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IRA Pivot Table Review
and
Using Answers to Modify Reports
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Dartmouth Colleae — Workinag with IRA Answers

Training Agenda

m |RAvs. Answers

m Whatis a Pivot Table?

m Pivot Table View in IRA
Data available by report in appendix

m  Filter Selection Options

m Examples and Exercises
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What is a Pivot Table?

m A pivot table takes rows of detailed data (such as the lines in a downloadable
table) and summarizes them at a higher level using a defined structure.

Group By |2 l
JE
Encumb | Source

Effective | Posted |Budget | Actual |Encumb | Type Short Reference ||
Entity | Org Funidling | Activity Subactivity| Hatclass | Date Date Amount | Amount | Amount | Hame Hame 1 ]
20- S46- 363000-  343601- 000 7a11-
Caollege  Accounting  Subvention Accounting ) SUPPLIES 173172009 1735052009 0.00 44 35 0.00 Unknosen | Inventory 12732 0

. . Detfault )
Only |Operations | College Services Crfice
20- S4E- 362000-  343601- 000 7511 -
Callege  Accounting Subvertion Accounting ) SUPPLIES 143152009 1350052009 000 33080 0.00 Unknosen | Inventory 12732 (]
) ) Detfault )
Only Operations  College Services Office
Grand Total
Encumilx q q .
Grand Total Section is a pivot table of
Or Budget Amount  Actual Amount Amount / e .
e — i — g 000 74 98 000 |  the detail in the downloadable table or
-Accounting Cperations d . J report table.
Grand Total .00 3T4.98 .00
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What is a Pivot Table?

m |IRA Launchpad Reports (IRA) include a “canned” pivot table view that
uses the data returned, based on the filters selected, and summarizes
it in a pre-determined structure:

Select a View | Selection Criteria ;I

org iz equal to 545-Financial Reporting, 546-Accounting Operations, 5347-Controllers (fc
and Funding iz equal to 368000-Subvention College
and Activity iz equal to 343601 -Aceounting Services, 343602-Acets Pavable Office, 343605-Controller Central
and Subactivity iz LIKE (pattern match) %
andl Matclass is equal to TS11-SUPPLIES Office
andl JE Source Short Mame iz LIKE (pattern match) %
andl JE Tranzaction Type iz LIKE (pattern match) %

andl Effective Date iz betvween 13109 and 173109

Select a View | Pivot Table x|
T-JAH T-JAN T-JAN
Encumily
Org Funiding Activity Budget Amount  Actual Amount Amount
S46-
Accounting  SES000-Sukyvertion College 343601 -Accourting Services .00 37495 .00
Operations
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Modifying Pivot Table View

m  The pivot table view of IRA reports may be customized to meet a variety of
individual reporting needs using the Answers tool.

m  Customization is accomplished by included and/or excluding the data fields
available for that report (see IRA Pivot Views Appendix).

m  Choose and run an IRA report based on the data fields needed in the customized
report (see Data Fields Matrix). Save your report using “Page Options” in case
you want to start over. Click Modify to go to the Answers tool.

BEeCT A VIeW |FIVOT | ahie [
T-JAH T-Janl T-JaH
Encumlb:
Org Funding Activity Budget Amount  Actual Amount Amount
S46-
Accounting  363000-Subvention College 343601 -Accounting Services 0.00 37495 000
Operations
Grand Total
Encumlx
Org Budget Amount  Actual Amount Amount
Sd6-Accounting Operations 0.ao 7485 .00
Grand Total .00 IT4.98 0.0

Modity -JRefresh - Prird - Dowwnlosd
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Modifying Pivot Table View

l Criteria IResuIts .

= Answers, Criteria tab:
I

Criteria

Results | Prompts

Dashboards - ANSWers

Columns

GL Transactions by Date Ranl

Click on column names inthe selection pane to add them to the request. Once added, drag-and-drop columns to rearder therm. Edit a caolumn's farma
clicking the huttons below its name. (2
Entity Organization  Funding

Activity
Entity |+ Org +1

Subactivity Hatural Class Time GL Transactions
Funicling |+t Activity |+t Subactivity +1 Hatclass |+t Effective Date +1| Posted Date -1 Budget Amount L1 A

A X | A FX | HEFEEX | HEFEEX SEFE SEEx DR | HEEx | SR

Dizplay Results | Remove All |

Filters

Add filters to the request criteria by holding down the CTRL key and clicking an column names inthe selection pane, ar by clicking an the filter button
columns. Add a saved filter by clicking on its name in the selection pane. (21

Entity is prompted

=/ [
ML Oriy is equal to £ is in 545-Financial Reporting, 546-Accounting Operations, 547-Controllers Ofc = X
AND Funding is equal to /s in 368000-Subvention College

==
ND Activity is equal to § s in 343601-Accounting Services, 343602-Acets Pavable Office, 343605-Controller Central =] &
AND Subactivity is LIKE (pattern match) %

E[JF|

You are seeing the underlying structure of the IRA report. Changes made here do not

affect the IRA canned report design. Changes made here create a custom report design to

include data you want to see and exclude data you don’t want to see in your report. Once
saved, this report can be used instead of the IRA report.
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Modifying Pivot Table View

l Criteria IResuIts .

The criteria tab shows all filters chosen when you ran the IRA report. You can add

additional filters and modify existing filters here. Once you have saved your customized
report design, you can run reports that query the same data warehouse that IRA does,

and get updated financial data.

Criteria | Results

(@) (@) (=) ()

Columns

Prompls

GL Transactions by Date Ran

Dashhoardds - ANSWErs

Click an column names in the selection pane to add them to the request. Once added, drag-and-drop columns to rearder themn. Edit a column's forma

clicking the huttans below its name. (2
Entity Organization Funding Activity Subactivity Hatural Class Time
Entity |11 Org 41 Fundling |+t Activity L1

Display Results | Remove All |

Filters

Add filters to the request criteria by holding down the CTRL key and clicking on column names inthe selection pane, or by clicking on the filter button

calumns. Add a saved filter by clicking on its name in the selection pane. (2

Entity is prompted

L=

ND* Org is equal to Fis in 545-Financial Reporting, 546-Accounting Operations, 547-Controllers Ofc

ML Funding is equal ta fis in 368000-Subvention College

EE|

ML Activity is equal to §is in 343601-Accounting Services, 343602-Accts Payable Office, 343605-Controller Central
ND Subactivity is LIKE (pattern match) %

L=

Subactivity |11 Hatclass |+t | Effective Date |11 Posted Date 11 Budget Amount 11 A

= A i 3 A i |3 4 i 3 4 a3 A | 3 IR 1A |3 Q= 14 o 3 = 1F 4 |9 R == 4 it |3

=X
=X
=X
E[JF|
E[JFs|

GL Transactions
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Modifying Pivot Table View

I Criteria | Results i|

m  To customize the pivot table structure, choose the Results tab and choose a
Pivot Table view from the pulldown menu. Each report has up to three pivot
table views. Choose one view as a starting place to customized your report.
In most cases you will choose Pivot Table 2.

OGA Transaction Detail - El|1

I Criteria T Results T Prompts l

. |_1'“u:-m|h:-l.|ml Layout "’l I__|

2 Compound Layout
&3 £ o Title - f:
2 Table
Chart
2 Piviot Table na
Repog  Sauge
2 Fitters
Ciher Yiews L

2 Pivot Table: 2
2 Marrative: 2

[ |l YRR | b S

GL Rollups Report_R |

| Compound Layout » | [ 7]

wart D GL210 »2.0.0

sup by

@ Compound Layout
fl b | Add wiew:fo
@ Tahle

Title

Chart

@ Pivot Table

Gauge

o Fitters

Cther YWiewes

@ Piwot Table:2

@ Column Selector: 2
@ Pivat Tahle:3

o Marrative: 2

Faslook selection header |

Criteria | Results | Prompts

:) |_-I'“1:-m|:n:ruml Layout "'l"| I__|

o Compound Layout
&9 2 o Title - f:
2 Table
Chart
2 Pivot Table
Org Gauge J
Fitter=
Cther Viewws k
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I Criteria | Results il

Pivot Table Structure - example

Pages |E Excluded
Time Page Area Entity Entity Excluded
Fiscal Year & 41 Organization org B[ Section
(data
Sections || |4 Funding Funding &/ (= fields
Group By Sections Activity Activity B (=2 available
org [ Area ] COAumns Subactivity subactivity =z foruse in
rea = the pivot
= columns | /A Time Posted Date 5/ [Z
Measure Labels & Encumb Type Encumb Type Mame = [
JE Batch Hame & [
Rowes @ feasures
Matural Class Time JE Source Budget Amount [E JE Line Description =/ |2
Matclass (2 [E] [&] Effective Date & [Z] [&] IE Source Short Name = GL Transactions Actual &mount [E =2z
/\ I\ Encurb Amount = Reference 1 5 |E
Reference 2 2 [E
Rows Area Measures . _ |Reference 3 E/[Z
JE Line Details
Area Reference 4 5| |E
Reference 5 =/ [E

TIP: Turn the Display Results option off by removing the check from
the checkbox. Otherwise the data will refresh every time data fields
are moved, which causes a delay as the view changes. When you

are ready to see results, check Display Results.

[ Dizplay Results

!

Do you wantk to abort the scripk?

When displaying results and making a lot of changes, you may see
a warning about a script — click No to continue

Microsoft Internet Explorer =]

E A script on this page is causing Internet Explorer to run slowly, IF it continues to run, your computer may become unresponsive,

GL Transactions

Time

Budget ¥ersion

Inventory Ticket (B [E
Wwork Order Hurber 2 |
IE Header Hame & |2

JE Transaction Type = [=
Full Chart String = |[=
Fiscal Period & |2

Fiscal Period Mumber B/ [Z
Calendar vear 2 [Z

Day = =

Budget Mame ==
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Pivot Table Structure - example Mo | resas B |

Columnzs [E
Entity Entity | | Z| [+t 1
= Rows/Columns/Measures Lz )
Time
Fiscal Period &) |+
Measure Labels =
Rows [E Meazures 3
Funding Activity Natural Class Time JE Source Budget Amount &
Funding (&) [Z][41]| Activity B [Z] 41 Matclass [E| [Z][«] Effective Date [E|[Z][+1] JE Source Short Mame [ GL Transactions Actual Armount & 4
6 7 8 9 10 Encurnb Armount = 5
. 23-University 23-University 23-University
P Ivot Press of Hew Press of Hew Press of Hew
9 1 0 Englandd England England
resu ItS . 6 7 8 1-JuL L [ 9 | 1w
: Effective JE Source Short Encumlb
Funding Activity Hatelass Date Hame Budget Amount  Actual Amount Amount
. . 156000-LPME 5400-0THER OPERATIMG EXPENSE
3E0500-Auiliary Funding TS BN Gl 2008 Budget Journal
J60500-Axdliary Funding :;i?gﬁ;ﬂzm 5140-TRANVEL DOMESTIC Budget Only T 2008 Budget Journal 3 4 5
FE0500-Luxiliary Funding :;ffrgﬁégzmz T755-PROF FEES Writers and Freelance 772005 Budget Journal

How the data fields are placed in the various areas determines the
organization of the pivot table report. The specific data returned is
determined by the filters on the Criteria tab.
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Pivot Table Structure e | s W)

m Placing a data field in the Page Area will allow you to view the data by each
value for that data field. Leaving it empty will return all data in one view.

Allows users \
to view the
data by

W' Dizplay Results
Pages | & i I I— e e .
i Fizcal Year EEIEIEI - | individial
ime > I ; .
] = Entity oflscfa_ll yelars.
Fiscal vear [S][41 23-University Press of Hew England ne tiscal year
per report

Data arranged
in separate
reports
(pages) by
Activity value.

¥ Display Results

Activity | 343602-Accts Payable Office ;I

34361 2-Financial Reporting

343601 -Accounting Services 1-JUL

JuL

Panes |&
Activit > ‘343602- A octs Payable Office I
__ Org Funiding 343505-C0rﬁr0llej Ceriral r—erttual Amount imom:t
Activity = |3t 546-
Accounting  365000-Subyvention College
Cperations
Paged lfl
Mane
Sectiorl  Befare
Note: To include All Pages as a choice in the dropdown list, click the sum icon =
Format Lakels. ..
Farmat Yalues...

next to Pages, and select “After”:
11
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Pivot Table Structure

I Criteria | Results i|

. . . ¥ Display Results
Placing data fields in the .
. . .. izcal Year I vI
Sections Area will divide ore
results into sections based 713-Editorial Acquisition
on values for those data 1-JuL 1-JuL 1-JuL
. . . . E I
f|e|dS LeaV|ng |t blank Wl” Effective Date JE Source Short Hame Budget Amount  Actual Amount .ﬂ:::::::r:

. . 71312008 Payables 0.00 450.00 114.54
COnSO“date reSUItS |nt0 71312008 ManLal 0.00 13495 0.00
one Section_ 71312008 Purchasing 0.00 0.00 2501 25

. Org
sections EN:;E T14-Production
Organi
_| Before 1-JUL 1-JUL 1-JUL
org & ¥ Lfter Encumb
Format Labels Effective Date JE Source Short Hame Budget Amount  Actual Amount Amount
e Format Valuesm 713142008 Payables 0.00 750.00 750,00
713 12003 Marual 0.00 947 0.00
71312008 Purchasing 0.00 0.00 3540 69
All Sections
Addlng a total to the 1-JUL 1-JUL 1-JuL
: : E I
SeCtlon Area WI” add an Effective Date JE Source Short Hame Budget Amount  Actual Amount .ﬂ:::::::r:
A” SeCtion th at WI” 71312008 Payables 0.00 1,200.00 -635.46
71312008 ManLal 0.00 125.48 0.00
show a sum of all other 712008 Purchasing 0.00 0.00 6,241.94
sections.
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Adding & Removing Data Fields A

m To add data fields to the report, drag and drop the fields from the Excluded
Area into the appropriate areas in the pivot table report set-up.

Pages | & Excluded
Entity

Entity =/ =
Sectiong | I | [ v

A Columns |
Subactivity Subactivity =l E
Time Al Period (&) L1

Natural Class Matcl = |z
Measure Labels = atclass

Effective Date = |

Time

heasures =
Posted Date E|[Z

Budget Amount =

ganization Funding Activity

Encumb Type Encumnb Type Mame 2| E
Org & |41 | Funding & Z| 41 Activity & |41 GL Transactions Actual Amount (& e

JE Source E]gk
Encurnb Amount 1 JE Source Short Name

naferance 1 EE

Rows |&

Blue Ilne Indlcates Organization Funding Activity
where the field will drop: |Org 2 z| 41 Funding E|[Z| [+t activity &[4t

Rows | & Messures:
Entity Organization Funding Activity
Result: Entity ] [£][+1]| org B [£] +1] ||Funding & [Z] [+1] | Activity B][+1] || |GL Tral

m Toremove a data field, drag it to anywhere in the Excluded Area and drop.
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RearranQinq Fields I Criteria | Results i|

Excluded
Entity Entity 2|z

m  Drag and Drop data .
flelds between the Fiscal Period &) 11
report set-up areas i

and Excluded area as org EIE]
needed -

= Only Dollar and Fact
fields Shou Id be Rowvs @ Meazures e e T3 U Description Bl
added to the Matural Class Time JE Sou Budget Amount & gz
Hatclass B [£] (<] |Effective Date B [£] [«H7E Source Short Mame & GL Transactions Actual Armount |[E Fiscal Period Mumber B/ [Z

Measures area. You caondor voar B
must have at least ooy BIE

Organization org = =

Funding Funding =/ [E

Activity activity B/ [E

Subactivity Subactivity =/ |Z

Columnz [E Time Posted Date 2/ [

Measure Labels = Encumb Type Encumb Type Name = [Z

Time Fiscal Year [E] [+1 | JE Batch Name B =

One meas re Reference 1 H|Z
u - Reference z H||Z
Excluded eference 3 22
Entity Entity == eference 4 5| [E
Organization org E|[E eference 5 5| [E
Funding Funding 2/ = wentory Ticket =/ [2
Activity Activity EllF fark order Mumber B [E
Columns |E =
- = Header Mame B [Z
ivity (B | Z
Measure Labels = Sl by Subactivity : _
- — = Transaction Type EljH
Time Posted Date & [
Meazures ull chart String EE
- - Encumb Type Encurmb Type Mame B E
JE Source |JE Line Details N\ Budget Amount E
: : - i0d B [Z
JE Source Short Mame (& [Z IE Batch Mame (& [Z JE Line Descrl =|[Z] [+t = [+1] GL Transactions Actual Amount & Fiscal Period

= Fiscal Year 2/ [Z
Encumb amount & _—

Time Fiscal Period Humber =2/ (2

Calendar vear Bl [

Dayg =

Drag the data section header
to move all related data
fields
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i riteria esults
Measures Aggregation Rule e | s W)

m Measures Aggregation Rule is set to “Default”, which will not allow calculations or sums to
process correctly. ALWAYS verify that the Aggregation Rule is set to something other than
Default for all data fields in the Measures area. Change this setting using the More Options
button. For dollar amounts, choose Sum.

m  Caution: When Measures data fields are moved in and out of the pivot table set-up area, the
Aggregation Rule may revert to Default. Remember to reset these to something other than
default.

Time

Measures =
Posted Date 2

udget Armount =

) Encumb Type Encurnb Type Mame 2
GL Transactions Actual unt (&

JE Source JE Source Short Name = Z
Encurnb Armoun

Formst Hesdings... Reference 1 & |[E

Format Measure Values. ..
Reference 2 = |E

Agoregation Rule # Default
Dizplay as Running Sum ¥ Sum j

i
e

Duplicate Layer

Remove Column
............. ANErane

Firzt

Laszt

Count

Court Distinct

Mone

Server Complex Aggregate

+ Report-Based Tatal (when applicable)
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Duplicatinq a Data field I Criteria | Results i|

= Anindividual data field may need to be used in more than one area in a
pivot table. Since it is only listed once in the available fields, use
“Duplicate Layer” to create another of the same field:

Pages |&

Sections |& | [+

e c A duplicate of the same
data field is available
for use in another area
of the report.

Rows (& i

Organization Funding Activity

Qrg & [Z] 4t Funding| B Z | 11 Activity (S| 41
Format Headings. .

Format Walles. .

Hiddan Rows |&
Organization Funding Activity Funding

Mewy Calculsted tem. . i - i
org & Z| 4t | Funding &| Z| 4t Activity & Z | 4t| Funding & 11

Duplicate Layer

Femaove Column
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Settinq Field and Area Properties I Criteria | Results il

No Sort
Default

More Totals
Options

Funding & X |+t

Click to scroll
through Ascending,
¥ MNone Descending options
Befare

Format Headings...

Faormat Walues. . After
Hiclcen At the Beginning b
At the End

Mewy Calculated fem. ..

Duplicate Laver Labelz Only (no tatals)
Remove Column Format Labels. .. w I

Farmat Walues ...
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Setting Column Width m

. . Edit Format
Here, the Org column is narrow: P
Font
Org Funding Activity Family | Defaut =| sze |
5ud5-
Fi fal | BSED00-Subvention Cologe J43E02-Accts Paynabis Of | vl -
nl:;::.ilu kan ' e Colar E Style | Defautt Effects |Defaurt _| 2 open
S45- Cell arn
Financial | 356000-Subwertion Cobege 343805 Cortrober Certral © _ _ Additional
Reporting Horizontal Alignment IDefaurt vI Background Colar |: Formatting
— Yertical Alignment Default Image A
[oetaut 7] " Options
Border
1. Choose More Poztion IDefaurt 'I Border Style 3 Change
Options == [ Border Colar Wldth as
Format Values | desired and

Additional Fermatting Opfions

click OK

Custom €55 Style Options (HTML Only)

Organization Funding T IE;D Height I
Crg Child & |Z ]+t Funding Child & ! ) '
Inclent (Lett Padding) I Right Padding I

Format Headings...

| Format values.. | Top Padding I Bottom Padding I

Dizplay FE  Hidden

Mewy Calculated tem...

Custom €55 Style Options (HTML Oniby}

A H Additional Formatting Options s
Org Child | 1, 1jicate Layer M SADEE]
S45-
. . Remove Calumn ickth |2IIIIII
Financisl |

¥ Display Results

Resulting

Org Child
245-Financial Reparting

Funiding Chil«d
J65000-Subvertion College

adjusted
width:
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Hiding a Data Field G0 |

u You may want a data field available for use in a pivot table, but also hidden from view. For
example, in the GL Transactions Pivot Table 2, Fiscal Period Number can be used to sort, but it
does not appear in the pivot table results.

Columns [E To hide, on Results Tab choose More
S = [z][«] Options -> Hidden:
Fiscal Period & 41

Funding Organization Matural Class GL Transactions
Measure Labels =

Funding Child &| Z| |+t <rg Child (& |Z | 41 | Matclass Chilgd [ EJ+t
Format Headings ...

Faormat Walues. ..
8-FEB 3-FEB 8-FEB !
R Display Results [bigoen ]
Budget Amount  Actual Amount Amount Mew Calculated tem.
Funidling Child Org Child Hatclass Duplicate Layer 1
Hidden data fields appear in B35002-DELC 85 Issue 550-Btudent Finl Sves 1422-STUDENT LOANE €| par oo ot
||ght gray to indicate they are E3S002-DELC 85 lzsue  SS0-Student Finl Svos  1423-STUDEMT LOANS Late Tharge RECenEE
L1, GHE LelEl o @2l Data field d out, Hidd hecked, Data field d t show in pivot
. atartie rayea out, Hidaen checkeaq, bata fie 0€es Nnot snow In pivot.
sort and total on these fields. gray P
Funding Organization Matural Class GL Transactions
Funding Child |[&| Z| [+t &rg Child & [Z] 4t = |4t
Format Headings...
Farmat %alues...
" Display Results ¥ Hidden
Meswy Calculated kem...
Funding Child Org Child Actual Amount Duplicate Layer
E3S002-DELC 85 lzszue S50-Ztudernt Finl Svos .00 e CEl
E35002-DELC 85 |=zye | S50-Studert Finl Swi 114 93
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Existing Hidden Data Field =l

u If you add a new data field to your pivot table design and it does not show in the resulting
report, it has been hidden on the Criteria tab. Data fields hidden there will not show as grayed
out in the pivot table design.

u To unhide these, go to the Criteria tab and for the given data field, choose Column Properties:

Fiscal Period Humber 11
=) FA B
Column Properties Help
| Style | | Calumn Farmat | Data Farmat | | Conditional Farmat C h o0o0se
Headings M Hide € COI umn
Tahle Heading ITime @ I F
ormat
Calumn Heading IFisu:aI Period Mumber E
tab and
™ custom Headings
Value Suppression U nCh eCk
T WO | 0
XX XXX XX O Hlde.
= Xx
XX, o XX ; : z :

{© Suppress % Repest {0 Defsult

Column Heading Interaction

Type I Detault hd I

Value Interaction

Tvpe I Default hd I

m Cancel
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- Criteria | Results
Sorting [ | |

The initial sort is

) Matural Class Time JE Source
determined by the IRA _
Matclass E| E Effective Date & ZE JIE Source Shart Name &
report structure.
Click sort icon to change.
Matural Class Time JE Source

Matclass |[E| £ [«] Effective Date = [Z| 41| JE Source Short Mame &

A

A
orting No sort Sorting
Descending Ascending

Sorting functions from left to right. Here, Natural
Class will sort Descending, and then JE Source will
sort Ascending within each Natural Class.
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Setting Field Properties/Numbers

To reformat dollar values, choose the properties icon:

GL Transactions

Budget Amount L1

(= ] [+ ]

=)

mount L1 Encumb Amount Lt

k=) Ale3| (= ] (¥ ]

Select “Data Format” tab.

The default format for dollar
amounts in IRA is #, ### #it
and - # ##t# #it

To change this, click
“Override Default Data
Format” and select desired
number format.

Click OK to apply changes.

Column Properties

| Style | | Column Format | | Data Format | | Conditional Format |

W cwerride Default Data Format

Treat Mumbers Az INumher

=
=

Megative Format II'-.-1inus: =123

o

™ Use 10008 Separator

Decimal Flaces

ﬂ Cancel

l Criteria |RE5uIts .

For help, blitz "Financial Reports",

or email Financial.Reports@dartmouth.edu
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Adding Calculated Item EEDE

m  While a brand new data field cannot be created, an existing data field can be
modified to create a calculated item.

= On the Criteria tab, choose a column not needed for your analysis™ and click
the Edit Formula icon:

Edit Column Formula

Bows J Column Formuls | | Bins |
Tahle Heading IRDWS

Delete existing
formula

M“-{Hﬂ. S JFT Column Heading IMaxRDWS

ﬁa{ &l E Hl ¥ custom Headings

W 2 X (RCOUNT( ] a]

Column Formula

[~
+ | - | X | | e | { | ] | Il |Fl.|n¢tion... | Filtel...| Column # | Variable ¥ |
Seleot any feld Aos the ke paned o desert i dnbo e fomnea.
Aggregation Rule IDefauIt LI
M Cancel

i | E * DO NOT use any Group By data fields, or the <JE Unique ID> data field
) for this. These fields need to remain as is.
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With cursor in Column Formula box, Click Column to choose variables for the formula, and
individual buttons for mathematical operators:

Entity .
org For example, for a calculation

Funding

ety of Budget less Actual, click

Edit Column Fermula Subactivity

1 Budget Amount l

Matclaszs

Effective Date
Tahle Heading IRDWS Posted Date

Budget Amourt L then the minUS Sign

| Column Formuls | [ Bins |

Column Heading IMaxRows

Actusl Amount

" . [
W custom Headings Encumb Amourit 2 -
Encumb Type Mame a

JE Source Short Mame

Reference 1

[ Calumn Farmula | Reference 2 th e n

Reference 3 3 Actual Amount I

Reference 4

Reference 5

+ I h X | i | % | { | } | I |Function... Fitter... | Column » | IMventary Ticket
SeledTany Mok fom the e panel to insed i into the fomula, Wyiork Order Number
Aggregation Rule IDefauﬂ :I JE Line Description

JE Batch Name ReSUItlng fOI’mU|a

J Column Farmula | | Binz |

Tahle Heading IRDWS

Calumn Heading IMaanws

¥ custom Headings
"GL Tranzactions"."Budget .ﬂ-.mcuunt"T'GL Tranzactions" "Actual Amount” ;I

1 3

Message I 2
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Adding Calculated ltem o Tresas W

Once the formula is complete, it is important to rename the Table Heading and Column
Heading, including in the name wording to indicate this as a calculated column:

Edit Column Fermula Help CI ick O K
J Column Formula | | Bins |
e e — The new calculated item
Calumn Headingl ICaIc - Budnet Less Actual I appears O n th e Criteria tab
7 Custon Hezaing: _ | and in the Excluded area of
"L Tranzactionz" "Budget Amourt”-"GL Transactions" "Actual Amount” ;l

the pivot table set-up:

Calutmnn Farmula

Caleulated JE
Ll ‘ear 11| Cale - Budget Less Actual L1 JB
+ | - | X | | Ya | { | ] | 1] |Function... | Filtel...| Column k | Variable ¥ | 71 - [=
Select any el fmow Bhe ket pame! to insedt # fndo B fomela. J J ﬂ E J J
Agoregation Rule |Defaurl LI
Calendar vear E | E
ok | [fancet | Calculated Calc - Budget Less Actual E|Z
1F Lina Nataile ET=ET =~ = FE
Rows Budget Less Actual (calc] & I Criteria | Results i|
Note: When adding Calculated Item e b i D
t th Meas res area Chan e Format Meazure Yalues. . o
O e . L ’ g Showe Data Az
Aggregatlon RUle from DefaUIt Agorenstion Rule # Default
Display a2 Running Sum | % S
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Adding Totals

Row Total:

Effective Date JE Source Short Hame Budget Amount  Actual Amount

72008

TIa/2008

72005
7212005
Tr31 2005
Tr3 2008
Tr3 2008
7312005

Rows |&
Time

Effective Date =

JE Source

E‘Llfl JE Source Short Mame & [+t GL Transa
ane

Befare

+ Atter

Al the Beginning
At the End

Labelz Only (no totals)

Format Lakels...
Farmat Values...

Messures

Results:

Without Row totals:

Buget Journal

QLD

QLD
hdanul
oLD
fdanual
Purchasing

Payables

1-JUL 1-JUL

320,689.08
0.0
0.00
0.00
0.00
0.0
0.0
0.00

1-JuL

Encumlx

Amount
0,00 0.00
-1 46500 0.00
226197 0.00
-123.50 0.00
1252718 0.00
947 0.00
0,00 364069

730,00 -7a0.00

I Criteria | Results il

1\ Note: Sort data first
~ > and then add Totals.

In this example, data
is sorted ascending by
Effective date, and
adds totals After each
Effective Date value.

With Row Totals:

Effective Date JE Source Short Hame Budget Amount

TH 2008 Budget Journal
1172008 Total
752008 QLD

T/5/2008 Total
TH2005 QLD
T19:2008 Total
Fi212008
T/21/2008 Total
TI312008 QLD

hanual

TI312005 [ERE
Fi31/2005 Purchasing
Fi31/2005 Payahles

T/31/2008 Total

1-JUL 1-JUL 1-JUL
Encumb
Actual Amount Amount
320 £89.05 0.00 0.00
320,689.08 000 0.00
.00 -1 4E5.00 0.00
h.00 -1,465.00 0.00
0.0a 2261497 0.00
h.00 2,261.97 0.00
0.oo -123.50 0.00
.00 -123.50 0.00
oo 1252715 0.00
0.0a 947 0.00
oo 0.00 364069
0.oo 750,00 -750.00
.00 13,286.65 2,890.69
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Addinq Totals I Criteria | Results il

=]
ROW Grand Total: Tim e rne 1E Source AttaChed tO ROWS
+ Before
Effen o | JE Source Short Marme (B[4t area Iabel, not to a
Format Labels .. SpGlelC data f|e|d |n
Farmat “alues ... the ROWS area
Results:
Without Row Grand Total: With Row Grand Total:
1-JuL 1-JUuL 1-JUuL 1-JUL 1-JUL 1-JUL
Encumb Encumb

Effective Date JE Source Short Hame Budget Amount  Actual Amount Amaunt Effective Date JE Source Short Hame Budget Amount  Actual Amount Amount
712008 Budget Journal 320 68903 0.00 0.00 120,680.08 13.960.12 1,931.62
7512003 OLD 0.00 -1,465.00 .00 7 [2005 Budget Journal 320,689.08 0.00 0.00
741952008 LD 0.0 2 26197 0.00 715 200 oLD . 1 46500 .
T2 2003 fanual 0.0a -123.50 0.00 7H9/2005 QLD 000 2251 a7 000
713112003 OLD 0.0o 1252718 0.00 iz 2005 banLil .00 2350 .00
TIE12005 hanual 0.00 947 .00 i3 2005 OLD .00 12,527 16 .00
T3 2008 Purchasing 0.00 .00 3,540.59 7312008 Marual 0.0 947 0.0
TI312003 Payables 0.00 a0.00 -a0.00 7131 /2008 Purchasing 0.00 0.00 364069
742003 LD 0.00 0.00 204093 I3 2008 Payables 0.00 750.00 -750.00

7472009 oLD 0.00 0.00 2,040.93
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Adding Totals A

Time JE Source
Effective Date (= [Z][«] 1E 5 Short M =| it
ROW To.tals plus Rows ﬁ ective Date N;e ource Sho ame
- Mione
Time JE Sour BEIS
Row grand total forore
Effec s & tter ] JE Zour At the Beginning
. &t the End
RGSUHS . Farmat Labels. .. Labels Only (no totals)
Farmat Yalues.. e Lo
Format “alues...

1-JUL 1-JUL 1-JUL

Encumbx
Effective Date JE Source Short Hame Budget Amount  Actual Amount Amount
THi2003 Budget Journal 320,639.03 0.00 o.on
TH2008 Total 320,689.08 .00 000
Tl5i2003 oLD 0.aa -1 465.00 o.on
T/52008 Total .00 -1,465.00 000
TMa52005 oLD 0.aa 226187 o.on
TH%2008 Total .0 2,261.97 .0
TI21/2005 LETE 0.aa -123.50 o.on
T/21/20038 Total .00 -123.50 000
TI31/2005 oLD 0.aa 1252715 o.on
TI31/2005 LETE 0.aa 9.47 o.on
TI31/2005 Purchasing 0.aa 0.00 364069
TI31/2005 Paryables 0.aa 75000 -750.00
T/31/2008 Total .00 13,286.65 2,890.69
Ti4i2009 oLD 0.aa 0.00 204093
T/4200% Total .0 .00 2,040.93
320,689.08 13,960.12 4,931.62
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Adding Totals

l Criteria |RE5uIts .

When adding totals to other than the first data field in the Rows area, go to the Criteria tab
and for each data field to the left of the data field you are totaling, choose Properties, the

Column Format tab, and Suppress to group duplicate values in that column:

Column Properties Help

[ Style | || Column Format | | Data Format | [ Conditional Farmat |

Headings I Hide
Organization Tahle Heading |Funding ]
Column Heading [Fundin
Org |+t a Funding Z]
[T custom Headings
ﬂ i;: E ﬂ Value Suppression
xR XX | xxxx
KX XK X L E 88
LA K| WA
XX A X | wEa

* Suppress| € Repest 0 Defaut
column Headimg Interaction
Type IDefaurt "I

Value Interaction

Tvpe IDefaurt vI

M Cancel

a

If this step is not taken, adding totals may result in the following error type:

& View Display Error

Azsertion failure: rTatalPosition tCelinfo.iLayerCel = rTotalPosition tCellnfo iEndLayerCell at line 307 of o wiewsnighthy tuearubavwindoweswobs\071217 1300

analytics_wehimainprojectweebpivotviewedgeiteratordef b
Error Detailz
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Adding Column Totals A

Multiple Columns, here by month:

6-DEC 6-DEC 6-DEC T-JAHN T-JAHN T-JAN
Encumilx Encumily
Org Funding Budget Amount  Actual Amount Amount Budget Amount  Actual Amount Amount
S46-
Accounting  363000-Subverntion College 0.00 341 .71 000 000 1,357 96 0.0o
Operations
Pages |&
In Columns Area, Sections [E] (<3
choose sum icon and = R
choose Before or After hone : =) [z] ]
Time Before
+ Sfter Yeriod & |11
Measu  Format Labels...
Format Walues. .
Rowes |& Meazures
Organization Funding Budget Amount =
org & [£][«] |Funding & [«] | GL Transactions Actual Armount B
RGSUlt Sum tOta|S Of Encurnb Armount =
columns:
6-DEC 6-DEC 6-DEC T-JAH 7-JAN T-JAN
Budget Actual Encumils Budget Actual Eneurmily Budget Actual Encumily
Org Funiding Amount Amount Amount Amount Amount Amount Amount Amount Amount
S46-
Accounting  365000-Subvention Caollege 0.0 341 .71 0.00 0.oo 1,357 96 000 .00 1.699.6T .00
Operations

For help, blitz "Financial Reports", or email Financial.Reports@dartmouth.edu 30



Dartmouth Colleae — Workinag with IRA Answers

Conditional Formatting Frira | resuts 1
= Conditional formatting can be added to data fields.
For example, Budget Balance Available can be set to be highlighted if it is

negative: .
Fizcal Year
1 . ChOOSG COIUmn Fiscal F‘erind
Propertles for BUdget Column Properties :lI:tZT;:::IZDaE:eNgL;T:ZdeE

Balance Avallable 3 ChOOSG | Style | | Column Form hetclaes:Catonary Descrition Hl_
. Matclazs
Calc the data fleld Add Condition # Cirg
Budget Balance Available 1t to apply the z:g ti E:zz:ztt:zz
SRS condition to on
Budget Mame
Funcding

Funding L2 Description

2. Choose Condltlonall | i L Dossrition
Format tab, Add Condition Activity L2 Description

Activity L3 Description
Column Properties Helg Activity

| Style | | Colurmn Format | | Data Format | | Conditional Formst SIEEIEY

Encumb Type Mame

Add Condition ¥ | Encumb Type Description

Budget Balance Available

Encumbrance
Actuals

Budget

Feictual vs Budget
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Conditional Formatting

5. Choose the Format of
the data field when the
condition is met; click OK

4. Fill in the condition; click OK

Style | | Column Format | | Data Format | | Conditional Format
3 Edlit Format
Create Edit Filter Help @ &
Font
Column Budget Balance Available Family IDefaurt j i I—
Operator |iz less than ;I
! caor [ | |stvie [Detaut |  Efects [Defaut ~|
Wl IIII E

Cell

Harizontal Alignmernt IDefaurt vI Background Color -l
IDefaurt 'I lmage
Border

Position IDefaurt vI Border Style IDefaurt vI
I— Barder Calar Ij

Wertical Aligrmert

Additional Formatting Options

Add » || Clear Values |

m Cancel

Custom €55 Style Options (HTML Cnly)

m Cancel
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Conditional Formatting

6. Review conditions and click OK

Column Properties Helg

| Style | | Column Format | | Data Formst | | Conditional Formst

Add Condition » | [ Clear Al |

1.| Budget Balance Available is less than o [v] | FEIDERBER A | (<] |

0K | | Cancel Grand Total 2M19.585.24

Result in pivot table:

Fundling Hatclass Category Description Available
363000-Certral Funding College only ALL OTHER:

ALL OTHER
F6E3006-Off=et to Endowment Return

COMP AMD FRIMGE

ALL OTHER
3ES000-Subvention College COMP AMD FRIMGE

REEMLE

l Criteria I Results .

2009
Budget Balance

0.0a

-8,612.26

8,512 26
203 55 45
24 457 74

-8,527 96
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Saving/Downloading/Printing

C h OOS e S aV e | C O n Dashboards - Answers - More Products = - Settings = - Log Out
from upper-ng ht_ GL Tran=sactions by Date Range ﬁ;ﬂ Syl (=] | EL
hand corner:

Save Request Create Folder

=3 Shared Folders
ChOOSG My g 22?::>:.3.u . Use folder structure
Folders or a folder & Sogments and naming

=] U?.,nge Tracking conventions that are
created under My meaningful to you
FOIderS, and Save Faolder |My Folders
u nder u n iq u e fi Ie Mame IIName of Saved Report| _I
. 2008 -
name. Click OK. \
Description \/
Enter a
E description of
-« the report (opt.)
OK | | Cancel

See IRA Basic Training materials for downloading and printing options.
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Saved Reports

ORACLE" Answers
Catalog | Dashboards

aﬂ %? Manage Catalog |

TO run a Saved report’ Choose Dashhoards — More Products = — My Account - Log Ot
Answers, and click on report name: Page Options ~ |

To manage saved reports or subfolders, click on Manage
Catalog. Use the icons to delete, change file or subfolder
names, and copy or move files and folders.

ORACLE Answers

Dashboards

Ielamage Catalog

Manage Catalog

=4 My Folders
| B rame of Saved Report |

=8 Shared Folders
= Dashboards
=1 Reports
= Segments
= SOB
=1 Usage Tracking

= Ny Briefing Books
(=1 My Filters
£ Shared Filters

Refresh Display

F

T

Click to edit and reorganize content in the Presentation Catalog
Look in My Folders or Shared Folders
3 My Folders

I users : o —— A

I Mame of Saved Repu:ur‘tl

[T Show Hidden tems

Archive Catalog Diovynloadds the current catalog folder content a5 a single compressed file with the following options:

[T Keep Permissions [ Keep Timestamps

L report or

Rename existing

Delete Finished

Creabe Mewy Folder

ﬂ|ﬂ||§§1

Copy or Move

folder

existing report or

folder
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Folders/Files View

Tip: After accessing Answers, you can click on My Folders or any subfolder to see report
links and Modify Criteria/Modify Views options. Choosing the report link will run the report.
Choosing Modify Criteria will take you directly to the Criteria tab to modify filters before
running the report. Choosing Modify Views will run the report in the Results tab to make it
easier to modify the report view.

ORACLE" Answers B

Catalog | Dashboards
e Search
B*S 7 | Manage Catalog I Q
=4 My Folders e | Iy Folders
&= CIP Funding ] i ]
2 CLP D CIP Funiding &) Funding Balances summar
& demo | Modify Criteria | Modify Yiews
= Month-end t CLP
= EE‘:I?A-'B;II:{ reperns D = GL Funding Balances--string bal
B downinadable table 032609 | BN Mocity Criteria | Modity Views
demo
Bl EOFRC plus basic hatch info D = indirects FY09
B Faoumc Actusl ] e .
B Funding Balances summary D Month-end reports — | Modify Criteria | Mocify Views
g ﬁl{.ﬂifeudnglgigglances--stnng bel SEFAOSE =™ Life Sci Boiler llew Hamp
= — | hodify Criteria | hModify Wiews
Bl Lite Sci Boiler kew Hamp D A l =
g g;xl_-lvDHamp = downloadable table 032609 = Hew Hamip
BHRENZES —| Modify Criteria | Modify Views | Madify Criteria | Modify Views
=8 Shared Folders
= Dashboards = ECQFHC plus basic hateh info = SPUD expenses
= Reports — | Modify Criteria | Modify Wiews — | Modify Criteria | Modify Wiews
= Segments
= FAOHC Actual
. = F/OOHC Actual
&= My Filters —| Modify Criteria | Modify Views
= Shared Filters
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Filters l Criteria IResuIts .

Filters are rules applied to financial data that determine what data will be returned in a
report. They show in the Criteria tab and can be modified, or new filters can be created.

Columns ’|

Click on column names in the selection pane to add them to the request. Once added, drag-and-drop columns to rearder them. Edit a colu
by clicking the buttons below its name. (2]

Entity Time Hatural Class E ﬂ: E X l
Entity |41 Fiscal Wear [+t Fiscal Period +1|  Fiscal Period Humber |+t Hatclass Category Code +1) | Hatclass Category Description |+
(o [A] ] [x] | (4[5 ] [x] | (&4 [ [ ] 4[] [ [x] 4[] ] [x] = [FA e
Use the Add Filter
Display Results | Remove All | icon to add a new
filter.

Filters
Add filters to the request criteria by holding down the CTREL key and clicking on column narmes in the selection pane, or by clicking on the fil
calumns. Add a saved filter by clicking on its name inthe selection pane. (2

Fiscal Yearis equal to /s in 2009 ElE
AMND Fiscal Period is equal to / is in 9-MAR =l [ EV = |E|
AND g is equal ta §is in 547-Controllers Ofe =| &
AND Funding is less than 400000 I
AND Activity is LIKE {pattern match) % =| = Use Edit Filter icon

: o to adjust an existing

AND Matclass Category Code is egualto/is in COMP, OTHR, REV (2| ] filter
AND Entity is prompted =| X I

Note: Multiple filters can be created against the same data field. Choose the
Add Filter icon as many times as needed on the same data field.
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Modifying Filters [T resas

Answers offers a variety of filter options to allow you to both isolate information and widen
searches to capture all available information.

Use Operator selections on the left to Use selection on the right to search for
choose the report criteria without exact values the report should include,
specifying exact values: and click to add values to the left:
Create/Edit Filker Help
Column
EaSp gy = areater than All Choices Limited Choices
Walle ﬂ
L= S Sal Sl WISt e
iz lezz than or equal to .
iz greater than or equal to
is hetween Enter a Match criterion and click EITHEIN
is rull
iz not Al All Choices - lists all values that meet the
iz in top criterion
i in bottom _— OR
containz all

Limited Choices — cascades values based

Contains any . on data field filters already in place
coes not contain -
begins with Click once on a value to add it to the filter

ends with to the left.
iz LIKE (pattern match) \ /

iz not LIKE (pattern match)
iz prompted ~
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Modifying Filters [ T resos W

For example, here all Natural Class values greater than
3999 will be included in the report, or 4000 — 9999. Each
value does not need to be listed.

In contrast, below is a

Create /Edit Filt Hel 7 7
eatelEdi filter HER search on NC beginning
Cotmn  atclass Chik waten: [segins win 7] | | with 4, where only the first
. bJ
Operator |IS greater than =] &l Choices Limited Choices four values are then
Value  |3999 (]
moved to the left to be
included in the report:
Create Edit Filter Help
Column Hatclass Child Match: |beginz W'rthj |4
Cperator {is equal to fis in =l &l Choices Limited Choices
Wale |4|:|1 1-TUITICOMN Summer H 4000-TUITIOMN ARD FEES Budaet Only
value  [4012-TUITION Fal ] :E:;'Iﬂ:l:g: f“;"mer
- al
Add » || Clear Values Value  [4013-TUITION irter (x] 401 3-TUITION Winter
Advanced » Value  J4014-TUITION Spring [x] 401 4-TUITION Spring
L 4051-FEES Application
4052-FEES Late
ML Matclass Child is greater than 3999 = X | 4053-FEES Student Sctivity
4054-FEE= Registrar
4055-FEES Courze Related
12345678910 ==
Add k | Clear Values
Advanced k - -
OK Cancel

ND Matclass Child is equal to fis in 4011-TUITION Summer, 4012-TUITION Fall, 4013-TUITION Winter, 4014-TUITION Spring & [X] |
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Modifying Filters [T resas

The two kinds of filters can be combined: Here, the report will include all
revenue Natural Classes
Filter 1 AND Matclass Child begins with 4 S|EF (begins with 4) EXCEPT 4051

Filter2  AND Natclass Child is not equal to £ is not in 4051-FEES Application, 4011-TUITION Summer =] [X] and 4011. To create this set of
filters, use the Filter icon on
NatClass Child twice.

Other examples:

Click AND to change to OR; all

JE Transaction Type is equal to / is in Actual =/ transactions with the specified
AND Effective Date is greater than 06/30/2008 2/ Funding values OR the specified
BND ' Fynding Child beging with 192616, 192631, 192643, 192644, 192732 = = Activities will be included. These

OR Activity Child is equal to £ is in 964704-CIP Baker Berry Library, 964705-CIP Electronic Student Mgt = 5 filters need to be adjacent in the
| Edit Filter Group | filter list for the OR to work
correctly.

Use first five segments in chart string to include all natural

' Full Chart String begins with 1 s.wm-l.sm-mn.aswm.ww| | d with that binati
classes usea wi at combination

JE Category Description is equal to /s in SPUD ADJUSTMENT, SERVICE CENTER
Matclass Child is greater than 7999

For specific Sources, include all Natural
Classes 8000 and higher

Posted Date is between 04012009 and 040572009 | To see what was posted on a specific range of days
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Other examples: 3

Modifying Filters

Crg Child is equal to /s in 545 =2/ Exception Reporting: For ORG 545, show all transactions
AND Funding Child is not equal to £ is not in 368000 = using Something other than Subvention 368000

Matclass Child is equal to fis in 7512-SUPPLIES Photocopying and Printing, 7TT78-PUR SRVCS OTHR Printing External, T822-SERVICE CTR Printing, T853-INT
DEPT Copying and Primting

Combine non-contiguous natural classes that all relate to Printing

Created By is equalto [is in Jehn Smith | nclude all transactions created by an individual
r H=SolneeEniamels eqlatio f1s ih Manaal Include Manual (ADI) entries not uploaded by John Smith
- Created By s notequal to /is notin John Smith (choose names from picklist to ensure correct syntax)

YWendorEmployee Mame is equal ta Fis in Fisher Scientific

Expenditure Type Description is equal to fis in T0354 EQUIP UNDR 2500 Lab, T1164A EQUIP 2500t024999 Lab, T116A EQUIP 5000t02499% Lab, T4T1A SUPPL LAB
Chemical Gases, T47T2A SUPPL LAB Chem Reagents, T473A SUPPL LAB Disposables, T4T4A SUPPL LAB Drugs, T475A SUPPL LAE Glassware, T476A SUPPL LAE

Personal Safty

Includes transactions to Fisher Scientific for various lab-related expenditures
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Modifying Filters

Caution:

Fiscal Periods: For reports with multi-select fiscal periods on the IRA report, choose one or more fiscal
periods. For reports with a pull-down for fiscal period on the IRA report, be careful when choosing more
than one fiscal period for the modified report. If multiple periods are chosen, be sure they are broken out

in the pivot table or the balances will be combined and overstated.

Multi-select example:

GL Transactions | Fiscal Period is equal to/is in 8-FEB | Returns February transactions

GL Transactions | Fiscal Period is equal to 7 is in 1-JUL, 2-A0G, 3-SEP, 4-0CT, 5-M0V, 6-DEC, 7-JAN, 3-FEB | Returns transactions Feb YTD

Pull-down select example:

GL Rollups Beport_R| Fiscal Period is equal to fis in 8-FEB | Returns YTD balances as of Feb 28
. — . Be sure to keep months
GL Rollups Report_R|  Fiscal Period is equal to 1is in 8-FEB, 1-JUL, 2-AUG, 3-SEP, 4-0CT, 5-HOV, 6-DEC, T-JAH | Showing separately in the

pivot table, or all YTD
balances will be summed.
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