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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. 

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

and time data was last refreshed. 

 

 

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

Objectives 

 

This Job Aid will provide the step-by-step procedure on how to generate a report on trips pending 

cancellation using 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 Trips Pending Cancellation and double-click on the link to open it. 
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B. Prompts – First Level of Filtering 
 

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

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

and click OK. 

 

 

 

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: 

 

• Index 

• Trip request Number 

• Workflow Status 

• Process ID 

• Trip Type- Expense/Request 

• Trip Request Number 

• Trip Start Date 

• Trip End date 

• Travel Category 

• Fund 

• Cost Center 

• 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. 

 

• Business Area 

• Travel Category 

• Budget Period 

• Traveler Type 

• Travel Req.# 

• Travel Type 
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D. Export to Excel  

  

1.  Click the Export icon. 

 

 

 

 

 

 

 

 

 

 

2. Select Excel (.xlsx) and click OK. 

 



Last Modified: 9-JAN-2017 BI Travel Report: Trips Pending Cancellation 8/8

 

Job 

Aid 

BI Travel Report: Trips Pending Cancellation 

 

 

 

3. Click open or save to your computer.  

 

 


