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*Please note that this document does not contain 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 Bl 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 “Trip History
Report”, which allows the user to generate an up to date chronological listing of all workflow statuses
for each trip.

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 underneath the report title.
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Objectives

This Job Aid will provide the step-by-step procedure on how to generate the workflow history of each
trip for a user-defined set of parameters using the Umoja Bl Web Intelligence application. The objective
of the report is to provide a tool for offices and departments to track the history of each trip by showing
all workflow actions associated with a processing agent. It also contains a useful indicator for whether
the trips are pending or not.

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.

Enterprise Roles

Bl Travel Basic User (BI.35)
Bl Travel Analytical User (Bl.34)
Bl Power User (BI.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 | Selecviews ~ | | C
2 - - L) -
Legacy Log-on Umoja QA Test Umaoja Tools Umoja Preduction Umoja BPC Umofa Identity Umoja Non
Manager Production Portal
Systems

~ at P 2 &
Sap Gui iNeed Seif Service iNeed PMO Umaoja Travel Advisory - Unite Identity

Zika Virus EIDMS

Hint: You can view your resources in several different ways. Use the Select view control fo change the way that your resources are displayed 53]

3. Click on the Bl Portal.

Umoja Production

2 = v

ECC Umoja Portal El 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 “Trip History Report”. Double-click to
open it.

Home " Documents

View ¥ New Organize ~ Send ~ More Actions ~ | Details

My Documents Title » Type
e ¥ | Advance Purchase Policy Compliance Report| Web Intelligence
= Public Folders Al ¥ | Travel Air Rail Ticket Volume (under testing | Web Intelligence
= Umoja BI ¥ | Travel Cost Recovery (under testing - do not Web Intelligence
& B Finance 8 | Trip History Report A Web Intelligence
® Grants Management Trip History Report
Organizational Management Type: Web Intelligence

Personnel Administration
Project Systems
Real Estate
Sales and Distribution
Service Desk
Shared Analysis
Source To Acquire
= Travel Management
[+

Umoja Metrics

Workflow
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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 fourteen optional prompts, which are listed below. In addition to the “Trip Type”, it is
strongly 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 Type (R — Travel Request; E — Expense Report)

OPTIONAL:

e Trip Start Date (enter date range to change the default values)
e Approval Date

e Trip No.

e Travel Processing Office
e Business Area*

e Personnel Area

e Personnel Subarea

e Employee Group

e Employee Subgroup

e Traveller Type

e Trip Activity Type

e Agent

o Trip Type

e Functional Area*

*Note that these fields pertain to the cost assignment of the trip(s).
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Home | Documents | Trip History Report .~

WebInteligence ~ | = B~ | S~ 4 | & £ = ~ ) ( T v | | [ZTrack - F ol + ¥ Filter Bar [ Freeze - & Outline Reading ~ Design ~ 2 ~
y, Trip History Report A
ns / Umoja BI / Report: V

/ ) ur Vorkflow Detail
T2 N 7))

Prompts i X

Available prompt variants MR- R,
= el Employee
= L Group

Refresh Values ¥3.
Approval Date

Trip No. K’,.»\f \
Travel Processing Office

Business Area

Personnel Area

Personnel Subarea

ontent of the list, click the
s button

Start value E
> | |12/1/2016 =

End value

Employee Group > | [12/62016 =
Employee Sub Group

Traveller Type

Trip Activity Type

Agent h-

* Trip Type E;R

Functional Area

OO0 0000000

* Required prompts

OK Cancel
= S5 >

| @ workflow Detail {3 Workflow Detail Export | %] Prompt Summary -

- Workflow Detail ~ M 4 Pagelof1 » M ||= (8] 100% -~ A 5daysago

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 has been generated to view the workflow history
for both Travel Requests and Expense Reports with trip costs assigned to Business Area, “United Nations
Headquarters” and with Trip Start Date between 01-Dec-2016 through 06-Dec-2016.

Prompts re X
Available prompt variants - =
I g Refresh Values %2
A?proval Date .BUS — = =
&  Trip No. _AREA_TXTM .
&  Travel Processing Office ﬂgg\?\&s A N
O e e Do Nations Tesdqunters ] ||| Lo
|&  Personnel Area UNSCO
&  Personnel Subarea UNSCOL
& = = G UNSMIL
Mpayes o UNSOM
®  Employee Sub Group UNSOS
@  Traveller Type N g
(@  Trip Activity Type | United Nations Headquarters
February 28, 2017 5:38:00 PM
@ __Agent GMT+01:00

- AR | ' # -

@  Functional Area

# Required prompts
OK Cancel
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C. Report Layout and Input Controls

1. The resulting report is comprised of three tabs in order: “Workflow Detail”, followed by “Workflow
Detail Export” and “Prompt Summary” 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.

%, Trip History Report

N
Y
Y

b

. Person Last Person First Personnel Employee Employee : Emplayee Trip End
Tatp Type Name Name FEnchen yne Area Group Organization Drg- LTt Subgroup Date
" WILHELM United Ststes - +
= ] £ g s o 5 Mie 4203 2016-12-
0000149766 Travel Request 00233268  STOECKL it Non staff b Special Staff 20002670 icsc ICSG Chairfvice 20164203 2016-1210  Commertial 4
IE
WILHELM United States . . .
3 : s Chairv 12.0: -12-
Expense Report 00233265  STOEGKL bt I Non siaff e Special Staff 20002670 1656 ICSG Chir/vice 2016-12.03  2016-1210  Commercial £
0000151364 Trevel Request 00370735  EL HADDAD FADIA ey Nembers: | UpsteSiatey Inceonal 20000402 DGACM DD ATS:  Frofessional & 20161201 2016-12-17  Commersial £
only of America Staff Above
v
L4 >
I 4 Workflow Detail 1] Workflow Detail Export | <] Prompt Summary I t
Workflow Detail = I 4 4 Pagelofi+ P M| (= B |75% =~ I ' 4 minutes ago
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2. The tab entitled “Workflow Details” is a sheet that gives a chronological list of all workflow statuses
for each trip number and details related to the action performed by a processing agent, whether it is the
Traveler, Travel Administrator, HR Partner, Travel and Shipment Approver (Certifying Officer), Travel
Processing Officer or the Travel Claims Unit. The “Trip Type” column identifies whether the trip
document type is a Travel Request or an Expense Report.
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3. The next sheet, “Workflow Detail Export” may be used to drill down on each trip number by using the
Filter function once exported to Excel. This sheet contains the same data as the first sheet but contains
repeated rows of trip details for each workflow status.

Trip History Report

/
TpNe TR Ty ntex i, | Fomanast e pen | OmUut S A Approvedvais Peoctng
mGEe TowRewed  OmIDS  STOESQ et mmem ks o8 Cravos B | F O (. 5
moiee Tmenemest  pimss | STEOL pemse  wm s o5 Craeee olum | e | Do losss N
GDUeETSE TREREmMSR  (ESE  STOEOAL E Iese eS¢ Cramvos S oo compmes  SedlE e N
omGrAGTEe TRewest e STOECK et momem ksc Jrvys— PR [P P — "
— T ——— F—— N——— P FRS— T IN— pe—— e et Bl e e | S "
PE—. F——— P P (1| O I T S———— " T e B s ”
OM014STEE DqmneeRepwt (03388 STOSOAL CNe  Nondad UmesSEE  secaisr  200mem ese 165 Chanvios T o cosmmed  ESHLE  200oind ¥
DNOUSTIE Spesemept  OL2SNEE  STOSCKL TENG N UneiSes  peamsm omen [ 1655 Chaivioz ) S S, [I— e E
BO00151364  Traves Requeet £ HaoDeD FADIA Zf;;"‘“"""“ T || ooy T st | s e e X
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OMO1S1E4 TrvdReed  OOWOTI ELHADDAD FADIA P -l i Fo ool wloe | onmae | Sk T "
OHOISIES TENIReES  OOSP7IS ELHADDAD FADIA T et [0 | oo DGACMODATS, | porrdls eivar. | s | B W
DINS1 TreRayest  OOSAOTS  ELHADDAD FADIA ;‘:;'"""“’” e (EEOE | o, DGACMODATS  poneendlE GAZIS 21767 Commmental AY o | || wRRE R N
OI0IHRS Trave Requast £LHADDAD FaCiA ol DRKCMDDATS | Fommeonals 5 20TE4T  Commenal A 7w e ameso oo N
O Taefevel QU0 ELHAOOAD  FAOA Comuem  Umetes  fenaOd gy peacMoDATs RS meqes Ao Commeal A Z}E‘?ﬁ P !
e i, wwoms M g oucumows | S e | G N Y P R
. | | o | A || Do s NS o cocuoows | [EESTES o | nazener || s Ve e
e S [y s |r mmems  mm o, Gcosm g B P NV [T R (S N
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4. The final tab entitled “Prompts Summary” is a sheet that gives a summary of all values for each of the
prompt selected to filter the report upon.

y RN Trip History Report |
; -‘q‘ \/ United Nations / Umoja Bl / Report: Prompt Summary
N\ Y Last Refreshed: 27 Feb 2017 22:16 UTC

N
SN -

#** Query Name:Workflow ***

Agent (Optional)

Approval Date (Optional)

Employee Group (Optional) E
Employee Sub Group (Optional)

Functional Area (Optional)

Personnel Area (Optional)

Personnel Subarea (Optional)

Travel Processing Office (Optional)

Traveller Type (Optional)

Trip Activity Type (Optional)

Trip No. (Optional)

Trip Start Date (Optional)12/1/2016 12:00:00 AM; 12/6/2016 12:00:00 AM
Business Area (Optional)United Nations Headquarters

Trip Type E; R
v
< >
(4] Workflow Detail | % Workflow Detail Export | [) Prompt Summary I t
Prompt Summary = | M 4 Pagelofl » M || 5 =) |100% + & 18 minutes ago
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D. Export Report

1. Users might be interested to work with raw data in Excel using the sheet, “Workflow Detail”. With
the help of a pivot, users can drill down even further, for example, to see details by Traveller Type and
Employee Subgroup. To begin the export process, click on the export icon as seen in the screen shot

below.
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vz erersasivet e = aoran_ear Py Merb  UMeSSEE  MEMSONS i i are PAESETEE Fe

12 Workflow Detail [ workflow Detail Export -

#-  Workflow Detail Export ~

12 Prompt Summary

Last Modified: 2017-03-07

Bl Travel Report: Trip History Report

10/16



Bl Travel Report: Trip History Report m Ja

training

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 three 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 e

Select
@® Reports
O Dpata
Select Al ~
Workflow Detail

Workflow Detail Export
£ >

File Type:

LI culcsy archive
i Text

=

From: |1

LRI

To: 1

Images DPL: Default -

oK Caneel
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3. After pressing OK, click Open or Save to your computer from the bottom dialog pop-up window.
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The list panel is ul - ®125% ¥
4. See example of export to Excel (.xIsx) of the Trip History Report.
IR ol ™~ 7T Trip History Report [Read-Only] - Microsoft Excel T = e [
“ Home | Insert  Pagelayout Formulas Data  Review  View  DYMO Label  Unite Connections  Unite Docs 6@ =@ =
. g peep :
B & Cut Arial -9 AN EF= -W - &F Wrap Text General - kﬁ % g j- 3\ ,!—J @ futosum %? Lﬁ
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3 0000149766 Travel Request 00233268 STOECKL WOLFGANG Non staff R Special Staff 20002670 ICSC ICSCC
’ r b ’
WILHELM United States of
0000149766 Travel Request 00233268 STOECKL WOLFGANG Non staff America Special Staff 20002670 ICsSC ICSCC
’ 1 ’
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5 0000149766 Travel Request 00233268 STOECKL WOLFGANG Non staff P Special Staff 20002670 ICsC ICSCC
’ 1 ’
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6 0000149766 Travel Request 00233268 STOECKL WOLFGANG Non staff ra——. Special Staff 20002670 ICSC ICSCC
’ r z r
WILHELM United States of
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’ 1 ’
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WILHELM United States of
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I r Famyxl Members United States of A
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5. To see a distinct count of travel requests only, for example, you can insert a pivot table in a new
worksheet within the same Excel file utilizing the “Workflow Details” sheet. The “Workflow Detail
Export” sheet will not provide the distinct count due to the repeated rows unless you have the 2013 or

higher version of Excel. Below shows a sample pivot table to distinguish travel requests processed per

Traveller Type for each Employee Subgroup based on previously selected filters in the Prompts window.

A B © E F < | PivotTable Field List v x

2

3 Traveller Type -T Count of Trip No. S::f fledstoaddto M
4 = Family Members Only 4 Index No. -
5 Professional & Above 4 Person Last Name

6 = Non staff 255 Person First Name

7/ Consultants 54 V| Traveller Type v

8 Fellow 1 Personnel Area

9 ICSC Chair/Vice 1 Employee Group =
10 Indiv. Contractor 2 Employee Organization

1 Int UNCS Staff 1 0Org. Unit

12 Leg. Comm. Member 22 7|Employee Subgroup

13 Meeting Participant 163 Trip Start Date

14 Non-staff in UNCS 1 Trip End Date

15 Professional & Above 9 Mode of Travel

16 Staff in UNCS 1 Seq. No. X
17 = Staff 252

18 Field Service 5 Drag fields between areas below:

19 General Service 15 7 ReportFilter #§ Column Lab...
20 Interpreter 1

21 JPO/Associate Expert 14

22 National Officer 1

23 Professional & Above 202

24 Security Service 13 i Rowlabels X Values

25 Trades & Craft 1

26 o Staft and Family 10 Traveller ... ¥ Count of T... ¥
27 Professional & Above 9 Employee - T

28 Secretary General 1

29 Grand Total 521

30 | X Defer Layout Upd...
M 4 » M Sheetl Workflow Detai Workflow Detai Export Prompt Summary %3 4
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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.

1%} Sequesce Mumder WorkTiomr Saahs (Descaitions) Agrmn Appoved Date Adgeowal Weell  Appenvsl Month  Apgens

Prompts

Quary scrgt generaton falled. See your
2l wor . [Par arveteriervce)
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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 Results” 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., 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.

[vompts o

Available prompt variants i | _._d

Trip Start Date 12/1/2016;12/6/2016
Approval Date
Business Area United Nations Headquarters ) |

Trip No. @l <
* Trip Type EfR
Travel Processing Office
Personnel Area

343
565

0000000001...0000
7-|0000056344...0000111

Personnel Subarea
Employee Group
Employee Sub Group
Traveller Type

Trip Activity Type
Agent

Functional Area

1, Partial Result

[ February 28, 2017 5:49:51 PM GMT+01:00
|0000149766 | 4% ~

A =

* Required prompts
OK Cancel
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