umrijja

training

Work Instruction

Save, Print_and_Export_an_Umoja_BI_Report

1. Start the transaction using the menu path or transaction code.
Listing
Veew = Mew T Organite = Send T MoreAdtons T | Detals | W41 ]efr b )
My Documents Titke + | Type
:‘d" ¥ Comsoldaied and Cumiative Status of Sxpendire ieb Intebigerne
<! Public Folders: 1 ¥ | Corsohdated and Cumdative Status of Expenditure by Monh, Categery and Type
£ Diata Pederation B | status of Com m :
60 fder st ¥ | Seahs of Acoounts by Commitment [tem and Type of Expendiure ieh Intebigence
P Bym ¥ | Statua of Accounts with Appnprstien by Commiirment [hem Wieb Inteligersce
) ortrng et Semcle ¥ st of Expendase by Commitment tem ish Intebigerice
¥ | Status of Expenditure by Commitment Item and Type of Expenditure Wieh Inteligerce
£ Platform Search Scheduding ¥ | status of Expenditure by Fund and C Ttem Growg e Intelsgersie
“probes 5 ¥ status of Bxpendaure by Month and Fund Wieh Inteligence
L Report Cormversion Tool { 4 | stats of Bxpendiure by Morith, Fund and Cabegory Web Inteligence
B D | ¥ | setsm of Expenditire for Limsja and IS by Commitment [iem ety Incelgerace
2 D g Bourdation ¥ | LML - Statis of Allotment by Commitment Ttem Wieb Inteligerce
B G s ¥ LML - Stahus of Expenditune by Budget Line Tem Wb Inteligence
& 5 pramce v ZZFM_M01_RO001Funds Management Analysis Area Anahyss Workspace
) | w IZFM_M01_RO002-Furds Management Budget Corsumpton Detal Analyss Workspeoe
f Furds Hanagesent | 22PM_M01_R:0003-Funds Mansgement Budget Commumption Summary R ——
1) General Leviger
) shared Aralyss
| 5 souren To acare -
Search . m ] |
Total: 16iten
2. Double-click Status of Accounts by Commitment Item Webl report.

6 In this simulation, you will learn how to save, export and print a Webl or Analysis Area (OLAP) tool report.

The data used in this simulation is illustrative only.
The process to save, export and print either type of Bl Report is similar.

In this scenario, you will save, print and export the Webl report, Status of Accounting by Commitment
Item.
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Pre-production R1B Umoja Business Intelligence/app1

Weblntebgence |~| |0 o Q- | S i | B L -3 -] |0 o | & || [@Tod - T ol - T FiterBar i Guine Resdrg = Desgn = (7
e ,\\h Status of Accounts by Commitment ltem
2 =

A 18] )

Commitment Hem Commitment tem Key Consumable Budget Pre-commiirment Commitment
= COMINTMENT ITEW HIERARCHY COMUITMEMT ITEM HIERARCHY 108,184 416.704 1. 146,006 75,829,053 1334704
* Internatonal Stalt FT20_C1_CLASS 010 5,500,358 0 ] 2477
* National Stafl FT20_CI_CLASS 012 3,300,040 7353
United Mations Valuniesr FT20_CL_CLASS 014 5,200,000
General Temporady ASSistance FT20_CI_CLASS_016 4,200,000
Govemnmaent Provided Porsonngl FT20_CI_CLASS_018 3,200,000
Chdlian Elecioral Obsenvers FT20_CI_CLASS_020 5,100,000
* Consultants FT20_CI_CLASS 025 9,400,000 o 50,08
Official Travel FT20_C1_CLASS 105 2.200,000 ¥
* Faclwes and inrastructure FT20_CI_CLASS_110 1478388210 208784 61,522 385 wAhh 48

. i ¥

| @ zzrm_mo1_goos_rooor

ZZPM_MO1_G004_RO0T - [ Trackchanges: OFf | W 4 Pagelofl * M| % (5] [100% - &5 12daysap
3. Click the = icon to view the list.
4. Select the Save As list item.

Pre-production R1B Umoja Business Intelligence/app1

K ES | W 41 |ofl » ¥
Favorites folder Title ~ Last Run Time
= | ~weblnteligence

| tjeblnteligence ¥ | ZZ5C_M01_R0O001 Solidtations Analysis Area autos
| Public Folder
Filename: Status of Accounts by Commitrient Ttem
Save As Type: web Inteligence [=]
»
save | | Cancel |
5. As required, complete/review the following fields:
Field R/0O/C Description
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Field R/0O/C Description

Filename: Required
Example:
Status of Accounts by Commitment Item - July 30,
2013 Report

6. Click the Save button.

Pre-production R1B Umoja Business Intelligence/app1

L 'ml__'Ja [R1B] Welcome: Jason Vercamer | Apglcations > Preferences Help Meruw | Log OFF W

| Home | pouments | status of Accounts... . & = =

Weh In - MeE- S e - Y f - | [ Track ~ Drll = W Fiter Bar B Outine ! =
teligence 3-8 £ G Resdng |~ Desen
= Status of Accounts by Commitment Item
VLA k/
3| NS
| N5

Ay Li] iy oy
Commitment em Commitment lem Key Consuwmable Budget Pre.commibtment Commatrment Aciual
= COMMITMENT ITEM HIERARCHY COMMITMENT ITEM HIERARCHY 108,184,415,704 1,145,006 75,829,053 13,247.04
= intemational Stam FT20_CI_CLASS_010 5,500,368 o 1] 2477
* National Staff T30_C1_CLASS_012 3,300,040 7353
Wnited Mations Voluntear FT20_C1_CLASS 014 5,200,000
General Temporady Assistance TH0_C1_CLASS 016 4,200,000
Government Provided Personnel FT20_C1_CLASS (018 3.200,000
Cwilian Elecioral Observers FT20_C1_CLASS 020 5,100,000
* Consultants FT20_C1_CLASS 025 8,400,000 o 50,08
Omcial Travel FT20_C1_CLASS_ 105 3,200,000 b
® Facilities and infrastruchure FT20_C1_CLASS 110 1.478,355,210 208,784 61,622 355 w456.45

. m v
| @ zzrm_mo1_goos_rooor
’Jl_l'_(l:pl..ilﬂ,.'h. n P;' L & Trackchanges: OFf | W 4 Pagelofy * M E (R 00% - AF 12devsem

7. Click the Documents tab.

Q You can review where this report can be later accessed by visiting the Favorites folder within the
Documents tab.
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Listing
View * Mew ~ Organize = Send ~ More Actions = | Duials T M A1 [efL »
My Desuments Tithe = Type
F‘*““ ¥ | Consoldated and Cumualive Status of Expendire: Wb Inteligerce
© Publlc Folders ¥ | Coraokdated and Cumuative Status of Expenditre by Month, Category and Type Web Inteligerce
Diata Federation 8 counts by Commtment tem
Snicder tast ¥ | Seahes of Accounss by Commitment [hem and Type of Expendiure Wieh Inteligenioe
B B o ¥ | status of Accounts with Approgriation by Commitment [tem Wb Inteliotrce
) cnitorig fpart S ¥ | Status of Expenditure by Commitment [tem Wieb Inteligence
¥ | Seahe of Expendsure by Commitment [tem and Type of Expendinre Wb Inteligenioe
! Platfoem Search Scheduding ¥ | 5t of Expendiure by Fund and Cmmitment Item Greup tieb Intelperie
i Prebes Sl | seatus of Expenditure by Morith and Fund Wieb Inteligence
* L Report Corversion Teal | ¥ Status of Expendiure by Month, Fund snd Categery Web Inteligence
g ¥ | Status of Expenditure for Umeis and IMIS by Commitment [ies Wb Inteligeroe
B (60 s Pouncltion ¥ UMLE - Snhus of Alotment by Commitment [tem Wb Intelgeroe
B G e ¥ | UMLE - Status of Expenditure by Budget Line Them Web Inteligence
= ¥ | ZZFM_MO1_R000-Funds Management Analyss Ares Analyss Workspace
‘ ¥ | IIFM_MO1_R0002Funds Management Budget Corsumpon Detal Analyss Workspace
Funds Management v | ZIPM_M0O1_R0003-Funds Mansgement Budget Corsumplion Summary Arushyss Workspace
= Ganaral Ldger
~ shared Analyss
= L) source To Acqure -
Search . m |
Total: 16iten
8. Click the My Documents tab.
Listing
Vaw v Mew T Orgarae - Send Detads | WAL [sf1
My Desuments Tithe = Type Last Run Insta
ST 11 F oot | Ll ~ebintebgence Folder
& trbox ¥ | Status of Accounts by Comestrment [oem - Mdy 30, 2013 Repart | Wb Inteligence ]
:'-?M.'u:ﬂs v I25C_MOL_RO001 Sobotations Analysis Area aubc
D sutarbed Alerts
L7 persaad Categurss
Fokders
Search i m
Total: 3iten
9, Double-click Status of Accounts by Commitment Item - July 30, 2013Report.

Within the My Favorites folder, you can view the Webl report, Status of Accounts by Commitment Item -
July 30, 2013 Report. This is a static copy of the report saved off to your local Favorites folder. Data within
this report is not updated over time and is a snapshot in time.
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Pre-production R1B Umoja Business Intelligence/app1

UMLIja [rie]

| Home | Documents | Status of Accounts by, ..

Welcome: Jason Vierchmer | Apckcabors v Preferences Help Merue

| status of Accounts... ..~ = @

Log Off 4

webintebgence -] [V G2 H - S 8| L L -2 - [0 o | & | RTak - ol - T FiterBar EE5 Cutine

Pl Status of Accounts by Commitment Item - July 30, 2013 Report
vl 3 M r - Reocet T7EM WO1 i r

Vi i)
B )y
= \‘;‘5_'-,{-._41:/ al

Commitment Hem Commitment lem Key un'.i::{le Budget Pre r;.x!:;':: |:¢.r|1rt|::11|111-|11

= COMMITMENT ITEM HIERARCHY COMMITMENT ITEM HIERARCHY 108,184,415, 704 1,145,008 75,529,053 13,247.04

= intemational Staff FT20_C1_CLASS 010 5,500,268 o o 2477

* Hational Staff FT20_C1_CLASS 012 3,300,040 7353
United Mations Volunteer FT20_C1_CLASS 014 5,200,000
General Temporary Assistance FT20_C1_CLASS 018 4,200,000
Government Provedied Personnel FT30_C1_CLASS 018 3.200,000
Chlian Elecioral Chservers FT20_C1_CLASS 020 £ 100,000

® Consultants FT20_C1_CLASS 028 8,400,000 o 50,08

Oicial Travel FT20_C1_CLASS 105 3,200,000 3
® Facilities and Infrastructure FT20_C1_CLASS 110 1478355 210 208,784 61,622 355 wd56.45
B m v
| [ zzim_no1_coos_nooor
EJ!-J‘.(IlpI‘.-Elﬂiﬂu--l. :P'7 = (& Trackchangesc OFf | 4 4 Pagelofl » X © 5] [100% -] GF p2daysag

10. Click the Close = icon to close the report.

ﬁ The locally saved copy of the Webi Bl report, Status of Accounts by Commitment Item - July 30, 2013

Report displays on the screen.

Pre-production R1B Umoja Business Intelligence/app1

webirlowe = (D= Q- | SR (L 2-3- |0 o | &-| | @Rk - T ol - % Alwer 65 oudne

By Status of Accounts by Commitment Item

(A

Commitment Hem mmitment tem ey

= COMINTMENT ITEW HIERARCHY COLMTMENT ITEM HIERARCHY 108,184 416.704
% Intermatonal Stalt FT20_CI_CLASS 010 £ 00,388
* National Stafl FT20_CI_CLASS 012 3,300,040

United Nations Valunleer FT20_CI_CLASS 014 5,200,000
General Temporady ASSistance FT20_CI_CLASS_016 4,200,000
Govemnmaent Provided Porsonngl FT20_CI_CLASS_018 3,200,000
Chdlian Elecioral Obsenvers FT20_CI_CLASS_020 5,100,000
¥ Consultants FT20_CI_CLASS_025 9,400,000
Official Traved FT20_C1_CLASS 105 2.200,000
* Faclwes and inrastructure FT20_CI_CLASS_110 1478356210

| @ zzrm_mo1_goos_rooor
2P 901_QO04 000 ~

[ Track changes: Off | H 4 Page 10f1

iy oy

Consurmable Budget Pre-commiirment Commitrment Actual

1,146,008 75,629,053 13.47.04

0 ] 2477
7353
o 50,08
i
208784 61 622 355 w4l 45

[ £ (E ] 100% - GF 12davsan
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11. Click the Print & icon.

B Now, you will print an Umoja BI report.

Pre-production R1B Umoja Business Intelligence/app1 - Windows Internet
Explorer

x s = | Cseach | Igfsafe @oomatTrack [ = | 0 Weathe Fabook | B O O

8 &) Web Slice Gallery = [ ] Alfresco » Document Libr... [] BIFSDs (@) [] BIFSDs {02 - Simulations Bl launch pad 72 HP Application Lifecycle .. £ ALM

'le[Jja [R1B] ‘Welcome: Jason Viercamer | jophcatiord ™ Prefeences HelpMenuw | Log Off T
| Home | | status of ~P&D
Weblntebgenee = |1 (2 [l - S @ B L -] 0 o & - [@Tek = 30l - W FterSa i Outine SRy - Ocign - @

0] [{s]

Commitment Rem o nent lkem Key : mabie Budget Pra-ci itment Commatment
= COMMITMENT [TEM HIERARCHY COMRITMENT ITEM HIERARCHY 108,184, 416,704 1,146,006 75,820,053 1334704
* Intenational Stalf FT20_C_CLASS 010 5,500,358 ] 1] 2477
= National Staf FT20_CI_CLASS_012 3,300,040 7353
United Mations Volurieer FT20_CI_CLASS 014 & 200,000
General Temporafy Assislance FT20_CI_CLASS_016 4,200,000
Govemnment Provided Persannel FT20_CI_CLASS 018 3,200,000
Cidlian Elecioral Dbaeneds FT20_CI_CLASS_020 5,100,000
® Consuliants FT20_CI_CLASS_025 9,400,000 ] S0.08
Oficial Traved FT20_CI_CLASS_105 3,200,000 [ 3
® Facilities and infrasinuchare FT20_CI_CLASS_110 1478356210 208 784 61,622,355 456,45
L L3

| @ zzre Doyouwantto open ot save Status of Accounts by Commitment ltem - July 30, 2013 Report.pdf (77.1 KB) frem unsapr lbapp Lumojsunorg? o |

Z2PM_MO1_(004 Open See ¢ Cancel % 12 days apo

12. Click the Open button.

B Clicking the Open button re-open the Umoja Bl report in Adobe PDF format. You can then print the Bl
report using your local printer.
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Pre-production R1B Umoja Business Intelligence/app1

Webintelgece = (0 P G- S @ O B-2 - 9 o F-| [Tk - T ol - T Al B i Guiine Readng = Desgn = (7
¢ ,\\h Status of Accounts by Commitment ltem

= Q3

E =

Commitment Hem Commitment ltem Key l.'.unrmm.i:alu Budget ﬁi:.:ui?r{'.llnu:ﬂl l':umrE‘l::mEn!
= COMINTMENT ITEW HIERARCHY COLMTMENT ITEM HIERARCHY 108,184 416.704 1. 146,006 75,829,053 1234704
* Internatonal Stalt FT20_C1_CLASS 010 5,500,358 0 ] 2477
* National Stafl FT20_CI_CLASS 012 3,300,040 7353
United Mations Valuniesr FT20_CL_CLASS 014 5,200,000
General Temporady ASSistance FT20_CI_CLASS_016 4,200,000
Govemmand Provided Personnel FT20_CI_CLASS_ 018 3200000
Chdlian Elecioral Obsenvers FT20_CI_CLASS_020 5,100,000
* Consultants FT20_CI_CLASS 025 9,400,000 o 50,08
Official Traved FT20_C1_CLASS 105 2.200,000 ¥
* Faclwes and inrastructure FT20_CI_CLASS_110 1478388210 208784 61,522 385 wAhh 48

7 ;
| @ zzrm_mo1_goos_rooor
Z2ZPM_MO1_Q004_R000T = [ Trackchanges: Off | H 4 Pagelofl ¢ K| [F (8 [100% -| 2 12deysax

1 =
3 Click the Exporté icon to view the list.

Q Now, you will save an Umoja Bl report.

14. Select the Export Current Report As=> Excel 2007 menu item.

Q You may export the Umoja Bl report in several formats. However, you should export the Bl report in
Microsoft Excel 2007 to remove any risks and compatiablity issues in case your system has older versions of
Excel installed.
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Pre-production R1B Umoja Business Intelligence/app1 - Windows Internet
Explorer

n.ong- 8080/ BOE hue| P Pre-productio.. %
| P weather [EiFacebock | B 3 @

54 &) Web Slice Gallery = [] Alfresco » Docurnent Libr. [ ] BIFSDs (2) [ BIFSDs @02 - Simulations ¥ Bl launch pad @ HP Application Lifecycle . &) ALM

O, search | I Safe (@ Do Mok Track

umeija [riel Wekore: Jason Vercamer | dogkcatira Prefoences HeoMenu~ | Log OF y
| iome | Documents | Status of -9 B0
webinedgenee = (D 2 Q- (S B LT -] |0 o | F-| [Tk - ol - T Fersar i outne Readng * Desgn = 2

(A} [151] (1] (o)
Comamitiment Mem e B ' Consumabie Budget Pre-commidment Commitment Actual
= COMMITMENT ITEW HIERARCHY COMIBITMENT ITEW HIERARCHY 108,184, 416,704 1,145, 006 78820083 1334704
= internavonal Stam FT20_CI_CLASS_010 5200358 0 *] 2477
* Hational Stall FT20_C1_CLASS (12 3,300,040 7353
Uinibed Mations Vislunleer FT20_CI_CLASS_014 5 200,000
General Tempaorary Assistance FT20_CI_CLASS 016 4,200,000
Govemment Provided Personngl FT20_CI_CLASS_018 3,200,000
Chdlian Elecioral Dnseness FT20_CI_CLASS 020 5,100,000
® Consultants FT20_CI_CLASS_025 9,400,000 "] 50,00
Odicial Travel FT20_CI_CLASS_105 3,200,000 3
® Facilties and inlrastructune FT20_CI_CLASS_110 1478356210 208,784 61,622 355 456,45

] g
| [ zzre Doyouwantto open of tave Status of Accounts by Commitment Item - July 30, 2013 Report.xdix (8.82 KB) from unsaprlbappLusmoja.unorg? -

Z2_M01_Q004 Open Sove <) Concel 45 12 days age

15. Click the Open button.

ﬁ You can either open or save the exported report as required by clicking the Open or Save button

respectively.
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XXXX

EHA -
Homg Ingert

Fage Layout

Status of Accounts by Commitment ltem

Foamilas Data Rivig

View

Al - £

) Commitment fem
10 COMMITMENT ITEM HIERARCHY
1 International Stafl
Mational Staff
12
13 Unfled Halions Volunbeer
" General Temporary Assistance
15 Govermment Provided Personnel
16 Chvlian Electoral Obs envers
Consultants
17
OMmcial Travel
18
1 Fadilites and Infrasbruciure
Ground Transporaton
20

W 4 b W] ZZFM_MO01_Q004_RO0D7
Ready Cabeulate |

Status of Accounts by Co

mmitment [tem - July 30, 2013 Report

c

COMMITMENT ITEM HIERARCHY

FT20_CI_CLASS_010
FT20_C1_CLASS_012
FT20_CI_CLASS_014
FT20_C1_CLASS 015
FT20_CI_CLASS 018
FT20_C1_CLASS_020
FT20_CI_CLASS 025
FT20_C1_CLASS_105
FT20_C1 CLASS 110
FT20_C1_CLASS 115

u Proteched View  This file originated Trom an Intermed Iocatson and might Be uniale, O for mane detads,

Enable Editing

(A]
Consumable Budget

108, 184,416,704
5,500,358
3,300,040
5,200,000
4,200,000
3,200,000
5,100,000
8,400,000
3.200.000

1478386210
152,706 446

[14

oy
Actual

1,146,006 75,829,053 13,347,048

a 1] 24773
73537
1] 0,091

208,784 51,622,385 06,457
AX2 258 9,131,468 1970554

| [m{E] i 100% (=) !

16. Click the Close|“ icon.

o

The exported Bl report displays on the screen. You have successfully completed the process to save, print
and export the Webl report, Status of Accounts by Commitment Item - July 30, 2013 Report.
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