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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. 

TTS/UNHQ will endeavor to keep users informed on scheduled or sudden 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 generate the Business Intelligence (BI) report entitled “Travel Request 

Volumes”, which gives the user a list of all approved travel requests 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. These 

travel requests include trips that have already been completed, as well as those pending and in 

progress. 

BI users can run pre-formatted standard reports in BI. 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 BI every 24 hours from ECC. Reports will display a time stamp 

indicating the date and time the data was last refreshed. 

 

 

*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  * 

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 BI Web 

Intelligence application.   

Please note that standard BI 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 BI 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 

BI Travel Basic User (BI.35) 

BI Travel Analytical User (BI.34) 

BI 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".  

 

 

 

3. Click on the BI Portal. 
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4. Open the Travel Management folder. 

 

 

 

 

6. Choose the Travel Request Volumes Report and double-click on the link to open it. 
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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 there are 

three required prompts: “Enter value for Trip Start Date (from)”, “Enter values for Travel 

Processing Office (description)” and “Enter value for Trip Start Date (to)” as denoted by the 

asterisks in front of these fields.  

 

Select individual trip start date values for the period (from/to) you want to run the report for. 

For the TPO field, it is recommended to select one TPO but you are able to select more than 

one as well.  

 

The other 5 fields in the Prompts window are optional. You may or may not select any values 

for the following fields and it is not recommended for the “Trip Start Date/Start Date” and “Trip 

End Date/End Date” fields be used: 

 

• Index 

• Trip Request Number 

• Trip Start Date/Start Date (do not use) 

• Trip End Date/End Date (do not use) 

• Travel Category 
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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 will be pulling in all approved travel requests processed by TPO UNHQ New York having trip 

start dates from 2016-10-01 through to 2016-12-31. 

 

 

Note that data is refreshed in BI 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. Report Layout and Input Controls 

 

1. This report is comprised of two tabs, “Travel Request Volumes” and “Travel Request Detail” 

respectively as highlighted by the red rectangles in the screen shot below. The first tab gives an 

overview of the approved travel request volumes for the parameters selected in the prompts in both 

tabular and graphical formats. 
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2. The second tab contains the details of all the actual travel requests that fall within the selected 

parameters, including name of traveler, travel type, purpose of travel, and actual travel dates among 

others. 

 

 

3. The report provides an additional level of filtering in the form of input controls. You can access these 

defined input controls by selecting the “Input Controls” button on the very left-hand side of the 

application as seen in the screen shot below. 
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For this report, the “TPO”, “Trip Month-Year” and “Travel Category” input controls are available. Check 

on the boxes desired to have the report update for only those data points you are interested in (by 

default all will be selected). Note that input control “Trip Month-Year” refers to the month and year of 

the trip start date. 
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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. 

 

 

 

 

2. In the Export dialog box that opens, make sure “Reports” radio button is selected and then 

choose the desired File Type format. For exporting to Excel (.xlsx 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”. 
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3. Click open or save to your computer from the bottom dialog pop-up.  

 

 

 

4. Example: export to Excel (.xlsx) of the report for TPO UNHQ New York for period Q4 2016. 
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5. Following export as an Excel (.xlsx or .xls) file, you can conduct some analyses through the use of 

pivot tables and charts in Excel. As an example, create a pivot to view the volume of approved 

travel requests by travel category by month (note that Trip Month/Year is a hidden field in the WebI 

report for ease of viewing, and becomes visible upon export): 
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E. Error Messages 

  

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. 
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