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GLSNAP Exercise One

	1.  
	On the Step 1: Create/Open Workbook screen, remove the checkmark next to the Graph and Page Items options.
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	2.  
	Click the Next button.
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	3.  
	On the Step 2: Select Items screen, in the Available Items section click on the plus sign (+) adjacent to GL Snapshot.
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	4.  
	Scroll down and click on Business Unit to select it.
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	5.  
	Click the Add arrow to move Business Unit to the Selected section.
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	6.  
	Scroll down the Available Items section and click on the + sign adjacent to Um Acct Grp D to select it.
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	7.  
	Click the Add arrow.
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	8.  
	Click the Conditions tab.
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	9.  
	Now you will create a Condition for the query. 

Click the New button.
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	10.  
	Click on New Condition to select it.
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	11.  
	Click on the drop-down arrow in the Item field.
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	12.  
	Click on More Items.
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	13.  
	Scroll down the list and click on GL Snapshot.Fund Code to select it.
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	14.  
	Click the OK button.
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	15.  
	Click your cursor in the Values field and enter 00.

	16.  
	Click the OK button.
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	17.  
	Now you'll create another Condition. 

Click the New button.
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	18.  
	Click on New Condition to select it.
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	19.  
	Click on the drop-down arrow in the Item field.
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	20.  
	Click on Um Glq Accta.Um Acct Grp D to select it.
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	21.  
	Click your cursor in the Values field and enter Expense.

	22.  
	Click the OK button.
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	23.  
	Now you'll create calculations for your query.

Click the Calculations tab.
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	24.  
	Click the New button.
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	25.  
	Click on New Calculation to select it.

[image: image23.png]£G New Calculation.





	26.  
	On the New Calculation screen, delete Calculation1.from the What do you want to name this calculation field.

	27.  
	Your first calculation will be for the Fiscal Year 2006 Base Budget.

Enter FY06 Base Budget for the name.

	28.  
	Click in the Calculation section.

	29.  
	Enter SUM ( 

	30.  
	Click on the drop-down arrow in the Show field.
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	31.  
	Click on Functions to select it and then on the + sign adjacent to All Functions to select it..
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	32.  
	Scroll down and from the list of Functions, click on CASE to select it.
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	33.  
	Click the Paste arrow.
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	34.  
	In the Calculation section, click your cursor after WHEN.

	35.  
	Click on the drop-down arrow in the Show field.
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	36.  
	Click on Available Items from the list to select it.
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	37.  
	Scroll down and click on the + sign adjacent to Fiscal Year to select it.
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	38.  
	Click the Paste arrow.
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	39.  
	In the Calculation section, after Fiscal Year enter a space, the = sign and another space.

	40.  
	Next, enter 2006.

	41.  
	After 2006, enter a space and then AND and another space.

	42.  
	In the Show Available Items section, scroll down and click on Accounting Period to select it.
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	43.  
	Click the Paste arrow.
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	44.  
	In the Calculation section, click your cursor after Period, enter a space and then = followed by another space.

	45.  
	Next, enter 12 and delete Condition 1 from the Calculation.

	46.  
	In the Show Available Items section, scroll down and click on Base Budget to select it.
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	47.  
	Click the Paste arrow.
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	48.  
	In the Calculation section, delete expr1 where it appears after Budget.

	49.  
	In the Calculation section, click your cursor after Else, enter a space and then enter 0.

	50.  
	In the Calculation section, delete expr2 where it appears after 0.

	51.  
	In the Calculation section, click your cursor after END and enter a right-facing parenthesis.

	52.  
	You're now finished with FY06 Base Budget calculation but you need to copy it to use it in the FY07 Base Budget calculation.

To copy the calculation, click your cursor at the end of it and drag your cursor over the entire calculation so it's highlighted. 

With the entire calculation selected, select Ctrl C on your keyboard to copy it.

Click OK to close the calculation.

	53.  
	Next, you'll create our FY07 Base Budget calculation. 

Click New.
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	54.  
	Click New Calculation.
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	55.  
	Click your cursor in the Calculation section and select Ctrl+V from your keyboard to enter the copied calculation.

	56.  
	Click your cursor in the What do you want to name this calculation? field and delete Calculation1.
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	57.  
	Enter FY06 Base Budget.

	58.  
	In the Calculation section, replace 2006 with 2007.
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	59.  
	Your calculation for the FY2007 Base Budget is complete.

Click the OK button.
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	60.  
	Now you'll create a calculation for the Difference.

Click the New button.
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	61.  
	Click New Calculation.
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	62.  
	Click your cursor in the What do you want to name this calculation? field and delete Calculation1.
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	63.  
	Enter Difference.

	64.  
	Click the drop-down arrow in the Show field.
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	65.  
	Click on Calculations.
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	66.  
	Click on FY07 Base Budget to select it.
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	67.  
	Click the Paste arrow.
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	68.  
	In the Calculation section, click your cursor after Budget and enter a space, then a minus sign and another space.

	69.  
	In the Show Calculations section, click on FY06 Base Budget to select it.
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	70.  
	Click the Paste arrow.
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	71.  
	Your calculation for the Difference is complete.

Click the OK button.
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	72.  
	Now you'll create a Total.

Click the New button.
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	73.  
	Click on New Total.
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	74.  
	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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	75.  
	Click on All Data Points to select it.
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	76.  
	Click the OK button.
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	77.  
	Click the Finish button.
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	78.  
	Now you'll add a title your report.

Double-click in the Title field.

	79.  
	Enter Exercise 1 in the Title section.

	80.  
	Click the Enter key on your keyboard.

	81.  
	Click the Insert drop-down arrow.
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	82.  
	Click on Date to select it.
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	83.  
	Click the Enter key on your keyboard.

	84.  
	Click the Insert drop-down arrow.
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	85.  
	Click on Conditions to select it.

[image: image60.png]Conditions





	86.  
	Click the Enter key on your keyboard.

	87.  
	Click the OK button.
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	88.  
	Now you're ready to run the query.

Click the Refresh icon to it.
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	89.  
	The Progress screen will show that the query is running.

	90.  
	Now you'll format how the data displays in your report.

From the Discoverer menu bar click on Format.
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	91.  
	Click on Item Formats to select it.
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	92.  
	While holding down the Shift key on your keyboard, click on Difference and drag your cursor over FY06 Base Budget and FY07 Base Budget to select those items, as well.

	93.  
	With all three items selected, click the Format Data button.
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	94.  
	Click the Number tab.
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	95.  
	Check the Use 1000 Separator (,) option.
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	96.  
	In the Negative Numbers section, click on the <1,234.00> option to select it.
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	97.  
	Click the OK button.
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	98.  
	Click the OK button.
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	99.  
	Click the Refresh icon to re-run the query.
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	100.  
	Now you're ready to name and save the worksheet. 

Click the File menu.
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	101.  
	Click the Save As... menu.
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	102.  
	Click in the New name field and delete Workbook 1.
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	103.  
	Enter Excercise 1 for the Worksheet name.

	104.  
	Click the Save button.
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	105.  
	End of Procedure.
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