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Overview

This job aid documents how to generate a Business Intelligence (BI) report, titled “Trips Pending
Cancellation”, which aims to assist users to view a listing of travel or shipment requests with the most
recent workflow status, “Cancellation Requested (RCA)” as of last refreshed date.

Bl users can run pre-formatted standard reports in Bl. The user can run those reports, export and save
them in excel or PDF format 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 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 trips pending
cancellation using 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".

¢ - EIrET T pac

= o] &
Logged on-as: bal Messages Settings Log Off

Main _ Selectviewz * | | ©
— — — % 4 &
- - - ® ¥ A
& «
Legacy Leg-on Umaoja QA Tast Umaoja Tools Umaja Production Umaoja BPC Umaoja Identity Umeja Neon
Manager Production Portal
Systems

- P P é @

Sap Gui iNeed Self Service iNeed PMO Umoja Travel Advisory - Unite Identity
Zika Virus 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. (%I

3. Click on the Bl Portal.

Umeoja Production

2 = 9

ECC Umoja Portal Bl Portal
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4. Open the Travel Management folder.

View - Mew Crganize -~ Send - More Actions - | Details

My Documents Title = Type
Ifdde:s # | Advance Purchase Policy Compliance Report Web Intelligence
E- -
I_J Public Falders | HR Partner Productivity Report Web Intelligence
B Umaga BI # | TPO Productivity Report Web Intelligence
B [ Finance ®| | Travel Air Rail Ticket Volume (under testing - do not usz) | Web Intelligence
E2 ] Grants Management # | Travel Cost Recovery (under testing - do not use) Web Intslligence
¥ | Travel Request Volumes Report Web Intelligence
= Crganizational Management
| Trip History Report Web Intelligence
=) persanmel Administration - ) - »
5 Trips Pending Cancellation Web Intelligence
Project Systems 4 | TsA Productivity Report Web Intelligence
[ Real Estate

" [I7) sales and Distribution
11 Service Desk

[ Shared Analysis

ia [ Source To Acquire

I " [ Travel Man%entg!
[

Umaja Metrics

i [ LUmeja BI Incoming

6. Choose Trips Pending Cancellation and double-click on the link to open it.

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

My Documents Title = Type
'::ddﬂs # | Advance Purchase Policy Compliance Report Web Intelligence
E- "
lf-' Public Fijers 4 | HR Partner Productivity Report web Intalligence
= Umoga BI w| | TPO Productivity Report Web Intelligence
B (£ Hnance | Travel Air Rail Ticket Volume (under testing - do not use) | Web Intelligence
B[ Grants Management # | Travel Cost Recovery (under testing - do not uss) web Intelligence
| | Travel Requast Violumes Report Web Intslligence
& Crganizational Managemant
| Trip History Report Web Intelligence
[ personnel Administration . " : -
ﬂ Trips Pending Cancellation Web Intelligence
Froject Systems ¥ | TSA Productivity Repart Web Intelligence
[ peal Estate

" [ sales and Distribution
" [ service Desk

" 1 Shared Analysis

" [ surce To Acquire

" [ Travel Management

B 53 Umoga Metrics

I werkflow

- Umoja BI Incoming
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B. Prompts — First Level of Filtering

1. The document automatically refreshes upon opening. The “Travel Processing Office (TPQO)” is set to

default to “MINUSTAH” and can be changed in the Prompts window. You may select the relevant TPO

and click OK.

Prompts

Available prompt variants - E % X

& Index (Workflow)

& b Refresh Values ¥ MINUSTAH PORT-AU-PRI
Trip Request Mumber
& Workflow Status Travel Processing Office ... Z
[ZTRAVORGU_TXTSH].[ZTRAVORGL_ <
o Pr.ocess o ECA ADDIS ABABA ~
/] Trip Type - Exp / Reg ECA DAKAR
& Index (Header, Trip Cost Assignment] ECA KIGALT
& Trip Request Number 2| | ECA LUSAKA
& Trip Start Date/Start Date | | ECA NIRMEY
’ ECA RABAT
(] Trip End Date/End Date ECA YAOUNDE v
& Travel Gategory ECLAC MEXICO
< >
o Fund January 9, 2017 6:02:46 PM GMT+01:00
&%  Cost Center ¢ ~
[/} Business Area
< >
* Required prompts
0K Cancel

2. Only the TPO filed is mandatory. All other fields in the Prompts window are optional. You may or may

not select any value for the following fields:

e Index

e Trip request Number
e  Workflow Status

e Process|D

e Trip Type- Expense/Request
e Trip Request Number
e Trip Start Date

e Trip End date

e Travel Category

e Fund

e Cost Center

e Business Area
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C. Filter Bar — Second Level of Filtering

The report has 6 basic selection parameters available through the Filter Bar. You may click the
desired value from the following fields.

e Business Area

e Travel Category
e Budget Period
e Traveler Type

e Travel Req.#

e Travel Type

| Home | Documents | Trips Pending Cancell... = = & |

File Properties | Reportslement | Format | * Data Access | anawsis | page setup | Reading Design ~ O o Rl I
[ e | comment | J “Posibon |/ Linking. |
- R 1 T T | &
it 7 -l %|All Business Area (Key) v | “%|AllTravel Category | ¥ |All Budget Period +| # |All Traveler Type - J |AiTraveiReq# * | # |AlTravel Type (Description) v I
4 g Trips Pending Cancelation .

4 "% Approved Date of Last Status
‘Al
¢ ZAPPCODTZ
I Agent of Last Status

Trips Pending Cancellation
United Nations / Umcia Bl / Report: Trips Pending Canceliation
Last Refreshed: 8 Jan 2017 18:48 UTC

i | Approved Time of Last Time
) ! Budget Peried
'_ﬁ ! Business Area
= b Buskiess Aséa Mediin Desciiption Index No. Last Name Business Area (Key) Travel Req.#
» Currency for Estimated Cost (Description)
% I Employes First Name 00019227 KHALID ALZAWAHREH 0000004708 Group T
! Empioyee Functional Area Description
! j Employes Last Name 00048016 JOSEPH MAC CALLUN  LANAUZE PO12 MINUSTAH PN Engineering 0000000748 Official -
kel 00098206 MAUA OUATTARA 0000182228 Group T
! Fund Center Medium Description
I Index 00080376 ABOUBAKARY QUATTARA 0000182228 Group T
| Last Certifying Officer .
g Lok i ovies 00083389 ARDIOUMA SANON 0000192230 Group T
b Loot stehiy 00089411  TEWENDE CONSTANTIN SORGHO 0000192261 Group T
Latest TAP
| Category (Description) 00089468 JEAN MARIE SOULANA 0000152262 Group T
Lo ; 00100351 STEPHEN SULLIVAN 0000004845 Group T
rocessing Office (Deseription)
eq 00130682  FRANTZ BAPTISTE PO12 MINUSTAH PN Transport Logistics 0000024693 Official~
'ype (Description)
i Approval Status (Description) 00136971 PIERRE MICHEL THEOSIER FO12 MINUSTAH FKM Transport Logistics 0000025638 Official~
p Seftlement Sistus (Descriation) 00160256 MATAR DioP POi2 MINUSTAH PIM Exec Direct Mgt 0000042982 Entiler
ip type - Request/Expense (Description)
Vorkfow Status (Descripton) 001E8444  MIRIAN SANCHEZ FILARTE FO12 MINUSTAH Pl Personnel 0000006618 Official~
Total Cost of Trip
5 B Vi 00190602 MARTHA MAKITU s100 United Mations Headquarters  Onee-in-Umoja posts 0000005082 Entillerr
[ References || amencase e O - U E—— SO _——
- e
Arranged by: Alphabetic order ~ ] B Report1 [ Repor2 i e

- Report] ~ ata trac! stus| W 4 Pagetofi b 4 &1 minute ago
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D. Export to Excel

1. Click the Export icon.

| Home | Documents | Trips Pending Cancell... 1 =

Fiie | Properties | " Repart Element | Format | Data Access | Anayss | Page Setwp | Reading |Design ~ Dsin

v |/ Gail |/ Section | Gomment | Chart |
o G- @ - - - Fa oo - |
v ol vl 3
o fiter T = %Al Business Arca (Key) ¥ | “[AlTravel Category | IBudpetPeriod v | A [ TravelerType | A [AlTravelRea# | I Travel Type (Descrigtion) ¥ |
4 | Trips Pending Cancelation »
4 % Approved Date of Last Status . . .
. Al Trips Pending Cancellation
# ZAPPCODT2 Uniteel Nations / Umoja BI / Report: Trips Pending Cancellation 3
! Agentof Last Status Last Refreshed: 8 Jan 2017 18:48 UTC 3
i | Approved Time of Last Time
it | Budget Period
o | Business Area
E] | Business Area Medium Description rst Name iness Area (Des
- ! currency for Estimated Cost (Description)
e I Employee First Name 00019227 KHALID ALZAWAHREH 0000004708 Group T
| Emplsyee Functional Area Description
 Employee Last Name 00048016 JOSEPH MAC CALLUN  LANAUZE FO12 MINUSTAH PICM Engingeting 0000000748 Official
i
A 00099206 MAMA CUATTARA 0000192228 Group T
Fund Center Medium Description
I index 00099376 ABOUBAKARY OUATTARA 0000192229 Group T
| Last Certifying Officer
J LastHROfficer 00099389 ARDICUMA SANOM 0000192230 Group T
: Last Status 00099411  TEWENDE CONSTANTIN SORGHO 0000192261 Group T
Latest TAP
/ Travel Category (Description) 00099468 JEAN MARIE SOULAMA 0000192262 Group T
T ler Ty
it B 00100351  STEPHEN SULLIVAN 0000004345 Group T
ravel Processing Office (Description)
ravel Req # 00130882 FRANTZ BAPTISTE PO12 MINUSTAH PIM Transport Logisties 0000024683 Official~
| Travel Type (Description
4 Trip Approval Status (Description) 00136971 PIERRE MICHEL THEOSIER P12 MINUSTAH PIOM Transport Logistics 0000025639 Official”
T {Des
T sHemen: Sists Mescaton) 00160256 MATAR DioP PO12 MINUSTAH PKM Exec Direct Mgt 0000042982 Entiller
! Trip type - RequestExpense (Description)
/ Workfow Status (Description) 00188444 MIRIAM SANGHEZ PILARTE POI2 MINUSTAH PIM Personnel 0000006618 Official~
Total Cost of Trip
5 Variables 00190602 MARTHA MAKITU 5100 United Mations Headquarters  Onee-in-Umoja posts 0000005082 Entitier
[E] References B | R - R I PO I PO
E L.
Arranged by: Alphabetic order ~ | 2 reportt s
M- Reportl~ ats fracking sta M 4 Pagetof1 » M (T2 Bl 100%- S T & &4 minuteago,

2. Select Excel (.xIsx) and click OK.
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() Data
Select Al
Report 1
PDF
Filz Type:
Excel (ais) e
— SV Archive
) Prif Text

Prioritize easy data processing in Excel

——

K Cancel

3. Click open or save to your computer.

| Home | [Inrurﬂﬁsl Trips Pending Cancell... 7 =

eze - & Outiine | [Reading - Design ~

Budget Period (All values)

raveler Type (Al values]

[Travel Rea.= (All values) [~ ][ Travel Type (Descrintion) (All values)

5 Print

Trips Pending | Trips Pending Cancellation

- Cancellation ol
= 5} United Nations / Umioja BI / Report: Trips Pending Cancellation
= |~ General Last Refreshed: § Jan 2017 18:52 UTG
(7| | e ‘Web Intelligence document
| Author:  PAW~100/BALTAVAS
Creation January 9, 2017 5:59:02 PM
date: GMT+01:00 Index N First Nam: st Name ess Area (Key) Business Area (Description) Functional Area Travel Req. Travel Category (De:
Locale: English {United Stat
2 Engeli el idie) 00019227  KHALID ALZAWAHREH 0000004708 Group Travel
Description:
| 00043016  JOSEPH MAC CALLUN  LANAUZE PO12 MINUSTAH PKM Engineering 0000000748 Official Travel
i [ 00009206  MAMA OUATTARA 0000192228 Group Travel
I 00099376  ABOUBAKARY OUATTARA 0000192229 Group Travel
* Statistics 00099380  ARDIOUMA SANON 0000192230 Group Travel
Lostyaimsh  Jonuay 2017 652651 00099441  TEWENDE CONSTANTIN SORGHO 0000492261 Group Travel
Last modified:  January 9, 2017 6:52:16 00009468  JEAN MARIE SOULAMA 0000192262 Group Travel
GMT+01:00
00100351  STEPHEN SULLIVAN 0000004845  Group Travel
é"j"”’”’ﬁ“’d PIW~100/BALTAVAS
" 00130882 FRANTZ BAPTISTE PO12 MINUSTAH PKM Transport Logistics 0000024603 Official Travel
Duration of
previous refresh: 22 00136971 PIERRE MICHEL THEOSIER PO12 MINUSTAH PKM Transpert Logistics 0000025639 Official Travel
 Document Options 00160256  MATAR DIOP Po12 MINUSTAH PKM Exec Direct Mgt 0000042082 Entitlement Travel
Refresh o
i i 00198444 MIRIAM SANCHEZ PILARTE PO12 MINUSTAH PKM Persannel 00000018 Official Travel
Py ol 00190802 MARTHA MAKITU 8100 United Nations Headquarters  Once-in-Umoja posts 0000005082  Entitiemant Travel
region.
formatting: 00195275 AUTUMN ANDREA wEeg PO12 MINUSTAH MINUSTAH Securand Stab 0000019926 Official Travel
s i Off
N 00210058  ABDULRAZAK AHMED PO12 MINUSTAH PKM Safety and Security 0000195532 Official Travel
Enable query  On
stripping: 00217169  CHARLES MENGALLE PO12 MINUSTAH PKM Exec Direct Mgt 0000008663 Official Travel
Fide warning OfF =
il 00217160 CHARLES MENGALLE PO12 MINUSTAH PKM Exec Direct Mgt 0000015667  Official Travel
el
erge prompts On i €
A E— > 1 [
F Reportd - Do you want to open or save Trips Pending Cancellation.xlsx (2.70 MB) from bi.umoja.un.org? Open Save |v Cancel X
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