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*Please note that this is not an exhaustive list of possible error messages a user may encounter when running the report.
Therefore, please ensure you have the latest version of the job aid as we will continually update content and document errors
and performance issues. Users are also encouraged to check the Umoja status page to learn of any scheduled or developing BI
system outages or other changes that may impact report performance and/or availability.
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Overview

This job aid documents how to access and run the Business Intelligence (BI) report entitled “Advance
Purchase Policy Compliance Report” (APP Report), which allows the user to generate a report for any
specified time period to monitor the compliance of approved travel requests to the advance purchase
policy, sorted by the Umoja business area which funded the trip. Note that the term “approved travel
requests” includes trips that have already been completed, as well as those that may be in progress. In
addition, this report only measures the compliance of those trips that contain at least one commercial
air segment.

The advance purchase policy was implemented by the Department of Management effective 1 June
2011 and mandates that all requests for official travel be finalized (i.e. processsed and ticketed) at least
16 calendar days prior to the requested start date of the travel. This policy is in line with the Secretary-
General’s mandate to improve efficiency and reduce costs. Following in-depth analyses of air travel
bookings at UNHQ, it was noted that a large number of travel requests were being finalized/ticketed less
than 14 days from departure. Industry best practices and data analysis have established that significant
savings can be achieved by purchasing airline tickets in advance of planned departures as airfares can
rise dramatically when tickets are purchased less than 2 weeks prior to departure. The advance
purchase policy has been included in the revised travel policy introduced in 2013 (ST/AI/2013/3). It is to
be noted that with the implementation of Umoja, the threshold for submission of travel requests for
processing was established at 21 days in advance of the commencement of travel in order to allow 5
calendar days for processing time to meet the required 16 day target for finalization.

Bl users can run pre-formatted standard reports in Bl. The user can run those reports, export and save
them in Excel, PDF, CSV or text formats and print them. When the user runs the report, the system
generates the report from the latest available data set loaded in to SAP HANA from the Umoja
transactional system. Data is refreshed in Bl every 24 hours from ECC. Reports will display a time stamp
indicating the date and time the data was last refreshed.
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Objectives

This Job Aid will provide the step-by-step procedure on how to generate the compliance report for a
particular date period using the Umoja Bl Web Intelligence application. The objective of the report is to
provide a tool for offices/departments to monitor their compliance with the advance purchase policy
and identify opportunities for compliance improvement, and thereby resource efficiency.

Please note that standard Bl report functionalities, such as meaning of the icons in the tool bar, saving
reports in Excel or PDF, printing reports, etc. are described in detail in the Bl training courses and are
therefore not fully reflected in this job aid. The job aid focuses on providing guidance to users on how to
access the report and set the filters.
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Enterprise Roles

Bl Travel Basic User (BI.35)
Bl Travel Analytical User (Bl.34)
Bl Power User (B1.33)
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Procedure

A. Navigation

1. Log in to Citrix: https://login.umoja.un.org/Citrix/SAPVA/site/default.aspx

2. Go to the icon called "Umoja Production".

Main

Legacy Log-on Umaja QA Test
¥ &
Sap Gui iNeed Self Service

=

Umaja Tools

;I

iNeed

o

Umaoja Production Umaja BPC

PMO Umogja Travel Advisory -
Zika Virus

Select view: et
e i:.
Umaja Identity Umaja Non
Manager Production Portal
Systems
Unite Identity
EIDMS

Hint You can view your resources in several different ways. Use the Select view control to change the way that your resources are displayed.

3. Click on the BI Portal.

Umeoja Production

X

ECC

Umeoja Portal

Bl Portal
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4. Navigate to the “Travel Management” folder located within Public Folders/Umoja Bl and double click

to open the folder. On the right-hand side, you can access the “Advance Purchase Policy Compliance

Report”. Double-click to open it.

View * New Organize ~ Send More Actions ~ | Details
My Documents itle » Type
Ifolders l ' | pdvance Purchase Policy Compliance Reporty. IWeb Intelligence
B X — e |
1 Public Folders w| | Shipment Analysis Area naboci lcnara
=N Ad Purch. Policy C i Report
2 Umoja BL | | Travel 2ir Rail Ticket Volume (under testing 24
Type: Web Intelligence
B £ Rnance # | Travel Cost Recovery (under testing - do norUse] VED IEmgEncs
- w| | Travel Management Analysis Area Analysis Workspace

=] Grants Management

w | Travel Workflow Analysis Area Analysis Workspace

| Human Resources

# | Trip History Report (under testing - do not use) Web Intelligence

" =) Management Dashboards
" I organizational Management
" payrdll

" personnel Administration
| Project Systems

2 Real Estate

= sales and Distribution
I Service Desk

"I shared Analysis

"I spuree To Acquire

I Time Management

"2 Umoja Metrics

I wordlow

i ] Umaja BI Incoming
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B. Report Prompts

1. Upon opening the report, the “Prompts” window will display. For this report, there is one
required prompt and eleven optional prompts, which are listed below. In addition to a date
range for “Trip Start Date” it is recommended that the user select one or more organizational
elements to filter the report such as the “Travel Processing Office”, “Business Area” and/or
“Functional Area” in order to ensure optimal report processing.

REQUIRED:

e Trip Start Date (enter a start and end value)

OPTIONAL:

e Trip No.

e Travel Processing Office

e Business Area*

e Trip Year / Quarter / Month / Week No. (of the Trip Start Date)
e Functional Area*

e Travel Category

e Cost Center*

e Fund Center*

e Fund*

*Note that these fields pertain to the cost assignment of the trip(s).

Prompts 2
Available prompt variants MRE :u; X
* Trip Start Date 01/12/2016;31/12/2016

Trip No.
Travel Processing Office

Refresh Values %3

Business Area Start value

Trip Year =
= | |01f12f2016

Trip Quarter
Trip Month
Trip Wesk No.
Functional Area

End valuz
= | |31/12f2018

Travel Category

Cost Center

Fund Canter # -
Fund

CO00000Q0000R00

* Reguired prompts

oK Cancel

Bl Travel Report: Advance Purchase Policy
Last Modified: 2017-03-10 Compliance Report 6/21



Bl Travel Report: Advance Purchase Policy
Compliance Report

m

training

Jd

2. After entering values for any or all of the prompts, click “OK” and the report will run. Depending on
the extent of report filtering selected in the Prompts and Umoja system performance, the report may

take some time to compile. In this example, a report is generated to measure compliance of all trips that
began during the month of December 2016 (“Trip Start Date” between 01-Dec-2016 through 31-Dec-

2016).

Prompts

Available prompt variants

Trip Start Date 12/1/2016;12/31/2016
Trip No.

Travel Processing Office
Business Area

Trip Year

Trip Quarter

Trip Month

Trip Week No,
Functional Area

Travel Category

Cost Center

Fund Center

00000000000

ﬁ

Refresh Values %3

Start value
> 12/1/2016

End value

> 12/31/2016

oK | Cancel

Note that data is refreshed in Bl every 24 hours from ECC. This report displays a time stamp indicating
the date and time data was last refreshed just underneath the title.

Last Modified: 2017-03-10
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C. Report Layout and Input Controls

1. The resulting report is comprised of four tabs in order: “Compliance Report - Summary”, followed by
“Compliance Report Details — Trips Without HR Partner Approval”, “Compliance Report Details — Trips
with HR Partner Approval” and “Individual Trip Details” as highlighted by the red rectangle in the screen
shot below. You may navigate through the report and zoom in or out using the controls highlighted
within the blue rectangle on the bottom right of the report screen. A brief summary of each tab follows.

7 |Travel Req.# (All values) | w||Business Area (Description) (All values) v |

Tf‘a Complance Report - Summary | |2 Compliance Report Details - Trips Without HR Partner Approval | |2 Compliance Report Details - Trips with HR Partner Approval | [%) Individual Trip Data l

Individual Trip Data ~ I‘m 4 Pagelofi+ » M = |5/ [100%

Bl Travel Report: Advance Purchase Policy
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2. The tab entitled “Compliance Report — Summary” is a sheet that gives an overview of overall volume
and compliance for all types of travel, as well as "actuals vs targets" data on a) overall compliance (vs
target: 16 days), b) traveler submission time (vs target: 21 days), and c) overall approval time (vs target:
5 days). In case a department/entity has low compliance, these process step breakdowns can assist in
determining where delays in the processing of travel requests are occurring (e.g. are the travelers not
submitting their requests in a timely fashion?, or is the approval process taking too long?, oris it a
combination of both steps).

Note that in this tab, and the immediate two following tabs that also display compliance statistics at a
summary level, the determination as to “department/office” is based upon the business area of the cost
assignment of the trip. Using the filter bar at the top, you may select one specific business area at a time
to examine (highlighted by the green box in screen shot below).

{*I IBusmess Area (Description) (All values) . I

;Zii‘ Compliance Report - Summary

IV ted Nations / Umoja B eport vance Purchase P y Compliance Report

COMPLIANCE SUBMISSION END TO END PROCESS
Advance
Non- Purchase Average Average Average
Business i Compliant Compliant Total Policy Finalizati Submissi Approval
Area (of Trips Trips Trips Compliance on Time Target Potential on Time Target Potential Time Target Potential
trip) (Quarter) (number) (number) (number) (%) (days) (days) (days) (days) (days) (days) (days) (days) (days)
CNMC 2016-Q4 3 8 1 27.3% 102 18 58 153 21 57 51|56 0.1
Total: 3 8 1 21.3% 10.2 16 5.8 15.3 al 57 51 |5 0.1
ECA 2016-Q4 48 417 465 10.3% 52 16 108 102 pal 108 50 5 00
Total: 48 417 465 10.3% 52 16 108 10.2 2 10.8 50 5 0.0
ECE 2016-Q4 104 51 155 67.1% 220 16 0.0 243 21 0.0 23 5§ 0.0
Total: 104 51 155 67.1% 220 16 0.0 243 21 0.0 23 |5 0.0
ECLAC 2016-Q4 31 62 93 33.3% 122 16 38 148 21 63 26 5 0.0
‘ [3 Compliance Rq;rt - Summary E] hc.nmpﬁanu Repm;;xnis - Trips Without HR Pan‘n’er‘;wmvd \"V:e‘\ é;npiimce Report Details -‘T’rips with HR Partner Approval i | 3 Individual Trip Data T E

Bl Travel Report: Advance Purchase Policy
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3. The next two sheets, “Compliance Report Details — Trips Without HR Partner Approval” and

III

“Compliance Details — Trips With HR Partner Approval” may be used to drill down into more details
pertaining to the type of travel (Official / Group travel is without HR Partner Approval, and
HR/Entitlement travel is with HR Partner Approval). These sheets are to enable identification, based on
the type of travel, of exactly where delays in the travel request process is occurring (e.g. with the
traveler submission of requests, HR Partner approvals, TSA approvals or TPO approvals), and use that

knowledge to address bottlenecks in the process with the aim of improving compliance.

In these sheets as well, the filter bar can be utilized to select one specific business area at a time to
examine (highlighted by the green box in screen shots below).

% lBusmess Area (Description) (All valu:s)Ml

\ ! Compliance Report Details - Trips Without HR Partner Approval

dvance Purchase Policy Compliance Report

[V ns / Umoja BI / Report

COMPLIANCE SUBMISSION TRAVEL & SHIPMENT APPROVER TRAVEL PROCESSING OFFICE
Advance
Purchase  Average Average Average Average
Business  Trip Start  Total Policy Finalizati Submissi Approval Approval
Area (of Date Trips Complian on Time Target Potential on Time Target Potential Time Target Potential Time Target Potential
trip) (Quarter) (number) ce (%) (days) (days) (days) (days) (days) (days) (days) (days) (days) (days) (days) (days)
CNMC 2016-Q4 1" 27.3% 102 16 58 153 21 57 32 |2 12 19 |3 00
Total: 1" 21.3% 102 16 58 153 2 57 32 2 12 19 3 0.0
ECA 2016-Q4 446 9.6% 49 16 1.1 94 21 17 16 2 00 28 3 00
Total: 446 9.6% 49 16 11 9.4 2 "7 16 2 0.0 28 3 0.0
ECE 2016-Q4 152 67.1% 219 16 0.0 240 21 0.0 20 2 00 01 3 00
Total: 152 67.1% 219 16 0.0 240 2 0.0 20 2 0.0 01 3 0.0
ECLAC 2016-Q4 85 31.8% 117 16 43 133 21 T 09 2 00 07 3 00
[3) Compliance Report - Summary | 3 Compliance Report Details - Trips Without HR Partner Approval ~ [3 Compliance Report Details - Trips with HR Partner Approval | [2) Individual Trip Data - -

,‘,“ Business Area (Description) (All values) .

Compliance Report Details - Trips with HR Partner Approval

ad Nations / Umoja B ance Purchase Policy Compliance Report

HR PARTNER (HR & Entitlement Travel

COMPLIANCE SUBMISSION Only)
Advance
Purchase Average Average
Business Trip Start  Total Policy Finalizati Submissi Average
Date Trips Complian  on Time Target Potential on Time Target Potential Approval Target Potential
(Quarter) (number) ce (%) (days) (days) (days) (days) (days) (days) Time (days) (days) (days)
ECA 2016-Q4 19 26.3% 122 16 38 300 21 0.0 67 1 57
Total: 19 26.3% 122 16 3.8 30.0 21 0.0 6.7 1 5.7
ECE 2016-Q4 3 66.7% 280 16 0.0 373 21 0.0 8.0 1 7.0
Total: 3 66.7% 28.0 16 0.0 37.3 21 0.0 8.0 1 7.0
ECLAC 2016-Q4 8 50.0% 170 16 0.0 298 21 0.0 1.1 1 10.1
Total: 8 50.0% 17.0 16 0.0 29.8 21 0.0 1.1 1 10.1
< B—
[ Compliance Report - Summary | [3 Compliance Report Details - Trips Without HR Partner Approval | [2 Compliance Report Details - Trips with HR Partner Approval . [ Individual Trip Data

Bl Travel Report: Advance Purchase Policy
Last Modified: 2017-03-10 Compliance Report 10/21



Bl Travel Report: Advance Purchase Policy .
mrjja

training

Compliance Report

4. The final tab entitled “Individual Trip Data” is a sheet that gives the full details per travel request,
including the justification for non-compliance as entered by traveler into Umoja (a mandatory field that
must be filled out when a travel request submitted less than 21 days prior to the start date of the
travel).

Note that in this sheet, the filter bar can be utilized to select one specific business area at a time, or one
specific trip number (“Travel Req.#”) at a time to examine (highlighted by the green box in screen shots
below).

(?vllTrave( Req.# (All values) | v IBusiness Area (Description) (All values) v I
> i Individual Trip Data
$ 1 Jan 201
Travel Business Empioyee Org Unit ™p Trp
Trp Index Category Travel Type Trip Start Trip End Area (of Functional Medium Travel Processing Submission Appn
Number Number (Description) (Description) Date Dats trip) Area Description Fund Fund Center ofmce Date (SUB) Dats
CNMC ruman
00342015 Ofctal Traved OT-01. Official business  2016-12-12 2016-12-18 CNMC CNMC CNMC SS 10UNA Resources UNOWA DAKAR 2016-11-17
CNMC Fuman
00342015 Ofcial Traved OT-01. Officiai businees  2016-12-04 2016-12-11 oNMC CcNMC CNMC S8 10UNA Resources UNOWA DAKAR 2016-11-14
CNMC Human
0000235227 00528288 Oomcial Traved OT-01. Ofcial business  2016-12-12 -12-18 CNMC CNMC CcNmMC Cs 10UNA Resources UNOWA DAKAR
CNMC ruman
OfMctal Traved OT-01. Official business 2 12418 cNuc CcNMC CNMC SS 10UNA Resources. UNOWA DAKAR
CNMC ruman
Omcial Traves OT-01. Ofclal business  2016-12 -12-18 CNMC CNMC CNMC S8 10UNA Resources UNOWA DAKAR
Omcial Traves OT-01. OMclal business 20161203 2016-12-10 CNMC CNMC UNOWA OCMS AU 10UNA UNOWA DAKAR 2016-11-28
CNMC Podtical
OmMcial Traves OT-01. Ofcial business  2016-12-22 2016-12-30 cNMC UNCWAS UNOWA OCMS AU 10UNA Afare UNOWA DAKAR 2016-12-18
CNMC Fuman
Omctal Travel OT-01. OMclal business  2016-12-03 CNMC CNMC CNMC CS 10UNA Resources UNOWA DAKAR 2016-11-17
CNMC General
Omcial Traved 01 OMclal business 21 CNMC cNMC CNMC Cs 10UNA Agministrason UNOWA DAKAR 2016-11-21
0000 Oomcial Traved OT-01. Offictal businees 201 CNMC CNC CNMC CS 10UNA UNOWA DAKAR 2016-11-18
CNMC Human
0000230872 00925829 OmMctal Traves OT-01. OMcial business  2016-12-03 2016-12-10 CNMC CNMC CNMC SS 10UNA Resources UNOWA DAKAR 2016-11-18
<
[3) Compliance Report - Summary | 3 Compliance Report Details - Trips Without HR Partner Approval | 3 Compliance Report Details - Trips with HR Partner Approval | [ Individual Trip Data

BI Travel Report: Advance Purchase Policy
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D. Export Report

1. Users might be interested in exporting the “Individual Trip Data” sheet in particular in order to
work with this raw data in Excel. With help of a pivot, users can drill down even further, for example, to
see the detailed submission and approval times at a fund center, OrgUnit or TPO level, if desired. To
begin the export process, click on the export icon as seen in the screen shot below.

|HD|T|e|Dt:|:uTﬂ1Is|AdvanoePurdlasePo... A = E3|

[ Track ¥ Drill - & Filter Bar am‘ Freeze - EE Outline

Export to my computer in

E PDF, Excel or CSV format
- ) wmdhicus Trp Dats
)
=l
=l
BI Travel Report: Advance Purchase Policy
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2. In the Export dialog box that opens, make sure the “Reports” radio button is selected and then
choose the desired File Type format. Note that as this report contains four tabs, all will be exported
as separate worksheets within one workbook. If you do not need to export all sheets you may
uncheck it. For exporting to Excel (.xIsx or .xls formats) the default is to prioritize data processing in
Excel. You can also select image resolution from the drop-down for “Images-DPI”.

Export € X
Select
® Reports

O Dpata

[l select Al o

|:\_’_| Compliance Report - Summary

[W]compliance Report Details - Trips
< >

Filz Type:
Excel (.xlsx) L\\)

Excel (.xls)
0 cu SV Archive
| Text

From: |1

A

Tor |1

Images DPI: Default -

OK Cancel

Bl Travel Report: Advance Purchase Policy
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3. After pressing OK, click Open or Save to your computer from the bottom dialog pop-up window.

NI
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4. Example: export to Excel (.xIsx) of the report for the month of December 2016.

E‘ B C D E F G H I J
L]
Individual Trip Data
United Mations / Umoja Bl / Report: Advance Purchase Policy Complic
Last Refreshed: 31 Jan 2017
Business
Index Travel Category Travel Type Trip Start Trip End Area (of Employee Org Uni
Trip Number Humber {Description) (Description) Date Date trip) Functional Area  Medium Descripti
ECA ODESKG RIT
0000230482 00118141  Official E}jvel OT- 01. Official business 2016-12-01 2016-12-26 ECA ECA Reqg Integratio LPIS
r r
0000231264 00535464 HR Travel HR- 01. Appointment Fnt 2016-12-01 2017-01-16 ECA ECA Programme S TD DTL ASP AB-B
r r
0000236416 00948053  Official Travel OT- 01. Official business 2016-12-02 2017-06-02 ECA ECA Innovtech mg TD ITGSCD SUC
r r
0000237697 88016262 Official Travel OT- 01. Official business 2016-12-01 2016-12-27 ECA ECA Reqg Integration Trade
r r
ECA QDESKG MP
0000225856 00108450 Official Travel OT- 01. Official business 2016-12-02 2016-12-26 ECA ECA Macroeconom ODMPD
r r
ECA ODESKG MP
0000224764 00668683 Official Travel OT- 01. Official business 2016-12-02 2016-12-26 ECA ECA Macroeconom RPS
r r
0000231699 00690511 Official Travel OT-01. Official business 2016-12-01 2016-12-26 ECA ECA Reg Integration Trade
r r
0000232427 00817050 Official Travel OT- 01. Official business 2016-12-01 2016-12-26 ECA ECA Reg Integratio ECA ODESKG RIT|
r r
ECA QODESKG RIT
0000229377 00961504 Official Travel OT- 01. Official business 2016-12-01 2016-12-23 ECA ECA Reg Integratio ATPC
r r
0000236570 10059200  Official Travel OT- 01. Official business 2016-12-01 2016-12-27 ECA ECA Reqg Integration Trade
b M Compliance Report - Summary Compliance Report Details - Tri Compliance Report Details Individual Trip Data %1 14

BI Travel Report: Advance Purchase Policy
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5. Following export as an Excel (.xIsx or .xls) file, you can utilize the “Individual Trip Data” tab in
particular to conduct any analysis through the use of pivot tables and charts in Excel. As an
example, create a pivot to view the average TPO processing time TPO:

TPO +~ Average of Trip TPO Approval Time (days)

UNTSO JERUSALEM l 7.7
UNSOS NAIROBI 1.0
UNSCOL BEIRUT 0.0
UNSCO JERUSALEM 0.1
UNOWA DAKAR 2.2
UNOV VIENNA 0.7
UNON NAIROBI 19
UNOG GENEVA 0.3
UNODC TASHKENT 06

6. As a second example, include the fund to see average TSA approval time by Fund:

Fund ~ Average of Trip Certification Time (days)

10JFA | 9.0
10RCR 3.3
10UNA 2.8
20BLA 6.5
20CAX 41
20CCA .7
20CUA 16.0
20HSA 2.1
20KVA 5.3
20LBB 2.0
20MAL 2.0
20NUA 2.5
200FA 4.0
200LA 2.1
20QSA 1.9

Bl Travel Report: Advance Purchase Policy
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E. Key Terms

1. The APP Report aims to give users a more holistic view of travel request submission and
approver processing times in order to better assess areas where delays are occurring, on which
basis steps can be taken to improve compliance. To better interpret the report, please refer to the
following list of terms used in the report.

e Submission (average submission time): submission refers to the measurement of the total

number of days prior to the start date of travel that the travel request was submitted in
Umoja. The ‘average submission time’ is computed for each entity/office as a simple
average. The target is 21 or more days in advance of the actual departure date.

e Compliance (average finalization time): compliance refers to the measurement of the total

number of days between the first approval of the travel request by the Travel Processing
Office and the start date of the trip. The ‘average finalization time’ is computed for each
entity/office as a simple average. The target is, as prescribed by the policy, that all travel is
finalized (i.e. processed and ticketed) 16 or more days in advance of the planned departure
date.

e HR Partner (average approval time): the HR Partner is only responsible for approving HR and

Entitlement travel-related travel requests. Therefore, this ‘average approval time’ refers to
the measurement of the total number of days between the submission of the travel request
and approval by the HR Partner, and computed as a simple average for each entity/office.
The target for HR Partners is to approve travel requests queued to their inbox within 1 day.

e Travel & Shipment Approver (TSA) (average approval time): the TSA certifies the travel

request, effectively committing a budget for the trip. For those travel requests that do not
undergo HR Partner approval, this ‘average approval time’ refers to the measurement of the
total number of days between the submission of the travel request and approval by the TSA.
For those travel requests that do undergo HR Partner approval, this ‘average approval time’
refers to the measurement of the total number of days between HR Partner approval and
TSA approval which then follows. In both cases a simple average for each entity/office is
computed and presented. The target for TSA is to certify travel requests queued to their
inbox within 2 days (1 day for HR / Entitlement Travel).

e Travel Processing Office (TPO) (average approval time): the TPO approves the travel

request, thereby routing it to the travel agency for immediate ticketing. This ‘average
approval time’ refers to the measurement of the total number of days between TSA
approval and TPO approval, and a simple average for each entity/office is computed and

Bl Travel Report: Advance Purchase Policy
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presented. The target for the TPO is to approve travel requests queued to their inbox within
3 days.

Bl Travel Report: Advance Purchase Policy
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F. Error Messages and Performance Issues

1. When running the report, users may sometimes receive a “Query script generation failed” error
as seen in the screen shot below. This error can usually be resolved by closing the report, and
reopening it to run again. In case the error persists, please try running the report at a later time.

IS} Sequence Mumiber

Workfiow Status (Description]

Ageat Approved Date  Approval Week  Appeoval Month  Appiosva

el

a Quatry saript genaration Fadedl. See your

seimineteator, [ PararmeberSorece |

{Parmrnerb e ¢ geeHDaF o e gy srable
Cannd

Bl Travel Report: Advance Purchase Policy
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2. When running the report, if a large set of data is selected to be processed (e.g. all trips during an
entire quarter, with no organizational unit filter such as a ‘Business Area’ or ‘Functional Area’
selected), the system may not be able to compile the entire data set. Please always pay attention to
the bottom right hand corner of the report screen and ensure that it does not display a yellow-
triangle warning sign. This sign indicates a “Partial Result” error, which means that the system has
not loaded the entire data set into the current report. The error is not a “hard stop” error as such
but any report generated under this condition may have either missing records or missing data for
individual fields. To avoid this error, please re-run the report and apply one or more filters — for
example, choose no more than one to three business or functional areas in the prompts, and
narrow the date range of the trip start date for which you are running the report.
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3. While entering a value for Trip No. in the prompts screen, users may also experience the “Partial
Result” error due to the large volume of data. The values are divided into “chunks” and if the Trip No.
you are interested in is not within that range, the report will not generate data. Please be aware of this
reporting tool limitation when using the Trip No. filter. To ensure that data will be generated, please
include as many filters as you can. For example, if you know the exact Trip Start Date and Business Area
for that specific Trip No., you should set the values for those fields as well.

R R R R R R R
Prompts S
Available prompt variants M :us x
@ = Trip Start Date 01/12/2016;31/12/2016 . 0000000001...000012415% <
& Trip No. 2 N
&  Travel Processing Office TV_TRIP | Chunk
(] Business Area 0000124200 <
! 0000124202 A
@ Trip Year 0000124203
@  Trip Quarter || cooo124204
1@ Trip Month *| | oooo124205
) *| | oooo124207
G Trip Wesk No. 0000124208
&  Functional Area 0000124208 v
@ Travel Category 0000124210
&  Cost Center /&, Partial Result
&  Fund Center 10 March 2017 21:30:27 GMT+01:00
&  Fund -

* Required prompts

0K Cancel
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