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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 does not contain new data and cannot be updated by users running
queries. Instead, it copies data extracted from existing production systems. Users can
access this data freely without worrying about slowing down the day-to-day operations of
the production database.

Carnegie Mellon’s Financials Data Warehouse

Financial data is updated nightly Saturday — Thursday from the university’s Oracle
Applications Financials system to the data warehouse named CMUDW. Please be aware of
the timing delay of this scheduled process when attempting to access data from the data
warehouse. The data you see today in the Data Warehouse is yesterday’s data from the
Oracle Financial System.

The warehouse was created using software from Decision Point Software, Inc. With the
DecisionPoint® DecisionCast™ end user tool, you can tap into the Carnegie Mellon
Financials data warehouse to run reports. The Data Warehouse is divided in “domains”
which are equivalent to the various Oracle Modules, e.g., General Ledger, Grants, Labor
Distribution, Purchasing, Payables, and Receivables.

Queries/reports have been created by the Business Systems and Services team and can
be run by any campus user with appropriate security.

First Time Logging into the Data Warehouse (initial password change)

When users are initially established in the warehouse database their passwords are set to
expire. You are required to change your initial password before launching DecisionCast. If
you do not change your initial password, you will not be able to authenticate when
launching DecisionCast.

Initial Password Change

Navigate to the ISQLPlus page at https://isqlplus.andrew.cmu.edu

1. Thelogin.cmu.edu Web Login page will appear. Enter you Andrew User ID and
Password and click on the Login button.


https://isqlplus.andrew.cmu.edu/

Carnegie Mellon University

Web Login

AndrewID Ll
s ———— i
Login

warning: The URL for this page should begin with https:/ /login.cmu.edu
If it does not, do not fillin any information, and report this site to advisor@and

About | Change Password

2. The Oracle iSQL*Plus Login page opens.
a. Enter your Andrew username in the Username field (lower case)
b. Enter the initial password given to you by the Oracle Help Desk (case
sensitive)
c. Enter fdwprod in the Connection Identifier field (not case sensitive)
d. Click on the Login button

ORACLE’

Login

Usemname: ||agnards|
Password: | geees

Connection Identifier |54y, prod

3. The Oracle iSQL*Plus Expired Password page opens letting you know that you password is
expired.
a. Reenter your initial password in the Old password field
b. Enter your new password in the New password field, this
password cannot include special characters
c. Enter your new password again in the Retype new password field
d. Click on the OK button




23 1SQL*Plus Release 9.2.0.4.0 Production: Expired Password - Microsoft Internet Explorer == x|
File Edk Yiew Favorkes Tools Help |
Ggack - = - @ 2] A | Qusearch Garavorrss @meda oF | - S
Links (&]Free | Adiress [ €] hetps:ifacis.os. cmu.edui3903/isaplus | @ |
|
ORACLE ?)
= SQL*plu% Help
Login = Expired Password
Expired Password
ERROR:
ORA-28001: the password has expired
Your password has expired. Change your passward
Usemarne: [leonards
Old password; [Frree
New password: [F
Retype new password: [~
Cancel
|
[&] ot connected

| [ |5 [#@ mtemet

Signing on to the Data Warehouse

1. Go to the Business Systems and Services webpage at
https://www.cmu.edu/finance/systems/ and single-click on Financial Data Warehouse.

Welcome to Business Systems and Services

Oracle - Citrix Financial Data | Nracle Web | Online

ACCESS Warehouse - R&ports Forms System
: Citrix
Oracle o
(Formerly

R12 Producti
(EBSPROD) ™

n

FDW) **

2. The Citrix MyApps Login window will show. This login is your ANDREW ID and

ANDREW Password. Click Login.


https://www.cmu.edu/finance/systems/

MyApps
Il

AndrewlID:

Password:

@ Carnegie Mellon University | 5000 Forbes Avenue, Pittsburgh, PA 15213

3. The Citrix Applications window will show. You will see application icons that you have
access to listed.

a) For today’s class, single-click on the DecisionCast — Test Icon.

Please note: Outside of class, you will normally click on the DecisionCast — Prod Icon

Carnegie Mellon University Michelle P Martin v

% & |s|lm © - =2 = = =

DecisionCast - Dev DecisionCast - Prod DecisionCast - Test Ease of Access EBS Excel EBS Explorer EBSDEV EBSPATCH EBSPRJ EBSPROD - Oracle
Center
”l ﬂl = !I
EBSQA EBSTEST EBSWD EBSYPROD

T

= MyApps Upgraded - 7/26/2014
All applications that are currently accessible via MyApps will remain accessible in this new interface.

Three new features are now available:

s+ Announcements - Notices for upcoming maintenance, downtimes, etc will be announced in this area.
= Downloads - Access related downloads from the downloads button above.
+ Help - Access helpful links from the help button above.

Questions/Concerns? Contact us at appvirt-support@andrew.cmu.edu.

4. The authentication box will open for you to enter your user id and password.
a) Fortoday’s class, you will be assigned a user id. The instructor will also give you the
password.



Powered by

TERAD

Authentication

Flease enter your cmudw Account.

|Iserld:

Password:

Domain:

pnCast™

lelease 12.1.3

Im‘ludw

o]

Cancel

Dacizion Cast ™
Copyright 2000-2010 Teradata Corporation
Al Rights Reserved.

¥.

QK
5. Do not change the domain, click on the button. Note: The hour glass will

not display while the system signs you on.

Decision Cast - Personal Library

1. Decision Cast (DC) will open to your Personal Library when logging in.



1 DecisionCast - Personal Library
File Edit View Help

| -4
‘ Personal Library #idhoc Library

e

Personal Dashboards
Dashboards | MName | Last Run ‘ Frequency | Sender
Reports and Alers Ll Data Warshouse News Dashboard Mar 6, 2008 7:50:12 AM Once Immediate Financial Admin
Common Tasks
Open Dashboard
Delete %

2. The Personal Library stores reports, alerts, and dashboards that were broadcast to you.

3. Onthe left under Personal you can switch between Dashboards or Reports and Alerts.

Personal

D oards
eplbrts and Alerls

Common Tasks

Open Dashboard
Delete

4. DC defaults to Dashboards. At this time, no reports or alerts are broadcast.

5. Periodically the Data Warehouse News Dashboard is broadcast to all Data Warehouse
(DW) users.

nal Library Adhoc Library

Personal Dashboards
Dashboards MName Last Run Frequency
Reports and Alers Data Warehouse News Dashboard Mar &, 2008 7:50:10 AM Once Immediate

Open Dashboard
Delete

Send to email k

6. Highlighting the Dashboard causes the Common Tasks to light up for selection. To open
the Dashboard, you can double-click on the Dashboard or select Open Dashboard under
Common Tasks.



i DecisionCast - Personal Library
Fie Edit View Help

4 4
Personal Library Adhoc Library

Personal Dashboards

Dashboards Name Last Run Frequency Sender
Reports and Alerts ] Mar 6, 2008 7.50:10 AM

R Common Tasks
Click on e
Open Dashboard

Open 7 e
Dashboard

Once Immediate Financial Admin

< >

Dashboard Description \

This Dashboard displays curent news about the Data Wareholge regarding general announcements and items specfic to each modulg

(i) Double-click on Dashboard

7. At the bottom of the screen is a description of the dashboard.

Data Warehouse News Dashboard

1. Periodically the DW News Dashboard is broadcast to all users with announcements
about the data warehouse or items specific to the domains (modules).

Carnegie Mellon University
Financial Data Warehouse News Dashboard

Last Updated 7/5/2011 9:52:01 AM
—

CURRENT HEADLINES

REMINDER: Share your Private folder queries by copying To and From the Public\Ad Hoc\DC Support folder. Personal
queries (without Financial Admin as Owner) are periodically removed from the Central Administration and College &
Dept folders. You may lose your customized queries if saved in a Public folder.

The Financial Data Warehouse is refreshed with Oracle data from all medules Saturday th h Thursday
unless otherwise noted above. Extracts begin running from the Oracle Grants module at 7:00 PM EDT, and at10: 00 PM
EDT for all Non-Grants modules. All are I by 2:00 AM EDT the following morning, anda Security
Rebuild is run every morning at 5:30 AM EDT. Please note: Due to the database backup on Friday evening, and early
lay morning mai e, no extracts are scheduled on Friday nights.

MODULE CLOSING UPDATES

Labor Distribution Grants Accounting
I g

03-Jul-11: Jun 2011 monthly payroll and AMS, BMS, Quick Info, Task Funding, Project Detail,

ha‘ﬁ:;e':mse dinithe Data and At Risk queries - Current Period = Jun11-11
N N

2. At the top right is the date and time of the broadcast.

3. Current Headlines usually provides information about updating data in the warehouse.




Under each domain (Labor Distribution, Grants Accounting, etc.) are specific items
associated with that domain.

Close the dashboard by clicking on the icon at the top far right corner.

Once you've read the dashboard you have the option to Delete it.
a) Click on Delete under Common Tasks.
b) DW will request confirmation of this deletion.

Delete Subscription

' E Are you sure you want to delete the subscription 'Data Warehouse News Dashboard' from your Personal Library?
L]

Yes Mo

c) Click on Yes to delete it.

10



Decision Cast - Adhoc Library

1. Click on the issekaiatM icon to enter the Adhoc Library where customized
queries/reports are available for use.

#% DecisionCast - Adhoc Library
File Edit View Help

i 4 1l
Personal Library Adhoc Library Designer Library User Library System Admin

N——
. Ad Hoc
|- m Hoc
lglﬁIF_\"l Public

+-[_1 Central Administration = :
+-[_] CollegedDepartment Fublic Unknown
+-[_] DC Support 3 Private Unknown

[ Peformance Test Gue

+1-[2] SEl
—-[Z3 Private

| MName Owner

DC Adhoc Library Folder Structure - Public and Private Folders

1. There are (2) main folders in the Adhoc Library, which are:
a) Public Folder — contains subfolders with queries/reports that can be used by
anyone with access to DecisionCast. Most users work out of the
[ College&Departmert subfolder.

b) Private Folder — A users’ personal folder where queries/reports containing filter
values you have specified can be saved and used again. No one but the individual
user has access to the Private folder.

2. There are two ways to open folders in the Data Warehouse.
a) Simply click on the plus sign (+) next to the folder. (3 CollegesDepartment

The plus sign (+) —-{_] CollegedDepartment
changes into a minus +-(1] Faculty Senate
sign (). +-(] General Ledger
+-{L7] Grants Accourting )
+-{27 Labor Distribution A list of sub-folders
(0 Payables is displayed.

+-[_7 Purchasing
+-[_7 Feceivables
[ Sponsored GM GLF

Note: Some of the sub-folders also have a plus sign (+). These indicate
additional sub-folders within the sub-folder.

b) The second way to open the folder is to double-click on the folder name. The
subfolders are then also shown in the “Report List” area to the right of the folders.

11



]

Personal Library

o
Hifs L3
‘!r l?-!-

@

]

Adhoc Library Dzsigner Library User Library Y5

CollegeDepartment <—

The folder name is

=J-fdj Ad Hoc shown at the top.
=1 Public . | MName | Cwner

ion

2y S p—— & Faculty Senate Financial Admin

¥ [_] Faculty Serzte (3 General Ledger Financial Admin

' [ Grarts Accounting Financial Admin

rting (3 Labor Distribution Financial Admin

+-[_] Labor DistibiXjon [0 Payables Financial Admin

[ Payables E Purchasing Financial Admin

+-[_] Purchasing [_1] Receivables Financial Adm

+-[_7] Receivables Sponsored GM GL Recon

[Z1 Sponsored GM GL

Note: Notice some of the folders have the same names as the Oracle modules.
As mentioned previously the module equivalents in the Data Warehouse are
called “domains”. The queries in these folders were created to provide
information for the specified domain.

Let’s open the query that we will be using for the first class exercise.

a)

From the * (1 CollegedDepattment fo)der, double-click on the General Ledger
subfolder. The subfolders for the General Ledger are displayed on the right.

4 Ad Hoc General Ledger

=-[Z3 Public

M
+-[_] Central Administration Dl cl
-2 CollegeDepartment GL Account Balance

+- (] Faculty Senate 3 GL Joumal Detail
== | General Ledger 5| Special Reports
+-[_ ] GL Account B

b) Double-click on the GL Journal Detail folder on the right.

d)

GL Journal Det

Ad Hoc
[Z3 Public

Mame
+-[_ Central Administration |

53 CollegeDepartment (I3 GL Transaction Detail
© (] Faculty Senate (I3 Cther JE Reports

—-[21 General Ledger
+-[07 GL Account Balance

+ @'GL Joumal Detail

The General Ledger folder is expanded on the left and the subfolders within the GL
Journal Detail folder are shown on the right. Note: the GL Journal Detail folder
shows as “open” next to the folder name on the left.

| Name
[ GL Transaction Detail

Double-click on the folder.

12



#: DecisionCast - Adhoc Library |:||E|FX|

File Edit Yiew Help

oy
oc Library
& adH GL Transaction Detail
SR oc
=0 Public ame | Dwner Source
+-[_1 Central Administration - - — -
(2 College & Department ﬁ 2 GL Transaction Detail [Macrao) Financial Admin ChU_AMNA
(1 Admin Fes ¥t F12 GL Transaction Detail [Macro) wi..  Financial Admin ChU_AMNA

+-_1 College Specific
+-_7] Faculty Senate
-1-[_1 General Ledger
+-_1 GL Account Balance
=-_1 GL Joumal Detail
{23 GL Tranzaction Detai

e) The folder '5_3 icon is open on the left. The icon on the right has changed to &
indicating a query/report.

13



Working with Queries/Reports

Copying a query/report to your Private Folder

For this exercise, we will use the R12 GL Transaction Detail (Macro) query. The folder path
was College & Department > General Ledger > GL Journal Detail > GL Transaction Detail.

#: DecisionCast - Adhoc Library

S[(=1ES
"lﬂl é;‘
Perzonal Librany Adhae Librany
& adH GL Transaction Detail
= oc
=03 Public L | Name | Owiner Source
+-[_1 Central Administration - - N - N
(2 College & Department Fi12 GL Tranzaction Detail [Macro) Financial Admin ChU_AMNA
(1 Admin Fes e FlZ [EE: ] Sl fMacro] wi..  Financial Admin ChU_AMNA

+-_1 College Specific
+-_7] Faculty Senate
-1-[_1 General Ledger
+-_1 GL Account Balance
=-_1 GL Joumal Detail
{23 GL Tranzaction Defai

1. Highlight the query/report R12 GL Transaction Detail (Macro) query.

2. Copy the query. This can be done several ways, such as:

a) Right clicking and selecting ‘Copy’ from the available functions.

Delete

Rename...

Import Ad Hoc Reports
Export...

Properties

b) Using Copy/Paste function under the Menu item Edit.

c¢) Holding down the Ctrl+C keys (to copy) and then Ctrl+V (to paste).

3. Double-Click on your - @0 Private folder to open it.

14
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#: DecisionCast - Adhoc Library |Z E E'
File Edit “iew Help

& B
Perzonal Librarny Adhoc Libram

- 4 AdHos Private
=11 Public
+-[_7] Central &dministration
=-_1 College & Department
(22 Admin Fee
+-_1 College Specific
+-[_] Faculty Senate
—-[_1 General Ledger
+-_1 GL Account Balance
—-[_1 GL Joumnal Detail
{2 GL Transaction Detail

[Z1 Other JE Reports
+-[_] Special Reports
+-[_] Grants Accounting

+-[_1 Labar Distribution
[Z1 Payatles
+-[_] Purchazing
+-[_] Receivables
(2 Sponzored G GLA
[Z1 OC Suppart
[_ Performance

4. Click on the blank space in the right hand panel and paste the query there using your
preferred method (the right-click menu/Paste, the Edit menu/Paste, or Ctrl+V.)

| M ame Owrer Source

Private

| Mame Owner

Mew 3

Import Webanalyst Reports...
Impart Ad Hoc Reparts

a) A copy of the query/report will be placed in your private folder.

Private

| MName | Owurer Source
'ﬁ R12 GL Tranzaction Detail [Macra] TRAIMING, DC101 ChAL_ARA
'ﬁ R12 GL Tranzaction Detal [Maco] (1) TRAIMING, DC101 ChL_AMA

i) If a query/report with the same name already exists in the folder, DC will add a
number (1) to the end of the name.

15



Renaming a Query:

Everyone in class is using the same warehouse userid/password which means everyone is
sharing the same Private Folder today. As each of you save the query, DC will increment
the number at the end of the query name.

1. Under the View menu, select ‘Refresh’ to see all the saved queries.

(S Help
Refresh F5
Password Management ...

2. The instructor will give you a query number to use for class. Select that query and
rename it using your initials as follows:

a) Suppose the instructor gave you query #2. Highlight the query with the (2) at the
end.

| R |

'ﬁ F12 GL Tranzaction Detal [Macra)

'ﬁ Fi12 GL Tranzaction Detail [(Macro] (1]
ﬁ 12 GL Transaction Detail [Macra) (2]
lﬁ F12 GL Tranzaction Detail [Macra) (3]
'ﬁ F12 GL Tranzaction Detail [Macra) (4]

b) Right-click on your mouse and select Rename from the options listed.
| Mame | Owner |

ﬁ F12 GL Transaction Detail [Macra) TRAINING. DC101

‘ﬁ F12 GL Tranzaction Detall (Macro) (1] TRAIMING, DC10

F12 GL Tranzaction Detail [Masalio 2ALRILLIC Tl T

® FR12GL Transaction Detal (4 FUN

¥ R12GL Trarsaction Detail (M g

e 3

Copy

Delete

Rename...

Import Ad Hoc Reports
Export...

Froperties

c) You can also select Rename from the Menu under File.
W Edit View Help
MNew 3
Run Ctrl+R

Edit Cirl4E

Import Ad Hoc Report...
Export...

Properties

Exit

d) Replace the number with your initials and click on OK.

16



## Rename

Mame: |H1 2 GL Tranzaction Detail [Macro] AKF

] | Cancel ‘

e) Select Refresh under Menu item View to see the new query names.
N8 Help
Refres F5
Password Management ...

f)  This designates which query you will use in class today.
| M ame

'@ R12 GL Tranzaction Detail [+ acro]

'ﬁ R12 GL Tranzaction Detail [Macro] [1]

ﬁ' F12 GL Tranzaction Detail [Macro)] AEF

'@ R12 GL Tranzaction Detail [Macro] EAC

'ﬁ F12 GL Tranzaction Detaill [Macro] ADC

Note: Once you have access to DC, you will have your own unique userid/password and will
not share a private folder with anyone. However, there may be times that you want to
rename a query to better suit your needs.

Editing a Query/Report

Never edit a query/report in the Public Folder. Doing so would lock the query/report
preventing other users from accessing it. In addition, you will not be able to permanently
save the changes in the Public Folder.

Prior to editing a query, it is best to copy it into your Private Folder. Since we’ve already
copied the GL Transactions Detail (Macro) query, let’s use it to demonstrate editing a
query/report.

1. Highlight the query you want to edit and do one of the following:
a) Under the File menu, select ‘Edit’.

Edit View Help

Mew 4

Run Ctrl4R
—— Edit Ctrl+E

Import Ad Hoc Report. ..

Export...

Properties

Exit

b) Do a Ctrl+E.

c) Right click and select ‘Edit’ from the available functions.

17



| Owrer
TRAINING, DCTIM
TRAINING, DCT01

| Marne
'ﬁ Fi12 GL Transaction Detail [Macro)
'@ Fi12 GL Transaction Detail [Macro) [1]
L5 R12GL Tia Detail [Macro]
B R12 GL Transaction Detail (Macro) EAC | Run

& R12 GL Transaction Detail Macro) ADEP
3

Copy

Delete
Rename...

Import Ad Hoc Reports
Export...

Properties

Components of a Query/Report

When you edit a query/report, the Ad Hoc Browser window opens. Let’s review the
components of this window.

% Ad Hoc Browser: R12 GL Transaction Detail (Macro) AKP
File View Help

= %

Fact & Measures
#-{ 1 GA& MLR - Credit ~
+ (1 GA Project Detail Trx
+ (] GA Project Key Memb

Guery Details
Dimensions

Measures
Tl ny

Columns > | |Nore =

+ (] GA Reverus
+-1 GL Account Balances
-3 GL Joumal Detail
LY Functional Credit
B Functional Debit &
B Functional Met &
B Transaction Credi
#9 Transaction Debit
9 Transaction Net & v
< | »

redit

Dimersions

+ @ 02 - Funding Source
+-gf 03 - Function

+-q@ 04 - Activity

+ @ 05 - Organization

+ @ 06 - Entity

+ g Account Type

+ g@p Activity Rollup

+ g8 AP Check Number

+-6@ AP Invoices

+ @ AP Yendors

+ @ Entity Rallup

+ @ Function Rollup

+ @ Funding Source Rolup

+ i@ GLAccount Types

+ @ GL Batch Categaries
+-68 GL Detai Created By

+ @ Gl Details to AR »Ref Tak
+-g@ GL Encumbrance Type

+ @ GLJE Batches

+ @ GL Joumal Lines

+ g GLJoumal Sources

+ @ Grants Batch Name
+-g@ LD Batches Dimension

+ @@ Measures dimension for fa
+ @ Object Code Rollup

+ @ Organization Rolup

+ g Periods

+ & PO Mumber and Descriptic
. Posted Date

+-gf Setof Books 4

4 ) >

Set of Books Name

Fows | jhsc =

Tranzaction Currency

Fiows | |Asc -

Batch &ctual Flag

Naot Shown} « | Jase =
<

Functional Credit &mount

Columns | |[Nore -

Functional Debit Amaunt

Columns ¥ | |None =

Functional Net Amount

Columns > | |Nore =

+ @ 07 - Object Code ~

BQuery Results

Resuts | Options | Guery Informaion |

=8 B @iEt

1. The window name (Ad Hoc Browser: plus the name of the query/report that is being
edited) is displayed in the blue bar at the top.

- Ad Hoc Browser: R12 GL Transaction Detail (Macro) AKP

18



2. The Menu toolbar

File View Help

m View Help

Save Cirl+5
Save As Ctrl+shift+5
Close

Save (Ctrl+S) — save
query with same name.

Save as (Ctrl+Shift+S) —
save query with new
name.

Notice the keyboard
shortcuts are
displayed for the save
commands.

Close — Close query

m Help

1w View Query Details
Query S0L |

View Query Details
Query Details

Dimensions

Period Number

| [T xl

SILICT CMERD FERIOD D.PERICD o4, CMPRD CBJECT_CODE_D.OBJECT_CODE of,
CMPRD CBJECT CODE_D.OBJEICT_CODE_DESC o,
CMPRD_FUNDING_SCURCE_D.FUNDING SOURCE o7,
CMPRD_FUNDING_SCURCE_D.FUNDING SOURCE_DESC cB,
CMPRD_FUNCTICN_D.FUNCTION o3, CMPRD_FUNCTION_D.FUNCTION DESC el0,
CMPRD ACTIVITY_D.ACTIVITY cll, CMPRD ACTIVITY D.ACTIVITY_DESC clZ,
CMPRD CREANIZATICN D.CRGANIZATION cl3,

CMPRD _CRGANIZATICN D_ORGANIZATION DESC cl4, CMPRD_ENTITY D.ENTITY cls,

Help
Contents and Index... F1 I

Help - takes user to the
online help information

Personal Library and Ad Hoc Library
€ o

3. The lcon toolbar

= %

= %

Save Run Query Stop query

Note: When a query is running the background of the Stop Query icon turns red
indicating that it is available to use.

4. Fact & Measures

19




Fact & Measures

(23 GAMNLR - Credit
[ GA Project Key Members
[C3 GA Revenue

T [{H-F--E-E

23 GL Jounal Detail
&
#3 Functional Debit Amount
#3 Functional Net Activity
#3 Transaction Credit Amourt
#3 Transaction Debit Amourt
#3 Transaction Net Amourt

5. Dimensions

Dimensions

+ gy 01 -Chject Code »
@ (02 - Funding Source
@ 03 - Function

(04 - Activity
Crganization
Entity

Activity Rollup
@ AP Check Number
@ AP Invoices
@ AF Vendors
@ Entity Rollup
@ Function Rollup
@ Funding Source Rollup
@ GL Account Types
@ GL Batch Categories
@ GL Detail Created By
@ GL Encumbrance Type
@ GL JE Batches
@ GL Joumal Lines
@ GL Joumal Sources
@ Grarts Batch Name
@ LD Batches Dimension
@ Measures dimension for fact table: GL.
@ Object Code Rollup
@ Ornanization Rallon

2]
@ 05-
& 05-
2]

W

O O O ) o e O o R R S S R S

6. Query Details

v

20

Fact—refers to the table where measures
are extracted for use in the current

query.

Measures - basic numeric and additive
information that is included in a report;
for example PTD Actual Debits, PTD
Actual Credits, Net Activity, etc. Usually
answers the question — How Much?

Dimensions — descriptive data
used to select or group the
measures; for example, by Period,
Object Code, etc.



g
- |None

Set of Books Name

|Rows ﬂ |Asc ' Functional Debit Amourt
|Co|umns j |None j
Transaction Cumency
|Rows ﬂ |Asc ' Functional Credit Amourt
|Co|umns j |None j
Batch Actual Flag
|{Fmer Oy} ﬂ |Asc ' Functional Net Activity
< |COIumns j |N0ne ﬂ
Dimensions selected for this Measures selected for this particular
particular query/report query/report

7. Query Results

Query Results
Resuits WOptinns I Query Information I

=R BRGIEt o

a) Tabs
i) Results tab — Where results of the query/report are displayed
ii) Options and Query Information — Not covered in this class

b) Toolbar —applies only to query results, this will be covered more in a later section
when we have some query results.

= H By gl
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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 R12 GL Detail Transaction (Macro)
query using the following filters/values:
» Period Name — the instructor will indicate what periods to
select. (Jul13-14, Augl13-14 and Sep13-14 are used in this
manual).

» Object Code Numbers — 85000 — 85999 (the travel object code
numbers are within this range).

» Object Code Name — Contains “DOMESTIC”
» Organization - 210100 (used both in class and in this manual)

The instructor will guide you through this first exercise.

Tip: Chart of Accounts are available for each segment of the GL account string at
https://www.cmu.edu/finance/systems/documentation/reference.html
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Selecting Filter Values

1. In order to see more of the fields under the Query Details, you can lower the Query
results screen. Hover over the line separating Query Results from Query Details until it
B
becomes a hashmark ¥ .

Fie View Hep

%0

Fact & Measures Query Details
#-(_) GA NLR - Credit ~ BI
- GA Project Key Members
+ (] GA Revenue

Functional Debit Amourt

(2 GL Account Balances

#-{Z GL Aceount Balances - History Ertity Name x|
= GL Joumal Detail TI [Columns »| [Nore ~|
@1 Functionsl Credt Amcunt Fiows | 24
& Funcions! Debt Amourt Amount
Hfechve Date x
& Funcionsl Net Activty - -
B8 Transaction Credt Amount Rows x|jsc | 2 == =
B Transaction Debit Amourt Functional Net Activy
JE Line Description x|
; & Transaction et Amourt 8 —)” b || r——
Dimensions Query Results
& @ 01-Objecs Code 4 Resuts | Gptions | Query Infomation |

a) Click the left mouse button and drag the window down.

Guery Aesuta
P | i | =
ERRE L MAEY @FsR -3 -%-0

2. Use the scroll bar to move up to the top of the list of the Dimensions fields/filters.

Query Detzils
T
-~
Rows ~||ase - ﬂ il )
AP Invoice Number ll
Rows > |Jhsc ﬂ ﬂ
Purpose jl
Fows | [fse ~ ]
Justification ll
Rows | |Asc ﬂ il
Merchant Name: ll
Fows | [~ 7]
JE Batch Name x|
Rows | |Asc ﬂ ﬂ
Batch Category LI
Rows > |Jhsc ﬂ ﬂ
GL Detail Creats By Description x|
Rows | |Asc - ﬂ ﬂ
Set of Books Name x| 1

3. The first two Dimensions are Period Number and Period Name.

23



Period Number x|~ ﬂ is the filter icon. A blue filter indicates

[Rows B ﬂ il a value has been selected. A gray filter
indicates that no value has been selected.

Feriod Name [ Hover over any blue filter to see the

Rows x|l - b d JE1 selected value.

4. Click on the filter icon for Period Name to add/change value(s). The filter window will
display. Let’s review the components of the filter window (all filters window have these

same components.)

i Filter: Period Name

Filter Operator:

Available Vales

Show avalable values

|

starting with: W

=

FilterValues

alue
b |Apr12a2

e Options
& Match Exacty

" Starts With
" Ends With

" Contains

¥ Match case

oK Cancel Clear Filter

The name of the filter will always be
displayed. {This is helpful if you are trying to
find a value in the Available Values and
none appear. Check to see if you are in the
correct filter}

a) One of the first items you see is Filter Operator. Click the down arrow to view the
selections. You’ll need to scroll down to see all.

i Filter: Period Name

Filter Operator:

i)  We'll review the filter operators more a little later in this course. The default
operator is the equal sign (=).

b) Below the filter operators and to the left are the Available Values. Here we can
search for specific values that are available to use in this filter.

i) The default for the available values is <All>. We could click on the ~Eljconto
see all available values then scroll down till we find the value we want.
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Available Values Awvailable Values

Show available values -
starting with: l—zALL> i

Show available values

starting with: W

Click on the display adoo.00 =
h Adj01-01
icon to see all. adioz02
Adj04-04
Adj05-05
Adj06-06
Adi07-07
Adj08-08
\ Adi0S-095
Adi10-10
Adi11-11
Adi12-12
Adj13-13
Adj14-14 ~
Available values default is Period Name is a character field thus
<ALL> the values display in alphabetical
order.

ii) For this exercise we want to see the first quarter (first 3 periods) of the Fiscal
Year so we will use the wildcard (%) to search for all the periods in this Fiscal
Year. (Your instructor will indicate what fiscal year to use. This manual uses
Fiscal Year 2014.)

Show availap = |
starting wit @

iii) Click into the search field

iv) Enter ‘%- the fiscal year provided by instructor’ into the field to see all periods
Available Values
Show available values @

starting with: IT"M
ending with that fiscal year . Note: the naming
convention for periods in the Data Warehouse is calendar month, calendar year
and then fiscal year (e.g. Jul13-14). {This is also how periods appear in the Oracle
Financial Applications}

v) Click on the execute button E .
vi) All periods for the selected Fiscal Year will be displayed.

—Awvailable Vakes

Show available values
starting with: IW =

Adj14-14
Aprid-14
Augl3i-14
Decl3-14
Feb14-14
Jan14-14
Jul13-14
Junl4-14
Mar14-14
May14-14
Mow13-14
Oct13-14
Sepl13-14

c) Next, for this example, we will select the 3 periods specified by the instructor
(Jul13-14 through Sep13-14 used in this manual).

i) Highlight the first period (Jul13-14 for manual) by clicking on it.
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ilter: Period Name

Filter Opermator: |= vl

—Available Yakes
Show available values Eil
starting with: IW
Adj14-14
Aprid-14
Augl3-14
Dec13-14
Feb14-14

Jan14-14

Jul13-14

—Filter¥alues

walue
| P |Apr1Za12

Options

Jun14-14
Martd-14 & Match Exactly
Haﬂﬂ: " Starts With
oV

Oct13-14 £ Ends Wiith
Sepl13-14 " Contains

[ Match case

oK Cancel Clear Filter
|Rows retumed: 13 [

ii) Although the value is highlighted, it is not selected until you move the value to

the Filter Values field on the right. Click on the double right arrows button

et
J to move the value. You could also double click on the value.

Notice that the filter
operator changed
from an equal sign (=)
to the word IN. This
occurs when more
than one valueis
placed in the Filter
Values field. Thereis
now a “list” of values

ilter: Period Name X |
Filter Operator: IIN \j
—Awailable ¥ ales i Filter ¥alues
T~
Show available values %T_t walue
starting with: ;74 > |apri212
Jull3-14
Adj14-14 %
Apr1d-14
Augldi4
Dec13-14
Feb14-14
Jan14-14 b
Jull3-14 | Dptions
Jun14-14 <=
Mar14-14 {% Match Exactly
Haqﬂi " Starts With
ooderu =1 Ends ifith
Sep1314 {*) Contains
|| Match case
0K Cancel Clear Filter
[Rows retumed: 13 [ p

iii) Highlight the second period of the fiscal year and click on the ﬂ button or

double click.

iv) Highlight the third period of the fiscal year and click on the ﬂ button or

double click.
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F Filter: Period Name X |
Filter Operator: IN -
—Available Valees———— —Filter¥alues
Shaow available values walue
SR e DEEE
FRRTEY) | [Jull314
Il
Apr1d-14 | [Augl314
Aug13-14 | [Sepl314
Decl13-14 *
Feb14-14
Jan14-14 b |—| ﬂ
Jul13-14 —Options ——————
Jun14-14 = |
War1d-14 (% Match Bcactly
Lﬂay:llizlli " Starts With
Octiad £ Ends Wiith
| Contains
¥ | Match case
0K Cancel Clear Filter
|Rows retumed: 13 [ 4

d) Toremove any unwanted values (Apr12-12 in this example) highlight the unwanted
Period Name in the Filter Values area.

— Filter¥alues

walue
[P | Apr22
Jull 314
Augl314
Sepl314

. . e i
i) Then click on the left arrows button J to remove it.

. Filter: Period Mame X |
Filter Operator: IN -
—Available ¥ alues —Filter¥alues
Show available values ﬁ?_ walue
starting with: I—o&.}_14 = > [4prizaz
FERYET) | [Juln314
Il

forld-14 | [Augl314
Augl3-14 | |Sepl3-14
Decl13-14 *
Feb14-14
Jan14-14 1 |—| _'I
Jul13-14 —Optians ———————————
Jun14-14 = |
Marid-14 % Match Exactly
May14-14 ) Starts Ifith
Nov1314 ¢ Ends Ulith

| Contains

¥ | Match case

oK Cancel Clear Filter
|Rows retumed: 13 [ A
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e) Below the Filter Values area, you will see some ‘Options’.

[ ptioms
{+

=1 T Ty d

i) The Options are not currently available for use because our Filter Operator is
set to ‘IN’ (must be = for Option to be available). We will review these Option
features in another filter that we will use.

f) Click on the ﬁ button. This will close the Filter window and return you to
the Ad Hoc Browser window.

i) In addition to the ‘OK’ button, there are two additional buttons available at the
bottom of the filter window, they are:

Cancel . .
(1) ﬁ - used to retain or revert back to the filter values that were set
when the window opened.

Cerlrier used to delete all existing filter values and/or options.

(2)

g) Upon returning to the Ad Hoc Browser window, the Period Name filter should be
blue. When you hover over it, you should see the values you have selected.

Functional Credit Amount

;I IN:::ne ;I

Perod Mame il
IHDws LI I;’-‘-su: ﬂ #

Object Code Number Filter cperator is: [N
Filter values : Augl3-14 Jull3-14 Sepl3-14

IC-::Iumns

[=T-— =1 lacn =1

5. Go to the Object Code Number field. Click on the filter icon to open the Filter window.
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#: Filter: Object Code Number

FiterOpersior [T =Y |

Available Values Filter Values

Show available values ﬁ?_
starting with W

0K ‘ Cancel | Clear Filter |

a) The Filter Operator currently shown is the BETWEEN operator. Select this operator
when you want to see data for a range of values. For our exercise, we want a range
of Object Codes from 85000 to 85999 because the travel object codes that our
supervisor asked us to analyze are within this range. The easiest way to change the
range above is to simply click into the upper Filter Values field and type in the value
85000.

#: Filter: Object Code Number

Filter Operator: BETWEEN -
Available Values Filter Values
Show available values 5
starting with W
=
85000
AND
=
0K | Cancel | Clear Filter |

b) Click into the lower Filter Value field and type in 85999. Hint: When typing in
Object Code values remember they have 5 digits.
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i Filter: Object Code Number

Filter Oporotor [T == -
Available Values Filter Values
Show available values ﬁ'}
starting with W
£
85000
AND
>>
85959
ok | Cancel Clear Filter

0K

c) Click onthe 4 button. Inthe Ad Hoc Browser window, the filter icon
should be blue. When you hover over it you should see the values you have
selected.

Object Code Number
|Huws ﬂ |f-"sc ﬂ

Object Code Name Filter operator is: BETWEEM
Filter values : 85000,359939

uncriona

Columns

T%L*_

[=T-. wllter -

6. Go to the Object Code Name field. Click on the filter icon to open the Filter Window.

a) For this filter, we are going to use the “Contains” option and then enter DOMESTIC
as the Filter Value.

1 Filter: Object Code Name

Filter Operator: = =

AvailableVales Filter Values

Show available valuss ﬁ?
starting with: ’W

o Options
" Match Exactly
" Starts With

[ iIIi I th

™ Match case

ok ‘ Cancel | Clear Filter

i) Note: The other Options of Match Exactly, Starts With, Ends With, and Match
Case will either be used/reviewed during the class exercises or in the Reference
Manual portion of this training guide.
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OK
b) Click onthe 4 button. This will give us all Object Code Names that
contain the word ‘DOMESTIC'.

7. The last filter we need to select for this exercise is the Organization Number. Scroll
down to the Organization Number in the Dimensions and click on the filter icon.

1t Filter: Organization Number
Filter Operator: 'i‘

Available Values Filter Values

Show available values

starting with: W =

Opticns

+ Match Exactly
™ Starts With

" Ends \with

" Contains

¥ Match case

0K Cancel Clear Filter

a) The Organization we want has already been selected. Click on the L

C | .
button or ﬁ button to return to the Ad Hoc Browser window.

8. Scroll down the Dimensions to be sure other fields don’t have values selected that
would result in incorrect data (or no data) being returned. At the same time, remember
that the query may have values selected in filters that should not be changed. Do you
remember how we can tell if a value(s) has been selected for a filter?

a) Scroll down to Entity Number. The filter is blue indicating a value was selected.
Hover over the filter.

Entity Number

Rows  x|lAsc -]

Ertity Name Filter operatoris: =
[Prae 1 oo —1 Filter values : 01

i) The entity selected is 01, which is correct for organization 210100.

b) The next blue filter we encounter is for the field Set of Books Name (which
corresponds to the Ledger in Oracle). Hover over the filter.

Set of Books Name _KI
Rows j |Asc: ﬂ il

Transaction Cumrency Filter operator is: IM
Filter values : Carnegie Mellon

- -
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i) If you recall from the CMU Finance Fundamentals class, Carnegie Mellon is the
US Set of Books/Ledger, which includes entity 01 so this value is also correct.

c) The last field to contain a filter value is Batch Actual Flag. When you hover over the
filter you see the value selected is A. This represents actuals (as in actual
expenses). This should never be changed.

Batch Actual Flag x|
|{Fiter Only} | |Asc

Filter operator is: =
Filter values : A

Note: Information about other queries can be found in the Decision Cast Reference Manual
which is reviewed at the end of this class.

Running the Query/Report
We are now ready to run the query/report. Running the query means that the Data
Warehouse will take the values you have specified in the filters and find the information

that matches.

1. Atthe top left of the Ad Hoc Browser window are three icons:

= %

2. Click on the centericon = to start the query.

3. Notice that the execute icon — becomes grayed out and the “x” icon next to it
changes to a red background.

] g ) This icon allqws you to
stop the running query.

000

will display in the Query Results sections while the query runs.
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More on Selecting Filter Values

While the query runs, let’s look at more ways to select filter values. (Changing filter values
while the query is running will not affect our results.)

1. Once again, click on the filter for Period Name.

|If' Filter: Period Mame X |
Filter Operator: IIH j

—AvallableVakes —Filter¥alues

Show available values £ value

siarting with: [ | — > [ugla1a

Jull3-14
Sepl3-14

%

[ ——

— Options
= [aich Ecactly
") Starts Vifith
! Ends \ith

"] Contains

¥ Mztch case

OK Cancel Clear Filter

[ [ v

a) If we were searching for a single period, we could enter the letters of the month.

Availahle\ﬂl.t& Available Values
Show availal Show available values

e a\[i
starting with’ [- = starting with: [
f=n \ Enter the first three ian

letters of a month in janDDLDD ~
an01-01

the criteria field then Jan02402
. . Jan03-03
click on the display Jan04-04
Jan05-05

icon Jan05-D6
Jan07-07
Jan08-08

Jan09-09
Jan10-10
Jan11-11
Jan1212
Jan13-13
Jan14-14
Jan1515

B

All periods starting with those
letters are displayed
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2. As we did earlier in our exercise, we can also make use of the wildcard (%).

—AvailableVales —AvailableVales——
FrraalE el ? Show available values

starting with: IT\ starting with: IT
Adj14-14
™\ Entering %-14 will E;ﬁ;&
return all periods Decl3-14

. Febl14-14
for Fiscal Year 14 o414

Jul13-14

Junid-14

Mar14-14
May14-14
MNov13-14

Oct13-14
Sepl13-14

|4

3. Click on the m button.

4. Open the Object Code Number filter.

#: Filter: Object Code Number X
Filter Operator: | ETSTTE=IN ~
Available Values: Filter Values:

Show available values
staring it [ | —T

>>

AND

0K ‘ Cancel Clesr Filter

5. Suppose we only wanted a single object code number and not a range (as was specified

Clear Filt
for the exercise). First, you would clear the filter by clicking on the w
button. The following box would appear.

Clear Filter

\1 ) Are you sure you want to dear all the filters?

Yes Mo |

a) Click onthe button to clear the filter.

34



if- Filter: Object Code Number

Filter Operator: = -

Available Values Filter Values
Show available values M3 value
starting with: ,w *

=

ﬁ Options
¥ Match Exactly
(" Starts With
(™ Ends With
" Contains

¥ Match case

ok | Cancel | [ Clear Fiter

b) All values are removed and the Filter Operator reverts to the equal sign (=).

c) Inthe exercise, we selected the range 85000-85999 which are all the Object Codes
that start with 85. We could accomplish the same range by using the ‘Starts With’
Option.

Options
| + Match Exactly
(" Starts With
" Ends With
" Contains

W Match case

i) Click on the button to the left of Starts With and then type the numbers 85 into
the Filter Values field.

Filter Values

value

#8q
*

4 »
Options
" Match Exactly
+ Starts With
" Ends \nith
" Contains

I¥ Match case

(1) Results would include all Object Codes that start with 85.

d) Click onthe Cancel button.

6. What if you wanted to check how much was spent on office supplies for your department
but you don’t know the Object Code Number? You could use the Object Code Name filter.

a) Select the filter icon for Object Code Name.
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Filter Operator: |= j
—Available Vales— —Filter ¥alues
Show available values X | value
sErhngth:lw i *

Options
{~ Match Exactly
" Starts With
" Ends With

{* Contains

¥ Match case

0K Cancel Clear Filter

~ Available Values

Show availa|
starting with|

b) Click into the field and type %supplies%. Using the wild card
on both sides of the word ‘supplies’, says that we want any object code name that

contains the word ‘supplies’. Click on the S icon to start the search.

i Filter: Object Code Name

Filter Operator: |= j
—AvailableVakes — Filter¥alues
Show availzble valuss | walue
starting with: I—supplies"ti *
g |
e | Options
" Match Exactly
€ Starts With
" Ends With
" Contains
¥ Match case
OK Cancel Clear Filter

3
i) Reminder: You have not selected a filter value until you click on the —l
button to move your selection to the Filter Values field.

36



ﬂf’ Filter: Object Code Name

Filter Opermator: |= vl

— A

ilable ¥ alues
Show available values

starting with: Isupplies‘?&,

ANIMAL LAB SUPPLIES
AUKXILIARY SUPPLIES
CLEANING/CUSTODIAL SUPPI
COMPUTING SUPPLIES

IC OFFICE SUPPLIES
INSTRUCTIONAL SUPPLIES &
INSTRUCTIONAL SUPPLIES Al
OFFICE SUPPLIES

OTHER SUPPLIES

PAPER SUPPLIES

SUPPLIES AND SERVICES - 5L
TECHMICAL SUPPLIES AND St

N

—Filter ¥alues

| valus

*

Optione

" Match Exactly
" Starts Wwith
" Ends With
* Contains

¥ Match case

0K

Clear Filter

|Rows retumed: 12

c) Click onthe

Cancel

Saving the Query

1. To save a query you can click on the

File

Close

View Help

Save .ﬁ.! !Ctrl+5hi1‘t+5

You can also use the

shortcut keys shown here.

button and close the Object Code Name filter window.

icon or select ‘Save’ under the File menu.

2. To save a query with a new name or in a new location, choose ‘Save As’ under the File

menu.
it Save As

+ a | Mame Cwner

#-(3 Liz Cocke & FY02 ~Hamy needs atered  LeDonne, Maryann CMPRD_GR_E
@ Smart Mirrar Linza, Tracy Lee CMPRD_GL_D
(3 Central Administration Financial Admin
3 College&Department Financial Admin
[Z3 DC Support Financial Admin
[ Performance Test Queries Financial Admin
3 sEl Financial Admin

<] | |3 | >

Mame | | Save As | Cancel |

£
Save A=

a. Enter the name for the query and click on the

button. Be sure to

save the query in your Private folder, not in the Public folder.

37



Query Results

Let’s take a look at the results of our query from Exercise #1 and review some of the
functions available on the Query Results toolbar.

1. Results will display in the Query Results area of the Ad Hoc Browser window.

|QueryResuhs !_IE”J
Results |Optmns | Query Information |
=g BYGIEt_FEY @EPE B 58

Report Fiters
"Entity Number = 01"

"Set of Books Name = Camegie Mellon™

"Object Code Number between 85000 and 85933"
"Period Name in Aug13-14.Jul13-14 Sep13-14"
"Object Code Name ke %.DOMESTIC%"
"Organization Mumber = 210100"

"Batch Actual Flag = A"

Period Number | Period Name | Object Code Number Object Code Name Funding Source Number Funding Source Name
061000 FACULTY DISCRETIONARY FUNDS 005
ARFARE- _LIGA
Bt AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY 900
188 Jul13-14
8m3 LODGING-DOMESTIC-USA 072000 DEFARTMENT OF ENERGY 500

a. To maximize the results data, click on the maximize/minimize g I button on
the far top right of the Query Results section. This changes the Query Results to
a full screen. Note: You can click the icon again to return to the minimized
results view.

Query Results =

Results | Options | Guery Information |

RN [7@esm -8 -5
Report Fitters.
"Entity Number = 01"
"Set of Books Name = Camegie Mellon”
"Object Code Number between 85000 and 85939"
“Period Name in Aug13-14.Jul13-14,5ep13-14"
“Object Code Name like %DOMESTIC%"
“Organization Number = 210100
“Batch Actual Flag = A"

Ferioa NUMDEr | Fernod Name | UDJect Loae Numper UDJECT LOgE Name Funding Source Number Funding Source Name
061000 FACULTY DISCRETIONARY FUNDS 005
g AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY 300
198 Jul13-14
25113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY 300

2. Immediately below the Query Results toolbar is a list of Report Filters. This includes the
name of the filter and the value chosen for that filter. Turning the Filter Values list off (or

on) can be done by clicking on the v icon on the tool bar.

| Query Results
Results IOpmns | Query Information I
EESIENE LT SRR -l - R
Period Number | Period Name | Object Code Number Object Code Name Funding Source Number Funding Source Name
061000 FACULTY DISCRETIONARY FUNDS
85111 AIRFARE-DOMESTIC-USA
e 072000 DEPARTMENT OF ENERGY
85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14

Ik
3. Click the icon to turn off (or on) the “Suppress Duplicates” function. The results

with duplicates unsuppressed will look similar to an Excel worksheet.
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| Query Results
Results |Option5 | Query Information |

Funding Source Number Funding Source Name
198 | Jul13-14 85111 AIRFARE-DOMESTIC-USA 061000 FACULTY DISCRETIONARY FUNDS
198 | Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 | Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 | Jul13-14 25111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 | Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 | Jul13-14 8511 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 | Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY

4. Let’s review the results data now. Use the scrollbar at the bottom to move to the right
in the Query Results.

| Query Results
Results |Opﬁon5 | Query Information |

EV|M¢GDE -8B -5 -6

= B IE[

Period Mumber | Period Name | Object Code Number Object Code Name Funding Source Number Funding Source Name
198 | Jul13-14 25111 AIRFARE-DOMESTIC-USA 061000 FACULTY DISCRETIONARY FUNDS
198 | Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jull3-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 25111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
188 | Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 | Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY

i I 142 Ld1314 ar113 I I ONS IR DOMEST I ISA n?'}:nn NFEPARTMERNT MFE FMFEREY

|l »

a. The Dimensions data displays first, which is everything in the yellow. Keep
scrolling to the right.

VAR K- 202y

Transaction Cun y | Transaction Credit Amount | Transaction Debit Amount | Transaction Net Amount | Functional Credit Amount | Functional Debit Amount | Functional Net Amount

US dollar 96.600.00 .00 -56,600.00 96.600.00 .00 -56,600.00
US dollar 13,005.82 .00 -13.005.82 13.005.82 .00 -13.005.82
US dollar 6.550.17 .00 -6.55017 6.550.17 .00 -6.55017
US dollar 1257539 .00 -12.575.39 12,575.39 .00 -12.575.38
US dollar 2,000.80 .00 -2,000.80 2,000.80 .00 -2,000.80
US dollar 221650 .00 -2.216.50 2.216.50 .00 -2.216.50
US dollar 1.111.86 .00 -1.111.86 1.111.86 .00 -1.111.86

b. When you encounter the white fields, you have reached the Measures in the
results. Do you remember what the Dimensions and the Measures are in a
warehouse query?

5. There may be times when you would want to verify your totals before saving the

results. Click on the grand total icon. Scroll all the way down and to the right to
see the totals.

Query Results

Resuts |Op1ions| Query Inf ionl

=fhPEt|_EEY #6228 -5 -8

scription | Set of Books Name | Transaction Currency | Transaction Credit Amount | Transaction Debit Amount | Transaction Net Amount | Functional Credit Amount | Functional Debit Amount | Functional Net Amount
Camegie Mellon LS dollar 96,600.00 10 -96,600.00 96,600.00 00 -56,600.00
Camegie Mellon  US dollar 13006582 0 -13.005.82 13.005.82 o -13,005.82
Camegie Mellon U3 dollar 6.560.17 0 656017 £.550.17 o0 -6.560.17
Carnegie Mellon LS dollar 1257539 ] -12575.39 12575.39 o0 -12575.39
Carnegie Mellon LS dollar 2,000.80 0 200080 2,000.80 00 -2.000.80
Carnegie Mellon S dollar 221650 0 21650 21650 00 221650
Camegie Mellon S dollar 11118 [0 -1,111.8 1111.8 00 -1,111.86
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6. If you prefer to use menus (rather than icons), you can right click in any area of the
results.

Show Toolbar
Save to Excel
Copy Grid Data to Clipboard
Print
Subtotals
Toggle Subtotals
v Grand Total
Freeze Scroll
Suppress Duplicates E
Show Filters

Drill Across 4
Drill Dowen 4
Show By 3
Grid Styles

a. Alist of available functions will display. If a function is checked that means that
it has been turned on.

b. To close the list, click back into the results or use your ‘Esc” key.

7. We saved the query, but keep in mind saving the query does not save the results. One

of the best ways to save the results is to “Save to Excel”. Click on the i icon (or right
click and use the menu). The results will be exported to an Excel “special template”
worksheet where you can manipulate and/or save your results. The “special template”
opens Excel 2013 regardless of what Excel version you might have on your computer.

Query Results

Resuits Opt\onsl Query Information |

Hele g =r LEEY I GHL -8 -5 -3
Period Number | Period Name | Object Code Number A Funding Source Number Funding Source Name
198 Jul13-14 85111 AIRFARE-DOMESTIC-USA 061000 FACULTY DISCRETIONARY FUNDS
198 Juli3-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 21 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Juli3-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 25113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Juli3-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 25113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
198 Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
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i - Sheetl

Home Insert Page Layout Faormulas Data Review View

= | = (=5 nrrar Tout | ") A
J % cut = EIT 20 =1 Wrap Text General - *},‘ % |_;‘d
53 Copy ~ s = 3
Paste . i Merge & Center(~| $ = % ¢ <0 .00 | Conditional Format Cell
<  Format Painter B Merg ’ o Formatting ~ as Table ~ Styles ~
Clipboard ] Font ] Alignment ] Mumber ] Styles
Al - Jf< | Report Filters:
A B C D E F
Report Fitters:
"Entity Number = 01"
"Period MName in Aug13-14 Jul13-14 Sep13-14"
"Batch Actual Flag = A"
"Object Code Number between 60000 and 55555
"Organization Number = 210100"
"Object Code Name like “domestic®"
1 "Set of Books Name = Camegie Mellon”
2 o Funding Sou Funding Sour
3 198[Jul13-14 85111 AIRFARE-DOMESTIC-USA 061000 FACULTY DISCRETIONARY FUNDS
4 198[Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
5 198[Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
6 198[Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
7 198[Jul13-14 85111 AIRFARE-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
8 198[Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
9 198[Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
10 198[Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
11 198|Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
12 198[Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
13 198[Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
14 198[Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY
15 198|Jul13-14 85113 LODGING-DOMESTIC-USA 072000 DEPARTMENT OF ENERGY

a. The Report Filters will occupy the first row in the worksheet. You could
now save the query results file to your computer.

b. To save the query results, click on the green File tab in the Excel ribbon
in top left corner of Excel and click on ‘Save As’.

.ﬂ. Home
= save
Save As

= Open

,__;' Close

Recent

MNew

Print

Save & Send

Help

2] Options

ES Exit
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X Save As

T | 2 « Local Disk (C:) » Users » mstacer » Documents W C;| Search Documents

Organize = New folder == w

& Marme Date modified Type Size

4 (M This PC

4, Local Disk (C: on ‘u’PF. No items match your search,

s 1aaf32db3588009%¢
. DRIVERS =
F L Intel
J PerfLogs
J Program Files
J Program FiIes(xSEjl
, SCCM

, temp

b | = = =

| Users

. Administrator
, cdoe
, davidb

4 1 mstacer I

. Box Sync
i Contacts

I | jg Desktop I

I- 2 Documents |

& Downloads

[ | Favnrites bl |3 il

File name: | Sheet]

Save as type: | Excel Workbook (*.xlsx)

Authors: CMU Tags: Add atag

[] Save Thumbnail

“ Hide Folders Tools Save | | Cancel

c. The Save As window opens and it may look slightly different from what
you may be used to seeing in Excel.

d. Select the location where you want to save the file. To save to your
desktop:
i Click on This PC
ii.  Click on Local Disk C:
iii.  Select the Users folder
iv.  Click on your user id (example shows ‘mstacer’) folder
V. Select the Desktop or Documents folder.

e. Type your File name. What are you calling your query results?
f. Click on Save.

Ill

g. Close the Excel “special template” file (you don’t need it anymore).
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Let’s Review #1 - Circle the appropriate answer(s):

1. Used to move a data selection to the Filter Values field in a filter window.
- E @ S
a) b) c) d) e)
2. Used to suppress duplicates so results data looks more like an Excel worksheet.
- E @ SO i
a) b) c) d) e)
3. Only method used to save query results.
— E "?’ w | @
a) b) c) d) e)
4. Which should | use to get grand totals?
o 1E "?’ oy | @
a) b) c) d) e)
5. What Operator(s)/Option(s) can | use to retrieve Object Codes 85000 to 85999?
a) |BETWEEN| b) |IN| <) |% | d) |[STARTSWITH| e) |ENDSWITH|
6. What Operator(s)/Option(s) can | use to retrieve periods for a full fiscal year?
a) |BETWEEN| b) |IN| <¢) |% | d) |[STARTSWITH| e) |ENDSWITH|

7. Whichiconis used to run a query?

n b) 0 c)ﬁ

8. Which icon is used to stop a query?

n b) Q c)@

a)

a)

9. Which icon is used to save a query?

n b) 0 c)@

a)
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Exercise #2 (Participants do on their own)

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

Edit the GL Transaction Detail (Macro) query in your private folder.
Review/change the appropriate filter(s) as necessary.

Run the query. When results are returned, turn on the Grand Total function.

Enter the Grand Total for Functional Net Activity
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Running a Saved Query/Report

There is another way to run a query/report once it is saved to your satisfaction. For
instance, the R12 GL Transaction Detail (Macro) query that we’ve been working with has all
the appropriate values selected for the filters. However, maybe you have been asked to
review dining expenses for a different time period and activity code.

1. Go to your private folder and double-click on the R12 GL Transaction Detail (Macro)
query. The View/Edit Filter Values window will display.

i View/Edit Filter Values

Double-click to change filters.

Filter

? "Set of Books Name = Camegie Mellon”

¥ "Batch Actual Flag = A"

? "Object Code Mame like %imeals"

? "Perod Mame in Dec11-12"

? "Organization Mumber = 210100"

? "Object Code Mumber between 35000 and 35535
¥ " Activity Number = 111"

% "Entity Number = 01"

Ok Cancel

2. Inthe filter window are the filters and the values that you previously saved for the
qguery. However, the values can be changed as needed. For this example, we want to
change the Period Name. Double-click on the filter Period Name.
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L] Filter: Period Name -

Filter Opemtor: I IN j
—AvallableValies —Filter¥alues
Show available values vallie

starting with: (a5 — b Decliz

= |

4 3
e | —Dptions

¥ Match Exactly

{" Starts With

" Ends Wit

{" Contains

¥ Match caze
QK Cancel Clear Filter

3. The same filter window you saw when editing the query is displayed. You would simply
select the new period(s); let’s add May12-12 and remove Dec11-12; then click the filter

QK
window ———___ button.

4. Back at the View/Edit Filter Values window; let’s update the Activity Number filter. Filter
on all Activity Number’s that starts with “2”.
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T Filter: Activity Number | x|

Filter Opemtor: I - j
—AvallableValies —Filter¥alues
Show available values vallie

starting with: W b 2

= |
1 »

o | — Dptions

™ Match Exactly

¥ Starts \ith

™ Ends With

{~ Contains

¥ Match caze
QK Cancel Clear Filter

| | y

5. Back at the View/Edit Filter Values window; let’s update the Object Code Name filter.
Filter on any Object Code Name that contains “airfare”.

47



T Filter: Object Code Name | x|

Filter Operator: |= j

—AvallableValies —Filter¥alues

Show available values vallie

starting with: |<ALL> = k| arfare

4 4

— Dptions
™ Match Exactly
{" Starts With
" Ends \with
{* Contains

[~ Match case

QK Cancel Clear Filter

| | y

6. Once you are done updating the filter values that needed to change, you can click the

Ok .
button. The query will start to run.

Guery Results
Fiesuts | Cptons | Qusry Infomaten |
EHERFIEC_METY

6. DecisionCast defaults to a full Query Results screen when running saved queries, but

=
you can click on the maximize/minimize button to the far right on the Query
Results name line to see the query details.

“Batch Actusl A
“Peviod i

Name in May 121
“Ohject Code Nome Boe Saiforn "

152 May12-12 2 HR?-DD“E'I'IC-J 000 - GMALNF'CCT = = INSTRUCTION EDU} N'iCIil'l'ECTUH .

182 May12-12 ;s AIRFARE-DOMESTIC-USA GEMERAL UNRESTRICTED INSTRUCTION 210100 ARCHITECTURE
182 May1212 =1 AIRFARE-DOMESTIC LIS GENERAL UNRESTRICTED INSTRUCTION 2000 ARCHITECTURE
182 May12.12 =111 AIRFARE. DOMESTIC LISA GENERAL UNRESTRICTED INSTRUCTION 22 210000 ARCHITECTURE
152 May12-1d =1 FIRFARE FOREIGN INTERMALLY FUNDED FROJECTSGL U0 INSTRUCTION Faln i1} ARCHITECTURE
152 May12-12 & AIRFARE FOREIGN INTERNALLY FUNDED PROJECTS-GL 00 INSTRUCTION a1 ARCHITECTURE
152 Mayl2-12 ;s ARFARE FORDIGH INTERMALLY FUNDED PROJECTS-GL 001 INSTRUCTION 210100 ARCHITECTURE
152 May12-12 g AIRFARE FOREIGN INTERMALLY FIUNDED PROJECTS-GL 001 INSTRUCTION 210100 ARCHITECTURE
182 Mayi21z ;i AIRFARE FOREIGN INTERMALLY FIMNDED PROJECTS-GL 001 INSTRUCTION 210000 ARCHITECTURE
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More about Filtering

Period Number/Period Name

Before leaving the General Ledger module let’s talk more about filtering, particularly in
regards to the Period Number and Period Name filters.

In the Data Warehouse, the Period Name field is a character field which means range results
would be displayed in alphabetical order by month. Thus, you could have August data (for
all available periods) before July data (for all available periods) in your results because A
precedes J. This would not make much sense when trying to review financial data for a
range of periods within our fiscal year, which runs from July to June.

Therefore, you should NOT use the BETWEEN filter operator for Period Name when
selecting a range of filter values.

In the (incorrect) example below, the BETWEEN operator was selected with periods Jan09-
09 to Mar09-09 selected as the values. The intended result is to see Jan09-09 data, then
Feb09-09, and finally Mar09-09 data in the results.

i Filter: Period Name

Filter Operator: |BE|—WEEN j

Available Values Filter Values

Show available values

starting with: m

>>|

o
<=

|Jan09-03

ﬂ |Feb0s-03

Displayed below is part of the actual query results. This is clearly not the intended result.

Period Humber Fernod MHMame
81 Juldod4-05
829 Marl5-05

92 Jun05-05

94 Jul05-08

115 MarD7-07

118 JunD7-07F

128 Mar0s-02
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If you need to query on a range of periods, use a range in the Period Number filter to get
the correct results.

Period Number is the first Dimension in the query details. If you look at the data results
you have saved, you can see that the Period Number is also the first column in the results.
(Note: data results display in the same order that the Dimensions/Measures are listed in
the query details.)

A | B | [ D E
Report Filters:1
"Set of Books MName in Camegie Mellon"1
"Onganization Mumber = 210100"1
"Entity Mumber = 01"1
"Object Code Mumber between 85000 and 85599"1
"Period Name in Jul05-10,A0g0%-10,5ep05-10"1
Baich Actualflag = A"

|
_2 ect Code Number Object Code Name Funding Source Number
3 146 |J905-10 85111 AIRFARE-DOMESTIC-USA 061000 F
4 146|J4105-10 85111 AIRFARE-DOMESTIC-USA 062500 |
5 146 |JgI05-10 85113 LODGING-DOMESTIC-USA 061000 F
6 146|J4105-10 85117 OTHER TRAVEL-DOMESTIC-USA 000001 (
|? 146 |JgI05-10 85117 OTHER TRAVEL-DOMESTIC-USA 061000 F
|8 146 |J4I05-10 85118 REMTAL CAR DOMESTIC-LUSA h’[‘.lE»EDDE !
|9 1460910510 85119 CONFERENCE REG DOMESTIC Tos1000 F

In the Oracle system, each period is assigned a Period Number in order to keep the periods
in fiscal year order.

Note: DW Period Numbers can be found on the Business Systems and Services

website under Documentation>Reference Materials. The DW Period Numbers are
listed under Data Warehouse section.

DATA WAREHOUSE PERIOD NUMBERS

MONTH |

FISCAL

YEAR |97-98 [98-99 | 95-00 |00-01| 01-02 | 02-03 | 03-04 [ 04-05 | 05-06 | 06-07 | 07-08 [08-08|0
JuL 3 @ 20| 4zl 55| a8 ei[ 4| 107 120] 133
AUG, 2 i E T
SEF 5 EIE 44| 5 7ol es] es| tme| iz iz
OCT| i EEE S T B4 @ 1i0] iza 12§
NV [ o0 aa| 48 & TZ| B5|  eE| 11| 74| 137
DEC] | o | a7 el 73 ee[  ea| 112 125l _1ag
JAN B =] a5 48 @1 74 Br| 00| 113] 24| 124
FEB| 10 S 4p] a2l 78] ee| 1] 114] 1Z]] 140
MAR, 11 74 ar| 0| ®3|  vA| BB oz 115 12§ 141
AFPF] 12| o8 ms[ = g4 77| oo ioe[ e 2 A
MAY) 13] o8| =8| =2 B[ 78| ©i] 104 17| a0 14s
JUN| 1 14 27| 40 s3] es[ vl 2] aos[ 1ie] 131 144
ALY pl [ =8 =+ T4 67| 80| @3] 08| 119] 13 149
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Let’s try our previous example again. To see results for the period range of Jan09-09 to
Mar09-09 in the correct fiscal year order, we would use Period Numbers 139-141.

Filter: Period Number

Filter Operator. BETWEEN -

Available Vakes Filter¥alues

Show available values ﬁ?_
starting with: ,— =

]
[133

Add filkers

AND

[141

B

Results:

Period Mumber | Period Name | Object Code Mumber

85117
133 Jan03-03

85129

85422
140 Feb03-03 sy

85129

141 Mard3-03 8am17
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Filter Order

The filter order can be key to obtaining the correct results from your query. In the previous
example, we selected Period Numbers 139 - 141.

Filter: Period Number
Filer Operaor.  [FETT==NNN -

Available Values Filter Values

Show available values ﬁ'ft
starting with:l— =

£

Suppose you had also selected Jun09-09 for the Period Name. If we look at the DW Period
Number reference sheet, you would see that Jun09-09 is period number is 144.

[140

DATA WAREHOUSE PERIOD NUMBERS

MONTH |

FISCAL

YEAR [97-98(98-99 [ 99-00 {0004 [ 01-02 | 02-03 | 03-04 | 04-05 | 05-06 | 06-07 | 07-08 | 08-09| 0
JUL 3 16 20 42 55 88 B1 B4)  107| 1Z2D[ 133
AUG 4 i7] 30 43 5 aa B2 BB 108] 121 134
SEFP 5 18 31 44 5 70 B3 85 109] 122[ 135
OCT i 18] 32 45 5 7i B4 27 110] 23] 136
NOV| 7 200 33 46 ] 72 [ [ AR 124] 137
DEC| 3 21 M 47 a0 73 BA @ol  112{ 125( 138
JAN 4 el 48 a1 74 B7| 100]  113[ 12E[ 138
FEB 10 23 36 48 a2 75 BB 1] 114]  127[ 140
MAR 11 24| a7 1] a3 76 BB oz 115] 128[ 141
APR 12 25 38 a1 B4 i7 BO] 03] 11af 128 142
MAY| 13 26 30 52 85 78 o1 14  117]  130] 143
JUN 1 14 2740 53 Jils] 78 a2 S I T e
AL 2 15 FE ] 54 a7 80 [E] 05 119] 132 145

Would we get any results?

Let’s review our selected values. In the first field, Period Number, you entered a range of
139-141. In the second field, Period Name, you entered Jun09-09. The period number for
Jun09-09 is 144 and is outside the range of Period Numbers selected.

In this scenario, the Data Warehouse would not return any results for the query.
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Working with Queries/Reports

Let’s work with a query from another warehouse domain, namely, Payables.

1. Under the Adhoc Library, College&Department folder, open the Payables folder.

% DecisionCast - Adhoc Library

File Edit ‘Wiew Help

L
Personal Library Adhoc Library
£ Ad Hoc Payables
=1 Public
l:l Central Administration I - I =
-3 College & Department (L1 AP Redistibution Queries Financial Admin
i1 Admin Fee & AP Invoice Detail Financial Admin

{:| College Specific ¥ AP Invoice Distibution Line Detail (ne...  Financial Admin
{:I Faculty Senate & AP Invoice Line Summary fnew in R12)  Financial Admin
E{:l General Ledger & AP Invoice Summary jnew in R12) Financial Admin
- {0 GL Accourt B | | AP Payments Financial Admin
&+ GL Joumal De
: {:l Special Repor
{:I Grants Accounting
(-2 Lahar Distrbution

2. Single-click on the AP Invoice Detail query to highlight it.

a) Right-click to ‘Copy’ query from the Public folder to the Private folder

Payables
| Mame | Chwner |
[ AP Redistribution Queries Financial Admin

. AP Invoice Detail

Run _

'ﬁ AP Invoice Distribud
'ﬁ AP Invoice Line Su Edit
'ﬁ AP Invoice Summa Mew 1
'ﬁ AP Payments

Haste

[elete

Hemarme..,

(] Private

3. Double-click on your folder to open it.
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i DecisienCast - Adhoc Library
File Edit “iew Help

) 24
Personal Library Adhoc Library
£ Ad Hoc Private
=] Publi
=03 Public | Mame I (Owner I

-2 Central Administration
EI{:I College & Department
{:| Admin Fee

D Caollege Specific
{7 Faculty Senate
EID General Ledger
{:| GL Account Bi
-0 GL Joumal De
{:l Special Repor
L] Grants Accounting
#-{_] Labor Distribution
=-{_1 Payables

#-{_] Purchasing
¥ Receivables
-{_7] Sponsored GM
-2 DC Support

F-{_] Performance Aest Que

{)*a Frivate

4) Click on the blank space in the right hand panel and paste the query there using
your preferred method (the right-click menu/Paste, the Edit menu/Paste, or
Ctrl+V.)

Private

| Mame Owner

Import Webanalyst Reports...
Impart Ad Hoc Reparts

a) A copy of the query/report will be placed in your private folder.

Private

| MName | Ohwner I
ﬁ' AP Invoice Detail TRAINING, DC101
@' AP Invaoice Detail (1) TRAINING, DC101

i) If a query/report with the same name already exists in the folder, DC will
add a number (1) to the end of the name.
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5. Single-click on your assigned AP Invoice Detail query to highlight it.

a) Right-click and select ‘Rename’ from the options listed
Private
| MName | Cwner I
& AP Invoice Detail TRAINING, DC101
AP Invoice Detail (1) TEAIMING [ir10d

Run
Edit
MNew »
Copy
Paste
Delete

b) Replace the number with your initials and click on OK.

|1Tr Rename x I

Name: [AP Invoice Detail MPM

oK Cancel |
c) Select View> Refresh or F5 to see the new query names
Help
Refresh F5

Password Management ...

6. Single-click on your assigned AP Invoice Detail query to highlight it.
a) Right-click and select ‘Edit’ from the options listed

b) The Ad Hoc Browser window opens. Let’s review the components of this
query.
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AP Invoice Detail MPM

File Wiew Help

= ey
Fact & Measures Query Details
E-(] CMU Production Dataset = | Iiicel) Measures
i =+ AP Invoice Details - Func Curr Inv Line Amit x|
: 88 Func Cur Prepayn Entity Number l__[
: |Col N A i
& o w5 Gors Sl fere =] 4l 7] ¢
- Func Cur Line Amt
~& Func Inveice Distrl Merchart Name.
L@ Invoice Line Exchz lm lmc =
L@ Number of Invoice
i8 Transaction Invoic: Justification

Tl ieen BE )
8 Tox Curr Invoice L Rovs | |
&8 Toc Cur Line Amt F x| W' e Gur Total Invoice At

Dimensions

@ 01-Object Code «] Jj Trensaction Curency

@ 02 - Funding Source = lm m
- 03 - Function

@ 04 - Activity Posted Flag

@ 05 - Orgarization [Fore ][ =]
@ 06 Erity Rows Asc

@ 07 - Projects 4]

@ 08-Tasks

@ 09 Ao | Query Results

F-@ Accourt Type Resuts | Options | Guery Information |
E-@ Accourting Date =t

@ Activity Rollup = 8 FIELLLE
@ AP Expense End Date Din Report Fitters

@ AP Expense Start Date Di ‘
@ AP Invoice Types

@ AP Invoices

F-@ AP Payment Methods

Fl-@ AP Pavment Status

Understanding the data is an important factor when running queries in the warehouse. For
instance, the invoice details in this Payables query are not restricted to only supplier
invoices.

Invoices in this query also include expense reports (ER) and purchasing card (PRC)
transactions. In the case of ER’s, the Vendor Name is the employee that is being
reimbursed. For PRC’s, the Vendor name is the cardholder.

Note: If an ER or PRC has been submitted but has not yet been approved and processed by
Accounts Payable, it will not show up in the query results. Also, remember that the data in
the warehouse is from Oracle production as of yesterday.

In this scenario, your boss wants to get detail on all invoices that have been processed for
December 2009 for your Organization (210100). Let’s take a look at the dimensions.

1. Let’s start by clicking on the filter for the Accounting Date to set the date range.

ilter: Accounting Date

FiterOpersor. | FTETZ= M |

Available Values Filter Values
Show available values E"}_

starting with: ’—

£
2007/09/07 00:00:00
<<

AND
=
2007/12/31 00-00:00
<
ok | s Clear Filler
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2. Take a moment to look at the date. The format is YYYY/MM/DD. The zeros next to it
are considered a time stamp and must be included in the filter value. The formatting
has to be exact for the query to run properly.

3. Youcanclick on the button in the Available Values section to get a list of all
available dates.

Filter: Accounting Date

Filter Operator: BETWEEN -

Available Values Filter Values

Show available values
starting with: ,—

1598/06/01 00:00:00 -~
1598/06/02 00:00:00 =
1998/06/02 D0-00-00 |2DD?!D5;’I}? 00:00:00
1998/06/04 0000:00
1998/06/05 00:00:00
1998/06/06 00:00:00
1998/06/07 00:00:00 AND
1998/06/08 00:00:00

1998/06/09 00:00:00

1398/06/10 00:00:00

1998/06/11 00:00:00 .
1998/06/12 00:00:00

1398/05/13 00:00:00 [2007/12/31 000000
1998/06/14 D0:00:00 ==

1998/06/15 00:00:00

1598/06/16 00:00:00 hd

I
~

I

W

0K | Cancel | Clear Filter |

Rows retumed: 28067

a. Then, you can use the scrollbar to scroll down and find/select the appropriate
dates.

4. You can also click into each existing date in the filter values fields and very carefully
change the date keeping the proper formatting.

Filter: Accounting Date

Filter Operaior: | BETWEEN j
Available Values Filter Values
Show available values ﬁ?_
starting with: ,— -

ﬂ

e
==

Y 00:00:00

5. Your instructor will tell you what Accounting Dates to use during class. In this manual
the dates were changed to 2009/12/01-2009/12/31.
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i Filter: Accounting Date

Filter Operator: BETWEEN -

AvailableValues — Filter Values

Show available values %

starting with: IT

|2009.12/01 00:00:00

|200812/31 00:00:00

0K Cancel Clear Filter

I AiJ=

Ok
6. Click onthe 4' button once the dates have been changed.

7. Go to the Organization Number field and select value 210100.

# Filter: Organization Number

Filter Operator: |= j

~AvailableValues  Filter Val

Show available values et value

starting with: 01 |5 210100

| -

bl |
« | Options
{+ Match Exactly
" Starts With
 Ends With
" Contains
¥ Match case
Ok Cancel Clear Filter
[ -
8. Click onthe OK button.
9. Clickonthe ™ icon to start the query.

10. Let’s take a look at the results. Here, the results have been exported to Excel.
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Repart Fitters:1
"Accounting Date between 2009/12/01 00:00:00 and 20051231 00:00:00"1
"Posted Flag = "1

"Set of Books Name = Camegie Mellon™l

"Organization Number = 210100"

Set of Books Name Vendor Name Accounting Date AP Invoice Mumber AP Invoice Type
Camegie Mellon ABDUL-AZIZ, AZIZAN 2009/12/15|PRCHE3548 Expense Report
Camegie Mellon ARMITAGE, ROBERT J 2009/12/14|PRCE34467 Expense Report
Camegie Mellon ARMITAGE, ROBERT J 2005/12/14/BBCRALIET Expense Hepod
Camegie Mellon BECHTHOLD, MARTIN 2009/12/0F|ER110309 Standard
Camegie Mellon BRILL, CHRISTINE 2009/12/10(ER531384 Expense Report
Camegie Mellon BRILL, CHRISTINE 2009/12/10 ER581384 Expenss Bepaor |
Cameagie Mellon BRILL, CHRISTINE 2009/12/1]|ER581384 Expense Report
Cameagie Mellon BRILL, CHRISTINE 2009/12/10[ERG81 364 Expense Report
Camegie Mellon BRILL, CHRISTINE 2009/12/10/ER581384 Expense Beport |
Camegie Mellon CLAVELLI, VICTORIA 2005/12/03 PRC581070 Expense Report
Camegie Mellon  |CLAVELLI, VICTORIA 2009/12/03[FPRCEE1070 | Expense Report .

a. Inthe results, we see two types in the column AP Invoice Type — Standard
and Expense Report. Let’s review the examples outlined above:

i. Standard —This is a paper expense report that was entered by
someone in Accounts Payable. We know this is an expense report
because the invoice number begins with “ER” and the Vendor Name
is a person’s name.

ii. Expense Report — This group 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 the Oracle system.

b. Further down are more “Standard” AP Invoice Types.

ot B0 - ao bl ACCO g Diledl A o - L o -
Zamegie Mellon GORDONS WALTHAM LIGUOR STORE INC 2009/12/07 | 04204 241N Standard
Zamegie Mellon GRAMAZIO, FABIO MATTED 2009/12/04[11/05/09 Standard
Zamegie Mellon HANLON ELECTRIC COMPANY INC 200912151213 Standard
Camegie Mellon HANLON ELECTRIC COMPANY INC 200912151214 Standard
Camegie Mellon LAFACE & MCGOVERN ASSOCIATES INC INC 2009121010097 Standard
Camegie Mellon MYERS COACH LINES INC 200912156]2012 Standard
Camegie Mellon SEASON TO TASTE CATERING LLC 200912/ [11./18/09 Standard

i. We can tell these are supplier invoices because the AP Invoice
Number does not begin with “ER” or “PRC” and there are actual
Vendor Names (not employee names).
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Exercise #3 (Participants do on their own)

Modify the AP Invoice Detail Query 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.

Run the query. When results are returned, turn on the Grand Total
function.

Enter 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 in order to complete some
analyses.

=» Edit the R12 GL Transaction Detail (Macro) query.
=>» Review/change the appropriate filter(s) as necessary.

Which dimensions do you need to change, update or add a filter 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 dimensions —
Entity Number 01,

Set of Books Name = Carnegie Mellon,
Batch Actual Flag=A

=> Run the query. When results are returned, turn on the Grand
Total function.

=» Enter the Grand total for Functional Net Activity
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Let’s Review #2
Circle the appropriate answer(s):
1. The filter order has nothing to do with obtaining correct results.
a. True b.False
2. Always edit a query/report in the Public folder.

a. True b. False

3. What two functions can you do with this icon -
a. Editthe query b. Retrieve available values c. Run query
4. You must always edit a query/report to change filter values?

a. True b. False
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Reference Materials - Section 1

Filter Operators
Operator Result Example
= Returns all rows where : Filter: Object Code Number
object code number FiterOperabor. [ <]
Equals equals 85111
Available Values Filter Values
Show available values E} value
starting with: [ 5 — 485111
r *
I= Not Eq ual to it Filter: Object Code Number
Filter Operaor. R -
Not Equal | Returns all rows where
object code number is Available Values F““”‘“’l‘"ﬁ s
Show available values value
not equal to 85111 starting with: (37— CEGEY
*
[
> Returns all rows where i Filter: Object Code Number
object code number is Filter Operator
Greater greater than 85111
than (85112, 85113) Available Values Filter Values
Show available valu E value
starting with: ’ﬁ y 35111
£
< Returns all rows where i Filter: Object Code Number
object code number is Filter Operaior
Less than less than 85111 (10105,
1012084202) Available Values Filter Values
Show available values et value
starting Wlthim = » 25111
*
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Operator

Result

Example

<=

Returns all rows where
object code number is

i Filter: Object Code Number

(e =
Less than or | less or equal to 85111
equal to (10105..84202..85111) Bl A Filter Values
Show available values value
starting with: ’m = » 25111
T *
>= Returns all rows where it Filter: Object Code Number
object number is greater Filler Opesnir
Greater or equal to 85111
than or (85111, 85112, 85400...) Available Values Filter Values
e ual to Shm-_t available values et value
q starting with: ’w = y 125111
*
IN Returns all rows where i Filter: Object Code Number
object number equals y T T - |
In a list the values listed (85111,
85117, 85119) ] Available Values Filter Values
Shw lues value
starting with: a5 y 35111
85117
e =
NOTIN Returns all rows where #: Filter: Object Code Number

object code number FilterOperaor  [noTiN 7|
Not in a list | does not equal the Ly
Values ||5ted Available Values Filter Values
available values value
(85107...85113..85115) siring i o o
85117
| ﬂf 25119
IS NULL Typically the warehouse would populate any blank field with
N/A so this operator would not be useful.
Is blank
IS NOT NULL Typically the warehouse would populate any blank field with

Is not blank

N/A so this operator would not be useful.
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Operator Result Example
BETWEEN |Returns all rows where i Filter: Object Code Number,
object code number is Filter Operator TS == I - |
In arange |equal to any numbers _ )
from/including 85111 A;:\:aati::alm Filter Velues
to/including 85202 starting with: [ a1~ =
(85111...85129...85202) =
— 85111
AND
= |a5202
NOT Returns all rows where i Filter: Object Code Number
BETWEEN | the object code number Filter Operator: =
is less than 85111 or the _ _
Outsidea | object code number is :Z:tzgalm j Filtor Valucs
range greater than 85202. starting with: [ 15— %
(...85107...85204..) -
j 85111
AND
=1
|asz202
SAME Two dimensions are Typically not used in Adhoc queries
equal
Different Two dimensions are not Typically not used in Adhoc queries
Than equal

65




Options

Another way to filter for data is to use the Options. You cannot select multiple values with

these options.

Filter Values

value

£ |iun06-06
*

Options
(+ Match Exactly
" Starts With
" Ends With
" Contains

¥ Match case

Filter Values

value

2
*

Options

(" Match Exactly
(% Starls With

(" Ends With

(" Contains

Filter Values

value

|
*

|

J Options
(" Match Exactly
" Starts With
{* Ends With
(" Contains

Filter Values

Options
™ Match Exactly
(™ Starts With
" Ends With
{* Contains

[¥ Match case

Match Exactly /Match case - When both these defaults are
selected the result must match the filter value selected
both in naming and in case. If the Match case box is
unchecked, the result has to match in naming only. If you
typed in the period name, for example, jun06-06, no
results would be returned if the Match case box is
checked, but results would be returned if the Match case
box is not checked.

Starts with — Returns records that begin with the value you
entered. For example, if you want all the object code
numbers that begin with 85.

Ends with — Returns records that end with the value you
enter. For example, if you wanted all of FY 07, you could
use this option in the Period Name filter as shown:

Contains — Returns all records that include the value you
enter. For example, if you want all GL detail for
procurement card verification. In the AP Invoice Number
filter you could use the Contains option as shown.
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Set of Books (Ledgers)

i¥: Filter: Set of Books Name

Filter Operator: = -

Available Values Filter Valves
Show available values 3 value
starting with: ALl = ¥ Camegie Mellon
— *
CM Australia
CM Global Consolidation
CM Intl Consolidation
M Qatar
Camegie Mellon
No Set of Books
2 Options
&+ Match Exactly
" Starts With
" Ends With
" Contains
[v Match case

Dept-Div vs Org

Selecting a Set of Books (Ledger) is
necessary to avoid
duplicate/triplicate data.

(Dept-Div) — Enter Parent organization such as E21040 or C220000

(Org) — Enter Child organization such as 210400

In the Labor Distribution domain, the Parent org is referred to as the Rollup Org and
typically would be displayed with Org Name and a letter in parentheses. For instance the

Department of Robotics would look like ROBOTICS (E).
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Query Results Icons

Below is a table of the Query Results toolbar icons and their functions.

TOOLBARICON FUNCTION

E This command hides the toolbar. To display the toolbar again, right-
click on the results grid and select Show Toolbar.

This command saves a results query/report results to a Microsoft
Excel spreadsheet.

Ex

Use this command to copy query/report results to the Windows
clipboard. After you copy the data to the clipboard, use the Paste
command in applications such as Excel or Word to insert the data.

ms

Select this command to print out the query/report results.

&

+§ Use this command to display or hide subtotals for groups of rows in
+= a grid.
dh If you display subtotals in the results, you can use this command to
= hide the details and show only the subtotals. Rerun this command
to display the details again.
Use this command to display or hide a Grand Total row for the
= — Measures fields in the results.

To freeze the dimension fields (left columns) in a report, select this
command. The Results pane continues to display the dimensions
when you scroll to the right to view measures.

'll—l
it

| By default, the Results pane suppresses duplicate dimensions.

Use this command to display or hide the report’s filter values above
the results.

{
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Reference Materials - Section 2-Query Descriptions by Domain

For a description of available queries for each domain, please visit the Business Systems
and Services website at https://www.cmu.edu/finance/systems/ and click on
Documents>Reference Materials. Under the Data Warehouse section, choose the
DecisionCast Reference Manual document.

Documentation
Froduction haterials Reference Materials
Reference Materials

User Guides

Additional Resources

ACCOUNTS RECEIVAEBLE

Accounts Receivable Oracle Mappings [.xls]
'‘Batch (Receipt) Source' to

'Receipt Class' to

'‘Payment Method' to

'‘Bank Account'

Froduction Applications

COracle Test Instances F ACR

DATA WAREHDOUSE
Farms

SL Perio df
Training

DecisionCast Reference Manual [.doc]

At the end of the DecisionCast Reference Manual you will find the list of available queries
for the General Ledger, Labor Distribution, Grants Accounting, and Purchasing domains.

For each query you will see the Query Name, Filters, and Output Columns. This can be used
as a resource to determine which query may provide the information you desire. Below is an
example of a query description in the Reference Manual:

Query Name Filters Output Columns

Period Number/Name *
Object Code
Number/Name * Funding
Source Number/Name *
Function Number/Name *
Activity Number/Name *
Org Number/Name *
Entity Number/Name *
Effective Date * JE Line

GL Transaction Detail
(Macro)

4 View/Edit Filter ¥alues

Double-click to change filters.

Filer
? "Period Marme = Jun0g
‘?’ "Set of Books Hame in Camegie bellon'

‘?; "Organization Mumber = 2107100

? "Entity Mumber = 01"

‘?’ "Object Code Mumber between 0000 and 33333

‘?P "Batch Actual Flag = A"

Batch Actual Flag is set to “A” for Actuals.
Normally, this should not change.

This query is designed to be used in conjunction
with the GL Detail Macro which can be found on
the Business Systems and Services Web Page
under Production Applications.

Description * Journal
Source * Tracking Number
* Vendor Name * AP
Invoice Number * Purpose
* Justification * Merchant
Name * JE Batch Name *
Batch Category * GL
Detail Create By
Description * Set of Books
Name * Transaction
Currency * Transaction
Debit/Credit/Net
Amounts * Functional
Debit/Credit/Net
Amounts
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