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= Workbook Wizard - Step 2 of 5: Select Items

To add items to your worksheet, select them from the Available list and move them to the Selected list.
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that list.

&0 6L Snapshot

Page 4 of 87 Last changed on: 10/15/2007 11:36 AM




Public

Universities Discoverer: GLSNAP Exercise Two

UNIVERSITY OF MAINE SYSTEM

QMOM Business Process Document

File Edt Visw Format Iools Help

CYHSd B.-DPWd 9§ 28 =E B % 4-%.% AR

= Workbook Wizard - Step 2 of 5: Select ltems

Toadd tems to your worksheet, select them from the Available list and move them to the Selected list.

Available Selected ‘ =

tems | Condtions | Calculations |

List | & cLsnap - | ‘E

T R P
[ Dept Expd D
[ Dept Mor

[ Dept Status
[ Dept rend
[ Dept rend D

[T
A

[ Descr

[ ENCUMBRANCE

L EXPENSE_CATEG  Name: ENCUMBRANCE
E\j EXPEMSE_CATEG1 Folder: GL Snapshot
[ EXPENSE_CATEG_sDeserintion: Encumbrance
Gﬂ EXPEMSE_CATEG_SORTY b

al
-
al
-
al
-
al
-
al
-
al
-

e |

Mo description available

Help Properties.. | | showsal. || <Bask | mew- |

Einish |

Cancel

Step | Action

5. Scroll down the list and click obeptidto select it.

Click theAdd arrow to move the item to tl8electedsection.
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Step | Action

6. Scroll down théAvailable Items list and click orDept Descito select it.

Click the Add arrow to move the item to tl&electedsection.
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= Workbook Wizard - Step 2 of 5: Select ltems

To add items to your worksheet, select them from the Availble list and meve them to the Selecte list
Available Selected
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T um iy sccta
?
<
Mew ¥
Help Properties. ] [ Show SEL ] [ < Back H et = i [ Finish ] [ Cancel

Step | Action

Now click on thet sign adjacent ttdM GLQ Acctato to open that list.
BT Um iy Socta |
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Step | Action

8. Scroll down the list of items and click &M Acct Grp Shrt Dto select it.
(B - L Um #cct Grp Shrt D |

9. Click the Add arrow to move the item to ti&electedsection.
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Last changed on: 10/15/2007 11:36 AM

Page 9 of 87




Business Process Document
Discoverer: GLSNAP Exercise Two

WNIVERSITY OF MAINE SYSTIM

File Edt Yiew Format Iools Help

QYO B PDHLA 9 2= 5. % . §. 5.6 BB

= Workbook Wizard - Step 2 of 5: Select ltems
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Step | Action

11. | Scroll down théAvailable Items list and click orBase Budgeto select it.

Click the Add arrow to move the item to tl&electedsection.
et
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Step | Action

12. | Scroll down theéAvailable Items list and click onCurr Budgetto select it.

C_:Iick the Add arrow to move the item to tf8electedsection.

EX NP Lt Budoet
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Step | Action

13. | Scroll down theAvailable Items list and click onActuals Ytdto select it.

Click the Add arrow to move the item to tlgelectedsection.
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Step

Action

14.

Scroll down théAvailable Items list and click onTot Encumbranceto select it.

Click the Add arrow to move the item to tl8electedsection.
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Action

15.

Now we'll apply conditions.

Click theConditions tab.

[ ]
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Step | Action

16. | Click theNew button.

17. | Click theNew Condition...menu.
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Step | Action

18. | Click on the drop-down arrow in thieem field and click onMore Itemsto view the
entire list.

[
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Step | Action

19. | Click onGL Snapshot.Fiscal Yeato select it.

Click theOK button.
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Step | Action

20. | Click your cursor in th&/aluesfield and entef2008"
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Step

Action

21.

Click theOK button.
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Step | Action

22. | Click theNew button.

23. | Click theNew Condition...menu.
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Step

Action

24,

Click on the drop-down arrow in theem field and click onrMore Itemsto view the
entire list.
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Step | Action

25. | Click onGL Snapshot.Accounting Periotb select it.

Click theOK button.
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Step

Action

26.

Click your cursor in th&/aluesfield and entet3"
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Step | Action

27. | Click theOK button.

28. | Click on theNew button and then click oNew Condition.

[ ]

Step | Action

29. | Click on the drop-down arrow in theem field and click onMore Itemsto view the
entire list.
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Step

Action

30.

Click onUm GIq Accta.Um Acct Grp o select it.

Click theOK button.
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Step | Action

31. | Click your cursor in th&/aluesfield and entefExpense”
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Step

Action

32.

Click theOK button.
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Step | Action

33. | Click on theNew button and then click oNew Condition.

34. | Click on the drop-down arrow in theem field and click orMore Itemsto view the
entire list.
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Step

Action

35.

Click onGL Snapshot.Fund Codéo select it.

Click theOK button.
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Step | Action

36. | Click your cursor in th&/aluesfield and entef00"

37. | Click theOK button.
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Step

Action

38.

Click theNext button.
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Step

Action

39.

Click theNext button.
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Step | Action
40. | Now you'll apply a calculation.
Click theCalculations tab.
41. | Click theNew button.
42. | Click theNew Calculation...menu.
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Step | Action

43. | EnterBBA in theWhat do you want to name this calculation7ield.
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Step | Action
44. | In theShowsection, click orCurr Budget SUMto select it.
| |
45, | Click thePastearrow.

>

Paste
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Step | Action

46. | In theCalculation section, click your cursor aft§UM and enter a minusign.
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Step | Action
47. | In theShowsection, click orActuals Ytd SUMto select it.
| |
48. | Click thePastearrow.

>

Paste
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Step | Action

49. | In theCalculation section, click your cursor aftéftd SUMand enter a minusign.
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Step | Action
50. | In theShowsection, click ormot Encumbrance SUMo select it.
| |
51. | Click thePastearrow.

>

Paste
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Step

Action

52.

Click the OK button to close the calculation.
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Step

Action

53.

Click theNext button.
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Step

Action

54.

Click theNext button.
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Step

Action

55.

On theSort screen, click thé&dd button.
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Step

Action

56.

Click on the drop-down arrow und€olumn.
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Step | Action

57. | Click onDeptid to select it.
| |

58. | Click theNext button.

L
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Step | Action

59. | On theParametersscreen, click th&lewbutton.
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Step

Action

60.

Click on the drop-down arrow in th&hich item do you want to base this paramete
on? field.
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Step | Action

61. | Click onMore Itemsto display the entire list and click tké Snapshot.Business
Unit to select it.

Click theOK button.

[ ]

62. | Click theOK button.
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Step

Action

63.

Click theFinish button.
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Step | Action

64. | The Edit Parameter Values screen will pop up.

In theSelect one or more values for Business Uifield, entertUMSO08.
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Step

Action

65.

Click theOK button.
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Step | Action
66. | Now you'll apply totals to your query.
Click theTools menu.
67. | Click theTotals... menu.

| Totals.. |
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Step | Action

68. | Click theNew button.

69. | Click theNew Total...menu.
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Step | Action

70. | Click on the drop-down arrow in th&hich data point would you like to create a
total on?field.

Page 54 of 87 Last changed on: 10/15/2007 11:36 AM




Business Process Document
Discoverer: GLSNAP Exercise Two

Step | Action

71. | Click onAll Data Pointsto select it.
| |

72. | Click theOK button.

[ |
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Step

Action

73.

Click theOK button.
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Step

Action

74.

Now you'll add a title to your report.

Double-click in the title field.
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Step | Action

75. | TypeExercise 2into theTitle field.

76. | Select theenter key on your keyboard.
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Step | Action
77. | TypeUNIVERSITY OF MAINE SYSTEMin theTitle field.
78. | Select theenter key on your keyboard.
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Step | Action

79. | TypeDEPARTMENTAL EXPENSE BUDGET SUMMARYin theTitle field.

80. | Select theenter key on your keyboard.

81. | Click thelnsert button.

[ ]
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Step | Action

82. | Click onConditionsto select it.

[ 1]

83. | Select theenter key on your keyboard.

84. | Click thelnsert button.
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Step | Action

85. | Click onParametergso select it.

[ 1]

86. | Select theenter key on your keyboard.
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Step

Action

87.

Now you can run the report.

Click theRefresh button.
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Step

Action

88.

When theEdit Parameter Valuesscreen pops up, entdiMS08in the Select one of
more values for the Business Urield.

Click theOK button.

[ ]
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Step

Action

89.

Hold your cursor down on the right border of B#8A column and drag the border ta
the right to widen the column.
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Step | Action

90. | Right-click on theBase Budget SUMcolumn.
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Step

Action

91.

Click onEdit Heading to select it.
| Edit Heading... |
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Step | Action
92. | DeleteSUM from the Heading.
93. | Click theOK button.
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Step | Action
94. | Right-click on theCurr Budget SUM column.

95. | Click onEdit Heading to select it.

| Edlit Heading... |
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Step | Action
96. | DeleteSUM from the Heading.
97. | Click theOK button.
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Step | Action
98. | Right-click on theActuals YTD SUM column.
[ 1

99. | Click onEdit Heading to select it.

| Edlit Heading... |
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Step Action
100. DeleteSUM from the Heading.
101. Click theOK button.
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Step Action
102. Right-click on theTot Encumbrance SUM column.
I |
103. Click on Edit Heading to select it.

| Edlit Heading. .. |
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Step Action
104. DeleteTot andSUM from the Heading so juincumbranceappeatrs.
105. Click theOK button.
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Step Action

106. Right-click on the report and seldebrmat Heading from the menu.
| Farmat Heading... |
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Step Action
107. O-ntheFormat Heading screen, Click on thRight alignment button.
108. Click theOK button.
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Step

Action

109.

Run the report again to view your changes.

Last changed on: 10/15/2007 11:36 AM

Page 77 of 87




Business Process Document
Discoverer: GLSNAP Exercise Two

Step Action
110. Right-click on theBBA column heading.
[ 1
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Step Action

111. Click onFormat Data to select it.
| Format Data... |
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Step Action
112. Click theNumber tab.
[ ]
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Step

Action

113.

Click theUse 1000 Separator (gption.
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Step Action
114. In the Negative Numbers section, click,234.00>t0 select it.
k1,234 0= |
115. Click theOK button.
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Step

Action

116.

Hold your cursor down on the right border of thetuals Ytd column and
drag the border to the right to widen the column.
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Step Action

117. Hold your cursor down on the right border of tept Descrcolumn and
drag the border to the right to widen the column.
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Step Action

118. Right-click on theUm Acct Grp Shrt D column heading and seldetlit

Heading from the list.
| Edlit Heading. .. |

Last changed on: 10/15/2007 11:36 AM Page 85 of 87



Business Process Document
Discoverer: GLSNAP Exercise Two

Step Action

119. Delete the existing heading and e in its place.
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Step Action

120. Click theOK button.

Run the report again to view your changes.

121. End of Procedure.
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