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Course Overview

Overview

The North Carolina Accounting System (NCAS) provides several methods or tools for viewing
information.

e Online inquiry is available in all the NCAS applications to research the details of specific
transactions.

e Information Expert (IE) is the primary tool used to create mainframe reports.
e Systemware is an online distribution system for standard mainframe reports.
e The Decision Support System (DSS) is a web based client/server analytical and reporting

tool. Using the DSS, users can readily access data extracted from the NCAS mainframe
and prepare customized reports.

This course teaches the basic skills of how to view, analyze, and report information using the DSS
tool.

Audience

K/
0’0

Program managers
Chief fiscal officers
Accounting staff
Budget officers
Other End-users

X3

S

X3

S

X3

8

R/
0.0

Length

< 1day

L)

e —
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Why use the DSS

The DSS offers users an easy way to:

¢ View summary categories or detailed account balances necessary for decision
making.

e Create customized reports that are updated automatically from daily production.

Advantages over other methods of access to the NCAS:

e Users can quickly view various presentations of the data with minimal effort.

e Users can quickly change reports without programming.

e The DSS is available via the internet and Cognos PowerPlay, even if the mainframe
is down.

¢ No mainframe time or printing charges.

Course Objectives
The DSS Basics course is designed to teach users how to use DSS tools and techniques.
After training, participants should be able to:

e Understand the nature of the information in the DSS databases.

e Select an appropriate report for agency financial data.

e Access specific data by filtering and drilling down through summary
information.

o Create a customized, automatically updatable report to meet agency
requirements.

e Export specific data for a permanent record.

Office of the State Controller Page 2
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Below are the sections of this course.

NCAS and DSS Overview

NCAS data is extracted, packaged into databases called “multi-dimensional cubes”, and housed
on a single server repository. The data in the DSS cubes is provided at a highly summarized level.
Users can then filter and drill down for more specific information using “dimensions”, which are
simply categories such as account, fiscal year, budget code, etc. The various types of cubes and
standard reports provided are described.

Using Dimensions
Since the multi-dimensional cubes are created at a highly summarized level, using dimensions
allows the users to filter the data so it will be meaningful and produce the desired results.

Accessing DSS Data

DSS reports may be accessed via the NCAS DSS web portal. There are two types of DSS reports
— Static Reports and Multi-Dimensional Cubes (MDCs) Reports. Each type of report is accessed
differently.

Static Reports

DSS reports created by OSC that cannot be filtered or customized by users are Static
Reports. These reports are snapshots of financial data and must be accessed from the
NCAS DSS website. Static Reports, which are in PDF or Excel format, are organized into
folders for BD 725 Reports, Trial Balance Reports, CAFR 1la Reports, Master Table
Definitions Reports, and NCAS History.

Multi-Dimensional Cubes (MDCs) Reports

DSS reports created by OSC that can be filtered or customized by users are MDC reports.
These reports must be accessed from Cognos PowerPlay Client on the user’'s computer.
MDC reports are organized into folders for Financial Analysis, Management Analysis,
EAGLE, and NCAS History.

DSS reports that are customized or created by users can be saved to a user’s hard drive or network
drive or published to their agencies’ folder under the Custom Reports folder.

Viewing DSS Data

Except for the Static reports, DSS reports may be manipulated easily by users familiar with basic
mouse and keyboard techniques used in the graphical user interfaces of personal computer
software, especially spreadsheet software. Filtering, drilling, and other techniques and screen
objects unique to DSS are introduced.
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Working with Layers

Layers within a report provide the DSS user with a technique similar to added pages to a financial
presentation, where each page may show the same type of data for a different month, budget
code, cost center, or other dimension.

Creating Custom Reports (Reporter Mode)
In Reporter mode, reports can be customized in more flexible ways than in Explorer mode. Also,
drilling operates differently.

Modifying Custom Reports (Reporter Mode)
In Reporter mode, users can also add calculations, move rows, columns, and layers, and nest
dimensions.

Formatting, Printing and Exporting
DSS reports can be formatted and printed using methods similar to those of other personal
computer software programs. These techniques, along with exporting data to Microsoft Excel
spreadsheets, are demonstrated in this section.

Procedures
Procedures are summary instructions detailing how to complete a specific task. These are handy
for quick reference on the job.

Quick Reference Guides (QRGS)

QRGs are summaries of useful information to keep at hand while working with the DSS.

e —
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Additional Learning and Help Resources

NCAS Info Guide
OSC System Information Guide (SIG)
http://www.osc.nc.gov/index2.html

Cognos PowerPlay
IBM Cognos PowerPlay Books Online (Accessible via the Powerplay Help in Cognos
PowerPlay Client).

() oo oy ot AP S G e N -

B File it view Insert Explore Calculste Format Tools Window (Help ) _[a]x
DeEER . L wlE 4k Eodidlr x|
| 08 Public Insruction | | AI GASE Numbers | |_GAAP Fund Type | | Al Accourts | | Al Budget Codes FY 2011 | [_13h Period | [ YTD ACTUAL

e r

General
OSC Support Services Center 919-707-0795
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NCAS and DSS Overview

The NCAS is the central accounting system for the State of North Carolina. It provides accounting

NCAS Overview
applications to support common business functions, while accommodating unique agency
requirements, and supports integrated business activities. The major applications within NCAS

are shown in the following diagram.
Billing System
AR Interfaces

E-Procuremen 4 [
& other PO h |
Interfaces ! / F51 Interfaces:
" | | HB, PI, NI, BPS,
o~ '|I | BRS 2™ ¥r 606°s and
Ps 1 | other Agency Interfaces
AP \
Interfaces | /
PC » GL | SBM
S o File
. T i
- AP |- |
,I' Real Time:
f {  Validates accounting distribution
]
|
]
{  Hightly Processing:
FA IlI 1. Collects and merges data
{ 2. Sorts and batches by header inform ation
I:' 3. Applies accounting rules
| 4. Summarizes according fo accounting rule
I.' 5. Assigns FC Audit ID
)
» AFF| BC — BRS
Interface

E General Ledger updates the AFF nightly ;

The DSS is one of the four main methods of Viewing NCAS information. It does not replace the
primary functions of the NCAS. Instead, it enhances the NCAS by providing flexible and timely
gueries and reports. The DSS allows the user to access data extracted from the mainframe, then
analyze and disseminate it as needed in the form of user-defined reports that can be drilled into
for more detailed information, or can be further modified. The DSS results can also be exported
to other applications, such as spreadsheets and databases, or e-mailed to others.
It is helpful for users to know how the DSS integrates with the overall NCAS process in order to

understand what type of information is available, when it is available, and how to access it.

Page 7
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The DSS Flow Diagram

The following diagram illustrates the overall NCAS process flow of information from data input to
data retrieval using the DSS.

@ Maln a 'NCAS}
! ﬁ

Agenc

(Agency) NCA5DS5S
A SERVER
gency ITS
LAN (ITS)

Qf—-l PC with the DS$

= iDesktop)

Financial data is entered online into the NCAS throughout the day.

The NCAS batch cycle is executed nightly to update mainframe files.

Mainframe data is extracted and summarized for DSS data and stored on a server.
Multi-Dimensional Cube (MDC) files are created from DSS data stored on a single
server repository at ITS.

5. DSS reports and their related MDC files may be accessed the following day using the
Internet and client desktop of DSS.

PwnNpE

Databases

To meet the different information needs of users, NCAS elements are packaged into different
databases called “multi-dimensional cubes” (MDCs), which are updated nightly by OSC. Below
are the five types of cubes created nightly.

Budget MDC (xxxbudgt)
Has budget information by budget code/fund and positions 5-12 of the center.
Governmental MDC (xxxgov)
Created for agencies with GASBs starting with 1XXX and 3XXX.
Proprietary MDC (xxxprop)
Created for agencies with GASBs starting with 2XXX and 4XXX.
Management MDC (xxxmgmt)
Has available funds information.
Material Management MDC (xxxmmopn)
Has information about open documents such as invoices and purchase orders.
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Below is a list of all the dimensions included in the different types of

Budget MDC

FRUs

Budget Type™™

Accounts (1)

Grant Year

Budget Codes/Funds (includes budget funds™*)
Center position 5-12

AARA***

Fiscal Year

Fiscal Penod

MEASURES

Governmental MDC

FRUs

All GASB MNumbers

GAPP Fund Type

All Accounts (2)

All Expenditure Functions®

Expense and Revenue Functions®

All Revenue Categories

All Budget Codes (includes budget funds™)
ARRA***

Fiscal Year
Fiscal Penod
MEASURES

Proprietary MDC

FRUs

All GASE Numbers

GAAP Fund Type

All Accounts (3)

All Expenditure Functions™
Expense and Revenues Functions®
AllRevenue Categories®

All Budget Codes (including budget funds™)
AARA***

Fiscal Year

Fiscal Period

MEASURES

*Only in statewide MDCs

Management MDC

FRUs

Budget Type

Accounts (4)

Grant Year

Budget CodesFunds (includes budget funds™)

Center positions 5-12
MEASURES

Materials Management MDC

FRUs

Accounts (5)

Grant Year

Budget Code/Fund/Tx Type
Center position 5-12
Requestorsendors

Aging

MEASURES

**In university and statewide MDCs

*** Only in agencies’ MDCs

(1) Includes revenue and expenditure accounts and any accounts that affect the agency's cash

basis budgetary reports.

(2) The accounts are categorized according to governmental accounting practices.
(3) The accounts are categorized according to proprietary accounting practices.
(4) Includes revenue and expenditure accounts only.

(5) Includes expenditure accounts only.

Office of the State Controller
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Current and Historical Cubes (MDCs)

OSC produces both current fiscal year cubes and historical (previous fiscal years) cubes for the
Budget MDC, Governmental MDC, and Proprietary MDC. The management and materials
management MDCs contain only current data.

The current fiscal year cubes for Budget MDC, Governmental MDC, and Proprietary MDC contain
data for the previous fiscal years for analysis purposes. For the Budget MDC, the current fiscal
year MDC contains all periods of the current year, all periods of the previous fiscal year, and June
of the second preceding fiscal year. Due to size constraints some Budget MDCs may only contain
June of the previous fiscal year. For the Governmental and Proprietary MDCs, the current fiscal
year MDCs contain all periods of the current fiscal year, all periods of the previous fiscal year,
and 12th and 13th periods of the second preceding fiscal year. Due to size constraints some
Governmental and Proprietary MDCs may only contain 12th and 13th periods of the previous
fiscal year.

The historical MDCs contain data for the entire fiscal year to which it relates. The following naming
conventions have been established to distinguish the current MDCs from the historical MDCs.

Current Fiscal Year Cubes (MDCs)
Names of the agency MDC files for the current fiscal year are composed of:
1. First two numbers of the agency’s FRU number, plus

2. Filler character (the letter “X”), plus
3. An abbreviation representing the cube type, plus
4. The filename extension “.mdc”

For example, current year MDC for the Department of Public Instruction (DPI) (FRU 08) are
named:

Budget MDC 08xbudgt.mdc
Governmental MDC 08xgov.mdc
Proprietary MDC 08xprop.mdc
Management MDC 08xmgmt.mdc
Material Management MDC 08xmmopn.mdc

Viewing Data in DSS
There are two types of reports in DSS:

1. Static Reports are accessed from the DSS web site. The data in these reports cannot be
manipulated.
Or

2. Multi-Dimensional Cubes (MDCs) Reports, either a standard report created by OSC or a
report customized by a user, provides a specific view of the data in the cube. To access these
reports, you must have Cognos 10 loaded on your computer. These reports are viewed via the
Reporter Mode. The data in these reports can be manipulated.
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There are two modes, Reporter and Explorer, in DSS that facilitate viewing data. Most of the
OSC created MDC reports are in Reporter mode. NOTE: Within this manual, all examples are
in Reporter Mode.

Comparison-of-Explorer-and-Reporter-Modesa

DSS- Modesa Applicationsz Functionsa
Explorera Quick-Analysisy Drill-DownT
Simple-Data-Presentations:=a Drill- UpY

Delete-MeasuresT
Isolate-Data¥y
Format]]
Mest-(like-and-unlike)-
Highlight-Exceptions=

Reporterd Detaled-Heportsf Drill-Down
Summary-and-Detail-Presentationsaz Drill-Up\]
Delete-Any-Dimension-
Moweq

Calculations-
Add-CategonesT
Format]]
Mest-(unlike)-
Subsetsy
Sornt/RankT

Highlight-Exceptions=

DSS Reports

The easiest way to view DSS data is by using a standard report. There are several types of reports
that are created in the DSS by OSC. Users can also create DSS reports and save them on their
hard drive or network drive or publish them on the web under the Custom Reports folder.

Types of DSS Report Folders on the web
BD725 Reports (QRG # 3)

Trial Balance Reports(QRG # 4)

CAFR 11a Reports

Master Table Definitions Reports

EAGLE

Financial Analysis(QRG # 2)

Management Analysis(QRG # 1)

Custom Reports

NCAS History
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Using Dimensions

While some financial information required by users is predictable, the detail levels, time periods,
and categories of data cannot be determined. For this reason the cubes (MDCs) are created at a
highly summarized level. Users are required to filter the data before it can be meaningful and
produce the desired results.

Before accountants and managers can solve a problem, they need to determine what data is
pertinent and how it should be organized. The type of data needed to solve a problem would
determine which reports would be more appropriate to use. Within the different MDCs, the DSS
categorizes NCAS data elements into groupings called dimensions. Dimensions are categories
that can be used to identify and access relevant data.

Agencies can organize their data by using dimensions when constructing two-dimensional reports
like spreadsheets with rows and columns. Agencies can also create three-dimensional reports
like a workbook with many layers or spreadsheets with columns and rows. Below is a sample of
a two-dimensional report comparing revenue accounts (All Accounts dimension) for three fiscal
years (All Fiscal Years dimension).

FY 2010 FY 2011 FY 2012
Sales and Services 1,754,354.84 2,006,708.07 2,287,647.20
Fees, Licenses, and Fines 31,170.00 42,420.00 57.267.00
Student Tuition and Fees, net 625.00 750.00 S00.00
Miscellaneous 4,190.00 4,309.00 4,395.18

Since summarized data is not very meaningful, agencies will need to filter the dimensions.

Information present in standard D55 Explorer reports and Reporter
reports is highly summarized The DSS summarized data can be fil-
tered in many different ways. This means that users must be able to
identify, manipulate, and filter the dimensions so that the information is
meaningful.

Since using the DSS successfully depends to a large extent on being able to understand and use
dimensions correctly, it is important to understand the concept of dimensions before learning how
to work with dimensions in the DSS. Dimensions will be used in all of the walkthroughs and
activities in this DSS course.

Each dimension describes some significant feature or characteristic that can be used to sort the
data. Agencies frequently use the following dimensions:
e Financial reporting unit (FRU)
Period (month) and year
Account
Budget code and fund
Center
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The DSS dimensions are based on the data elements used in the NCAS. For more information
about a variety of the DSS dimensions, see the NCAS Data Elements section of the NCAS State
Information Guide (SIG).

Chart of Accounts Overview
In NCAS, accounting activity is posted to an accounting distribution, which is composed of three
main parts: Company, Account, and Center Code.

Company

The first two positions of company are the agency identifier. These numbers are assigned by OSC
and designate the principle departments/agencies as defined by North Carolina General Statute
143A. The third and fourth positions allow OSC to further define agencies’ financial reporting

entities.
I |=| R | | |e I

05C Assigned

Financial Reparting Entity (FRL)

Account
Account describes the purpose of an expenditure, the type of revenues received or the balance
sheet accounts required for GAAP accounting.

2 3 4 5 ] 7 B ] 10 11
T slolo 0 Dlala alf fl

I— Fizcal Year (Grant Accounting Only)

Subaccount (Used only as needed)

Statewide Object

Acecount Subtype

Account Type

Some examples of Account Type/Subtype codes are:
e 43 Actual Revenue

53 Actual Expenditure

63 Authorized Revenue

68 Certified Revenue

73 Authorized Expenditures

78 Certified Expenditures

83 Purchasing Encumbrance

03 Accounts Payable Encumbrance
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Center

Center codes are composed of (a) a four-digit budget fund code that is established by the Office
of State Budget and Management (OSBM) and (b) agency-defined Center element codes
(positions 5 — 12).

1 2 3 4 5 b 7 o 9 10 11 12

Agency Center Elements

05EM Budget Fund

Since each agency uses its own unique center elements to categorize and summarize data,
center elements display as separate dimensions in the agency’s DSS cube

The use of positions 5 through 12 of the Center code varies widely among agencies. To locate
your agency’s data accurately, you must be familiar with your agency’s Center elements. There
is a chart for all major agencies in QRG 6: Center Structure (COA) by Agency, and on the OSC
System Information Guide (SIG).

Chart of Accounts

There are two reports in the GLPUBLIC library in IE which can be used to list an agency’s chart
of accounts. C-U-GL-COA-BY-CENTER lists all accounts within the specified companies and
centers. C-U-GL-CHARTOF-ACCOUNTS shows company/account/center combinations,
descriptions for the account and center, and the active/inactive status.

Dimension Structure
Dimensions or categories with similar characteristics are grouped together and organized in
hierarchies under a heading or top point. This heading or top point is also called a summary point.

Some dimensions may have levels of summarization between the top point and the lowest level
of detail. For example, in the dimension group for ACCOUNTS which can be found in the BD701
Reports, there are three summary groupings below the top point: “Expenditures and Adjustments
to Cash”, “Revenues and Adjustments to Cash”, and “Budgetary Accounts”. These three groups
summarize other intermediate summary levels beneath them. There are a total of four
intermediate summary levels between the top point and the individual detail account level.
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ACCOUNTS e Top Point
Expenditures and Budgetary Revenues and
Adjustments to Cash Accounts Adjustments to Cash
Adjustments Budgetary Adjustiments
Expendiiures to Cash Accounts Reverues to Cash

53 532 ETC
s321 5323 ETC

532120 532140 ETC. | &---mmm- Individual Detail Account Level

Other dimensions, such as Fiscal Period (Month), have a simple structure with one top point and
then all detail points, with no intermediate summary levels.

FISCAL PERIOD
July
August
September
October
November
December
January
February
March
Aprl
May

June

Dimension Viewer

The DSS has a Dimension Viewer tool that can be used to display the structure of any dimension

in the file tree format that is commonly found in graphical user interfaces. We will use the
Dimension Viewer in the next chapter.
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Accessing DSS Data

Overview

The North Carolina Accounting System Decision Support System (NCAS DSS) web portal was
established to provide centralized access to budgetary and financial data for agency budgetary
planning, financial analysis and Comprehensive Annual Financial Report (CAFR) statements.
This chapter will guide a user on how to access the NCAS DSS web portal. If you need additional
assistance accessing NCAS DSS web portal, please consult the FAQ at
https://ncasdss.ncosc.net/ or contact OSC Support Services at (919) 707-0795.

Accessing NCAS DSS reports:
There are two types of reports in NCAS DSS. Accessing the web portal for each type of report is
different.

1. Static reports that can’'t be filtered are viewed with either Adobe Reader or Excel.
Examples are Trial Balance reports, BD725 reports, Master Table Definitions reports, and
CAFR 11a reports. These reports are accessed via the DSS web site.

2. Reports that use Multi-Dimensional Cubes (MDCs) as a data source, which can be
filtered to fit your data needs, are viewed with Cognos PowerPlay client. Examples are
CAFR reports (except CAFR 11a), BD701 reports, and EAGLE reports. (Custom MDC
reports saved on your local or network drives have a .ppx extension.)

e —
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Report Type 1: Static Reports
e In order to access Static Reports, you must login to the DSS web site first.
e Open a web browser, either Internet Explorer or Firefox

e Enter address https://ncasdss.ncosc.net

e Click on the link Login to NCAS DSS.

USIeS North Carolina
Office of the State Controller

System Status
(- Loginto NCAS DSS)

= Quick Start Guide

= Report Access Chart

= New User Setup
New User Setu NCAS DSS

= User ID Request Form

User guidelines are available via a link on the left hand side of this web page.
= FAQ

Cognos Configuration Fix To bookmark this website, save https://ncasdss.ncosc.net in vour favorites
directory.

= MEMO Static Report
Access

28 8 35 35 35 25 25 25 26 26 8¢ 6 6 2 25 25 25 25 25 25 25 28 8¢ 8¢ 6 5 8 25 25 35 25 25 25 28 23 8¢ 5 8 5 8 5 8k ok ok

The North Carolina Accounting System Decision Support System (NCAS
DSS) is an information access and reporting tool that provides NC
Accounting System data to agency financial and budget analysts. DSS
utilizes data downloaded from the NC Accounting System nightly.

= Fin Rpt Update

= DSS Basics Training
Course Manual
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e Login with your current NCID and password.

GDAC Logon

North Carolina Government Data Analytics Center
Information Delivery Portal 4.3

NCID:
| | Forgot your User ID? Click Here
Passvrord:
| Forgot your Passviord? Click Here
Submit

Manage Your NCID

e This is the GDAC Portal home page. Click the NCAS DSS tab to continue.

Customizev | Optionsv | Search | Log Off Virginia P Sisson (vpsisson) | Helpv

GDAC Portal =g

GDAC Home

Daily Messages -

"Welcome To The GDAC Portal Home Page". For GDAC Solutions support, please contact GDAC customer support at (919) 754-6930 or email gdacadmin@nc.gov

o After the the Welcome screen, you will be placed in the Reports (WebDAYV location)
area. Based on your role, you will see folders that are applicable to you.

e From the Reports area, access your agency’s static reports by clicking on the
Agencies folder:

Customize~ | Options~ | Search | Log Off Virginia P Sisson (wpsisson) | Help

GDAC Portal

GDAC Home [RIWCENS

Daily Messages -

For NCAS DSS support. call (919) 707-0795 or email: osc support services{@osc nc gov

WebDAV location l

Reports =

Location: IDWEhDA\' &~ j [Egup one level [ show description

Type Date Modified
02/19/2015

I L
g eneral_Assembly | To access agency reports, click here I Folder
( Folder 02/19/2015
i L P Cnldar AT I18TAR

P TN

Name &
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¢ From the Agencies page, choose your agency:

Customize~ | Options~ | Search | Log Off Virginia P Sisson (vpsisson) | Helps|

GDAC Portal mL \l‘ X

GDAC Home AR

Daily Messages -
For NCAS DSS support. call (919) 707-0795 or email: osc.support.services{@osc.nc.gov

Reports =
Location: I [ Agencies ﬂ [EgUp one level [ show description

Name & Type Date Modified

DUZH_AOC Folder 02/19/2015

DUJH_OSEM Folder 02/19/2015

DU-H?LLGOV Folder 02/19/2015

DnEx?SscﬁS(a[e Folder 02/19/2015

[Bloex_auditor Folder 02/19/2015

[C07x_Treasurer Folder 02/19/2015

DUSH_DPI Folder 02/19/2015

DOQ:_Jus(i:e Folder 02/19/2015

0AX_| ing_Finance Folder 02/19/2015

o Note: You will be able to view all agency reports except for General Assembly.

e Once you choose your agency, you will see a list of report folders (example of
08x_DPI):

Customize= | Options~ | Search | Log Off Virginia P Sisson (vpsisson) | Help~

GDAC Portal

GDAC Home [IT&LR I

Daily Messages -

For NCAS DSS support. call (919) 707-0795 or email: osc.support.services@osc.nc.gov

Reports -
Location: | [Cj08x_DEI j [&Up one level [ show description

Name A Type Date Modified

DBD725 Folder 02/19/2015

[(Deudget_Reports Folder 02/19/2015

DCAFRIIE Folder 02/19/2015

[Eriateal Folder 02/19/2015

o Some folders will not be visible if your agency does not receive that type of
report. For example, if you do not have capital improvement budget codes (4-
type), then you would not see a BD 725 folder.

CAFR 11a:

e Click on the CAFR 11A folder.

e CAFR 11la Reports have been run in Adobe and can be opened by clicking on the
report title.

o Depending on your computer settings, the report will either open in the current web
browser window or it will open in a separate Adobe window.
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e The date and time the report was generated is displayed in the report footer.

e To return to the folder where the report is located, click on “Portal Page” located in
the upper left corner of your screen.

41 Portal Page Click here to return to folder where file is

located.
CAFR_11a_08x-en-us:°="

o If Adobe opened in its own window, you will need to close the window separately, then
click “Portal Page” in the upper left corner of the GDAC Portal page.

This is a CAFR 11A report in a separate Adobe window.

™ CAFR_11a_08x-en-us[1].pdf - Adobe Acrobat Pro = &
Eile Edit View Document Comments Forms Tools Advanced Window Help
] = 4P [T /72 ik 7 & © @& [61a% -

& & & 8 L G- 20

Click here to cbse Adobe
window.

State of North Carolina
Statement of Changes in Net Assets and Liabilities
for Fiscal Year Ending June 30. 2013

Bolaren bty 1 Asdvers Deductiers Bdlarvce june 30
COMPANY I 0800
SASH 3300 Depatrerisl Agercy Funds
ASSETS
Focked cacn . Current om qreerL Lt LlosTassos o
TOTAL ASSeT™s c.oo slaeams o QasTassos o
LIABIUTES
Niergover™ pI30e; - Current e NTTILE 0 ATIIWW oX
TOTAL UANUTES 0.80 2177508500 N5 TS0 0%

Date and time report was created. I

Y e
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e To return to the agency folder, you can click on the “Up one level” icon.

Customize- | Options~ | Search | Log Off Virginia P Sisson (vpsisson) | Help

GDAC Portal

(LT LT NCAS DSS

Daily Messages -

For NCAS DSS support. call (919) 707-0793 or email: osc support services @osc ne_gov

‘Tu return to the agency folder, click this icon '

Reports -
Location: |I"_‘|CAFR11n =] Cagup one level ) show description

Name A Type Date Modified
CAFR_11a_08x-en-us.pdf Content 02/19/2015

Note: You may also click on the drop down box and click on a particular level you
would like to go back to.

Reports
Location: | [ CAFR1la - [AgUp one level [ show description
Name & |0 WebDAV
CAFR 11 [ Agencies
- [ 08x_DPI
[ CAFElla

BD 725 and Trial Balance Reports:

e Click on the BD 725 folder. All applicable reports will be shown.

Customize~ Options+ Search Log Off Virginia P Sisson (vpsisson Help~

GDAC Portal

[DLTog LT NCAS DSS

Daily Messages -

For NCAS DSS support. call (919) 707-0795 or email: osc.support.services{@osc.ne.gov
Reports -
Location: | (aBD725 j [&gUp one level [ show description
Name & Type Date Modified
BD725_Current_Neg_Allot-en-us-08x_DPI. pdf Content 02/19/2015
BD725_Current_Neg_Allot-en-us-08x_DPI.xlsx Content 02/19/2015
BD725_Current-en-us-08x_DPI. pdf Content 02/19/2015
BD725_Current-en-us-08x_DPl.xlsx ‘Content 02/19/2015
BD725_June_29-en-us-08x_DPI. pdf Content 02/19/2015
BD725_June_29-en-us-08x_DPl.xlsx Content 02/19/2015
BD725_Prev-en-us-08x_DP. pdf Content 02/19/2015
BD725 Prev-en-us-08x DPIl.xlsx Content 02/19/2015

e BD 725 Reports and Trial Balance Reports have been run in both Adobe and Excel
formats. Click on the title of the report you wish to view.
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+ Portal Page
BD725_Currcnt-en-us-08x_DPI.pdf

X Bookmark

If you click on the PDF version of a report, depending on your computer settings, the
report will either open in the current web browser window or it will open in a separate
Adobe window.

This is a BD-725 opened in the current web browser window.

G2
T Publt

Click here to retum {o the folder STATE OF NORTH CAROLINA CURR 80725
where the report is located. Mvnﬁ'llykmolrtunCaﬁhllmmmentFunds
for period ending February, 2015
Allotment  Encumbrance
Total Budget Unalloted  Total Allotments  Cumrent YeartoDate  Projectto Date Balance Balance
Account Accout Description G372, 68043 oA ) 634D G343 634D 735,634
081 NC DEPT OF PUBLIC INSTRUCTION
41350 EASTERN SCHOOL FOR THE DEAF
4AE1 VESTAL HALL WINDOW
Expenditures - Budget and Actual
532310 REPAIRS-BUILDINGS 357,000.00 0.00 357,000.00 178,402.00 181,283.25 199,799.50 157,200.50 0.00
Total Expenditures 357.000.00 L] 357.000.00 17840200 181.283.25 19979950 15720050 0.00
Excess of Expenditures Over Revenues 357,000.00 0.00 357,000.00 17840200 18128325 198,799.50 157.20050 0.00
TOTAL 41350 EASTERN SCHOOL FOR THE DEAF
Total Expenditures 357,000.00 0.00 357,000.00 178,402.00 181,283.25 199,799.50 157,200.50 0.00
Total Revenues 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Excess of Expenditures Over Revenues 357,000.00 0.00 357,000.00 178.402.00 181.283.25 199,799.50 157.200.50 0.00
Feb 19,2015 1

The date and time the report was generated is displayed in the report footer.

To return to the folder where the report is located, click on “Portal Page” located in
the upper left corner of your screen.

If Adobe opened in its own window, you will need to close the window separately, then
click “Portal Page” in the upper left corner of the GDAC Portal page.

If you select Excel format, you may be prompted with a window to Open or Save the
file. If you open the file, Excel will open in a separate window which will need to be
closed separately, then click “Portal Page” in the upper left corner of the GDAC Portal

page.

To return to the agency folder, you can click on the “Up one level” icon or click the
drop down box to choose the level you want to return to.
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Master Table Definitions:

e To open a Master Table Definitions report, click on the Master_Table folder from the
Reports (WebDAV location) area. When you click on the desired Master Table report,
it will open in Excel and you may be prompted with a window to Open or Save the file.
If you open the file, Excel will open in a separate window which will need to be closed
separately, then click “Portal Page” in the upper left corner of the GDAC Portal page.

Raporis

Location: [ WabDav =

Hame= &
L azencies
Umastar_Table

LINCA=_History

Shiow description
Twpe
Frlder
Flder
Folder

e Log off NCAS DSS static report portal by clicking on the Log Off link in the top right

corner of your screen.

o If you are in a report that is in a separate window, you will have to close the
report and then click on “Portal Page” in the upper left conrer in order to see

the Log Off link.

o If you are in a report within the current web browser window, click on “Portal
Page” in the upper left corner to get back to the screen with the log off link.

GDAC Portal

NCAS DSS

Daily Messages

For NCAS DSS support. call (919) 707-0795 or email: osc support services@osc.ne.gov

Reports

To log off, click on the Log Off Link

Location: | [ 08x_DPL =l @up one level Show description

Name & Type Date Modified
DBDTE5 Folder 02/19/2015
[(Hudget_Reports Folder 02/19/2015
DCAFRIIE Folder 02/19/2015
[Briateal Folder 02/19/2015
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Report Type 2: Multi-Dimensional Cube (MDC) Reports

e In order to access MDC Reports, you must have IBM Cognos PowerPlay version
10 installed on your PC. (To check to see if it is installed on your PC, go to Start, All
Programs, and look for a folder called “IBM Cognos 10.” If the folder is present, it is
installed on your PC. If it is not present, speak to your PC administrator about
installation. Your PC Administrator should call OSC Support Services at (919) 707-
0795 for access to the installation files.)

e To openan MDC report, you must open PowerPlay first. Go to Start, All Programs,
IBM Cognos 10, IBM Cognos PowerPlay.

, HEAT

>
) Inte

J InterVideo WinDVD

; Maintenance
. Microsoft Office |E|

4 Back

P

| |Search programs and files

. HEAT

. IBM Cognos 10

@ IBM Cognos Configuration

) IBM Cognos PowerPlay
. Documentation

. Uninstall IBM Cognos B
1 Back
| Search programs and files je |

e From the Welcome screen, click on the button next to “Open an existing report.”
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Start | Recert I

Choose an option:

Create a new report

Dpen an existing report

¥ Show this dislog at startup

¢ From the “Select a Report” window, click on the button next to “Remote.”

Select a Report

[ Prompt for a data source

Close |

e —
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¢ You will be prompted to log on. Use your current DSS ID and password.

"(©) IBM Cognos PowerPlay Clien

-

e

Log on Help (%)

Plzase type your credentials for authentication.

Mamespace:
Series?

User ID:

Password:

conce

Licensed Materiaks - Property of IEM Corp.

& Copyright IEM Corporation and its licensors
2005, 2011,

1EM, IEM logo, ibm.com, and Cognas are
trademarks or registered trademarks of
Internationzl Business Machines Corp., registzred in
many jurisdictions worldwide, Other product and
service names might be trademarks of IBM or other
Companies,

e Click on one of the following folder names:

o EAGLE
o Financial Analysis
o Management Analysis.

) 18M Cognos PowerPlay Clie

Select the report (Navigate)

Mavigate the folders or search to find the report to open.

Cognos > Public Folders

Entries: |1 - |s o

,—| -

14| {4 [ ]| Pl

popoopD

| Name
Custom Reports
EAGLE
Finandal Analysis

Management Analysis

MDCs
MNCAS History

OK

|| Cancel
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e Select the radio button next to the report you want to open, then click OK. You may
have to scroll down.

| D |

MNavigate the folders or search to find the repart to open. Search

Coagnos = Public Folders > Management Analysis

Entries: |1 -1z O

| |mame$

All Agendies by Account and Fund
BD 701 Budget Code Recap
BD 701 Budget Code Recap {univ)

BD 701 Summary by Account

ED 701 Summary by Account {Lattery) Select radio button next to
BD 701 Summary by Account (univ) desired report and click OK.

BD 701 Summary by Purpose

BD 701 Summary by Purpose {univ)

Management Report
MM - Open Documents by Accou

MM - Open Documents ‘equestor Vendor

Megative Une ed Authorized Budget

—
L e TS RIS T RS HES HIS RS RIS RS BS

¢ Depending on the report and your user permissions, either the report will open or you
will be prompted to “Select a DataSource Connection.” If you are prompted, select
an agency from the drop down box, click OK and your report will open.

e The MDC (cube) name and its last update date/time are displayed in the header.

1) IBM Cognos PowerPlay Client - [BD 701 Summary by Account - [Remote] Budget Cubes_nonuniv {Rep_@ﬂ

File Edit View Insert Explore Calculate Format Tools Window Help = || %
hrE&EQ W L 8 It 32 > lx B el
= 08 Public Instruction | | Budget Ty Acco CUbe name DPI Funding Sources | [ DPI Units | | ARRA | | Fiscal Year | | Fiscal Period | | MEASURES
d updated
EI--@ [Remote] Budget_Cubes_nonuniv an up N ate = SUMMARY BY ACCOUNT
[-[27 08 Public Instruction date/time BO.Zi4
-1 Budget Type MDC: 0Bxbudgt  Updated: 4/20/2012 3:22.06 AM I
&[0 Accounts (08 Public Instruction] [Budget Type] [Accounts] [Grant Yesr] [Budget Codes] [DPI Funding Scurces] [DFI Org Units] [ARRA] [Fiscal ‘Year] [Fiscal Pericd] MEASUR
-2 Grant Vear
123 Budget Codes 13510 DPI-GENERAL Layer1of11 =
[ DPI Funding Sources i
abe YTD CERT YTD AUTH BUDGET | MTD ACTUAL QTD ACTUAL YTD FISCAL o
s [#-[Z DPI Org Units —
BUDGET ACTUAL L
M -1 ARRA
-7 Fiscal Year 5311 EPA SALARIES & WAGES 100,985,963.00 98,293,997.00 8,914 657.78 | 1763574848 | 5532125469
-3 Fiscal Period 5312 SPA SALARIES & WAGES | 905,203,947.00 881,857,917.00 63,170,241.00 | 132,490,961.12 | 460,954,141.38
] [Z7 MEASURES
FE2472 TCMDNADADY CAl ADICS A4F RET 44& NN 407 RON M40 AN T4 ONE RON0 24 AR 400 700 27 447 027 TRA IR

e PowerPlay 10 functions in the same way as PowerPlay 7.
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e To open another report, select File... Open in Cognos PowerPlay. Continue with the
instructions above, starting with the “Remote” button, but you will not be prompted to

log in a second time.

Fj IBM Cognos PowerPlay Client - [BD 701 Summary by Account - [Remote] Budget_Cubes_nonuniv (Reporter)] =

@lFiIel Edit View Insert Explore Calculate Format Tools Window Help

@.-.' emm b Dlre Wbl b lx (=M

W — . -
2 irmic s Click to open Budget Codes | |_DPI Funding Sources | |_DPI Org Uints | | ARRA | | Fiscal Year | | Fiscal P -

b= EI-- [Remote] Budge| another report
i (27 08 Public Insti

-[:l Budget Type ]
Bl o

MDC: 08xbudgt  Updated: 4/20/2012 3:22:06 AM Closing COQ“OS 10

Click X to close |}
SUMMARY BY ACCOUNT -
BD 701 report without

o To close the report without saving it, click on the “X” in the upper right corner of the

report and select NO when asked to save

report. DO NOT click on the red “X” in the

upper right corner of the screen as this will close the IBM Powerplay client and you
will have to log in again to open another report.

IBM Cognos PowerPlay Client i ‘ u

Save changes to BD 701 Summary by Account - [Remote]

& I—E Budget_Cubes_nocnuniv (Reporter)?

Mo | Cancel | I
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Static Reports

Overview

Static reports are reports that cannot be changed. The reports cannot be filtered and cannot be
customized by the user. They represent financial or budgetary amounts at a particular point in
time. To access these reports, you have to first log in to the North Carolina System Decision
Support System (NCAS DSS) web site, https://ncasdss.ncosc.net. In the Reports area, Static
Reports are located in the Agencies folders.

BD 725 Reports (Contains Capital Improvement reports for various periods in Excel and
PDF format.)

Trial Balance Reports (Contain trial balance information for various periods of data in
Excel and PDF format.)

CAFR 1l1a Reports (Contains Agency Fund reports in PDF format.)

Master Table Definition Reports (Excel reports that show how the NCAS data elements
are defined in the system as well as how they work together when reports are generated.)

Note: Some agencies will not have all folders as those agencies do not require certain
financial reports.

To access Static Reports

NoosrwbhE

© ®

In order to access Static Reports, you must login to the DSS web site first.

Open a web browser, either Internet Explorer or Firefox

Enter address https://ncasdss.ncosc.net Click on the link Login to NCAS DSS.

Login with your current NCID and password

From the GDAC Portal home page, click on the NCAS DSS tab.

You will be placed in the Reports area (Location: WebDAV).

From the Reports area, access your agency’s static reports by clicking on the Agencies
folder.

Select your agency.

Select the desired folder for the reports you want to view.

BD 725 Reports

Trial Balance Reports
CAFR 11a Reports
Master Table Definitions
NCAS History
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BD 725 Reports

The BD725 Monthly Reporting on Capital Improvement Funds reports display a summary of the
allotment balances for current activity, year to date activity and project to date activity by budget
code and fund. These reports can be viewed in PDF format as well as Excel format. These are
the types that are available.

e Current Period
Previous Period

e Previous Period 2 (Displays data for two previous months from the current month.
FOR UNIVERSITIES ONLY.)
June 29™

e Current Negative Allotment Balances (This is an exception report that displays current
month data for negative allotment balances by budget code and fund. If no data is
displayed, there are no negative allotment balances for the current month.)

Trial Balance Reports

There are several types of Trial Balance Reports for various periods that are available for
agencies and universities, as displayed in the charts below. The trial balances display prior period
ending balances, period net balances, and current period ending balances for all accounts. Most
of these reports can be viewed in the PDF format as well as Excel format.

When opening a trial balance report, you will first select the period and then the type of report and
the version of report that is desired.

Trial Balances for Agencies Trial Balances for Universities
Periods Available Types Availabl Versions Periods Availabl Types Available Versions
Current Period Budget Code Detail Excel and Adobe | |Current Period Budget Code Detail Excel and Adobe
Previous Period Budget Code Summary for all Previous Period Budget Code Detail 10 digit for most **
June 29th GASB Detail” Previous Period 2 Budget Code Detail data extract
June 30th GASB Summary™ June 29th Budget Code Summary
Company Detail
*MOTE: Previous Period 2 only for GASB Detail & GASB Detail Summary Company Summary
GASB Detail
GASB Summary

*MOTE: Excelversion is only available for Budget Code Detail 10 digit & data extract reports.

CAFR 1la Reports

The CAFR 11A report is a static PDF report for Agency Funds (GASB 39XX), which shows the
changes in assets and liabilities. The rows of the report represent account summary. The
columns for July 1 and June 30 balance represent the beginning and ending balance from the
NCAS, respectively. The additions and deductions columns represent the total debits or total
credits.

e —
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Master Table Definitions Reports

The Master Table Definitions reports are Excel reports that show how the NCAS data elements
are defined in the system as well as how they work together when NCAS reports are generated.
The types of reports are listed below.

Master Table Definitions — CY & PY

¢ Master Table Definitions reports for previous years
Company Budget Code GASB Correlation (Displays what GASBs are associated with
budget codes. No budget funds are displayed.)

e Prior Year Master Table N Status (Displays all funds in NCAS that have been inactivated.)

Additional Data Available
NCAS History

History information will be available for at least seven years. Within each year’s history folder
there will be folders for historical static reports as follows. History static reports can be accessed
like all other static reports mentioned in this chapter.

o BD725 Reports
e Trial Balance Reports
o CAFR 11a Reports
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Multi-Dimensional Cube
(MDC) Reports

Overview

As stated earlier, the NCAS data elements are packaged into different databases called “multi-
dimensional cubes” (MDCs) in order to meet the different information needs of users. The MDCs
are used as the data source for reports that can be filtered and modified to fit your data needs.
MDCs are used to create the Financial Analysis reports (ex. CAFR reports), Management
Analysis reports (ex. BD701 reports) and EAGLE reports.

This chapter will review the different types of MDC reports available.

In order to access the MDC reports, you must log into the IBM Cognos PowerPlay client installed
on your computer.

To access IBM Cognos PowerPlay Client
1. Go to Start, All Programs, IBM Cognos 10, IBM Cognos PowerPlay.
2. From the Welcome screen, click on the button next to “Open an existing report”.
3. From the “Select a Report” window, click on the button next to “Remote.”
4. You will be prompted to log on. Use your current DSS ID and password.
5. You will be placed in the Public Folders area.

In the Public Folders area, the MDC reports are located in one of the following folders:
e Financial Analysis (contains CAFR Financial Statements)

Management Analysis (contains Budgetary and Materials Management reports)

EAGLE (contains internal control reports related to EAGLE)

NCAS History (contains cubes and reports for seven years of history)

Custom Reports (contains special reports created specifically for an agency)

NOTE: Some agenices will not have all folders as those agencies do not require certain financial
reports.

To open an MDC report
6. From the Public Folders area, click on one of the following folders: Financial Analysis,
Management Analysis, or EAGLE.
7. Select the radio button next to the desired report and click OK.
8. Depending on the report and your user permissions, either the report will open or you will
be prompted to “Select a DataSource Connection”. If you are prompted, select an agency
from the drop down box, click OK and the report will open.
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Financial Analysis
The Financial Analysis folder contains the CAFR and Comparative Financial Statements for each
agency.

CAFR Reports

The CAFR reports are modified and/or accrual based financial statements for governmental,
proprietary, and fiduciary funds. All of these reports except for the CAFR 11As are located under
the Financial Analysis folder. If your agency has a CAFR 11A Report, it will be located under the
folder, CAFR 11a Reports, which will be accessed through the NCAS DSS web site. Each report
is delivered at a high level with three filters in place: fiscal year, 13" period, and YTD Actual data.
These are the filters required for year-end CAFR reporting. You will be able to narrow your data
to specific levels based on what you are looking for in the report. You will be able to filter the
data, drill up and down, and drag and drop data in this view.

CAFR 11G

The CAFR 11G is a modified accrual based balance sheet for governmental funds. The rows of
the report represent account summary. The columns of the report represent detail GASB
numbers. Detailed account data is available by drilling into a row.

CAFR 52G

The CAFR 52G is a modified accrual based statement of revenues, expenditures, and changes
in fund balances. The rows of the report represent account summary. The columns of the report
represent detail GASB numbers. Detailed account data is available by drilling into a row.

CAFR 11P

The CAFR 11P is an accrual based statement of net assets for proprietary funds. The rows of
the report represent current and non-current account summary. The columns of the report
represent detail GASB numbers. Detailed account data is available by drilling into a row.

CAFR 53P

The CAFR 53P is an accrual based statement of revenues, expenses, and changes in net assets
for proprietary funds. The rows of the report represent account summary. The columns of the
report represent detail GASB numbers. Detailed account data is available by drilling into a row.

CAFR 11F

The CAFR 11F is an accrual based statement of net assets for fiduciary funds. The rows of the
report represent account summary. The columns of the report represent detail GASB numbers.
Detailed account data is available by drilling into a row.
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CAFR 54F

The CAFR 54F is an accrual based statement of changes in net assets for fiduciary funds. The
rows of the report represent account summary. The columns of the report represent detail GASB
numbers. Detailed account data is available by drilling into certain rows. If drilling is not available
for a certain row, right click on the row and scroll down to Explain. Then left click the mouse to
get a description of what makes up that row heading.

COMP Reports

The COMP reports are comparative financial statements for governmental, proprietary, and
fiduciary funds. The rows of the report represent account summary. The columns of the report
represent the accrual periods for two years as well as the change and percent change. Detailed
account data is available by drilling into a row. The layers of the report represent detail GASB
numbers. The COMP reports are filtered for the 13" period and YTD Actual data.

Management Analysis
The Management Analysis folder contains the Budgetary and Materials Management information
for each agency.

BD701 Reports

The BD701 reports are budgetary reports used to help track budget amounts for account
distributions for each agency. The reports are located under the Management Analysis folder
and are multi-dimensional reports. Each report is delivered at the highest summary level
representing all periods, all years, all budget codes and all funds for an agency. You will be able
to narrow your data to specific levels such as RCC and cost centers. You will be able to filter the
data, drill up and down, and drag and drop data in this view. For each type of BD701 report, there
are separate reports for agencies and universities.

BD701 Budget Code Recap

The BD701 Budget Code Recap reports a budget code level summary of total budgeted and
actual expenditures, revenues, and appropriation balances. The rows of the report represent
expenditures, revenues, adjustments to cash and appropriation summary. The columns of the
report represent the different measures for the budgeted and actual amounts being compared.
Detailed account data is available by drilling into a row.

There are two versions of this report - one for agencies only and one for universities only.

BD701 Summary by Purpose

The BD701 Summary by Purpose reports a summary of the total budgeted and actual
expenditures and revenues by budget code. Amounts are summarized and displayed at the
budget fund (purpose level). The rows of the report represent budget code summary allocated
between expenditures and revenues. The columns of the report represent the different measures
for the budgeted and actual amounts being compared. Detailed fund data is available by drilling
into a row.

There are two versions of this report - one for agencies only and one for universities only.
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BD701 Summary by Account

The BD701 Summary by Account reports a summary of the total budgeted and actual
expenditures and revenues by account number within each budget code. Amounts are
summarized and displayed at the summary account level (4-digits) for each budget code.

There are three versions of this report — one for Lottery; one for all other agencies, and one for
universities only.

Other Management Analysis Reports

Negative Unexpended Authorized Budget

The Negative Unexpended Authorized Budget report (multi-dimensional report) displays the
calculation of Authorized Budget minus YTD Fiscal Actual for each expenditure account by budget
code. The negative number will be displayed in red. The rows of the report represent detail
account data. The columns of the report represent detail budget code data. To view data at
each budget code and fund level you will need to drill into the budget code column.

Management Report
The Management report shows available balances for the current period.

MM Open Documents by Account
The MM Open Documents by Account report shows all expenditure accounts at the 3-digit
summary level for each budget code. This report only shows current data.

MM Open Documents by Requestor/Vendor

The MM Open Documents by Requestor/Vendor report shows all expenditures by
vendor/requestor for each budget code. This report can be filtered to narrow data by document
age. This report only shows current data.

Additional Data Available

EAGLE Reports

EAGLE Reports provide information to assist in analysis and reporting for the Enhancing
Accountability in Government through Leadership and Education initiatives. All EAGLE reports
can be opened using the same procedures as the Financial Analysis reports.

R —
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NCAS History

History information will be available for at least seven years. Each year of history will contain the
agency cubes and financial and management analysis reports. To access history reports, use
the same procedures as with current financial analysis and management analysis reports.

Custom Reports

Users can modify existing Multi-Dimensional Cube reports and save them to their network server
or to the custom reports folders. Custom reports saved in the custom reports folder can be viewed
by other users within their agency. Also, users can save their custom reports under the My Folder
and only they will be able to view them. All custom reports will be updated when NCAS DSS is
updated, regardless of where the report is saved.

MDCs

MDCs (multi-dimensional cubes) contain data package information used for report access and
creation. These MDCs are the starting point for creating a new report. Creating new reports from
MDCs will not be taught in this class.

e —
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Viewing DSS Data

Overview

In order to use DSS Reports, users need to understand the parts of the DSS Reports and how to
filter the data in the report. Filtering the data allows users to streamline the data so it will be more
pertinent to them.

Opening a Report

The following walkthrough is designed to demonstrate how to open a BD 701 report in DSS and
filter the data. Concepts and techniques used for the DSS BD 701 report can be used for other
DSS reports.

WALKTHROUGH: Opening a DSS BD 701 Report

Scenario
You are a manager at the Department of Public Instruction (DPI),
company 08XX. You decide to use DSS to view your budgetary
expenditures and detailed accounts. This data is available in the Budget
Code Recap Report.

To access NCAS DSS PowerPlay Client

1. To access NCAS DSS IBM Cognos PowerPlay client, go to Start, All Programs, I1BM
Cognos 10, IBM Cognos PowerPlay.

From the Welcome screen, click on the button next to “Open an existing report”.

From the “Select a Report” window, click on the button next to “Remote”.

Login to the PowerPlay client by entering your assigned user id and password.

From the Public Folders area, click on the Management Analysis folder.

arwDd

|
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IBM Cognos PowerPlay Client
File Tooks Help
JDD“H@DL”\L&IZH;&EQ ]@-lhlﬂnﬂ%lzlﬂ

[ (€) 1BM Cognos PowerPlay Cl )
Select the report (Navigate)

Mavigate the folders or search to find the report to open.

Cognos > Public Folders

e [1 -[7 @ [ @n)]

| [mameg

(] BD 725 Reports

(] CAFR 113 Reports

(7 CAFR Audit Fles

(] CAFR Preparation

(] COPS Recondiiation Reports
(] Custom Reports.

07 EAGLE

[ Financal Analysis

(7 VEswrTahteTEiito

0 mocs

(] NCAS History.

(] Over Expenditure Reports

6. Click on the radio button next to the BD701 Budget Code Recap and then click OK. (you
may have to scroll down to the bottom of the screen to click OK.)

[8M Cognos PowerPlay Client [EE %]
Ele Tools Help

|DEHER o L 2EE| 4 ER| |[Ee 8 bl i2:u

Coqnos » Public Folders > Management Analysis

s [T -[2 Q| n]

| [Name;
el Al Agendies by Account and Fund
r ED 701 Budget Code Recap {univ)
(o BD 701 Summary by Account
ol ED 701 Summary by Account (Lottery)
(o] BD 701 Summary by Account (univ)
sl BD 701 Summary by Purpose

€ [8] B0 701 Summary by Purpose (univ)

ol Management Report

(ol MM - Open Documents by Account

ol MM - Open Doauments by Requestor Vendor
(o Negative Unexpended Authorized Eudget

You have successfully opened the BD701 Budget Code Recap report for DPI.
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A Tour of the DSS Screen
The DSS screen has
e Menu bar

e Tool bar

e Dimension line

¢ Home area

o Workspace

e Scroll bar

e Dimension Viewer

e Dimension Viewer Tool Bar

() 18M Cognes PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes.nanuni (Reporten b | B ]
[8] File Edit View Insert Explore Calculate Format Tools Window Help _l=x

Dedai wEE 4R Do d® b > lx E
({08 Public Insrocion ] | Budgel Type | | Accourts | | Grart Vear ] | Budgel Codes | D! Furding Sources | DPIOEUHHSM Fiscal Pliod

@ [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
(3 08 Public Instruction BD 701
(3 Budget Type MDC: 08xbudgt  Updated: 5212012 3:21:11 Al
(3 Accounts 108 Public Instruction] [Budget TYpe] [Accounts] [Grant Year] [Budd%g Codes] [DFI Funding SourcesQP| Org Units] [ARRA] [Fiscal Yesr] [Fiscal Period] MEASURES
[ Grant Year

(7 Budget Codes 00000 RESERVED FOR. S\SPENSE Layer1of12  *

[ DPI Funding Sources YD CERT YTD AUTH MMQACTUAL | QTD ACTUAN | YTD FISCAL ACTUAL | Unexp Cert Amt Unexp Auth At 1D
£ (1 DPIOrg Units - BUDGH BUDGET ENCUMBRANC
B (3 ARRA EXP+ ApITO C 000 000 94 41094 41094 -410.94 41094 0.00
5 FcalVear REV+ABITOC 00 000 0 0.00 000 0.00 0.00 0.00
(3 Fiscal Period i
sl (7 MEASURES apPROPRIATION o\o 000 41094 41094 41094 -410.94 41094 0.00
| \ \
.

==

DimensionViewer
Dimension Viewer Tool Bar

-9 Subset Definitions
[4 Next Level Children ofBudget Codes

For Help, press Fl.

The Menu bar contains dropdown menus for all available DSS functions.

The Help menu can be used for a detailed explanation of any com-
mand discussed in this document.

The Tool Bar provides buttons to quickly perform a specific menu bar function. These buttons
will be pointed out whenever they are used in a walkthrough.

The dimension line contains all the available dimensions for the report. In order to display all the
available dimensions at once, the dimension line must be resized. If resizing were not done, the
scroll arrows at the end of the dimension line would have to be used to scroll to the desired
dimension. The dimension line needs to be resized every time you access the DSS.

The home area is a “neutral zone.” Positioning the cursor in the home area and clicking the
mouse deselects highlighted cells.
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The workspace is a result of all selections of the available dimensions and the type of graphic
display. Walkthroughs and exercises in this handbook utilize cross-tab displays.

A scroll bar (not displayed above) below or to the right of the data enables users to scroll through
the data whenever the report is too wide or too long for a single screen.

The dimension viewer contains data elements (dimensions) that can be added to a report. You
add data elements to a report by using the dimension viewer tool bar or by dragging them to the
work area.

The dimension viewer tool bar is used to add data elements from the dimension viewer to the
report.

Filtering

Filtering is a way to narrow the information (instead of viewing all available information) from the
DSS database. It is necessary to filter the DSS data because itis delivered at a highly summarized
level. Filtering makes the data more meaningful.

Filtering for fiscal year, fiscal period, measures, and budget code are usually the first steps users
take to customize their data. During this course whenever it is appropriate, you will filter the data
for dimensions.

Filtering Using the Dimension Line
The following walkthrough demonstrates how to use the dimension line to filter for fiscal year and
month.

WALKTHROUGH: Using the Dimension Line to Filter for Fiscal Year
and Month

SCENARIO
You want to review expenditures. After opening the Budget Code Recap
Report for the DPI, you decide to filter the data for fiscal year and month.

Walkthrough Obijectives:
e Filter for current year

e Filter for the current month

To filter for the fiscal year

1. Click on or position the cursor over FISCAL YEAR on the dimension line to view the list
of choices.
Fiscal Year |<—
= Fy 201
Fr2012 < | “d
2. Click current fiscal year.
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FISCAL YEAR is a parent category of the current fiscal year and current fiscal year is a child
category of FISCAL YEAR.

In the dimension line, the dimension changes from FISCAL YEAR in a closed folder to the current
fiscal year in a rectangle. This indicates that the data that is being filtered for the current fiscal
year is the lowest level for this dimension.

&) 18M Cognos PowerPlay Client - [BD 701 Budget Code ~[Remote] Budget_Cubes_nonuniv (Reporter], e =]

@ Eile Edit View Inset Explore Calculate Format Tools Window Help -8 %
DEEER [t ¢HE 48R Do ® il lx k-

| 08 Public Instiction | | Budaet Type Grant Year | | Budget Codes | |_DPI Funding Sources | |_DPI Org Units lF\sca\ Period | | MEASURES

EI@ [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
-3 08 Public Instruction BD701
MDC: 08xbudgt  Updated: 5/3/2012 3:55:54 AM

7 Bu
m-E3 A
(2] Grant Year

-7 Budget Codes

108 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DFI Funding Sources] [DP1 Crg Units] [ARRA] [FY 2012] [Fiscal Pericd] MEASURES

00000 RESERVED FOR SUSPENSE Layeriof12 2

.23 DPI Funding Sources YTD CERT YIDAUTH | WIDAGTUAL | GTDACTUAL |YTDFISCALACTUAL| Unexp CerlAmi | Unexp Auth
o 3 DPI Org Units ‘ ‘ BUDGET BUDGET At
| PO AmRa EXP+ADJTOC 0.00 0.00 41094 410094 41004 094 41084
g :z:::::;u REV+ADJTOC 000 0.00 0.00 0.00 000 0.00 0.00
Wl .03 MEasURes APPROPRIATION 0.00 0.00 410.94 41094 41094 41004 | 41004

=-*5) Subset Definitions
[ﬁ Mext Level Children ofBudget Codes

To review the dimension structure

3. Position the cursor over the current fiscal year on the dimension line.

Parent —
— [Fram2]]| Fsc
By Fiscal Year g [<—— Down Arrow
Current Fitkered Dimension
= FY 2012

The current filtered dimension is displayed in bold. A down arrow identifies the parent

Siblings

category.
4, Position the cursor over the down arrow.
FY 2012 | | Fiscal Period | | MI
Fraom |
%
FY 2012 Fr 2011
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The siblings of the currently filtered dimension are displayed and available for filtering.

To filter for the current month
5. Position the cursor over FISCAL PERIOD on the dimension line to view the list of choices.

Juby
August
September
October
Movember
December
January
Febniany
March
April

May

June

6. Click on the current month to select it from the list.

FISCAL PERIOD is a parent category of the current month and the current month is a child
category of FISCAL PERIOD.

The data is now filtered for the current fiscal year and the current month.
The dimension line displays all the dimensions available for the report. If the dimension line does
not display all dimensions at the same time, arrows at each end of the dimension line appear for

scrolling left and right through the dimensions.

Filtering Using the Dimension Viewer
The following walkthrough demonstrates how to use the Dimension Viewer to filter the data.

WALKTHROUGH: Using the Dimension Viewer for Filtering

SCENARIO
You want to use the Dimension Viewer to continue filtering.

Walkthrough Objectives
e Filter for June

o Filter for the previous year
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To open the Dimension Viewer
When you open your reports, if the Dimension Viewer is not open, use the following steps to open.

1. Click on the Dimension Viewer button on the Toolbar.

S 2| E

Toggle Dimension Viewer

» The Dimension Viewer can also be opened on the menu bar by clicking on View
and then clicking on Dimension Viewer from the dropdown menu.

To resize the Dimension Viewer

2. Position the cursor over the right border of the Dimension Viewer. Notice the cursor
changes shape to become a crosshair.

3. Click and drag the border to the right until all dimension titles are visible.

To filter for the previous Year
4. Double-click on Fiscal Year dimension.
> The plus sign indicates a parent category with child categories below. This
plus sign can be clicked on instead of double-clicking the parent company.

Budget Co emote] Budget_ Cubes_nonuniv (Reporter)]
[ Ele Edit View Insert Explore Calculate Fermat Tools Window Help

F OFHER L wl@E 4R OodiB v x M

5 | 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPIOrg Units Fy 2012 | [Apr | | MEASURES

=) [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
(23 08 Public Instruction

- & x

[Z3 Accounts
(77 Grant Year
| [ Budget Codes

3
=]
i
=*§ (23 Budget Type
7

08 Public Instruction] [Budget Type] [Accounts] [Grant Year]

MDC: 08xbudgt Updated: 5/3/2012 3:55:54 AWM

[Budget Codes] [DFI Funding Sources] [DFI Grg Units] [ARRA] [FY 2012] [April] MEASURES.

00000 RESERVED FOR SUSPENSE

Layer 1 of 12 =

=) Subset Definitions
[ Next Level Children ofBudget Codes

(23 DPI Funding Seurces YTD CERT YTD AUTH WTDACTUAL | QTDACTUAL |YTDFISCALACTUAL| Unexp Cer Amt Unexp Auth Amt | YTD
* (23 DPI Org Units BUDGET BUDGET ENCUNB
i [ aBR2 EXP+ADJTO 0.00 0.00 0.00 .00 0.00 0.00 000 oo
[ i Fiscal Year REV +ADJTO 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
[CT Fiscal Period
&l (21 MEASURES |APPROPRIATION 0.00 0.00 0.00 .00 0.00 0.00 000 000
e
&
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5.  Click on the previous year in the Dimension Viewer.

| ) 18M Cognos PowerPlay Client - [BD 701 Budget Cod Budget_Cubes_nonuniv (Reporter)]
[ File Edit View Insert Explore Calculate Format Toels Window Help

- &%
DeEE&Lhe |t. slE 4R o d® Wil x(e

08 Public Insruction Grant Year | | Budgel Codes | | DPI Funding Sources ] |_DPI Org Units Fv 2012 | (o | | MEASURES
12 [ @ [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
i (-2 08 Public Instruction
- (1 Budget Type MDC: 08xbudgt  Updated: 5/3/2012 3:55:54 AW

-1 Accounts I e P o ames R u

[05 Public Instruction] [Eudget Type] [Accounts] [Grant Year] [Budget Codes] [DFI Funding Sources] [DFI Org Units] [ARRA] [FY 2012] [April] MEASURES

F | @03 GrantYear

7 Budget Codes 00000 RESERVED FOR SUSPENSE Laver1of12 =

-7 DPI Funding Sources YTD CERT YTD AUTH WTDACTUAL | QTDACTUAL |YTD FISCAL ACTUAL | Unexp Cert Amt Unexp Auth Amt | YTD
2y 7 DPIOrg Units BUDGET BUDGET ENCUNMS
pg| =00 ARRA EXP+ADITOC 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00

Fiscal Vi

=& “ = REV+ADITO( 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

(] APPROPRIATION 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00

-7 Fiscal Period
[Z3 MEASURES

% | =8 Subset Definitions
[ Next Level Children ofBudget Codes

6. Click on the Filter button on the Dimension Viewer toolbar.

¥

The Dimension Viewer can be used to efficiently filter when the dimen-
sion being filtered is a comblex dimension, such as Accounts. When
using the dimension line, the DSS user would filter for each level of the
dimension, but with the Dimension Viewer, the user can drill down to
the level to filter, and then click on the filter button.

7. Double-click on Fiscal Year to close the dimension. Or, click on the minus sign next to
Fiscal Year to close the dimension.

To Filter for June
8.  Double-click on Fiscal Period dimension.
» The plus sign indicates a parent category with child categories below. This plus
sign can be clicked on instead of double-clicking on the parent category.

9. Click on June in the Dimension Viewer.
10. Click on the Filter Button on the Dimension Viewer toolbar.
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Remote] Budget_Cubes_nonuniv (Reporter]]
- ||| %

[@ File Edit View Insert Explore Calculste Format Teols Window Help

DEEER. [t |wlHE 4 Q Do d Ml ilrx i

£ 08 Public Instruction | | Budget Type. Grart Year | | Budget Codes | |LDPI Funding Sources | |_DPI Org Unis | | ARRA | {(FY 2011 IMI MEASURES
——

BURGET CODE RECAP

3 -7 Grant Year
[+ [27 Budget Codes BD 701
E MDC: 08xbudgt  Ypdated: 5/2/2012 3:55:54 AN

@[ DPIFunding Sources

= >
I S DPI Org Units |08 Public Instruction] [Budget Type] [Acoounts] [Grant Year] (Budget Codes] [DPI Funding Sourdes] [DFI Org Units] [ARRA] [FY 2011] [June] MEASURES.
- ARRA
ol Year 00000 RESERVED FOR SUSPENSE \ Layer 10712 2
53 Fiscal Period YTD CERT YTD AUTH WTDACTUAL | QTO\ACTUAL | YTD FISCAL ACTUAL |  Unexp Cert Amt Unexp Auth Amt YTD
. BUDGET BUDGET ENCUMB
August EXP +ADJTOC 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
| (]
.[E] Septemb
Oi'i;’:{ < REV +ADJTOC 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5] .[B] November Z| | apPROPRIATION 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
December ™y
™ :
8] January 1. Double-click on Fiscal \
February Period to open the dimension.
~.[B March
April 4. The report is now filtered
;'@_Ma;\‘ 2 Click on June to select the for June of the previous year.
|l June - desired month.

MEEEE Definitions
- [B#A\Next Level Children ofBudget Codes

3. Click onthe Filter button
to filter the data in the report.

The DSS report displays the data filtered for June of the previous year.

To close the Dimension Viewer
11. Click on the Dimension Viewer button on the toolbar.

» The Dimension Viewer can also be closed on the menu bar by clicking on View on
the menu bar and then clicking on Dimension Viewer from the dropdown menu.
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Drilling

Drilling is a method used in the DSS to obtain either more detailed or more summarized
information, depending on whether you drill down or up. Drilling down on a dimension gives you
more detailed data. Drilling up on a dimension returns the data to a more summarized level.

The DSS uses the mouse cursor shapes to indicate where data can be drilled down. The mouse
cursor has three distinct shapes when positioned over data: the normal arrow shape, the plus
sign and the plus sign with an up arrow. The following walkthrough teaches you how to uncover
detailed data at points indicated by the plus sign.

Mouse Cursor Shapes

R Cannot Drill Down

d]] Drill Down
I%J Drill Up

The following walkthroughs demonstrate drilling down to obtain detailed data and then drilling
back up to summarized data again. In the previous walkthroughs, you opened the DSS, selected
the budget view, selected a budget database for the DPI, filtered for fiscal year and month, and
are now ready to customize the view by drilling down.

WALKTHROUGH: Drilling Down

SCENARIO
You are a manager at the DPI and are reviewing your expenditures. You
notice that the 5328 Communications and Data Processing balance is high.
You plan to drill down to see the detailed accounts. You expect that account
532822 Managed Lan Svc Charge is probably the reason for the high
expenditure in the 5328 accounts.

Walkthrough Objectives
e Drill down to account 532822

To drill down on expenditures until the 5328 accounts are uncovered
*= Notice the shape of the mouse cursor.

1. Position the mouse cursor in the blank workspace. The arrow shape indicates you may
not drill down.
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«7) IBM Cognos PowerPlay Client - [BD 701 Budget Code Reca
[B File Edit View Insert Explore Calculste Format Tools Window Help =S

SR L wlE@ 82k Q T Ml i

| 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Grg Units FY 2011 MEASURES

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt  Updated: 5/4/2012 2:07:51 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DFI Funding Scurces] [DFI Org Units] [ARRA] [FY 2011] [June] MEASURES

13510 DPI-GENERAL Layer 2 of 12 =
‘ ‘ YTD CERT YTD AUTH MTD ACTUAL QTD ACTUAL | YTD FISCAL ACTUAL | Unexp Cert Amt Unexp Auth Amt YTI
BUDGET BUDGET ENCUMBRANC
EXP +ADJ TO CAS| 10,319,451,066.00 11,470,549 62100 674,614804.03 2433 628,08047 9,880,005,712 22 439,445 35378 1590,543,90878 19,955,514 66
REV +ADJ TO CAS| 3,016,980,493.00 4,187,442,845.00  276,845054.34| 783,434,998.60 2618,246,847 97 398,733645.03 1,560,195,997.03 0.00
APPROPRIATION 7,302,470,573.00 7,283,/106,776.00 | 397,769,749.69| 1,650,193,081.87 7,261,758,864.25 40,711,708.75 21,347,911.75 | 19,968,614.66

% Mouse Cursor (arrow)

2. Now position the mouse cursor over the row dimension EXP + ADJ TO CASH. Notice
that the cursor changes to a plus sign.

The plus sign indicates that EXP +ADJ TO CASH can be drilled down on. The EXP +ADJ TO
CASH is a summary point in the ACCOUNTS dimension. The DSS users can always drill down
on summary points to obtain more detailed information. A summary point is also referred to as a
parent and a detail point is referred to as a child.

i) 18M Cognos PowerPlay Client - [ED 701 Budget Code R
[B) File Edit View Inset Explore Calculate Fermat Tools Window Help BEE

DFEHEL » L@ 3 D@ Wl il

7 | 08 Public Instruction | |_Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units FY 2011 MEASURES

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt  Updated: 5/4/2012 2:07:51 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2011] [June] MEASURES

13510 DPI-GEMERAL Layer2of 12 )
YTD CERT YTD AUTH MTD ACTUAL QTDACTUAL | YTD FISCAL ACTUAL |  Unexp Cert Amt Unexp Auth Amt
BUDGET BUDGET ENCUMBRANC
10,319,451,066.00 | 11,470,549,621.00 674,614,804.03  2,433628,080.47 9,880,005,712.22 439,445353.78 1,590,543,908.78 19‘955.514 66
3,016,980,493.00 4,187,442.845.00 | 276,845054.34  783434,993.60 2,618,246,847.97 398733,645.03 1,569,195,997.03 0.00
7,302470,573.00  7,283,106,776.00 | 397769,749.69 1,650,193,081.87 7,261,758,864.25 40,711,708.75 21,347,911.75 | 19,968,614.66

Plus Sign

To Drill down on EXP + ADJ TO CASH
3. Double-click on the row labeled EXP + ADJ TO CASH.
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) IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (REP“"E’

[ File |Edit| Yiew Inset Explore Calculate Fermat Joels Window Help _[=]x
DeEERo |t e F s kR Ood il |«

7 | 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources ] | DPI Org Units FY 2011 MEASURES

BUDGET CODE RECAP
BD 701
Updated: 5/4/2012 2:07:51 AM

MDC: 08xbudgt

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2011] [June] MEASURES

13510 DPI-GENERAL Layer2 of 12 iy

YTD CERT YTD AUTH MTD ACTUAL QTD ACTUAL | YTD FISCAL ACTUAL Unexp Cert Amt Unexp Auth Amt YTD
BUDGET BUDGET ENCUMBRANC
E
10,319,451,066.00 | 11,470,549,621.00 | 674614,804.03 | 2433,628,080.47 9,880,005,712.22 43944535378 1,590,543,908.78 | 19,968,614.66

EXP +ADJ TO CAS|

276,845 054 34 783,434 998 60 398,733 64503 1,569,195 997.03

397,769,749.69

2,618,246,847 97
7,261,758,864.25

3,016,980,493.00
7,302,470573.00

Plus Sign

4,187 442,845.00

7,283,106,776.00 40,711,708.75 21,347911.75

19,968,614.66

1,650,193,081.87

DSS expands the summary point EXP + ADJ TO CASH in order to display the Expenditures and
Adjustments to Cash summary points. Notice that the plus sign cursor indicates that summary
point Expenditures can be drilled down.

4, Double-click on EXPENDITURES.

To Drill down on 532 PURCHASED SERVICES
5.

Double-click on the row labeled 532 PURCHASED SERVICES.

<) IBM Cognos PowerPlay Client - [BD 701 Budget Cade Recap - [Remote] Budget Cubes_nonuniv (Reporter)]
[@ File Edit View Insert Explore Calculste Format Tools Window Help NER

DeEdER o |t @ 4R Cod Wil x k-
MEASURES

£ | 08 Public Instruction | | Budget Type Grant Year | | Budaet Codes | | DPI Funding Sources | | DPI Org Units FY 2011

BUDGET CODE RECAP
BD 701
MDC: D8xbudgt  Updated: 5/4/2012 2:07:51 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Godes] [DFI Funding Sources] [DFI Grg Units] [ARRA] [FY 2011] [June] MEASURES

13510 DPI-GENERAL Layer 2 of 12

531 PERSONAL SER

532 PURCHASED SH

533 SUPPLIES)
534 PROPERT)
535 OTHER E:

536 AID &PUB
537 RESERVE!

PLA
PENS
IC A

538 INTRAGOV] ,‘RNN
ADJUSTMENTS JO CA
REV + ADJ TO CA§H

APPROPRIATION

93511,550.00
253,190,216.00

9,440,322.00
7,505,147.00
28,564,221.00
9,756,490,292.00
53,995,981.00
116,753,337.00
000
3,016,980,493.00
7,302,470,573.00

98,128,129.00
278,175,706.00

6,678,621.00
8,607,811.00
45,724,084.00
10,874,445,608.00
10,526,149.00
148,173,513.00
0.00
4,187,442,845.00
7,283,106,776.00

12,183,767.24
30,708,280.30

157,897.15

239,652.43
§19,450.95
600,869,741.44
211,080.00
2942493452
000
276,845,054.34
397,769,749.69

23,753,967.03
73,866,477.99

1,117,348.01
286,963.51
1,252,584.19
2,290,643,032.20
211,080.00

42 496,627 54
0.00
783,434,998.60
1,650,193,081.87

85632,033.37
226,963,444.94

3531,063.13
1,497,654.26
2222997018
9,394,920,496.30
211,080.00
145,019,970.04
000
2,618,246,847.97
7,261,758,864.25

7,879,516.63
26,226,771.06

5,909,258.87
6,007,492.74
6,334,250.82
361,569,795.70
53,784,901.00
-28,266,633.04
0.00
398,733,645.03
40,711,708.75

YTD CERT YTD AUTH MTD ACTUAL QTD ACTUAL | YTD FISCALACTUAL | Unexp Cert Amt Unexp Auth Amt D
BUDGET BUDGET ENCUMBRANC
E
EXP +ADJ TO CASH 10,319,451,066.00 | 11,470,549,621.00 67461480403 2433628 08047 9,880,005,712.22 439,445,353 78 159054390878 19,968,614 66
EXPENDITURES 10,319,451,066.00 | 11,470,549,621.00 67461480403 2433628 08047 9,880,005,712.22 43944535378 159054390878 19,968,614 66

12,496,095.63
51,212,261.06

3,147,557.87
7.200,156.74
23,494,113.82
1,479,525,111.70
10,315,069.00
3,153,542 96
0.00
1,569,195,997.03
21,347,911.75

0.00
18,645,892.34

383,678.43
667,245.77
271,798.12
0.00
0.00
000
000
0.00

19,968,614.66

Plus Sign

DSS has expanded in order to display the 4-digit summary accounts.
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The plus sign cursor indicates 5328 COMMUNICATIONS AND DATA PROCESSING can be
drilled down.

To drill down on the row 5328 COMMUNICATIONS AND DATA PROCESSING
0. Double-click on the row labeled 5328 COMMUNICATIONS AND DATA PROCESSING.

(100 Coms e it 85 76 Bt By WA R e - - .

@ Eile Edit WYiew Insert Explore Calculaste Format Tools Window Help
DFEdSheo &0 E %W | T @ WDl ilx i

| 08 Public Instruction | | Budget Type Grant Year | |_Budget Codes | |_DFI Funding Seurces | | DFI Org Units FY 2011 MEASURES

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt  Updated: 5/4/2012 2:07:51 AW
[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Godes] [DPI Funding Sources] [DFI Grg Units] [ARRA] [FY 2011] [June] MEASURES.

13510 DPI-GENERAL Layer2of12 i
YTD CERT YTD AUTH MTD ACTUAL QTDACTUAL  YTD FISCAL ACTUAL Unexp Cert Amt Unexp Auth Amt YTD fa

BUDGET BUDGET ENCUMBRANC

EXP + ADJ TO CASH 10,319,451,066.00 | 11,470,549,621.00 | 674,614804.03 2433,628,080.47 9,880,005,712.22 439,445 353.78 1,590,543,908.78 1955;514.55

EXPEMNDITURES 10,319,451,066.00 | 11,470,549,621.00 | 574,614804.03 2433,628,080.47 9,880,005,712.22 430,445 35278 1,500,543,908.78 | 19,968,614.66

531 PERSOMAL SER 93,511,550.00 98,128,120.00 | 1218376724 23,753 967.03 85,632,03337 7.879516.63 12,496,095 63 0.00

532 PURCHASED SE 253,190,216.00 278,175706.00 | 30,708,280.30 73,866,477.99 226,963,444 94 26,226,771.06 51,212,261.06 | 1864589234

5321 PURCHASED 230,413226.00 244 617828.00| 29,2993209.54 68,5641,792.92 200,617,250.29 29,796,085.71 44,000,577.71 | 17,245316.19

5322 UTILITY/ENEF 252515.00 279,520.00 11,759.44 30,657.73 14171494 111,800.08 137,805.08 0.00

5323 REPAIR SERY 129,032.00 238,235.00 565394 892554 9817224 30,859.76 140,06276 85,974.02

5324 MAINTEMANC 976,680.00 8,377,487.00 -992 69525 271,264 64 798246202 -7,005782.02 39502498 684563

5325 RENTALSILE/ 2,921,262.00 3,110,176.00 279,657.28 625,455.19 2,105,272.92 816,088.08 1,004,902.08 56,816.62

5327 TRAVEL & OTI 9,658,733.00 7.501,692.00 442 95059 1,161,690.54 4,812,96518 4,845 767 82 2,688,726.82 135.00

5328 COMMUNICA 8,002,803.00 13,343,495.00 157831777 3,040,487 .42 10,699,646.19 -2,696,84319 2,643,848 81 1,249759.88

1,144.00

Notice that when the cursor is positioned over the 532822 MANAGED LAN SVC CHARGE
account, it is displayed as an arrow. The arrow indicates that this account cannot be drilled down
any further 532822 MANAGED LAN SVC CHARGE is a detail point, not a summary point. Detall
points are at the lowest point of the dimension hierarchy and indicate that you cannot drill down
any further.

Notice when the cursor is positioned over the 5328 COMMUNICATIONS AND DATA
PROCESSING, it is displayed as a plus sign with an up arrow. This special plus sign indicates
that the account can be drilled up.

You have now successfully drilled down on your expenditures to find out how much you spent for
Managed Lan Svc charges.
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WALKTHROUGH: Drilling Up

SCENARIO
After drilling down to uncover details, you want to review the data
at a more summarized level.

Walkthrough Objectives
e Drill up to all Expenditures

To drill up on rows
1. Position the cursor over the row label 5328. Notice the cursor is a plus sign with an up
arrow in the middle. This special sign indicates that the account can be drilled up.

s

) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)] e
[ File Edit View Insert Explore Calculate Format Tools Window Help NEE
DEedShe | wHE 48R ||[Doed Wiyl lv iz
| 08 Public Insinuction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units FY 2011 ] [June | | MEASURES
BUDGET CODE RECAP
BD 701
MDC: 08xbudgt Updated: 542012 2:07:51 Al
[08 Fublic Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes) [BFI Funding Scurces] [DFI Org Units] [ARRA] [FY 2011] [June] MEASURES
13510 DPI-GENERAL Layer2of12 2
Plus Sign with up YTD CERT YTD AUTH MTDACTUAL | QTDACTUAL  YTDFISCALACTUAL| Unexp Cert Amt Unexp Auth Amt D -
arrow BUDGET BUDGET ENCUIuIEEIRANC
EXP +ADJTCCASH | 10,319.461,066.00 | 11.470,549,621.00| 67461480403 | 2,433,628,08047 |  0,880,005,712.22 43944535378 | 1500,543,908.78 | 19,968,614.56
EXPENDITURES 10,319,451,066.00 | 11470,540,521.00 674,614,304.03 | 2433,628,080.47 9,880,005,712.22 43044535378 1500,543,908.78 | 19,968,614.56
531 PERSQNAL SER|  93511550.00 9812812900 1218376724 | 2375396703 85,632,03337 7.879,516.63 12,496,005 63 0.00
532 PURCHASED SE 253,190,216.00 278,175,706.00 30,708,280.30 73,866,477.99 226,963,444 94 26,226, 771.06 51,212,261.06 18,645,892.34
5321 PUREHASED| 23041333600 |  244617,828.00 29.209,399.54 |  60,541,792.92 200,617,250.29 29,796,085.71 44000577.71 | 17,245316.19
5322 UTILITYENER 253,515.00 279,520.00 1175044 30,657.73 141,714.94 111,800.05 137,805.06 0.00
5323 REPAR SER\ 129,032.00 238,235.00 5,553.04 8,925.54 93,172.24 30,850.76 140,062.76 85,074.02
5324 MAINTENANC 978,680.00 8.377.487.00|  -092,60525 271,264 84 7,982,462.02 7,005,782.02 395,024.08 5,845.53
5325 REN SILES 2921,362.00 3,110,176.00 279,657.28 625,455.19 2,105,273.92 816,088.08 1,004,902.08 56,816.62
5327 TRAVEL & OTI 9,668,733.00 7.501,692.00 442,980.59 1,161,600.54 4,812,965.18 4,845,767.82 2,688,726.82 135.00
8,002,803.00 1334349500 1578,317.77 3,040,487.42 10,699,646.19 2,696,243.19 254384881 1249,750.88 Summary
Row

1 COMPUTE
C

Double-click on the summary row 5328 COMMUNICATIONS AND DATA PROCESSING.
Double-click on the summary row 532 PURCHASED SERVICES.

Double-click on the summary row EXPENDITURES.

Double-click on summary row EXP + ADJ TO CASH.

Position the cursor over the row APPROPRIATION. Notice the cursor becomes an arrow.
The arrow indicates that you cannot drill because it is a calculation.

ougaprwN
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Substituting Dimensions

Any dimension from the dimension line or dimension viewer can be used as a row or column.
Changing row and column dimensions changes the focus of the data presentation to emphasize
other dimensions.

The following walkthrough demonstrates how to substitute a new dimension for the current row
or column dimension.

WALKTHROUGH: Substituting Dimensions in Rows and Columns

SCENARIO
You are a manager at the DPI, the Department of Public Instruction, company
08XX. You have been asked to submit a budget for Computer/ Data
Processing Services for the next fiscal year. In order to plan a budget, you
decide to use the DSS to review your expenditures and detailed accounts.
You want to see the expenditures for account 532821 COMPUTER/ DATA
PROCESS SVC for all budget codes and for all months in the current fiscal
year. You decide that changing the dimensions in the rows and columns will
give you the data you need.

Walkthrough Objectives
¢ Change columns to months

¢ Change rows to Budget Codes
o Filter for account 532821
e Filter for MTD ACTUAL

To display All Budget Codes as rows

1. From the menu bar, click Explore.
|..)) 1BM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Reporter)
@ Eile Edit View Insert Calculate  Format Tools Window Help - [ ]
DeEdESh o | i Swap 3 Rows and Columns
& | 03Pwlo Insmeton | | Bugg ~ C"en9eDERlY ' Rows and Layers DPIOrg Units FY 2011 MEASURES
——— b
Suppress Columns and Layers SUDGET CODE RECAT
Automatic Exceptions 3 BD 701
Custom Exceptions... MDC: D8xbudgt Updated: 5/4/2012 2:07:51 AM
[08 Public Instruction] [Budgst Type Reset Dimensions Pl Funding Sources] [DPI Org Units] [ARRA] [FY 2011] [June] MEASURES
13510 DPI-GENERAL Mested Charts Layer 2 of 12 o
Rank... MTD ACTUAL QTD ACTUAL  |YTD FISCAL ACTUAL Unexp Cert Amt Unexp Auth Amt YTD
N ENCUMBRANC
Sort.. £
EXP +ADJ TO CASH 10, Re-Sprt 674,614 804.03 | 243362808047 9,880,005712.22 43044535378 1,590543,908.78 | 19,968,614 66
REV + ADJ TO CASH 3| Show Values As , || 276.84505434 | 783,434,998 60 2,618,246,847.97 39873364503 | 1,569,195997.03 0.00
APPROPRIATION 7| Convert Currency.. 397,769,749.69 | 1,650,193,081.87 | 7,261,758,864.25 40711,708.75 2134791175 | 19,968614.66
Drill Threugh
Get Data »
Change to Explarer
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Before adding months as the columns, it is necessary to delete the current columns. Since we
will filter for account 532821, we will also delete the layers.

To delete the columns, from the menu bar
Click on Edit.
Click on Select.
Click on Columns.
Press the Delete key on the keyboard.

4.

5.
6.
7.

@ IBM Cognos PowerPlay Client - [BD 701 Budget Code Reca

@ Eile View Insert Explore Calculate Format Tools Window Help - | & %]
0= Undo Swap Lists Ctri+Z Do MM x e
Z(ogp 1" Sont Vear | | Budget Goges | | DPI Funding Sources | | 0PI 0 Unis Fr 2011 MEASURES
Cut Shift+Delete BUDGET CODE RECAP
Copy culc MDC: 08x6udgt Up2£:§:15m2012 207:51 AN
Paste Ctrl+V
[08 Public Paste Specidl... Budget Codes] [DPI Funding Scurces] [DFI Org Units] [ARRA] [FY 2011] [June] MEASURES
EXP + —— R Layer 1 of 3 |
= TD AUTH MTDACTUAL | QTDACTUAL |YTDFISCALACTUAL| Unexp GertAmt Unexp Auth Amt D
Eind CtrleF  [BUDGET ENCUIquBRANc
| ooopoR  Select v Rows 0 0.00 0.00 0.00 0.00 0.00
(3510t s L?bE"“ &2 Solumus )3| 243362808047 9,880,00571222 43044535378 | 159054300878 | 19,968 614.60
23510 DPI-SPECIAL 504,675,700.00 iym cuten 92,843,282 39 460,481,389 17 144,094,310 83 506,844,491 25 0.00
23511 DPI-SCHOOL TE 37,927 690.00 R — 4453246 79 25,034 612 49 12,893,077 51 5,438,805 51 0.00
23515 DPHT PROJECT 7,158,286.00 29,498,247.00 163,229.96 369,113.93 16,712,640.62 -0,556,354.62 12,784,606.28 | 1,454971.10
29110 OSBM-PUBLICS|  195410637.00|  325410,637.00 16,099,18575 | 133,505632.55 305,000,276.25|  -110,498,630.25 19,501,360.75 0.00
33510 DPI-FEDERAL 000 214991178709 14278541730 43827709401 154858723356 1,546 567,233 56 501,324,553 53 0.00
53501 DPI-TRUST-SPE 18,660,509.00 18,603,838.00 332,207 61 6,486,004 43 18,130,355 85 530,153.14 47348214 0.00
53503 DPI-TRUST-GF 12,416,452.00 2516507800 147049158 5,166,787 65 18,257,633.24 -5,841,181.24 6,908,344 76 0.00
53510 DPI-TRUST 10,466,250.00 20,466,250.00|  4,148,802.16 2,782,296.26 23,502212.52 -13,035,962.52 -3,035,962.52 500.00
53511 DPI-TRUST 34,082,058.00 45785,154.00| 342494750  10,783813.62 43,834934.84 -0,752,876.84 1,950,219.16 0.00
73510 DPH-INTERNAL § 75566407.00 | 14541927300 236026871  11,630,39569 101,244,161.07 26 677,754.07 4417511193 | 17,286863.36

delete layers, from the menu bar
Click on Edit.
Click on Select.
Click on Layers.
Press the Delete key on the keyboard.
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) 1BM Cognos PowerPlay Client - [BD 701 Budget Code Recap - 5
[@ File Edit View Insert Explore Calculste Format Tools Window Help NER

DeEd&ER - |t £#H&E & Ted MM Db

£ | 08 Public Instruction | | Budget Type Grant Year | | Budaet Codes | | DPI Funding Sources | | DPI Org Units FY 2011 MEASURES

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt  Updated: 5/4/2012 2:07:51 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Godes] [DFI Funding Sources] [DFI Grg Units] [ARRA] [FY 2011] [June] MEASURES

00000 RESERVED FOR

13510 DPI-GENERAL

23510 DPI-SPECIAL
23511 DPI-SCHOOLTE
23515 DPHT PROJECT
29110 OSBM-PUBLIC §
33510 DPI-FEDERAL
63501 DPI-TRUST-SPE
63503 DPI-TRUST-GF
63510 DPI-TRUST
63511 DPI-TRUST
73510 DPIHNTERNAL 5

To add months as columns, from the dimension viewer toolbar

12. The report needs to be filtered for all fiscal periods in order to use months as columns.
Click on June on the Dimension line and select Fiscal Period.

13. Click the Dimension Viewer button.

14. Click on the Plus Sign beside the Fiscal Period.

15. Click on July.

16. Press and hold the Shift key on the keyboard and click on June.

17. On the Dimension toolbar, click Add as Column.

The DSS report now has displayed budget codes as rows and months as columns. No amounts
will be displayed for future months. Now we have to filter for account 532821.

|
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@ IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap -
@ File Edit Wiew [nsert Explore Calculate Format Tools Window Help - [ ]

DEEER s & wl@ 4R o @ bl

£F| 08 Public Instruction | | Budget Type Grant Year | | Biudget Codes | |LOP! Funding Seurces | |LDPIOrg Units | | ARRA | [[FY 2011 ) |_Fiscal Penad | | MEASURES |

=] B[ Budget Codes - BUDGET CODE RECAP
;| -3 DPIFunding Sources B0 701
:‘ | B3 DPIOK Units MDC: 08xbudgt  Updated: 5/4/2012 2:07:51 Al
=
[]'"D ARRA [08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2011] [Fiscal Period] MEASURES
-] Fiscal Year
B3 Fiscal Period | MNovember December January February March April May June
July
= B August 00000 RESERVED FOR 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
i) ;E"‘Eb”“be’ 13510 DPI-GENERAL 0.00 0.00 0.00 0.00 | 3,975133,965.59 291555259288 | 1800,34335288  B15240,055.88
. ctober
November 23510 DPI-SPECIAL 0.00 0.00 0.00 0.00 | 1,161,440,792.00 1,205,879,192.00 | 1205,679,192.00  1,209,116,400.00
¢ [E] December =|| 23511 0PI-sCHOOLTE 0.00 0.00 0.00 0.00 75,817,334.00 75,836,357.00 75,836,357.00  75,836,357.00
January 23515 DPHT PROJECT 0.00 0.00 0.00 0.00 11,644,720.00 11,644,720.00 1164472000 12,980,646.00
-[] February
B March 29110 OSBM-PUBLIC S 0.00 0.00 0.00 000 390,821274.00  390,821274.00| 390,82127400  390,821274.00
Eil] April 33510 DPI-FEDERAL 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
-|E] May
June 3501 DPI-TRUST-SPE 0.00 0.00 0.00 0.00 27,873,564.00 32,694,921.00 32701,817.00 | 33,109,831.00
z -1 MEASURES 63503 DPI-TRUST-GF 0.00 0.00 0.00 0.00 24,832,904.00 24,832,804.00 2483290400  24,832,904.00
p =
& — 83510 DPI-TRUST 0.00 0.00 0.00 0.00 20,500,000.00 20,500,000.00 20,905,060.00 20,932,500.00
o | =8 Subset Definitions
[ Next Level Children ofBudget Coder| 53511 DPI-TRUST 0.00 0.00 0.00 0.00 £8,087,174.00 68,087,174.00 68,156,522.00  68,164,116.00
73510 DPHNTERNAL § 0.00 0.00 0.00 0.00 | 119,726,131.00 119726,131.00| 119,726,131.00  123,618,026.00

To filter for account 532821

17. Click on the plus sign beside Accounts.

18. Click on the plus sign beside Exp + Adj to Cash.

19. Click on the plus sign beside Expenditures.

20. Click on the plus sign beside 532 Purchased Services.

21. Click on the plus sign beside 5328 Communication and Data Processing.
22. Click on 532821 Computer/Data Process Svc.

23. Click on the Filter button on the dimension viewer toolbar.

To filter for current fiscal year

24, Click on the plus sign beside Fiscal Year.

25. Click on the current fiscal year.

26. Click on the Filter button on the dimension viewer toolbar.
27. Close the Dimension Viewer.
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) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - dg
[@ Eile Edit View Inset Explore Calculate Format Jools Window Help _[=]=

DEEERLy (L wHE 4R Mo dd Wil ix

| 08 Public Instruction | | _Budget Type | (532821 COMPUTER/DATA PROCESS SVC | | Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units \ FY 2012 | | Fiscal Period ’TVIE}\SUHESl

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt Updated: 5/4/2012 2:07:51 AM

[08 Public Instruction] [Budget Type] [532821 COMPUTER/DATA PROCESS SVC] [Grant Yesr] [Budget Codss] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2012] [Fiscal Period] MEASURES

July August September October November December January February March April May June
00000 RESERVED 0.00 000 0.00 0.00 000 0.00 000 0.00 000 0.00 000|000
13510 DPI-GENER 1,007,489.00 987,489.00 994,439.00 994,489.00 994 489.00 994,439.00 994 489.00 994.489.00 994 489.00 994,439.00 994,489.00| 0.00
23510 DPI-SPECIA 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00
23511 DPI-SCHQO 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00
23515 DPI-IT PRO. 0.00 000 0.00 0.00 000 0.00 000 0.00 000 0.00 000|000
29110 OSBM-PUBL 0.00 000 0.00 0.00 000 0.00 000 0.00 000 0.00 000|000
33510 DPI-FEDER) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00
63501 DPI-TRUST- 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00
63502 DPI-TRUST- 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|0.00
63510 DPI-TRUST 0.00 000 0.00 0.00 000 0.00 000 0.00 000 0.00 000|000
63511 DPI-TRUST 0.00 000 0.00 0.00 000 0.00 000 0.00 000 0.00 000|000
73510 DPHNTERN 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 0.00

The DSS displays the Budget Codes as rows and months as columns. The data is filtered for
fiscal year and account.

To exit Explorer without saving the report

28. Click on the X in the upper right corner of the report.
DO NOT click on the red X at the top upper right of the screen as this will close the Cognos
client.

29. Click on No in the Save changes pop-up window.

IEM Cognos PowerPlay Client l&

Save changes to BD 701 Budget Code Recap - [Remote]
! % Budget_Cubes_ncnuniv (Reporter)?

Y¥es Mo Cancel

........................................

The DSS returns to the IBM Cognos PowerPlay Client screen.
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SUMMARY

This section of the handbook utilized walkthroughs to demonstrate the DSS techniques. These
DSS steps enable users to retrieve data in a summarized form and filter it to obtain meaningful
information by:

e Opening a DSS Report by selecting an appropriate report folder.

¢ Filtering data for fiscal year and month.

e Drilling down on a dimension summary point to uncover more detailed information.
e Drilling up from details to dimension summary points.

¢ Changing dimensions in rows and columns.
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Working with Layers

Overview

Users often want to keep Accounts and MEASURES respectively for rows and columns when
they look at data for various budget codes or cost centers. One way to do that is to add layers to
a report. Layers are like displaying the pages of a financial report where each page shows the
data for a different month, year, budget code, cost center, or other layer dimension.

Just as any dimension can be a row or column, any dimension can be
used as a layer.

|.-) 180 Coanas PowerPiay Client - [BD 701 Budgst Code Recap - [Remote] Budget Cubes nonuniv (Reporter)] =
[B File Edit View Insert Explore Calculste Format Tools Window Help AEE
Ded&R - wEE 4R Sl k3

£ | 08 Public Instruction ] | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units Fiscal Year | | Fiscal Period | | MEASURES

BUDGET CODE RECAP
BD701
MDC: 08xbudgt Updated: 5/8/2012 3:58:19 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Godes] [DPI Funding Sources] [DPI Grg Units] [ARRA] [Fiscal Year] [Fiscal Pericd] MEASURES

(13510 DPI-GENERAL )

Qay’eﬂ ule [:

¥TD CERT YTD AUTH YTD FISCAL ACTUAL Unexp Cert Amt Unexp Auth Amt YD
R BUDGET BUDGET ENCUMBRANC
EXP +ADJ TO (|164§58,371,917.00 167 393 360 596.0 95,739,335,203.30 68,519,036,713.70 71,654,025 39270 EQT‘QQE‘ES
REV+ADJTO (| 44,193,422 60500 | 47 347 77508100 22,184,314 533 82 22,009,108,071.18 25,163,460 547 18 27473
APPROPRIATION (120,064 949,312.00 120,045585515.00 . 73,555,020,669.48  46,509,928,642.52 | 46,490 56 2 | B97,928,384.20
A /

Layer Label | Number of Layers | | Up & Down Arrows |

To scroll up and down through the layers
1. Click on the up/down arrows on the right side of the layer label area.
» You can right click on the word Layer or any part of the layer except the text of the

layer label. Then click on Go to Layer. Scroll through the layers in the Go to Layer
dialog box. After selecting the desired layer, click the OK button.

Drilling down on layers to display more information
If a dimension with a detail structure such as budget codes is used as layers, the lower levels of

the dimension’s structure can be viewed by clicking on the Layer Label. This step is similar to
drilling down on rows or columns to display more detail information.

Walkthrough: Drilling into Layers to Display Detail Information

The following walkthrough demonstrates how to drill down and up on layers, using the dimension
Budget Codes as the layer dimension.

Similar to dimensions in rows and columns, dimensions in layers can also be drilled to uncover
details.
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Scenario
You are going to use the BD 701 Budget Code Recap report
to drill down and up within the layers.

Walkthrough Objectives
o Filter for Current Month
e Filter for Current Fiscal Year
e Drill down and up within the layers

1. Open the BD 701 Budget Code Recap report. (If necessary, refer to Procedure 1:
Opening a DSS report.)

To filter for the current month
2. Position the cursor over Fiscal Period on the dimension line.
3. Click on the current month from the dimension list.

To filter for the current fiscal year
4, Position the cursor over Fiscal Year on the dimension line.
5. Click on the current fiscal year from the dimension list.

To view the structure of the Budget Codes dimension on the dimension line
6. Position the cursor over Budget Codes dimension on the dimension line to open the
dimension list.

Budget Codes . 1
13510 DPIGENERAL [ = Ummary point

23510 DPI-SPECIAL

23511 DPI-SCHOOL TECHMOLOGY

23515 DPHT PROJECTS

23110 05EM-PUBLIC SCHOOL BUILDING FU

33510 DPI-FEDERAL
63501 DPI-TRUST-SPECIAL Children
63503 DPI-TRUST-GF

63510 DPI-TRUST
63511 DPI-TRUST
73510 DPHNTERNAL SERVICE

¢ Notice the structure of the Budget Codes dimension in the dimension list: the
Budget Codes is the summary/ parent layer, with budget codes listed below
it.

o Drilling down on a budget code will uncover its associated fund(s).

7. Move the cursor off Budget Codes dimension on the dimension line to close the
dimension list.
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To go to a different layer
8. Double-click on the word layer in the layer area.

Go to Layer @lﬂ

13510 DPHGENERAL

23510 DPI-SPECIAL = Cancel
23511 DPI-SCHOOL TECHNOLO(= |

23815 DPHT PROJECTS bl

25110 O5BM-PUBLIC SCHOOLE
33510 DPI-FEDERAL
Layer number: 1 ‘ |

.

9. Click on 23510 DPI — SPECIAL layer to select it from the Go to Layer dialog box.
¢ Notice that the number of the selected layer is displayed in the Go to Layer
dialog box.

10. Click on the OK button.

The DSS displays the 23510 DPI-SPECIAL layer.
¢ Notice that the layer label and layer number have changed.

¢ Notice also that when the mouse is positioned over the layer label, it changes
to a plus sign, indicating that it is a summary point.

|- 1BM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)]
[@) File Edit View Insert Explore Calculate Format Tools Window Help _[=]x

DEEER- L 08 48R Codiwlrlxlid

| 08 Public Instruction | | Budaet Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units Fr 2012 | [May | | MEASURES

BUDGET CODE RECAP
BD 701
MDC: O8xbudgt Updated: 5/5/2012 2:58:36 AM

It
[08 Fublic Instruction] [Bu¢ e rpe] [Accounts] [Grant Yesr] [Budget Codes] [DFI Funding Sources] [DFI Crg Units] [ARRA] [FY 2012] [May] MEASURES
23510 DF'\—SF’ECIAld} Layer 2 of 11 -
YIDC YTD AUTH MTD ACTUAL QTD ACTUAL  YTD FISCAL ACTUAL Unexp Cert Amt Unexp Auth Amt YTD
BUDGET BUDGET ENCUMBRANC
EXP+ADJTOC|  104,638,99, 2,393623.27 | 31,005,179.28 298,291,102.35 -193,652,110.35 273,455,328.02 0.00
I Plus Sign Cursor l
REV+ADJTOC 104,121,521 - | 30,189.77 | 27,322,958.74 268,597,600.03 -164,476,083.02 208,226,797.59 0.00
APPROPRIATIOK 517,466.00 492202375 2,363,432.50 3,682,220.54 20,693,493.32 -29,176,027.32 -24,771,460.57 0.00

To drill down on the layer
11. Double-click on the layer label 23510 DPI-SPECIAL.
12. Click OK within the Subset Breakage box.

-

Subset Breakage

You are about to break a subset in this 0K
PowerPlay standard report.

Cancel

g

[v Shaow this message again

¢ Notice that the number of layers changes. The data does not change since this
is the summary layer.
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1) 1BM Cognos PuwerPIaLCIiei [BD 701 Budget Cnde_Recap - [Remntgmgimbsimmniv (Reporter]] EE
[® File Edit View Inset Explore Calculate Format Tools Window Help N EE

DEEER L wilE 48R Mo d i~ x i

| 08 Public Instruction | | Budget Type Grant Year | |_Budget Codes | | DPI Funding Sources | | DPIOrg Units Fr 2012 | [ May | | MEASURES

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt Updated: 5/5/2012 2:58:36 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DFI Funding Sources] [DFI Org Units] [ARRA] [FY 2012] [May] MEASURES

23510 DPISPECIAL ([ Laverzorao Jr
YTO CERT YTD AUTH WTDACTUAL | QTDACTUAL |YTD FISCAL ACTUAL | Unexp Cert Amt Unexp Auth Amt
BUDGET BUDGET ENCUMBRANC
EXP+ADJTOC| 10463899200 57174643037 | 229362327 3100517928 29829110235 19365211035 273,455,328 02 Y /
REV+ADJTOC|  104121,526.00 |  566,324,406.62 30,189.77 | 27322,958.74 268,507,60003|  -164,476,083.03 208,226,797.59 Layer
APPROPRIATION 517,466.00 492202375 | 236343350 | 3682,220.54 20693,493.32 20,176,027.32 24,771,460.57] Number

Drlling down on a layer uncovers detail below the summary/parent
point. The remaining layers are children points.

To view the current Budget Codes layer structure
13. Double-click on the blank part of the layer label, or the word layer.

F B
Go to Layer &IﬂJ

13510 DPHGENERAL -

23510 DPI-SPECIAL | Cancel
2000 SPECIAL REVENUE .

2002 STABILIZATION ED ARRA

2003 STABILIZATION GOV ARR.
2004 EDUCATION JOBS FUND f =

Layer number: 2

¢ Note that Budget Code 23510 has become the summary layer and its detalil
budget fund has become the detail layer.

14. Click on the OK button.

To drill back up to budget codes

15. Position the cursor over the summary layer 23510 DPI-SPECIAL. Notice the cursor
changes to a plus sign with an up arrow inside of it. This indicates that by double-clicking
on the point, you will be drilling up.

16. Double-click on the layer label of summary layer 23510 DPI-SPECIAL.

e —
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@IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter]] [E=RER
B File Edit View Insert FExplore Calculste Format Tools Window Help _ =[x
DedE&be |t wE 4R fod@ Ml x|

{08 Publc Instruction | | Budget Type | [ Accounts | | Grart Year ) | Budget Codes | | DPI Funding Sources | | D10 Unts FY 2012 | [Way | | MEASURES

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt Updated: 5/5/2012 2:58:36 AM [

[08 Public Instruction] [Budget Type] [Accounts] [Grant Yres:] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2012] [May] MEASURES

23510 DPI-SPECIAL s

I YTD CERT YTD AUTH MTD ACTUAL QTD ACTUAL  YTD FISCAL ACTUAL Unexp Cert Amt Unexp Auth Amt YTD B
BUDGET BUDGET ENCUMBRANG
EXP+ADJTOC| 10463800200 57174643037 | 2,303623.27| 31,005179.28 208,291,102.35 -193,652,110.35 273,455,328.02 ~om
REV+ADITO(| 104,121,526.00  556,824,406.62 30,180.77 | 27,322,058.74 268,597,609.03 -164,476,083.03 298,226,797 59 0.00
APPROPRIATION 517,466.00 492202375 | 236343350 | 3,682,22054 29,693,493.32 2017602732 [ 2477146957 0.00

You have now successfully drilled down and up on the layers of budget codes.

Swapping Rows, Columns, and Layers

Sometimes a report can be improved by swapping rows, columns, and layers to change the
perspective of the data presentation.

The following walkthrough demonstrates swapping rows, columns, and layers.

WALKTHROUGH: Swapping Rows, Columns, and Layers

SCENARIO
Your manager at the DPI, company 08XX, likes the data in the BD701 Budget
Code Recap report. However, your manager is not satisfied with the way the
data is currently presented. Your manager asks to see the report with the
columns and layers swapped.

Walkthrough Objectives
e Swap columns and layers

To swap columns and layers

1. Click on Explore on the menu bar.
2. Pasition cursor over Swap from the dropdown menu.
3. Click on Columns and Layers from the dropdown menu.
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L&) IBM Cognos PowerPlay Client - [BD 701 Budget Cade Recap - [Remote] Budget Cubes_nonuniv (Reporter)]
[3 File Edit View Insert Calculate Format Tools Window Help HER

1 Click on Explare /' swap , Rows and Columns
. ‘ hange Display Rows and Layers e 71 [egl] B

de

5
»

Suppress Columns and Layers ) BUDGET CODE RECAP

Automatic Exceptions > BD 701

2. Position cursor Custom Exceptions... A
over Swap. Reset Dimensians Fi Funding seuees] oF of 3. Click on Columns and Layers.
R —— Nested Charts Layer2of11 2
YTD CE Rank.. CTUAL | QTDACTUAL |YTDFISCALACTUAL| Unexp CertAml Unexp Auth Amt YTI
BUDGI g ENCUMBRANC
ort... =
EXP-ADJTO]| 104828 I 3,62327 | 31,005,179.28 298,291,102.35 -193,652,110.35 273,455,328.02 0.00
REV+ADITOC| 104,121 0,180.77  27,322,958.74 268,597,600.03 -164,476,082.03 208,226,797 59 0.00
Show Values As >
APPROPRIATION 517 343350 3,682,220.54 20,603,403.32 -20,176,027.32 2477146957 0.00
Convert Currency...
Drill Through
Get Data 3

Change to Explorer

The DSS displays the data with swapped columns and layers. The BUDGET CODES are now
the columns and the MEASURES are the layers.

) IBM Cognes PowerPlay Client - [ED 701 Budget Code Recap - [Remote] Budget_Cubes_nenuniv (Reporier)]
@ File Edit Wiew Inset Explore Calculate Format Tools Window Help =& xl
DEEEL- [ fHE 48R T dd M1+ lx

£ | 08 Public Instruction | |_Budget Type Grani Year | | Budget Codes | | DPI Funding Sources | |LDPI Org Units | | ARRA | [y 2012 My ] [ MEASURES |

BUDGET CODE RECAP

MDC: 08xbudgt  Updated: 5/5/2012 2:58:36 AM [
[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Godes) [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2012] [May] MEASURES
YTD GERT BUDGET Layer1ofg 2
13510 23510 23511 23515 DPHT 29110 33510 63501 63503 63510 63511 73510
DPI-GENERAL | DPISPECIAL | DPISCHOOL | PROJECTS | OSBM-PUBLIC | DP-FEDERAL DPI-TRUST-SPE DPI-TRUST-GF = DPI-TRUST DPI-TRUST | DPHNTERNAL
EXP + ADJ TO (| 10,128,369,547.00 | 104,635,992.00] 26.472,780.00 | 10935,504.00 | 122658,019.00 000 1393244500 1241645200 1025000000 3389990500 99,539,823 00
REV+ADJTOC| 25109893.260.00 | 104.121526.00 | 26.472780.00 | 7.923787.00 | 122.659.019.00 000 1393244500 1241645200 10.250.000.00 33,899.906.00  B0.894.802 00
APPROPRIATION| 7.617.376.287.00 517.466.00 000 3.011717.00 0.00 0.00 0.00 0.00 0.00 0.00 18.845,021.00

The OSC delivers several standard DSS reports that are stored in a shared network directory and
cannot be altered. However, changes to a report can be saved as a custom report for future use.
Each night, the data will be updated for the new custom report.

Saving a Custom Report
The following walkthrough demonstrates how to save a customized DSS report for automatic data
updates.

WALKTHROUGH: Saving a Custom Report

SCENARIO
Your manager has decided that the report you produced is acceptable. You want to save
this report layout under the name class budget for future use.

Walkthrough Objective
e Save the report as class budget.ppx

To save the custom report

1. Click on File on the menu bar.

2. Click on Save As from the File dropdown menu.

3. Select the directory c:\DSS Training from the Save As dialog box.
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i - 2
(@ I

Savein: I ., D55 Training

= Mame
&ﬁ
Recent Flaces

Desktop

LW

Libraries
|
Coi

@

Metworlc

o ¢BcE =
‘ Date medified Type Cancel |

1. Save in Box. - ]
Optionz...

il

Freview

[ Fazzword... |

2. Type in Name of Custom

Repart.

|

i | 3

File name:

Save as type:

Iclass budget| j
IF‘vc:u'.J»"erF‘Ia“y.r Portable Report (* ppa) LI

=]

e You may save the report anywhere on your LAN to which you have write access. You do
not have authority to overwrite the DSS delivered reports on the web.

4. Type class budget in the FILE NAME field of the Save As dialog box.
e You are not limited in the DSS to the number of characters used in the naming of your
report. However, you may be limited in the number of characters by the drive to which you

are saving the report.
¢ Notice the suffix .ppx.

This indicates you are saving a PowerPlay Portable report and will

always be opened with the updated cube on the web.

5. Click on the Save button.
You have now successfully saved your custom report for future use.

To close the report

6. Click on the X in the upper right corner of the report.
DO NOT click on the red X at the top upper right of the screen as this will close the Cognos

client.
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The DSS closes the report and displays a gray screen of IBM Cognos PowerPlay Client.

o NOTE: If you want to open another report from this gray screen, click on File Open on the
Menu bar or click the Open folder icon on the toolbar.

SUMMARY

This section of the handbook introduced the concept of layers. The walkthroughs demonstrated
the DSS tools and techniques for drilling down and up through layers. You learned to:

Go to a different layer by scrolling or using the Go to Layer dialog box.

Drill down on a layer by double-clicking on the layer label.

Drill up on layers by double-clicking on the summary layer label.

Swap rows, columns, and layers by using the Explore command on the menu bar.
Move between layers.

Save customized DSS reports.
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Creating Custom Reports

Overview of the DSS
The DSS provides the tools for creating detailed financial reports. With DSS users can:

» Make calculations with the data.

* Display details of more than one dimension on a row or column.
» Add or delete rows, columns, and layers.

* Move rows, columns, and layers.

* Create groupings of related dimension points.

Opening a Report
The following walkthrough demonstrates how to open an existing report.

WALKTHROUGH: Opening an Existing Report

SCENARIO
You are a manager at the DPI. You have been asked to determine the total
cost of longevity to your agency. You decide to base your customized report
on the CAFR 52G Statement of Revenues, Expenditures
and Changes in Fund Balances.

Walkthrough Objectives
e Opening the CAFR 52G Statement of Revenues, Expenditures and Changes in Fund
Balances

To open the report

1. Login to the NCAS DSS IBM Cognos PowerPlay client. (Refer to Procedure 2: Opening
a DSS Multi-Dimensional Cube (MDC) Report)
2. From the Public Folders area, select the Financial Analysis folder.
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18M Cognos PowerPlay Clent e —" | € | 88

+| File Tools Help

S NSHER (L AEE 4 ER||F e b bl 2

Cognos > Public Folders

| |named
[ BD 725Reports

3. Select CAFR 52G Statement of Revenues, Expenditures, and Changes in Fund
Balances.
Drilling in DSS

Drilling down is used to uncover detailed financial information in reports.
The following walkthrough demonstrates how to drill down through different dimensions of a
report.

WALKTHROUGH: Drilling Down in a Report

SCENARIO
In order to create your customized report, you decide to filter the
data for fiscal year and then drill down on expenditures to
uncover more details.

Walkthrough Objectives
o Filter for the current fiscal year
o Filter for the current fiscal period
o Drill down on the employee benefits line to get the detailed accounts

To filter for the fiscal year
1. Paosition the cursor over the previous fiscal year on the dimension line.
2. Click on the current fiscal year from the dimension list.

To filter for the month
3. Position the cursor over 13th Period on the dimension line.
4. Position the cursor over the down arrow next to Fiscal Period from the dimension list.
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Filtering removes unnecessary information so only the information that
you need Is in your report. Usually the month, year, and budget code
are filtered.

5. Click on the current month.

To drill down on an expenditure account
6. Double-click on Employee Benefits.

Drilling down on a parent category reveals the children categories.
Drilling down gives you more detail about your category. When you drill
down, all children categories are added and the parent category also
remains in the report.

The DSS inserts and highlights rows of detailed data below the summary point (parent). Notice
that the detailed accounts that were drilled down are highlighted.

(50 1M Cognos PowerPlay Client [CAFR 526 - of Fures and Chenges in Fund Balances - (Remete] Gor_Cue: Reporc 1 I = 1

8 File Edit View Inset Explore Colculate Format Tools Windew Help _[=]x
DEdEL- L wilE 46 Q) S dd bl b

7 | 08 Public Instruction | | Al GASE Numbers | | GAAP Fund Type | | Al Accounts | | All Budget Codes Fr 2012 | [ May | [ YTD ACTUAL
of , E:

= [Remote] Gov_Cubes CAFR 526G ( f i and Changes in Fund Balances)
[Z 08 Public Instruction Governmental Funds
[ All GASE Mumbers MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM

[21 GAAP Fund Type Report Format 04/20/2012

[ All Accounts

[08 Public Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [F¥ 2012 [May] YTD ACTUAL
[ All Budget Codes

(1 ARRA General i
e X3 Fiscal Year
M [ tFiscal Period; REVENUES
(3 MEASURES Federal funds 1,147,045,314.76
[@] Investment earnings 171277336
Interest earnings on loans 33164717
Sales and senvices 16,556,946 36
Rental and lease of property 1,595,233.88
Fees, licenses andfines 2,250,867.01
Student tuition & fees, net 260,529 60
Contributions, gifts and grants 264,393 71574
Miscellaneous 1,842,584 09
Unclassifiediinvalid accounts 107,737,341.00
TOTAL REVEHUES 1,543,826,952.97
EXPENDITURES
Personal services 7213782628 Summaw Point/
Employee benefits 59,757,201 59 | d=——"""""" | Parent Company

Detail Points/
Children

|
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7. Position the cursor over Employee Benefits. The cursor becomes a plus sign with an up
arrow. This shows that Employee Benefits is a parent category and can be double-
clicked on to drill back up.

To explore the results
8. Position the cursor over 531461 EPA&SPA-LONGVTY PAYAPPRO. Notice that the
Cursor is an arrow.

When the cursor is positioned over a detailed account, its shape
changes to an arrow, indicating that the detailed account cannot be
drilled further.

To drill to lowest level of a column

9. Position the cursor over the General Column.

10. Double-click on the General Column.

11. Columns 1100 General Fund through 1118 School Technology Fund are revealed.

(2150 Cogon ey it CAFR 57 - Sement o s, Bipendire e Cranges Pt Bances - Reretel G e e - i

@) File| Edit View Inset Explore Calculate Format JTools Window Help
DEESLe (2.0 @ 4R | Do Wi 1+ lx

i | 08 Public Instruction | | AI'GASE Numbers | | GARP Fund Type | | Al Accounts | |_Al Budget Codes Fy 2012 | [May | [YTD ACTUAL

=@ [Remote] Gov_Cubes CAFR 526G (Statement of Revenues, Expenditures and Changes in Fund Balances)
(71 08 Public Instruction Governmental Funds
(2 All GASB Numbers MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM Detail Columns | ‘ ScrollBar ‘
[ GAAP Fund Type Report Farmat 04/20/2012
(X3 All Accounts [08 Public Instruction] [All GASB Numbers] [GAAF Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [May] YTD ACTUAL
[ All Budget Codes
3 ARRA General | 1100 GENERAL 110€GEPJERAL FUND | 1103 GENERAL | 1106 GENEFEAL 1115 PUBLIC SCHOOL |1 jig
bg 1 Fiscal Year FUND (SPECIAL REV) FUND (FEDERAL) | FUND (TRUST) BLDG CAPITAL FUN 1
B [ Fiscal Period REVENUES
(71 MEASURES Federal funds 1,147,04531476
[é)] Investment eamings 171277336
Interest earnings on loans 331,647.17
Sales and senvices 16,556,946.36 0 2,06 0.00
Rental and lease of property 1,595,233.88 0 0 0.00
Fees, licenses andfines 2,350,867.01 3 70 0.00
Student tuition & fees, net 260,529 60 0 000
Contributions, gifts and grants 264,393 71574
Miscellaneous 1,842,584.00
Unclassifiediinvalid accounts 107,737,341.00 Wy 0.00 0o
TOTAL REVEHUES 1,543,826,952.97 22 .75 268,590,716.53 | 1,147,045314.76 143,312.39
EXPENDITURES
Personal services 72137,826.28 0.00
Employee benefits 59,757,201.59 944 490 0.00
531461 EPALSPA-LONGVTY PAY-APPRO 78291912 0.00
531462 EPARSPA-LONGVTY PAY-REC 42017096 2 96 0.00 ()
531511 SOCIAL SEC CONTRIB-APFRO 368574324 0.00 0.00
531512 SOCIAL SEC CONTRIB-RECPTS 159147346 1,591 48 0.00 0.00
531521 REG RETIRE CONTRIB-APPRO 4,697,004 54 0.00 (V)
531522 REG RETIRE CONTRIB-RECPTS 269571201 01 0.00 0.00
Med Ins Contrib-Appro. 3,81847213
531562 MED INS CONTRIB-RECPTS 1,533,117.78
531572 UNEMP COMP PAYMNTS TO ESC 172,167.20
531576 FLEXIBLE SPENDNG SVG ACCT 82,166.71 0.00 ()
531624 GRIEVANCE SETTLEMENT 7,000.00 7,000.00 0.00 0.00
531627 ST DISABILITY PMT-APPROP 50,304.62 0.00 0.00
531628 ST DISABILITY PMT-RECEIPT 21,042.70 0 0.00
\ 531631 WRKER COMP-MED PAYMENTS 39,812711.36 0 0.00
Ao f31Af1 TAX FMP FXP REIMB-APPROP 112 933 9, 11 goo . i
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You have successfully created a report that is filtered for fiscal year, current month, and GASB,
and shows details in expenditure accounts. Use the scroll bar to the right to scroll through the

accounts in this report.

GASB's.

Use the scroll bar at the bottom to scroll through the General Fund

The DSS provides methods for drilling up to summary dimension points on rows, columns and
layers. The DSS techniques presented in the following walkthrough are used throughout this

course.

WALKTHROUGH: Drilling Up in Rows

SCENARIO

After drilling down to uncover details, you want to review the data at the
summarized level. You decide to drill up one level on the detailed accounts.

Walkthrough Objectives
e Drill up to the Statement Caption Summary

To drill up on the Statement Caption Summary
1. Scroll down to the Employee Benefits caption.
2. Position the cursor over Employee Benefits. Notice it becomes an up arrow plus sign.

This means this is a parent/summary point and can be drilled up.

3. Double-click on Employee Benefits. Notice that the highlighted, detailed/child, accounts

disappear.

1<) 18BM Cognos PowerPlay Client - [CAFR 52G - Statement of Rever

[@ Fite Edit View Insert Explore

DEFEEL - [t je=EaE

N e

(08 Publc st A GASB Numbers | [ GARP Furd Type | [ Al Acceuris | [ Al Budget Codes [May ] [¥TD ACTUAL ]

T e e e e P - -

Calculate _Format Tools Window Help

o @B b b 12 | e Bl

=

Governmental Funds
MDC: 08xgov  Updated: 05/05/20
Report Format 04/20/2012

12 01:02:15 AW

108 Public Instruction] [AIl GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Msy] YTD ACTUAL

CAFR 526 (Statement of Revenues, Expenditures and Changes in Fund Balances)

General

1100 GENERAL | 11
FUND

02 GENERAL FUND
(SPECIAL REV)

1103 GENERAL | 1106 GENERAL | 1115 PUBLIC SCHOOL |1
FUND (FEDERAL) | FUND (TRUST)

BLDG CAPITALFUN |1

REVENUES

Federal funds

Investment earnings
Interest earnings on loans
Sales and services

Rental and lease of property
Fees, licenses and fines
Student tuition & fees, net

Contri

ns, gifts and grants
Miscellaneous

Unclassified/invalid accounts

TOTAL REVENUES
EXPENDITURES

Personal senvices

Contracted personal services

1,147,045,314.76
171277336
331,647.17
16,556,946 36
1,595,233.88
2,350,867.01
260,529 60
264,303,715.74
1,842,534.00
107,737,341.00
1,543,826,952.97

72,137.826.28
59,7 9

34,142,493 59

0.00
927275

0.00
870,430.26
0.00
521,880.31
0.00

4,233.00
2578.43
20,737,341.00
22,145,744.75

72,137,826.28
19,944,490.23

0.00
100.00

0.00
2,062,348.63
0.00
1,828,077.70
260,529.60
264,380,482.74
40,277.26

0.00
268,590,716.53

0.00

1,147,045,314.76
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
1,147,045,314.76

0.00

0.00
110,847.39
6,597.00
0.00

0.00

0.00

0.00

0.00
25868.00
0.00
143,312.39

0.00 |
143358539 |
0.00 |
0.00
0.00
0.00
0.00
0.00 |
0.00 |
§7,000,000.00
88,433,585.39

0.00 |

33,304,721.30 746,327.29 0.00 0.00 0.00
Supplies and materials 3,156,477.21 3,156,477.21 0.00 0.00 0.00 0.00
Travel 4,196,151.85 4,196,151.85 0.00 0.00 0.00 000 |+
Communication 942,303 48 942,303 48 0.00 0.00 0.00 000
Utilities 1,069,572.85 1,069 572.85 0.00 0.00 0.00 000
Data processing services 7,965,946 22 7,615238.86 350,707.36 0.00 0.00 000
Other senices 1,587,874.32 1,534,286.42 0.00 0.00 0.00 0.00 |
Claims and benefits 15,229,614.01 15,229 614.01 0.00 0.00 0.00 0.00 |
Debt service:
Other fixed charges 16,061,133.31 15,860,862.31 200,271.00 0.00 0.00 0.00 |
Capital outlay 49,705,766 52 1,093 486.16 24094 0.00 0.00 0.00 |
Grants, state aid and subsidies 7,988,017.767.59 | 7,880,244,17126 0.00 0.00| 2459090636 8383361327 |
Scholarships 12,498,018.15 965,485.10 0.00 0.00 200.00 0.00 |
Insurance and bonding 3,139,690 62 3,139,690.62 0.00 0.00 0.00 0.00 |
Othar 134 1 1330310 0on 0n0 000 nool
3

Employee benefits
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You can drill up on any hierarchy on which you have drilled down. If you
perform successive drill downs, you must dnll up in the same order as
the drill down so that the detail rows disappear. Also, if you move the
child categories after drilling down, you can no longer drill up on the
moved categories. It is not necessary to highlight detailled accounts to

be able to drill up on the parent account.

Since drilling down in a report does not result in eliminating extraneous data, any unnecessary
data may be deleted in a separate step.

Deleting Data in DSS

In DSS, users can delete data in rows, columns, layers, or all at once. The following walkthrough
demonstrates techniques for deleting data in rows and columns.

WALKTHROUGH: Deleting Data in Rows and Columns

SCENARIO
You decide to delete certain rows and columns of data. However, after
scrolling through the accounts in this report, you decide that you would
rather start from scratch than to change this report. The first step in
creating your new customized report is to delete the rows and columns
to give you a fresh start.

Walkthrough Objectives

Delete rows for All Captions except Employee Benefits
Delete the General Column
Delete ALL from the report

To delete contiguous rows from a report

arwNE

Click on row label Revenues.

Press and hold down the Shift key.

Click on Personal Services.

Release the Shift key.

Press the Delete key. The DSS deletes the highlighted rows.
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L) IBM Cognos PowerPlay Client - [CAFR 52 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes _E'@' i

[ File Edit View Insert Explore Colculate Format Iools Window Help _[=]x
DEEdESko |t |wlE 460 Do d (il x (W

| 08 Public Instruction | |_Al GASE Numbers | | GAAP Fund Type | | Al Accounts | | Al Budget Codes Fr 2012 | [May | (YTD ACTUAL

E- & [Remote] Gov_Cubes CAFR 526G (Statement of Revenues, Expenditures and Changes in Fund Balances)
(23 08 Public Instruction Governmental Funds
[ All GASB Numbers MDC: 08xgov  Updated: 05/05/2012 01:03:15 Al
[Z1 GAAP Fund Type Report Fermat 04/20/2012
(3 Al Accounts 108 Public Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [May] YTD ACTUAL
[ All Budget Codes
(3 ARRA General 1100 GENERAL | 1102 GENERAL FUND =~ 1103 GEMERAL | 1106 GENERAL | 1115 PUBLIC SCHOOL 1| ~
b FUND (SPECIAL REV) FUND (FEDERAL) | FUND (TRUST) BLDG CAPITALFUN 1
b (77 Fiscal Year L
(77 Fiscal Period
)
b [Z3 MEASURES
S
6 68,590,716 0 6 8
PEND
Employee benefits 59,757 20159 19,944 490 23 0.00 000 39,812,711.36 000 ¢
Contracted personal senices 34,142 48359 33,394,721.30 746,327 29 0.00 0.00 000}
Supplies and materials 3,156,477.21 3,156 477.21 0.00 0.00 0.00 0.00 ¢
Travel 4,196,15185 4,196,15185 0.00 0.00 0.00 000 ¢
Communication 94230348 942,303.48 0.00 0.00 0.00 000!
Utilities 1,069,57285 1,069,572.85 0.00 0.00 0.00 000 ¢
Data processing senices 7,965,946.22 7,615,238.86 350,707 36 0.00 0.00 000!
Other services 1,587,874.32 1,534,286 42 0.00 0.00 0.00 000 ¢
Claims and benefits 15,229,614.01 15,229,614.01 0.00 0.00 0.00 0.00 ¢
Debt service
Other fixed charges 16,061,133.31 15,860,862 31 200,271.00 0.00 0.00 000!
Capital outlay 40,705766.52 1,003,486.16 24094 0.00 0.00 0.00 ¢
Grants, state aid and subsidies 7,988,017, 767.59 | 7,880,244 17126 0.00 000 | 2459090636 83,833,613.27 |
Scholarships 12,498,01815 965,485.10 0.00 0.00 200.00 000!
Insurance and bonding 3,139,690.62 3,139,690.62 0.00 0.00 0.00 0.00 ¢
Other if 134 1 17330310 000 000 000 non e~
« »

Personal services

6. Click and hold the left mouse button on the row labeled Contracted Personal Services.

7. Drag the mouse down to the bottom of the report Fund Balance - June 30. This will
highlight the remaining items on the report.

8. Press the Delete key.

R S
|} 18M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gmf_Cube_:

[ File Edit View Inset Explore Calculate Format Tools Window Help NEE
DEEEhLs Lwil@ 4R Dol xi:u

= 08 Public Instruction m\ GASB Numbers EMP Fund Type | All Accounts | _All Budget Codes

Fr 2012 | [May | [YTD ACTUAL

[} [Remote] Gov_Cubes CAFR 52G ( of , E. es and Changes in Fund Balances)
[ 08 Public Instruction Governmental Funds
(7 All GASB Numbers MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM

[13 GAAP Fund Type Report Format 0412012012

[ Al Accounts
(77 All Budget Codes

JEIRSES)

[08 Public Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Msy] YTD ACTUAL

53}

General 1100 GENERAL | 1106 GENERAL
ARRA
# g Fiscal Vear FUND FUND (TRUST)
Eﬁﬂ [7 Fiscal Period Employee benefits 59,757,201.59 19,944,480.23  39,812,711.36
[ MEASURES

|
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To delete data in a column

9. Click on the column labeled General.

10. Press the Delete key. The DSS deletes the column.
11. Drill down on Employee Benefits.

B IBM Cognos PowerPlay Client - [CAFR 52G - of & i and Changes in Fund Balances - [Remote] Gov_Cubes (R: ‘EE

@ Eile Edit View [nsert Explore Calculate Format Tools Window Help -|[&]x
DEEESRy (L wlE 46 R || ® Wil lrlx ki

| 08 Public Instruction | | Al GASE Numbers | | GAAP Fund Type | |_Al Accounts | | All Budget Codes Fr 2012 | [ May | [¥TD ACTUAL

=@ [Remote] Gov_Cubes CAFR 526G (Statement of Revenues, Expenditures and Changes in Fund Balances)
[ 08 Public Instruction Governmental Funds
3 All GASE Numbers MDC: D3xgov  Updated: 05/05/2012 01:03:15 AM

GAAP Fund Type Report Format 0412012012
All Accounts [08 Public Instruction] [All GASB Numbers] [GAAF Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012) [May] YTD ACTUAL
D 1100 GENERAL | 1106 GENERAL
[ ARRA
ke [ Fiscal Year FUND FUND {TRUST)
s (23 Fiscal Period Employee benefits 19.944.490.23 | 3981271136
[7 MEASURES
&3]

To delete remaining rows and columns at once

12. Click on Edit on the menu bar.

13. Position the cursor over Select in the dropdown menu.
14. Click on All in the dropdown menu.

> Select All is accomplished by pressing the [Control [+ [A] keys.
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- — ——
|..) 18M Cognas PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remate] Gov_Cubes (Rs
File View Inset Esplore Calculste Format Tools Window Help _[=]x
0= Unde Drill Down kI |2 | e e 3l L
S(ogg B 1Y nd Type | [ All Acouni | Al Budget Cades Fr 2012 ) [[May | [YTD ACTUAL
=] G Cut Shift+Delete CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
g Copy Ctrl+C Governmental Funds
d = - MDC: 08xgov  Updated: 05/05/2012 010315 AM
i Baste Ctrl+ Report Format 04/20/2012

Paste Special...

g on] [All GASE Numbers] [GAAF Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [May] YTD ACTUAL
E 3=s ' 1100 GENERAL | 1106 GENERAL

| § End CrieF FUND FUND (TRUST)

| @ Select 5 Rows 1994449023 3981271136
B Renamelabel.. e )

[@] 6 Layers

All Ctrl+A

The DSS highlights all columns and rows (and layers, if any).

15. Press the Delete key.

Remember you are manipulating the data in the database but cannot
destroy or change the database.

You have learned how to use DSS to delete data in rows and columns, resulting in a blank report.
The next step is to plan the rows, columns, and layers you need to add to create your customized
report.

Creating a Custom Report

Each database has a defined set of dimensions which is displayed on the dimension line. Any
dimension can be used as a row, column, or layer.

The following walkthrough demonstrates how to use the Dimension Viewer to add rows, columns,
and layers to create a custom report.

|
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WALKTHROUGH: Adding Rows, Columns, and Layers to Create a
Custom Report

SCENARIO
You decide to begin your custom report by planning the rows,
columns, and layers.

Walkthrough Objectives
e Add certain ACCOUNTS as rows

e Add MONTHS as columns
¢ Add BUDGET CODES/FUNDS as layers

To add Accounts as rows to a report
1. Double-click on All Accounts in the Dimension Viewer.
» To drill down on a dimension in the Dimension Viewer, you can also click on the plus
sign beside the dimension.

Double-click on Operating Statement Accounts.

Double-click on Expenditures.

Double-click on Personal Services and Employee Benefits.

Double-click on Employee Benefits.

Click on account 531461.

Press and hold the Shift key.

Click on account 531462.

Click on the Add as rows button E on the Dimension Viewer toolbar.

©COoNoTrWN

m—
i) IBM Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (F
File Edit View [Insert Egplore Calculate Format Tools Window Help BNEE

DeEd&ho L ie RO el x e
5 (08 Public Instruction | | Al GASB Numbers | | GAP Fund Type | | Al Accours | | Al Budget Codes Fr 2012 | [May | [T ACTUAL
E 53 Employee benefits - CAFR 526G (Statement of Revenues, Expenditures and Changes in Fund Balances)
s K 531461 EPA&SPA-LONGVTY Governmental Funds
(e \..‘._ 531462 EPARSPA-LONGYTY MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
+
= \

[£] 531462000 EPARSPA-LONGY Report Format 04/20/2012

108 PublicInstruction] [All GASE Numbers] [SAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [May] YTD ACTUAL

531512001 PnSEC CONT|

531521 REG RETIRE CORTPRIS

i 531522 REG RETIRE CONTRIB
531522000 REG RETIRE CONT

531541 OPT RETIRE COMTRIE Add as rows Button
[ (20 Med Ins Contrib-Appro.

531562 MED INS CONTRIB-RI

%

531562000 MED INS CONTRIE
531572 UNEMP COMP PAYN
Enl 531574 ADDITIOML EMPLYEE
531575 EMPLOYEE ASSISTAN
531576 FLEXIBLE SPENDNG §
z [Z] 531611 EMPLOYEE SUGGESTI ~
| L s
%
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Dimension Viewer Toolbar Add Buttons

Button

Title

=

Add as rows

&

Add as columns

L

Add as layers

Creating Custom Reports

If the rows do not display within the report, recheck all dimensions to
make sure they are filtered correctly.

If zero suppression is turned on and no columns have been added, the rows will not be displayed.

» There are level buttons to select the level of detail for the categories to be added to

the workspace. Click on the NEXT LEVEL CHILDREN OF button EJ in the toolbox
to add the child categories of the selected category, or click on the LOWEST LEVEL

CHILDREN OF button @to add the lowest level categories, and then add the
dimension to your report. This is faster than drilling down to the lowest level and adding

all categories at that level.

To add MONTHS as columns to a report
10. Click on Fiscal Period on the Dimension Viewer to select it.

11. Click on the Next level children of button. Since there are only two levels of detail for this

dimension, the Lowest level children of button can also be used.

12. Click on the Add as columns button.
o

To remove current period filter
13. Click on Fiscal Period.
14. Click on the Filter button.

To filter for MTD Actual

15. Double-click on Measures.
16. Click on MTD Actual.

17. Click the Filter button.

Office of the State Controller

Page 79



IA: DSS-01A
DSS-Basics Creating Custom Reports

) 1M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expe g
|§| File Edit View Insert Explore Calculate Format Tools Window Hel _ =)=
p p

FEHEL L @A 3l R Do M0~ x

= 08 Publc nstructon | | Al GASE Numbers | | GAAP FundTme Al Accourts | | Al Budget Codes | | ARRA | [[F¥2012 | [ Fiscal Period | [ TD ACTUAL |

2 . October CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
i [E] November Governmental Funds
:‘ : B December MDC:08xgov  Updated: 05/05/2012 01:02:15 AM
= a January Report Farmat 04/20/2012
¥ . |Qruary [08 Fublic Instruction] [All GASB Numbers] [BAAF Fund Type] [All Acoounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
Marc]
i . April July August September October Movember December
abe
= B mey
|[ﬁ:| H 5] June 531461 EPA&SPA-LONGVTY PAY-APPRO 167,751 57 108,187.32 79,019.58 69,844 .29 72,197.08 63,131.30
] : - ﬁ"ﬂd 531462 EPAGSPA-LONGVTY PAY-REC 7778127 49,417.33 33,321.96 4993150 3051816  50,661.06
E| MEASURES)

51 (8 MTDACTUAL

I~
[E vTD ACTUAL
3 [ BEGINNING BALANCE Add as Columns Button
O — p
-[E] YTD ENCUMBRANCE
- =" cvcl Buttons

[Z] VTD FISCAL ACTUAL

< [ m [

The DSS adds the detail level of the Fiscal Period dimension as columns.

To add Budget Codes layers to a report
18. Click on All Budget Codes to select.
19. Click on the Add as Layers button. _‘

» You can also click and drag All Budget codes to the Layer Target area next to the
dimension line to add as layers.

@I File Edit View Insert Explore Calculate Format Tools Window Help BEE

FHEL> L wlE 3R T d ik ly xiM

91 02 Public Insruction | | Al GASB Numbers FMPFundTwel Al Accounts | [ All Budget Codes | [_ARRA | [[FY 2012 | Fiscal Perod | [TD ACTUAL |

=) T " Other CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
3 T
i3 (77 Ureteesitiegd Invalid Accounts ‘Governmental Funds
:' } -[Z1 Reimbursements MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
\ (71 NOM OPERATING .| Layer Targetarea Report Format 04/20/2012
¥
e g:f‘:é:;;”;é"j\f_:su"as (Uses) [0% Public Instruction] [All GASE Number] [GAAP Fund Type] [All Acsounts] [All Budgst Codas] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL
B = July August September October November December
abo
S| @[3 ARRA
Iin:l [-[7 Fiscal Year 531461 EPA&SPA-LONGVTY PAY-APPRO 167,751.57 108,167.32 79,019.58 69,644.29 72,197.08 63,131.30
[l =3 “”’e"” 531462 EPA&SPA-LONGVTY PAY-REC 7778127 49,417.33 33,321.96 49,93150 3051816 50,661.06
July
&1 August
=% September
o October B
Novemnber Add as Layers Button
December
E] Janua
[E] January
February
i [21 March - 2
4 nr »

20. Double-click on the All Budget Codes label on the layer.
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T —
) IBM Cognos PowerPlay Client - [CAFR 52G - Statement of Reve:

@I File Edit View Insert Explore Calculate Format Tools Window Help - |= %
DedE&lho & wllE 3R Do M l» lxiu
£# | 02 Public Instruction ’—-\“'” GASB Numbers EMP Fund Type | All Accounts | [ All Budget Codes FY 2012 | | Fiscal Peried | | MTD ACTUALI
E -1 Other - CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
i (77 Unclassified/Invalid Accounts ‘Governmental Funds
:' 3 1 Reimbursements MDC:08xgov  Updated: 05/05/2012 01:03:15 AM
= £ NOM OPERATING Report Format 04/20/2012
7
g g:f‘:;:;;”;é"j\f_:swces (Uses) [0 Public Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budgst Codas] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL
[BEEl All Budget Codes All Budgst Cogdes Layer1of14 2|
24 -7 ARRA July August September QOctober November December
B [-(E7 Fiscal Year
[E] B+ Fiscal Peried 531481 EPA&SF‘ANGVTV PAY-APPRO 167,751.57 108,167.32 79,019.58 69,844.29 72,197.08 63,131.30
[@] j:”)‘ " 531462 EF'A&SF'A—LONBQ’Y PAY-REC | 77.781.27 49,417.23 33,321.96 49,931.50 30,518.16 50,661.06
ugust
September \
e October = -
oy N 5 - Double-click on the All Budget
Dwemh = Caodes label to expand the layers
ecember
January
February
[E] March =
B i ’

To scroll to the 13510 DPI-GENERAL layer
21. Click on the down arrow until the 13510 DPI-GENERAL layer is displayed.

18M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenu:
[® File Edit View Inset Explore Calculate Format Tools Window Help

DEdELo L wilE@ 46 Q S d bl lxb

£ | 08 Public Instruction | | All GASE Numbers | | GAAP Fund Type | | Al Accounts | | All Budget Codes

[_Fr 2012 | | Fiscal Period | [ MTD ACTUAL |

'E [ Other - CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
R 7 Unclassified/Tnvalid Accounts Governmental Funds
I: ) [ Reimbursements MDC:08xgov  Updated: 05/05/2012 01.03:15 AM
= [Z1 NON OPERATING Report Format 04/20/2012
7 .
g Other Financing Sources (Uses) [08 Public Instruction] [All GASE Numbers] [SAAP Fund Type] [All Accounts] [All Eudget Codes] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL
OTHER ACCOUNTS
@ (77 All Budget Codes of 14
= -1 ARRA July August September October MNovember December
| B[ Fiscal Year
[E] -3 Fiscal Period 531461 EPALSPA-LONGVTY PAY-APPRO 167,751.57 108,167.32 79,019.58 69,344.29 72,197.08 63,131.20
[@] 531462 EPA&SPA-LONGVTY PAY-REC 7778127 4941733 33,321.96 47,850.50 29,625.16 50,661.06
% =
iy E

You have now successfully created your custom report.

A custom report can be saved and will automatically update with new data whenever the
underlying cube is updated.
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The following walkthrough demonstrates how to save a custom report.

WALKTHROUGH: Saving a Custom Report

SCENARIO
Now that your report is complete, you decide to save it for
automatic updates so that you can refer to it often in the future.

Walkthrough Objective
e Save the custom report

To save a custom report
1. Click on File on the menu bar.
2. Click on Save As from the dropdown menu.

) 1M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (R
[I[Eile] Edit View Insert Explore Calculste Format Tools Window Help

C New... Ctri+N
= Open... Crle0 o
Cl
B 8= evenues, Expenditures and Changes in Fund Balances)
s Close All Governmental Funds
e pov  Updated: 05/05/2012 01:03:15 AM
p=7 Save Ctrl+5 Report Format 04/20/2012
¥ Save As.
| Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
Publish...
P Duplicate As L August September October Movember December
] Page Setup...
c 67,751.57 108,167.32 79,019 58 69,844.29 72,197.08 63,131.30
['g] Print Preview
] Print.. Ctrep [77.781.27 49,417.33 33321.96 47,850.50 2962516 50,661.06
&y Send.
5 Run Options...

v Shared Dimensions

Preferences...

1 powerPlayBReport|@name="CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances']
2 [Remote] \..\fold ‘MDCs']\package[ ‘Gov_Cubes']

3 [Remate] \...\powerPlay&Report{ @name='BD 701 Budget Code Recap']

4 [Remote] \...\package[@name="Budget_Cubes_nonuniv']

Log On...
Log Off

Exit
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The DSS displays the Save As dialog window.

( (57 Save As &J‘

Save in: | , D55 Training j = I'j{ e g &
L Mame : Date modified Type Cancel

e .
4 Mo items match your search.
Recent Places

[ | s |
[ e |

Desktop

r=nl
Libraries

A
Computer
@
MNetwark
4 1 b
File name: |s. Expenditures and Changes in Fund Balancesj
Save as type: |PowerPIag,r Portable Report (. pps) j

Users may save reports in any directory where they have write access.

3. Select the directory C:\DSS Training from the Save As dialog box.

To type the name of your report

4. Type ClassRpt in the FILE NAME field of the Save As dialog window. (Be sure you are
saving to the C:/DSS Training.)

5. Click on the Save button.

You have now successfully saved your report.

e —
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NOTE: If you customize a report from an existing standard report and save it to your hard drive
or network drive, the name at the top of the report screen defaults to the standard report and does
not change to your customized name once saved. So it is important to change the name of your
report in the title place holder in order to identify the report when opened in the future. (Formatting
titles is covered in the Formatting and Printing chapter.)

@ IBM Cognos PowerPlay Client - [CAFR 526 - Statement o

[8] File Edit View Insert Explore Cal

bt= Format Tools Window Help

NEE

DEeE&ER

T e

&=

i @

e d® b0l

7 | 08 Public Instruction | | Al GASB Numbers GAANEunG Type | | Al Accounts | | AllBudget Codes Fr 2012 | | Fiscal Period | [[MTD ACTUAL

@ [Remote] Gov_Cubes
08 Public Instruction
All GASE Numbers
(X GAAP Fund Type

CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds

MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM

Report Format 04/20/2012

&7 All Accounts

[08 Public Instruction] [All GASE Numbers] [SAAP Fund Type] [All Accoul
(77 All Budget Codes

|41l Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL

N

13510 DPI-GEMNERAL

-G ARRA Layer20f14 2
¥ (7 Fiscal Year Jul August September October Movember December
[ﬁ] @[ Fiscal Period

(27 MEASURES 531461 EPALSPA-LONGVTY PAY-APPRO 167,751.5 108,167.32 79,019.58 59,844.29 72,197.08 63,131.20
[@] ‘ \ 531462 EPALSPA-LONGVTY PAY-REC | 77.731.2N¢9‘417.33 33,321.96 47,850.50 29,625.16 50,661.06

\ N

Change your report title in the title place holder
for report identification for future use.

Once saved, the report title defaults to the original
standard report used to create your custom report.

NOTE: If you customize a report from an existing standard report and publish it to your custom
folder, the name at the top of the report screen will change to your customized name.

File Edit Wiew [nsert Explore C#ulate Format Tools Window Help
DeEESh el @ R o @ b0l e

= 08 Public Instruction | | Al GASE Numbers Gm Fund Type | | Al Accounts | | All Budget Codes FY 2012 | | Fiscal Period | | MTD ACTUALI

El @ [Remote] Gov_Cubes CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)

B~ 08 Public Instruction Governmental Funds
MDC:08xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012
[08 PublicInstruction] [All GASE Numbers] [GAAR Fund Type] [All Acoynts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL

All GASB Numbers.
GAAP Fund Type
All Accounts

All Budget Codes
ARRA 13510 DPI-GENERAL Layer 2 of 14 2
Fiscal Year uly August September October November December
Fiscal Period
[ MEASURES 531461 EPALSPA-LONGVTY PAY-APPRO 167, /%0 .57 108,167.32 79,019.58 69,844.29 72,197.08 63,131.20
[@] ‘ R‘MEE EPABSPA-LOMGVTY PAY-REC | 77,781 49,417.23 33,321.96 47,850.50 29,625.16 50,661.06

A \
When a custom report is Published to your
agency custom folder, the report fitle

changes to the customized name.

You should still change your report title in the title
place holder for report identification.
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The following walkthrough demonstrates how to close a report.

WALKTHROUGH: Closing a Report

SCENARIO
You are now ready to close your report.

Walkthrough Objective
e Close the report

To close the report
1. Click on the “X” in the upper right corner of the report. DO NOT click on the red “X” in the
upper right corner of the screen as this will close the IBM Cognos PowerPlay client and
you will have to log in again to open another report. If you are asked to save changes to
your report, click no.

This activity provides practice in creating a custom report. The following scenario establishes a
situation similar to one that employees might encounter in the workplace.

ACTIVITY: Creating a Custom Report

SCENARIO
You are responsible for the General Administrative Supplies for your
agency. To help you review your month-to-date expenditures, you decide
to create a custom report using the BD701 Budget Code Recap Report for
your agency.
Create your custom report so that it shows your month to date actual
expenditures by budget code for General Administrative Supplies (Acct. #
5331XX) for the current year. This report will be named custom1.ppx and
you will use it later.
Filter the data by using these dimensions:

Current Fiscal Year
MTD ACTUAL (MEASURES).

Activity Objectives
e Openthe BD701 Budget Code Recap Report

Filter for the current fiscal year

Filter for MTD ACTUAL

Delete all

Add months as columns

Add detailed 5331XX account as rows
Add Budget Codes as layers

Save the Report as Custom1.ppx
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Use the following diagram as a guide to create your custom report. When you are finished, save

and close the report.

BUDGET CODES

JUL | AUG | SEP | OCT | NOV | DEC | JAN | FEB | MAR | APR | MAY

JUN

5331XX

5331XX

5331XX

5331XX

For assistance with this activity, refer to the Steps for Completing the Activity on Creating a
Custom Report and the Sample Solution on the following pages or ask the instructors for help.

Sample Solution for the Activity on Creating a Custom Report

<) IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - .
[@) File Edit View Insert Explore Calculate Format Tools Window Help

Months as columns

- || & x
DEFEdERe L fHE 487 Do @ W@+ lx i
= 1205 ) [ Budeet Type Grart Year | | Budaet Codes | | OSC Cost Certers [(Fr2012 | | Fiscal Period | [ MTD ACTUAL |
BUDGET CODE RECAP
BD 701
MDC: 14xbudgt Updated: 5/5/2012 3:06:43 AM
[14 OSC] [Budget Type] [Accounts] [Grant Year] [Budget Codas] [OSC Cost Centers] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL
14160 OSC-GENERAL Layer1of2 =
July August September October MNovember December January February March April M
a
533110 GENERAL OFFICE SYPPLIES “"'--u.ﬁ.gz_ 376.23 634.10 1,60%05 35279 127.38 2,251.48 1,665.20 24780 #
| L 1
533120 DATA PROCESSING BUPPLIES 0.00 3,282 403.40 -124.40 1,069.29 1,131.32 0.00 [#
\ Detailed 5331XX |
533150 SECURITY & SAFETY[SUPP 0.00 accounts as rows 75.21 a7.11 4751 67.19 4751 4751 #
533190 OTHER ADMIN SUPPLIES X T Y 0.00 oo | 0.00 0.00 0.00 0.00 [#
Budget codes as layers \ /
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Steps for Completing the Activity on Creating a Custom Report

To open your agency’s BD701 Budget Code Recap report from DSS IBM Cognos
PowerPlay client

1. From the Public Folders area, click on the Management Analysis folder.

2. Click on the radio button next to the BD701 Budget Code Recap report and click OK.
To filter for the current fiscal year and MTD Actual

3. Position the cursor over Fiscal Year on the dimension line.

4 Click on the current fiscal year from the dimension list.

5. Position the cursor over MEASURES on the dimension line.

6 Click on MTD ACTUAL from the dimension list.

To delete all columns/rows/layers
7. Press the Ctrl + A keys.
» Select all can be performed on the menu bar by clicking on Edit and then positioning

the cursor over Select. Then click on All from the dropdown menu.

8. Press the Delete key.
9. You will get the subset breakage box, click OK.

To open the Dimension Viewer
10. If the Dimension Viewer is not open when you open the report, click on the Dimension
Viewer button on the © toolbar.

To add months as columns

11. Click on Fiscal Period on the Dimension Viewer.

12. Click on the Lowest level children of button on the Dimension Viewer toolbar. @

13. Drag Fiscal Period to the right of the home area. A heavy vertical line is displayed.
Release the mouse button.

bt
> Or, click on the ADD as Columns button on the Dimension Viewer tool bar.

To add all 5331XX accounts as rows

14. Double-click on the ACCOUNTS dimension on the Dimension Viewer to drill down.

15. Double-click on EXP + ADJ TO CASH to drill down.

16. Double-click on EXPENDITURES to drill down.

17. Double-click on 533 SUPPLIES to drill down.

18. Click on 5331 GENERAL ADMINISTRATIVE SUPPLIES to select it.

19. Click on the Lowest level children of button on the Dimension Viewer toolbar.

20. Drag 5331 GENERAL ADMINISTRATIVE SUPPLIES to the bottom of the home area. A
heavy horizontal line is displayed. Release the mouse button.

-+
> Or, click on the ADD as Rows button on the Dimension Viewer tool bar. ﬁ‘
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To add BUDGET CODES as layers

21. Click on the BUDGET CODES dimension on the Dimension Viewer to select it.

22. Click on the Next level children of button on the Dimension Viewer toolbar. Lowest level
children of would have added the lowest level, which is Funds.

23. Drag Budget Code/Funds to the Layer Target area. =

To save the report

24, Click on File on the menu bar.

25. Click on Save As from the dropdown menu and save to C:\DSS Training.
26. Type customl in the FILE NAME field of the Save As dialog window.

27. Click on the Save button.

To close Reporter
28. Click on the “X” in the upper right corner of the report.
You have successfully created a customized report.

SUMMARY
This section of the handbook used walkthroughs to demonstrate several basic techniques to
create custom reports by:

e Drilling down on a dimension summary point to uncover more detailed information in a
report.
Drilling up on a dimension summary point to reduce detailed information in a report.
Deleting data in a report.
Adding dimensions to a report.
Saving and closing a custom report.

e —
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Modifying Custom Reports

Overview
This section describes how to change custom reports by:
* Adding a calculation row, column, or layer.

» Adding a blank row or column.
* Adding an underline.
* Moving a row, column, or layer to another location.

»  Swapping rows, columns, and layers.

First, you are going to open the OSC report you saved earlier.

Custom reports retrieve data from databases which are updated nightly by the OSC. When
opening custom reports at a future date, you should see the same rows, columns, and layers, but
with updated data.

Opening a Custom Report
The following walkthrough demonstrates how to open your customized report.

WALKTHROUGH: Opening a Custom Report

SCENARIO
You are a manager at the DPI. You want to open a customized report that you created
earlier to see the updated data.

Walkthrough Objectives
e Open the custom report

¢ Close the Dimension Viewer
¢ Resize the dimension line

To open a customized report

1. Open Windows Explorer.

2. Click on C:\DSS Training. If the report has been saved in another directory, select the
appropriate directory.

3. Double-click on ClassRpt.ppx.

You have now successfully opened your customized report.
To close the Dimension Viewer, if needed
e Click on the Dimension Viewer button on the toolbar.

To resize the dimension line, if needed
o Position the cursor on the edge of the dimension line until a double-headed arrow is

displayed.
e Click and drag the dimension line until it is doubled in size.
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Frequently, information in financial reports is used in calculations. Calculations can be created
using rows, columns, or layers in the report.
Calculations are often used for computing:

e An increase of a certain percent in expenses.

e The percentage of total expenditures that a specific expenditure represents.
¢ The total of customized groupings of revenue or expenditure categories.

¢ The excess of expenditures over revenues (or appropriations).

Adding a Calculated Row
The following walkthrough demonstrates how to add a row calculation to a report. A subsequent
walkthrough covers adding a column calculation to a report.

WALKTHROUGH: Adding a Calculation Row to a Report

SCENARIO
You determine that you need a total of longevity.

Walkthrough Objective
e Add a calculation row LONGEVITY

To select the rows to be used in the calculation
1. Click on 531462.

2. Press and hold down the Shift Key.

3. Click on 531461.

4, Release the Shift Key.

. Notice the cursor box around 531461. The calculated row will be inserted beneath
the cursor box.
. NOTE: Calculated rows are added below the cursor and calculated columns are

added to the right of the cursor.

To set up the calculation

5. Click on Calculate on the menu bar.
6. Click on Add from the dropdown menu.
|.£) 1M Cognos PowerPlay Client - [CAFR 526 - of . Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter)] =
[B) File Edit View Insert Explore [Calculate] Format Tools Window Help _[=]x
A& o & Add... lv lx | e
| 08 Publc Inscion | [ AIGASB NamB|  ~VCtct- loet Codes F 2012 | | Fiscal Period ] [[MTD ACTUAL
D"‘E‘_E'” (Statement of Revenues, Expenditures and Changes in Fund Balances)
Multiply... Governmental Funds
T MDC: 08xgov  Updated: 05/05/2012 01:0315 AM
Report Format 04/20/2012
Percent of Base.
[08 Public Instruction] [All GASE Numbers] [GA Tl Do T e, RRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL
13510 DPGENERAL Maximurn... Lajer20f14  *
Minimum... ember October MNovember December January February March April May

Average..

531461 EPA&SPA-LONGVTY PAY 9,019.58 69,844.29 72,197.08 63,131.30 81,612.40 43,589.41 50,090.08 47,518.09 0.00

531462 EPARSPA-LONGVTY PAY Exponentiate... 3,321.96 47,850.50 29625.16 50,661.06 36,144.09 34,593.58 31,217.72 29,558.29 0.00

Accumulate

Rollup...

Percent Growth...

Forecast...

DSS displays the ADD dialog box.
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. Order
Box for Calculation Order
—
~ Cancel

LabelBox 531462 EPALSPA-LONGVTY PAY-REC + 531461 EP)

To change the label title

7. Type LONGEVITY in the Label box.

8. Click the OK button.

Notice that the calculation is displayed in the row below the location of the cursor box

B I8M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter)] L o |
@ File Edit View Insert Explore Calculate Format Tools Window Help - &%

DEESR (L wHE 4R || Mo Wil ix ki

| 08 Public Instruction | | Al GASE Numbers | |_GAAP Fund Type | |_Al Acsourts | | Al Budget Codes | ARRA | [Fy 2012 | | Fiscal Period | [MTD ACTUAL |

CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012

[08 Fublic Instrudtion] [All GASE Numbers] [GAAF Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
13510 DPI-GEMERAL Layer 2 of 14 =
July August September October MNovember December January February March April May
531461 EPAZSPA-LONGVTY PA’ 167,751.57 108,167.32 7901958 6984429 7219708 63,131.30 8161240 4358941 50,090.08 47,516.09 000
531462 EPAZSPA-LONGVTY PAY 77,781.27 49,417.23 33,321.96 47,850.50 29,625.16 50,661.06 36,144.09 3459258 321772 29,558.29 0.00
I Cursor Box |

You have successfully completed the calculation row.

Working with Rows

Sometimes a report can be improved by moving a row to another location. Any dimension that is
a row, column or layer can be moved.

The following walkthrough demonstrates how to move a row in a report.

WALKTHROUGH: Moving a Row

SCENARIO
Now that you have created the LONGEVITY calculation row, you want to move it to the
bottom of the customized report.

To move the LONGEVITY calculation row to another location
1. Click on the row label, LONGEVITY, and release. The LONGEVITY row is now
highlighted.
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2. Click again on LONGEVITY and hold down the left mouse button.

@IBM Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter)] =
[@ File Edit View Insert Explore Calculste Format Tools Window Help HEE
DeEdER - & & T R = N T P
£# [ 08 Public Instction | | Al GASE Numbers | [LGAAP Fund Type | |_Al Accoures | | Al Budget Codes | [ ARRA | [ 2012 | [ Fiscal Period | [ MTD ACTUAL |
CAFR 526G (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012
[08 Public Instruction] [All GASB Numbers] [GAAP Fund Type] [All Accounts] [All Budgst Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
All Budget Codes Layer 1 of 1
July August September October November December January February March April ay
531461 EPA&SPA-LONGVTY P 167 751.57 108,167 32 79,019.58 69,844.29 72,197.08 63,131.30 81,612.40 43,589.41 50,090.08 47,516.09 0.00
ONGEV 245532.8 157,584 6 112,341.54 119,775.79 102,715.24 113,792.36 117,756.49 79,604.99 81,307.80 78,315.38 0.00
531462 EPA&SPA-LONGVTY P 4 33,321.96 49,931.50 30,518.16 50,661.06 36,144.09 36,015.58 31,217.72 30,799.29 0.00
HeavyLine

3. Drag the LONGEVITY row to the bottom row. Notice the heavy line that displays the
position where the row will be placed. Release the mouse button.
¢ Notice that moving the row requires clicking once on the label to select it and once

more to move it to a new location.

You have successfully moved LONGEVITY down one row.

|5 18M Cognos PowerPlay Client - [CAFR 526 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gow_Cubes (Reporter)] i o |

8 File Edit View Inset Explore Calculste Format Tools Window Help _[=]x
DeEdEL - L elF 56 R S @i 11 lv lx

7 08 Public Instruction | | Al GASB Numbers | | GRAP Fund Type ] | Al Accounts | | All Budget Codes [Py 2012 ] | Fiscal Period | [ MTD ACTUAL |

CAFR 526G ( of es and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012

[08 Fublic Instruction] [All GASE Numbess] [BAAF Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL

All Budget Codes Layer 1 of 1
July August September October Movember December January February March April May
531461 EPARSPA-LONGVTY P 16775157 108,1687.32 79,019.58 69,844.29 72,197.08 63,131.30 8181240 4358041 50,090.08 47 516.09 0.00
531462 EPA&SPA-LONGVTY P| 7778127 4941733 3332196 49,931.50 3051816 50,661.06 36,144 09 36,015 58 N2AN7T72 30,799.29 000

LONGEVITY

When a calculation is moved to another location, the calculation does
not change.

Unlike spreadsheet applications (e.g., Excel), a DSS calculation
remains the same even if the rows, columns, or layers used to create it
are deleted. After the calculation is defined, DSS retrieves data from
the database dimension points, not from the data cells visible in the
workspace.

WALKTHROUGH: Renaming a Label

SCENARIO
You decide that the calculation row LONGEVITY should be renamed TOTAL.

Walkthrough Objectives
¢ Rename the calculation row LONGEVITY.

To rename the calculation row
1. Click on row label LONGEVITY with right mouse button.
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[B] File Edit View Insert Explore Calculate Format Tools Window Help

DEHSR- (L2 HE AR OB MMl b lx kM

gﬂsP\.bichshumonlNG.l\SBMmbes GAAP Fund Type | | All Accourts | | All Budget Codes | | AR FY 2012 | |_Fiscal Period | [[MTD ACTUAL | |

CAFR52G ( of and Changes in Fund Balances)
G(wemmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:03:15 AW
Report Format 04/20/2012

[08 Public Instruction] [All GASB Numbers] [SAAF Fund Type] [All Accounts] [All Budget Godes] [ARRA] [FY 2012] [Fiscal Period] MTD AGTUAL

All Budget Codes

Display Options...

Layer 1 of 1
July August September October Movember December January February March April May
531461 EPASSPA-LONGVTY P 167,751.57 108,167.22 7901958 69,844.29 72,197.08 63,131.20 81,612.40 42589.41 50,090.08 47,516.09 0.00
531462 EPALSPA-LONGVTY P 7778127 4941733 3332196 49,93150 30,518.16 50,661.06 36,144.09 36,015.58 3121772 30,799.29 0.00
LONGEVITY 1 24EE22 04 AEZ 584 65 11234154 11977579 10271524 113,792.36 117,756 .49 79,604.99 81,307 80 7831538 0.00

Format Categories 3
Rename Label... F2
Hide

Hide/Show Summaries at this Level

Drill Up
Drill Down
Crosstab Layout »
Delete »
Explain
2. Select Rename Label.

3. Type TOTAL in the New Category Label box.
4. Click the OK button.

”
Rename Label ‘

Mew category label: K
Total

Cancel

Reset

L

LHE

—

To view the composition of any row, you can Right click on the calculated row or highlight the

calculated row and choose Explain on the V|eW Menu.

DINCW Pury Ol revs
Qmmv«mwc*u.wvmmm

e x
FHSR Lell@ VAR Dot xicu
vwwmmm-m-—
CHRSG( ﬂ(w-lﬂmnl
mu
MOC: Ogor Updated o'.r.‘.-':m: 0100 5 AM
Repor Format 04202012
B8 Pubhn Maient JAN GABE Mummenn] J0AAR Fong Yopal (AN Adasnil AN Bunger Sodad] IARRAL VY 30031 [Fiaiet Pusad] MTD ASTUAL
Al Buoget Codes u.o’ 100t
- Ady T Augett | Seswmbat | Oclober | Nowemer || Decemost | Jevesy | Petuan W e Wy
531881 EPASSPALCNGYTY P VT 75157 108,567 32 7501958 4088429 7219708 8141248 £ 585 41 52,000 08 475%.00 290
531442 EPASSPA-LONGYTY P Iy Hanm 33321 0% 499150 51018 3 18400 .01558 M2 72 207929 000

Driplay Options.

Feemat Categomes »

Fenarme Label L

Hde To View position of any B

te s 4 thes L 1. Raght chck the calcuiated row of cokumn

2 Seled Explan
OR

Cromteh Layout < 1 Highight the calodated 1ow of Column

Delce » 2 From the Meny Bar choose Explain on the View Menu

Overnide Precedence
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( @ Explanation ﬁ1

rategory name: Total

Calculation: 531462 EPAASPA-LONGVTY PAY-REC + 531461
EPALSPALONGVTY PAY-APPRO

WALKTHROUGH: Adding a Blank Row or Column

SCENARIO
You would like to set off your calculation by adding a blank row above it.

You would also like to add underlining to signify that TOTAL is a calculated
row.

Walkthrough Objectives
e Add a blank row before TOTAL
¢ Add underline formatting for TOTAL

To add a blank row
1. Click on 531462 to select it.
e Choose the row above the place where you want a blank row added or choose the
column to the left of where you want a blank column added.

Click on Insert on the menu bar.
Click on Blank(s) from the dropdown menu.
¢ NOTE: Data cannot be typed into the blank line.

wnN

DSS inserts a blank row below the cursor and inserts a blank column to the right of the cursor.

l-:! IBM Cognos PowerPlay Client - [CAFR 52 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter)) =
[@ File Edit View Insert Explore Calculate Format Tools Window Help N EE
CEEdERL - L8 4B Ood il kM
£ | 08 Public Instruction | | Al GASE Numbers | | GAAP Fund Type | |_All Accounts | | Al Budget Codes [[Fr 2012 ] | Fiscal Period | [ MTD ACTUAL |
CAFR 526G (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC: 02xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012 [I
[08 Public Instruction] [All GASB Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
All Budget Codes Layer 10of1
July August September October MNovember December January February March April May
531461 EPALSPA-LONGVTY P 167,75157 108,167.32 79,019.58 59,844.29 72,197.08 63,131.20 81,612.40 43,580.41 50,000.08 47,516.00 0.00
531462 EPALSPA-LONGVTY P 77,781.27 4941732 33,321.96 49,921.50 30,518.16 50,661.06 36,144.00 36,015.58 31,217.72 30,799.29 0.00
Tatal 24553284 157 584.65 112,34154 119,775.79 102,715.24 113,792.36 117,756.49 79,604.99 81,307.80 78,315.38 0.00
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[ 15M Cognos PowerPlay Clent - [CAFR 526 - Statement of Revenues, Expendiures and Changes i Fund Balances - [Remote] Gov_Cabes (Reporte] N oo i |

B File Edit View Insert Explore Calculate Format Tools Window Help _[=]x
DEdE&h o & ¢ @ 4B Tod Wb Bl i

£ | 08 Public Instuction | | All GASE Numbers | | GAAP Fund Type | | All Accounts | | Al Budgst Codes

CAFR52G ( of

[ Er2m2 || Fiscal Period | [ MTD ACTUAL |

. and Changes in Fund Balances)

Governmental Funds

MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012

[08 Public Instruction] (A1l GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL

All Budget Codes Layer 1 of1
July August September October MNovember December January February March April May
531461 EPAZSPALONGVTY P 167,751.57 108,167.32 79,019.58 69,84429 72,197.08 63,131.20 81,612.40 43,589.41 50,090.08 47,516.09 0.00
531462 EPAZSPALONGVTY P 7778127 49,417.23 33,321.96 49,931.50 30,518.16 50,661.06 36,144.00 36,015.58 3121772 30,799.29 0.00

Display Option
Format Categeries v Labels Only...
Rename Label... 7] Values Only...

Hide Labels and Values...
Hide/Show Summaries at this Level Defaut..

Diill Up

Drill Down

Crosstab Layout v
Delete »

Explain

Override Precedence

To add double underline formatting

Click on TOTAL to select it.

Right click the mouse.

Position the cursor over Format Categories on the pop-up menu.
Click on Values Only.

Click on the down arrow beneath Over or underline.

Click on the following option.

©o~NOUN

10. Click on the OK button.

The DSS displays the formatted report.
|5 18M Cognos PowerPlay Client - [CAFR 526 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov. Cubes (R.Epurler)

B File Edit View Inset Explore Calculate Format Tools Window Help _[=]x
DeEdEL - |t 0 F 4R Sod iy lx M

7 [ 08 Public Instuction | | Al GASB Numbers | | GAAP Furd Type | | Al Accourts | | All Budget Codes | | ARRA | [[FY 2012 | | Fiscal Perod | [[MTD ACTUAL |

CAFR 526G (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012

[08 Public Instruction] [All GASE Numbers] [BAAR Fund Type] [All Accounts] [All Bugget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL

All Budget Codes Layer 1 of 1
July August September October MNovember December January February March April May
531461 EPARSPA-LONGVTY P 167,751.57 108,167.32 79,019.58 69,844.29 72,197.08 63,131.30 81,612.40 43580.41 50,090.08 47 516.09 0.00
531462 EPA&SPA-LONGVTY P 7778127 4941733 3332196 49.931.50 30,51816 50,661.068 36,144 09 36,015.58 n2anriz2 30,799.29 0.00

A calculation can also be added to a report as a column or layer.

Adding a Calculated Column
The following walkthrough demonstrates how to add a calculation column to a report.
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WALKTHROUGH: Adding a Calculation Column to a Report

SCENARIO
You need totals for the first quarter.

Walkthrough Objective
e Add a calculation Column total for the first quarter

To select the columns that will be used in the calculation

1. Click and hold the column labeled July. Drag the curser across August and September

to highlight all three months.

{52) IBM Cognes PowerPlay Client - [CAFR 526 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter] I el 0
[B File Edit View Inset Beplore Cslculste Format Tools Window Help _[= x.
DEeEdEbe |t @wHE 4R o @ Wbl
| 08 Public Instruction | | Al GASE Numbers | | GRAP Fund Type | | Al Accounts | | Al Budget Codes Irvzmzl Fiscal Period | [ MTD ACTUAL | X

CAFR 526G ( of 3 itures and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:0315 AM =
Report Format 04/20/2012 E

[08 Putlic Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012) [Fiscal Pericd] MTD ACTUAL i

All Budget Codes Layer 1 of 1 ]
October Movember December January February March April May r;

531461 EPARSPA-LONGVTY P 59.344.29 72,197.08 63,131.30 31,612.40 43,530.41 50,000.08 47,516.00 0.00
531462 EPARSPA-LONGVTY P 4993150 30,518.16 50,661.06 36,144.00 36,015.58 3121772 30,799.29 .oo||-

Total T19.775.78 10271524 113.792.38 177,756 49 7960499 130780 TB31538 Too |-

To set up the calculation

2. Click on Calculate on the menu bar.

3. Click on Add from the dropdown menu.

The DSS displays the ADD dialog window.

T haa ™ —— S
Add 2 ih
e
~ Cancel
Operand

[ Group

To indicate the label for the calculation
4. Type First Quarter in the Label box.
5. Click on the OK button.

You have created a calculation column placed to the right of the cursor box. The DSS highlights

the calculation column.
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[ —
[B] File Edit View Insert Explore Calculste Format Tools Window Help

DeEdEhe L ell@ 4R Do @Bl lxid

| 08 Public Instruction | | A GASB Numbers | | GAAP Fund Type | |_Al Accourts | |_All Budget Codes [[Fr 2012 | | Fiscal Period | [ MTD ACTUAL |

B T L T T e L e e_,,,, ' e

_axl

CAFR 526 (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:02:15 AW
Report Format 04/20/2012 IE
[02 Public Instruction] [All GASE Mumbers] [BAAF Fund Type] [All Accounts] [All Budgst Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
All Budget Codes Layer 1 of1
‘ July August September October MNovember December January February March April
531461 EPASSPA-LONGVTY P 167,75157 108,167.32 79,019.58 69,84429 72,197.08 63,131.30 81612.40 43,589.41 50,000.08 | 47,516.00|
531462 EPASSPA-LONGVTY P 77,781.27 4941722 3332196 49,93150 30,518.16 50,661.08 36,144.00 36,015.58 31,217.72 | 30,799.29
Total 245532584 51 03 157,584 65 11234154 119,775.79 102,715.24 11379236 117,756.49 79,604.99 81,307.80 7831538

You have now successfully added a calculation column to show you the total longevity for the first

Quarter.

Moving a Column
The following walkthrough demonstrates how to move a column to another location.

WALKTHROUGH: Moving a Column

SCENARIO
You like the calculation column, but now want to move it to the first column

in the report.

Walkthrough Objective
e To move the First Quarter column to another location

To move the First Quarter column to another location

1. Click on the First Quarter column label and release.
2. Click again on First Quarter column label and hold down the left mouse button.
| £) 18M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter]] =
[B File Edit View Insert Explore Calculste Format Tools Window Help _ =]
DedERo |t e E 4R Sl xluE
(08 Public Instuction | | Al GASB Numbers | | GARP Fund Typs | | Al Accourts | | Al Budget Codes | | ARRA | [[FY 2012 | | Fical Parod | [[MTD ACTUAL |
CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012
108 Public Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL
All Budget Codes Layer 1 of 1
July August September October November December January February March April
531461 EPARSPA-LONGVIMR| 16775157 108,167.32 70.010.58 5084420 72,197.08 5313130 8161240 4358041 5000008 47.516.08
531462 EPASSPA-LONG A 77,781.27 4941733 3332196 49,931.50 30,518.16 50,661.06 36,144.09 36,015.58 3121772 | 30,799.29
Total 24553284 67,584.65 11234154 11977679  10271624|  11379236|  117.75649 70,60480 5130780 78.315.38
Heavy Line
3 Drag the column label to the left, all the way to the right border of the home area. Notice
the heavy line that displays the “drop zone”. Release the mouse button.
You have successfully moved the First Quarter column to the first position.
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) 1BM Cognos PowerPlay Client - [CAFR 526 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter]] =T
[ File Edit View Insert Explore Calculste Format Tools Window Help _ ==

DSk L@ 2h® | T d Wiy Db i

7| 03 Public Instruction | | All GASB Numbers | | GAAP Fund Type | |_Al Accounts | |_All Budget Codes | | ARRA | [ FY 2012 | | Fiscal Period | [MTD ACTUAL |

CAFR 52G ( of , E and Changes in Fund Balances) :E
Governmental Funds
MDC: 08xgov  Updated: 05/05/2012 01:02:15 AM
Report Format 04/20/2012 |_7E

[08 Public Instructicn] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budgst Codes] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL

All Budget Codes Layer 1 of 1
July August September October MNovember December January February March April

531461 EPA&SPA-LONGVTY P
531462 EPA&SPA-LONGVTY P

16775157 108,167.32 79,019.58 69,844 29 72,197.08 63,131.30 81,612.40 43589 41 50,0008 | 4751609
7778127 49,417.33 33,321.96 49,931.50 30,518.16 50,661.06 36,144.09 36,015.58 3121772 3079929 |-

Total New Position of Calculated | Tig77579 10271524 T13,792.06 117.756.49 79,604.98 8130780 | 7831538/ |

column

¢ The underline formatting does not adhere to the new column.

Swapping Layers
Layers can also be moved by making use of the Swap feature, as demonstrated by the following
walkthrough.

WALKTHROUGH: Swapping Rows and Layers

SCENARIO
You think your customized report might be improved if you switch the rows and
layers.

Walkthrough Objective
e Switch the rows and layers

| ) 12M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter)] [E=ER="k
File Edit View Insert Calculate  Format Tools Window Help NEE
DEE&ELh o |t Swap » Rows and Columns
(08 Public Insiruction | [ AILG Gi=ralislny ' Roves and L ayers |J [FY 2012 | | Fiscal Penod | [ MTD ACTUAL |
Suppress 3 Colurnns and Layers -
enues, es and Changes in Fund Balances)
Autematic Exceptions 4 Governmental Funds
Custom Exceptions... NDC: 08xgov  Updated: 05/05/2012 01:03:15 AM N
Report Format 04/20/2012 [
Reset Dimensions
[08 Public Instruction] [All GASE NU Mested Charts | Budget Codes] [ARRA] [FY 2012] [Fiscal Pericd] MTD ACTUAL
All Budget Codes Rank.. Layer 1 of 14 :
Sort August September October Movember December January February March April
Saia1EPpmaseALON ot 5157 108,167.32 7901958 59,344.29 72,197.08 53,131.30 31,612.40 43580.41 50,000.08 | 47,516.00
531462 EPARSPALON  ShowValuesAs TP 49.417.32 33321.96 4993150 3051816 50,661.06 36,144.00 36,015.58 3121772 | 20,799.29
Convert Currency..
Total Drill Through Bzaa 157 584.65 11234154 19,775.70 02,715.24 113,702.36 117,756.40 70.604.99 §1307.80 | 78,316.38
Get Data 3
Change to Explorer
To swap rows and layers
1. Click on Explore on the menu bar.
2. Position the cursor over Swap from the dropdown menu.
3. Click on Rows and Layers from the dropdown menu.

The rows and layers are now swapped on your report.
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) IBM Cognos PowerPlay Client - [CAFR 526 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter]] =~

File Edit View Insert Explore Calculate Format Tools Window Help _ =]
DEpEdEkhe L wl@ 4R | Dd M@ v ix i
5 (08 Public Instruction | | Al GASB Numbers | | GAP Fund Type | | Al Accours | | Al Budget Codes FY 2012 | | Fiscal Period | [_MTD ACTUAL

CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
‘Governmental Funds

MDC: 08xgov  Updated: 05/05/2012 01:03:15 AM

Report Format 04/20/2012
08 Public Instruction] [All GASE Numbers] [GAAF Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
531461 EPAKSPA-LONGVTY PAY-APPRC Layer 1 of3 =
First Quarter July August September October MNovember December January February March April
All Budget Codes 35493847 167,751.57 108,167.32 79,019.58 69,844.29 72,197.08 63,131.30 81,612.40 43,589.41 50,000.08 | 47,516.09
13510 DPI-GENERAL 35493847 167,751.57 108,167.32 79,019.58 69,844 29 7219708 63,131.30 8161240 43,589.41 50,080.08 | 4751609

If zero suppression is turned on and you swap rows & layers or columns & layers, you may see
more layers than expected. Zero suppression does not work on layers. To get rid of the extra
layers requires swapping back rows & layers or columns & layers, turning zero suppression off,
and deleting the rows or columns that have all zeros displayed. Then turn zero suppression back
on and swap rows & layers or columns & layers.

WALKTHROUGH: Moving Layers

SCENARIO
Your total calculation is currently your third layer. You decide it will improve your
report if the total calculation is the first layer.

Walkthrough Objectives
e Move the total calculation layer to the first layer

To swap rows and layers

1. Click on Explore on the menu bar.

2. Position the cursor over Swap from the dropdown menu.

3. Click on Rows and Layers from the dropdown menu.

EIBM Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gav_Cubes (Repurlﬂ)
@ File Edit View Insert | Explore | Calculate Format Tools Window Help - [=] =
DPEHER - | & Swap v Rows and Columns
gl—m\_ﬁ Change Display » Rows and Layers [ FYzszEﬁsca\ Panad | (W7D ACTUAL |

SUPDEES ' ColumneandiiovEs Lrenues. E i and Changes in Fund Balances)
Automatic Exceptions 4 Governmental Funds

MDC: 08xgov  Updated: 05/05/2012 01:03:15 AW

Custom Exceptions...
Report Format 04/20/2012

Reset Dimensions

03 Public Instruction] [All GASE Ny Mested Charts | Budget Codes] [ARRA] [FY 2012] [Fiscal Period] MTD ACTUAL
531461 EPA&SPA-LONGVT Rank Layer 10f3
Sort August September QOctober November December January February March April
————————7- Re-Sort
All Budget Codes e 51.57 108,167.22 79,019.58 69,844.29 72,197.08 63,131.20 81,612.40 43,589.41 50,000.08 | 47,516.09
13510 DPI-GENERAL Show Values As Y [B1.57 108,167.32 79,019.58 69,844.29 72,197.08 63,131.20 81,612.40 43,589.41 50,000.08 | 47,516.09

Convert Currency...

Drill Thraugh
Get Data 3

Change to Explorer

To move arow
4, Click on the row label Total, then release the mouse button.
5. Click and hold on the row label Total and drag it upwards to the bottom of the home area.
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EIBM Cognos PowerPlay Client - [CAFR 526 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remote] Gov_Cubes (Reporter)]) i s

[B File Edit View Insert Explore Calculate Format Teels Window Help

- | & x

CedE&ko L elE 536V S @b D2 lx b

£# | 03 Public Instruction | | All GASE Numbers | | GAAP Fund Type ] | Al Accourts | | All Budget Codes | [ ARRA | [ FY 2012 ] [ Fiscal Penod | [MTD ACTUAL |

CAFR 52G (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC: 08xgov Updated: 05/05/2012 01:03:15 AM
Report Format 04/20/2012

(03 Public Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Codes] [ARRA] [FY 2012] [Fiscal Pariod] MTD ACTUAL
All Budget Codes

Layer 1 of 14 =

First Quarter July August September October MNovember December January

February March April
D140 EPAGOPA-LUNGY T P 35493847 167,751.57 108,167.32 79,019.58 69,844.29 72,197.08 63,131.20 81,612.40 43580.41 50,090.08  47,516.09
531462 EPALSPA-LONGVTY P 160,520 .56 77.781.27 49,417.23 33,321.96 49,931.50 3051816 50,661.06 36,144.09 36,015.58 3121772 20,799.29

515,459.03

To swap rows and layers back

6. Click on Explore on the menu bar.
7. Position the cursor over Swap from the dropdown menu.
8. Click on Rows and Layers from the dropdown menu.

-
J) 18M Cognos PawerPlay Client - [CAFR 526 - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remate] Gav_ Cubes (Repuﬂer_ T |

[B File Edit View Insert Explore Calculate Format Tools Window Help

_ =[x
DeEdE&be . el@ 4R fFod MMl l~ xlw
£ | 08 Public Instruction ] | Al GASB Numbers | | GAAP Fund Type | | Al Accounts | | Al Budget Codes |FY2012| Fiscal Period | [ MTD ACTUAL |
CAFR 52G ( of , E and Changes in Fund Balances)
Governmental Funds
MDC: 0Bxgov  Updated: 05/05/2012 01:03:15 AM ﬂ
Report Format 04/20/2012

[08 Public Instruction] [All GASE Numbers] [GAAP Fund Type] [All Accounts] [All Budget Godes] [ARRA] [FY 2012] [Fiscal Period] MTD AGTUAL
All Budget Codes

Layer 1 of 14 =

First Quarter July August September QOctober Movember December January February March April
531461 EPAZSPALONGVTY P 354,038.47 16775157 108,167.32 79,019.58 69,844.29 72,197.08 63,131.30 81,612.40 43,580.41 50,000.08 | 47,516.09
531462 EPAZSPALONGVTY P 160,520.56 77.781.27 49,417.33 33,321.96 49,921.50 20,518.16 50,661.06 36,144.09 36,015.58 3121772 20,799.29

You have now successfully moved TOTAL CALCULATION to be the first layer.

9. Right click on the layer Total to reveal the drop down box.
10. Click on Go to Layer.

11. Click CANCEL.
| (B |

531467 EPAASPA-LONGVTY PAY-Al Cancel
531462 EPARSPA-LONGVTY PAY-R

Layer number: 1

12. Save and close report.

Office of the State Controller Page 100



IA: DSS-01A
DSS-Basics Modifying Custom Reports

This activity is designed to provide practice changing a custom report by adding calculation
columns. The following scenario establishes a situation similar to one that employees might
encounter in the workplace

ACTIVITY: Changing a Report

SCENARIO

You are responsible for the general administrative supplies for your agency. You want
to review your general administrative expenses at the end of each quarter for the
current fiscal year.

Open the custom report named customl1.ppx that you created in a previous activity.
Change the report by adding calculation columns to show the year to date actual and
quarter to date actual expenditures for each quarter for General Administrative
Supplies (Acct. 5331XX) for the current fiscal year.

Use the following diagram to guide you in creating your custom report. When you are
finished, save the report as customl1l_modified.ppx.

Activity Objectives
e Open the customl.ppx report
e Calculate total columns for quarters 1- 4
e Delete columns for the individual months from the report
e Calculate YTD ACTUAL
e Save the new version of your report as custom1_modified.ppx

BUDGET CODES
YTD Act Quarter 1 Quarter 2 Quarter 3 Quarter 4
5E331XXX
BE331XXX
5331XXX

For assistance with this activity, refer to the Steps for Completing the Activity on Creating a
Custom Report and the Sample Solution on the following pages or ask the instructors for help.

Sample Solution for the Activity on Changing a Custom Report

) 1BM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes +
B File Edit View Insert Esplore Calculate Format Tools Mindow Help

DEdER- L wlE@ &R Do d MM DB |~
£ | 08 Public Instruction ] | Budget Type Gront Year | [ Budget Codes | |_DPI Fund ] ((BPiog uml MTD ACTUAL |

BUDGET CODE RECAP
BD 701
MDC: 08xbudQ§Updated: 5(0/2012 3:21:46 AW Filtered for MTD Actual
[08 Public Instruction] [Busget Type] [Accaunts] [Grant Yar] [Busget Codes] [DPI Funding Sources] [DP| Org Units] [ARRA] [FY 2012] [Fiseal Periad] MTD ACTU)

13510 DP-GENERAL Layer2of12 2
YTD Actual Quarter 1 Quarter 2 Quarter 3 Quarter 4 \

\533110 GENERAL OFFICE SUPFLIES 08,253.46 16,576.62 36,356.27 3400554 11,415.03 Filtered forFY 2012
| a

533120 DATA PROCESSING SUPPLIES 57,882.01 2018215 74,317.40 4340194 19,980 52
| 533150 SECURITY & SAFETY SUFP 310.44 13,814.80 20,179.93 131871 020

533190 OTHER ADMIN SUPPLIES 00 0.00 0.00 0.00 0.00 YTD and Quarters as
I e Y Columns
Budget Code as Layers Detailed 5331XX
Accounts
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Steps for Completing the Activity on Creating a Custom Report
To open your custom report using Windows Explorer
1. Using Windows Explorer, locate your report file Custom1.ppx and double-click on the file
name to open it.
To add the Quarter 1 calculation and delete the 1st Quarter’s months
2 Click on the column label July.
3 Press and continue to hold down the Shift key.
4, Click on the column label September.
5. Release the Shift key.
6 Click on Calculate on the menu bar.
7 Click on Add to select it from the dropdown menu.
8 Type Quarter 1.
9. Click on the OK button.
10. Click on the column label July.
11. Press and continue to hold down the Control key.
12. Click on the column label August.
13. Click on the column label September.
14. Release the Control key.
15. Press the Delete key.
To add the Quarter 2 calculation and delete the 2nd Quarter’s months
16. Click on the column label October.
17. Press and continue to hold down the Shift key.
18. Click on the column label December.
19. Release the Shift key.
20. Click on Calculate on the menu bar.
21. Click on Add to select it from the dropdown menu.
22. Type Quarter 2.
23. Click on the OK button.
24, Click on the column label October.
25. Press and continue to hold down the Control key.
26. Click on the column label November.
27. Click on the column label December.
28. Release the Control key.
29. Press the Delete key.
To add the Quarter 3 calculation and delete the 3rd Quarter’s months
30. Click on the column label January.
31. Press and continue to hold down the Shift key.
32. Click on the column label March.
33. Release the Shift key.
34. Click on Calculate on the menu bar.
35. Click on Add to select it from the dropdown menu.
36. Type Quarter 3.
37. Click on the OK button.
38. Click on the column label January.
39. Press and continue to hold down the Control key.
40. Click on the column label February.
41. Click on the column label March.
42. Release the Control key.
43. Press the Delete key.
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To add the Quarter 4 calculation and delete the 4th Quarter’s months
44, Click on the column label April.

45, Press and continue to hold down the Shift key.
46. Click on the column label June.

47. Release the Shift key.

48. Click on Calculate on the menu bar.

49, Click on Add to select it from the dropdown menu.
50. Type Quarter 4.

51. Click on the OK button.

52. Click on the column label April.

53. Press and continue to hold down the Control key.
54, Click on the column label May.

55. Click on the column label June.

56. Release the Control key.

57. Press the Delete key.

To add the YTD calculation

58. Click on Edit on the menu bar.

59. Position the cursor over Select from the dropdown menu.
60. Click on Columns from the dropdown menu

61. Click on Calculate on the menu bar.

62. Click on Add to select it from the dropdown menu.

63. Type YTD Actual.

64. Click on the OK button.

To move YTD Column

65. Click on YTD Column.

66. Release mouse.

67. Click on YTD Column and drag to the far left.

To save and close the report

68. On the menu bar, click on File, then Save As.

69. In the Save As dialog box, type Custom1_modified in the File name window.

70. Click on the Save button.

71. Close your report by clicking on the X in the upper right hand corner of the screen. Do not
click on the X in the red box because this will close Cognos Client.
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Nesting Dimensions

Nesting allows you to add another dimension to your reports other than as a row, column or layer.
When Nesting, there are two “drop zones”. The long bar drop zone allows nesting for all rows or
all columns. The short bar drop zone allows nesting to an individual row or column.

WALKTHROUGH: Adding a Long Bar Row Nesting

SCENARIO
You have decided to start a custom report from scratch using the BD 701 Budget Code
Recap. First, delete all. Then add back TRAVEL and COMMUNICATION as rows. Do
a left nesting of Budget Codes.

Walkthrough Objectives
e Open BD 701 Budget Code Recap

e Delete all
¢ Open the Dimension Viewer
e Add rows Travel and Communication

e Add a left nesting of Budget Codes

To open BD 701 Budget Code Recap from the Public Folders area

1. Locate the report in the Management Analysis folder and double-click on the report.
To delete all

2. Press the Control + A keys. Click OK to the Subset Breakage message.

3. Press the Delete key.

» On the menu bar choose Edit, position the cursor over Select from the dropdown
menu, and click on All from the dropdown menu.

To open the Dimension Viewer, if needed

4, Click on the Dimension Viewer button on the toolbar.

5. Pasition the cursor over the right border of the Dimension Viewer.
e The cursor changes shape to become a crosshair.

6. Click and drag the border to the right until all dimension titles are visible.
To add rows

7. Double-click on Accounts in the Dimension Viewer.

8. Double-click on Exp & Adj to Cash accounts.

9. Double-click on Expenditures.

10. Double-click on 532 Purchased Svcs.

11. Click on 5327 Travel & Other Employee Expenses in the Dimension Viewer.
12. Press and continue to hold down the Shift key.

13. Click on 5328 Communication & Data Processing in the Dimension Viewer.
14. Release the Shift key.

15. Click on the Add as rows button on the Dimension Viewer toolbar.
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» To add rows, click on the dimension to add, right click, and click on Add as Rows on
the pop-up menu.

DSS displays the added rows.
(}) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Repnrter}

@ File Edit View Inset Explore Calculate Formst Tools Window Help _ =[x
2EHER - i e d® b 02 - b o6
£# | 08 Public Instruction | |_Budgst Type m [(Grant Year | [ Budget Codes | | DPI Funding Sources | |_DPI Og Units | m [(ARRA ] [[Fecal Year ] [Fecal Penod | [ MEASURES
3 B3 Accounts BUDGET CODE RECAP
©453 EXP + ADJ TO CASH BD 701

E-E3 EXPENDITURES MDC: 08xbudgt Updated: 5/8/201232:58:19 AM

I
it B (E3 531 PERSONAL SERVIC [08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [DFI Org Units] [ARRA] [Fiscal Year] [Fiscal Period] MEASURES
-3 532 PURCHASED SERV
E| .[[7 5321 PURCHASED
(73 5322 UTILITY/ENEF
5307 5323 REPAIR SERVI = 5327 TRAV

# (Z] 5324 MAINTENAN
[ 5325 RENTALS/LE/

B0 5327 TRAVEL & O
& 5] 5225 CoMmunici

-0 5329 OTHER SERVI

=& [ 533 SUPPLIES

h (-2 534 PROPERTY, PLAN"

il [0 535 OTHER EXPENSES
[3-[77 536 AID & PUBLIC ASS
- [2 537 RESERVES

= [£7 538 INTRAGOVERNME =

AR (] 3

95 | = %8 Subset Definitions
@-[E] Next Level Children ofBudget Codes

To add a left nesting
16. Click on Measures in the Dimension Viewer.
17. Click on the Next level children of button on the Dimension Viewer toolbar.

L
18. Drag Measures to the left side of the rows. A long bar is displayed. Release the mouse

/() 1BM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter]] =

b B File Edit View Insert Explore Calculate Fermat Toels Window Help NEE

| D &SR L i e B e b 32 |~ lx B
< | 08 Public Instruction | |_Budget Type | | Accourts | [ Grant Year | [ Budget Codes ] | DPI Funding Sources ] [ DPI Org Unts | [ Fiscal Year | [ Fiscal Period | [ MEASURES
13 [= @ [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
Fod -1 08 Public Instruction
o (1 Budget Type MDC: 08xbudgt  Updated: 5/8/2012 3:58:19 AW
&
L [ Accounts 108 Fublic Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Godes] [DFI Funding Sources] [DFI Grg Units] [ARRA] [Fiscal Year] [Fiscal Period] MEASURES
¥ (3 Grant Year

-[Z1 Budget Codes
(1 DPIFunding Seurces

= (7] DPIOrg Units @

S g
E“] (7 Fiscal Year [__
[E] (23 Fiscal Period
& =
&

Long Bar

= g

=95 Subset Definitions
[] Mext Level Children ofBudget Codes

T

The DSS displays the row nesting.
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(i) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)] EE

@ File Edit View Insert Explore Calculate Format Tools Window Help - ==
hed&k- w B 5 o d Wb x e

| 08 Public nstruction | | Budget Typs Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units Fiscal Year | | Fiscal Perod | | MEASURES

13 [2-® [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP

4m | BC3 08 Public Instruction BD 701

I:g. 0. Budget Type MDC: 08xbudgt Updated: 5/8/20123:58:19 Al

7 1[0 Accounts [08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Cades] [DPI Funding Sources] [DFI Org Units] [ARRA] [Fiscal Year] [Fiscal Period] MEASURES

o[ Grant Year

B
B

b

[

@77 Budget Codes |
-2 DPIFunding Sources

B
B
B
B
B

B @03 DPlOrg Units ¥TD CERT 5327 TRAVEL & (
W ¥ g ARRA BUDGET 5328 COMMUNIC
o [ Fiscal Vear

[El| o Fiscal Period ¥TD AUTH 5327 TRAVEL & (
B wo BUDGET 5328 COMMUNIC
e 5327 TRAVEL & {
= ENCUMBRANC

£ 5328 COMMUNIC

MTD ACTUAL 5327 TRAVEL &
5328 COMMUNIC
QTD ACTUAL 5327 TRAVEL &t
5328 COMMUNIC

=) Subset Definitions
[] Next Level Children ofBudget Codes |YTD FISCAL 5327 TRAVEL &
ACTUAL

5328 COMMUNIC

Unexp CertAmt 5327 TRAVEL & (
5328 COMMUNIC

Unexp Auth Amt 5327 TRAVEL & (
5328 COMMUNIC

19. Undo the Long Bar nesting.

WALKTHROUGH: Adding Short Bar Nesting

SCENARIO
You decide you need to see COMMUNICATIONS broken out by budget code.

Walkthrough Objectives
e Add the Budget Code as a Short Bar Nesting

To add a short bar nesting

1. Click on Budget Codes in the Dimension Viewer to select it.

2. Drag Budget Codes to the right side of Communication row. A short bar is displayed. If
you have a long bar, move the cursor slightly to the left and it will turn into a short bar.
Release the mouse button.
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15) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)] 5E

B File Edit View Inset Explore Calculate Format Tools Window Help _[=]=
DSHER o [i[weE@ 3 Mo ® sl b
| 08 Public Instruction | |_Budget Type Grant Year | |_Budget Codes | | DPI Funding Sources | | DPI Org Units Fiscal Year | | Fiscal Period | | MEASURES
13 | =-@ [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
o [ 08 Public Instruction BD701
S @0 BudgetType MDC: 08xbudgt Updated: 5/8/2012 3:56:19 AN
Z | w3 Accounts . . - X
[08 Public Instruction] [Budget Type] [Accounts] [Grant Yesr] [Budget Codes] [DFI Funding Sources] [DFI Crg Units] [ARRA] [Fiscal Yesr] [Fiscal Period] MEASURES

A4 B[ Grant Year

=Bl Budget Codes

- [77 DPIFunding Sources
abo
= B[ DPIOrg Units 5327 TRAV
B[ @O ARRA 5328 COW
o= [ Fiscal Year '\

(-3 Fiscal Period
Bl| @0 measures ShortBar
&
2y

=45 Subset Definitions
B[] Next Level Children ofBudget Codes

The DSS displays the short bar nesting.
(%) IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Repnrter)

@ File Edit View Insert Explore Calculate Format Tools Window Help ==~
DeEdER -~ el E s o @Ml x|
= | 08 Public Instruction | | Budget Type Grant Year | |_Budget Cades | |_DFI Funding Seurces | |_DFI Org Units Fiscal Year | |_Fiscal Perid | | MEASURES
i3 |=-@ [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
i (71 08 Public Instruction BD 701
Iy [ Budget Type MDC: 0Bxbudgt  Updated: 5i5/2012 35519 AM
= (Z Accounts
108 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [OF1 Org Units] [ARRA] [Fiscal Year] [Fiscal Pariod] MEASURES
¥ [ Grant Vear
[Ea) Budget Codes
(21 DPIFunding Sources
G (] DPIOrg Units 5327 TRAVEL & OTHER EMPLOYE
5] (3 ARRA 5328 COMMUNIC [Budget Codes
] (27 Fiscal Year
(77 Fiscal Period
&l [21 MEASURES
B
=y

=45 Subset Definitions
[] Mext Level Children ofBudget Codes

K
3. Click Undo to undo the Short Bar nesting.

To nest the next level of budget codes

4. Click on Budget Codes again to activate the Dimension Viewer tool bar buttons.

5. Click the Next Level Children of button on the Dimension Viewer tool bar.

6. Drag Budget Codes to the right side of the 5328 Communications row. When a short bar
is displayed, release the mouse button.
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@ IBM Cognes PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)]

File Edit View Insert EprDrE Calculate  Format Tools Window Help

Dbﬂélﬁﬂ = Codd Wbl x ke

£ | 08 Public Instruction | | Budget Type _ Giont Yeor | | Bidget Codes | | DPI Funding Sewees | |_DPI Org Unis | | ARRA | | Facal Year ) |_Fcal Period | | MEASURES

=N~

12 |2 @ [Remote] Budget_Cubes_nonuniv

e ...[‘_‘1 08 Public Instruction

: (23 Budget Type

@[ Accounts

(Z3 Grant Vear

-7 Budget Codes

(27 DPIFunding Sources

= [-[Z1 DPIOrg Units

) -3 ARRA 5328
(77 Fiscal Year

[ (77 Fiscal Period

& [Z3 MEASURES

BUDGET CODE RECAP
BD 701
MDC: 08xbudgt Updated: 5/8/2012 3:58:19 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Yesr] [Budgst Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [Fiscal Year] [Fiscal Pericd] MEASURES

-5 Subset Definitions
(] Next Level Children ofBudget Codes

COMMUNICATIO
NS AND DATA
PROCES

5327 TRAVEL & OTHER EMPLOYE

13510 DPI-GENH

23510 DPI-SPEC
23511 DPI-SCHC
23515 DPHT PR
29110 OSBM-PU
33510 DPI-FEDE
63501 DPI-TRUE
63503 DPITRUS
63510 DPI-TRUE
63511 DPI-TRUE
73510 DPIHNTEF

7.

Delete Travel now.

WALKTHROUGH: Adding Various Short Bar Nestings

SCENARIO

You want to see MTD data for the last month of the previous fiscal year and
First month of the current fiscal year. You decide to change the crosstab
layout to Indented 1 so that more data will be visible on the screen.

Walkthrough Objectives
Change the crosstab layout to Indented 1

Filter the data for MTD Actual

Add current and previous Fiscal Years as columns

Add June to the previous fiscal year as a lower nesting

Add July to current fiscal year as a lower nesting

Close the Dimension Viewer

To change the crosstab layout

1.
2.
3.

Click on Format on the menu bar.

Position the cursor over Crosstab Layout.

Click on Indented 1.

» To change the crosstab layout, right click the mouse in the work space, position the
cursor over Crosstab Layout on the pop-up menu and click on Indented 1.
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(&) IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)] EE

File Edit View Inset Explore Calculate [Format| Tools Window Help _=]¥
| DSk wEHE| 4 Display Options... |
- L
[ 08 Public Instuction Crosstab Layout | Stancers ||m| Fiscal Period | | MEASURES
12 |5 @ [Remote] Budget_Cubes_nonuniv Categories » Ee el BUDGET CODE RECAP
| i £1 08 Public Instuction S A e ' R MDC: 08xbudgt Up?f:)t:g15iai2012 358:19 AW
= (3 Budget Type Display Background...
(3 Accounts Palett k] [Grant Year] [Budget Codes] [DF| Funding Sources] [DFI Grg Units] [ARRA] [Fiscal Year] [Fiscal Period] MEASURES
F | @03 GrantVear alette...
(27 Budget Codes Legend Font..
N [-[Z1 DPIFunding Sources Hid b
¥ | @[3 DPIOrg Units ee
# £ ARRA Unhide
- Fiscal Year
Styles..
[E] [ Fiscal Period U=
Bl|  w-r1 measures 23515 DPHT PR
=) 29110 OSBM-PU
& 33510 DPI-FEDE

63501 DPI-TRUS
63503 DPI-TRUS
63510 DPITRUS
63511 DPI-TRUE

=] Subset Definitions
-[E] Mext Level Children ofBudget Codes 73510 DPHINTEF

The DSS changes the Crosstab Layout so that less screen space is used by the nested rows.
J) M Cognos PowerPiay Client - [BD 701 Budget Code Recap - Remote] Budget Cubes nonuniv (Reporterl] =

[B File Edit View Inset Explore Calculste Format Tool Window Help BEE
DEEER W B @ | 8 Do d M5 lx
| 08 Public Instruction | | Budget Type Grant Year | | Budaet Codes | | DPI Funding Sources | | DPI Grg Units Fiscal Year | | Fiscal Period | | MEASURES
13 | =@ [Remote] Budget_Cubes_nonuniv BUDGET CODE RECAP
5 | B3 08 Public Instruction BD701
| @07 Budget Type MDC: 08xbudgt  Updated: S5/8/2012 3:58:19 AW
= | @03 Accounts . - o A
[08 Fublic Instruction] [Budget Type] [Acoounts] [Grant Year] [Budget Codes] [DFI Funding Sources] [DFI Org Units] [ARRA] [Fiscal Yesr] [Fiscal Period] MEASURES
7 [ Grant Year
@21 Budget Codes
(23 DPIFunding Sources
B E.03 DPIOrg Units 328 coumunig
| 2 —— 12510 DPHGE
B[ Fiscal Year
[=] B3 [23 Fiscal Period 23510 DPI-SP
81| &3 MeasuRes 23511 DPISC
h 23515 DPHITF
2 29110 OSBIH
33510 DPLFEI
63501 DPLTR
63503 DPLTR
— 63510 DPITR
=9 Subset Definitions
[E] Mext Level Children ofBudget Cades | 63511 DPITR
73510 DPHINT

To filter for MTD Actual

4, Double-click Measure on the Dimension Viewer.
5. Click on MTD Actual.

6. Click the Filter button.

To add fiscal years as columns

7. Double-click on Fiscal Year in the Dimension Viewer.
8. Click on the previous fiscal year in the Dimension Viewer.
9. Press and continue to hold down the Shift key.

10. Click on the current fiscal year in the Dimension Viewer.

11. Release the Shift key.

12. Drag these dimensions to the right of the home area. A heavy line is displayed. Release
the mouse button.
» To add columns, click on a dimension, right click, and click on Add as columns on

the pop-up menu. OR
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> To add columns, click on a dimension to select it and click on the Add as columns
button on the Dimension Viewer toolbar.

@ IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Reporter)] gm

[ File Edit View Insert Explore Calculste Format Tools Window Hel _[=]x
p p
DEeEd&l < w B E | s o Bl x|k M
| 03 Public Instuction Budget Codes | | DPI Funding Sources | | DPIOrg Urits Fiscal Perod | [ MTD ACTUAL
F=| [ 08 Public Instruction e BUDGET CODE RECAP
Fi -7 Budget Type BD 701
+ £1 Accounts MDC: 08xbudgt  Updated: 5/8/20123:5619 AM
=
B[ Grant Vear 108 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DF| Funding Sources] [DFI Org Units] [ARRA] [Fiscal Yesr] [Fiscal Period] MTD ACTUAL
(2 Budget Codes
(21 DPIFunding Sources
(-7 DPI Org Units ]
o {1 ARRA 5326 COMMUNIC
M| =5 ‘;‘;’1’0 - [Test00rrcy
. 23510 DPI-SP
1 N Py 2012 23511 DPI-SC
[ Fiscal Period
23515 DPHTF
B3 MEASURES
YTD CERT BUDGET 29110 OSBM-
il ~[E] VD AUTH BUDGET 13510 OPLFEI
YTD ENCUMERANCE -
MTD ACTUAL 53501 DPITR
= -[8) QTD ACTUAL 53503 DPITR
¥ El VIO FISCAL ACTUAL | 3510 0PTR
9 | = Subset Definitions
(] Mext Level Children offudget Codes | 63511 DPIFTR
73510 DPHINT

11 Cognos Py Gl BD 701 Budge Code Recap~ Remoe) Budge s, onur Geporer) L o o]

[B File Edit View Inset Explore Calculate Format Tools Window Help NEE
&R = wHE kR Do @ Wby ix (e

=4 Budget Codes | |_DPI Funding Sources | |_DPI Org Units

2 [ 08 Public Instruction . BUDGET CODE RECAP
i -7 Budget Type
5 [ Accounts MDC: 08xbudat Updated: 5/8/20123:58:19 Al
-1 Grent Year [08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [Fiscal Year] [Fiscal Period] MTD ACTUAL
udget Codes
(7 Budget Cod
-[27 DPIFunding Sources FY2om Fy 2012
-[3 DPIOrg Units
S [3 ARRA 5328 COMMUNIC
] -3 Fiscal Year | 135100PcE| 470300083 asess1281
FY 2010 3
S 23510 DPI-SP 0.00 0.00
<] Fv2012 23511 DPI-SC 0.00 0.00
-[7 Fiscal Period
£ &5 MEAsURES 23515 DPHT F 65,537.65 350,707.36
YTD CERT BUDGET 29110 OSBUH 0.00 0.00
i VTD AUTH BUDGET 33510 DPIFEI 0.00 0.00
¥TD ENCUMBRANCE —
MTD ACTUAL 63501 DPI-TR 0.00 0.00
E QTD ACTUAL 63503 DPI-TR 0.00 0.00
v MTDASCAL ACTUAL 63510 DPI-TR 1,285.20 444917
%= E Subset Definitions
@[] Mext Level Children ofBudget Codes | 83511 DPI-TR 0.00 0.00
73510 DPIHNT 1812136 4566715

To nest June under the previous fiscal year

13. Double-click on Fiscal Period in the Dimension Viewer.

14, Click on June.

15. Drag June to the bottom of the column label for the previous fiscal year. A short bar is
displayed. If you have a long bar, move the cursor up slightly and it will turn into a short
bar. Release the mouse button.
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=T

-

DeEd&ERL - W B3

2

4R | Do D M ke

£ | 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | OPI Org Units Fiscal Year | | Fiscal Period | [ MTD ACTUAL

2l =0 eantver - BUDGET CODE RECAP
i (17 Budget Codes BD 701
o 1 DPIFunding Sources MDC: 0Bxbudgt Updated: 5/8/2012 3:58:19 A
= (211 DP10rg Units
£l [08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [DFI Org Units] [ARRA] [Fiscal Year] [Fiscal Pericd] MTD ACTUAL
7 [ ARRA
(3 Fiscal Year FY 2011 FY 2012
-3 Fiscal Period
& B uly 5328 COMMUNIC
) -~ & August 13510 DPI-GE|  4,703,040.8 9,585,514.91
September
B October 23510 DPI-SP 000 000
& November || 23s110PsC 000
8] December 23515 DPHT F 6553765
[ January
February 29110 0SB+ 000
-~ B March 33510 DPI-FEI 000
April
) Mey £3501 DPI-TR 0.00 0.00
B )une] £2503 DPI-TR 0.00 0.00 Short Bar
7i1-C] MEASURES 53510 DPI-TR 1,285.20 444917
9 | =8 Subset Definitions
[E] Next Level Children ofBudget Codes | 53511 DFI-TR 0.00 0.00
73510 DPHINT 18,121.36 45,667.15

5 M Cogros Poverfay Cient  [BD 701 BudgetCode Recap - RemotlBudgt Cubes narur (Reporte) 1 oo

[B] File Edit View Insert Explore Calculate Format Tools Window Help HER

DEEER - wHE 4R || Do MM x

# 08 Public Instruction | | Budget Type Grant Year | | Budaet Codes | | DPI Funding Sources | | DPI Grg Units Fiscal Year | | Fiscal Period | [[MTD ACTUAL
+

Bl @0 Grent Year B BUDGET CODE RECAP
R B[ Budget Codes
| @[3 DPIFunding Sources MDC: 08xbudgt  Updated: S5/8/2012 3:58:19 AW
= & [Z DPIOrg Units 08 Fublicl Budget T A Grant Year] [Budget Codes] [DFI Funding S DFI Crg Units] [ARRA] [Fiscal Year] [Fiscal Period] MTD ACTUAL
7 6 ARRA [02 Public Instruction] [Budget Type] [Acoounts] [Grant Year] [Budget Godes] || unding Sources] ] rg Units] [Al [Fiscal Year] [Fiscal Perio AGTUAI
@[] Fiscal Year Fy2om Fyao:mz2
53 Fiscal Period
L -[E] July June
| August
+[E] September 5328 COMMUNIC
October L
& 8] November =| 13510DPIGE| 157831777 958551491
December 23510 DPI-SP 0.00 0.00
January 23511 DPI-SC 0.00 0.00
-8 February
March 23515 DPHITF 36,814.12 350,707.36
<[] April 29110 OSBMH 0.00 0.00
M
; = 33510 DPFEI 0.00 0.00
<[] June
. (71 MEASURES ~| 83501 DPLTR 000 000
9 |2 Subset Definitions 63503 DPITR 000 000
[] Next Level Children ofBudget Codes
63510 DPITR 44226 444917
63511 DPITR 0.00 0.00
73510 DPHINT 1,117.42 45,667.15

To nest July under the current fiscal year
Click on July in the Dimension Viewer.
Drag July to the bottom of the column label for the current fiscal year. A short bar is

16.
17.

18.

displayed. If you have a long bar move the cursor up slightly and it will turn into a short
bar. Release the mouse button.
To close the Dimension Viewer

Click on the Dimension Viewer button on the toolbar.

1
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(i) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)] EE

[ File Edit View Insert Explore Calculate Format Tools Window Help _ =)=
&R - W EE 4 R||Mo @ Wl x e

| 08 Public nstruction | | Budget Typs Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units Fiscal Year | | Fiscal Period | [_MTD ACTUAL

BUDGET CODE RECAP

BD701
MDC: 08xbudgt Updated: 5/8/2012 3:58:19 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Godes] [DPI Funding Sources] [DPI Grg Units] [ARRA] [Fiscal Year] [Fiscal Period] MTD AGTUAL

FY 2011 FY 2012

‘ June July

5328 COMMUNIC
13510 DPI-GE 1,578,317.77 105,965.86
23510 DPI-SP 0.00 0.00
23511 DPI-SC 0.00 0.00
23515 DPHTF 36,814.12 0.00
29110 OSBM-t 0.00 0.00
33510 DPI-FEI 0.00 0.00
63501 DP-TR 0.00 0.00
63503 DPI-TR. 0.00 0.00
63510 DPI-TR 442 26 44952
63511 DPI-TR 0.00 0.00
73510 DPHNT 1,117 .42 2,878.35

To save the report

19. Click on File on the menu bar.

20. Click on Save As from the drop down menu.
21. Type CUSTOMRPT in the filename blank.
22. Click Save.

SUMMARY
This section of the DSS handbook used walkthroughs to demonstrate how to change a DSS
report. Mastery of the skills demonstrated in this section provides the user with many techniques
for manipulating the DSS data.
Walkthrough topics covered:

e Opening a report.

e Creating calculation rows, columns, and layers.
e Adding a blank row or column.

¢ Adding an underline.

e Moving rows, columns, and layers.

e Swapping rows, columns, and layers.

e Add long bar and short bar nesting to rows and columns.

e —
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Formatting, Printing, and Exporting

Overview
The DSS allows users to format data by using commands that are similar to those used in many
Microsoft applications. This section describes how to format, print, and export reports by:
¢ Displaying/Viewing/Changing Titles, Headers and Footers
Formatting Categories
Adjusting Row and Column Sizes
Suppressing Zero Values
Changing Display Options
Printing
Saving to Excel

Working with Titles/Headers and Footers

Most of the standard DSS reports delivered are created with a title, header and footer. Titles,
headers and footers can include text, variables and picture objects, and can easily be customized
by the user.

The following walkthrough demonstrates how to edit a report title.

WALKTHROUGH: Editing Titles

SCENARIO
Your manager’s list has a request for a revised title. To begin, you would like to see the existing
title and the available variables for the title. Then you will edit the title of your report.

Walkthrough Objective
¢ Add Budget Code Account Analysis as the report title

To edit the title

1. Open the Custom Report entitled Class Budget.ppx.
2. Double-click on the title.
» Click on Format on the menu bar. Then Click on Title, Header, Footer, and then click
on Title.

I —
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The DSS displays a Title box.

BUDGET CODE RECAP
BD 701
MDC: ZMDC file namfe=  Updated: =MDC file date(M/dfyyyy)Z =N

CDimension L\geZ “Default MeasureZ

| Format Toolbar l )
| Insert Button I Title Area

ol

PDF Title
’7 [~ Display dimension bar information

The title box has a title area, a format toolbar and an Insert button. The insert button has
predetermined variables that may be added to the title, and may also be used to add graphics
images to the title area.

To view the available report variables
3. Click on the Insert button.
4. Position the cursor over Report.

DSS displays the Report variables.

o S oo

[t | [m o 2 =1 (o | (= (s ]
3 File Mame
- . BUDGET CODE RECAP
MDD » File Drate... BD 701
Variable 3 File Time... name— Updated: “MDC file date{(M/diyyyy)Z ZIV
MNumbers 3 _
re_
Dimension 3
Picture Object...

< T [

PDF Title
I Display dimension bar information oK Cancel
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Report variables are:

Report File Name  This is the report name, the name of the cube, and the mode.
Report File Date This is the date the report was published. The DSS displays a Date and
Time dialog box that is used to format the date.
Report File Time This is the time the report was published. The DSS displays a Date and
Time dialog box that is used to format the time.

To view the available MDC variables:
5. Position the cursor over MDC.

DSS displays the MDC variables.

&) Title [
e [ e S o =[xz === e EE
Report [
i BUDGET CODE RECAP
»|  FileName BD 701
Variable 3 File Date... nameZ Updated: ZMDC file date(M/dfyyyy)Z ZN
MNumbers k File Time...
Dimension k Description
Picture Object...
L L F
PDF Title
[ Digplay dimension bar information oK | Cancel
Commonly used MDC variables are:
MDC File Name The name of the MDC.
MDC File Date The date the cube was created. The user is prompted to choose the date
format.
MDC File Time The time the cube was created. The user is prompted to choose the time
format.
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To view the available Variable variables

6. Position the cursor over Variable.
T | [2r S Fe =l » [z 2= =] (] aa|-| =
Report [
e , BUDGET CODE ACCOUNT ANALYE
e T Hpdated: —MDC file date{M/dfyyyy)Z N
k Current Default Measure
Mumbers k Current Period
Dirmension k Current Row
Picture Object... Current Column
Current Layer
Uzer Mame
Company Mame
Current Date...
Current Time...
1 | i
POF Title
’7 [ Display dimension bar information

Commonly used Variable variables are:

Current Default Measure  The MEASURE that is currently filtered. Measures are not included
in the Dimension Line variable when added to a title. Since
Measures is the last category on the dimension line, it is usually
added to the title directly after the dimension line.

Current Date The date on the client machine (PC). The user is prompted to
choose the date format.
Current Time The time on the client machine (PC). The user is prompted to

choose the time format.
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To view the available Numbers variables:

7. Position the cursor over Numbers.
Insert... | |fﬂj.ﬁ.rial J I'H] LI ol == | = I-J o [
Report [
“Report file nameZBUDGET CODE RECAI
MDC ' BD 701
Variable 3 MDC: ZMDC file name= Updated: ZMDC file date{M/diyyyy)Z ZN
[ Page Mumber
Dimensicn [ Layer Display Reference
Picture Object... Report Layer Reference
' m b
FDF Title
’7 ™ Display dimension bar information oK I Cancel

Commonly used Numbers variables are:

Page Number

Report Layer Reference  Current layer number of the total number of layers being printed.
Ex. [Layer 1 of 2]
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To view the available Dimension variables:
8. Position the cursor over Dimension.

| Insert... I |fﬁ_‘ﬁ.rial

Report
MDC
Yariable

Mumbers

Dimension

Picture Object...

-

-

-

-

-

= o =l s |Ei| === -]

ZReport file nameZBUDGET CODE RECAI
BD 71
MDC: ZMDC file name= Updated: —MDC file date{M/dfyyyy)Z =

Dimension Line

Individual Dimensions...

4|

L k

"F‘DFTﬂIe

r Display dimension bar information 0K Cancel

The Dimension variables are:

Dimension Line

Individual Dimensions

Picture Object Variable:

The dimension line as filtered, excluding the MEASURES category
that must be added from the Variables menu.

Any dimension other than the MEASURES category you desire.
This is useful to verify that the month and fiscal year are filtered
correctly.

A picture allows a BMP (Windows or OS/2 bitmap) or a WMF
(Windows Metafiles) file to be added to a title, header, or footer.
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To close the title box:
11. Click on the OK button.

The DSS displays the full default title.

() Title

| S— S

Insert... | I']I'An'al ~| 10

=1 alzfu] =]

= -]

MDC: ZMDC file nameZ

—Dimension LineZ “Default MeasureZ

BUDGET CODE RECAP
BD 701
Updated: -“MDC file date(M/d/

1= ZMDC file time(h:mm:ss tt)=

< T

"F‘DFTrtIe

[ Display dimension bar information

Title Place Holder I: :
ok | Cancal

To edit the title

12. Double-click on the title.
13.
14.

(1) Title

Highlight Budget Code Recap BD701 using your mouse.
Type Budget Code Account Analysis.

 ——————— &=

Insert... I Ifﬂjﬂn’al j |12

=1 a2y =]

| [ -]

Y ZMDC file nameZ

ZDhimension LineZ “Default MeasureZ

| Font Size l

BUDGET CODE ACCOUNT ANALYSIS
Updated: =MDC file date(M/diyyyy)= :Wmm:ss tt)=

| Enter and Format a New Title I

< | 1

| b

PDF Title
’V ™ Display dimension bar information

ok | Cancel

To format the title:

15. Highlight Budget Code Account Analysis to select it for formatting.
16. Click on the down button to display the font size options.

17. Click on 12 to choose the font size.

18. Click on the OK button.
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The DSS displays the new title.

Q Title L9 ]|
nser.. | [ aal =z ] llilﬂl El% El I - il%l

BUDGET CODE ACCOUNT ANALY SIS
MDC: ZMDC file name= Updated: —MDC file date(M/dAnyyy)= ZMDC file time(h:mm:ss tt)=

:nsion LineZ “Default MeasureZ

FDF Title

[ Display dimension bar information QK | Cancel

WALKTHROUGH: Viewing/Editing Headers and Footers

SCENARIO
You would like to see the default headers and footers for class_budget.ppx.

Walkthrough Objectives
e View default headers and footers

There are three different ways to review report headers and footers. The firstis to print the report.
The second is to perform a print preview. The third is to change the page layout to either
page layout or page width.

To view headers and footers:
1. Click on the Print Preview button on the tool bar.
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The DSS displays the print preview window.

| ) 1BM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_ncnuniv (Reporter)]
B File Edit View Insert Explore Calculate Format Tools Window Help
Ry =]

S Net Page | | TwoPage | Zoomin | | Gose |

BD 701 Budget Code Recap - [Remate] Budget_Cubas_nonuniv (Reporter) <d—————"""""" REPOTt Header
Print Date/Time: 5/9/2012 2:56:43 PM

BUDGET CODE ACCOUNT ANALYSISFp
MDC: 08xbudgt Updated: 5/9/2012 3:21:46 AM
[02 FublicInstruction] [Budget Type] [Accounts] [Grant Yesar] [Budget Codes] [DFI Funding Sources] [DFI Crg Units] [ARRA] [FY 2012] [May] MEASURES
YTD CERTBUDGET Layer 1 of 8
13510 23510 2351 23515 DPHIT 29110 33510 63501 63503
DPI-GENERAL DPI-SPECIAL | DPI-SCHOOL PROJECTS |OSBM-PUBLIC | DPI-FEDERAL JPI-TRUST-SPE DPI-TRUST-GF
EXP+ADJTO | 10.128.369.547.00 | 104,636.992.00 | 26.472.780.00| 10.935504.00 122.659,019.00 000 1393244500 12.416.452.00
REV+ ADJTO | 251089326000 | 104121526 00 | 26.472 780.00 7.923 787 00 | 122 659.019.00 000| 1383244500 12.416.452 00
APPROPRIATIC| 7.617.376.287.00 517.466.00 0.00 3.011.717.00 0.00 0.00 0.00 0.00
Report Footer
Report Format:  5/7/2012 10:44:48 AM

Page 1

2. Click on the Close button to close the print preview window.
e To edit Headers and Footers, follow the same steps used to edit a Title.

Formatting Values and Labels
The following walkthrough demonstrates how to change the format of numbers in the DSS reports.
WALKTHROUGH: Formatting Values

SCENARIO
You have decided that the next step is to complete the format menu changes that

your manager requested. You will format the numbers with comma separators
and two decimal places.
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Walkthrough Objectives
e Select all
e Format numbers with comma separators and two decimal places
o Reports are defaulting with commas and decimals so this walkthrough will give an
example of how to edit values.

To select the data where the number format will be changed:

1. Click on Edit on the menu bar.
2. Position the cursor over Select from the dropdown menu.
3. Click on All from the dropdown menu to highlight the data.

¢ Notice that the DSS gives you a choice of selecting rows, columns, layers or all.
> To select all, press the and [A keys simultaneously.

The DSS highlights the data.

1) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget, Cubes_nonuniv (Reporter)] [ e |
[ File Edit View Insert Explore Calculate Tools  Window Help _ =)=
[ DSE&ER - [t e T | Display Opticons... P W 2 bl L
7 (0B Public Insnuction | | Budaet Type | | Accourts | =l "} Sources | |.DPI Org Units Fr 2012 | [May | [ MEASURES
» Labels Only... T ANALYSIS
Tile Headerand Footer  + hz321:45m
08 FublicInstuction] [Budget Type] [Acsount] [Grent Year]  Display Background.. Labels and Values... lures
YTD CERT BUDGET Eaknes I Layer1ofs -

23510 Legend Font... 9110 235 5 5 3510
DPI-GENERAL | DPHSPEC 0SBM-PUBLIC | DPHFEDERAL DPI- °E | DP G P ST | DPHNTERNAL
Hide

Unhide
EXP+ADJTO (i

Styles... b

REV + ADJ TO ( 04, 0
el difvale]y|  7.617.376.287.00 517.466.00 0.00 3.011.717.00

To change the number format:

4, Click on Format on the menu bar.
5. Position the cursor over Categories from the dropdown menu.
6. Click on Values Only from the dropdown menu.

e The category choices are: Labels Only, Values Only, Labels and Values and
Default. To use any of these formatting choices other than Default, you must first
select the area to be formatted.

» Right click on the highlighted area, then position the cursor over Format Categories
and click on Values Only.

e The Format Categories dialog box facilitates formatting the font, format (numbers),
alignment and patterns.

7. Click on the Format tab.
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The DSS displays the format options.

Formatting, Printing and Exporting

L2 o |

~
Fomat Gt
Font Fomat IFv.Iignmem | Pattems I
Format option:
General -
g £
T - |
4 3
SHHHD
0
%0
OE+000 57

Format option

Decimal places:

 He—
1,000,000.00
1000000

Sample I

Sample:

Sample value:

Number of
decimal places

1,000,000.00

ok |

Cancel

8.
9.
decimal places in the values.

Click on the OK button.

Click in the home area to deselect all.
» Click anywhere in the workspace.

10.
11.

The DSS displays the data in the number format selected.

|5 1BM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Reporter]]
[@ File Edit View Insert Explore Calculste Format Tools Window Help

Clicking on #,##0 in the Format Option box will insert commas.
Clicking on the up or down arrows in the Decimal places box will set the number of

(=S

NEE

DEEHSR- [t oHE s B IEEY Ty

(08 Public Instnction | | Budget Type | | Acourts | | Grant Year | | Budgel Codes | |LDPI Funing Sources | |LDPIOrg U= FY 2012 | [ May | | MEASURES ‘

BUDGET CODE ACCOUNT ANALYSISFp
MDC: 08xbudgt  Updated: 5/9/2012 3:21:46 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Yesr] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2012] [Msy] MEASURES

YTD CERT BUDGET Layer 10of8 =
13510 23510 2351 23515 DPHT 29110 33510 63501 63503 63510 63511 73510
DPI-GENERAL DPI-SPECIAL DPI-SCHOOL PROJECTS 0SBM-PUBLIC | DPI-FEDERAL | DPI-TRUST-SPE | DPI-TRUST-GF DPI-TRUST DPI-TRUST DPHNTERMNAL
TECHNOLOGY SCHOOL CIAL SERVICE
BI RiIe L

EXP+ADJTO (| 10,128,369,547.00 | 104,638,992.00 | 26,472780.00 10,935504.00 | 122,659,019.00 0.00 1393244500| 12416452.00 10,250,000.00 33,899906.00| 99,539,823.00
REV+ADJTOC(| 2510,993260.00 | 104.121,526.00  26.472.780.00 7.923.787.00 | 122,650,019.00 0.00 1393244500 12416452.00| 10.250.000.00 33.899.906.00  B80.,694.802.00
APPROPRIATIOK| 7.617.376.287.00 517.466.00 0.00 3.011.717.00 0.00 0.00 0.00 0.00 0.00 0.00 | 18.845.021.00
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The following walkthrough demonstrates how to align and bold column labels in the DSS reports.
Row labels and data can also be aligned using the same procedure.

WALKTHROUGH: Formatting Labels

SCENARIO
You decide next to bold and left justify the column titles on the report.

Walkthrough Objectives
¢ Bold the column headings
e Left justify the column headings

To highlight column titles:

1. Click on Edit on the menu bar.

2. Position the cursor over Select from the Edit dropdown menu.

3. Click on Columns from the Select dropdown menu.

J 18M Cognos PowerPlay Client - [ED 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Reporterl] T e ]
@ File View Inset Explore Calculate Format Tools Window Help NEE
0= Undo Changes to Report Title Ctrl-z o @bl x ke
Flogp 1" §idget Cods | |_DP! Funding Saurees | | DPI Org Unis | [Frama ] [May] [ vigasuREs |

Cut Shift+Delete BUDGET CODE ACCOUNT ANALYSIS
Copy CtrieC MDC: 08xbudgt  Updated: 5/9/2012 3.21.48 Al
(08 Fublic Paste Ctrl+V DF| Funding Sources] [DFI Org Units] [ARRA] [FY 2012] [May] MEASURES
YTo ¢ Paste Special... Laver1ofs =
Delete b i 23515 DPHT 20110 33510 532501 53503 53510 53511 73510
HOOL | PROJECTS | OSBM-PUBLIC | DPIFEDERAL |DPITRUST-SPE DPITRUST-GF | DPFTRUST | DPITRUST | DPHNTERNAL
Find Cul+F | PLOGY SCHOOL CIAL SERVICE
L iR £
EXP + A v Rows 2,659,019.00 000 1393244500 1241645200 10.250,00000| 3389900600 9953982300
REV 4 Rename Label... F2 2,659.019.00 000 13.93244500 1241645200 1025000000 3389990600 80,694,802 00
APPROPRIATION| 7.617.376.287.00 517.466.00 ayers 0.00 0.00 0.00 0.00 0.00 0.00 18.845021.00
Al Cirl+A

To bold the column titles:

4. Click on Format on the menu bar.
5. Position the cursor over Categories from the Format dropdown menu.
6. Click on Labels Only.

» Right click on the highlighted area, then position the cursor over Format Categories and

click on Labels Only.

@ IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)] EE
File Edit View Insert Explore Calculate | Format | Teols Window Help - ||

DEeEdEB - & S8 48

£ | 08 Public Instruction Budget Type | | Accourts |

Display Options... Bt B 92 | Lz | loe

" Sources | [ DPI 0w Units FY 2012 | [May | [ MEASURES |
3 Labels Only...
itle, Header and Footer 3

Crosstab Layout

Values Only...

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year]

YTD CERT BUDGET Eakte e Layer1ofg *
13510 23510 Legend Font.. 29110 33510 53501 53503 53510
DP-GENERAL | DPI-SPEC i 0SBM-PUBLIC | DPI-FEDERAL |DPI-TRUST-SPE | DPITRUST-GF | DPI-TRUST
Llide D sCHoOL CIAL
Unhide =0 1T 11 N Vo =

EXP + ADJTO €| 10,128,369,547.00 | 104,633,99 D 122,659,019.00 0.00| 1393244500 12,416,452.00| 10,250,000.00
REV+ADJTOC| 2510.993.260.00 | 104.121.52 fplz= D 122.650.019.00 0.00| 13.93244500 12.416.45200| 10.250.000.00
APPROPRIATION| 7.617.376.287.00 517.466.00 0.00| 3.011.717.00 0.00 0.00 0.00 0.00 0.00

Display Background...

Labels and Values...

URES
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7. Click on Bold in the Font style section. Then click OK.

Fort INignmerrt I Pattems I

Fort:

Size:

IAriaI

T Arial Baltic
T Aral Black
T Arial CE

Cver or undedine: Colar:

11 T
12 [
14
16
18 -

I <Mone:=

~| [ -

[T Strikethrough

1000000

Corce_|

To left justify the column headings:
8. Click on the Alignment tab.

¢ Notice that the Column label area is the only area active because only columns were

selected on the report.

Fornt  Alignment | Pattems |

r

— Row label

& Left " Center " Right ' Default

r— Column label

£ Center ¢ Right " Default

— Mumber

 Left " Center = Right " Default
1000000

0K I Cancel
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9. Click on the Left option button, then click the OK button.
10. Click on the home area to deselect everything.
» You may also click anywhere in the workspace to deselect everything.

The DSS displays the results.

[2) 18M Cognos PowerPiay Client - [BD 701 Budget Cade Recap - [Remote] Budget Cubes nonuniv (Reporter]] =
[ File Edt View Inset Explore Calculate Format Tools Window Help NEE
DEdER -~ |1 & & 4B Eed i lx e

| 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DP Funding Sources | | DI Org Units FY 2012 | [ May | | MEASURES

BUDGET CODE ACCOUNT ANALY SIS
MDC: 08xbudgt Updated: 5/9/2012 3:21:46 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Yeer] [Budget Godes] [DPI Funding Sources] [DFI Grg Units] [ARRA] [FY 2012] [May] MEASURES

YTD CERT BUDGET Layer 1of -
13510 23510 23511 23515 DPIIT 20110 33510 63501 63503 63510 63511 73510
DPI-GENERAL DPI-SPECIAL DPI-SCHOOL PROJECTS OSBM-PUBLIC |DPI-FEDERAL  |DPI-TRUST-SPE |DPI-TRUST-GF  DPI-TRUST DPI-TRUST DPIINTERNAL
TECHNOLOGY SCHOOL CIAL SERVICE
21 NING E1L
EXP +ADJTO (| 10,128,369 547.00 | 104,638 992,00 | 2647278000 10,935504.00 | 122,659,019.00 000 1393244500 1241645200 10,250,000.00 | 33,899,906.00| 9953982300
REV+ADJTOC(| 2510,893260.00 10412152600 | 2647278000 7.923.787.00 | 122,659.019.00 000 1393244500 1241645200 10,250.000.00 | 33.899.906.00 | B80.694.80200
APPROPRIATION| 7.617.376,287.00 517.466.00 0.00 3.011,717.00 0.00 0.00 0.00 0.00 0.00 0.00 | 18.845,021.00

WALKTHROUGH: Formatting with Overline/Underline

SCENARIO
You need to create a single overline/double underline for the values in the
APPROPRIATIONS row.

Walkthrough Objectives
e Put a single overline/double underline on the values in the APPROPRIATIONS Row

To select the row to format:
1. Click on the row label APPROPRIATIONS to select it.

To open the format dialog box:

2. Right click the mouse to display the pop-up menu.
3. Position the cursor over Format Categories on the pop-up menu.
4, Click on Values Only on the pop-up menu.

» Click on Format on the menu bar, position the cursor over Categories, and then click
on Values Only.
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@ IBM Cognos PowerPlay Client - [ED 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporler)]_ 5-:

[@ File Edit View Insert Explore Calculate Format Tools Window Help
DeEELo L. eBHE 4B S dila bl x|

£ [ 08 Public Insinuction | | Budget Type | [ Accourts | [ Grant Year | | Budget Codes | |_DPI Funding Sources | | DPI Org Units | [ ARRA | [ FY 2012 | [ May | [ MEASURES

BUDGET CODE ACCOUNT ANALY SIS
MDC: 08xbudgt  Updated: 5/9/2012 3:21:46 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2012] [May] MEASURES
| 7D cERT BUDGET

Layer 1of8 e

13510 23510 23511 23515 DPHIT 29110 33510 63501 63503 63510
DPI-GENERAL DPI-SPECIAL DPI-SCHOOL PROJECTS OSBM-PUBLIC |DPI-FEDERAL DPI-TRUST-SPE DPITRUST-GF | DPI-TRU
TECHNOLOGY SCHOOL CIAL ST
B111 NIk ELL
EXP + ADJTO CASH 10,128,369,547.00 | 104,638,992.00 | 26,472,780.00  10,935504.00 | 122,659,019.00 0.00 | 13,932,445.00 | 12,416452.00 SHAHEH
REV + ADJ TO CASH 2,510,993.260.00 | 104.121.526.00 | 26.472.780.00 7.923787.00 | 122.659.019.00 0.00 | 1393244500 | 12.416.452.00 S
A A e RATS Saos s 0.00  3.011.717.00 0.00 0.00 0.00 0.00 0.00
Display Options...
Renamne Label... F2 Values Onl
Hide Labels and Values...
Hide/Show Summaries at this Level Default...
Diill Up
Drill Down
Crosstab Layout 3
Delete 3
Explain
Override Precedence

The DSS displays the Format Categories dialog window.

Format Categories | (-0 S}

Forit ] Format ] Alignment ] Pattems ]

Farit:
|:'-'-.ria|
. . = italic 11 T
iy }-‘q'!al Baltic [ | |Bold 12 (W
T Arial Black Bold talic 14
Fp Anial CE - 16
18 -

Cwer or unde‘rliﬂgg'___‘h Calor:

| (== ) = [ — -]

[ Strikethrough

1.000,000.00

[ ok | Cance-l|

_.
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To overline and to underline the row
Click on the down arrow on the Over or underline list box.
Scroll to the bottom of the box.

. 1.000,000.00
Click on the =—————m—

Click on the OK button.
Click on the home area to deselect the row.

©CoN owu

The DSS displays the report formatted with the underline style specified.

() IBM Cognos PowerPlay Client - [ED 701 Budget Code Recap - [Remote] Budget, Cubes_nonuniv (Remnerf“ e s

@ File Edit View Insert Explore Calculate Format Tools Window Help = |[= A
DEeEdEbe L elHE 4k e d Wbl

£ | 08 Public Instruction | |_Budget Type | | Accounts | | Grant Year | | Budget Codes | |_DPI Funding Sources | |_DPIOrg Unitsl FY 2012 | [ May | | MEASURES |

BUDGET CODE ACCOUNT AMALY SIS
MDC:08xbudgt Updated: 5/9/2012 3:271:46 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DPI Funding Scurces] [DFI Crg Units] [ARRA] [FY 2012] [May] MEASURES

| vTD cERT BUDGET Layer 1 of&
13510 23510 23511 23515DPLT 29110 33510 63501 63503 63510
DPI-GENERAL DPI-SPECIAL  |DPL.SCHOOL  PROJECTS OSBM-PUBLIC |DPIFEDERAL  DPI-TRUST-SPE |DPI.TRUSTGF  DPI-TRY
TECHNOLOGY SCHOOL CIAL ST
B NkG BN

EXP +ADJ TO CASH 10,128,369,547.00 | 104,638,992.00 | 26,472,780.00 10,935504.00 | 122659,019.00
REV +ADJ TQ CASH 2,510,993.260.00 | 104.121,526.00 | 26.472.780.00 7.923.787.00 | 122.659.019.00

IAPPRDPRIATIDN

0 1393244500 | 12416 452 00 |55
1] 1393244500 | 12416452 00 |SH#H
5% % o

2 2| 2
o | o

o
=]
=]

7,617,376,257.00 517,466.00 0.00 3,011,717.00 0.00

Formatting Columns and Rows

DSS has default row and column sizes. When a display field is too small, the value is displayed
as the pound symbol (###). The following walkthrough is designed to show you how to adjust row
sizes. The method shown will also work on columns.

WALKTHROUGH: Adjusting Column and Row Sizes

SCENARIO
Your manager requested the rows sized so that the complete account title is visible when
drilled down to a detailed account.

Walkthrough Objectives
¢ Resize the rows to display the entire row title

To adjust column and row size:
. Position the cursor over the right border of the row. Notice that the cursor changes shape

to a cross-hair.

. Click and drag the border to the right until the entire row label is visible.
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» Double-click the cross hair and the row will auto adjust for the label.

| 15) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Reporter)] = e )

) B File Edit View |Insert| Explore Calculate Format Tools Window Help NEE
| DEE&ER tLelE 4R o dP b 3l L

| 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | D1 0rg Units FY 2012 | [ May | | MEASURES

BUDGET CODE ACCOUNT ANALYSIS
MDC: 08xbudgt Updated: 5/10/2012 3:08:40 AM

2|08 Public Instruction Budget Type] (Acoounts) (Grant Year] [Budget Codes] [DPI Funding Sources] [DPI Org Units] [ARRA] [FY 2012] [Mey] MEASURES
N
YTD CERT BUDGET Layer1of2
135 23510 23511 23515 DPHT 29110 33510 63501 63503 63510 63511 73510
GEN DPI-SPECIAL DPI-SCHOOL PROJECTS OSBM-PUBLIC |DPI-FEDERAL DPI-TRUST-SPE DPI-TRUST-GF  |DPI-TRUST DPI-TRUST DPILINTERNAL
TECHNOLOGY SCHOOL CIAL SERVICE
EXP +ADJTO C| 10,128,369,547.00 | 104,638,392.00 | 283727} 5.00 12,416,452.00 | 10,250,000.00  33299,906.00 99,529,822.00

Click and drag border to the right or L
double-click on the cross-hair. §5.00 12.416.452.00 | 10.250.000.00 33.899,906.00 80.694.802.00

REV + ADJ TO ( jaf2ebs B PSP B2 0 T2 7]

APPROPRIATION| 7.617.376.287.00 517.466.00 0.00 0.00 0.00 0.00 = 18,845.021.00

The DSS displays the report formatted with correctly sized rows.

[5) 16M Cagnos PowerPlay Client - [BD 701 Budget Cade Recap - [Remote] Budget, Cubes nonuniv (Reporten] ==
[ File Edit View Inset Explore Calculaste Format Tools Window Help _=]x
DEedSho | wl@ %R e d® b2~ x e

7| 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPIOrg Units Fr 2012 | [ May | | MEASURES

BUDGET CODE ACCOUNT ANALYSIS
MDC: 08xbudgt  Updated: 5/10/2012 3:08:40 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grent Year] [Budget Godes] [DFI Funding Sources] [DFI Grg Units] [ARRA] [FY 2012] [Mey] MEASURES

YTD CERT BUDGET Layer10f8 =
13510 23510 2351 23515 DPUT 29110 33510 63501 63503 63510 63511 73510
DPI-GENERAL DPI-SPECIAL DPI-SCHOOL PROJECTS OSBM-PUBLIC  DPI-FEDERAL DPI-TRUST-SPE DPI-TRUSTGF | DPITRUST DPI-TRUST DPIINTERNAL
TECHNOLOGY SCHOOL CIAL SERVICE
2w e 1
EXP +ADJTO CASH_‘ 10,128,269,547.00L 104 532992 00 2R 47273000 10035 50400 | 122,659,019.00 000 1293244500 1241645200 10,250,000.00 | 33899906.00 99539,823.00
REV +ADJ TO CASH 2.510.99 A b 122.650.019.00 000 1393244500 1241645200 10.250.000.00 | 32.299.906.00 80.694.802.00
Complete Row Label [
APPROPRIATION 7.617.376.287. 0.00 0.00 0.00 0.00 0.00 0.00 18,845,021.00

WARMNING: Resizing columns or rows to hide them sometimes does
not hide them. If the row or column is not resized exactly to a zero

width, the DSS does not recognize that it is hidden and you will not be
able to use the unhide command to redisplay it.

Zero Suppression

Building custom reports may result in many rows or columns in which the values are all zeros.
The Suppress Zeros feature can conceal these from view, and yet allow them to reappear
whenever a cube update results in a non-zero value in a concealed row or column.

WALKTHROUGH: Suppressing Zero Values

SCENARIO
Your manager wanted budget codes/funds with all zero values hidden. Since these
budget codes/funds may have values in them in the future, you decide to suppress zero
columns rather than deleting the columns.
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Walkthrough Objective
e Suppress zero columns and rows

1. Double-click on Exp & Adj to Cash.
2. Double-click on Column 23510 DPI-Special.
3. Click OK within the Subset Breakage dialog box.

To suppress zero value columns:

4, Click on Explore on the menu bar.
5. Position the cursor over Suppress / Zeros from the dropdown menu.
6. Click on Rows & Columns from the dropdown menu.

The DSS places a check mark in front of Rows and Columns Only in the Suppress Zeros
dropdown menu after it has been selected.

@ IBM Cognos PowerPlay Client - [ED 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv {Repﬂner)]g

@ File Edit View Insert | Explore | Calculate Format Tools Window Help
D&k o |t Swap ' | e d b 17 1~ |x [
. v
£ | 0B Public Instnuction | | Bugg, _——ond< Display '4 N eamars s 1 v 2012 | [May ] [
Suppress 3 m 2 Rows and Columns T —
JALY SIS
Automatic Exceptions 4 By 80,20 Rule 3 Rows Only 3-08:40 AM
Custom Exceptions... | Columns Only
[08 Public Instruction] [Budget Typg h . Pl Funding Sources] [DP1 Ong Urreppeeeppe———ypeymm——n
Reset Dimensions
YTD CERT BUDGET -
Mested Charts
13511 X 2002 2003 2004 2080 RTT
DPI-G Rank... L STABILIZATION |STABILIZATION |EDUCATION MANAGEI
ED ARRA GOV ARRA JOBS FUND CLG
Sort. ADDA
EXP+ADJTOCASH | 101 Re-Sort
EXPENDITURES 101 Show Values Ac 5
ADJUSTMENTE TO C Convert Currency...
REV +ADJ TO CASH 2.5 .
Drill Through
5
APPROPRIATION 1.6 Get Data Nl 517.466.00

Change to Explorer

e ——
Office of the State Controller Page 130



IA: DSS-01A

DSS-Basics Formatting, Printing and Exporting

DSS displays the results.

() IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)] = 4
[B] File Edit View Inset Explore Calculate Format Teols Window Help
DEedESko L@ HE 41 o dd Wl e

£ | 08 Public Instruction | | Budget Type Grant Year | | Budget Codes | | DPI Funding Sources | | DPI Org Units FY 2012 | [May | | MEASURES

BUDGET CODE ACCOUNT ANALYSIS
MDC: 08xbudgt  Updated: 5/10/2012 3:08:40 AW

[08 Public Instruction] [Budget Type] [Accounts] [Grant Yes:] [Budgst Codes] [DP| Funding Sources] [DFI Org Units] [ARRA] [FY 2012] [Msy] MEASURES

YTD CERT BUDGET Layer10f8 i
13510 23510 2000 SPECIAL  |2080 RTTT 2081 RTTT 2082 RTTT 2083 RTTT 2084 RTTTT&P |2085RTTT T&P 2086 RTTT 2087 RTTT 2088
EFFECTIVECLG LEADERSHIP TEACH4 RTTT

DPI-GENERAL IDPI-SPECIAL REVENUE MANAGEMENT  TECH EVALUATION INSTRUCT EVALUATION

CLG INFRASTRUCT |CLG IMPROVE C CLG EMY CLG | AMERICA CLG
T}

EXP +ADJTO CASH | 10,128369,547.00  104,638992.00
EXPENDITURES 10,128,369,547 .00 | 104,638 992.00
REV + ADJ TO CASH 2.510,993,260.00 104,121,526 00

APPROPRIATION 7.617.376.287.00 517.466.00

e DSS allows zero value rows or columns or both to be hidden.

To deselect suppressed zero columns or rows, click on Suppress Zeros and then click on selected
category.

Using the SUPtPrE'SS Zerovalues command slows processing. It can be
used more effectively as a preliminary to printing.

Changing Display Options

WALKTHROUGH: Changing Display Options

SCENARIO
Your manager has asked you to remove the lines on the DSS report to make the
appearance more professional.

Walkthrough Objective
e Remove gridlines

To remove gridlines:
1. Click on Format on the menu bar.
2. Click on Display Options from the dropdown menu.
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DEeEd&E&k« |t & 44

£ 08 Public Instruction I Budget Type I Accounts I

[08 Public Instruction] [Budget Type] [Accounts] [Grant Yesr]

Display Options...
Crosstab Layout
Categories

Title, Header and Footer
Display Background...

B bt 3 b L b
" | Souces | | DPIOrg Unis | | ARRA | [Fr 2012 ) [May | | MEASURES |

—
J @ IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Repunerﬁ;

[8] File Edit View Insert Explore  Calculate [Format] Tools Window Help

* |BUDGET CODE ACCOUNT ANALYSIS
» |MDC: 08xbudgt Updated: 5/10/20123:08:40 AM

rg Units] [ARRA] [FY 2012] [May] MEASURES

YTD CERT BUDGET

Palette...

Legend Font...

REV +ADJ TO CASH
APPROPRIATION

13510 2351
DPI-GENERAL DPI-§ )
Hide
Unhide
EXP +ADJ TO CASH | 10,128,369,547.00 | 104,
EXPENDITURES 10,128,369,547.00 | 104, Styles...

2.510.993.260.00 | 104.121.526.00 555.456.00
7.617.376.287.00 517.466.00 517.466.00

I 2081 RTTT 2082RTTT 2083 RTTT 2084 RTTT T&P

MENT TECH EVALUATION INSTRUCT EVALUATION

' INFRASTRUCT |CLG IMPROVECLG |CLG
ol W

987.00 | 13,383157.00 1,340,756.00 5,240,168.00 2,922,900.00
987.00 | 13,383157.00 1,340,756.00 5,240,168.00 2,922,900.00
1.292.987.00 | 13.383.157.00 1.340.756.00 5.240.168.00 2.922.900.00
0.00 0.00 0.00 0.00 0.00,

The DSS brings up the Display Options dialog box.

General ] Totals ]

Summary options
=
v

v

Gridline options

— r
: - _ 2
Display Cptions -‘d an uﬂ

[v Show label gn
[v Show data grdlines
[V Show row detail gridlines

W Show column detail gridlines

Wrd wrap

v Standard layout

[ Indented layout

[v Automatically indent
[ Highlight subsets

Click each gridline
option to remove
all gridlines.
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To remove all gridlines:

o Click once in each Gridline Options box to remove the . M
¢ Notice you can take the automatic indent off from this menu.

o If you click on the Totals tab you can give the summary rows and summary columns a
label name.

. Click on the OK button.

The DSS displays the report without gridlines.

() IBM Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Reporter]] [F=nEEE
@] Fie [Edit) View Inset Explore Calculate Format Tools Window Help
DeEERk- &8 480 e bl x i

| 08 Public Instruction | | Budget Type Groni Year | |_Budiaet Codes | | DP Funding Sources | |_DP10rg Uritz | [Frzmz] [Wey | [ MEASURES |

BUDGET CODE ACCOUNT ANALYSIS
MDC: 08xbudgt Updated: 5/10/20123:08:40 AM

[08 Public Instruction] [Budget Type] [Accounts] [Grant Year] [Budget Codes] [DFI Funding Sources] [DFI Org Units] [ARRA] [FY 2012] [Mey] MEASURES

YTD CERT BUDGET Layer 1 of 8]

13510 23510 2000 SPECIAL 2080 RTTT 2081 RTTT 2082RTTT 2083 RTTT 2084 RTTTT&P 2085RTTTT&P 2086 RTTT 2087 RTTT

DPI-GENERAL DPI-SPECIAL REVENUE MANAGEMENT  TECH EVALUATION INSTRUCT EVALUATION EFFECTIVECLG LEADERSHIP TEACH 4
CLG INFRASTRUCT  CLG IMPROVECLG CLG ACADEMYCLG  AMERICA CLG
e

EXP+ADJTO CASH | 10,128369,547.00 104,638992.00 1,072,922.00 1,292,987.00 13,383,157.00 1,340,756.00 5,240,168.00 2,922,900.00 1,064,297.00 1,298,551.00 1,072,543.00
EXPENDITURES 10,128,369,547.00 104,638,992.00 1,072,922.00 1292,987.00 13,383,157.00 1,340,756.00 5,240,168.00 2,922,900.00 1,064,297.00 1,298,551.00 1,072,543.00
REV + ADJ TO CASH 2,510.993.260.00 104.121,526.00 555.456.00 1292987.00 13.383.157.00 1,340.756.00 5.240.168.00 292290000 1.064,297.00 1.298,551.00 1.072.543.00
APPROPRIATION 1.617.376.287.00 517.466.00 517.466.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Printing a Report
A DSS report can be printed to retain a hard copy of the data at a particular point in time. The
following walkthrough demonstrates how to print a DSS report.

WALKTHROUGH: Printing a Report

SCENARIO
You have finished the formatting changes your manager requested. You want to print a
copy of the report for your manager’s review.

Walkthrough Objectives
e Use Print Preview

To open the Print dialog box:
1. Click on File on the menu bar.
2. Click on Print from the dropdown menu.

NOTE: Since this is a training class, we will not be printing the
report.
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The Print dialog box is displayed. The Print dialog box has four significant sections:
* Printer selection
* Print Range
* Copies
* Other

The Printer selection area is for choosing a printer. This also has a button that will allow you to
change the properties for your printer. The Print to file check box will print the report to a .prn file
that can be sent to a printer.

The Print range section is used to select the entire report, pages or selections of a report to be
printed.

The Copies section is used to select multiple copies of a report to be printed. You may also
choose to collate the report.

The Threshold section determines the threshold of pages to be printed. The DSS will warn you
if you are asking to print more than the threshold. The DSS will print the pages up to your threshold
if you reply that you do not want to print more pages than the threshold. If you click on the Yes
button, the remainder of the pages will print.

The Fit to Page option will fit each layer to a page. If there are many rows or columns, this option
will reduce the size to an illegible level.

The Options button is used to change print options to print more than one page and/or layer of a
report.

The Preview button is used to preview the print job.

To select the printer:

3. Click on the Name list box to change the printer. You can view the list of available printers.

4, If the printer properties need to be changed or reviewed, click on the Properties button to
change printer properties, including print quality. Click OK.

To view the report before the options changed:

. Click on the Preview button.

The DSS displays the print preview. The page buttons are active, which indicates that more than
one page of the report will print.
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[ M Cosio Pawe:fiey lient - 6D 701 Budge Code Recap - [Remote Budget Cubes_nonury (Reporten] N =

[@ File Edit View Inset Explore Calculste Format Tools Window Help

b=Ed
| hes Page [} (Two Page e e | gese
BD 701 Budget™®ode Recap - lRemnle] Budget_Clibes_nonuniv (Reporter)
Print Date/Ti
[GET CODE ACCOUNT ANALYSIS
Active Buttons Bxbudgt Updated: 5/10/2012 3:08:40 AM
108 Putlic Instry ng Sources] [DPI Org Units] [ARRA] [FY 2012] [MayMEASURES
YTD CEl Layer 1 of 8
13510 23510 2000 SPECIAL 2080 RTTT 2081 RTTT 2082 RTTT 2083 RTTT 2084 RTTT T&P
DPI1-GENERAL DPI-SPECIAL  REVENUE MANAGEMENT TECH EVALUATION  INSTRUCT EVALUATION
CLG INFRASTRUCT CLG IMPROVE CLG CLG
ClG

EXP +ADJ TO CASH| 10,128,369,547.00 104,638,992.00 1,072,922.00 1,292,967.00  13,383,157.00 1,340,756.00 5,240,168.00 2,922,900.00
EXPENDITURES 10,128,369,547.00 104,638,992 00 1,072 922 00 1,292 987.00  13,383,157.00 1.340,756.00 5,240,168 00 2,922 900 00
REV + ADJ TO CASH| 251099326000 10412152600 555 456 00 129298700 1338315700 1.340.756.00 5.240.168 00 2922 900 00

APPROPRIATION 7,617.376,287.00 517,466.00 517.466.00 0.00 0.00 0.00 0.00 0.00

Report Format:  5/9/2012 3:25:46 PM
Page 1

. Click on the Close button.

To change Print Options

. Click on the Options button.
Page layout view — will print the first page of all displays as they display in the page layout
view.
Selected displays — will print all pages for the selected display. At present, we only have
one display.
Entire Report - will print all pages of the report.

o Click on the list box Selected display(s) in the Printing area. The Selected display printing

options will become active.

e —
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Print | Rows and Layers I

— Print | |
" Page layout view

@ Selecteddsplays)  4——— | Selected Displays

™ Entire report

— Selected display printing options
¥ Ffeces and labels on all pages

™ Summary row on all pages \
[T Summary column on all pages

[T Dizplay title on all pages
[T Include the legend

Display Printing
Options

Choose display printing options, as desired.

To set to print more than one layer:
9. Click on the Rows and Layers tab.

|
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Print Rows and Layers |

* Print the cument row and layer
" Prirt the specified rows and layers

¥ &l layers ¥ &l rows

Lapers: F o

[WYTD CERT EUDGET [WIEXF = ADJ TO CASH
[IYTD AUTH BUDGET WIEXPENDITURES
CMTD ACTUAL WADJUSTMENTS TO CAS
[CQTD ACTUAL WIREY + ADJ TO CASH
[IYTD FISCAL ACTUAL WAFPPROPRIATION

[Unexp Cert Amt
(Unexp Auth Amt
[YTD ENCUMBRANCE

QK I Cancel

10. Click on the Print the specified rows and layers select box.
11. Double-click on the All layers select box to choose all layers.
e Click on desired layers to print.
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Print Opticns

Print Rows and Layers |

[ Alllayers

Layers:

&Y TD CERT BUDGET
[»[¥TD AUTH BUDGET
[CIMTD ACTUAL
[CQTD ACTUAL
[w[YTD FISCAL ACTUAL

[1¥TD ENCUMERANCE

£ Print the current row and layer
¥ Print the specified rows and layers

¥ &l rows

F as:

O [

[FIEXP + ADJ TO CASH
FEXPENDITURES

REV + ADJ TO CASH
[#]APFROPRIATION

[WIADJUSTMENTS TO CAL

Formatting, Printing and Exporting

o |

Cancel

12. Click on the OK button.

To preview the print job:
13. Click on the Preview button.
[ ]

means more than one page will print.

The DSS displays the print preview. Notice that the page buttons are active which

() 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget Cubes_nonuniv (Reporter] [T
[ File Edit View Insert FExplore Calculate Format Tools Window Help []=

[DEHER- [t dBE 5&ER

EETTT YT

TP [ et Page | F)iPace | TwoPage || Zoomb | ZoonDui | Qwse |

BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter)

Print Date/Ti

Click on next page to scroll

UDGET CODE ACCOUNT ANALYSIS

through the report pages.  pc: osxbudgt Updated: 5A0/2012 3:08:40 AM
108 unding Sources] [DFI Org Units] [ARRA] [FY 2012] [MayMEASURES
YTD CERT BUDGET Layer 10f 8
13510 23510 2000 SPECIAL 2080 RTTT  2081RTTT  2082RTTT 2083 RTTT 2084 RTTT T&P
DPI.GENERAL  DPI-SPECIAL REVENUE MANAGEMENT TECH EVALUATION INSTRUCT ~ EVALUATION

CLG INFRASTRUCT CLG IMPROVE CLG CLG
EXP+ADJ TO CASH| 10,126,369,547.00 104.638992.00  1,072,922.00  1,292,987.00 “1(;,333,157.00 1,340,756.00  5240.168.00  2,922.900.00
EXPENDITURES | 10,128,369,547.00 10463899200 107292200 129298700 1338315700 134075600 524016800 2922900 00
REV+ADJ TO CASH| 2.510.993.260.00 104.121.526.00 565456.00  1.292.987.00 13.383.157.00  1.340.756.00  5.240.168.00  2.922.900.00
APPROPRIATION 1.617.376.287.00 517.466.00 517.466.00 0.00 0.00 0.00 0.00 0.00
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14. Click on the Next Page button to scroll through the report pages.

15 Click on the Close button.

16. For this example, click on the Cancel button. (You would complete the printing process
by clicking the OK button.)

Saving a Report to MS Excel

Users sometimes find it useful to save a record of the DSS data at a particular point in time, for
example, after performing complex calculations on the DSS data, or to send the data in electronic
format to coworkers who do not have access to the DSS.

The following walkthrough will demonstrate how to save a report to Excel. Financial data in this
spreadsheet will not be automatically updated by the DSS and cannot be drilled up and down.

WALKTHROUGH: Saving to Excel

SCENARIO
Your manager wants the data on this report saved as of today. You decide to
use Excel so that the report will not be automatically updated with new data.
Name your spreadsheet class2.

Walkthrough Objectives
e Save the DSS data to Excel

e View the data in Excel

To save the report to Excel:

Click on File on the menu bar.

Click on Save As from the dropdown menu.

Type class?2 in the File name box of the Save As dialog box.

Click on the down arrow beside the SAVE AS TYPE field.

Click on Excel 2007 (*.xIsx) to select it from the SAVE AS TYPE field in the Save As
dialog box.

arwbdE

e —
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CETSENTTNT 0 TR N
Save in: I |, D55 Training j = Ef{ Ed~ —|53\re
=2 MName Date modified Type Cancel |

.ri}

Recent Places Mo items match your search, o

-1 Options... |
Desktop Frewiew |

W=
Libraries Pazzword... |
A

Computer
Metwork
1| (1] | 3
File name: class2 j
Save as type: Excel 2007 " xl=x) |
PowerPlay Portable Report (% ppx)

Delimited ASCI Text File (*.asc)

Excal 2007 ]
e ey

( Excel 2007 (g

¢ Note the other available choices of file types.

The number of characters to use in the naming of your report is limited only by your operating
system.

6. Select the C:\DSS Training from the list box, if not already chosen.

7. Click on the Save button.

The DSS displays a completion message.

"
18M Cognos PowerPlay Client_‘ (=

The report was successfully saved as a Microsoft Excel file.

OK

8. Click on the OK button.
9. Open the Excel spreadsheet.
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class2 [Group] - Microsoft Excel

PN | Home | Insert Page Layout Formulas Data Review  View  Acrobat a@ =& g
_3 ‘;?c“'t Calibri 11 - A4 = Wrap Text General - g E‘:ﬂ % E_] T Autosum - - Ea
23 Copy ~ @ Fit - £ 7
e o | B £ 0| B A R e N L Y T
Clipboard £l Font . Alignment . MNumber Cells Editing
AL - Jx | BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Reporter) L
p
R
A B C D E F G 7
1 [BD 701 Budget Code _ecap—lﬁemute] Budget_Cubes_nonuniv (Reporter) I
2
3 Thursday, May 10, 2012 8:10:41 AM
4
5 5/10/2012 8:10:41 AM
6
7 08 Public Instruction,Budget Type,Accounts,Grant Year,Budget Codes,DPI Funding Sources,DPI Org Units, ARRA, FY 2012, May, MEASURES
8

9 ¥TD CERT BUDGET, Layer 1/8
13510 DPI-GENERAL 23510 DPI-SPECIAL 2000 SPECIALREVENUE 2080 RTTT MANAGEMENT CLG 2081 RTTT TECH INFRASTRUCT CLG 2082 RTTT EVALUATION CLG 2083 RTTT INSTR

10
11 EXP+ADITO CASH 10,128,369,547.00 104,638,992.00 1,072,922.00 1,292,987.00 13,383,157.00 1,340,756.00
12 EXPENDITURES 10,128,369,547.00 104,638,992.00 1,072,922.00 1,292,987.00 13,383,157.00 1,340,756.00
13 REV +ADJ TO CASH 2,510,993,260.00 104,121,526.00 555,456.00 1,292,987.00 13,383,157.00 1,340,756.00
14 APPROPRIATION 7,617,376,287.00 517,466.00 517,466.00 0.00 0.00 0.00
15

Vet dt0808 0060000868080 80808080808080808080000000000000000

a
34 \\

35
36
W 4 » M| YTD_CERT_BUDGET 1 YTD_AUTH BUDGET 2 , MTD_ACTUAL 3 . QTD ACTUAL 4 ./ ¥TD FISCAL ACTUAL 5 {4 | il » 1]

- =]

Notice that:
o Excel saves each layer as separate sheets in individual tabs.

e The Suppress Zeros/Columns Only feature was selected, so zero columns are not
saved to Excel.
e Excel column width may need to be adjusted.

10. Close the Excel spreadsheet without saving the changes.
o Remember that this spreadsheet will not be updated when the DSS database updates.

11. Click on the Top “X” in the top right corner of the screen.
12. Click NO to save the changes.

e —
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Final Projects

Activity 1: Custom Report - Budget Reduction

Scenario
You want to create a custom report to calculate state appropriation
and determine the effect of a 5 percent budget reduction.

Open an existing report and clear default data

1. Ensure that you are logged into the DSS IBM Cognos PowerPlay client. From the Public
Folders area, click on the Management Analysis folder.

2. Click on the BD 701 Budget Code Recap.

Set the Year, Period and Measures

If the Dimension Viewer is not open, click on the Dimension Viewer button.
Double-click on Fiscal Year.

Select current fiscal year.

Click on the Filter button.

Double-click on Fiscal Period.

Click on the current month.

Click the Filter button.

©CoNoTA~®

Delete columns

10. Click on the MTD Actual column

11. Press and hold down the Control key and click on QTD Actual,Unexp Cert Amt, Unexp
Auth Amt, and YTD Encumbrances columns.

12. Release the Control key.

13. Press the Delete key on your keyboard.

Create Budget Reduction Calculation

14. Click on the column YTD AUTH BUDGET.
15. Click on Calculate on the menu bar.

16. Click on Multiply from the dropdown menu.
17. Type .95 in the Number box.

18. Click OK.
19. Click on the label of the new column YTD AUTH BUDGET * .95 with the right mouse
button.

20. Click Rename label.
21. Type Budget Reduction 5% in the New category label box.
22. Click OK.

Add Title & Underline Appropriation
23. Click on the label APPROPRIATION.
24. Click on Format on the menu bar.
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25. Select Categories/Values Only.

26. In the Over or underline box select the desired format.
27. Click OK.

28. Click on Format on the menu bar.

29. Select Title, Header and Footer/Title.

30. In the Title box, delete the title Budget Code Recap.

31. Then type the new title, Effect of 5% Budget Reduction.
32. Delete BD 701 within the Title Box.

33. Click OK.

Save the report

34. Click on File on the menu bar.

35. Select Save As.

36. In the Save In box, choose the appropriate location.

37. In the File name box type 5% Bdgt Reduction.

38. In the Save as Type box, choose PowerPlay Portable Report (*.ppx).

You have successfully created your report!

Sample Solution:

) 18M Cognos PowerPlay Client - [BD 701 Budget Code Recap - [Remote] Budget_Cubes_nonuniv (Repo

[ File Edit View Insert Esplore Calculate Format Tools Window Help
DEEER- [t «HE 4B e @ Wbl lx
7| 08 Public nstructon | | Budget Type Grant Year ] [ Busget Codes | [LOPI Funding Sources ] | 0PI org Unts | [ ARRA [Fr2012] [Way ] [ MEASURES |

3 (X3 DPI Org Units -

o [X] ARRA

Fiscal Vear

NEE

Effect of 5% Budget Reduction
MDC: 08xbudgt Updated: 5/9/2012 3:21:46 AW

[08 Public Instruction] [Budget Type] [Accounts] [Grant Vaar] [Budget Cedes] [DPI Funding Sourses] [DPI Org Units] [ARRA] [FY 2012] [May] MEASURES

il

n

= FY 2010
7 FY 2011
FY 2012

13510 DP-GENERAL

Layer2of12 %

YTD CERT
BUDGET

YTD AUTH
BUDGET

BUDGET YTD FISCAL ACTUAL
REDUCTION 5%

EXP +ADJ TO CASH
REV +ADJ TO CASH
APPROPRIATION

10,128,369,547.00
2,510,993,260.00

10,472,957 227.00
2,855,580,940.00

9,049,309,365 65
2712,801,893.00

8,284 665518.10
1,859,620, 441.57

7,617,376,287.00

T617,376,287.00

7,736,507A72565

475,045,076.53

June.
[Z1 MEASURES 2
9 |=-%E) Subset Definitions
- [ Next Level Children ofBudget Codes

Activity 2: Custom Report - Analyze Transfers

Scenario
You want to create a report that will help to determine if there are
any Transfer Ins and Transfer Outs that need to be eliminated at
June 30th.

Open the CAFR 52G or 53P report for your agency.

Turn off zero suppression, by selecting Explore/Suppress/Zeros.

Click Rows & Columns to remove the check mark.

Highlight all the rows except Transfers In and Transfers Out. Press the delete key.
Double-click on the Transfers In and Transfers Out rows.

Highlight all the rows except 4381 and 5381. Press the delete key.

ogkwNE
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7. Double-click on 4381 and 5381.
» Alternative to steps #4 to #7, delete all rows of the report by selecting Edit/Select Rows
and pressing the delete key. Within the Dimension Viewer, highlight Transfers In Accts

4381 and Transfers Out Accts 5381 and then press the Lowest Level of Children

button. Then press the Add as Rows button within the Dimension Viewer.

8. Turn zero suppression back on by selecting Explore/Suppress/Zeros/Rows & Columns.
9. Double-click on each GASB column, except the General Fund column.
10. Double-click on each GASB until you get down to the individual GASB column.

Note: When analyzing transfers in and transfers out for General Fund, the analysis
should be done at the 11XX GASB level.

11. If your agency has more than one company, filter the FRU dimension to obtain the first
three positions of company number.

12. Then filter the GAAP Fund Type dimension to obtain the fourth position of company
number.

Note: In lieu of doing steps #11 and #12, you could nest lowest level of FRU dimension
under each GASB column. Then nest lowest level of GAAP Fund dimension
under each 3-digit FRU number.

13. Make sure that the report is filtered for 13th period of the year of interest.
14. Delete columns that are summary columns.
15. Delete rows that are summary rows.

You have now created a report that will assist in determining if there are any GASBs that need to
be eliminated within a company.

Sample Solution:

|.0) 18M Cognos PowerPlay Client - [CAFR 52G - Statement of Revenues, Expenditures and Changes in Fund Balances - [Remate] Gov_Cubes (Reporter
Bl Fie Edit View Insert Explore Calculste Format Tools Window Hel NEE
p p
DedE&ho [t wl@ 4k Fo @ b e
| 07 Siste Tressurer | | Al GASB Numbers | | GAAP Fund Type Al Budget Codes FY 2011 ] [13th Period | [¥TD ACTUAL
bes CAFR 526 (Statement of Revenues, Expenditures and Changes in Fund Balances)
Governmental Funds
MDC:07xg0v  Updated: 05/09/2012 01:10:27 AN
Report Format 04/20/2012
[07 State Tressures] [All GASE Numbers] [BAAR Fund Type] [All Accounis] [All Budge! Codes] [ARRA] [FY 2011] [13th Feriod] YTD ACTUAL
-1 All Budget Codes
-1 ARRA General 1200 OTHER 1394 424 NC 1429 PUBLIC | 1430 SPECIAL
[ Fiscal ¥ SPECIAL ESCHEATS | INFRASTRUCTU | IMPROVEMENT | INDEBTEDNESS
L Fiscal Year REVENUE FUND FUND RE FINANCE BONDS PROCINT
-1 Fiscal Period CORP
-1 MEASURES
161 438121 TRSFRIN-NTRAFUND 32,943,998.26 0.00 0.00 0.00 0.00 0.00
438142 TRANSFER IN BOND SALE 890,675.16 0.00 0.00 0.00 0.00 0.00
438151 TRSFR-IN-HOUSING FIN AGCY 49,001.00 0.00 0.00 0.00 0.00 0.00
433161 TRSFR-IN PARKS & REC TRUS 7.224713.00 0.00 0.00 0.00 0.00 0.00
438162 TRSFR-IN NATURAL HERITAGE 4,418,304.00 0.00 0.00 0.00 0.00 0.00
438163 TRSFRIN CLEAN WATER TRUS 1539,010.00 0.00 0.00 0.00 0.00 0.00
438164 TRSFR-IN HEALTH & WELLNES 19,373,599.45 0.00 0.00 0.00 0.00 0.00
438165 TRSFR-IN TOBACCO TRUST 17,116,443.00 0.00 0.00 0.00 0.00 0.00
438181 TRSFR-IN-PRINCIPAL INTRAF 398,341,728.00 0.00 0.00 0.00 0.00 0.00
438182 TRSFRIN-NTEREST INTRAF 281,800,295.22 0.00 0.00 0.00 0.00 0.00
433183 TRANSF FROM 23401 CLN WTR 10,796,770.64 0.00 0.00 0.00 0.00 0.00
438184 TRSFR-IN PAYING AGENT FEE 2612,160.45 0.00 0.00 0.00 0.00 0.00
438192 TRANS-IN 34,564,052.27 0.00 0.00 0.00 0.00 0.00
538043 LEGISLATIVE MANDATED TRAN 55627875 |  -262.92586 0.00 0.00 0.00 0.00
538102 DOA-VETERANS' SCHOLARSHIP 0.00 0.00] -6520964.00 0.00 0.00 0.00
538110 TRSFR-OUT TO NONTAX REV -40,819,044.15 0.00 0.00 0.00 0.00 0.00
538111 TRANSFER OUT-PROGRAM 0.00 0.00 0.00 0.00 000] 811189964
538112 TRANSFER-OUT -890,675.16 0.00 0.00 0.00 0.00 0.00
538117 NCRX-PREMIUM ASSISTANCE -1424,599.06 0.00 0.00 0.00 0.00 0.00
538110 TRANSFER TO DEBT SERV 0,119,013.64 0.00 0.00 0.00 0.00 0.00
538128 DHHS SUBSTANCE ABUSE SECT -345,342.56 0.00 0.00 0.00 0.00 0.00
538131 DHHS QUITLINE -1090,237.05 0.00 0.00 0.00 0.00 0.00
538138 DHHS DIV OF PUBLIC HEALTH 237,336.65 0.00 0.00 0.00 0.00 0.00
139 NCRX CARE WMTH PROGRAN 12490890 0.00 0.00 0.00 0.00 0.00 ]
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Procedure 1. Opening a
DSS Static Report

STATIC REPORTS

Web Access (Static Reports)

In order to access static reports, you must log into the DSS website and
go through the web.

BD 725 Reports (see QRG 3):
BD725 Current Monthly Report on Capital Improvement Funds
BD725 Current Negative Allotment Balances
BD725 June 29 Monthly Report on Capital Improvement Funds
BD7T25 Previous Monthly Report on Capital Improvement Funds
BD725 Previous Period 2 Monthly Report on Capital Improvement
Funds (Universities only)

CAFR 11a Reports
Master Table Definitions Reports

Trial Balance Reports (see QRG 4):
Current Period Reports
June 28th Period Reports
June 30th Period Reports
Previous Period 2 Reports
Previous Period Reports

MCAS History: follows the same premise as above depending on the type of
history report you want to view, static or mdc.

Open a web browser, either Internet Explorer or Firefox.

Enter address https://ncasdss.ncosc.net .

Click on the link Login to NCAS DSS.

Login with your current NCID and password.

From the GDAC Portal home page, click on the NCAS DSS tab.

You will be placed in the Reports area. (Location: WebDAV)

From the Reports area, access your agency’s static reports (BD725, CAFR 11a, or Trial
Balances) by clicking on the Agencies or 01x_General Assembly folder.

Select your agency.

Select the desired folder — BD725, CAFR 11a, or TrialBal.

10. If you chose the BD725 reports folder or the TrialBal reports folder, open the desired
report by clicking on the title. You will have the option to view these reports in PDF format
or Excel format. Select the desired version of the report you wish to view. Depending on
your Adobe Reader configuration, a PDF report will either open in the current web browser

Noakwdhre
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window or it will open in a separate Adobe window. An Excel report will open in an Excel
window.

11. If you chose the CAFR 11a reports folder, open the CAFR 11a report by clicking on the
title. The report will open in PDF format. Depending on your Adobe Reader configuration,
the report will either open in the current web browser window or it will open in a separate
Adobe window.

12. To open the Master Table Definitions report, click on the Master_Table folder from the
Reports area (WebDAV location). The report will open in Excel format in an Excel
window.
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PwnNPE

5.

Procedure 2: Opening a DSS
Multi-Dimensional Cube (MDC)

MULTI-DIMENSIONAL REPORTS (MDC's)

PowerPlay Client (Multi-Dimensional Cube Reports)

In order to access MDC reports, you must open Cognos PowerPlay 10
installed on your machine.

Financial Analysis (see QRG 2): EAGLE:

CAFR Reports COMP Reports EAGLE CAFR 11F
MG NG EAGLE CAFR 11G
R2iG b2 EAGLE CAFR 11P
1P 1P EAGLE CAFR 526G
f3P 53P EAGLE CAFR 53P
11F 1F EAGLE CAFR 54F
RAF B4AF
126G 126G Custom Reports
17G
17P
175
A0G part 1
50G part 2

Management Analysis (see QRG 1):
BO701 Budget Code Recap
BO701 Budget Code Recap (univ)
BO701 Summary by Account
BODY01 Summary by Account {univ)
BOY01 Summary by Purpose
BOT01 Summary by Purpose {univ)
Management Report
MM-Open Documents by Account
MM-Open Documents by Requested Vendor
MNegative Unexpended Authorized Budget

MNCAS History: follows the same premise as above depending on the
type of history report you want to view, static or mdc.

Go to Start, All Programs, IBM Cognos 10, IBM Cognos PowerPlay.

From the Welcome screen, click on the button next to “Open an existing report”.
From the “Select a Report” window, click on the button next to “Remote”.

You will be prompted to log on. Use your current DSS ID and password.

You will be placed in the Public Folders area.
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6. From the Public Folders area, access MDC reports by clicking on one of the following
folders: EAGLE, Financial Analysis, or Management Analysis.

7. Select the radio button next to the desired report and click OK.

8. Depending on the report and your user permissions, either the report will open or you will
be prompted to “Select a DataSource Connection”. If you are prompted, select an agency
from the drop down box, click OK and the report will open.

e —
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Procedure 3: Filtering for a
Dimension in DSS Report

1. Scroll across the Dimension Bar to the right, if necessary, until the desired dimension
is visible.

Position the cursor over the Dimension to view the Dimension’s list.

3. Click the item from the list for which you are filtering.

> If the folder on the Dimension bar becomes a rectangle, the data for which you are
filtering is at the lowest level for this Dimension.

n

The most frequently filtered Dimensions are:
¢ Budget Codes/Funds

e FISCAL YEAR
e FISCAL PERIOD (months)

e —
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Procedure 4: Using the Dimension
Viewer to Filter Data in
DSS Reports

1. Click the Dimension Viewer button on the Toolbar.

2. Position the cursor over the right border of the Dimension Viewer. Notice that the cursor
shape changes to a crosshair.

3. Click and drag the border to the right until all the Dimension titles are visible.

4. Double-click the desired Dimension in the Dimension Viewer to view lower levels of the
Dimension.

» The plus sign indicates a parent category with child categories below.

5. Tofilter data, double-click on a dimension until you reach the desired level within the
dimension.

6. Click the filter button (the Funnel Icon) on the Dimension Viewer toolbar. The DSS displays
the data for which you have filtered.

> The Dimension Viewer can be more efficient than the Dimension Line when a dimension is
filtered more than one level down.

7. Click the Dimension Viewer button on the toolbar to close dimension viewer.
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Procedure 5: Swapping Rows,
Columns, and Layers in
DSS Reports

» Swapping rows, columns, and layers can change the perspective of the data
presentation.

1. Click Explore on the menu bar.

2. Position your cursor over Swap from the dropdown menu.

3. Depending on how you want your data to change, click Rows and Columns, Rows and
Layers, or Columns and Layers.
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Procedure 6: Renaming a Label in
DSS Reports

1. Click the label to highlight it.
2. Click Edit on the menu bar.
3. Click Rename Label from the dropdown menu.

4. Type the new name in the New category label box.

5. Click the OK button.

» Alabel can be renamed by right clicking on the label to be renamed and selecting
Rename Label. Enter the new name and click OK

e —
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Procedure 7: Using the Dimension
Viewer to Add Layers, Columns, and
Rows in a DSS Report

1. Click the Dimension Viewer button on the Toolbar to open dimension viewer.

2. Position the cursor over the right border of the Dimension Viewer. Notice that the cursor shape
changes to a crosshair.

3. Click and drag the border to the right until all the Dimension titles are visible.

4. Double-click the desired Dimension in the Dimension Viewer to view lower levels of the
Dimension.

» The plus sign indicates a parent category with child categories below.

5. Click the desired Dimension(s). If multiple dimensions are needed, click and hold the Shift
of Ctrl key and select the desired dimensions.

6. Click either the Add as rows, Add as columns or Add as layers button on the Dimension
Viewer toolbar. The DSS displays the data you have added.

7. Click the Dimension Viewer button on the toolbar to close dimension viewer.
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Procedure 8: Drilling Down
In a DSS Report

1. Double-click a label of a dimension on a row or a column. The DSS inserts and highlights rows
or columns of detailed data below the summary row or to the right of the summary column.

» Only dimensions that are summary points can be drilled. A summary point is
indicated when the cursor shape becomes a plus sign when the cursor is positioned
over the dimension label.

» When the cursor is positioned over a detailed point, its shape changes to a plain

arrow, indicating that the detailed point cannot be drilled down any further.

2. Continue to drill down as needed by double-clicking on a label until the desired details are
uncovered.

> Notice that, when you drill down on a dimension, both summary and
details are displayed.

e —
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Procedure 9: Drilling Up
In a DSS Report

1. Position the cursor over a summary point. The cursor becomes a plus sign with an up arrow.

2. Double-click this summary point. Notice the detail points/children disappear.
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Procedure 10: Deleting Data

1.  Click a label (row, column, layer) to select it.

2. Press delete on the keyboard.

» To delete multiple labels under one category, select the desired labels and press
delete on the keyboard.

» You can delete all rows, columns and layers at one time by clicking Edit>Select and
then choosing from Rows, Columns, Layers, or All. After selecting the data to be
deleted, press delete on the keyboard.

» The Ctrl + Alt keys highlight all rows, columns, and layers. Press delete on the
keyboard to delete everything.
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Procedure 11: Adding a Calculation
Row or Column in DSS Reports

1. Select the rows or columns you wish to use in your calculation.

» Use the Shift key to select a range, or the Ctrl key to select non-contiguous rows
or columns, as appropriate.

2. Click Calculate on the menu bar.

3. Click one of the calculation options from the dropdown menu.

4. Select and/or fill in the options, as appropriate, for the type of calculation you have
selected.

5. Type a name for your calculated row or column in the Label name box.

6. Click the OK button.

Office of the State Controller Page 167



IA: DSS-01A
DSS-Basics Procedure 11

This page intentionally left blank.

Office of the State Controller Page 168



IA: DSS-01A
DSS-Basics Procedure 12

Procedure 12: Adding a Blank Row
or Column in DSS Reports

1. Clickarow or acolumn label. (Select the row above the place where you want a blank row
added, or choose the column to the left of where you want a blank column added.)

2. Click Insert on the menu bar.

3. Click Blank(s) from the dropdown menu. The DSS inserts the blank row or column.

> Data cannot be entered on a blank row or column.
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Procedure 13: Adding a Long Bar
Nesting in DSS Reports

1. Select a Dimension from the Dimension Line or Dimension Viewer.

2. Click and drag the Dimension to the side of the row label(s) or below the column label(s) until
a long bar is displayed. Release the mouse button.

» When using long bar nesting in a row or column format, the nesting applies to the
entire series of rows or columns.

—
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Procedure 14: Drilling Down/Up on a
Nested Dimension in
a DSS Report

To drill down on a nested Dimension:

1. Double-click a row or a column label to drill down. Notice that the summary/parent label
remains and the detail/child labels also display.

To drill up on a nested Dimension:

2. Position the cursor over a row or a column label until you see the cursor become a plus sign
with an up arrow.

3. Double-click that label to drill up
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Procedure 15: Adding a Short Bar
Nesting in a DSS Report

1. Select a Dimension from the Dimension Line or Dimension Viewer.

2. Click and drag the Dimension to the side of the row label(s) or below the column label(s) until
a short bar is displayed. Release the mouse button.

» When using short bar nesting in a row or column format, the nesting applies only to
the rows or columns on which the short bar is displayed.
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Procedure 16: Resizing a
Row/Column in DSS Reports

1. Position the cursor over the right border of a row or the lower border of a column. Notice that
the cursor shape changes to a crosshair.

2. Click and drag the border until the row or column is the desired width or height. You can drag
the border to the right or to the left or, double-click the cross hair and the row or column will auto
adjust.

—
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Procedure 17: Editing Titles
In DSS Reports

1. Double-click the title. The DSS displays a Title Editing box. If <NEW TITLE> displays,
highlight it and type the new title name.

> The Title box has 3 different areas: the title area, a format menu, and an

Insert but-
ton. The Insert button is a tool for adding variables or pictures to a title.

2. Click the Insert button to view the variables for the following:

e Report

e MDC

e Variable
e Numbers

e Dimension
e Picture Object

Each variable has a dropdown menu from which selections can be made to add items to the report
title area.

3.  To format, highlight the title, text, or a variable and choose a formatting option from the format
menu.

4. Click the OK button to close the Title box.

—
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Procedure 18: Viewing Headers and
Footers for a DSS Report

1.  To view using the Print Preview method, click the Print Preview button from the tool bar.

2. Click the Close button to close the Print Preview window.
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Procedure 19: Formatting
Categories in DSS Reports

Click Edit on the menu bar.
Paosition the cursor over Select from the dropdown menu.

3. Click one of the following options:

a. Rows
b. Columns
c. Layers
d. All

Click Format on the menu bar.
Position the cursor over Categories from the dropdown menu.

Choose and click one of the following:

a. Labels Only

b. Values Only

c. Labels and Values
d. Default

The DSS displays the Format Categories dialog box.

Click one of the following tabs (based on the selection made in step 6):

a. Font

b. Format
c. Alignment
d. Patterns

9. Make desired changes and click the OK button.

|
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Procedure 20: Hiding Data
In DSS Reports

1. Highlight the row(s) or column(s) you wish to hide.
2. Click Format on the menu bar.
3. Position the cursor over Hide.

4. Click Selected Categories.

» The DSS gives the choice of hiding selected or unselected categories. This is a
useful tool when there are few rows or columns that need to be displayed.

> Do NOT resize rows or columns to hide them. Use Format/Hide.

|
Office of the State Controller Page 185



IA: DSS-01A
DSS-Basics Procedure 20

This page intentionally left blank.

Office of the State Controller Page 186



IA: DSS-01A
DSS-Basics Procedure 21
——————————————————————————————————————————————————————————————————

Procedure 21: Viewing Hidden Data
In DSS Reports

1. Click Format on the menu bar.

2.  Click Unhide from the dropdown menu.

—
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Procedure 22: Suppressing Zero
Values in DSS Reports

1. Click Explore on the menu bar.
2. Position the cursor over Suppress Zeros from the dropdown menu.

3. Click one of the following:

¢ Rows and Columns
e Rows Only

e Columns Only

» Using the Suppress Zeros command slows processing. It can be used most
effectively as a preliminary to printing a report.
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Procedure 23: Changing the
Crosstab Views in DSS Reports

1. Click View on the menu bar.
2. Click the Page Layout or Page Width view. The DSS displays the page with the selected view.

» While a view is displayed, you can access a different View on the menu bar without
having to close the current view. To return to the default view (Normal), click View on
the menu bar and select Normal.
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Procedure 24: Changing Display
Options in DSS Reports

Click Format on the menu bar.

N

Click Display Options from the dropdown menu. The DSS displays the Display Options dialog
box.

Click once in the Show label gridlines checkbox to remove the check mark.

Click once in the Show data gridlines checkbox to remove the check mark.

Click once in the Show row detail gridlines checkbox to remove the check mark.

o o kW

Click once in the Show column detail gridlines checkbox to remove the check mark.

» Notice that you can remove the summary row or column in this dialog box and you
can take the automatic indent off as well.

» If you click the Totals tab, you can give the summary row and column a label name.

Click the OK button.

~
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Procedure 25: Saving a Custom
Report in DSS

1. Click File on the menu bar.

N

Click Save As from the file dropdown menu.
3. Type the file name in the File name box of the Save As dialog box.

> You may save a report anywhere on your LAN in any directory where you have
write access.

» Inthe DSS, you are not limited in the number of characters used to name your
report. However, you may be limited to 8 characters by your operating system.

4. The data in reports that have PowerPlay Portable Report (*.ppx) displayed in the Save as
Type dialog box will be updated.

5. Click the SAVE button.
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Procedure 26: Printing a Report
iIn DSS

To select the page setup:
1. Click File on the menu bar.
2. Click Page Setup from the dropdown menu.

3. Change the left, right, top and bottom margins to .5 in the Margins tab of the Page Setup dialog
box.

» The margins setup depends on the printer you are using.

To change the paper size:
4. Click the down arrow on the Paper type list box to view list of available paper sizes.

5. Click the desired paper type to select it.

To view the potential paper sources:

6. Click the down arrow on the Paper source list box.

To change the paper orientation:

7. Click Portrait or Landscape in the Orientation box.

To select the printer:
8.  Click File on the menu bar.
9.  Click Print from the dropdown menu.

10. Click the Name list box to change the printer.

11. Click the Properties button if you want to change printer properties and print quality and
complete the necessary changes.
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To view the report before printing:

12. Click the Preview button in the Print box.

13. Click the Close button.

To change print options:
14. Click the Options button in the Print box.

»  The Print page layout view option will print all displays as they appear in the page
layout view.

»  The “Print selected display(s)” option will print all data for the selected display.

15. The Selected display printing options box becomes active and you can select the
desired options.

To set to print more than one layer:

16. Click the Options button in the Print box.
17. Click the Rows and Layers tab.
18. Click the Print the specified rows and layers selection box.

19. Click the Layers you want printed.

20. Click the OK button.

|
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Procedure 27: Saving a DSS
Report to Excel

1. Click File on the menu bar.
2. Click Save As from the dropdown menu.
3. Click the down arrow beside the “Save as type” box.

4. Click Excel files(*.xls) to select it.

»  The number of characters you can use to name your report is limited only by your
operating system.

5. Select the directory from the list box for which you have write access.

6. Click the Save button. The DSS displays the completion message - Report successfully
saved to Excel file.

7. Click the OK button.

»  DSS files saved to Excel will not be updated.
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Procedure 28: Opening a Custom
Report with a Different Cube

1. Open IBM Cognos PowerPlay.

> If already open, then click File Open and go to step #3. Step #4 will not be necessary
since you only have to log in the initial time.

2. Click Open an Existing Report.

3. Check the Prompt for a Data Source box and click the Remote button.

4. Log into IBM Cognos PowerPlay by entering your user id and password.

5. Goto the appropriate folder where the report resides.

6. Select the desired report and click OK.

7.  Within the “Select a Data Source” window, click Remote.

8. Click on MDCs folder.

9. Click on the folder of the desired year of history (FY20XX History).

10. Click the radio button next to the appropriate package (blue folder) and click OK.

11. If prompted, select the desired agency and click OK.
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QRG 1: Management Analysis
Folder

Multi-Dimensional Reports

ED 701 Reports:
Reports a budget code level sunmary of total budgeted and actual expenditures,
revenues, and appropriation balances. There are twoversions of the repart - ane for
BO701 Budget Code Recap agencies only and one for universities anly.

Reports a summary of the total budgeted and actual expenditures and revenues by
budget code.  There are two versions of the report - one for agencies only and ane far,
BO701 Summary by Pupose  [universities only.

Reports a summary of the total budgeted and actual expenditures and revenues by
account number within each budget code. Amounts are summarz ed and display ed at
the summary account level (4-digits) for each budget code. There are threeversions
BO701 Summary by Account  |of this report — one for Lottery; one for all other agencies, and one for universities only.

Other Management Analggis REEI"I:S:
This report displays the calculation of Authoriz ed Budget minus ¥YTD Fiscal Actual for

Megative Unexpended each expenditure account by budget code. Any negative numibers will be displayed in
Autharized Budget red.
M anagement Repart Reports available balances for the current perod.

Reports all ex penditure accounts at the 3-digit summary level for each budget code.
MM Open Docurments by Accou This report only shows curent data

MM Cpen Documents by Reports all ex penditures by vendonrequestor for each budget code. This report can
Fequestor’yendar be filtered to namow data by document age. This report only shows cument data
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QRG 2: Financial Analysis Folder

Multi-Dimensional Reports
Governmental Funds (GASB 11XX - 15XX):

CAFR 11G Balance Sheet
CAFR 52G  Statement of Revenues, Expenditures. & Changes in Fund Balance

COMP 11G Comparative Balance Shest
COMP 52G Comparative Statement of Revenues, Expenditures, & Changes in Fund Balance

Proprietary Funds (GASB 25XX - 2TXX, 4XXX)

CAFR 11P  Statement of Met Position
CAFR 53P Statement of Revenues, Expenses, & Changes in Fund MNet Position

COMP 11P Comparative Statement of Net Position
COMP 53P Comparative Statement of Revenues, Expenses, & Changes in Fund Met Position

Fiduciary Funds (GASE 33XX, 24XX, 39XX (11F only)):

CAFR 11F  Statement of Fiduciary Met Position
CAFR 54F  Statement of Changes in Fiduciary Met Position

COMP 11F Comparative Statement of Fiduciary Met Position
COMP 54F Comparative Statement of Changes in Fiduciary Met Position
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QRG 3: BD725 Reports Folder
Adobe Reader Reports: Name of Report Description of Report

BD725 Reports folder

Current Monthly Report on Capital
Improvement Funds

Displays current month data for
current activity, project to date
activity, and allotment balances for
capital improvement funds by
budget code and fund.

Previous Monthly Report on Capital
Improvement funds

Displays previous month data for
current activity, project to date
activity, and allotment balances for
capital improvement funds by
budget code and fund.

Previous Period 2 Monthly Report on Capital
Improvement funds (NOTE: for universities
only)

Displays two previous month data
for current activity, project to date
activity, and allotment balances for
capital improvement funds by
budget code and fund.

June 29th Monthly Report on Capital
Improvement Funds

Displays June 29th data for current
activity, project to date activity, and
allotment balances for capital
improvement funds by budget code
and fund.

Current Negative Allotment Balances on
Capital Improvement Funds

Displays current month data for
negative allotment balances for
capital improvement funds by
budget code and fund.
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QRG 4: Trial Balance Reports Folder

Adobe Reader Reports: Name of Report Description of Report
Current Period Reports |Budget Code Detail Trial Balance - Current|Displays prior month ending balance,
folder month to date net, and current month

ending balances for all accounts by
budget code and fund for the current
month.

Budget Code Summary Trial Balance -
Current Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
budget code for the current month.

GASB Trial Balance - Current Period
{Note: for agencies only) Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
GASB and fund for the current month.

GASB Summary Trial Balance - Current
period (Note: for agencies only) Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
GASB for the current month.
Company Detail Trial Balance - Current Displays prior month ending balance,
Period (NOTE: for universities only) month to date net, and current month
ending balances for all accounts by
company and fund for the current
month.

Company Trial Balance - Current Period
(NOTE: for universities oniy) Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
company for the current month.
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QRG 4

4a

Adobe Reader Reports:

Name of Report

Description of Report

Previous Period Reports
folder

Budget Code Detail Trial Balance -
Previous Pericd

Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
budget code and fund for the previous
month.

Budget Code Summary Trial Balance -
Previous Period

Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
budget cade for the previous month.

GASE Trial Balance - Previous Period
{Note: for agencies only)

Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
GASB and fund for the previous
month.

GASB Summmary Trial Balance - Previous
reriod [Note: for agencies only)

Displays prior month ending balance,
month to date naet, and currant momnth
ending balances for all accounts by
GASE for the previous month.

Company Detail Trial Balance - Previous
Period (Note: for universities
only)

Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
company and fund for the previous
month.

Company Trial Balance - Previous Period
{Note: for universities only)

Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
company for the previous month.

Office of the State Controller

Page 210



IA: DSS-01A
DSS-Basics QRG 4

4b.
Adobe Reader Reparts: MName of Report Description of Report
Previous Period 2 Budget Cade Detail Trial Balance - Displays prior month ending balance,
Reports folder Previous Period 2 month to date net, and current month
{NQTE: for universities ending balances for all accounts by
only) budget code and fund for two months
previous.

Budget Caode Summary Trial Balance -
Previous Period 2 Displays prior month ending balance,
month to date net, and currant month
ending balances for all accounts by
budget code for two months previous.

Company Detail Trial Balance - Previous Displays prior month ending balance,
Period 2

month to date net, and current month
ending balances for all accounts by
company and fund for two months
previous.

Company Trial Balance - Previous Period 2
Displays prior month ending balance,
month to date net, and current month
ending balances for all accounts by
company for two months previous.
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4c.

Adobe Reader Reports:

Name of Report

Description of Report

June 29th Period
Reports

Budget Code Detail Trial Balance - June
29

Displays prior month (May) ending
balance, month to date net, and
current month (June) ending balances
for all accounts by budget code and
fund for June 29th.

Budget Code Summary Trial Balance -
June 25th

Displays prior month (May) ending
balance, month to date net, and
current month (June) ending balances
for all accounts by budget code for
June 29th.

GASE Trial Balance - June 29th
{Note: for agencies only)

Displays prior month {May) ending
balance, month to date net, and
current month (June) ending balances
for all accounts by GASE and fund for

GASB Summary Trial Balance - June 25th
{Note: for agencies only)

Displays prior month {May) ending
balance, month to date net, and
current month (June) ending balances
for all accounts by GASB for June 253th.

Company Detail Trial Balance - June
29th {Note: for universities
only)

Displays prior month {May) ending
balance, month to date net, and
current month {June} ending balances
for all accounts by company and fund
for June 25th.

Company Trial Balance - June 25th
{Note: for universities only)

Displays prior month {May) ending
balance, month to date net, and
current month (June) ending balances
for all accounts by company for June
29th.
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4d.

Adobe Reader Reports:

Name of Report

Description of Report

June 30th Period Reports

Budget Code Detail Trial Balance - June 30th

Displays June 29th ending balance, 13th
period net, and June 30th ending
balances for all accounts by budget code
and fund for June 30th.

Budget Code Summary Trial Balance - June 30th

Displays June 29th ending balance, 13th
period net, and June 30th ending
balances for all accounts by budget code
for June 30th.

GASE Trial Balance - June 30th
{Note: for agencies only)

Displays June 29th ending balance, June
30th net, and June 30th ending balances
for all accounts by GASB and fund for
June 30th.

GASB Summary Trial Balance - June 30th
(Note: for agencies only)

Displays June 29th ending balance, 13th
period net, and June 30th ending
balances for all accounts by GASB for
June 30th.
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QRG 5: NCAS DSS Report
Access Chart

STATIC REPORTS

Web Access (Static Reports)

In order to access static reports. you must log into the DSS website and
go through the web.

BD 725 Reports (see QRG 3):
BOT25 Current Monthly Report on Capital Improvement Funds
BO725 Current Megative Allotment Balances
BOT25 June 29 Manthly Report on Capital Improvement Funds
BOT25 Previous Maonthly Report on Capital Improvement Funds
BOT25 Previous Period 2 Monthly Report on Capital Improvement
Funds (Universities only)

CAFR 11a Reports
Master Table Definitions Reports

Trial Balance Reports (see QRG 4):
Current Period Reports
June 29th Period Reports
June 30th Period Reports
Previous Period 2 Reports
Previous Period Reports

To access Static Reports:

. Open web browser, either Internet Explorer or Firefox.

. Enter address https://ncasdss.ncosc.net

. Click on the link Login to NCAS DSS.

. Login with your current NCID and password.

. From the GDAC Portal home page, click on the NCAS DSS tab.

- You will be placed in the Reports area (Location: WebDAV)

. From the Reports area, access your agency's static reports (BD725.
CAFR 11a, or Trial Balances) by clicking on the Agencies or 01x_General
_Assembly folder.

8. Select your agency.

9. Select the desired folder — BD725, CAFR 11a, or TrialBal.

10. Ifyou choose the BDT725 reports folder or the TrialBalreports folder,
open the desired report by clicking on the title. You will have the option to view
these reports in PDF format or Excel format. Select the desired version of the
report you wish to view. Depending on your Adobe Reader configuration, a
PDF report will either open in the current web browser window or it will open in
a separate Adobe window. An Excel report will open in an Excel window.

11. Ifyou chose the CAFR 11a reports folder, open the CAFR 11a report by
clicking on the title. The report will open in POF format. Depending on your
Adobe Reader configuration. the report will either open in the current web
browser window or it will open in a separate Adobe window.

12. To open the Master Table Definitions report, click on the Master_Table
folder from the Reports area (WebDAV location). The report will open in Excel
format in an Excel window.

—~ o W b —
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MULTI-DIMENSIONAL REPORTS (MDC's)

PowerPlay Client (Multi-Dimensional Cube Reports) To access Multi-Dimensional Cube (MDC) Reports:

In order to access MDC reports, you must open Cognos PowerPlay 10 1. Goto Start, All Programs, IBM Cognos 10, IBM Cognos PowerPlay.

installed on your machine. 2. From the Welcome screen, click on the button next to "Open an existing

Financial Analysis (see QRG 2): EAGLE: report".

CAFR Reports COMP Reports EAGLE CAFR 11F 3. From the "Select a Report" window, click on the button next to "Remote".
11G 11G EAGLE CAFR 11G 4. You will be prompted to log on. Use your current DSS ID and password.
52G 52G EAGLE CAFR 11P 5. You will be placed in the Public Folders area.
11p 11P EAGLE CAFR 52G 6. From the Public Folders area, access MDC reports by clicking on one of
53P 53P EAGLE CAFR 53P the following folders, EAGLE, Financial Analysis, or Management Analysis.
11F 11F EAGLE CAFR 54F 7. Select the radio button next to the desired report and click OK.
54F 54F 8. Depending on the report and your user permissions, either the report will
12G 12G Custom Reports open or you will be prompted to "Select a DataSource Connection”. If you
17G are prompted, select an agency from the drop down box, click OK and the
17p report will open.

175
50G part 1
50G part 2
Management Analysis (see QRG 1):
BD701 Budget Code Recap
BD701 Budget Code Recap (univ)
BD701 Summary by Account
BD701 Summary by Account (univ)
BD701 Summary by Purpose
BD701 Summary by Purpose (univ)
Management Report
MM-Open Documents by Account
MM-Open Documents by Requested Vendor
MNegative Unexpended Authorized Budget

NCAS History: follows the same premise as above depending on the type of
history report you want to view, static or mdc.

I —
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QRG 6: Center Structure (COA)
[
Company | # # # # #
Agency Name Number [ Bytes |[Fund Bytes Description Bytes Description Bytes Description Bytes Description
Budgetary RCC-—Project, Source,
iAdministration 137,04 4 |Purpose Division 4 [Tracking 2 |Subprojects, Energy Grants
iAdmin Hearings 67+ 4  |Division
RCC--defines any cost
iAgriculture 107 1A 4  |Division 4 |collector needed 4 |Grant |.D.
Digits 1-2 brings forward the
middle 2 digits of the second
set of 4 digits, with the last 2
02, RCC-—group of staff digits representing county or
AOC Ll il 4 4 |Historical Center 4 |district
4 |Budgetary Purpose Cost Center—Grant year
Board of Elections |60~ Division 4
Program (Project)
4 Ex: prospect expense (i.e..
RCC-—Divisions within Clients), mission trips (i.e..
Commerce 43 4 |Commerce Programs 2 |China)
FRC--Special activities or
grants (optional)
4 |Division RCC--more detailed (1st 2 digits)
Community Colleges  |50** 4 |breakdown of Divisions 2
Organization Grant Program
Crime Control 47 4 3 |(RCC) 2 |ldentifier 3 (Project)
Organization breakout within
the division like branch or
unit Funding Source--Federal Grant Type
Cultural Resources  |46** 4 |Division 3 1 2
Division & Portion of Program--Year or further
DENR 16* 4 |Divisions 4 |RCC--Additional Breakdown | 4  |breakdown of RCC portions
Program-—-County or
20729 FRC (1st 2)-Funding Source Districts (where money is
DHHS A" Code sent to)
Examples: 99 = Cost pool,
RCC—Cost collector for 00 = State, 10 = County, 04 =
organizational units (RCC misc. receipts, and remaining
(All Divisions/ 30%-39* codes are unique across are grant related to funding or
Institutions) 3A™-30* 4 4 |DHHS except at hospitals) 2 |new 2 (1st 2) or new
Division or placeholder in RCC--Prison or a probation or
DOC 42" 4 |Grant LD 1 |another dvision control 4 |parole officer
Organizational Unit—-Division
\Areas Level
4 |Ex: Financial and Ex: Financial Services
Business Senices Funding Source Division (depending on the
Education management Ex State Funds and budget !:ade they may only
oPI 08 5 |Federal Funds 3 [use 9 digis)
Organization--groups
ployees (Members
Elected Officials, Staff, Program-defines divisions and
General Assembly |01 4 2 |Interns, etc.) 4  |committees
RCC-divisions for office
location (Ex: Westem &
Governor's Office 03** 4 3 |Washington Offices)
Housing Fin Auth OA™ 4 |Program 3 |Organization
Organization
4 [Diision (RCC)-Individual Depts To separate within a Division
Ex: Administration, Ex: Grant Detail =
Insurance 12+ 4 [Controllers Office, Legal 2 1500155105
TS 41+ 4 |Purpose 5 |RCC-Billing Cost Tracking
Wustice 09+ 4 4 |RCC
RCC-Administration,
east/west, special projects Grant
4 |Division/Program location, groups of people, Identifier (FRC)
Labor 11 4 |or program 2
|Major Medical [6A™ 4 |Don't Know
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QRG 6: Center Structure (COA)
by Agency (continued)

Company | # # # ‘ # | | # | ‘
Agency Name Number |Bytes |[Fund Bytes Description Bytes Description Bytes Description Bytes Description

NC Lottery 61" 4 |Dmsion 4 |Region 1 |Game Type 3 Game

Budget Fund-

organizational units within RCC-Department within the
NCSSM 87" 4 |school 4 |school

RCC-function within

Division, Juvenile Detention Diision FRC--sometimes matching

Office of Juvenile Centers, and Development Location—Juvenile Detention expenditures for grants if

Justice 18] 4 [Centers 4 |Centers and Development 4 |needed
FRC—internal designation to
control money (ex: contract
0SA 06™ 4 4 |RCC~location 4 [number)

RCC--Divisions within OSC
0SsC 14+ 4 4 |Ex: SAD, FSD. etc.

Organizational Unit
Ex: collision type is used
as a cost center to assign

2 cost to a specific RCC-more detailed

Revenue |45+ 4  |program 4 _|organizational breakout
RCC-more detailed

Secretary of State 05 4 |Dinision 4 |organizational breakout

4 digits—-Stock Room, IT
Projects, dvisions within
retirement, health &

wellness grant initiatives

4 3 digits-SWAPS (dept
Treasurer 07+ 3 & 4 [instrument)
Campus FRS
Universities (Vi 4 2 |Code 6 |Account
Wildlife Program Location
Ex: game land, boating Ex: Building, boating access,
(a5 of 7/12/200€) 17 4 4 |access 4 |fishing access
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QRG 7: Comparison of Explorer and
Reporter Modes

D55 Modes Applications | Functions
Explorar Qwick Analysis Cirill Do
Simple Data Presentations Dirilll Up
Delete Measures
Isolate Data
Fommat

Mest (like and unlike)
Highlight Exceptions

Reporiar Datailed Repgorts | Cirill Diam
Summary and Datail Presentations Drill Lp
Delete Any Dimension
Mowe

Calculations

Add Categories
Fommat

Mest [unlike)

Subsets (T01 reports)
SortRank

Highlight Excaptions

NOTE: Most of the OSC standard reports delivered in DSS are in Reporter mode.
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QRG 8: IBM Cognos PowerPlay
Toolbar Buttons

3-D bar

About

Add as column

Add as layers

Add as rows

Add blanks
Automatic exceptions
Average of

Bold

Bring to front
Calculated categories
Clustered bar (depth)
Clustered bar

Copy

Correlation (depth)
Correlation

Create advanced subset definition

Create Find-in-cube subset defini-
tion

Create nesting levels

Create parentage subset definition
Crosstab

Currency conversion

Currency

Cut

KOEEEEEEwEEEEER0EDEB WD @ & E

Multiline

New

Next level children of
Normal view
Open

Page layout view
Page width view
Paste

Pie (depth)

Pie

Print preview
Print

Rank

Redo

Replace columns
Replace layers
Replace rows
Reset dimensions
Right

Save

Scatter

Send to back
Separator

Share of
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Dimension Viewer Short-long names

EY
|t

Display options Simple bar (depth)

Drill through Simple bar (horizontal with depth)
Each Simple bar (horizontal)

Explorer < — > Reporter Simple bar

Filter Single line

Format measure Sort

Help Stacked bar (depth)

Indented 1 crosstab Stacked bar

Indented 2 crosstab Standard crosstab

¥ B E E EEE PN E

EEREMNEEEREERERZD@E

Intersect Sum of

Italic ) Suppress zero columns
Launch impromptu E Suppress zero rows
Launch Suppress zeros

Layer target @ Swap rows and columns
Left Titles

Lowest level children of Undo

-]
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QRG 9: Improving DSS Performance

Running DSS requires significant PC processing power and random access memory (RAM).
The minimum PC requirements are 2 GB of RAM and 2.5 GB of disk space.

If you experience unusual symptoms while working with the DSS, such as not being able to save a
report, or having a PC “crash,” you may need to try some or all of the steps listed below to run
DSS more efficiently.

Work “defensively”

If you do crash or experience other memory-related problems, you will need to re-boot your PC
and you will lose any unsaved work. So, before you experience problems, get in the habit of
working “defensively.” As with “defensive driving” in your car, work so that the damage is minimal
when bad things happen. Save your work every few minutes, or after making significant changes
to a report that you do not want to re-create.

Keep reports “lean”

Limit the number of dimension categories in a Reporter Mode report by deleting unnecessary
rows, columns, and layers. As a general rule, keep your reports as “lean” as possible, with only
the categories you really need.

Reboot

Even if you haven't crashed, rebooting can free up system resources. One symptom of low mem-
ory — and an approaching PC crash — is that some menu selections, such as “File / Save As,”
stop working.

Do not run other applications while using Cognos PowerPlay
Even when minimized, other applications such as Excel, Word, or a mainframe terminal session,
use system resources. Open other applications only when needed.

Be sure that you have plenty of room on your C: drive

Windows is often configured to use space on C: drive to manage your PC’s memory operations.
If your C: drive is getting full, Windows cannot manage memory well. If data files on C: are no lon-
ger needed, delete them. If the files are still needed, move them to a LAN drive or to a backup
medium such as tape or CD.

Empty your Windows Recycle Bin regularly

Reduce the number of Undo levels

From the File menu, select Preferences / Options, then set “Maximum number of Undo actions”
to 5. (The default is 20.)

Turn off Zero Suppression while working in Cognos PowerPlay
If you need to use Zero Suppression for a printed report, turn it on just before printing, then turn it
off again after printing.
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QRG 10: Resolving DSS Problems

Frequently Asked Questions

Do | meed to install amy software on my computer? ez, you will need |BM Cognos PowsrPlay 10 installsd
on your PCin order to view some reports, Other
reports can be viewsd with Adobe Reader or Excel.

Do | meed to =t 3 new DES 1D and password for the Mo, your current D55 10 and password will work.
Cognos 10 upgrade?

| have custom MDC reports zaved in PowerPlay 7. Canl | Yes, reference the NCAS D55 Quick Start Guide from the
convert them to PowerrPlay 107 main OES web site [https://ncasdss. noosc. net) for
complete instructions.

How do | chanze my password? Fazswords expire every 50 days and you will be
prompted on login to change it. There is no option to
change your password before those 20 days are up.
You will need to call 05C Support Services Center at
S18-7O7-0785 1o reqguest 3 password reset. Be sureto
state your OS5 1D, If the D55 analyst can't contact you
in person, they will be able to leave a message with the
new password. Onoe you login with the new password,
you will be prompted to change it

What if | forzet my password? Call the O5C Support Services Center at 918-707-0785
to open a ticket. Be sureto state your OS5 1D, 1f the
D55 analyst can’t contact youwin person, they will be
able toleave a message with the new pazsword. Once
wou login with the new password, youwill be prompted
to change it.

wihat if | forget my OS5 D7 Check with your CFO to see which 10 has been assigned
to you. 055 1D have the agency abbreviation, followsd
by WEB and a number, i.e. O5CWEBDZ.

Troubleshooting
PowerPlay installation errors: error code 3, error oode # Uninstall PowerFlay by deleting the
@00, Runtime C++ error. Covprogram files\jbmioosnos folder, 3s the

installation does not update the registry.

&« Make sure the installation i being run from
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the root level [ie.
C:h\bippclient_win32_10.1.1_ml or
M bippclient_win3z2_10.1.1_ml}.

«  Run the silent installation azain.

1B Cognos PowsrFlay meszage: “PDE-RM-0001 &
timeout ococurred while waiting for 3 response.”

# |fyouhave opened reports suocessTfully before,
reboot your PCand try again.

*  Ports 9500 B 2562 should be open on all
firewalls between the agency and |T5 for
servers 204,211 167136 and 204,211 167140,

«  PowerFlay configuration may not be correct.
Call O5C support Services at (918) 707-0795.

IBM Cognos PowserFlay meszage: “PowsrFlay is unable
to zave the preferences to the LINI file. Ensure you have
snough disk space or try reinstalling Powsrplay.”

The uzer nesds write acoess to the C\Program
Files\ibmn folder.

When viewing Adobe reports: “Internet Explorer has
modified this page to help prevent cross-site soripting.
Click here for more information...”

In Internet Explorer, goto Tools, Internet Options,
Sequrity. Click on the Sites butbon and add *.state.ncus
if it iz not already there. Click the Custom Level button,
zoroll mear the bottom to the Scripting section, under
Enable x55 Filter click the radio button for Disable.

| clicked on 3 report but it opened in Adobe Reader
instead of Cognos PowsrPlay.

Cubs [MDC) Reports must be opened by opesning
Cognos PowesrPlay first. Reference the NCAS DSS Quick
Start Guide from the main D55 web site
hittps://ncasdes. noosc. nst) for complete instructions.

IBM Cognos PowerFlay meszage: “Failed to open
document. ™

Clear the error message and try to open the report
again.
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