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Procedure 
 
 
  

 

 
Step Action 

1.   Click the Graph option. 
On the Worksheet Layout screen, remove the checkmarks adjacent to Page Items 
and Graph. 

 
2.   Click the Next button. 

 
  



 

Business Process Document  
Discoverer: GLSNAP Exercise Three   

 

Last changed on: 10/15/2007 11:37 AM Page 3 of 56 
 

 

 
Step Action 

3.   In the Available Items section, click on the + sign adjacent to Um Glq Accta to open 
the list of items. 

 
4.   Click on Deptid to select it. 

 
Click the Add arrow to move it to the Selected Section. 
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Step Action 

5.   In the Available Items section, click on Dept Descr to select it. 

 
6.   Click the Add arrow to move it to the Selected section. 
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Step Action 

7.   In the Available Items section, click on Um Acct Grp D to select it. 

 
8.   Click the Add arrow to move it to the Selected section. 
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Step Action 

9.   In the Available Items section, click on Account to select it. 

 
10.   Click the Add button to move it to the Selected section. 
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Step Action 

11.   In the Available Items section, click on Acct Descr to select it. 

 
12.   Click the Add arrow to move it to the Selected section. 
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Step Action 

13.   In the Available Items section, click on Base Budget to select it and click on the Add 
arrow to move it to the Selected section. 
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Step Action 

14.   In the Available Items section, click on Curr Budget to select it and click on the Add 
arrow to move it to the Selected section. 
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Step Action 

15.   In the Available Items section, click on Actuals Ytd to select it and click on the Add 
arrow to move it to the Selected section. 
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Step Action 

16.   In the Available Items section, click on Tot Encumbrance to select it and click on the 
Add arrow to move it to the Selected section. 
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Step Action 

17.   Now you'll create a calculation. 
 
Click the New button. 
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Step Action 

18.   Click New Calculation to open the New Calculation screen. 
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Step Action 

19.   On the New Calculation screen, click your cursor in the What do you want to name 
this calculation? field. 

20.   Delete Calculation1 and enter BBA. 
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Step Action 

21.   In the Show Selected Items section, click on Curr Budget SUM to select it. 
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Step Action 

22.   Click the Paste arrow to move it to the Calculation section. 

 
23.   In the Calculation field, click your cursor after SUM and enter a minus sign.  
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Step Action 

24.   In the Show Selected Items section, click on Actuals Ytd SUM to select it. 

 
25.   Click the Paste arrow to move the selection to the Calculation section.. 
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Step Action 

26.   In the Calculation field, click your cursor after the second SUM and enter a minus 
sign.  
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Step Action 

27.   In the Show Selected Items section, click on Tot Encumbrance SUM to select it. 
 
Click the Paste arrow. 

28.   Click the OK button. 

 
29.   Now you'll create a condition. 

 
Click the New button. 

 
30.   Click New Condition to select it. 
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Step Action 

31.   On the New Condition screen, click on the drop-down arrow in the Item field and 
click on More Items. 
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Step Action 

32.   On the Select Item screen, click on GL Snapshot.Fund Code to select it. 
 
Click the OK button. 
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Step Action 

33.   In the Values field, enter 03. 

34.   Click the OK button. 

 
35.   Now you'll create another condition. 

 
Click the New button. 

 
36.   Click New Condition to select it. 
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Step Action 

37.   On the New Condition screen, click on the drop-down arrow in the Item field and 
click on More Items. 
 
After the Select Item screen opens, click on GL Snapshot.Fiscal Year to select it. 
 
Click the OK button. 
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Step Action 

38.   Enter 2008 in the Values field. 

39.   Click the OK button. 

 
40.   Click the New button. 

 
41.   Click New Condition to select it. 
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Step Action 

42.   On the New Condition screen, click on the drop-down arrow in the Item field and 
click on More Items. 
 
After the Select Item screen opens, click on GL Snapshot.Accounting Period to 
select it. 
 
Click the OK button. 

 
43.   Enter 3 in the Values field. 

44.   Click the OK button. 

 
45.   Click the New button and then click on New Condition to select it. 

 
46.   On the New Condition screen, click on the drop-down arrow in the Item field and 

click on More Items. 
 
After the Select Item screen opens, click on GL Snapshot.Account to select it. 
 
Click the OK button. 
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Step Action 

47.   Click on the drop-down arrow in the Condition field and select BETWEEN. 
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Step Action 

48.   Enter '4000' in the first Values field. 

  

 



Business Process Document 
Discoverer: GLSNAP Exercise Three  

 
  

 

      
 
Page 28 of 56 Last changed on: 10/15/2007 11:37 AM 
 

 
Step Action 

49.   Enter '89999' in the second Values field. 

50.   Click the OK button. 

 
51.   Click the Next button on the Select Items screen. 

 
  

 

 
Step Action 

52.   On the Table Layout screen, click the Next  button. 
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Step Action 

53.   On the Sort screen, click the Add button. 
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Step Action 

54.   Click on the drop-down arrow in the Sort by row under Column. 
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Step Action 

55.   Click on Deptid to select it. 

 
56.   Click on the drop-down arrow in the Sort by row in the Sort Type column. 
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Step Action 

57.   Click on Group Sort to select it. 

 
58.   Click the Add button. 
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Step Action 

59.   In the then by row, click on the drop-down arrow under Column. 

 
60.   Click on UM Acct Grp D to select it. 

 
In the then by row, click on the drop-down arrow under Direction. 
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Step Action 

61.   Click on High to Low to select it. 

 
62.   In the then by row, click on the drop-down arrow under Sort Type. 
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Step Action 

63.   Click on Group Sort to select it. 

 
64.   Click the Add button. 

 
In the new row, click on the drop-down arrow under Column and select Account. 

 
65.   Click the Next button. 

 
66.   On the Parameters screen, click on the New button.. 
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Step Action 

67.   On the New Parameter screen, click on the drop-down arrow in the Which item do 
you want to base this parameter on? field. 
 
Click on More Items. 
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Step Action 

68.   On the Select Item screen, click on GL Snapshot.Business Unit to select it. 
 
Click the OK button. 

 
69.   Click the OK button. 
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Step Action 

70.   On the Parameters screen, click the Finish button. 
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Step Action 

71.   On the Edit Parameter Values screen, enter UMS03 in the Select one or more values 
for Business Unit: field.  

72.   Click the OK button. 
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Step Action 

73.   Click the Tools menu item on the Discoverer screen. 
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Step Action 

74.   Click the Totals... menu. 
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Step Action 

75.   On the Edit Worksheet screen click the New button. 

 
76.   Click on New Total to select it. 

 
77.   On the New Total screen, click on the drop-down arrow in the Which data point 

would you like to create a total on? field. 
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Step Action 

78.   Click on All Data Points to select it. 
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Step Action 

79.   In the Where would you like your total to be shown? section, select the Subtotal at 
each change in: option. 
 
Place a checkmark adjacent to Don't display total for a single row. 

 
  



 

Business Process Document  
Discoverer: GLSNAP Exercise Three   

 

Last changed on: 10/15/2007 11:37 AM Page 45 of 56 
 

 

 
Step Action 

80.   In the What label do you want to be shown section?, remove the checkmark adjacent 
to Generate label automatically. 

 
81.   Delete Sum from the editable field. 

82.   Click on the drop-down arrow adjacent to the same field. 

 
83.   Click on Insert Value to select it. 

 
84.   Click your cursor after &Value and enter a space and then type Subtotal. 
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Step Action 

85.   Click the OK button. 

 
86.   On the Edit Worksheet screen, click the OK button. 
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Step Action 

87.   Double-click in the field. 
Now let's enter a title for your report. Double-click in the Title field. 

88.   Enter Exercise Three. 

89.   Press the Enter key on your keyboard. 

90.   Enter DEPARTMENT SUMMARY BY ACCOUNT. 

91.   Press [Enter] . 
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Step Action 

92.   Click on the drop-down arrow in the Insert field. 
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Step Action 

93.   Click on Conditions to select it. 

 
94.   Press [Enter] . 

95.   Click in the drop-down arrow in the Insert field. 

 
96.   Click on Parameters to select it. 

 
97.   Press [Enter] . 
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Step Action 

98.   Click the Refresh button to run the report. 
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Step Action 

99.   When the Edit Parameter Values screen appears, verify that UMS03 is 
entered as the Business Unit parameter and click the OK button. 

 
100.   Right-click the object. 

Right-click on the Base Budget Sum column heading. 

 
101.   Click the Edit Heading... menu. 

 
102.   On the Edit Heading screen, delete SUM from the Heading. 

103.   Click the OK button. 

 
104.   Right-click on the Curr Budget Sum column heading and click on Edit 

Heading to select it. 

 
105.   On the Edit Heading screen, Delete SUM from the heading. 

106.   Click the OK button. 

 
107.   Right-click on the Acutals Ytd SUM column heading. 

 
108.   Delete SUM from the heading. 
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Step Action 

109.   Click the OK button. 

 
110.   Follow the previous steps to remove Tot and SUM from the Tot 

Encumbrance SUM column heading. 

 
111.   Hold your cursor down on the right-edge of the BBA column and drag the 

edge to the right to widen the column. 

112.   Right-click on the BBA column heading. 

 
113.   Click on Format Data to select it. 

 
  

 

 
Step Action 

114.   On the Format Data screen, Click on the Number tab. 
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Step Action 

115.   Click the Use 1000 Separator (,) option. 
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Step Action 

116.   Click on <1,234.00> to select it. 
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Step Action 

117.   Click the OK button. 
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Step Action 

118.   Hold your cursor down on the right-edge of the Acct Descr column. 

119.   Follow the same steps to widen the Base Budget column. 
 
Click the Refresh icon to re-run the report. 

120.   End of Procedure. 

 
  


