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9. |r_1 theAvailable Items section, click orAccountto select it.

10. | Click theAdd button to move it to th8electedsection.
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11. | In theAvailable Items section, click orAcct Descrto select it.

-- E& Acct Descr

12. | Click theAdd arrow to move it to th&electedsection.
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13.

In the Available Items section, click orBase Budgeto select it and click on thdd
arrow to move it to the Selected section.
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14.

In the Available Iltems section, click orCurr Budgetto select it and click on th&dd
arrow to move it to the Selected section.
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16. | In theAvailable Items section, click oot Encumbranceto select it and click on th
Add arrow to move it to the Selected section.

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




Business Process Document () _-
Discoverer: GLSNAP Exercise Three :

Step | Action

17. | Now you'll create a calculation.

Click theNew button.
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Step

Action

18.

Click New Calculationto open théNew Calculationscreen.
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Step | Action

19. | On theNew Calculationscreen, click your cursor in th#hat do you want to name
this calculation?field.

20. | DeleteCalculationland enteBBA.
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Step

Action

21.

In theShow Selected Itemsection, click orCurr Budget SUMto select it.
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Step | Action

22. | Click thePastearrow to move it to th€alculation section.
b

Paste

23. | In theCalculation field, click your cursor afteBUM and enter a minus sign.
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Step | Action

24. | In theShow Selected ltemsection, click orActuals Ytd SUMto select it.
| |

25. | Click thePastearrow to move the selection to tBalculation section..
b

Paste
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Step | Action

26. | In theCalculation field, click your cursor after the secoBJM and enter a minus
sign.
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Step | Action

27. | In theShow Selected Iltemsection, click onfot Encumbrance SUMo select it.

Click thePastearrow.

28. | Click theOK button.

[ ]

29. | Now you'll create a condition.

Click theNew button.

30. | Click New Conditionto select it.
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Step | Action

31. | OntheNew Condition screen, click on the drop-down arrow in them field and
click onMore Items

|Mure Hems... |
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Step | Action

32. | On theSelect Itemscreen, click oL Snapshot.Fund Codéo select it.

Click theOK button.
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Step | Action
33. | IntheValuesfield, enter03.
34. | Click theOK button.
35. | Now you'll create another condition.
Click theNew button.
36. | Click New Conditionto select it.
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Step

Action

37.

On theNew Condition screen, click on the drop-down arrow in ttem field and
click onMore Items

After theSelect Itemscreen opens, click dBL Snapshot.Fiscal Yeato select it.

Click theOK button.
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Step | Action
38. | Enter2008in theValuesfield.
39. | Click theOK button.
40. | Click theNew button.
41. | Click New Conditionto select it.
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Step | Action

42. | On theNew Condition screen, click on the drop-down arrow in ttean field and
click onMore Items
After theSelect Itemscreen opens, click dBL Shapshot.Accounting Periotb
select it.
Click the OK button.

43. | Enter3in theValuesfield.

44. | Click theOK button.

45, | Click theNewbutton and then click oNew Conditionto select it.

46. | On theNew Condition screen, click on the drop-down arrow in then field and

click onMore Items
After theSelect Itemscreen opens, click AL Snapshot.Accounto select it.

Click theOK button.

L 1
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Step | Action

47. | Click on the drop-down arrow in tf@ondition field and selecBETWEEN.
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Step

Action

48.

Enter'4000' in the firstValuesfield.
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Step | Action

49. | Enter'89999'in the secon®aluesfield.

50. | Click theOK button.

[ ]

51. | Click theNextbutton on theselect Itemsscreen.

Step | Action

52. | On theTable Layout screen, click thé&lext button.

L
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Step

Action

53.

On theSort screen, click th&dd button.
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Step

Action

54.

Click on the drop-down arrow in tt&ort byrow underColumn.
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Step | Action

55. | Click onDeptidto select it.
| |

56. | Click on the drop-down arrow in ti&ort byrow in theSort Typecolumn.
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Step | Action
57. | Click onGroup Sortto select it.

58. | Click theAdd button.
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Step | Action
59. | In thethen byrow, click on the drop-down arrow undgolumn.
| |
60. | Click onUM Acct Grp Dto select it.

In thethen byrow, click on the drop-down arrow undeirection.
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Step | Action

61. | Click onHigh to Lowto select it.

62. | In thethen byrow, click on the drop-down arrow undeort Type
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Step | Action

63. | Click onGroup Sortto select it.

64. | Click theAdd button.

In the new row, click on the drop-down arrow un@afumn and selecfccount

65. | Click theNext button.

66. | On theParametersscreen, click on thEewbutton..
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Step | Action

67. | OntheNew Parameterscreen, click on the drop-down arrow in tiich item do
you want to base this parameter ofield.

Click onMore Items
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Step | Action

68. | On theSelect Itemscreen, click oL Snapshot.Business Unib select it.

Click theOK button.

[ ]

69. | Click theOK button.
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Step | Action

70. | On theParametersscreen, click th&inish button.
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Step | Action

71. | On theEdit Parameter Valuesscreen, entddMS03in theSelect one or more value
for Business Unit:field.

72. | Click theOK button.
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Step | Action

73. | Click theToolsmenu item on th®iscovererscreen.
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Step

Action

74.

Click theTotals... menu.
| Totalz... |
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Step | Action

75. | On theEdit Worksheet screen click thé&lewbutton.

76. | Click onNew Totalto select it.

77. | OntheNew Total screen, click on the drop-down arrow in Which data point
would you like to create a total orfield.
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Step

Action

78.

Click on All Data Pointsto select it.
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Step | Action

79. | In theWhere would you like your total to be shows@ction, select thBubtotal at
each change inpption.

Place a checkmark adjacentdon't display total for a single row.
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Step | Action

80. | IntheWhat label do you want to be shown sectipn@move the checkmark adjacer
to Generate label automatically
| |

81. | DeleteSumfrom the editable field.

82. | Click on the drop-down arrow adjacent to the saieid.f
L]

83. | Click onlnsert Valueto select it.
| Inzert Value |

84. | Click your cursor afte&Value and enter a space and then taubtotal
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Step | Action

85. | Click theOK button.

86. | On theEdit Worksheet screen, click th©K button.

L]
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Step | Action

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

88. | EnterExercise Three

89. | Press thé&nter key on your keyboard.

90. | EnterDEPARTMENT SUMMARY BY ACCOUNT.

91. | PresqEnter].
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Step | Action

92. | Click on the drop-down arrow in thesert field.
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Step | Action
93. | Click onConditions to select it.
[ 1
94. | PresqEnter].
95. | Click in the drop-down arrow in thesert field.
96. | Click onParametergo select it.
[ ]
97. | PresqEnter].
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Step

Action

98.

Click theRefreshbutton to run the report.

[ ]
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Step Action

99. When theEdit Parameter Valuesscreen appears, verify that UMSO03 is
entered as the Business Unit parameter and cle®kh button.

100. Right-click the object.
Right-click on theBase Budget Suncolumn heading.
101. Click theEdit Heading... menu.
| Edlit Heading. .. |
102. On the Edit Heading screen, del&éM from the Heading.
103. Click theOK button.
104. Right-click on theCurr Budget Sumcolumn heading and click dedit

Headingto select it.
| Edit Heading... |

105. On theEdit Heading screen, Delet8UM from the heading.

106. Click theOK button.

107. Right-click on theAcutals Ytd SUMcolumn heading.
L 1

108. DeleteSUM from the heading.
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Step Action
109. Click theOK button.
110. Follow the previous steps to remoVet andSUM from theTot

Encumbrance SUMcolumn heading.

111. Hold your cursor down on the right-edge of BRA column and drag the
edge to the right to widen the column.

112. Right-click on theBBA column heading.
L 1

113. Click onFormat Datato select it.
I |

Step Action
114. On theFormat Data screen, Click on thlumbertab.
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Step

Action

115.

Click theUse 1000 Separator (gption.
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Step

Action

116.

Click on<1,234.00>to select it.
k1,234 0= |
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Step

Action

117.

Click theOK button.
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Step Action
118. Hold your cursor down on the right-edge of ket Descrcolumn.
119. Follow the same steps to widen Base Budgetolumn.

Click theRefreshicon to re-run the report.

120. End of Procedure.
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