Expected result — The “My Views” report runs correctly showing the report created earlier.
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Conclusion:

This Executive Training guide has covered navigating the iStrategy system, running basic reports,
using slicers/filters, using breadcrumbs, drilling to other dimensions, drilling to underlying detail
data, enhanced drill options, how trees are used in iStrategy, exporting data to excel, hiding
rows/columns, sorting data, creating charts, filtering data and saving reports to “My Views”.

NOTE: This training guide is a pre-requisite to the “Budgetary Reporting System for Power Users”
class. The Power User Guide will contain more information about reporting methodology,
customizing reports, changing dimensions, and creating slicers.
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