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CONTACT INFORMATION

Data Services Team

Information Technology Services

Email: CustomerServices@rfsuny.org
Phone: 518-434-7222

COURSE OBJECTIVES

After completing this course, you should be able to:

Navigate within the Report Center
Understand the business subject areas
Create and modify analyses

Filter Data

Build and use views and charts in analyses
Schedule Agents

COURSE METHODOLOGY

Each lesson is delivered through:

Presentation
Demonstration
Hands-on Practice
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LESSON 1:
INTRODUCTION TO THE REPORT CENTER

OBJECTIVES

After completing this lesson, you should able to:

Navigate within the Report Center
Understand where the data comes from
Search for analyses

Access dashboards

Page 4 of 67

SUNY ®F)

NAVIGATION

How do | get access?

+  Supervisor sends requests to CustomerServices@rfsuny.org

How do | sign into the Report Center?

+  SSO Federated Campuses
* Al other campuses

HOW DO | ACCESS THE REPORT CENTER?

Based on your campus credentials,
there are three ways to access the
Report Center.

SUNY RF / Training / Report Center Login - Upgrade

Report Center Login
To log in to Report Center, select your campus location. For assistance, please contact Customer 1 In'common - Campuses that are
Services at (518) 434-7222. highlighted in yeIIow will access the

R —— B o Report Center by clicking on their
S Uty e Y @ UNIVERSITY The Sute Universtyof ew York campus location. They will sign on

POLYTECHNIC using their user credentials.
SUNY s ‘N Stony Brook University {3 Qi SUNY‘@
(3]

Using Campus Login e

Buffalo State -

2. SSO Federated — Campus that are
using SSO Federated will click on
the drop down list and choose their
campus location. They will sign on
using their user credentials.

3. Portal Access — All other campus-
es that are not using In-Common
or SSO Federated, will click on All
Other Locations. They will sign on
using their user credentials.

LET’S TALK ABOUT DATA

Where does the data come from?

*  Oracle EBS Applications
+ Data feeds from other campus systems (HR - People Soft)
*  Pre-Award Compliance System (PACS)

How does the data get there?
*  Nightly Schedule process
When is the data available in the Report Center?

* Next business day
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GLOBAL HEADER

The Home Page contains a Global Header with drop-down menus for the most frequently performed tasks.
how to accomplish tasks

Access information on

Search items based
on search criteria. /7
Vv

Searh1 All v Q. Advanced Administraton Help v  Sign Out s

*y Home  Catalog Favorites w Dashboards w New w Open w Signed In As  kelly.kowalski@rfsuny.org w

Navigate back to Home Page | Create new analysis |

HOME PAGE

Search catalog

@ Catallog  Favortes v Dashboards w  Neww  Openw  SignedinAs kellykowalski@rfsuny.org v

Recent dashboards accessed

Alerts Search Al v Q  Advanced Administration Help v SignOut s
. Test Normal 7/2/2018 11:00:04 AM GMT-041
Analysis and Interactive Reporting . tosti Normal  6/1372018 11:59:16 AM GMT-04:00 View | Clear | More v
Analysis Dashboard More ¥
Recent
Published Reporting Dashboards

Repon Repartiob . ore v [5) Operation Managers - Prop

== Open Edit More v
Actionable Intelligence
Agent Action

sy Operation Managers - Over.

Recent analysis = Open Edit Morew
accessed

Others
Marketing g=  Dashboard Prompts w Lisa Gilroy Issue w CREDIT DISTRIBUTION F1.
Segment Segment Tree List Format &=  Edit Morew Open Edit More v Open Edit More v
Ty 030-Vid-S&F Expenditure. All Awards by Sponsor and. G Awards Available Balances

Jobs L Open Edit More v L Open Edit More v W oo Edit Morew
Marketing Jobs & Awards Available Balances.
Report Jobs v Open Edit More v
Report Job History Most Popular

@ No recommendations are currently available. Most Popular items will be displayed here when results become available

The Home Page provides an intuitive, task-oriented, centralized workspace divided into sections.

In the Create section, you will have access to create analyses and to schedule agents. The area to the right of this panel
shows at the top, your Recent dashboards and Other objects, and below that, the Most Popular ones accessed . Under
each of these objects are links to Open, Edit and More options.
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CATALOG

! Search
Catalog

UserVieww flawv & 3 @ © @Eav v v X |k Location /Shared Folders/110 Payroll Test
4 Folders F= Ea Type Al w Sort Name A.Z w [] Show More Details
» My Folders ~ * Payroll Predictor R: - Attempt #1 6-12-14 Last Modified 8/2/2018 12.02 59 |

4 W Shared Folders Open Edit More w

» B 000 Public by CO Reporting
» BB 010 University at Albany
s B piieNeE Folders Pane
» B 020 Binghamton University Sort by name, type' modified
» # 030 Award Dashboard date and owner
» 030 University at Buffalo
» B 050 Stony Brook University
» I 100 SUNY Downstate Medical Centc
» 110 Upstate Medical Umiversity
» B 150 SUNY Brockport
» I 160 Buffalo State College
» 170 SUNY Cortland s
< >
4 Tasks I
I 110 Payroll Test Tasks Pane
i Expand R Archive
EYRSS R Unarchive Available tasks for the selected
X Delete 1, Upload Object
|& Copy @ Properties 1
=y Rename Y Permussions
v

o4 Create Shortcut

< > » Preview

The catalog is organized into folders that are either shared or personal. My Folders contains all the objects that you have
created. This folder is restricted and only the user has access.

Shared Folders contains folders to which you have permissions to. The 000 Public by CO Reporting folder contains
analyses created by Central Office that are restricted to read only.

All other Campus folders are unrestricted and are cataloged by business subject. Each campus has the ability to create
folders under shared folders.
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FAVORITES

Search All v Q  Advanced A

A Home  Catalog Dashboards w New w Open w Signe

Ed Operation Managers - Overview
E3d Operation Managers - AR Key Metrics

':V Exempt Min and max

Ed Operation Managers - Proposals

Operation Managers - Over...
-A. Open Edit More w

Favorites allow you to bookmark objects you want to view regularly. After you add objects, the object icon is updated
with a gold star.

You can access Manage Favorites to organize your favorites.

Page 8 of 67

DASHBOARDS

Search All v

e Neww opmw saes  availability is based upon user access that has been assigned.

[§7 Most Recent(Operation Managers - Proposals)

[£8] My Dashboard

vy v v w

v w

Finance Office Dashboard

Financial Report to Management

SUNY ®F)

o adanced A4 Available dashboards appear in the Dashboards drop down list. The

030 Award Dashboard
200 Old Westbury
Accounts Receivable Dashboard

Effectiveness and Efficiency Metrics (MCI)

s

Financial Reports
E__:] Allocation Expenditure Report (AER)

[28] Expenditure Profile Report (EPR)
[E5] Key Financial Indicators (KFI)

[#5] Sponsored Program Activity Report (SPAR)

Overview

’ Key Performance Indicators

» Operations Manager Dashboard

4 Principal Investigator

[E5] Principal Investigator

¥ Revenue Forecast Dashboard

4 RF Activity Interface Reporting
[E8] RF Activity Interface Reporting

¥ SUNY Poly Dashboard

¥ Usage Tracking Dashboard

ACCOUNTPREFERENCES

My Account

UserID
Display Name:

Preferences | Bl Publisher Preferences  Mobile Preferences  Delivery Options ~ Application Roles

Starting Page
Locale (location)

User Interface Language

Time Zone

Subject Area Sort Order
Prompts Auto-Complete

Analysis Editor

Accessibility Mode

Default
Default - English - United States v

Default 0
Current Session Setting: English
Default - Unknown Time Zone
Default - Sort in Saved Order w
@ Default O On (O Off

(@ Full Editor Start on Cntena tab when editing Analysis
O Wizard (limited functionality)
(O Default C) On (@ Off

High Level Overview

Sponsored Program Activity Report (SPAR)

Sponsored Program Activity Report  Committed Funds  Expenditures By Sponsor Campus Selection

Sponsored Program Activity Report (SPAR)
The SPAR is a historical report of the sponsored program activity by fiscal year, used to monitor sponsored program expend

+Overall view of fiscal year-to-date sponsored program data
«Drill-down capability to detailed current fiscal year information

The count of awards is derived based upon the following
Task Location dc or idc expenditure is not in zero, and the award purpose type = sponsored program. From those results we
count because you do not own the award the expense was on

When you open the Report
Center, the Home page will be
displayed.

Most dashboards have an Overview tab which explains the purpose and
data within the dashboards.

Expenditures by €
Sponsored Program Activity Report (SPAR)
Provides a system-wide view of the current level of sponsored programs activity administered by the RF as it compares to ac

Each SPAR section has drill-down capability to retrieve more detailed as of month-ending fiscal year-to-date information. Frc
Sponsored Programs Award Classifications (list of award purposes codes that are in the sponsored program bucket)

Percentage of change calculation: [ ((current month end - Year ago month end) /abs |year ago month end|) * 100 |
Sponsored Program Activity Report

Specify your account’s display preferences:

Starting Page: Home Page

Analysis Editor: Start on Criteria tab when

editing analysis

Start on Criteria Tab
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LESSON 1: SUMMARY

In this lesson, you should have learned how to:

* Navigate within the Report Center
+ Navigate within the Catalog

SUNY ®F)
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PRACTICE 1: INTRODUCTION TO THE REPORT CENTER

Goal
In this practice, you gain familiarity with the main elements of the Report Center’s user interface.

Time
10 minutes

Task
Log in to the Report Center, navigate to the Home page and explore the search capabilities and the Global Header options to
become familiar with common tasks.

Signing in to the Report Center
1. Sign into Report Center
a. Inabrowser,
b.  On the sign in screen, enter the user ID and password as provided by your instructor.
c.  Click Sign — The Home page is displayed.

2. In the left pane of the Home page, notice the Create section, which provides quick access to create new analyses
and agents.

Browsing Report Center
1. Click the Catalog Link in the top pane of the Home page.

This opens the Catalog pane, which includes the tools and panes that enable you to explore the available Catalog folders.
When you browse the Catalog, the Folders pane is displayed to the left of the list of selected folders and objects.

SUNV Report Center

Catalog
User View v [§ m (3 @“ v | AL e i R | | Location /shared Folders/000 Public by CO Reporting

. Home | Catalog

£l Folders [B1EE | Tyvoe Al [v] sort | Last Modified Descending|v| [] Show More Details
[ ] My Folders
= [23 Shared Folders A Credit Distribution ] Last Modified 1/25/2018 2:40:51 PM | Owner GARRETT.KINNE@RFSUNY.ORG

(111000 Public by €O Reportin Open | Edit | More v
(23010 university at Albany
(3011 cNsE

[Z1 020 Binghamton University

@ [23030 University at Buffalo

& [ ) 050 Stony Brook University
[Z3 100 SUNY Downstate Medical
[23 110 Payroll Test

|3 110 Upstate Medical University
|__] 150 SUNY Brockport

[Z2 160 Buffalo State College

[C33 170 SUNY Cortland

[ 180 SUNY Fredonia

[ 190 SUNY Geneseo

SUNY 2020 | Last Modified 1/24/2017 12:12:51 PM | Owner KELLY.KOWALSKI@RFSUNY.ORG
Open | Edit | More

draft query for matt | Last Modified 1/24/2017 12:12:51 PM | Owner ROBIN.POWERS@RFSUNY.ORG

(I
(il

Open | Edit | More v

ARRA Award Listing Queries | Last Modified 1/24/2017 12:12:51 PM | Owner
Open | Edit | More v

SUNY Sys Admin Download for All Funds | Last Modified 1/24/2017 12:12:51 PM | Owner ROBIN.POWERS@RFSUNY.ORG

G

Expand | More~
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2. Search the Catalog:
a. Click the Search button to open the Search Pane. [“]
b. Expand the Location drop-down list and notice that you can search My Folder, Shared Folders or All
locations.
Expand the Type drop-down and notice that you can search by any catalog object type.
d. Enter Grants at Risk in the Search field, select All in both the Location and Type drop-down lists, and click
Search to search the Catalog for the analyses that pertain to Grants at Risk.

o

Catalog A Home | Cat

User View v BV m 3 Bm" | N & o B e | Location Search Result
[ Search Type |All [v] sort |Last Modified Descending|v| [[] show More Details

Search |Grants At Risk] X Scheduled Monthly Grants at Risk | Last Modified 9/10/2017 6:19:36 AM | Owner KELLY.KOWALSKI@RFSUNY.ORG
Location |Shared FoldersEI & /Shared Folders/030 University at Buffalo/Rosie McCarthy
— Edit | Run | More details | More~
Type |All v

Search

Grants At Risk Report | Last Modified 9/1/2017 1:45:33 PM | Owner
/Shared Folders/011 CNSE/Account Administration
Open | Edit | More v

Grants At Risk Status Report | Last Modified 1/24/2017 12:12:49 PM | Owner
/Shared Folders/000 Public by CO Reporting/Grants (Updated Daily)
Open | Edit | More v

Grants At Risk Report | Last Modified 1/24/2017 12:12:49 PM | Owner OBIEE - CO Super User
/Shared Folders/000 Public by CO Reporting/Grants (Updated Daily)
Open | Edit | More v

Grants At Risk Report | Last Modified 11/3/2016 10:14:43 AM | Owner KELLY. KOWALSKI@RFSUNY.ORG
/Shared Folders/650 Central Office

Open | Edit | More v

Grants At Risk Report | Last Modified 11/3/2016 10:14:32 AM | Owner MAERZSV@BUFFALOSTATE.EDU
/Shared Folders/160 Buffalo State College/Maerz

Open | Edit | More v

Grants At Risk Report | Last Modified 11/3/2016 10:14:22 AM | Owner GRUCELLO@RESEARCH.BUFFALO.EDU
/Shared Folders/030 University at Buffalo/Rose Grucello
Open | Edit | More v

I £l Tasks Grants At Risk Report | Last Modified 11/3/2016 10:14:16 AM ] Owner ROBIN.POWERS@RFSUNY.ORG
/Shared Folders/011 CNSE/270 SUNYIT
Open | Edit | More v

3. Access Report Center Dashboards:
a. Click Dashboards on the Global Header to display the drop-down list of all the available dashboards that you
have access to.

END: This concludes this exercise.
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SUBJECT AREAS

v A el Aol to = G Subject Areas contain information about the specific business
area.

LESSON 2:
WORKING WITH ANALYSES

ihboards w New w Open w Signed In As  kelly.kowalski@rfsuny.org w

They are organized in folders and columns.

X
When you create a New analysis, first select the subject area
¢ 4 Account Payables - Invoice Check Distributions A W|th Wh|Ch yOU Want tO WOI‘k in.
L3 Account Payables - Invoice Distribution
O BJ ECTIVES ] Account Payables - Invoice Payments
RF Activ
== Open E 4 AccountReceivables - Aging
After completing this lesson, you should be able to: Operation [} Account Receivables - Receipts
-&- Open Ed
»  Understand terminology used (in packet) BE et Mg e
* Identify the important elements of an analyses [ SO eping - Niapétinns
o Use Ana|ysis Editor > CREDIT il COEUS - Proposal Credit Distribution
. Open E
+  Create, modify and save analyses £ COEUS - Proposal Details
*  Apply formatting to an analysis = |

7} Cash Management

Create Analysis from Simple Logical SQL
Cr nalysis -

by entering simple logical SQL to

Page 14 of 67 Page 15 of 67



SUNY ®F)

COLUMNS

Untitled

Criteria = Results Prompts Advanced

4 Subject Areas Oty W» ¥ ¥ m
» B References
o B e R A 4 Selected Columns
» B Related Award Principal Investigator
» W Related Effort
» @ Related Sponsor Dimensional
» B Requisition Colunie
» I Sponsor
» | Task Organization
» BB Task Organization Levels 4 Filters
» B Task Principal Investigator
» | Terms and Conditions
b | Transaction Control Measure Columns
» W Vendor (Facts)
» Vendor Employee
» I Vendor Site
» W Fact- Award
» | Fact - Award Funding
» | Fact - Award Instaliments
» W Fact - Labor Distribution v

Untitled

Criteria

4 Subject Areas O fl @B »
b Transaction Control
A
3 Vendor
» % Vendor Employee
ric or
» Vendor Site Numeric o
Dollars
4 Fact - Award
# Of Awards
# Of Days Short
# Of Projects

Columns represent the pieces of data that an analysis will return (data fields).

They are organized in folders within subject areas.

There are two types of columns.

Dimensional Columns: Columns similar to columns in a table.

Results Prompts Advanced

I_lr—"w
T 24

4 Selec

ANALYSIS EDITOR

SUNY ®F)

Analysis Editor: The Analysis Editor provides an area to create, modify, and save analyses, and filters.

Criteria  Results  Prompts

4 Subject Are...

inced

Lty »

¥ 7

J, ¢ mE

Subject Area Pane

4 T3 postAwardManagement A, Selected Columns __;..—l Selected Columns Pane |

# Of Purchase Orders

# Of Requisitions

% Spent

Applied Amount

Available Balance

Budget Version Amount

Budget Version Change Amount
Burden Cost Difference
Commitment Amount

Current Budget

Measure Columns: Also called Facts, contain data values, usually numeric or dollars that can be added up.

Page 16 of 67

»
>
>
>
>
>
>
>
»
>
>

4 Filter

! Date
i Agency Funding Type
) Allowable Expense
i AP Invoice
= Award
I Award Budgetary Contrc
I Award CFDA
B Award Compliances
i Award Contacts
i Award CO - Principal Iy

B8 Award Funding Details

Award Sponsor

B 2Award Number £ '# SponsorName {3 ¥ Award StartDate { § AwardEndDate {3 § Award Principal Investigator {3 Budget £+ Expenditures {33 Balance {f# '# Award Location Code {3}

Award Start Date Award End Date Award Principal Investigator Fact - Award Award

Filters Pane
4 Filters

Y Award Status Is equal to/ is in AT_RISK
ANDY Award Location Code is equal to /isin 020 / (B g X

ANALYSIS EDITOR TABS

View or change columns and
filters for analyses.

Criteria

4 Subj

nts At Risk Report

Results Prompt

Create prompts to
filter analyses.

Advanced

o fiv » T % m

View or modify
results of analyses

Save Analysis C N |

Remove all columns

4
Create and remove filters on
columns from the analysis.

Criteria: To specify and modify the criteria, formatting,
and other aspects of an analysis, including columns and
filters.

Results: To create different views of the analysis results
such as graphs and pivot tables.

Prompts: Create prompts that allow users to select
values to limit.
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CREATE AN ANALYSIS MODIFY ANALYSIS CRITERIA (SORTING COLUMNS)

o Select a Subject Area ) To set the primary sort, select Sort Ascending or Sort
Yo e Descending, depending whether you want the sort to

descending sequence.

(Facts)

Vendor

Vendor Employee
Vendor Site Aw
Fact - Award
@ + Award Number £33 @ > Sponsor Name {3 & : Award Start Date {3}

Fact - Award Funding
Fact - Award Instaliments Award o Sponsor Award Start Date

Criteria = Results Prompts Advanced H H H Nameﬂ i Award Start Date{} £ Award End Dateﬂ» i Aval . .
- Select cqumqs frqmlthe subject area folders in the Subject Areas pane to i pEre— be ascending or descending.
4 Subject Areas o, flv ®» X ¥ m Create ana|ys|s Crﬂena. / Choose a sort option for the
» i References Edit formula Soft] ‘SortD ing desired columns in your .
» i Related Award )[4 Setectesicohimns Double click on folders to expand and collanse them I8 Column Properties  Add Ascending Sort | analysis. To add SUbSeqUent sorts on other columns in your
» Related Award Principal Investigator p p ' Y. Fitter Add Descending Sort analyS|S, SeIeCt Add Ascending Sort or Add
» Related Effort . .
b i Relsted s;m Drag or double click columns to add them to the Analysis Editor. Each 1.1 X o :Z.Zn o Descending Sort options.
» Requisition > OmnS 1 . 2Ll s Save Column As . s .
- column box has two sections: To clear a sort for a particular column, select the Clear
» Task Organization . . H H
b OZ _— py— 1. Upper section displays the folder the column came from. Sort option for a specific column.
» Task Principal Investigator .
ion i This is the Primary This column sort occurs This col t fier | To Clear all sorts for the analysis, select Clear All Sorts
b W Lo and CondSioos 2. Lower section is the name of the column. ascending column sort. after the Primary sort. tﬁ::el::‘nr:isa:; s(:')cr?:::dainer . ysis,
» Transaction Control Measure Columns In A" Columns.

Fact - Labor Distribution
.

& > Award Number £ & Sponsor Name e £ Award Start Date £%

MODIFY ANALYSIS CRITERIA MODIFY ANALYSIS CRITERIA (STYLE)

More Options: Click to the right of the column to modify analysis criteria S P o x You can set formatting and style options for
4 Selected Columns . . . . . .
by using the following options: columns. The options applied on this tab are
B o ‘8 ! static and apply globally to all views based on the
— — 1. Sort specifies the order in which results should be returned: bt e analysis
Family Anal v Size 15 .
= ascending or descending. You can order results by more than one B oo 0oz
E > Award Number ﬁ : SpOﬂSOT Name ﬁ g i g i : y Color . v | Style Default(System)w  Effects Default (System) v :::::?n ) )
@ column by selecting the Additional Sort options after you have set the cen ot |wowme  www Inthe Fontarea, you can specify the font family,
Tl Sort ’ initial sort. If you choose more than one column, a different image WA R i = .. ... size,and coloras well as style and effect options
, Edit formula appears on the column to indicate primary and secondary sorting. : -] F Degamen o such as bold.
Image Select Image o= |
Position  Default (Left) v Epe ?ntﬂle o AR . .
< @ Column Properties @)~ 2. Column Properties enable you to edit the format of the column. oy oy In the Cell area, you can specify text alignment,
. , . Postion Cotom v Border Syl Oeak () v ey | e e el background color or image, wrap text and cell
4 Filters Y Fiter € 3. Filter enables you to create a filter for the column. Details are 4 e - ’ o bor dersg 9 P
X (4] covered in the next lesson. - B '
1 z Delete 4 Additional Formatting Options Health . . .
us , e T Tmesme | oceme s N the Additional Formatting options, you can
AND TOTOCING, | 0 4. Delete removes the column from the analysis and the from the Development ) : . .
ls Save Column As Gop | specify cell width, height, and padding.
SeleCted COlumnS pane Top Padding Bottom Padding m’:ps::e QNS s
nt
Corp

» Custom CSS Style Options (HTML Only)

Additionally, the icons at the top of the tab enable

you to clear formats (restore defaults), copy

custom formats, and paste formats copied from
another column.

Save as Default v Cancel
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MODIFY ANALYSIS CRITERIA (COLUMN FORMAT) ANALYSIS RESULTS FORMATTING

Override formatting defaults for column visibility, headings and data Grants At Risk Report Boers Howe Caimoy  Fawriss v
dUplICHtIOﬂ Criteria  Results | Prompts Advanced I SEIeCt additional views

4SubjectAre.. O flv » Ev v Bv & @ lhv2¥n oy B 5 e 7

Column Properties @ x

Style | Column Format | Data Format Conditional Format  Interaction

Headings owe 1. Select Hide check box to hide the column in the analysis i< | = LW = g 2
older Heading Sponsor Y 4 4 PostAward Management . Compound La ov % W B E (4
i L results. T
' O;ZZ(:;m:eag.ngs : . » Agency Fui!dw‘g Type Grants At Risk Repon th Recommended Visualization for »
e R L 2 2. Select the Custom Headings check box to change the name kT R
alue Suppression i . N . » P Invoice i Table
T T ot of the folder heading and/or column heading. Click the buttons i
XX | xxxx headi i . . . Awal ocation Code Award Numbe Date Award End Date Award Principal Investigator Budget Expenditures Balance
el b to the right of the fields to open the Edit Format dialog box and b Avars ucgetary Conte sl sl .
O Suppress @ Repeat . . » Award CFDA | Treemap
) change formatting options. b, B i
» i Award Contacts Table view B Telis 8 30-Jun-2011 1.00 0.00 1.00
3. Inthe Value Suppression area, choose the appropriate option b Award CO - Princpalin ' h G e
H H » ward Funding Details 7 Gauge -Sep-201
to control the display of duplicate data. Select Suppress to st | i ,
display repeating data only once and suppress duplicate rows. < >
SelectR t to displ ting data fi Al * | ¥ e
elect Repeat to display repeating data for every row. o e R
Other Views SiMEEInIg

Click the Results tab to see the results of an analysis. The Compound Layout consists of a Title view and a Table view. An
analysis can be displayed in many formats. You can add more views and formats by using the New View button.

Save as Default v OK  Cancel

MODIFY ANALYSIS CRITERIA (DATA FORMAT) ADDING BASIC FORMATTING TO TABLE VIEWS

ey o x Select the Override Default Data Format check box to override - :
e B i e . . . ormat Container Compound Layout
. _— o - the default display. The selections that you see will vary based on .
tyle  Column Forma ata Format | Conditional Format  Interaction . . t [A] /
1Y - the data type. Most common changes will be for numeric and date Grants At Risk Report
|| Override Default Data Format
A P
Treat Numbers As formats =7
g;‘:;::age 1dget Expenditures Balance
Negative Format . .
! Mo s (et 1. In the column that contains Numeric data, you can choose e R e e [ ey
Decimal Places |Day Name i Location umber rt  End Principal
Doy Nare (bt how you want the numbers treated (such as percentages and { Format Gontainer 8% e T i
. . s 1- - ey 0.0
currency). You can choose the number of decimals to display, =" e X%
negative numbers, digits, and thousands separators. | tonontes augmmsnt [conter —— i - i I
2009 2011
. . Vertical Alignment Default (System) w 28- 27- o = J
—— 2. In the column that contains Date, you can change different e ’ 2
oo, ane Y e 08, 2008 date and times zone formats. i m R = = e t ® e
;:::ao{;' J;Ongjoa, 2003 2013 2017
i Sunday, 08 June, 2003 o — oxide Color = o |3 : oo 00
Column Properties -g?sjl%%ézm %0 I I BOMsien Cok . sl
Style  Column Format IR/ raction 01- 31- e s T2
3253553303 i 4 Additional Formatting Options Mar: |Ma
[¥] Override Default Data 23’003%0:08 Width  so0 Height 01- 31- - 330,0U0.—u e 5t
08-Jun-03 Feb- Juk-
9 Date Format ST I—| et i i 2 T 2016 201
01- 03- manaanest | _Sses 0.00
Custom Date Format DD-MMM-YYYY Yoo Pedding | 26 Bottori Padding | 20 Feb- Aug-

OK Cancel
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FORMATTING COLUMN HEADERS AND VALUES

To format table column headings and
values:

Compound Layout

Grants At Risk Report

Award Location Code Award Number Award Start Date Award End Date Award Pri

01-Sep-2009
16-Oct-2009
28-Jun-2011
01-Jan-2013
01-Apr-2014
01-May-2016
01-Feb-2016
01-Feb-2016

21-May-2014
A4 L Anac

4 4 Layout
Table Prompts H o=

Sections Fj @@

Table
Columns and Measures 5 @@
Award

§ Award Location Code ¥ B

Page 22 of 67

£ Award Number o) B

30-Sep-2012
30-Jun-2011
27-Sep-2r "
31-Dec-2017
31-Mar-2019
31-Mar-2020
31-Ju-2018

03-Aug-2017
31-Dec-2018

..........

More
Options

Award Start Date

View Editor

i Award Start Date ﬁ B

Opens the

I Investigator Budget
1,393,512.00
1.00
1,338,720.00
28,050,000.00
1,000,000.00
300,000.00
500,000.00
500,000.00
2,150,461.16

£n ann an

Award End Date

Expenditures Balanc
1,393,512.00
0.00
387,20000 951!
28,017,182.52 32¢
0.00 1,000,(
199,72368 100
33880343 161,
500,000.00
760,355.95 1,390,

anonc 44

Award Pril

£ Award End Date {} (=] & Award

1.

L

On the Results tab, click Edit
View.

The View Editor is displayed. In the
Layout Pane, under Columns and
Measures, click the More Options
button for a column and select
Format Headings.

In the Edit Format dialog box,
define changes and click OK.

In the upper right hand corner, click
Done.

SAVE AN ANALYSIS

Q Advanced  Administration Help w

Open ¥ Signed In As  kelly.kowalski@rfsuny.org v

[1] [u]: o

Save As
Folders E: i Save In
My Folders
’
a 2 £ internals
n 4 Shared Folders T =
4 [ 000 Public by CC —tmp
e » 010 University Delivers
13 Subject Area @ My Dashboard
» Accounts Pay Report Center Training
» B Accounts Rec Seleclions
» Alert Active P i Service Request TroubleShooting
» COEUS Prop: #m Subject Area Contents
<
> Credit Distribt Name
» Drills rants At Risk Repo 9
Description
b Grants (Upda ¥
< >

SignOut  wan

SUNY ®F)

Analyses are saved in folders that are either personal

or shared.

1.

¢ New Folder

& 10.10 People from L

&050cw....

& 10.10 People from L
& 336463 WISE LD In

9247304 Task PI 3.

& 348388

&6 .. ; 8
= v
& Active Employees V

OK Cancel

Click the Save As button to display the dialog
box.

Select a folder in which to save the analysis, us-
ing the left selection pane. To create a new folder,
click the New Folder button, enter a name for the
folder and click OK.

In the Name field, enter a name for the analysis
and click OK.
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DATA VIEWING FORMATTING

Grants At Risk Report

Table Properties

Award Location ~ Award Award Start
Code Number Date
650 52114 01-Sep-2009
660 52406 16-Oct-2009
011 63464 28-Jun-2011
011 65480 01-Jan-2013
210
030 Table Properties
050 style
050
011 Data Viewing
260
030
010
= Display Folder & Column Headings
Null Values
< Row styling
L Duplicate values

Master-Detail

Page 22 of 67

Award End
Date

Award Principal Investigator
30-Sep-2012 Wade, Mr. Christopher J
30-Jun-2011 Toas, Mr. Joshua B.
27-Sep-2013 Farrar, Mr. Paul A,

31-Dec-2017 Liehr, Dr. Michael M.

@ x

O Fixed headers with scrolling content
@ Content paging

Paging Controls Bcttom v
Rows per Page

Only column headings v

[ include rows with only Null values
[[] Enable alternate styling A
[C] Repeat in each row

Budget Sl

28,050,000.00

1,393,512.00
1.00

1,338,720.00

1,000,000.00
300,000.00
500,000.00
500,000.00
2,150,461.16
50,000.00
312,500.00
22,000.00
20,000.00 | V

>

[ Usten to Master-Detail Events

Event Channels

OK Cancel

Scroll Bars

Tue W /2 X
Grants At Risk Report
Table (A m / X
Award . Award Award Award Budget Expenditures Balance
Location Number Start  End Principal
Code Date Date Investigator
650 52114  01- 30- Wade, Mr. 1,393,512.00 1,393,512.00 0.00
Sep- Sep- Christopher
2009 2012 J
660 52406 16- 30- Toas, Mr. 1.00 0.00 1.00
Oct- Jun- Joshua B.
2009 2011
011 63464  28- 27- Farrar, Mr. 1,338,720.00 38720000 951,520.00
Jun- Sep- Paul A
2011 2013
011 65480  01- - Liehr, Dr. 28,050,000.00 28,017,182.52 32,817.48
Jan-  Dec-  Michael M
2013 2017
210 68503  01- M- Freedman, 1,000,000.00 0.00 1,000,000.00
Apr- Mar- Mr. Daniel

Scroll Bars
Removed

To change the appearance of your analysis and to
remove the scroll bars, click on Table Properties and
then click on Content Paging and click OK.

SUNY ®F)
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LESSON 2: SUMMARY

In this lesson, you should have learned how to:

*  |dentify the important elements of analyses
*  Use Analysis Editor
+  Construct, modify, and save analyses

SUNY ®F)
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PRACTICE 2: CREATING AND FORMATTING AN ANALYSIS

Goal s | Advanced
In this practice, you will create and format an analysis. @ | Ev-R-Bh-EH0  BPAT B | BE ==
strol A Compound Layout

Time Bl
25-30 minutes po— Practice 2

s ) Table QI / x
stails

Task
Create and format a new analysis, view the results, and save the analysis in the Catalog. =3 WU PO N T
b. Inthe Data Viewing section, select Content paging.
Creating a Basic Analysis
1. Sign into Report Center (if already not signed in) (MTabla = @E
2. Create an analysis to determine the available balance on specific awards for your location. :
a.  Onthe Home page, in the Create Section, Click Analysis to navigate to the analysis editor. [ Style )\ Write Back ;
b. Inthe Select Subject Area pop up menu, click Post Award Management.
c.  Open the Award folder and choose the following Dimensional columns: Data Viewing = nxmul scrolling content
i.  Award Number ® Content paging
" Award Name ! Paging Controls Bott:::m
jii. ~ Award Purpose Type /
iv.  Award Location Code Rows per Page
d. Open the Fact -Award folder and choose the following Measure columns: c. Click OK to accept the other default settings and close the Table Properties dialog box. Notice the scroll bars
I Current Budget have disappeared.
ii.  Expense Amount 4.  Save the analysis in a new folder in the My Folders section of the Catalog.
ii. - Commitment Amount a. Click the Save Analysis button and the Save As dialog box appears.
iv.  Available Balance b. Select My Folders.
e. Click the Results tab. You should have a list of awards and available balances. (Contact Instructor if no data ¢ Click the New Folder button.
returns) Notice that the results appear in a table format in the Compound Layout. d.  Name the New Folder: Report Center Training and Click OK as shown below.
. Open the Award Principal Investigator and drag the column Award Principal Investigator to the Compound e. Then name the analysis: Practice 2
Layout and drop the column after the Award Name column. Open the Date folder and add the following
columns: —— _
i.  Award Start Date (Choose Date) e S
i.  Award End Date (Choose Date) 1| = Caelvers [ Practice 2
3. Edit the Table Properties s
a.  Inthe Compound Layout (you should be on the Results tab), click the Table View Properties button to -
explore the properties that you can set for the table in the Table Properties dialog box. S e
New Folder |z|
Name Report Center Training| X
_Help_ _OK | Cancel
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Modifying an Analysis
1. Modify the Practice 2 analysis to sort Award Principal Investigator in ascending order, then Award End Date in
descending order.
a. Click the Criteria tab.

b.  Click the More options button for the Award Principal Investigator column.
c. Select Sort > Sort Ascending.
d.  Click the More options button for Award End Date column.
e. Select Sort > Add Sort Descending
f.  Click the Results tab to verify the sort as shown below.
ne s -~
Practice 2 Sorted Ascending First Sorted Descending
Table Second BEZ R
Award Number [Award Name Awiard Principal i Aviard Purpose Type Avard Location Code | Award Start Date | Award End Date fCurrent Budget [E Amount [Encumbrancs Amount |Available Ealance |
36721 BT Albracht, Mr. Robert Spansared Program 350 01-Jul-2005 30-Jun-2005 e e e e
33108 Albracht, Mr. Robert Spansared Program 350 01-Jul-2004 30-Jun-2005
25457 ‘Andersan, Mr. Jahn Corporate Cost Share T50 O1-Ju-2002 T dumzooe |
25493 Anderson, Mr. John Sponsorad Program 350 01-Jul-2002 30-Jun-2003
Formatting the Table View

1. Center the alignment of the values of the columns.
a. Click the Edit View button in Compound Layout.
b. Inthe Layout Pane, click the More Options button for Award Location Code column and then select Format
Values. The Edit formula box is displayed.

| FUIpUse LU j—=—rnr —_— "’ - AATInL
ator  |Type Code Column Properties...
L Mr. [Sponsored 350 Format Headings...  [7oo| 439,447.01
Program | Format values...
Hidden
L Mr. |Sponsored  |350 New Calculated Item... lng | 350,824.00
Aggregation Rule »
More Options Duplicate Layer
Remove Colurmn Awa

IZ‘ E Award Location Cod E @ E Award Start Date E @ E Ay

i.  Inthe Cell section, select Center in the Horizontal Alignment drop down box.
d.  Click OK and verify that the Award Location Codes column is now centered.
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Edit Format

eEm |
Font
Family |Default (System) ﬂ Size
Color = Style | Default [System)ﬂ Effects |Default [System}ﬂ
Cell
Horizontal Alignment | Default (System]ﬂ | Background Color =l
Vertical Alignment | Default (System)[ v | Wrap Text
[JImage Select Image
Position Defau\t(svstem)ﬂ

BOTUEF

Position | Default (System) ﬂ

Border Style |Default (System)ﬂ

SUNY ®F)

e.  Open the Edit Format dialog box again (Format Values for

Award Location Code)

f.  Click the Copy Cell Format button and then click Cancel to

close the Edit Format dialog box.

g. Open the Edit Format dialog box to format values for the

Award Purpose Type column.

h.  Click the Paste Cell Format button to paste formatting from

the Award Location Code column cells.

i.  Click OK and verify that the Award Purpose Type column is

JQJ Border Color || [x] now cente red .
I
Additional Formatting Options
Custom CSS Style Options (HTML Only)
| Help | | OK || Cancel
Copy Edit Format Paste (2]
sl
Fort
Family |Default {System) ﬂ Size
Color hd Style |Default [System}ﬂ Effects |Default [System]ﬂ

2. Modify and format column headings in the Table Editor.

a.
b.

@ ™o oo

Click the Edit View button in Compound Layout.
In the Layout Pane, click the More Options button for Award Principal Investigator column and then select

Format Headings. The Edit formula box is displayed.

In the Caption text box, enter Award PI.

Change the font color under Font.
View the results of your changes.
Click Done to save your changes.

END: This concludes this exercise.

In the Cell area, click Background Color selector dialog box.
Select the any light color and then click OK.
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USING FILTERS TO LIMIT DATA

LESSON 3 Filters limit results when an analysis is run. Only those results that match the filter criteria will return. Filters are applied on a
FILTERING DATA FOR ANALYSES per-column basis.
4 SubjectAre... O flv » ¥ ¥ m

Avard Management -, Selected Columns
Save and name a filter

to use again

Funding Type Award Sponsor Award Start Date Award End Date ward Principal Investigatos act - Award
lowable Expense @ :Award Number £ | SponsorName %} § Award Start Date {# '§ AwardEnd Date £} '§ Award Principal Investigator 3} Budget £ Expenditures {3} Balance

Remove all filters

= 4 Filters Jo % 2
Y Award Status is equalto /is in AT_RISK Create a filter where the column
patin ANOY Award Location Code s equalto /s in 020 /# (8 Wiy X does not have to display on the
nding Details ¢ A report.

These filters limit the results to award statuses that
are only in the “At-Risk” status and only for the
campus location 020.

§ Award Location Code {3

OBJECTIVES

After completing this lesson, you should be able to:

+  Create filters to limit your results of analyses
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CREATING AND EDITING FILTERS

You can create, display and manage filters in the Filter pane for the analysis they are associated with.

B

pply sorting, or delete by clicking or hovering

Add a filter here

Pu >

er by clicking on add button after selecting its

Award Number

red Award Location Code
Award Purpose Type
Sponsor Name

Award Principal Investigator

More Columns ...

You can also use the Create/Edit Filter dialog box to create and edit filters.
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You are directed to the subject area
to choose columns if you click More
Columns

Select Column

= @ Post Award Management
@ @ Date A
@ [ Agency Funding Type
@ [ Allowable Expense
@ EaAP Invoice
@ (@ Award
& [33 Award Budgetary Control
@ (@ Award CFDA
@ [ Award Compliances b
& (@ Award Contacts
® [ Award CO - Principal Investigator
@ [ Award Funding Details
& [ Award Instaliment Details
@ [ Award Notes
@ (33 Award Organization
& @ Award Principal Investigator
& 3 Award References
® (@ Award Reports
@ [ Award Team
& 3 Award Terms & Conditions
& 3 Award Transactions v
@ [ sil To Sponsor

Help OK | Cancel

Displays the list of columns that are in
the analysis to choose from.

SUNY ®F)

CREATING AND EDITING FILTERS

The New Filter dialog box appears when you create a new Filter. A column filter consists of the following elements:
1. Column to filter (Award Location Code)
2. AValue to use when applying the filter (010, 020, 030)

3. An Operator that determines how the value is applied (is equal to/is in)

New Filter I New Filter
] o I 1
Column Award Location Code (i@ £ Column Award Location Code (i@
Operator ‘ is equal to / is in V‘ Operator I.s equal to Jisin V]
Value | > @8 [ value | |~ &
Add More Options v | Clear All 001
. e |- A
[CJProtect Filter [l Protect oo
Jon
|_| Convert this filter to SQL ]_] Convert| D 020
[Jo3o
[Joso
[J100 v
[1110
[Search...|Limited Values|All Values
Help OK | Cancel Help OK | Cancel
New Filter
i
Column  Award Location Code [l L
Click on the pencil to edit an existing filter.
Val is not equal to / is not in — =
e € 1is less than —]L
is greater than
is less than or equal to i
[]Protect |is greater than or equal to
is between =IFilters
[Jconvert]is null
is notkr;llh Add filters to the analysis criteria by clicking on Filter for the specific column
IS rani st H
=l name in the catalog pane.
contains all
S || 7 Award Status s equalto /isin AT RISk | Z |3 [ %
does not contain 7 = ] s
begins with AND"F Award Location Code is equal to / is in 020
ends with
is LIKE (pattern match)
Help is not LIKE (pattern match) JOK | Cancel
I - — Beal il
is prompted
is based on results of another analysis
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“H Award Location Code = H Award Purpose Type }

zriteria by clicking on Filtg

‘New Filter
Column  Award Location Code
Operator [is equal to/isin v]
Value [ IS )
Add More Options v | Clear AL
[ protect Filter
[T Convert this filter to SQL
Help 0k || cancel

OIxX<iFge

Sort >
Edit formula
Column Properties
Filter

Delete

Save Column As

Page 32 of 67
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LESSON 3: SUMMARY PRACTICE 3: ADDING FILTERS TO ANALYSES

In this lesson, you should have learned how to:

Goal
+  Describe the use of filters in limiting results of analyses In this practice, you will limit data by using filters
*+  Create filters from the columns that are being used in the
analysis Time

+  Create filters without having the columns display in the analysis 10-15 minutes

Task

You will add filters to limit query results

Creating a Basic Analysis

1. Sign into Report Center (if already not signed in)
2. Open your “Practice 2” analysis you just created and click on the Criteria tab.
a. (o to catalog directory and retrieve analysis or locate it on your Home page and click on Edit.

3. Add afilter to show the following:

a. Award Purpose Type is Sponsored Programs
b.  Award Status is Active

c.  Award Location Code should be your own location

&

Click on the Results tab and ensure the data is accurate.
5. Save as Award Available Balance.

END: This concludes this exercise.
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OBJECTIVES

LESSON 4:
ADVANCED VISUALIZATION IN ANALYSES

After completing this lesson, you should be able to:
+ Add additional views of the data that is returned by an analysis

* Modify and format views
*  Work with compound layouts

Page 36 of 67
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ADVANCED VISUALIZATION IN ANALYSIS

Why use different views? ,, Analyzing Trends
*  Helps users look at results in meaningful ways 4 i ot
*  Helps to identify trends when you use multiple ways Comparing Values

Assess similarities and differences

across specified categories

Comparing Values and Their Parts
wi]l Assess similarities and differences

Table View Types " al segments and overall
Is

Table Comparing Explicit Values

X .I| View precise values for specified
Pivot categories

. . Comparing Percentages
Graphical View Types e View the percentage contribution of
@ each part to the whole
Gauge = syl
Map
Performance Tile
. f analyses

Trellis :

DESCRIPTION OF GRAPH VIEWS

There are a variety of different available graphs as shown on this slide. Each of these are edited using the Graph Editor,
whose tools and layout vary slightly different depending on the graph chosen.

Total Expenditures

Sponsored Programs Expenditures by Activity Type

R S Most Popular
— * Bar: Shows quantities as bar lengths —useful for comparing

k- differences among like items

e . * Pie: Shows data sets as percentages of a whole — useful for
- iy comparing parts of a whole.

= o * Line: Shows quantities over time or by category — useful for
- showing trends over time

06/30/2015 06/30/2017

4 AIR Trended Balances by Funding Type
Fiscal Month End Date

Funding Type: v Campus =

6,000.00K
5,000.00K
4,000.00K
His
pt of Defense - Total A/R
6/30/201 ept of Education 3,000.00K /- Billed AR
Dept of Energy

Unbilled A/R
WEPA

“ — | Tl DAL

T
FFE]
AJR Balances.

0.00K,
S O N D J FMAMI I ASONDIF
2016 2017 2018
Month

M AN
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VIEW EDITORS

Days Past Due

W m I_IA" x ;-J Edit View
—_— g
9. 93%0 AR 17.79%
M 0 (Current) Days
W 1-30 Days

Erb, Y & BB &

Edit Graph Properties

[

v (MGrdetFav POV

Aging by Days Past Due

ss0f n79%
W 0 (Current) Days.
1-300ays
181-360 Days
= 3160 Days
B 361 Daysor More
w 6190 Days
e 91-180 Days

Dragidrop messures, columns and hierarohies o determine graph lsyout

4 Layout

Graph Prompts

Sections g [] Display as Sider

GRAPH PROPERTIES: GENERAL

Graph properties ® X
General Style Titles and Labels

Canvas Width 592 Pixels

<! Set canvas size
Canvas Height 275 Pixels

Legend Right

v
-—% Set location of the legend

Master-Detail [_] Listen to Master-Detail Events

Event Channels

Null Values [ ] Include Null values

Animation [_| Animate graph on Display

OK Cancel
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To create or edit a Graph, specify its
type and then drag analysis columns to
the appropriate sections (horizontal axis,
vertical axis, legend).

Graphing Best Practices
A general guideline is to keep graphs as
simple as possible.

More complex graphs can make it
difficult for users to comprehend the
information; more details lead to more
distraction. Two dimensional (2D)
graphs can be easier to interpret than
three dimensional (3D).

[] Srow Subject Ares

To open the Graph properties dialog box, click the
Edit Graph Properties button in the view editor
toolbar.

On the General tab of the Graph Properties dialog
box, you can set the size of the graph and specify the
location of the legend.

Note: Some of the options are not available for
specific graphs.

GRAPH PROPERTIES: STYLE

Graph properties ® x
General ~Style Scale Titles and Labels sexstylesol thegraph
elements
Graph Data
Style Default w Style and Conditional Formatting
3D
Plot Area Set formatting options for
the plot area

Background [
Gridlines @ Default O Specify
Major Grid [ ] Horizontal Lines [T] Vertical Lines

Color iv
Minor Grid [_| Horizontal Lines
Color iv
Legend
Background []+ [ Transparent Set formatting options for
Border [_v Legend and the

background Canvas

Canvas Colors and Borders
Background [ |v [v] Gradient

Border D'

OK Cancel

SUNY ®F)

On the Style tab of the Graph Properties dialog box, you can
set properties that can control the appearance of the graph.
Each section of the dialog box has options to control different
aspects of the graph.

In the Plot area section, you can specify and format colors for
the graph’s background.

In the Legend and Canvas Colors and Borders sections, you
can determine the colors and settings for backgrounds and
borders.

GRAPH PROPERTIES: TITLES AND LABELS

Graph properties 0 x

General Style Scale Titles and Labels

Graph Title

On the Titles and Labels tab of the Graph
Properties dialog box, you can customize
graph titles, axis titles, and labels. Each
section of the dialog box has options to control
different aspects of the graph.

Title  aging by Days Past Due Y
[] Use measure name as graph title Specify custom graph
title and axis titles

Click the Format buttons for different labels to
specify fonts and styling.

Axis titles
Vertical AXiS  Remaining Due A Nt/ 1 B
W] Use measure name as axis title
Horizontal Axis ays Past Due A
Wl Use column name as axis title
Labels

Legend Bold, #000000 i} Set formatting options for
Vertical Axis Labels &3 the Legend and labels.

Horizontal Axis Labels 3
Data Markers Arial, Bold, 10px, #000000 34

OK Cancel
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LESSON 4: SUMMARY

In this lesson, you should have learned how to:

* Add additional views of the data that is returned by an analysis
*  Modify and format views

¢+ Perform common tasks in views
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PRACTICE 4: ADVANCED VISUALIZATION IN ANALYSES

Goal
In this practice, you will explore and work with a variety of views and graphs in your analysis.

Time
20 — 25 minutes

Task
You will add and format a graph view, format and arrange Table, Filters and Graph views within a Compound Layout, and then
create copies with different views and arrangements.

Creating a Simple Analysis
1. Sign into Report Center (if already not signed in)
2. Create a new analysis to determine the FYE expenditures for equipment, supplies and travel for your location.
a. Inthe Select Subject Area pop up menu, click Grants Snapshot.
b.  Choose the following columns:
i.  End Date (Located Date>Month End Date> End Date
ii. ~ FYE Dc Expenditures
jii. ~ FYE Idc Expenditures
iv.  FYE Expenditures
3. Add afilter to show the following:
a. End Date = January, February and March Month Ends
Hint: Need to add a filter to a column that is not in the analysis
b.  Award Purpose Type = Sponsored Programs
c. Task Location Code = Your own location

4. Click on the Results tab and ensure the data is accurate.

How do I check for data Accuracy? Go to the Dashboard and validate through the SPAR. Ensure you have the correct
month end date chosen.

5. Save as FYE Expenditures in your training folder.

Adding Different Graph Views

On the toolbar, click the New View button and select Graph > Bar > Recommended Subtype.

A graph view is added to the bottom of the Compound Layout. It has also been added to the Views pane.
Click the Edit View button for the Graph view in the Compound Layout to open in the Graph Editor.
Click on the Edit Graph Properties button to open the Graph properties dialog box.

Explore and set options on the General, Style, Scale and Titles and Labels tabs.

SN
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Graph properties e !

General Style Scale Titles and Labels

) ) Size of graph
Canvas Width 300 Pixels real estate

Canvas Height 400 Pixels

Legend Default (Right) w E Legend

Drag Task Location Code to the Excluded.

Click on Graph Properties > Style Tab and change to Cylinder and 3D.

9. Click on Titles and Labels and change the Graph Title and Vertical Axis to FYE Expenditures.
10. Change the Horizontal axis name to Month End Dates.

11.  Change the Vertical axis name to FYE Expenditures.

12. Click Done and Save.

® N

END: This concludes this exercise.

In the Graph Editor, change the Month End Date List from the Graph Prompts and drag it to the Bars Horizontal Axis.
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DISPLAYING DATAIN PIVOT TABLE

Pivot Tables provide the ability to pivot rows, columns,

LESSON 5:
SHOW'NG RESU LTS WlTH PlVOT TABLES . g sections, prompts and headings to obtain a different

Federal Federal Flow Through Foreign Nonfederal

perspective of the same data and can be useful for trending

Major Sponsor Total Volume Total Volume Total Volume Total Volume . ; )
Business and industry 0 1.209667.97 0 292087868 reports. You can drag headings to pivot results and preview
Colleges and Universities 0 1,783,794 .56 0 212,570.97 h d I tt t f t d . I t t t I
s = e them, and apply settings to format and manipulate totals
Foundation 0 0 0 19695069 and data comparisons.
Health Organizations 0 0 0 778,308.36
OBJECTIVES . o B R Tocreate a Pivot Table you will need to select columns on
New York State 0 1161,317.92 0 B6e586464 the Criteria tab. Click the Results tab and select the Pivot
Other Federal 111,826.86 0 (1] 0 H
, , Table View.
After completing this lesson, you should be able to: s c o s
. . F 0 0 0 148,427 .42
¢ Create and edit Pivot Tables SUNY and SUNY Related Organizations 0 0 0 24948218
H Small Business Administration 270,019.79 0 0 0
) Format PIVOt Tables . US Department of Commerce 810,428.28 0 0 0
¢+ Use calculations in Pivot Tables US Department of Defense 133050791 0 P p
vy O vy 2R M) B 5% ch ¥
t ¥ Best Visualization
1l Recommended Visualization for »
@
Campus E Title Sponsor
i Taple [A] =B
2% Pivot Table
hrough Foreign Nonfi
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PIVOT TABLE EDITOR

The columns included in the analysis appear as elements in the pivot table template.

Prompts: Provide an interactive result set
Sections: Displays information in vertical groupings
Rows: Shows elements in row orientation
Excluded: Excludes elements from results

Columns: Shows elements in column orientation

SANER U S

Measures: Populates the pivot table with summary data

S22 By Ych 6 BOR mth BE X

Major Sponsor Total Volume Total Volume Total Volume Total Volume
Business and Industry 4} 1,203,687.37 0 292087868
Colleges and Universities [} 1,783,794.56 1] 212,570.97
Foreign 0 0 429,023.03 113,825.73
Foundation 0 0 0 196,950.63
Health Organizations 0 o 1] 778,308.36
Multiple 0 2397838 0 3,618,988.19
National Science Foundation 6,590,225.40 0 0 0
4 Layout

Pivot Table Prompts  f§ 520
Sections | @8 e

Pivot Table pgg

Columns [ @mE a

Award Type ¥ Award Type T

Measure Labels =~ £}

Rows B mm 6 Measures @

Sponsor Fact - Financial Reporting
5 Major Sponsor {Z} Total Volume G
Excluded o
Task Reporting Location Fact - Financial Reporting
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USING TOTALS

To show the total before or after the data items, choose Before or After.

For example, if you add a total on a row for Major Sponsor and you specify the After option, the total is shown after the
individual Major Sponsors are listed.

» Gk Yeh & BB m@ &

# 1h

E

= Foundation Total
| — -
Major Sponsor Award Type Total Volume Health Organizations None fec
Business and Industry Federal Flow Through  1,202,687.37 4 Layout
Before
Nonfederal 2,920,378.68
[ Business and Industry Total 4.124,566.05] Pivot Table m
Colleges and Universities Federal Flow Through  1782,794.56 At the Beginning
Nonfederal 212,570.97
At the End
| Colleges and universities Total 1,996,365.53 |
Foreign Foreign 429,023.03 Labels Only (no totals)
Nonfederal 113,825.73 Rows
B m Format Labels...
¢ |Foreign Total 542,848.76
Foundation Nonfederal 196,950.63 Sponsor Format Values...
Foundation Total 196,950.63 i Major Sponsor o) B Award Type o]
Health Organizations Nonfederal 778,308.36
« 4 Layout
Pivot Table g
v Columns |§ mE
Measure Labels Q
»
Rows B m= Measures
Sponsor Award Type Fact - Financial Reporting
¥ Major Sponsor ‘u’ ¥ Award Type ¥ Total Volume &F
Excluded
Task Reporting Location Fact - Financial Reporting
5 Location Group Name Q Direct Volume G Direct Change% {J Indirect Volume u’ Indirect Change% ﬂ Total Change% {
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LESSON 5: SUMMARY

In this lesson, you should have learned how to:

+  Create and edit pivot tables
*  Format pivot tables

*  Use totals in pivot tables
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PRACTICE 5: SHOWING RESULTS WITH PIVOT TABLES

Goal
In this practice, you will use the Pivot Table view to display results.

Time
20 - 25 minutes

Task

You will use a pivot table view to take row, column, and section headings and swap them around to obtain different
perspectives of the data. You can also add totals.

Working with Pivot Tables

1. Sign into Report Center (if already not signed in)
Locate analysis you previously worked on “FYE Expenditures” and click on the Results tab.
On the toolbar, click the New View button and select Pivot Table.

Click the Edit View button for the Pivot Table view in the Compound Layout to open in the Editor.
Click on the Edit Pivot Table Properties button to open the Pivot Table properties dialog box.
Explore options that are available.

Nookowdd

Pivot Tahle Properties 9 x

® Fixed headers with scrolling content
O Content paging

Data Viewing
Maximum Width Pixels
Maximum Height Pixels
Display Folder & Column Headings Only column headings w

Null Values [ ] Include rows with only Null values
[ Include columns with only Null values

Row styling [] Enable alternate styling Aa
Alternate  Innermost Column
Master-Detail [ ] |isten to Master-Detail Events

Event Channels

OK | Cancel

8. In the Editor, drag all columns so that they are as follows:
a. Expenditure Category should be under Rows.
b.  Total Expenditures should be under Measures.
c. Directand Indirect Expenditures and Task Location Code should all be under Excluded.
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A pivot table view is added to the bottom of the Compound Layout. It has also been added to the Views pane.

Working with Totals
1. Add Grand Total to each month end by clicking on the Sum button next to Rows.
2. Click Done and Save.
3. Go back to the Criteria tab and add the column Task Organization Name.
4. Add the following filters to ensure that you are not getting rows returned with $0.00 expenditures:

N o

10.

1.
12.

FYE Expenditure is not equal / is not in 0
or FYE Dc Expenditure is not equal / is not in 0
or FYE Idc Expenditure is not equal / is notin 0
Click Results.
Click on the Edit View button to add totals after each Task Organization Name.
Click on the SUM button and choose After.
Go into Format Labels and make the following changes:
a. Font: Color = Red, Style = Bold, Size =14
b.  Cell: Background Color = Grey
Click Copy and then OK.

Caption |

L |k B
Font

Go back into Format Values and click on Paste and then OK.

Caption |

L §|E
Font

Click Done and Save.
Analysis should now have totals for each organization that is highlighted in grey with red lettering.

END: This concludes this exercise.
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HOW AGENTS WORK

LESSON 6:

Agents allow you to schedule an

Open v SignedinAs ke

CREATING AGENTS TO SCHEDULE REPORTS — o analysis based ona defined schedule
e s — Rt ol 6132018 11516 AU OHT.090 Vi G Mot 8 s to end users.
o e B Y g e T— There are many ways to Schedule
- =g == A Agents;
o s s 1. Begin on the Home page with a
OBJECTIVES — blank agent, you wil then need to

Download Bl Desktoy

add the analysis.
After completing this lesson, you should be able to:

Catalog 7] . . . . .
+  Create Agents to schedule reports to be sent automatically Rt R e s e 557 e 2. Begin with the analysis, which will
then automatically add the analysis
4 Folders E= Ea Type Al v Sort Name A-Z v [] Show More Details to the agent
: l —— @ g::ﬁ::lon - Training Last Modified 8/2/2018 12:04:37 PM
@ Grants At (= Print » 30 Test Last Modified 8/2/2018 1
Open Edit o Expor N
e & Grants Ne 1an  Last Modified 8/2/2018 12:04:2
Open Edit |8 Add to Briefing Book
& GS_awd_t ed 8/2/2018 12:04:38 PM  Owner K
Oonen ER 1'% beieis

SCHEDULINGAGENTS

To create an Agent, you will have to set up

Untitled Agent .
the following tabs.
4 Overview
General Normal Priority, Use Specified User's Credentials: KELLY KOWALSKI@RFSUNY.ORG 1 General Tab
Schedule Not Scheduled
Condition Grants At Risk Report - Training 2. Schedule Tab

Delivery Content /My Folders/Grants At Risk Report - Training

& (3] (4] 3. Delivery Content Tab

General Schedule Condition Delivery Content Recipients Destinations Actions

4. Recipients Tab

Set the priority level for this Agent as well as options for impersonating a different user at runtime.

Priority 8H.gh The Condition, Destination and Actions tabs
®) Normal

O Low are for advanced scheduling.

Run As () Recipient
(® Specified user kelly kowalski@rfsuny org Q
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CONFIGURE THE GENERAL TAB

Untitled Agent

4 Overview
General Normal Priority, Use Specified User's Credentials: KELLY KOWALSKI@RFSUNY.ORG
Schedule Not Scheduled
Condition Grants At Risk Report - Training
Delivery Content /My Folders/Grants At Risk Report - Training

General Schedule Condition Delivery Content Recipients Destinations Actions

Set the priority level for this Agent as well as options for impersonating a different user at runtime

Priority O High
(® Normal
O Low

Run As O Recipient
(® Specified user Q
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General Tab

Priority: Specify the priority of the delivery
content that an agent is to deliver and how
to send the delivery content.

Run As: Select Specified User — your email
address will automatically be populated.

CONFIGURE THE SCHEDULE TAB

General  Schedule Condiion Delivery Content  Recipients  Destinations  Action:
General Schedule Condition Delivery Content Recipients Des : s b P gk M

When do you want the Agent to be scheduled to run?

When do you want the Agent to be scheduled to run?
Enabled V'

Frequency VT v Evey 1 A v 0

Start 087242018022500PM  [ig Default

Enabled /]
Frequency [N

Start 08/24/2018022500PM  [ig Default

Re-run Agent Every — Minutes
Re-run Agent Every O Minutes
Until Default
Until ) - -
Default End @ No end date () Select end date
; k o~ [
General  Schedule Condition dekvery Content inations  Actions | |General Schedule Conditon Delivery Content Recipients Destinations  Actions
When do you want the Agent 1o be scheduled to run? 1 o voks st i AL 0 B ctsachited (6 i
Nhes You wi Agent to < hedul 0 run’
Enabled /| Enabled 2
nabled V!
Frequency Weekly v Every 1Ay | Weeks |
e Frequency Monthly v
& Monday ON G fist v Monday v Of Hdanuay JFebruary 7 March
[ Tuesday 1 April & May June
[[] Wednesday x .
[ Thursdy Day (] uy ¥ August [] September
[Friday ¥ October [November & December
[ Saturd:
] Swonisy Start 08242018022500PM (i Default
Start  08/24/2018 022500 PM ~° Defaut
Re-run Agent Every Minutes
Re-run Agent Every | | Minutes =
Until
Until Default =
End (@) No end date () Select end date End @ Noend date () Select end date

SUNY ®F)

Schedule Tab

The Schedule tab specifies when an
agent runs, how often it runs, and when it
should be discontinued. There are three
parts to an Agent schedule:

¢+ Start date and time
+  Frequency
¢+ End date and time

Use the Frequency drop-down list to
specify how often the agent runs.

Selecting Never creates a nonscheduled
agent.
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CONFIGURE THE DELIVERY CONTENT TAB

General Schedule Condition Delivery Content Recipients Destinations Actions

Specify the content to deliver with the Agent
a Subject  Grants at Risk Monthly Report

Content  Condition Analysis w Clear
/My Folders/Grants At Risk Report - Training
e Format  Excel 2007+ v

9 Delivery () Deliver results directly
(@) Deliver as attachment

Attachment Note
Please see the attached report

If Condition is False [ Deliver this message

6 The report has returned no data. |
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Delivery Content Tab

Specify the content to be delivered by the agent. You can
specify the following:

1. Subject: The subject line to include with the content

2. Format: The delivery format for the content such as PDF
or Excel.

3. Delivery: Recommended setting is to Deliver as
attachment.

4. Attachment Note: You can attach a note that will be part
of the email body.

5. If Condition is False: Select the “If Condition is False”
check box to specify whether to deliver a text message to
the recipient when there is no agent content to deliver to
them and then enter the text message to be delivered.

CONFIGURE THE RECIPIENTS TAB

General Schedule Condition Delivery Content = Recipients Destinations  Actions

Direct Agent Recipients
Specify who will receive this Agent.

Select Recipients Use Analysis

Show Al v + G [[] Get Recipients from the Analysis Used in the Agent Condition
Analysis Grants At Risk Report - Training
Name -~
Add email recipient

Publish for Subscription
Enable this Agent to be published and determine which users can subscribe to this Agent

[] Publish Agent for subscription Allow subscribers to customize Agent
Enter Email Address ® x
Email add for delivery (sep: le addresses with comm:

john.doe@rfsuny, jane doe@rfsuny.org

OK Cancel
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Recipients Tab

Specify who should receive the delivery content of the
agent.

1. Add email recipients by clicking on the email icon.

2. Enter one or more email addresses, separated by
commas, and click OK.
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LESSON 6: SUMMARY

In this lesson, you should have learned how to:

+ Create Agents

SUNY ®F)
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PRACTICE 6: CREATING AGENTS TO SCHEDULE REPORTS

Goal Save the Agent
In this practice, you will create an agent. a. Click the Save button to save the agent.
b. Inthe Save Agent dialog box, save the agent as ‘FYE Expenditures Test Agent’
Time
10 - 15 minutes Test the Agent
1. Click the Run Agent Now button.
Task

Delivers Agent | &b % X @

You will create an agent to schedule a report.

Verify that the agent is running in the Running Agent dialog box.

When the agent has run successfully, you should receive a confirmation.

Click OK.

Access your email account and check to see if you have received your scheduled report.

Create an Agent
1. Sign into Report Center (if already not signed in)
2. Click New >Agent in the Global Header to navigate to the Agent Editor.

aRwdp

General Tab
a. Inthe Agent Editor, start on the General tab to specify the priority of the agent and how to send the delivery
content.
b.  Set the following values:
Priority = Normal
Run As = Recipient

Note: If you are unable to check this, you can check this when you have access to your email account.

END: This concludes this exercise.

Schedule Tab
a. Click the Schedule tab to set the schedule.
b.  Setfrequency to Once.
c. Confirm that the start date and time are set to the current date and time.
d. Leave all other settings as they are.

Delivery Tab
a. Click the Delivery Content tab to identify the content that will be delivered by the agent.
b.  Enter ‘FYE Expenditures Test Agent’ as the Subject.
c. Select Analysis in the Content drop down list.
d. Click Browse to open the Choose Delivery Content dialog box.
e. Locate the analysis we just created and click OK.
f.  Choose the Format Excel 2007+.
g. Delivery should be set to Deliver as Attachment.
h.  Add Attachment note.
Recipients Tab

a. Click the Recipients tab to identify the recipients of the agent.

b.  Click on the Email icon to add recipients.

c. Enter YOUR email address for content delivery. (Separate multiple email addresses with commas)
d. Click OK
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REPORT CENTER TERMINOLOGY

NAME KEY DEFINITION

Agents Agents enable you to automate business processes by scheduling reports and delivering alerts.
Alerts An alert is a notification that is generated by an agent.
Analyses Answers a query against an organization’s data. Also known as report.
Analysis Editor The Analysis edf;or lets you explore and interact with information by visually presenting data in
tables, graphs, pivot tables, and so on.
Column Represents data that an analysis returns. Also known as data fields.
Conditions Conditions are objects that return a single value that is based on the evaluation of an analysis.
Criteria Set of columns, filters, formatting, and properties for a specific analysis.
Dashboards provide personalized views of business information. A dashboard consists of one
Dashboards . .
or more pages that contain analyses and drills.
Filter Filters limit or specify the data that is displayed in dashboards or analyses.
Home Page The Home page is divided into sections that enable you to quickly begin specific tasks.
Prompts Prompts limit or specify the data that is displayed in dashboards or analyses.
Results Output of data returned for a specific analysis.
Subject Area Area that contains data about a specific business area.
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