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Overview

This job aid documents how to generate the Business Intelligence (BI) report entitled “TPO Productivity
Report”, which gives the user a list of all workflow (WF) actions performed on a certain date or during a
certain time period by a Travel Processing Office (TPO) as of the given refresh date of the document.
Note that this report measures productivity, meaning that it counts all WF statuses performed by TPO
staff. This could mean that there are multiple WF statuses for one Trip Number, in case the TPO touches
it more than one time. Therefore, it differs from a pure “Trip Number Volume” report, for which other
reports are made available.

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 a report on all workflow actions
performed on a certain date or during a certain time period by a TPO using the Umoja Bl Web
Intelligence application.

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. is 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".
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Hint: You can view your resources in several different ways. Use the Select view control to change the way that your resources are displayed. (%I

3. Click on the Bl Portal.
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4. Open the Travel Management folder. Choose the TPO Productivity Report and double-click on the
link to open it.

Home Ducl.lmemsl

View T New Organize = Send = More Actions = | Details

e [Type
[ I Agvance Purchase Policy Compliance Report Web Intelligence
»l I HR. Partner Productivity Report [ Web Intelligence
¥ | TPO Productivity Report | Web Intelligence
¥ Trip History Report  jme (under testing - do not use) I Web Intelligence
- ] it Meanagement ¥l | Type: Web Intalligence Her testing - do not use) Web Intelligence
i T m—— ? ;Tra\-\el Request Volumes Report Web Intelligence
= i ¥ | Trip History Report Web Intelligence
I_:! Fresront [minoion ¥l fTrjps Pending Cancellation Web Intelligence
[ Project Systems ¥l | TSA Productivity Report Web Intelligence
) Real Estate
"7 Sales and Distribution
™[50 Service Desk
#1 Shared Analysis L
B B source To Acquire .

g 7 Travel Management
Bl 1

o Umicia Metrics

I Workflow

! Umioja BI Incoming
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B. Prompts — First Level of Filtering

1. As soon as you open the report, the Prompts window will display. For this report, approved date is a
required entry as denoted by the asterisk in front of “Enter value for Approved Date (from)” and “Enter
value for Approved Date (to)” prompts. You can select a single date (enter same date in both the from
and to prompts) or multiple dates to see productivity by a particular day or time period respectively.

The other 10 fields in the Prompts window are optional. You may or may not select any values for the
following fields:

e Index (Workflow or Header)

e Trip Request Number (Workflow or Header)
e  Workflow Status

e ProcessID

e Trip Type- Expense/Request

e Trip Start Date/Start Date

e Trip End Date/End Date

e Travel Category

| Home | Documents | TPO Productivity Rep... = = = |

WebInteligence ~ | = &F~ | S - % | & & =~ )« D v | | [ Tra % Drill ~ "% Filter Bar | [T Freeze - &5 Outline
[ ﬁ;@;‘% TPO Productivity Report - Period: 2016-11-01 to 2016-12-31
=a \i\\ i/ United Natons | Umojs BI  Report: TPO Productiviy Report

= -

=" Prompts
wvailal

Available prompt variants

Refresh Values %3

Travel Req.#

Index (Workflow)
Trip Request Number
Workflow Status click the Refres es
Process ID button -
Trip Type - Exp / Regq

* Enter value for Approved Date (from):

* Enter value for Approved Date (to):
Index (Header)
Trip Request Number
Trip Start Date/Start Date
Trip End Date/End Date
Travel Category i -

Q00RO+ +000G00

* Required prompts
Cancel
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2. After entering the required and any optional values, click OK and the report will run. In this example,
the report has pulled in all travel requests as well as their historical and latest workflow statuses,
including the User ID of the agent who worked on a particular step, for the period of Q4 2016.

| Home | Documents | TPO Productivity Rep... .~ = = |

WebInteligence ~ ([ E - | G- |8 L D | |0 & | @ | [RTack - J Ol ~ [ FlterBar | [7] Freeze - @ Outline Reading

7 [TP0 Name (All values) [w][Waorifiow Status (Description) (Al values) | w][Agent (All vaiues)[w ][ Approval Year (all values) [ ][Approval Guarter (All values)[w][Approval Month (all values)[w][Approval Week (All values)[v ]

Mop Reset
LE‘S There are no input controls defined on this

= @] |report. To define a new one, switch to Design
=0 |mode.

TPO Productivity Report - Period: 2016-10-01 to 2016-12-31

PO Productivy Report
0100

Travel Req.# TPO Name Trip Type (RIE/S) Sequence Number Workflow Status (Description) Agent Approved Date  Approval Week Approval Month Apprd
0000233615 ECA NIAMEY E 004 TO Approved JEKEN1 2016-12-31 52 Dec Q4
0000007868 UNON NAIROBI R 009 TO Cancelled SDECHE 2016-12-30 52 Dec Q4
0000015507 UNOG GENEVA E 003 TO Approved MPROGIN  2016-12-30 52 Dec Q4
0000018240 UNOG GENEVA E 003 TO Approved MPROGIN 2016-12-30 52 Dec Q4
0000020920 UNON NAIROBI R 004 TO Cancelled SDECHE 2016-12-30 52 Dec Q4
0000028417 UNON NAIROBI R 006 TO Cancelled SDECHE 2016-12-30 52 Dec Q4
0000028631 UNON NAIROBI R 010 TO Approved SDECHE 2016-12-30 52 Dec Q4
0000033205 UNOG GENEVA E 007 TO Approved SOBERLI 2016-12-30 52 Dec Q4
0000047503 UNOG GENEVA E 008 TO Approved MPROGIN  2016-12-30 52 Dec Q4
0000049328 UNON NAIROBI E 004 TO Approved MABDULLA3 2016-12-30 52 Dec Q4

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.
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C. Filter Bar — Second Level of Filtering

1. Upon running the report, you can see the filter bar at the top (red rectangle in the screen shot
below). The report has 7 basic selection parameters available through the Filter Bar. Select the
desired value from among the following fields utilizing the drop down menu for each filter.

e TPO Name

e  Workflow Status
e Agent

e Approval Year

e Approval Quarter
e Approval Month
e Approval Week

| Home | Documents | TPO Productivity Rep... = = = |

WebInteligence > | = G~ | S~ @ | S L0~ | o ¢ 2 v | | [ Tk ¥ Drill ~ |7 Filter Bar | [ Freeze - @&E Outline Reading

1
= ut Co I 7 [TPO tame (Allvalues) [w][Workfiow Status (Description) (Al valves) [w][gent (all vlves ][ approval ear (Al values) [w][Approval Quarter (A values) [ ][ Approval Honth (Al values) ][ Approval week (Al values) V] |

E% There are no input controls defined on this
= @) report. To define 3 new one, switch to Design

mode.

= Travel Req.# TPO Name Trip Type (RIE/S) Sequence Number Workflow Status (Description) Agent Approved Date Approval Week  Approval Month Apprd
0000233615 ECA NIAMEY E 004 TO Approved JEKEN1 2016-12-31 52 Dec Q4
0000007868 UNON NAIROBI R 009 TO Cancelled SDECHE 2016-12-30 52 Dec o4
0000015507 UNOG GENEVA E 003 TO Approved MPROGIN  2016-12-30 52 Dec Q4
0000018240 UNOG GENEVA E 003 TO Approved MPROGIN 2016-12-30 52 Dec Q4
0000020920 UNON NAIROBI R 004 TO Cancelied SDECHE 2016-12-30 52 Dec Q4
0000028417 UNON NAIROBI R 006 . TO Cancelied SDECHE 2016-12-30 52 Dec Q4
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D. Export Report and Analysis Example

1. You can export the report to Excel, PDF, CSV for text formats by clicking on the Export icon as
seen below.

Home | Documents | Trip History Report | TPO Productivity Rep... & =
WebInteligence + M = EH -~ S-#R [ £ 2=~ | o D v | | [ Track ¥ Drill = | 7 Filter Bar | [ | Freeze - &[5 Outline
. Document Summary ~ S | 57 Il Export Norkflow Status (Description) (All values) |w || Agent (4ll values)| v || Approval
54 Print Export to my computer in
b PDF, Excel or CSV format o ug
~y TPO Productivity Report A TR h=o Productivity Report
= " United Nations / Umoja 8| / Report: TPO Productivity Raport
= General Last Refreshed: 1/2/17 7.07:58 PM GMT+01:00
(?) Tipe: Web Intelligence document
Author: P1W~100/GDENBRA
T, | Creation December 28, 2016 3:43:05 Travel Req.# TPO Name Trip Type (R/E/S) Sequence Number Workfig
date: GMT+01:00
Locale: English (United States) 0000012243 UNOG GENEVA E 009 TO App
Description: 0000025474 UNOG GENEVA : 004 TO App
0000043609 UNOG GENEVA E 004 TO App
Keywords:
0000045044 UNOG GENEVA E D03 TO App
NNNNNARNRA 1IN RENEVA E nna TN Ann

2. In the Export dialog box that opens, make sure “Reports” radio button is selected and then
choose the desired File Type format from the drop down menu. 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 %
Select
'@' Reporis
) Data
Selact Al
ﬁeport 1
PDF
Filz Type:
Excel (ais) e
— TSV Archive
) PrigText

®  Prioritize easy data processing in Excel

Images DPL: Default -

K Cancel
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3. Click open or save to your computer from the bottom dialog pop-up.

1~ [y ¢ & v | | [& Track ¥ Drll ~ |7 Filter Bar | [

webInteligence ~ | = (& - | S - &

& Outline

S| | % |TPO Name (Al values) ||| Worldlow Status (Description) {ll values) | v || Agent (all values)| w || Approval Year (All values) | w || Approval Quarter (All values)| || Approval Manth (All values) | w || Appror

TPO Productivity Report - Period: 2016-10-01 to 2016-12-31

Unitad Nations / L
Last Refreshed: 1/1

There are no input controls defined on this
=@ \report. To define a new oneé, switch to Design|
=0 |mode.

Report. TRO Productivty Report
2:05 AM GMT+01:00

vel Reg.# TPO Name Trip Type (RIE/S) Sequence Number Workflow Status (Desc jon] Agent Approved Date Approval Week A
0000233615 ECA NIAMEY E 004 TO Approved JEKEN1 2016-12-31 52 D
0000007868 UNON NAIROBI R 009 TO Cancelied SDECHE 2016-12-30 52 D
0000015507 UNOG GENEVA E 003 TO Approved MPROGIN  2016-12-30 52 D
0000018240 UNOG GENEVA E 003 TO Approved MPROGIN 2016-12-30 52 D
0000020920 UNON NAIROBI R 004 TO Cancelied SDECHE 2016-12-30 52 D
0000028417 UNON NAIROBI R 006 TO Cancelled SDECHE 2016-12-30 52 D
0000028631 UNON NAIROEI R 010 TO Approved SDECHE 2016-12-30 52 D
0000033205 UNOG GENEVA E 007 TO Approved SOBERLI 2016-12-30 52 D
0000047503 UNOG GENEVA E 008 TO Approved MPROGIN  2016-12-30 52 D
0000049328 UNON NAIROBI E 004 TO Approved MABDULLA3 2016-12-30 52 D
0000052284 UNSCO JERUSALEM R 013 TO Partial Canceliation AHJEN 2016-12-30 52 D
0000060847 UNON NAIROBI R 006 TO Cancelled SDECHE 2016-12-30 52 D
0000062727 UNOG GENEVA E 003 TO Approved MPROGIN  2016-12-30 52 D
0000067818 UNODC CAIRO E 005 TO Retumned JGARSANY 2016-12-30 52 D

% " . o . —— ar .
_

-  TPO Productivity Report ~ Do you want to open or save TPO Productivity Report v1.xlsx (2.66 MB) from bi.umoja.un.org? Open | Save |v| Cancel » > M
4. Example: export to Excel (.xlsx) of the report for TPO UNHQ New York for period Q4 2016. TPO
UNHQ New York was selected through the filter bar.

E L D TPO Productivity Report (TPO UNHQ New York Q4 2016) - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER POWER QUERY INQUIRE POWERPIVOT
o _ o el
B & Avial oo A A = — | % P Wrap Text Text - €m E5X
By - o T
Paste B I U - . & - - Merge & Center - - 0 ’ €.0 .00 Conditional Formatas Cell Insert  Delete Format
- 0 = = A 9 $ g 00 30 pomatting- Table-  Styles- - - -
Clipboard & Font & Alignment E Number E Styles Cells
B2 h Jx | TravelReq.#
A
2 | Travel Req.#| TPO Name Trip Type (RIE/S) Sequence Number Workflow Status (Description) Agent Approved Date Approval Week Approval Month Approval Quarter Approval Year
3 0000119315 UNHQ NEW YORK E TO Approved GTRAHAN  2016-12-30 52 Dec Q4 2016
r 4
4 0000123845 UNHQ NEW YORK R 008 TO Returned RLEGASPI  2016-12-30 52 Dec Q4 2016
r 4 r
5 0000172315 UNHQ NEW YORK R 008 TO Approved AVOUYOUK  2016-12-30 52 Dec Q4 2016
v v -
6 VOOOEH 87689 UNHQ NEW YORK R '009 TO Approved RLEGASPI  2016-12-30 52 Dec Q4 '2016
7 0000190493 UNHQ NEW YORK E 003 TO Approved KTAI 2016-12-30 52 Dec Q4 2016
v v 4
8 0000200930 UNHQ NEW YORK R 010 TO Returned RLEGASPI  2016-12-30 52 Dec Q4 2016
v v 4
9 0000216710 UNHQ NEW YORK E 004 TO Approved KTAI1 2016-12-30 52 Dec Q4 2016
r r r
10 0000244216 UNHQ NEW YORK R 004 TO Approved JVUKAS 2016-12-30 52 Dec Q4 2016
v v 4
11 0000245347 UNHQ NEW YORK R 004 TO Approved KTAI1 2016-12-30 52 Dec Q4 2016
r v 4
12 0000245409 UNHQ NEW YORK R 008 TO Approved KTAI 2016-12-30 52 Dec Q4 2016
r 4 r
13 0000245778 UNHQ NEW YORK R 004 TO Submitted Lump Sum KTAI 2016-12-30 52 Dec Q4 2016
v v 4
14 '0000245852 UNHQ NEW YORK R '004 TO Approved JVUKAS 2016-12-30 52 Dec Q4 '2016
15 0000246071 UNHQ NEW YORK R 004 TO Approved AVOUYOUK  2016-12-30 52 Dec Q4 2016
v v 4
16 0000246567 UNHQ NEW YORK R 004 TO Submitted Lump Sum KTAI1 2016-12-30 52 Dec Q4 2016
v v v
17 0000247488 UNHQ NEW YORK R 004 TO Submitted Lump Sum KTAI1 2016-12-30 52 Dec Q4 2016
10| MonmaarEon imunwemveor o Tane R i 24z 49 50 £ ran ™ "anae
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5. Following export as an Excel (.xIsx or .xls) file, you can conduct some analyses through the use of
pivot tables in Excel (versions of Excel 2007 or higher are recommended to be used). As an example,
create a pivot to view WF statuses by month (see below for WF statuses by month for TPO UNHQ
New York during Q4 2016, along with a chart to visualize trends):

Approval Month/Quarter / WF Status -~ Count of Travel Req.#

=Q4 8411
=10ct 2144
Amendment Rejected 21
TO Approved 1783
TO Cancelled 82
TO Partial Cancellation 18
TO Rejected 38
TO Returned 164
TO Submitted Lump Sum 38
=/Nov 3953
Amendment Rejected 19
TO Approved 3246
TO Cancelled 328
TO Partial Cancellation 148
TO Rejected 25
TO Returned 136
TO Submitted Lump Sum 51
=Dec 2314
Amendment Rejected 13
TO Approved 1732
TO Cancelled 72
TO Partial Cancellation 80
TO Rejected 6
TO Returned 154
TO Submitted Lump Sum 257
Grand Total 8411
Count of Travel Req.#
3500 2
3000
2500
2000 i 8
1500
1000
o 3 B ) s 8
- & " @ - @ & - v - I " s a -
o - - — —_ : - .
ocT NOV DEC

‘Workflow Status (Description) ¥

® Amendment Rejected TO Approved ~ WTO Cancelled  mTO Partial Cancellation ~ WTO Rejected W TO Returned TO Submitted Lump Sum

Approval Quarter ¥ Approval Month ¥
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