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Overview
What is a data warehouse?

A data warehouse is a comprehensive data management system designed to
enable you to quickly review information and to effectively use it to support sound
business decisions. It is a vast storage and information-processing site that
gathers, sorts, and stores existing data.

A data warehouse copies data extracted from existing production systems and
cannot be updated by users running reports. Authorized users can access this
data without worrying about slowing down the day-to-day operations of the
production database.

At CMU, the front end user interface for the financial data warehouse is Microsoft
Power BI.

Note: Due to Microsoft being able to update and change the Power Bl interface, the
images in this guide might be different than your current view.

The Power Bl interface
Logging In

e Open a web browser and type in app.powerbi.com/home. It will prompt you
to log in using an email address. Enter your CMU email address.

1 Power Bl

Enter your email, we'll check if you need
to create a new account.

Email

Enter email

By proceeding you acknowledge that if you use your organization's email, your
organization may have rights to access and manage your data and account. Learn more
about using your organization’s email

8y clicking Submit, you agree to these terms and conditions and allow Power Bl to get
your user and tenant details. Microsoft Privacy statement

Submit



about:blank

The next step is to use the Duo multi-factor authentication with your
Andrew ID and password.

Web Login

AndrewID || |

Password | |

Warning: The URL for this page should begin with https://login.cmu.edu.
If it does not, do not fill in any information, and report this site to it-help@cmu.edu,

About | Change Password | Forgot Password?

The system will ask if you want to stay signed in. This will allow you to
quickly login the next time you access Power BI.

B® Microsoft
rpasko@andrew.cmu.edu
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

No h (=

Carnegie Mellon University



Power Bl Homepage

e Onceyou login to the Power Bl interface, you will be taken to the home
page.

Carnegie Mellon University ‘ Power Bl Home

N

N

Home s 7
® Good afternoon, Ryan : + New report t:-.
o Find and share actionable insights to make data en decisions
i \\
Browse
g2 Recommended
=
Data hub
g You frequently open this You favorited this You frequently open this You favorited this You frequently o
Matrics
Apps
|
m '
o o
=)
R My workspace AP Invoice Detail R12 GL Transaction Detail (Macro) FINDW Training General Ledger
°
S

RS

¥ Favorites 8 My apps Q_ Filter by keyword = Filter v

D Name Type Opened Location Endorsement Sensitivity
E FINDW Training App 6 minutes ago Apps - =
m R12 GL Transaction Detail (Macro) Report 2 day ago FINDW Training = e

e Onthe home page there are many different features such as:
o Recommended apps and reports
o List of recent and favorite content

e On the left side is the navigation pane. Home is selected by default, but you
can click on other areas to navigate to them as needed.
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Some

common areas and features that you will likely use that are explored

in more detail throughout this training are Apps, Workspaces, My
workspaces, Filters, and Bookmarks.

(@)

Apps - The web interface that allows consumption of reportsin a
clean, organized, and user-friendly manner.
Workspaces - Containers or folders are used to encapsulate
dashboards, datasets, reports, etc. in an organized manner and are
meant for data distribution and collaboration. Therefore, the ones
created for the Financial Data Warehouse (FDW) are meant to be
“Public” workspaces/folders.
My workspace - A default personal workspace or folder that holds
various data-related elements that are only viewable to the individual
user.

» Users can create their own additional “private” workspaces and

have the ability to share them with other users if they choose to.

Filters - An automatic tool that provides parameters to filter datasets
based on certain selection or logic per field.



o Bookmarks - A saving point in a report, based on filters and
configurations changed without changing the structural foundation of
the report.

5

e Let's begin by exploring the Apps interface. Click on Apps in the

navigation pane on the left side.

Apps
The FINDW Training App has been built for training purposes only, using a data set

limited to the Architecture organization, and will not be visible when you are
logged in to the production version of Power Bl.

In the Power Bl production instance, you will use the ‘Financial Data Warehouse’
app and will have access to the same data that you have access to in the Oracle
Financials systems.

e Under Apps, you will see a collection of the different Apps that are available
to you. To start, click on the FINDW Training app name and that will bring up
the app screen.

Apps

Apps are collections of dashboards and reports in one easy-to-find place.

0O Name Publisher Published App type
@ General Ledger Data Alison Campbell 10/27/22, 1:26:30 PM Org app
e Financial Data Warehouse Alfredo Lozanc 3/6/23, 3:5401 PM Crg app
@ FINDW Training Alfredo Lozanc 3/2/23, 1:50:26 PM Crg app




e Within the app, on the left-hand side are different domains, or areas, which

are listed alphabetically.

Carnegie Mellon University ‘ Power Bl FINDW Training FINDW Training | Data updated 3/15/23

> [ File ¥~ @& Share v I« Export v

&8 ChatinTeams Q Getinsights --

FINANCIAL DATA WAREHOUSE

Accounts Payable

Accounts Receivable

Fixed Assets

General Ledger

Grants Accounting

Labor Distribution

Purchasing

Miscellaneous

Welcome to the Financial Data Warehouse Reporting App

Please select a Domain on the left to get started

Carnegie
Mellon
University

e Clicking on any of the domain names will bring up a list of available reports
for that particular domain.

ACCOUNTS PAYABLE

Report Name

AP Invoice Detail

Accounts Receivable

Fixed Assets

e At the bottom of the

AP Invoice Distribution Line Detail {new in R12)
AP Invoice Summary (new in R12)
AP Payments

App page is the Back button. This will take you back a

step from where you are.

@ Back




Exercise #1 (Instructor Guided)

Your supervisor has asked you to compile detail information for domestic
travel expenses for your organization (210100) incurred during the first
quarter of fiscal year 2014 (FY14) in order to do some analyses.

To accomplish this, we will run the GL Transaction Detail (Macro) report using
the following filters/values:

e Organization - 210100 (used both in class and in this manual)

e Object Code Numbers - 85000 - 85999 (the travel object code numbers
start with 85)

e Object Code Name - Contains “DOMESTIC”

e Period Name - Jul13-14, Aug13-14 and Sep13-14 will be used

The instructor will guide you through this first exercise.




Opening a Report
e Inthe General Ledger domain, you can see the GL Transaction Detail
(Macro) report.

Report Name

GL Journal Detail (Div-Dept)

Ei ) ; in¥ ;Ba bul"\ D
7 = T

GL Transaction Detail (Macro)

GL YTD Balances Across Periods by Account String

e C(lick the report link and it will open in a separate tab at the top of your
browser.

ol FINDW Training - Power BI % il GLTransaction Detail (Macro) -

C & app.powerbicom/groups

Carnegie Mellon University | Power BI FINDW Training GL Transaction Detail (Macro)
(A [ File ~ 1> Export ~ |& Share K ChatinTeams Q Getinsights (@ Subscribe toreport ¢ Edit -+ 0~ O~ ‘ cC A %
Home
Period Number Period Name Object Code Number Object Code Name Funding Source Number Funding Source Name ~ = Filters N
@ 181 Apriz-12 13115 SPONSORED PROJECTS ACCOUNTS RECEIVABLE 000000 BALANCE SHEET
e 181 Apri2-12 13115 SPONSORED PROJECTS ACCOUNTS RECEIVABLE 000000 BALANCE SHEET Q. search
E 181 Apriz-12 13115 SPONSORED PROJECTS ACCOUNTS RECEIVABLE 000000 BALANCE SHEET
. 181 Apriz-12 13115 SPONSORED PROJECTS ACCOUNTS RECEIVABLE 000000 BALANCE SHEET There aren't any filters to display
o 181 Apriz-12 13226 UNBILLED ACCOUNTS RECEIVABLE 000000 BALANCE SHEET
8 181 Apriz-iz 13226 UNBILLED ACCOUNTS RECEIVABLE 000000 BALANCE SHEET
Data hub 181 Apriz-12 13226 UNBILLED ACCOUNTS RECEIVABLE 000000 BALANCE SHEET
181 Apri2-12 13226 UNBILLED ACCOUNTS RECEIVABLE 000000 BALANCE SHEET
Q 181 Apriz-12 44106 UNEARNED GRANTS REVENUE 000000 BALANCE SHEET
Metrics 181 Apriz-12 61218 TUITION-GRADUATE SUMMER 062900 INTERNALLY FUNDED PROJECTS-GL
181 Apriz-12 61612 FEES-OTHER STUDENT FEES 000001 GENERAL RESTRICTED
B 181 Apriz-iz 61612 FEES-OTHER STUDENT FEES 000001 GENERAL UNRESTRICTED
Apps 181 Apriz-12 61612 FEES-OTHER STUDENT FEES 062900 INTERNALLY FUNDED PROJECTS-GL
181 Apri2-12 63100 SPONSORED PROJECT DIRECT REVENUE 071010 ARMY
[D 181 Apriz-12 63100 SPONSORED PROJECT DIRECT REVENUE 071010 ARMY
== 181 Apriz-12 63100 SPONSORED PROJECT DIRECT REVENUE 072000 DEPARTMENT OF ENERGY
@ 181 Apriz-12 63100 SPONSORED PROJECT DIRECT REVENUE 074000 NATIONAL SCIENCE FOUNDATION
181 Apriz-iz 63100 SPONSORED PROJECT DIRECT REVENUE 074000 NATIONAL SCIENCE FOUNDATION
LTS 181 Apriz-12 63100 SPONSORED PROJECT DIRECT REVENUE 083005 ASSOCIATIONS & NON-PROFITS
o 181 Apri2-12 63101 SPONSORED PROJECT F&A REVENUE 071010 ARMY
::' 181 Apriz-12 63101 SPONSORED PROJECT F&A REVENUE 071010 ARMY
workspace 181 Apriz-12 63101 SPONSORED PROJECT F&A REVENUE 072000 DEPARTMENT OF ENERGY

e You can open multiple reports and they will all be in separate tabs on your
browser.

‘1 FINDW Training - Power BI x ‘1 GL Transaction Detail (Macro) - F X ‘1 AP Invoice Detail - Power Bl

(& @ app.powerbi.com/g

e The report will load, and in the upper left corner will be a spinning series of
dots. When you see that spinning series of dots that means your report is
loading/running.



Before we start working on the data, there are some noteworthy areas to mention.
At the top of each report are several buttons and menus such as File, Export, Get
Insights, and others that are hidden under a three dot ellipsis button.

[ File ~ — Export ~

Period Number Period Name Object Code Number Object Code Name
-

1# Share K ChatinTeams Q Getinsights 8 Subscribe &* Edit ---

Funding Source Number Fu =2 See related content

181 Apriz-12
181 Apriz-12
181 Apriz-12
181 Apri2-12
181 Apriz-12
181 Apri2-12
181 Apriz-12
181 Apriz-12

10105
10105
10105
10105
10105
10105
10105
10105

CASH-PRIMARY ACCOUNT
CASH-PRIMARY ACCOUNT
CASH-PRIMARY ACCOUNT
CASH-PRIMARY ACCOUNT
CASH-PRIMARY ACCOUNT
CASH-PRIMARY ACCOUNT
CASH-PRIMARY ACCOUNT
CASH-PRIMARY ACCOUNT

000000 B4

000000 B/ & Open lineage view
000000 Bl

000000 o 4 Open usage metrics
000000 Bl )

000000 gl 5 Pinto a dashboard
£o00o0 Bl Ej View dataset
000000 Bl

e On theright side are some additional buttons that are just icons (instead of
an icon with a name), such as a Reset button, Bookmarks, Refresh, and
Favorite. Hovering the cursor over these icons will show the name.

Nt A

©@ 0o |c =

>

— Reset filters, slicers, and other data view changes
you've made

e On the left side, the navigation pane is still open. You could go to other
areas such as your list of Apps or the Home page again.

[

Home

10



Working with Filters
e On the right side is the Filters pane in which you can collapse or expand the

~

si3id A

pane with the two headed arrow.

e When the Filters pane is expanded, if there are no filters displayed, you can
click anywhere in the data. The filters should appear on the right hand side.

Y Filters > Y Filters »
2 search £ search
Thers aren't any filters to display. Filters on this visua
Activity Mame -
is (All)
Activity Number -
is (All)
AP Invoice Mumber 4

is (All)

e To start filtering for the data in the exercise, please focus on the
Architecture organization, whose organization number is 210100. In the
Filters pane, find the Organization Number filter.

e Click the down arrow to open up the filter for that item.
Crganization Number
is (Al

Crganization Mumber ™

is CAll)

Filter type

Basic filtering ~
;3 Search

[0 selzctall

[0 ooooo1 37299
[0 oooooz2 14
] 000003 457
[0 ooocos 118

11



e There are two types of filtering: Basic filtering and Advanced filtering. Basic
filtering allows you to check the boxes to select the items that you would
like to see in your filter. Advanced filtering allows you to use filter criteria to
make your selection.

Crganization Number ™

is (All)

Filter type

Advanced filtering e

Show tems when the value

contains w

® And O Or

e Using Basic filtering, scroll through the list to see the different Organization
Numbers available to select.

e Next to each Organization Number is a different number that shows how
many results there are for that item.

e Scroll down and find Organization Number 210100, it has 510 associated
records.

Organization Number -~ &
i 210100

Filter type

Basic filtering ~
;3 Search

[0 210000 352
1210001 Al
E1 210100 510
[T Z10101 e
[0 210103 20

e Check the box of 210100 and that will filter the data.

Note: Unlike DecisionCast, every time a filter is changed, the data in the report is run
and changed. There is no run button to run all of the filters. Each filter is run when it is
selected or applied.

12



e Next, set the Object Code Numbers filter.

o For the Object Code Numbers, a specific number range that relates to
travel expenses is needed.

o Ifyou are not familiar with Object Code Number groupings, they are
available for reference in the Chart of Accounts - Object Code [xlsx]
spreadsheet on the Business Applications Development and Support
Reference Materials page.

o Inthe Chart of Accounts - Object Code [xIsx] spreadsheet, the “Travel
and Other Personnel Related Costs” category begins with parent
object code B8510. All of the object codes under that parent value,
which includes the travel related object codes, begin with “85".

B8510
c8511
85105

85107

85110

85111

r

B Bl BN R Wl § Rl N RN e N W E N R

TRAVEL AND OTHER PERSONNEL RELATED COST
TRAVEL AND MEALS
TRAVEL MANAGEMENT FEE

TRAVEL-PRESIDENTIAL

TRAVEL AGENCY FEES

AIRFARE-DOMESTIC-USA

Expand the Object Code Number filter and switch to Advanced filtering
instead of waiting for the basic filtering checkboxes to load.

Object Code Number ™~

is (All)
Filter type

Advanced filtering

13


https://www.cmu.edu/finance/systems/documentation/files/object_master_web.xlsx
https://www.cmu.edu/finance/systems/documentation/files/object_master_web.xlsx
https://www.cmu.edu/finance/systems/documentation/reference.html
https://www.cmu.edu/finance/systems/documentation/reference.html
https://www.cmu.edu/finance/systems/documentation/files/object_master_web.xlsx

e In the Advanced filtering there are different criteria options for filters. Since
all of the numbers for travel expenses start with 85, select the “starts with”
parameter and type 85 in the field below.

Object Code Number ™

is [(All)

Filter type
Advanced filtering ~

Show items when the value
starts with e
E

® And O Or

W

(C Apply filter )
]

e When using Advanced filtering, it doesn't automatically apply the filter when
the values are typed in.
o To start the filter click “Apply filter” at the bottom of the Advanced
filtering window.

e The report will run to show all the Object Code Numbers that start with 85.

e Asyou review the data, what do you notice about the object codes in the
85000 - 85999 range?
o Some object codes are domestic travel, some are foreign travel and
some are not travel at all.

"C‘Jbﬁect Code Number Object Code Name

85119 COMFERENCE REG DOMESTIC
85119 COMFERENCE REG DOMESTIC
5121 AIRFARE FOREIGN

85121 AIRFARE FOREIGN

85127 CTHER TRAVEL FOREIGN
85127 OTHER TRAVEL FOREIGN
85152 MEMBERSHIPS AND DUES
85154 NOMN TRAVEL BUSINESS MEALS
25154 NOM TRAVEL BUSINESS MEALS

e The report needs to be refined further to show only Object Codes related to
domestic travel.

e Next, we will add an Object Code Name.

14



o Expand the Object Code Name filter by using the Advanced filtering
to ensure everything with the word domestic is included.

Use the “contains” filter parameter and enter “Domestic*”. Note: Use an
asterisk symbol (*) either before or after the word if you are not sure if you are
using the proper case.
Show items when the value

contains ~

Domestic*

This will mean all results will contain the word Domestic anywhere in the
Object Code name, not just the names starting with domestic.

The last items that need to be set are the Periods. The list of filters is in
alphabetical order. If you can't find the filter that you need, you can use the
search at the top of the Filters pane.

= Filters »

Q,  Search

= Filters »
2. Pperiod| *

Period Name v

is Apri2-12

Period Mumber -

is (All)
Type out the word Period, and it will just show the Period Name and Period
Number filters. You do not need to click a button or press enter to start the
search, it will happen automatically.

Currently there is a filter for the Period Name of Apr12-12. You can tell this
because the filter is gray. To clear afilter, click the eraser button on each of
the filters that are not needed.

Period Mame = @
is Apri2-12

15



e Using the Basic filtering method with the Period Name will be cumbersome
because Power Bl puts the check box list in alphabetical order, rather than
fiscal year order.

Period Mame o~

is (All)

Filter type

Basic filtering e
D Search

L1 Aprid-13 LU
O Apr20-20 22
O Apr21-21 25
[ Apr2z-22 78
O Auglo-01 18
O Aug0i-02 29
O Aug02-02 29

e To find the periods of July, August and September of 2013, which is the first
quarter of fiscal year 2014 (FY14), one would have to scroll through this list
to find each period.

e Advanced filtering could be used to filter for the items, but it is cumbersome
to filter for more than two items.

e There is a more efficient way to filter for the first quarter of FY14, which is to
use the Period Number filter instead of the Period Names.

The Period Numbers are numbers that are associated with each of the Period
Names. To find the Period Numbers for July, August and September of 2013 use
the “GL Period Number and Name” document found on the Reference Materials
page at https://www.cmu.edu/finance/systems/documentation/files/dw-period-
numbers.pdf

16


https://www.cmu.edu/finance/systems/documentation/files/dw-period-numbers.pdf
https://www.cmu.edu/finance/systems/documentation/files/dw-period-numbers.pdf

e For the fiscal year of 13-14, July, August, and September are the period
numbers 198, 199, and 200.

MONTH /
FISCALYEAR| 12.13 | 13-14
JUL 189 198
AUG 184 199
SEP 183 200
ocT 188 =T
NOV 189 202

e C(lick the dropdown to open the Period Number filter and change the Filter
type to the Advanced filtering.

Period Mumber -

is (All)
Filter type

Advanced filtering w

e Change the first parameter to “is greater than or equal to.” Type 198 on the
next line, which will filter for items where the value is greater than or equal
to 198.

is greater than or equal to v

e Leave the radio button on the “And” option, which will make the results be
inclusive of both the first and second filter parameter.

e For the second parameter, select “is less than or equal to” and type in 200
on the next line.
Filter type
Advanced filtering ~
Show items when the value
is greater than or equal to
198
® And O Or
is less than orequal to ™
200

Apply filter
e Click “Apply filter” in the bottom right of the filter window.

17



e To see the full list of filters again, click the “X” on the filter search bar.

2. period @

The periods are now correct for the report. However, the results might not display
in chronological order because the report is sorting the data by a different
column/field.
Period Number Period Name
199 Augl3-14
199 Auglz-14
200 Sepl13-14
200 Sep13-14
200 Sep13-14
198 Jull3-14
198 Jull3-14
e To put the Period Numbers in numerical order, click the header name at the
top of the field.
o Clicking the header name of a field will sort them in ascending or

descending order.

Period Number

o Click the header once for ascending = , and click it a second
time for descending. =" "™
o The arrow under the field name will tell you if the column is being

sorted.

e This will put the Period Numbers in numerical order and in turn the Period
Names will be in chronological order.

Period Number Period Mame
£

199 Aug13-14
199 Augl13-14

199 Augl3-14

199 Augl13-14
199 Aug13-14
200 Sepl3-14
200 Sepl3-14

200 Sepl13-14
200 Sepl3-14

18



e Now that we have the proper filters for this report, you can explore the
results.

e At the bottom of the report there is a total row.
23,981.03 139.473.56 115.492.53
o The total row is always visible and does not need to be selected to be
seen.

Export to Excel

One might want to export the results for this report to Excel for further analysis or
to share with a colleague. It is recommended to avoid using the Export button that
is located in the upper left side as the options under that button will not provide a
usable Excel spreadsheet.

Instead, please use the following export option.

e Click on the three dot ellipsis button in the upper right-hand corner of the
report, and there will be a button in the menu that says “Export data.”
o Click Export data, and it will open up a window to export the report with
the current layout.

33 x_—”n?"l__O

= Filters

dd a comment

Get insights
4 il Sort descending
Sort ascending

Sort by

19



Which data do you want to export?

®

Export your data in the format that suits your needs. If you have a lot of data, the number of
rows you export might be limited depending on the file type you select. Learn more about

exporting_data

®
=

Data with current layout

Export this data in the same
layout you see now, but

without any icons, colors, or
other formatting you added.

File format:

@)
T
Summarized data

Export the summarized data

used to create your visual (for

example, sums, averages, and
medians).

e Click the Export button.
o A message in the upper right says that you can still browse reports

and dashboards while exporting the spreadsheet.
o The message will change to let you know the data was successfully

exported.

e The report can now be opened as an Excel spreadsheet.

20



data (5)xlsx - Excel ! = O

Formulas Data

Ryan Pa... )04 Share

Review ' View | Developer | Acrobat | Power Pivot | |/ Tell me

o X Calibri *n T EE= ;,"’ General v [E,Condmonal Formatting ~ [_— jo) @ G
ML':;J- BIU- AA === $-% » [PromatasTable~ - _
Paste v = Cells Editing Share Upload
z - O A- EIE - w0 (52 Cell Styles - 2 2

Clipboard = Font I Alignment ] Number I Styles Box ~

Al - N Period Number v
A B | ¢ | b E F 6 H I 3 | ok | ula

1 |Period Nun'Period Nar Object Coc Object Coc Funding Sc Funding Sc Function N Function N Activity Nu Activity Nz Organizati Organ

2 198 Jul13-14 85111  AIRFARE-C061000 FACULTY L005 DEPARTMI000 UNSPECIFI210100  ARCHI

3 198 Jul13-14 85111  AIRFARE-C072000 DEPARTMI900 SPONSORE 000 UNSPECIFI210100  ARCHI

4 198 Jul13-14 85111  AIRFARE-C072000 DEPARTMIG00 SPONSORE000 UNSPECIF210100  ARCHI

5 198 Jul13-14 85111  AIRFARE-C072000 DEPARTMI900 SPONSORE000 UNSPECIFI210100  ARCHI

6 198 Jul13-14 85111  AIRFARE-C072000 DEPARTMI900 SPONSORE 000 UNSPECIFI210100  ARCHI

7 198 Jul13-14 85113  LODGING- 072000 DEPARTMI900 SPONSORE 000 UNSPECIF210100  ARCHI

8 198 Jul13-14 85113  LODGING-072000 DEPARTMI900 SPONSORE 000 UNSPECIFI210100  ARCHI

9 198 Jul13-14 85113  LODGING- 072000 DEPARTMI900 SPONSORE 000 UNSPECIFI210100  ARCHI

1 r r r r

10 198 Jul13-14 85113  LODGING- 072000 DEPARTMI900 SPONSORE000 UNSPECIFI210100  ARCHI

1 198 Jul13-14 85113  LODGING-072000 DEPARTMI900 SPONSORE 000 UNSPECIFI210100  ARCHI

12 198 Jul13-14 85113  LODGING-072000 DEPARTMI900 SPONSORE 000 UNSPECIFI210100  ARCHI

e To see a list of applied filters for this data, go to the bottom of the report.

e Atthe bottom is a single line of text that shows what filters are being

applied.

‘uniApplied filters:Organization Number is 210100Entity Number is 01Set of Books Name is Carnegie Mellon

o Double click the first cell of the filter line to make the filters easier to

read.

et

P B R e e B E M

T
lﬁpplied filters:

Organization Mumber is 210100
Entity Numberis 01
Set of Books Mame is Carnegie Mellon
Batch Actual Flagis A
Period Number is greater than or equal to 198 and is less than or equal to 200
Object Code Number starts with '85'

Object Code Name contains 'Domestic®'

21



Exercise #2 (Participants complete on their own)

Your supervisor has now asked you to compile detailed information on
expenses related to “MEALS” for a specific period, Dec11-12, and for a
specific activity code number, 111, to do some analyses for your
Organization (210100)

Edit the GL Transaction Detail (Macro) report.
Review and change the appropriate filter(s) as necessary.

When your results are finalized, look at the Grand Total at the bottom of
the Functional Net Activity field.

Record the Grand Total for Functional Net Activity

22




Creating Personal Bookmarks

If you would like to save your results but you do not need to create an Excel
report, Power Bl has an option called Bookmarks. This will allow you to save
personal views of the data in the report.

—
Bookmarks

e
)y 0~ ¢

e Inthe upper right, there is a ribbon icon for Bookmarks.

e C(lick the Bookmarks button and a drop down menu will appear. Select the
“Add a personal bookmark” option.

© -

1 Personal bookmarks

Capture this report's current state
[1 Add a personal bookmark

[» Show more bookmarks

ZoT T D

e Give the bookmark a unique name for the specific view.

© -

{ Personal bookmarks

Capture this report's current state

Pec11-12 Meals 111|

|:| Make default view E

[ 5 Show more bookmarks

[ S S S S —

e C(lick the Save button. This will let you save what is called a personal
bookmark.
o A check box will allow the saved personal bookmark to be the default
view of the report when it is opened.
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© "

! Personal bookmarks @

|
| Dec11-12 Meals 111

[l Add a personal bookmark

[ 5 Show more bookmarks
e Any time the report is opened the saved Personal bookmarks can be
selected by clicking the Bookmarks button.

Resetting a Report
e The content can be reset to the original state the report is in by using the
Reset button. This is found next to the Bookmarks button to the left.

@n- o

Reset filters, slicers, and other data view changes
you've made

e C(lick Reset and that will bring the data back to what the report looked like
when it was first opened and saved from the creator of the report.

Reset to default

Do you want to reset filters, slicers, and other data view

changes you've made?

Working with Reports
This section uses an example report from another domain, namely, Accounts
Payable.

e Select the FDW Training app tab at the top of the browser.

gl FINDW Training - Power BI X gl GLTransaction Detail (Macra) -

< (C & app.powerbi.com/groups/me/apps/6428f7fb-Ta7c-4
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e Click the Accounts Payable button on the left to see the reports for the
Accounts Payable domain.

ACCOUNTS PAYABLE

Accounts Payable Report Name

AP Invoice Detail

AP Invoice Distribution Line Detail (new in R12)
Accounts Receivable AP Invoice Summary (new in R12)

AP Payments

Fixed Assets

e From the report list, select AP Invoice Detail report link. That will open the
report in a new tab in your browser.

negie Mellon Univ AP Invoice Detail

sity ‘ Power Bl FINDW Training

(A [ Ffile v 1> Export ~ @ Share K ChatinTeams Q@ Getinsights (@ Subscribeto report @ Edit -« @ O~ o~ | [CR=I"S
Home
set of Books Name Vendor Name Accounting Date AP Invoice Number AP Invoice Type Invoice Line Number Invoice Line Description £ 8 = B | = Filters >
® Camegie Mellon 10 MAG OWNER LLC 7/24/2019 1200:00 AM  AUG 19 RENT Standard 1 PR#60508 Base rent month 4-15
Cree Camegie Mellon 10 MAG OWNER LLC 8/20/2019 12:00:00 AM  SEPT 19 RENT Standard 1 PR#60508 Base rent month 4-15 Q search
Camegie Mellon 10 MAG OWNER LLC 9/18/2019 12:00:00 AM  2019-0911CMU  Standard 1 PR#60508 Estimated MISC Repairs months 1-63 (max a
) Camegie Mellon 10 MAG OWNER LLC 9/20/2019 12:00:00 AM  OCT 19 RENT Standard 1 PR#69508 Base rent month 4-15 Filters on this visual
froe Camegie Mellon 10 MAG OWNER LLC 9/27/2019 12:00:00 AM 08312019 Standard 1 PR#69508 Estimated Electrical Utility Service months 1-
= Camnegie Mellon 10 MAG OWNER LLC 10/24/2019 12:00:00 AM NOV 19 RENT Standard 1 PR#69508 Base rent month 4-15 g‘:::’:‘:;grgi:jzmg 1zvouu€o
e Camegie Mellon  1HOOD MEDIA 10/24/2019 12:00:00 AM 5213 Standard 1 Wats:ON Festival performances per contract Tt -t
Camegie Mellon  1LIFE HEALTHCARE INC 8/23/2019 12:00:00 AM 715990 Standard 1 ONE MEDICAL PAYMENT FOR F19-520 ACADEMIC YEAF | 10/24/2019 12:00:00 AM
Q@ Camegie Mellon 23076 THREE NOTCH ROAD LLC 7/2/2019 12:00:00 AM  JUL19 RENT Standard 1 PR#58368-SPACE LEASE FOR MARCH 2019 TO FEB 202
ot TWO YEARS PER LEASE ADDENDUM DATED 10/29/18 Activity Number M
Camegie Mellon 23076 THREE NOTCH ROAD LLC 7/24/2019 1200:00 AM  AUG 19 RENT Standard 1 PR#58368-SPACE LEASE FOR MARCH 2019 TO FEB 2027 | | = (Al
®m Camegie Mellon 23076 THREE NOTCH ROAD LLC 8/20/2019 12:00:00 AM  SEPT 19 RENT Standard 1 PR#58368-SPACE LEASE FOR MARCH 2019 TOFEB 202 | | oy oy
apps Camegie Mellon 23076 THREE NOTCH ROAD LLC 9/20/2019 12:00:00 AM  OCT 19 RENT Standard 1 PR#58368-SPACE LEASE FOR MARCH 2019 TO FEB202 | | i (All)
Camegie Mellon 23076 THREE NOTCH ROAD LLC 10/24/2019 12:00:00 AM  NOV 19 RENT Standard 1 PRE58368-SPACE LEASE FOR MARCH 2019 TO FEB 202
m Carnegie Mellon 3D HUBS INC 8/15/2019 12:00:00 AM 353380 Standard 1 CIA GIFT FY19: 3 CNC MACHINED ALUMINUM HUBS AP Invoice Type v
Lesm Carnegie Mellon 3D HUBS INC 8/15/2019 12:00:00 AWM 352380 Standard 2 CIA GIFT FY19: 3 CNC MACHINED ALUMINUM HUBS =
Camegie Mellon  3M COMPANY 8/27/2019 12:00:00 AM 1 Standard 1 SUB TO 3M UNDER AWARD 1070234 Entity Number v
Oy Camegie Mellon 412 FOOD RESCUE INC 7/29/2019 12:00:00 AM 419809 Standard 1 GREEK ADVISORY BOARD FY20: DONATION FROM FUN. | | is (All
worspsces Carnegie Mellon 412 SIGNS GRAPHICS AND CONSULTING LLC  7/12/2019 12:00:00 AM 1553 Standard 1 Invoice #1553 Removal with bucket truck of both bann
Carnegie Mellon 412 SIGNS GRAPHICS AND CONSULTING LLC  7/22/2019 12:00:00 AM 1620 Standard 1 (6) DIBOND PANELS TO BE MOUNTED ON GARAGE WA Function Number -
S Camegie Mellon 412 SIGNS GRAPHICS AND CONSULTING LLC 7/22/2019 1200:00 AM 1620 Standard 1 (6) DIBOND PANELS TO BE MOUNTED ON GaRAGE WA | = )
My Camegie Mellon 412 SIGNS GRAPHICS AND CONSULTING LLC 7/22/2019 12:00:00 AM 1620 Standard 1 (6) DIBOND PANELS TO BE MOUNTED ON GARAGE WA | | Funding Source Num...
el Carmegie Mellon 412 SIGNS GRAPHICS AND CONSULTING LLC  7/22/2019 12:00:00 AM 1620 Standard 1 (6) DIBOND PANELS TO BE MOUNTED ON GARAGE WA is (Al)

The data in the AP Invoice Detail Report is different from the GL Transactions
Detail Report, but a similar setup. Understanding the data that is used is
important.

When running reports in the data warehouse, the AP Invoice Detail report is not
restricted to only supplier invoices. Invoices in this report also include expense
reports that start with ER and purchasing card PRC transactions. If the Invoice
Number/Type is an Expense Report, the vendor name is the employee that is
being reimbursed. For procurement card purchases, the vendor name is the
cardholder.

In the next scenario, your boss wants to get detailed information on all invoices
that have been processed for December of 2009 for the organization, 210100.
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e If there are no filters showing, click anywhere in the data and the filters
should appear in the Filters pane on the right.

= Filters »

Q. Search

Filters on this visua

Accounting Date -
is on or after 7/1,/2019 12:00:00
AM and is on or before
10/24/2019 12:00:00 AM

Activity Number -
i (Al
AP Invoice Number -
i= (All)
AP Invoice Type e
i= (All)
Entity Number e
i= (All)
Function Number e
is (All)

e Start by adding the organization number.

Crganization Number ™~
o Click to open the Organization Number filter. - “ "

e Use Advanced filtering to show items where the value is 210100 and then
click Apply filter.
Crganization Number ™
is (All)
Filter type
Advanced filtering w

Show items when the value

s ~
210104
® And O Or
o
Apply filter
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e Next, scroll to the very top of the filter list for the Accounting Date filter.

Accounting Date g
iz on or after 7/1/2019 12:00:00
AM and iz on or before
10/24/2019 12:00:00 AM

e Thereis already a date range applied because the filter is gray, click the
eraser button to clear the filter.

e C(lick the Accounting Date name to open the filter window.

Accounting Date o~

is (All)
Filter type
Advanced filtering ~

Show items when the value

The difference between this date filter versus the period filters in the General
Ledger report is these are physical dates and not a Period Name. Power Bl
understands that these are dates, so it gives filters with date selectors.

e Change the first filter parameter to “is on or after.”

27



e Typein 12/1/2009, or use the date selector.

Accounting Date o~
is (All)
Filter type
Advanced filtering ~

Show items when the value

is on or after v
12/1/2009
2 00 AM v
® And Cr
A
Apply filter

Leave the time after the date as 12:00 AM.

Leave the radio button on And.

Set the second parameter to “is on or before.”

Type in the last day of December of 2009: 12/31/2009 or use the date

selector.

Accounting Date

is (All)

Filter type
Advanced filtering w

Show items when the value

is on or after e

12/1/2009

12 [0l4] AM w
® And O Or
is on or before hd
12/31/2000
12 o0 Al ~

Apply filter

o Click Apply filter. The results will display.

28



[ File ~

— Export -

Set of Books Mame Vendor Name

Camegie Mellon E..JTSCHO'\-‘.", KAl 12/14/2000 12:00:00 AM ER382582 Expense Report 1
Camnegie Mellon  GUTSCHOW, KAl 12/14/2000 12:00:00 AM ER582582 Expense Report 2
Camegie Mellon  GUTSCHOW, KAl 12/14/2009 12:00:00 AM ER582582 Expense Report 3
Camegie Mellon  GUTSCHOW, KAl 12/14/2000 12:00:00 AM ER382582 Expense Report 4
Camegie Mellon  GUTSCHOW, KAl 12/14/2009 12:00:00 AM ER582582 Expense Report 5
Camegie Mellon  GUTSCHOW, KAl 12/22/200012:00:00 AM ER5384754 Expense Report 1
Camegie Mellon  GUTSCHOW, KAl 12/22/2000 12:00:00 AM ER384734 Expense Report 2
Camnegie Mellon  GUTSCHOW, KAl 12/22/2000 12:00:00 AM ER584754 Expense Report 3
Camegie Mellon  GUTSCHOW, KAl 12/22/2000 12:00:00 AM ER384734 Expense Report 4
Camegie Mellon ~ HANLON ELECTRIC COMPANY INC 12/15/2000 12:00:00 AM 1213 Standard 1
Camegie Mellon  HANLON ELECTRIC COMPANY INC 12/15/2009 12:00:00 AM 1274 Standard 1
Camegie Mellon  HAYES, HALH 12/21/2000 12:00:00 AM ER5384682 Expense Report 1
Camegie Mellon ~ HAYES, HALH 12/21/2009 12:00:00 AM ER554682 Expense Report 2
Camnegie Mellon  HAYES, HALH 12/21/2000 12:00:00 AM ER584682 Expense Report 3
Camegie Mellon HAYES, HAL H 12/21/2009 12:00:00 AM ER384682 Expense Report 4
Camnegie Mellon  HAYES, HALH 12/21/2000 12:00:00 AM ER584713 Expense Report 1
Camegie Mellon  HUTZELL, KELLY 12/3/2009 12:00:00 AM  PRC581831 Expense Report 1
Camegie Mellon  HUTZELL, KELLY 12/3/2009 12:00:00 AM  PRC581831 Expense Report 2
Camegie Mellon  HUTZELL, KELLY 12/3/2009 12:00:00 AM  PRC581831 Expense Report 3

|#* Share Wi Chatin Teams

& Getinsights

ccounting Date

E® Subscribe

£ Edit

AP Invoice Mumber AP Invoice Type

=
=

In the results, there are two types in the column AP Invoice Type, which are
Standard and Expense Report:

e Standard
o Ifthe Invoice Number begins with “ER” and the Vendor Name is a
person’s name it means it is a paper expense report that was entered
by someone in Accounts Payable.
ER110309 Standard

o If the Invoice Number does not begin with “ER” or “PRC” and has
actual Vendor Names (not employee names) it means it is a standard
supplier invoice.

1213

Standard

e Expense Report - This Invoice Type includes expense reports (which have
invoice numbers that begin with “ER”) and purchasing card transactions
(which are the invoice numbers that begin with “PRC") entered in Oracle.

o With an Invoice Number starting with ER, the Vendor Name is the
name of the employee being reimbursed.

o If the Invoice Number starts with PRC, the Vendor Name is the
cardholder's name.
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Exercise #3 (Participants complete on their own)

Modify the AP Invoice Detail Report to narrow down the results to only
show expense reports (ER) (not PRC reports) for employee Alexis A McCune
in Organization (210100) for October 2011.

When results are finalized, create a personal bookmark for the report

Record the Grand Total for Func Curr Inv Line Amt
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Exercise #4 (Optional Advanced Exercise)

Your supervisor has asked you to compile detail information for domestic
airfare for your organization (210100) and activity code (233) incurred
during the second quarter in FY12 to complete some analyses.

Edit the GL Transaction Detail (Macro) report.

Review/change the appropriate filter(s) as necessary.

Which fields do you need to change, update or add a filter value too?
What months make up the second quarter in FY12?

Do you know the object code number or name?

What organization are you searching for?

Is there a special activity code being used for domestic airfare?

Accept the defaults in these fields:
Entity Number 01
Set of Books Name = Carnegie Mellon
Flag=A
When results are finalized, create a personal bookmark.

Record the Grand total for Functional Net Activity
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Appendix: Migrating Private Queries from DecisionCast to Power Bl
This appendix describes the migration process of private queries, located under
each user’s Private folder, from DecisionCast to Power BI.

Preparing for Migration

1.

Identify queries in use in your Private folder in DecisionCast that need to be
migrated to Power BI.

o These should be queries that you have customized (e.g.
added/deleted/reordered columns) that cannot be easily
recreated from a public query using filter values.

Create a folder called “andrewlID-Migrate” inside your Private folder. (e.g.
acarnegie-Migrate)

Place a copy of the identified Private queries (that are in use ONLY) in the
andrewID-Migrate folder.

Inform the FDW project team by emailing fdw-project@andrew.cmu.edu
that the selected private queries are placed in the andrewID-Migrate folder
referenced above and that they are ready to be built in Power BI.

. At this point an automated process will generate the corresponding Power

Bl (PBIX) file per each report submitted.

The FDW project team will place your migrated reports in a “andrewI|D-
Migrated FDW"” workspace that you can access from your list of available
workspaces in Power Bl. You will be notified via your migration request
ticket when they are ready for your use.

(e

My workspace

]
':lj'o

FINDW Training %

,.‘
o
L=}

il

General Ledger

q

-
o
L=}

il

rpasko-Migrated FDW 2P o

q
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Post Migration User Actions

Users should take the following actions as needed after DecisionCast private query
migration to Power Bl.

1.

2.

3.

Run the desired query/report that was migrated in both DecisionCast and
Power Bl. Despite the best attempts to ensure that queries are migrated
without issue, there is the possibility that when the migrated query
runs in Power Bl the following message will appear:

®

Something's wrang with one or mare filters. See details

Clicking the ‘'See details’ link will generate the following generic
message.

Can't display this visual.

This visual contains one or more filters with deleted columns, type mismatches, or other breaking modeling changes.
Please try again later or contact support. If you contact support, please provide these details.

See details ~

Get help Close

Power Bl does not provide the exact fields, columns, filter values that were
problematic in the migration process.

To resolve the error, the ‘Fix this’ button needs to be clicked until the error
message disappears from the screen. Power Bl does not provide a message
when all of the issues have been resolved. Instead, the message will
disappear and the query will begin to run.
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NOTE: The likely result of the fixes made by Power Bl through this process is that
filters have been removed. Thus, step #5 below is especially important for queries
that had to be fixed through this process.

4. Compare the columns that appear between the two reports. Things to note:
a. Fields/data that are set to ‘Filter Only’ or ‘Not Shown' in DecisionCast
queries will appear as fields/columns in the Power Bl report results
due to the query migration.
i. Example from GL Transaction Detail queries:

Batch Actual Flag A
|{Nnt Shown} ||f-‘-su: w | Y #

ii. Example from USA Qtrly Expense Summary Org:

Set of Books Mame A
|{Fifter0nl=_.r} e ||;’-‘-.-3|: w | Bl A

iii. Thereis no corresponding functionality in Power Bl to replace
the ‘Not Shown’ option in DecisionCast. Therefore, certain
fields that are necessary in the query to produce correct data
results (ex. Batch Actual Flag and Expenditure Item Id) will
appear as columns in your Power Bl output.

iv. To use the ‘Filter Only' functionality in Power BI, ensure that the
field you wish to include as a ‘Filter Only’ field is in the
Visualization pane Row or Column list and then remove it from
the Visualization Pane. The field will continue to be displayed in
the Filters list but will not appear as a field in the report output.
See the Appendix: Download/Upload/Edit Public Reports
section for instructions related to customizable report
modifications for how to remove the field.

5. Compare the filters that are set on the DecisionCast queries to the filter
values on the migrated Power Bl report.

a. DecisionCast queries that have filters set for a range of values that
are migrated to Power Bl may need to be updated if the ‘Between’
filter operator in DecisionCast was used. These filter operators are
not able to be migrated in all circumstances.
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i. Example from GL Transaction Detail queries - Object Code
Number between 60000 and 99999:

Filter Operator: BETWEEN -
Available Values Filter Values
Show available values 3
starting with: m
=
60000
AND
=
99999
0K Cancel Clear Filter

ii. Example from GL YTD Balances Across Periods by Account
String - Funding Source Number between 000000 and 999999:
]

Filter Operator: BETWEEN -
Available Values Filter Values
Show available values Ell
starting with: —

==

000000

AND

==

599359

0K Cancel Clear Filter

iii. Example from AR Miscellaneous Receipt Distributions - Period
Number between 276 and 284:
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3 Filter: Period Number *

Filter Operator: BETWEEN “
Available Values Filter Values
Shcra_f a‘:ailable values
starting with: <ALLS
=
276
AND
=5
284
0K Cancel Clear Filter

6. Compare the results of the DecisionCast query against the Power Bl report.
Depending on the data being retrieved in the query, there may be
discrepancies in the results - either in number of rows returned or data
values.

a. Ifyoufind a discrepancy in the data between DecisionCast and Power
BIl, the data should be validated against the corresponding
transactions/balances in Oracle Financials. There are known reasons
for discrepancies between Power Bl and DecisionCast. Examples
include:

i. User data access/security was manually managed in
DecisionCast whereas in Power Bl this information is being
sourced directly from Oracle Financials. This information is
used to determine the data access privileges in Power BI, and
differences could exist between Power Bl and DecisionCast
output due to this.

ii. Adiscrepancy may exist because records (ex. PO Lines) have
been deleted in Oracle Financials but not in DecisionCast.
Because the Power Bl is being sourced from Oracle Financials,
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these records will not appear in the Power Bl output which will
cause a difference between the DecisionCast and Power BI
output.

A discrepancy may exist because of vendor name changes. The
vendor/employee name on a transaction that was extracted
into DecisionCast may be different today than it was at the
time of the original extraction. Power Bl will display the
transactions associated with the updated vendor/employee
name.

b. Due to Oracle upgrades, the processes and table structures changed
over the years and sub-ledger transactions (AR, AP, LD, etc.) were

grouped/summarized when posting to Oracle General Ledger. Power

Bl data is sourcing directly from Oracle Financials, so these

summarizations will result in less transactional detail records but the
account strings and dollar amounts will remain accurate.

c. Depending on the query structure, Power Bl may group records in a
different manner than DecisionCast while still providing the same
amounts. One example of this can be found in queries that provide

Grants Expenditure data.

To ensure that the natural grouping of Power Bl does not
occur, the Source System ID needs to be added to the query as
a column.

. This column can be found in the GA Expenditures Detail table

found in the Data pane when in Edit Mode of Power BI.

Data »

£ Search

w %EA Expenditure Details
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(] Z Quantity

2 Raw Cost

L Revenue Distributed
Source System Id
[ System Linkage

7. Other miscellaneous notes:

a. Matrix style reports do not display well in Power Bl. Matrix reports
can have both column groups and row groups. A regular table report
only has column groups. Scrolling to the right to see the columns of
data that exist is limited. One way to navigate around this is to resize
the columns of the report.

i. Example - Original output:

GL YTD Balances Across Periods by Account String Q Search _

[ File ~ 1+ Export ~ & Share B ChatinTeams ' Getinsights [g Subscribe to report ¢ Edit ---

Crillon __Qc= hd T I} £ 0 = &
Object Code Mumber Object Code Name Funding Source Number Function Mumber Activity Number Organization Number Entity Number Currency Code Set of Books Name
13115 SPONSORED PROJECTS ACCOUNTS RECEIVABLE 000000 000 000 210100 01 uso Carnegie Mellon
13225 ACCOUNTS RECEIVABLE 000000 000 000 210100 01 usb Carnegie Mellon

ii. Resize the columns to see more of the report on the screen by
hovering the mouse at the end of each column and then shrink
the column size:

GL YTD Balances Across Periods by Account String Q) Search

[ File ~ — Export ~ & Share P ChatinTeams Q Getinsights (g Subscribe to report &2 Edit -+
Period 126 Dilen[Rews v 1
Number
Object Object Code Name  Funding Function Activity Organization Entity Currency Set of Books Translated Budget Jan08-08 Feb08-08 Mar08-08 Apr08-08
Code Source Number MNumber Number Number Code MName Flag
Number Number
— .
13115 SPONSORED 000000 000 000 210100 01 usD Carnegie Mellen Actual -33.490.63 8381651 -61,34873 -67.91
PROJECTS
ACCOUNTS

Please refer any questions about the private query migration process to fdw-
project@andrew.cmu.edu.
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Appendix: Download/Upload/Edit Public Reports
Download a PBIX Report File

1. In the Financial Data Warehouse App, click the Help button on the bottom
left.

2. To download a PBIX file of a report from the Data Warehouse click the Click
Here button.

Download Reports’ PBIX Files:

Downloadable PBIX files for standard public reports are available for users who need
to customize (e.g. add or delete a column) the report for their specific needs, which
cannot be achieved by simply changing the filter values on the report.

[ Click Here ]

3. The FINDW PBIX Report Files Google Drive location will open.
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FINDW PBIX Report Files ~

| File type -~ | | People ~ | | Last modified -

Name

BB Accounts Receivable
Accounts Payable
Cash Management

Fixed Assets

General Ledger

Double click the domain name of the location the desired reportis in. In this
example we will double click the General Ledger domain folder.

BB General Ledger

Find the report you want to download and hover your cursor over it or click
it to select that report.

$  Endowment.pbix May 22, 2023 Roman Mitz 8KB

5 GL Transaction Detail (Macro) with JE line Num.phbix May 22, 2023 Roman Mitz MKB a2 &

= FC Mrtnll  Cummmeas abio Kdmis 0 AR Paee RAlia awo

To download the report, click the download button at the top or on the side

of the report.
é.*@ %

¥ 1selected 2t @ GD

Download the PBIX files you need and save them to your computer.
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Upload a PBIX Report File

1. Click on the Workspaces icon on the navigation bar.

]

Workspaces

2. Click on My Workspace at the top of the Workspaces panel.

Workspaces

L’ea':ﬂ

< My workspace

3. Click Upload at the top of the My Workspace.
T Upload ~
4. From the menu click browse to upload the saved PBIX file

= OneDrive for Business
B SharePoint
=~ Browse

Upload a .pbix, .rdl, or xlsx file to
your workspace

5. Navigate to the location of the saved PBIX file(s) and select one file to
upload. Power Bl will only allow one file to upload at a time.

6. Once the file has been uploaded you will have a new report in your my
workspace.

(o GL Transaction Detail (Macro) with JE line Num Report
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Editing Reports

1. Find the report you want to use in the list of reports and click on the report
name to open it.

N o

o < My workspace

@ + New v T Upload v £83 Workspace settings
Create
B3
Browse D Name Type
Cnelake
data hub (oo GL Transaction Detail (Macro) with JE line Num Report

2. The report will run and open in a new tab in your browser.
3. To edit the report (e.g. add, remove, or re-order columns), click on the Edit
icon in the menu bar.

& Edit -

4. Click into the report area to display two new panes in addition to Filters:
Visualizations and Data.
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2> 8 ©@ - B~ ¢c O B 2 @

ber FunctionNam ¢> & = 4 (A . — . _ . . .
= > A Filters = » (Visualizations » »

Un Build visual | /O < .
earc
T R

o Q, Search

o o
UN b )
> [ 01 - Object Code
jt Filters on this visual N
! > 02 - Funding Source
e | [ EREMEN D ’
gy || Activity Name > %03 - Function
T | | is (A b= A A [BR ek B2 s G- Acivy
UN . -
UN Activity Number I]!] @ |= (D @ ﬁ > %OS—Orgam’zation
une || s
o s QU A~ > G5 - Entiy
UN
uN AP Invoice Number E E E D{E > B Account Type
N || is (Al = @ E & > B Acivity Rallup
N
j; AP Vendor Name b > [ AP Check Number
o is (All) > %AP Invoices
jt Batch Actual Flag o > B AP Vendors
UN: isA Period Number VR > [ Entity Rollup
uN )
e et o Period Name S > [ Function Rollup
atch Category )
j; is (Al Object Code Number ... ¥ = > [ Funding Source Rollup
N Object Code Name ~ % » [ GL Account Types
uN i
UN Eﬁ;j‘t}we Dete Funding Source Num... ~ * = > %GL Batch Categories
is
Funding Source Name ~ * > %GL Detail Created By
Entity Name Function Number ~ % > [ GL Encumbrance Type
is (All
is (Al Function Name ~ x|y %GLJE Batches
Entity Number Activity Number v Xy %GLJouma\ Detail
Activity Name v * > [ GL Journal Lines

a. The Filters pane will display the fields that are available for filtering.

b. The Visualizations pane will display the fields that are included in the
report output.

c. The Data pane displays all of the facts and measures that are
available to include in the report. A green checkmark on a fact or
measure table indicates that a field from that table is included on the
report or is being used as a filter value.

Data >

‘ L Search ‘

> @ 01 - Object Code

> %02 - Funding Source
> %OS - Function

> @04 - Activity

> %05 - Organization

v %06 - Entity
L]

| Entity Key
Entity Name
Entity Number

Entity Number and Desc
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Removing, Adding, Moving Fields

1.

To remove a field from a report:

a. Inthe Visualizations pane, find the field for deletion in the Columns,
Row, or Value section (these are dependent on the style of report)
and click the X on the field name to remove the field.

Visualizations >
= o @
= hl E o E i
e A M BRI 2
M F = O O H
€W A»EE
= REHE E -
O QW E®
2

Columns

Object Code Number ... ~ =
Object Code Name =

Funding Source Num... V®

Funding Source Name ~ *

b. The report will refresh without the deleted field.

2. To add fields to the existing report:

a. Inthe Data pane, find the desired field to add to the report by clicking
on the arrow to expand the table and display available fields.

Transaction Net Amou... ~ = | ¥ %GL Journal Sources

Functional Credit Am... ~ = (] Journal Source Description
Functional Debit Amo... ¥ * [  Journal Source Key

Functional Net Amount ~ * Journal Source Name
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b. In this example, the Journal Source Description field is selected to add
to the report. The newly added field will, by default, be added as the
last field on the report.

L 4
Transaction Met Amou... ~ = > @ 6L Journal Lines

Functional Credit Am... ~ = 2 %GLJournal Cerreae

Functional Debit Amo... ~ * Journal Source Descriptiong

Functional Net Amount ~ = 0 Journal Source Key

ﬁ Journal Source Descri... ~ Journal Source Name

c. The report refreshes with the new field added to the report and to
the list of filter values as well.

N

Functional Net Amount Journal Sourc £ s = i &7 = Filters 2
-50.00 Development Gift Transactions
144.41 Stutlen|1 Accounts Transactions Q  search
1,464.96 Student Accounts Transactions
-175.00 Student Accounts Transactions Transaction Currency
-1.50 Development Gift Transactions is (All}

-600.00 Development Gift Transactions

-50.00 Development Gift Transactions Joumal Source Description <=

-650.00 Development Gift Transactions s (Al

3. Tofind a field to add:
a. Use the search box in the Data pane to type parts of a field name that
is desired.
b. Power Bl dynamically searches as the field name or parts of a field
name are entered. All fields that contain part or all of the information
entered will be displayed and available for selection.
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Data »

| 5 vend *

.~ BB AP Check Number

O MGr Name
~ %D.P Invoices
O  apE¥orio
O Ap P¥orsite ID

([l Invoice @'Name
O Invoice m:'NumbE'
~ [ AP Mﬂrs
O Active End Date
Active Flag

O
D Active Start Date

4. To move a field within the report:
a. Inthe Visualizations pane, fields can be moved around in a report by
dragging and dropping or by using the arrow on the field to expand
the field options menu.

Journal Source Description -

b. With the menu expanded, the Move menu has options that can be
used to move the field.

AraBEERFERE -f
s Name m oa Remove field

Rename for this visual

4] IIDT;\IIL WA
Up Move >] e

:Nu — -
Conditional formatting > b«
To top e
data v Don't summarize e
Transaction First Vo

- Last

page Functional N Vo
Bundians] Count (Distinct) N .
data fields here EnEha] Count e
Joumal Sou  >how items with no data 3 5
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c. Thereport refreshes with the field moved to the chosen location
within the report.

Journal Source Name Journal Source Description Tracking Number AP Vendor Name
DEVELOPMENT-BSR  Development Gift Transactions N/A N/A
SIS/SAR Student Accounts Transactions N/A N/A
SIS/SAR Student Accounts Transactions N/A N/A
SIS/SAR Student Accounts Transactions N/A N/A
DEVELOPMENT-BSR  Development Gift Transactions N/A N/A
DEVELOPMENT-BSR  Development Gift Transactions N/A N/A

5. To add a field as a filter value without adding it to the report as a column in
the report output:
a. Inthe Data pane, find the desired field to add to the report by clicking
on the arrow to expand the table and display available fields. For this
example, we'll choose to add the ‘Batch Name' to the filter list.

Data »

£ Search

Batch Actual Flag
Batch Category Key
Batch Category Name

Batch Mame

O00O0OcC

Check Number Key

b. Rather than clicking in the checkbox next to the Batch Name field to
add it to the report, drag and drop the field to the Filters pane
wherever you want it to appear. Power Bl will automatically refresh
the filter values associated with the field.
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= Filters C

Q. Search

AP Invoice Mumber
is (All)

AP Vendor Mame
is (All)

Batch Name

is (All)

Filter type ©
Basic filtering w
)D Search

[1 Selectall
[0 GR13-CAPITAL PROJECT FUNDIN... 4

c. You can also click the three dot, More Options, button and select Add
to filters.

. [ ————g—- g ——

[ Batch | More options

urne o

O~
ame VX 0 Check
ode Number ... ¥ * Collapse all
ade Name v X = Expand all
Visual-level filters Add to filters >]
Page-level filters Add to drill through
Report-level filters EXTERNAL REEERENCE

d. You can select to add the field to only this visuals filters, all report
visuals on the page, or all report visuals on every page.

6. To remove a field that is included as a filter value:
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a. If the field has been added only to be used as a Filter and is not in the
Visualization field list, use the x in the top right of the field to remove
the field from the Filters list.

= Filters CIE

O, Search

AP lnvoice Mumber

is (All)

AP Vendor Mame

is (All)

Batch Name

is (4All) Remowe filter

Batch Actual Flag ‘-’ &
is & & 13

b. All fields that are included in the report output (found in the
Visualization field list) must be removed from the report output
before they are able to be removed from the Filter list. By default, all
fields added to either the column, row, or values on the Visualization
pane are added to the Filter pane list. The field must first be
removed from the Visualization Pane because it is included in the

report output. Use the " on the field name to remove the field from
the Visualization pane and then follow the steps above to remove the
filter.

Saving Changes to the Report

1. Once finished making modifications to the report, click on the Save icon in
the menu bar to save the changes and overwrite the original report.
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Save

*  Data

#* Pin to a dashboard Wi Chat in Teams

0,
A~ wvend
2

=

2. To save the changes as another version/name of the report click the File

menu, then the Save As option.

GL Transaction Detail (Macro) with JE line Num

A

Home

®

Create

B

Armwee

File «

View ~  Readingview  Mobilelayout  Open data moc

Save
Save this report

E

Save as
Save a copy of this report

a. Enter a name for the modified report. The report should be saved to

the My Workspace destination.

Save your report

Enter a name for your report

Select a destination workspace

‘ My workspace V

B ]

Save | Cancel |

LLLLLLLLLL o w1
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