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WEBI USER’S GUIDE

General Information

> If you need a User ID, your Department Head should send
an e-mail to Felicia Wright or Roxane Rush in the Finance
Department.

» This guide is for creating and using simple tables from the
Advantage Financial system. However, WEBI is capable of
more complex functions. If you would like to learn more
about other WEBI reporting capabilities, please contact
Roxane Rush x1523 or Felicia Wright x1534.

» Most information pulled from Advantage Financial will
be from the previous day, it will not be current.

» The WEBI system WILL time out more frequently than the
Advantage system and will give you an inactivity message
before logging you out. Save reports often even if they are
temporary. You can always delete reports that won'’t be
used again.

» Since itis a Web & Windows based reporting tool, WEBI
may look different on your computer based on your
computer settings.

> If you have forgotten your password, contact Roxane Rush
x1523 or Felicia Wright x1534 to have it reset.

» The WEBI address is: http://dcp-finws1prd/BOE/BI

» WEBI can also be accessed through the iCobb.
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Accessing WEBI through iCobb.

1. From iCobb, under Department Resources, click on Finance & Economic
Development. NOTE: WEBI only works in Internet Explorer. If you are
using Google Chrome to reach iCobb, you will need to copy the link and

paste it into an Internet Explorer window to use it.

DEPARTMENT RESOURCES
Board of Commissioners PA.R.K.S.
Communications Police

Community Development
County Clerk

County Manager
Department of Public Safety
District Attomey's Office

| Finance & Economic Development

Enterprise Fleet System

Extension Services

Fire

Fleet Management

Govemment Services Administration

Information Services

Printing Services
Probate Court

Property Management
Public Services Agency
Purchasing

Record Management
Risk Management
Safety Village

Senior Services
Sheriff's Office

State Court Administration
State Court Clerk
Solicitor General

Superior Court Administration

2. Click on the AMS NAVIGATION link under the heading QUICK

LINKS.

TRAVEL POLICY

FLOWER FUND

GAX1 Instructions

CASH Handling MANUAL

AMS NHAVIGATION

ACCOUNT DICTIONARY

VENDOR FORMS & INFO

PD POLICY
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3. Click on the WEBI link under the heading QUICK LINKS.

HOME { CONTACT US
ADVANTAGE FINANCI£
. ]
WELCOME
AMS FINANCIAL
WEBI
ADVANTAGE USER GUIDE
WEBI USER GUIDE
| I B
MO TU WE TH FR MO TU WE
1 2 3 4
56 7 8 9 10N 23 4 5
49 49 14 AFE 4R 47T 40 noan 44 49

It is recommended that you save WEBI as one of your favorites or create an
icon on your desktop for WEBI. This will save you steps in accessing WEBI.

To save WEBI as your favorite

1. From the Log in page, click Favorites.

<ir Favorites | 5% B Suggested Sites + @ Web Slice Gallery v

| Bllaunch fad | |

CGl infoAdvantage
Bl launch pad
Enter your user information, and click "Log On™.

If ywou are unsure of wour account information, contact yaur system
administratar,

System: [DCP-FINRPTIPRD:E400 |

User Mame: furight ]

Password: | |

@ info Help
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2. Click Add to Favorites.

‘ 7 Favorites | 9% Bl Suggested Sites » @] Web Slice Gallery =
4= Add to Favorites... = I l l

Favorites | Feeds History

. Favorites Bar

. Microsoft Websites

1 MSN Websites

. Websites for United States

CGl infoAdvantage
Bl launch pad

Enter your user information, and click “Log On".
If you are unsure of your account information, contact your system
adrminiskrator,

Systern: |[DCP-FINRPT1PRD: 6400 |

User Narne: [Furight |

Password: | |

@ info Help

/& Turn on Suggested Sites...
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3. Enter a name, or let it default. Click Add or OK.

i N
e =
Add a Favorite
w Add this webpage as a favorite. To access your favorites, vist the
Favortes Certer.
Mame: Bl launch pad
Create in: ['i':i Favortes v] [ MNew Folder ]

Ad || Cancel |

A link will then be placed in your favorites list.

To create an icon on your desktop

1. From the login page, right click on your mouse button.
2. Select Create Shortcut.

[ —
CGl infoAdvantage
Bl launch pad
. . - . Back

Enter your user information, and click "Log On".

If you are unsure of your account information, contact your system Forward

administrator.
Save Background As...
Set as Background

System: [DCP-FINRPTIPRD:6400 | Copy Background
User Name: [faright | Select All
Password: | ] Paste
% Blog with Windows Live
& E-mail with Windows Live
@ a}, Translate with Bing
. All Accelerators L4

CGl info Help
Create Shortcut
View Source
Encoding »
Print...

Print Preview...

Refresh

Export to Microsoft Excel

Properties
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3. Click Yes when this message appears.

i ™
oo =

s Do you want to put a shortout to this website on your desktop?
LE http: /{dcp-finws 1prd: 9080,/BOE fportal/1502231114/InfoView. ..

The WEBI link will be placed on your desktop.

Log into WEBI

Enter your User Name and Password. Both fields are case sensitive. If the
system name is not showing up when you click in the link, copy and paste
DCP-FINRPT1PRD:6400 into the System box. Click Log On or press Enter.

I
CGIl infoAdvantage
Bl launch pad

Enter your user information, and click "Log On".
If you are unsure of your account information, contact your system
administrator.

System: |DCP-FINRPT 1PRD:6400 |

User Name: [fiwright |

Password: |-||--|-- |

% info Help
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The WEBI homepage should look similar to this:

“‘ )| W NP CR-TINWS LDHA:S B/ BUE/EL Ty || 3 Cilintodvantage | |
CG| m‘foAdvantage Welcome: Felicia Wright | Applications v Preferences  Help menu - Log off
I Home | Docfiments
+ My Recently Viewed Documents ~ 0 unread messages in My Inbox * My Applications
| Vendor Activity Report For Court System LW No unread messages :
{$) DBE List \)
| IV Print All Acct Lines
| CDBG Retainage Report
%= Sample reports and universes
i
Efe) 5
i
Ses more...
~+ My Recently Run Documents ~ 0 Unread Alerts />
Mo recently run documents No unread alerts

Ses more... v

v/

Home Tab

The Home Tab contains the following defaults which allow you to manage
documents.

e “My Recently Viewed Documents”: lists the last 10 documents you
viewed, sorted by view date, with the most recently viewed document
at the top.

e “Unread Messages in My Inbox”: lists the 10 most recent unread
messages in your WEBI inbox. To view all messages, click See More
in the lower-right hand corner.

e “My Recently Run Documents”: lists the last 10 documents that you
scheduled or ran with the status of each document. To view the status
of the documents, click a report link.

e “Unread Alerts”: shows the last 10 unread alert notifications. To view
all alert notifications, click See More in the lower-right hand corner

e “My Applications”: provides quick access to the applications
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Documents Tab

Use the Documents Tab to view and manage objects in WEBI.

Cl ge Welcome: Felicia Wright | applications =  Preferences Helpmenu= | Log off fe
Documents

wezm ize + Send - More Actions Details 1 |of1
My Documents Search Results
Folders No Tt
Categories
Search
IS
K
Total: Oitems

To expand the folders list, click on the folder name.

My Documents contains My Favorites and Inbox. The My Favorites folder is

where you can save your own personal reports, and the inbox contains any
reports another WEBI user sends to you.

CGl infoAdvantage

View ~ Mew - Organize = Send More Actions Details
My Documents
E

<l My Favorites
"I ~weblntelligence

= o]

~ B2 My At

2 Subscribed Alerts

2 personal Categories
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All the documents that have been published are listed under Folders, then

Public Folders, then Finance Rep.

Qif )| hitpi//dep-finwslprd/BOE/BL

File Edit \iew Favorites Tools Help
s B Suggested Sites @Web Slice Gallery =

CGl infoAdvantage
Home I Documents

View - MNew Organize ~ Send

My Documents
Folders

& Public Folders

More Actions ~

Details

PR R K

Title =

FIN-AP-0001 Check Listing
FIN-AP-0002 Disbursements by Vendc
FIN-AP-0003 Contract Payments by Fi:
FIM-AP-0004 Open Items - Pre-Encum
FIN-AP-0005 Open Items - Encumbrar
FIM-AP-0006 Open Items - Accounts F

The total number of reports available is located at the bottom right corner.
Click the next arrow to go to each page to view the available reports.

CGl infoAdvantage
[ Home | Documents

‘Welcome: Felicia Wright | Applications = Preferences  Help menu = Log off

View v New - Organize v Send - More Actions = | Details
My Documents Title ~ Type
FEiee ¥ | 0724 Acct Equip Revised Web Tntelligence
B public Folders ¥/ | 2010 - VENDOR (Activity Report) Web Intelligence
| 2010 - VENDOR (Activity Report) pur Web Intelligence
Statl C re po rts | | 225 Monthly Revenue Report Web Intelligence
%! | 2X Check List by Fund Only Web Intelligence
th at are S h ared | 2X OLGL Exp _Senior Srvs web Intelligence
R ¥ | 2X OLGL Expense Report by Crg Web Intelligence
are listed under |4 |zowstmguysepot b Ineligence
. ¥ | 2X Senior Services Check List Web Intelligence
Folders, PUDIIC |5 hocsrmnmmmon i

Folders,
Finance Rep.

R31001 Financial Reports
R31001 HAM Framework Reports
R31001 HRM Reports

R31001 Metadats Reports
Report Conversion Tool

Repart Samples

System Configuration Wizard

Visual Difference

Web Intelligence Sampies

1 |of2+ » M

Last Run Instances Description Created By

o rrush

0 Administratgy

0 mdavid

0

0

0

0

0

Click the next
arrow to go to
each page to view
the available N

reports.
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Searching for Reports

To search for a report, you can enter a word in the Search box at the top of
the page or in the Search section.

==
Q@F\‘P it/ dep-inwsTpre 0815 0F/51 £ - ¢ [P chlinfordantage x| ] AR
CGl infoAdvantage Welcome: Felicia Wright | apglications Preferences Helpmenu= | Log off Ie

Search section of the Search fields and

=

View New Organize send Mare Actions Details & M 4|1 ofl » M
My Documents Search Results

Folders

= Search box

Search

By putting a word in one

pressing enter, WEBI will
list only reports with that
word in the report name.

After entering a word in the Search box at the top, the Search section will
open with a list of reports with that word in the title. You can further refine
the search by clicking on the filters on the left side.

o & ==
([ P gt rdep-finwstpreaun a0kl 2 - ¢ |[ P colinfordvantage x| ] AR

CGl infoAdvantage

Wee: el WAGht | s+ e 1+ mgo

cobb county 3_7 custom reports (16)
r31001 financial reports (13)
r31001 hrm framework repor
r31001 financial framework reports (3)
wnd (2)

More...

author

unknown creator (1)

datasource

inady - execution statistics (6)
fin - grants tracking (4)

‘oparm - reporting parameters (2)
fin - general accounting (2)

fin - accounting summeary (1)
More...

Show more filters

2010 sap® businessobjects™. all rights reserved (1

»!

View v MNew - Organize ~ Send - More Actions ~ | Details & M 4L ofS b M
My Documents Search Results

Folders ¥ | Budget Summary Chucks YTD Budget and Expense Repart

‘htﬁg:”?‘s Summary of Adopted and Current Budget and Current Expenses and Balances - Select by PY and Unit (Edited 9/2/09)
Seard]

Summary | '] |Revenue Budget Summary

Refine Search Results By: _

Cobb County 3_7 Custom Reports/Finance Reports/Document

fyee ! | FIN-DEBT-0001 Loan Outstanding Summary

web intelligence (38)

shortaut (2) R31001 Financial Reports/Debt Ma

microsoft excel (1) 3

arystal reports (1) i | FIN-DEBT-0005 Bond Outstanding Summary

R31001 Financial Reports/Debt Management
FIN-DEBT-0003 Lease Outstanding Summary

R31001 Financial Reports/Debt Management

FIN-B5-0002 Trial Balany

R31001 Financial Reports/General Accounting

Revenue Budget Summary by Unit
Cobb County 3_7 Custom Reports/Finance Reports/Document E
et Summary by Fund

}_7 Custom Reports/Finance Reports/Document

hary Report by Unit

County 3_7 Custom Reports/Finance Reports/Document
Budget Summary Report by Department

Cobb County 3_7 Custom Reports/Finance Reports/Document
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Open a Report

To open a report, double click on the title of the report.

[=l & ==
Q\\ Q]\? http://dep-finws Lpra:9081/B OE/B] 2~ ¢ [P catinfossantage | ‘ N
CGl infoAdvantage Welcome: Felicia Wright | Applications = Preferences  Help menu Log off [summary I}

[ o

View ~ New - Organize - Send - More Adions ~ | Details
My Documents Search Results
Folders

¥ | Budget Summary Chucks YTD Budget and Expense Report

Sz Summary of Adopted and Current Budget and Current Expenses and Balances - Select by FY and Unit (Edited 9/2/05)
FiEd . Trkemal Audit
summal
it || $] |Revenue Budget Summary
Refine Search Results By: .
Cobb County 3_7 Custom Reports/Finance Reports/Document
fyee %/ |FIN-DEBT-0001 Loan Outstanding Summary

web intelligence (38)
shortout (2) R31001 Financial Reports/Debt Ma
microsoft excel (1)

aystal repor

| | FIN-DEBT-0005 Bond Outstanding Summary

R31001 Financial Reports/Debt Management
¥ | FIN-DEBT-0003 Lease Outstanding Summary
R31001 Financial Reports/Debt Management

¥ | FIN-ES-0002 Trial Balance Summary

R31001 Financial Reports/General Accounting
cobb county 3_7 custom re
r31001 financial reports (13
r31001 hrm framework rep
31001 financial framesork reports (3)

¥ |Revenue Budget Summary by Unit

Cobb County 3_7 Custom Reports/Finance Reports/Document

;;Imjf Revi Budget Summary by Fund
author Cobb County 3_7 Custom Reports/Finance Reports/Document

unl reator (1) ¥ |Budget Summary Report by Department
2010 sap® businessobjects™. all rights reserved (1) ¢ ety e

Cobb County 3_7 Custom Reports/Finance Reports/Document

datasource

Running a Report

B W 4|1 |cf5 » M

| =
e H
ator (1)

Some reports when opened will prompt you for information. If the report
requires prompted information, a prompt box similar to this will appear.

Prompts i

A
¥ *Bfy? 2015 31000 =

3100
~ % Unit Cd2 3100

Refresh Values %3 | >

To see the con| \ of the list, click the Refresh <

values button.

Once you select a
report, you will be
prompted for
various types of
information.

* Required prompts

OK Cancel
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Important Things to Remember
= Fiscal Year must be 4 digits.
= If the Unit or Sub Unit has a letter in it, that letter MUST be
capitalized. WEBI is very particular and requires search criteria to be

exact.

= If it asks for a date, it will mean a greater than or equal to date for
your search criteria.

= To list multiple items and if the report allows it, a semicolon must be
placed between the items with no spaces. For example, if a user
wanted fiscal year 2013 and 2014 they would type into the prompt
2013;2014

= You must click OK after entering prompted information.

Using Your Report

The report will look similar to this:

E=8 E=R 50
Q ‘*P htp://dep-finas1pre: 1080/B0E/EL p~c H W calinfoldvantage ‘ ‘ 1 s €23
CGl infoAdvantage Welcome: Felicia Wright | applications v  Freferences Help menu= | Log off [summary fe
Home | Documents | Budget Summary Rep... © = o |
WebInteligence = |0 = 5 - | & o | #°0 &2 - M) & v || [ZTrack ~ F orill ~ W Filter Bar Freeze - & Outline Reading ~ Design - -
= Lastreresn 44015 30548 BIA GUT-0490
= ~
(7 Advanced | & Run
Bfy?
i by Budget S Report by Unit
i udget Summary Report by Unil
(2)ff] [3100 Current
— ’ e " or O Object —— Encumbered
By Fund Dept Unt Apor Obit o R E'\;‘jlzmi‘ o
2015 [010  [105 [3100 [106 [6012 [Salaries-Regular $954,199.00 $0.00| $217.498.99)  $736,700.01
Salaries-
2015 [010  |105 (3100 |106 (6014 |J230S $2,500.00 $0.00 $457.29 $2.04271
Salaries-
015 010|105 (3100|105 feots | SEEEEE $320,713.00 S00D| $8628148| 523443152
Salaries-Sick
2015|010 105|310 (108 fe022 |SRSR 50.00 S0.00| 5432573  (54,325.73)
2015 |o10 [105 [3100 [106 |so24 |S22riesieave 5000 50,00 $0.00 50.00
Payout
2015 |010  [105 [3100 |106 |6032 P'Sab"‘w $3,444.00 $0.00 $620.10 $2,823.90 E
nsurance
Fica (Social
2015 |010  [105 [3100 |106 [B034 (Security & $97,722.00 S00D| $2190243|  $7581957
Medicare)
Medical-
2015 |010  [105 |3100 |106 |6036 |Interfund $270,395.00 S0.0D| $69.717.83| 520067717
Transfer
2015 |o10 [105 [3100 [106 |so3s |Life Imsurance- $3,827.00 $0.00 $659.55 $3,167 45
Employee
Retire Cont-
2015 [010 105 {3100 |108 |e0ad | oOUT R $170,375.00 S0.00| $44,399.86| $125475.14
Defined
2015 |010  [105 [3100 [106 |6045 |Contribution $353.00 50.00 $86.12 $266.88
Employer Plan
2015 [010 [105 [3100 [106 [6049 |Extend Health $30,282.00 50.00] §5790.00|  $24,.492.00
2015 (010|105 |3100 |106 |60S0 ‘U"E"‘p“’“"s“‘ 5000 50.00 50.00 50.00
insurance
2015 (010|105 |3100 |106 |8D52 ‘F’,"‘"k“ Conp $16,760.00 S0.00|  $4,083.20 $12,676.50
TEmIUm
W
2015 [010  |105 [3100 106 |sosa |Dentelinterund $9,269.00 s0.00|  $2,371.50 $6.897.50
< >
} [ Budget Summary Report by Unit
Budget Summary Report by Unit ~ [ Track changes: Of | H 4 Pagetoft » M |[= [E| 100% ~| & <1 minute ago
- T T T
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At the top and the left side of the report, there are several different options.

If you realized you entered incorrect information in the prompts, you can
enter new information in the left side and click Run.

Q : \\ﬂ hitp://dep-finws1prd: 9080/BOE/ED L-a H\GCGI infoldvantage ‘ ‘

CGl infoAdvantage Welcome: Felicia Wright | Applications  Preferences Helpmenu~ | Log off [summary fe

| Home | Documents | Budget Summary Rep... - = |

WebTnteligence ~ |1 22 H - | S | L~ =~ | © &+ | RTrack - il - % FiterBar [ 7] Freeze - @ Outline Reading ~ Design ~ (7 ~

= Lastreresn 4115 3954 P G040

= A
(7 Advanced | & Run

B2 e

o |20 .

L) Budget Summary Report by Unit

()] | [3100

Dept Unit Appr Obit

2015 (10 [105  [300 |106 |6012 |Salaries-Regular $954,199 00 5000 $217.43899) 573670001
Salaries-
2015 [o10 105 [3100 |10 (814 |SRE0ES $2,500.00 50.00 $457.29 $2,042.71
Salaries-
s (o0 105 (300 106 femis | REERL $320,713.00 S0.0D| $86281.48  $23443152
Salaries-Sick
2015 010105 (3100 (105|602 |2 EES 50.00 S000|  $432573|  (5432573)
2015 010|105 (3100|105 |soo4 [SAEesLeave 5000 50,00 $0.00 50.00
ayout
2015 [p10 |105 [3100 [108 [spsz |Disabilly $3,444.00 $0.00 $620.10 52,823.90 E
Insurance:
Fica (Social
2015 [0 105|300 |106 |6034 |Security & $97,722.00 $0.00| $21.902.43|  $75819.57
Medicare)
Medical-
2015 [0 105 |3100 |108 |6036 |interfund $270,395.00 $0.00| $69,717.83|  $200877.17
Transfer
2015 |010 [105 [3100 [106 |goss |Lfe Insurance- $3,827.00 50.00 $659.55 §3,167.45
Employee
Retire Cont-
2015 010 105|300 (106 [60ad | SO O $170,375.00 S000| $4489986| 512547514
Defined
2015 (010|105 |3100 |106 |B045 |Contribution $353.00 $0.00 $86.12 $266.88
Employer Plan
2015 (010 |105 |3100 |106 |6043 |Extend Health $30,282.00 5000 §579000|  $24.49200
2015 |010  [105 [3100 |106 |6050 ‘U“E”’P“’V"‘E"‘ 50.00 50.00 50.00 50.00
insurance
2015 |o10 [105 [3100 [106 |sosz |!Vorkers Comp $16,760.00 S000|  $408320  $1267680
Premium
v
2015 |ot0 [105 [3100 [106 |eoss |DSntanterfund $9,269.00 s000|  $237150 $6,897.50
< >
1 [] Budget Summary Report by Unit
Budget Summary Report by Unit ~ [ Track changes: OF M 4 Pagelof1 F M = (5] [100% ~| & 2 minutes ago
- T T

You can also click on the Refresh Arrows at the top of the screen and the
prompt box will display again. Enter different information and click ok, the
report will run again with the new prompt information.

[N 4
]
‘
F
b
Fly
[
]

Track = ' Dril

Page 15 of 59



The report may have so much information that not all of the information can
be displayed on one page. If you have more than one page, you can
navigate through the pages by clicking on the Go to Next Page or Go to
Previous Page links at the bottom of the page.

M 4 Pagelofil+ P+ M = =

The Find feature at the top of the page allows a user to search the report by
any criteria. This feature only works with reports that have been saved in the
public folder or in your personal folders. The find feature only searches the
current page displayed in the report. To find specific information, it may be
easier to open the report in Excel and use the sort, search and filter options
in Excel.

vantage

;IB"dg’Et Summary Rep... £ + ]

el dal®a-a-[oc

The Save Icon allows you to choose Save or Save as.

vantage

;IBudget Summary Rep... -~ = l

- DAH-ISgk £P2-=1- 0 e 2
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Q‘ 5 -‘\P hitp://dep-finws1prd: A080/BOE/ED L-c H P calinfafdvantage ‘ ‘

CGl infoAdvantage Welcome: Felicia Wright |  Applications~  Preferences Help menu~ | Log off [summary I
Home | Documents | Budget Summary Rep... ¢ =
web Intelligence = | [ = S|P M) *| |[ETrack ~ 3 onll ~ 7 Flter Bar [ Freeze - 6 Qutline Reading ~ Design = (20 =
[ES S ———————
A
(7 Advanced | & Run
%8 Bfy?
2015 .
nit cd? Budget Summary Report by Unit
(2| [2000 Current Budge ere ) igate
— Bfy Fund Dept Unit Agpr *“';\'n”w"_,"iﬁ‘rjg" E"“j.j‘;ff'*‘j Actual Exp Amt L”"E‘I‘gf"'j
230 (130 [1000 |135  |6D12 )\ ‘ $38,526,422.00 S0.00| 39.718,397.31| $28,808,024.69
2015 (230|130 |1000 |195 |60 RefreSh iS 00 5000  $13924924|  $13075076
Ne lz20 30 liooo [1ex |0 here 00 5000  $21450716|  $41818234
Click here to 50 00 50.00 $17,041.95 $60,955.05
Fourly
save report- i [[REEEES 50.00 $0.00 582,886.51|  ($82,886.51)
Pay Bonus ! N E
2015 [230  [130 |1000 |195 |6024 Sg:fn’ﬁ*"ea"s $0.00 50.00 53404064  ($34,040.64)
Disability
2015 [230 130 [1000 [195 G032 [ MSEONY $141945.00 50,00 52595080  $115964.20
Fica (Social
2015 (230 130 |1000 |195 |B034 |Security & $3,022,301.00 5000|  $68569573|  $2336,60627
Medicare)
Medical-
2015 230|130 |1000 |195 |6036 |interfund $9,628,992.00 S0.00| $2568,70475| §7,060,287.25
Transfer
2015 230|130 |1000 |195 |6038 é‘:ﬁp‘({‘;:r:“e’ $157.717.00 50.00 $27,634.90 $130,082.10
Med Plan Dep
2015 230|130 |1000 |195 |604D $0.00 50,00
Counid T Go to Other
Retire Cont-
2015 (230 130 1000|195 |60ad | o5 SR 7,289 215,00 50.00 Pages
Defined g
2015 230 130 |1000 |195 |6045 |Centribution £74,770.00 50.00 o
Employer Plan \
Retire Contr-Tr V|
2015 230 |130 1000 (195 |eo4s |\ $0.00 50.00 5 $0.00
< >
| 2 Budget Summary Report by Unit
Budget Summary Report by Unit ~ [& Track changes: OFf | H 4 Pagelofi+ F M
= T
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To Open or Save the Report in Excel

Click on the drop down arrow next to the Export Icon. Select Export
Document As and then select Excel.

CGl infoAdvantage
Home | Documents I Budget Summary Rep... <l

WebInteligence ~ ([ = & - | & g8 | 42 &2~ - | - | | [ Track = 3 Drill -
J_:l Export Document As 4 PDE

= DJ Advanced | £ Run Export Current Report A P Excel 2007 -
%S Bfy? Export Data to C5V ... Excel | |Rer
—g | 12015 2015 230 130 1 SV Archive _E
= Unit Cd? 2015 (230 130 1 Text Con
(23] 1000 2015 (230 130 | 1000 | 196 | B577 |Frei

You will receive a prompt to Open or Save the report. The open option will
open another window with the report in an Excel spreadsheet. This process
will download the raw data; it may take some cleaning up, such as adjusting
column width.

The save option will prompt the user to save the excel file in their desired
location and create a name for the file, but it will not open a new window.

(If you choose Export Current Report As and there are multiple tabs to the
report, it will only export the current tab. Choose Export Document As to
export the entire report.)

To Print a Report

You can save or open the report in Excel or PDF in order to print the report.
You can also open the report in PDF to print by clicking the Print Icon. The
report will open in a PDF file to print.

CGl infoAdvantage
Home | Documents I Budget Summary Rep... -

Web Inteligence ~ | [ == [ -} &% |Na i L - - | ey
;TE| Print (Ctrl+P)
— | (7 advanced | = Run Export to PDF for printing
lEE Bfy? 20751230 |130
— ol | 2015 2015|1230 |130
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Creating Custom Reports
Selecting a Universe

You can begin to create a custom report in two ways. Click Applications at
the top of page and then choose Web Intelligence or go to the Home tab
and click on the Web Intelligence icon.

9 \\P hittp://dep-finws 1prc: 9081/BOE /BT £-c H P calinfosdvantage | ‘

CGl infoAdvantage Welcome: Felicia Wright menuw | Log off [summary £

@[ Documents | Budget Summery Report ..

i Bl workspace
Crystal Reports for Entarpriss
~ My Recently Viewed Documents ~ 0 unread messages in My Inbox B cral g P2 |+ My Applications
W Explorer
[$] Budget Summary Report by Unit Mo unread med il Information Stewsrd ~
! Vendor Activity Report For Court System LW daile ¥
! DEE List ¥ Wb Intelligence
5 3V Print All Acct Lines
¥ CDBG Retainage Report
&, Sample reports and universes ‘\'
See more...
~ My Recently Run Documents ~ 0 Unread Alerts
No recently run documents No unread alerts
5 W
See more... ~

If this box appears, select the box and click on Run.

Security Warning @

Do you want to run this application?

Name: SAP BusinessObjects Web Intelligence

' : Publisher: SAP AG
[ ]

Location:  http://dcp-finws1prd: 9080

Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and personal
information at risk. The information provided is unreliable or unknown so it is recommended not ko
run this application unless you are Familiar with its source

Unable to ensure the certificate used to identify this application has not been revoled.

More Information

Select the box below, then click Run to start the application

1 accept the risk and want to run this application : Run Cancel
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If this box appears, select the box and click on Allow.

Security Miarning
Tle  Allow access to the following application from this web site?
Web Siter http://dep-finws1prd:9080

Application: SAP BusinessObjects Web Intelligence
Publisher:  SAP AG

This web site is requesting access and control of the Java application shown above.
Allow access only if you trust the web site and know that the application is
intended to run on this site,

Do not show this again for this app and web site. Allow Il[ Do Not Allow

1) More information

Click on the Create a Document icon and the Create a Document screen
will come up. Click on Universe to view the universes available and then
click OK.

) venmusuveniaye
| 4 [

! e L T

CGl infoAdvantage Welcome: Felicia Wright | Applications v Preference

| Home | Documents | Budget Summary Report... Web

Wb Inteligence » | [ |

Create a
Document

Create a Document

Select a data source

[ No data source
Create an empty document

"% Universe
Select a un
s Excel

Select an Excel spreadshest as a data source.

s BEx
Select a BEx query as a data source

[T Analysis View
Pick an Analysis View as a data source.
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You will see a list of universes. Universes provide access to information that
reflects the different functional areas of the CGI Advantage Financial
operational system. Links are established between Universes to connect
information that is functionally or logically related in the source system. For
example, the General Accounting Universe contains general accounting
information while the Cost Accounting Universe contains cost accounting
information. Both Universes are linked to the Chart of Accounts Universe
that contains chart of account elements information used by the general
accounting and cost accounting functional areas.

Selecting a universe will display a summary of the universe in the Help
section at the bottom. To choose a universe, either double click on it or
highlight the universe and click the Select button at the bottom right.

Universe

Zelect a universe for the query.

Available Universes:

b

i Refresh universe list

State |Name * |Revision |F|:|Ider
€ FIN - Accourting Summary 75 E@OCP-FINRPTIPRD 55 COBBROOT LOCAL _E40C &
@ FIN - Accourts Payable 487 EDCP-FINRPTIPRD S5 COBEROOT LOCAL G400
@ FIN - Accourts Receivable 233 E@DCP-FINRPTIPRD 55 COBEROOT LOCAL _G40C
€ FIN- ARRA Reporting 51 E@OCP-FINRPTIPRD S5 COBBROOT LOCAL _F40C
€ FIN - Bond Registry 42 @OCP-FINRPTIPRD 55 COBBROOT LOCAL _F40C
€ FIN - Budget Vs Actual 23 E@OCP-FINRPTIPRD 55 COBEBROOT LOCAL _F40C
€ FIN-CAFR a0 EOCP-FINRRTIPRD S5 COBBROOT LOCAL_S40C
@ FIN - Charge Documents g5 EDCP-FINRPTIPRD 55 COBBROOT LOCAL _G40C
@ FIN - Commodity Jourmsal 181 EDCP-FINRPTIPRD 55 COBEROOT LOCAL G400
€ FIN- Cost Accounting a2 @OCP-FINRPTIPRD S5 COBBROOT LOCAL G400 =
€ FIN- Document Catalog 533 @OCP-FINRPTIPRD 55 COBBROOT LOCAL _F40C
€ FIN - Fixed Azszet Documents 177 E@OCP-FINRPTIPRD 55 COBEBROOT LOCAL _F40C
€ FIN-Fixed Assets 451 E@OCP-FINRPTIPRD 55 COBEBROOT LOCAL _G40C
@ FIN - Future Document Trigoering 14 EDCP-FINRPTIPRD 55 COBBROOT LOCAL _G40C
@ FIN - Genersl Accounting 307 EDCP-FINRPTIPRD 55 COBEROOT LOCAL _G40C
€ FIN - General Accounting Documents 333 E@OCP-FINRPTIPRD S5 COBBROOT LOCAL _F40C
€ FIN- Grants Tracking g2 @OCP-FINRPTIPRD 55 COBBROOT LOCAL _F40C
€ FIN - Internal Costing 56 @OCP-FINRPTIPRD 55 COBEBROOT LOCAL _B40C «
- 3

Help on selected universe:
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Things to Know:

Depending on your security, you may see fewer or more

universes.

You can only create reports from one universe and one
class at a time.
A specialty universe like Purchasing would have more
fields to report from for Purchasing Documents. The same
is true for the Inventory and Fixed Asset universes.

Most of the universes report on documents in Final or
Historical (Final) phase. Only a few contain information
regarding documents in a Draft or Pending phase.

Selecting Fields

After selecting the universe, the Query Panel will display.

(3] Query Panel

DJ Add query ~ || O & B C

P F e

71 e
L

& Runuery | &1 Cloge -

¢ Universe outline

7 Result Objects

[E Master Perspective

=l 705 FIN - Accounts Payable
Paymert Reguest
Dishursemert

Paymert Disbursement Red
Dizbursement Stub Detail
Dizhursement Histary Paid
Dizhursement Histary Ched
Paymert Hold Maintenance
Paymert Hold Activity
Paymert Hold By TIM
Paymert Hold Type By Dep
Paymert Hold Print Motice

IR R B B E e e e e

Paymert Hold Maintenance)
Intercept Reqguest Maintens
Intercept Regquest
Intercept Activity

Biank Account Balance
1033 Journal

1099 Reporting

1042-5 Reporting

1042-5 Withholding Allows
EFT Reversals

EFT Returnz

Type Of INncome

Paymert Scheduling and I
Dishursement Cash Manzg
Drill Dovavn Hierarchies

w

w

@ [=Tay=T%

Paytrent Hold Matice Text | =

—-----Shared Ohjects--——-- -

- To include dats in the report, select objects in the Data tab and drag them here. Click Run Guery to return the dats to the report.

¢ Query Filters

To fiter the gquery, drag

[ Data Preview

These are all the
classes in the
Accounts Payable
universe to create
reports from.

r X %

R

ditor to defing custom fiters.

¥ Refresh

-lll Query 1
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Once here, go through the list of classes to determine where you want to
create your report from. This list is in no particular order.

If you are unsure of what class to use, there is a search feature that can
help you narrow down the list of classes to create your report from.

[ ouery Panel e
G avouery - |[OFHE P I & Run query | & close -
% Universe outline (7 Result Objects r X %
) Master Perspertive + || Toinclude dstain the report, select objects inthe Data tab and drag them here. Click Run Guery to return the data to the report
A checy] [=TN=0
=17 FIN - Accounts Payable L

= (2 Payment Request
=[] PR Header S h
=) [ PR Header fmounts earc
PR Helr Check At H
= oty function
=121 PR Commaocity Invoice Info
PR Comm Invoice Check Description
=[] PR Accourting
=) [ PR &ccounting Info
PR ety Line Check Deseription
= (= Disbursement
=[] DiSB Heacsr
=) i) DISE Header Dates
= DISE Hefr Check Print Date

% DISE Hor Check Prirt Vear
% DISE Helr Check Prirt Manth N

% DISE Helr Check Print Day \I
= DISE Helr Check/EFT kssue Date
% DISE Hek CheckiEFT lssue Year R esu ItS

% DISE Hel Check/EFT Issus Month

% DISE Holr CheckiEFT lssue Day 7 aueny from Search EE YR

= DISE Header Smounts
DISE Hor Check Amt Ta fitter thef here then use the Fiter Editor to define custom fiters.

=) -] DISE Header Info
DISE Helr Check Mo
= DISE Helr Check Exported for Prting Flag
% DISE Hekr Check Exported for Printing Fla
=[] DISE Accounting
=) [ DISE Accounting Amourts
DISE Aty Line Chieck At
=) - DISE Accounting Info
DISE Aty Line Chieck Description
=1 (2 Payment Dishursement Request
= PDR Accourting T Data Preview 2 Refresh
=) [ POR: &ccounting Imfo
PDR Check Descrigtion
=1 (2 Disbursement Stub Detail
=[] Dishursement Stub Dates
= @ Dish Stub CheckEFT Issue Date
“ Dish Stuly CheckiEF T lssus Year
‘% Dish Stub CheckBF T lssue Morth
‘% Dish Stuiy CheckiEFT lssus Day
= ) Disbursement Stub Information
Dish Sty Ceck/EFT Humper =

- il »

[ cuery1 4rE

=~
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Once you find the class you want to report from, click on the title to expand
and see the list of fields available. The fields may be organized under
another file such as DISB Vendor Info that will need to be expanded to see
the fields.

3T FIM - Accourts Payahle
+ Paymert Reguest
= Dishurssment
+ DISE Doc ldertification
+ DISE Hesder
= DISE Yendor
DISE Yendor Line Mo
] DISE Wendor Dates
= DISE Vendar Invoice Dete
% DIZE Yendor Invoice Year
% DISE Vendor Invaice Marth
# DISE Yendar Invaice Day
= DISE Yendor Info
DISE Wendar Label
+ DISE Vendor Customer Code
DISE Wendar Invoice Line Mo
DISE Wendar Invaice Mo
+ DISE Vendar Address D
+ DISE Accounting
+ DISE Document Reference
+ Faymert Dishursement Request
+ Dizburzemert Stub Detail

Usually the fields are filed just as they appear in the table on-line. For
instance, the document code (i.e. RQS, PO, JV, CR) and ID number are in
the Document/Referenced Info section just as they appear in the
Accounting Journal in the financial system. Hint: It is helpful to open the
Advantage Financial System and go to the table or page you want to report
from so you can see where the fields are located.

It is best to build your report from the same class. In some cases you may
be able to pull fields from different classes, but usually this isn’'t possible.

An example of this is the name field from the Object or Sub Unit table.
Usually, you can pull these name fields for your reports, but pulling different
fields from multiple classes could give you an error if the classes have not
been linked together in the background. If you need classes linked together
to create your report, contact Roxane Rush x1523 or Felicia Wright x1534 in
the Finance Department.
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You can click and drag the fields you want in your report to the Result
Objects and Query Filter sections. For your Result Objects, place the
fields in order by dragging them left and right. You can also add fields by
double-clicking them from the list and they will appear in the Result
Objects section in the order that you double-click them. If you pull the
wrong field by mistake, just click on that field within the Result Objects
section and press delete.

(3] Query Panel

& rtiey - | TDER @ & @ = RunGuery | &l clc

& Universe outline (7 Result Objects

Waster Perspect
8 wister perspmcive DISE Doc Code DISE Doc D DISS Hedr Check ko DISE Wendor Customer Code | | # DISE Vendor Legal Name DS Acty Line No DISB Yendor Invoice Mo

Q@ @ 3t
DISB Aoty Line Amt
DISB Dos Dept Code

N
DISE Do 1D

DISE Dac Version No

DISE Doe Uit Code

DISE Doc Category

DISE Doc Type
DISE Do Sub-type .
Drag fields that you want to
DISB Doc Function Code

DISE Doc Func Cace New 1

DISE Do Fune Code Morficatiar h ave In yO urre pO It.
DISB Doc Func Code Cancellstion
DISB Doc Phase Code Final{Histo
DISE Doc Phase Code Final

DISE Doe Code Promet Query Filters =l=s

isacier DISE Hor Crestion Dete  |Greater than | (1472015 12:00 [:’j ’3—5 -
B Header Dates and :l D f | d t .I: |t

G el Last Moeifizd On Dy DISB Yenwdor Customer Code  Edl to * | |oooanaz [E=] - rag Ielas 1o tier yo ur
Helr Record Date re p 0 rt

ast Updsts Date | T Data Preview
=t Lindste Time

Click on Title to
expand and
select from
fields listed

T AT DT

DISE Accourting Amourts
DISE Actg Line Closed &mt
DISE Acty Line Ant

121 Query1 1
Lt refresh date: July 29, 2015 10:28:57 AW GMT-04C

If you pull the wrong field by mistake, either click on that field within the
Result Objects section and press delete, or click on the field and click the
Remove icon above the Results Object section. To delete all the fields, click
the Remove All icon.

o
2

2 Fun Query | & Close ~

:H (7] Result Objects X X% |
Remove r

Remove
All
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After you have chosen your result object and query fields, you can click on
the Refresh button on the Data Preview section to see a draft of your
document before you run the report. If you have any errors or the data is not
what you are looking for, you can update your table headings and/or queries
and click Refresh again. It will update the information in the Data Preview

section.

1 ouery Panel

B Add cuery ~

OEEE P E e

%)

2 Runauery | &l Close -

< Universe outline

[ Master Perspective -

L] @ 3
© # OIS Doc Dept Code =
DISE Doc 1D
DISE Doc Version No
DISE Dot Uit Coce
® # DISE Doc Category
#-  DISE Dot Type
DISE Doc Sub-type
#- f DISE Dot Fhase Code
® # DISE Doc Function Code
7 DISE Doc Fune Code Hew
7 DISE Doc Fune Code Modfication
7 DISE Doc Fune Code Cancelatiol
7 DISE Doc Phase Code FinaltHistd
7 DISE Doc Phase Cods Final
7 DISE Doc Code Prompt
7 DISE Doc Dept Cade Prompt
=[] DISE Hearer
=i DISE Heacler Dates
Dish Holr Last Modified On Dei
DISE Hel Check Print Date
DISE Hek Record Dete
DISE Hel CheckiEFT Issue Da
DISE Hok Closed Dt
DISE Hel Creation Date
DISE Hek Last Updste Dete
DISE Hel Last Upcate Tine
DISE Hek Fiscal Year
DISE Helr Accounting Period
DISE Header mourts
DISE Heatler Contact Info
DISE Header Info
DISE Heacler Canceliation
DISE Headler Payee
DISE Heacier Payes on Documen
® [ DISE Vendor
=[] DISE Accounting
DISE Actg Line Mo
1] DISB Accourting Dates
= [1- DISB Accourting Amourts
DISE Acty Ling Closed At

W

W

DISE Aoty Line Amt v

3

(7 Result Objects

DISE Doc Code

DISE Doc ID

DISE Actg Line At

DISE Holr Check o

DISE Yendor Customer Code

% DISE Vendor Legal Mame

DISE Acta Line No

DISE Yendar Invaice ho

X %

" Query Filters:

DISE Hr Creation Date |Grester then

DISE endar Custamer Code  Foualto

| [141 2015 12:00-cEF] E -

v | (0004043

7 Data Preview

DISE Doc Code [DISE Doc 1D

EPY
P
EPY
P
EPY
P
EPY
P

DISE Har Check Mo DISE Yendor Customer Cocle [DISE Yendor Legal Mame

DISE Acty Line Mo DISE Yendar Invaice Mo |DISE Actg Li

At

00102150000000004221 201501 023324200
00108150000000004221 201504 093324200
00108150000000004221 201501 033324200
00108150000000004221 201504 093324200
00108150000000004221 201501 033324200
00115150000000004260 201501 153324339
00115150000000004260 201501153324339
00115150000000004260 201501 153324339

0004043
0004043
0004043
0004043
0004043
0004043
0004043
0004043

DIVERSIFIED ELECTROMICS, INC 1
DIWERSIFIED ELECTROMCS, INC 2
DIVERSIFIED ELECTROMICS, INC 3
DIWERSIFIED ELECTROMCS, INC 4
DIVERSIFIED ELECTROMICS, INC &
DIWERSIFIED ELECTROMICS, INC 1
DIVERSIFIED ELECTROMICS, INC 2
DIWERSIFIED ELECTROMCS, INC 3

3110015731
3050000451
3050000051
30401 32371
3040125741
30401 25491
3050000351
30401 32264

221.40
295.00
950,00
295.00
28500
2250

3000

450.00

I Query1
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When you are ready to run your report, click on Run Query

Query Panel

O=E G

Add uery +

HPE e

& Runduery | &1 ciofe

£ Universe outline

i Master Perspective -

¥ Type here to fiter tree
# ) DISE Doc Dept Code .
| DiSE Doc 1D
I DISE Dot Version Mo
I DISE Dot Unit Code
#- ) DISEDoc Catsgary
# f DiSEDoc Type
I DISE Dot Subtype
# (1 DISE Doc Phase Code
#- DI Do Function Gotle
¢ DISE Doc Func Code New
7 DISE Dos Func Code Modificatior
¢ DISE Dac Func Cade Cancellation
7 DISE Dot Phase Code Final(Histy
¢ DISE Dac Phase Code Final
7 DISE Doc Code Prompt
7 DISE Dac Dept Cocle Prampt
=) 5] DISE Header
=[] DISB Headsr Dates
Dish Her Last Mocifie on Der
DISE Hor Check Print Dats
DISE Hor Record Date
DISB Hor CheckiEF T Issue Da
DISE Hor Closed Date
DISB Hor Crestion Date
DISB Holr Last Update Date:
DISE Hor Last Update Time:
DISE Holr Fiscal vear
DISE Hor Aecourting Periad
[ DISE Header Amourts
# ] DISE Header Contact Info
[ DISE Header Info
=
&

o

[i1 DISE Header Cancellation
-] DISE Header Payes
*[5) DISE Header Payee on Documer
[ DISE Vendor
=[] DISB Accaunting
| DISE Actg Line Mo
[ DISB Accounting Dates
= [ DISE Accounting Amounts
DISB Actg Line Closed Amt
DISE Acty Line Ant v

il .

(71 Result Objects

| DISE Doc Code

! DISE Doc ID

DISE Actg Line Amt

| DISB Holr Check Ho

| DISB Wendor Customer Code

% DISE “endor Legal Name

! DISE Aty Line Mo ! DISE Vendor Invoice Ho

7 Query Filters

| DISE Hor Creation Dt Greater than

| DISE Vendor Customer Code  [Foual to

v | 1M 52018 12.00.06

L=

7 Data Preview

DISE Doc Code |DISE Doc 1D

DISB Helr Check No [DISE Yendor Customer Code [DISE Yendor Legal Name

& Refresh

IDISE Actg Line Mo |DISE Yendor Invoice Mo [DISE Sctg Line Amt

EPY
EPY
EFY
EFY
EFY
EFY
EFY
EPY

00108150000000004221 201501063324200
00108150000000004221 201501083324200
00108150000000004221 201501083324200
001 08150000000004221 201501083324200
00108150000000004221 201501063324200
00115150000000004260 201501153324330
00115150000000004260 201501153324339
00115150000000004260 201501153324339

Q- Type atext to fiter the values

0004043
0004043
0004043
0004043
0004043
0004043
0004043
0004043

DIVERSIFIED ELECTROMICS, INC 1
DIVERSIFIED ELECTRONICS, INC 2
DIVERSIFIED ELECTRONICE, INC 3
DIVERSIFED ELECTRONICS, INC 4
DIVERSIFIED ELECTRONICS, NG 5
DIVERSIFIED ELECTRONICS, INC 1
DIVERSIFIED ELECTRONICS, NG 2
DIVERSIFIED ELECTRONICS, INC 3

30015731
3050000451
3050000051
30401 32371
3040129741
30401 25491 2250
3050000351 30.00
30404 32281

Query 1
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Your report will pull up. If you decide to make changes, or define additional
conditions, click on the Data Access Tab, then click on Edit.

e@\f hitp://dep-firms Lpre: 4 060/BOE/ET L~c H 2 olinfobdvantage x ‘ T g el
File Edit View Favorites Tools  Help
3% B Suggested Sites v &) Web Slice Gallery v
CGl infoAdvantage Welcome: Felicia Wright | Applications = Preferences Helpmenu~ | logoff [ |0
Home | Documents | New Document & = = |
File | properties | " Report Blemert |~ Fm;EJ/DataAccess |’|na|ysis | Page setun | Reacing Design - Deta 2D -
D -S| 6 Data Providers | Teol  —— Data Objects |
Ao & = (T Mew dta provider [§ | (FEct X Purge | @ - || 2 ew varisbie ~ | 7 Merge
=
o ud J‘ =
Type here to fiter tree =
= 5l Mew Document
I DISB Acty Line Mo
| DISE Dot Codle
| DISE Do I Report 1
I DISE Helr Check o
“] = ¥ DISB Vendor Custome:
= % DISE Yentior Legal
[ | DISE “endor Invoice I
[ w0 DISE Acty Line St DISBDoc Code  DISB Doc ID DISB Hdr Check No DISB Vendor Custe DISB Vendor Legal DISB Actg Lir DISB Vendor Invoice DISB Actg Line Art
i) Varishles
EPY 001081500000000 201501083324200 0004043 DIVERSIFIED ELEC 13110015731 221.40 L
EPY 0010815000000001 201501083324200 0004043 DIVERSIFIED ELEC 2 3050000451 205,00
EPY 001081600000000 201501083324200 0004043 DIVERSIFIED ELEC 3 3060000061 950,00
EPY 0010815000000001 201501083324200 0004043 DIVERSIFIED ELEC 4 3040132371 205,00
EPY 001081600000000 201501083324200 0004043 DIVERSIFIED ELEC 5 3040129741 295.00
EPY 0011515000000001 201501153324339 0004043 DIVERSIFIED ELEC 1 3040125481 2250
EPY 0011515000000001 201501153324339 0004043 DIVERSIFIED ELEC 2 3050000351 3000
EPY 0011515000000001 201501153324339 0004043 DIVERSIFIED ELEC 3 3040132281 450.00
“ i .
-« i .
Avanued by: Aphketic order | 1 peport 1 apm
Report 1~ TrackChanges: Oft | 4 Pagetott b 0 = B 100% - S T T & @1 mine sgo
—— = —_—_,—
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Defining Conditions
The fields can also be clicked and dragged into the Query Filter area.

From here, you can change the condition’s type of filter from the pre-set ‘In List’
to a number of conditions by clicking on the dropdown arrow next to the ‘In List’
phrase. Other useful conditions are: ‘Greater than’, ‘Not in list’ and ‘Greater than
or equal to’. To set your values, click on the dropdown arrow to the right of ‘In
List’.

{3 Query Panel Gl
@ acouery - | HE | F = = Run GQuery | &1 Closs +
£ Universe outline (7 Result Objects X X%
[ Master Perspective -
DISE Doc Code DISE Doc 0 DISE Halr Check Mo DISE Yendor Customer Code % DISE Yencor Legal Mams DIZE Acty Ling Mo
@ [=ry=i
DISE Yendor Invoice Mo DISB Actg Ling Amt

= 7% FIN - Accounts Payable

& Payment Reguest
Disbursement
Payment Dishursement Request
Disbursement Stub Detail
Dishursement History Paid Check
Dishursement History Check Reconcilistic
Payment Hold Maintenance
Payment Hold Activity
Payment Hald By TIM
Payment Hold Type By Department
Payment Holdt Print Motice /" Query Filters el *
Payment Hold Motice Text

Fayment Hold Mairtenance Dorumerts pisB s Greston e Lo s eoc@[E] - | Oyt |
it I : [E] ption to select type
Intercept Request

ot Red DISE Vendor Customer C{hot in list

Intercept Activity

Bk Accourt Balance [Eequal to

of filter: In List,
s el et Equal To, etc. Scroll

1042-5 Reporting eater than or Equal to
10423 Withholding Allowance P Data Preview Less than d OWI’] to See n |Ore 2 Refresh
EFT Reversals lLess than or Equalto +

EFT Returns Opt|0ns .

Type Of Income

Payment Scheduling and Interest Control
Dighursement Cash Management Cptions|
Drill Dowvn Higrarchies

e S~ < <= < < < << <~ e e e e S S o

=
i
S
2
H
2
=}
=
[
2
¥

Chart Of Accounts

Posting Atributes

Bank

Detail Financial Reporting Periods
Detail Yencor

Disbursemert Format

]

i query1 v E
Last refresh date: July 29, 2015 10:34.07 AWM GMT-04.00
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In the box just to the right of where you enter your criteria, you can select
from the following list of value options:

Constant — This will allow you to enter a number, Doc Cd such as
RQS or date.
o Caution: Letters capitalized or lower case have to match
exactly as they appear in Advantage Financial.
Value(s) from list — This will give you a list of possible values for this
field and you can use this list. This is helpful if you are not sure
exactly how the constant appears.
o Caution: The longer the list of possible values (i.e. Dates) the
longer it will take to create this list.
Prompt — This will prompt you to choose a value each time the report
is refreshed.

ary Filters

DISE Helr Creation Date  Grester than | [1112015 1200:c ) |—E <

DISE ‘endar Customer Cade |Exualto v | |oonansz (=]~

BT

Conztant

Salue(s) from list

a Preview

Frompt 2 Refresh

Dhject from this query
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If you want to set a condition on a field that you do not want to show up in
the report, you can select a field from the same class. Find the class you
first used to select fields and drag over a field to the Query Filter section.
Again, go through the steps of selecting the condition operator and defining
the constant. Be careful, you must select a field from the SAME class you
used to create the report.

If you forget which class you created the report from, click on one of your
Result Objects, and it will highlight which class the object came from.
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A Guide to Posting Codes

One of the fields that you may want to set as a condition, but not show the
field in your report is the Posting Code. If you are reporting from the
Accounting Journal, every document will have several accounting entries
(DR & CR) to different accounts. By defining the Posting Code, you tell
WEBI which side of a document you want to pull information. If you don’t
select any Posting Codes, your totals will equal zero because every Debit
must = a Credit for every accounting transaction. If you want to report from
Automatic Disbursements (AD-check), but only want the entries that
affected Cash Expense, then you would set your Posting Code equal to
D014. This is the posting code for External Cash Expenditure. For your
convenience, here is a list of the most commonly used posting codes.

Posting Code Name Use

A001 Cash Cash BS Acct
D011 External Accrued Expenditure  Accruals

D014 External Cash Expenditure Expenses

D022 Inventory Cash Expense Inventory Expense
D023 COGS Inventory

P0O03 Pre Encumbrance Dr for Pre Enc
P0O05 Encumbrance Dr for Encumbrance
RO0O1 Billed Earned Receivable Receivable

R0O03 External Collected Earned Rev  Revenue

S001 Inventory/Stock Items Inventory Assets

The following Posting Codes are for MY (multi year) Expenses and
Revenues for Units that had activity prior to 2004. These posting codes
were used to bring over these balances from prior to 2004 for MY projects.

ITD1 Inception to Date Balance MY Expenses
ITD2 Inception to Date Balance MY Revenues

Hint: To gain a better understanding of Posting Codes, look at the Posting
component of any document in Advantage Financial.

If you want to be sure to capture all expenses including any accruals made
by the auditors at year-end, then you should set up a condition like this:

Query Filters

Posting Code  |In list v [po4pozzoo| (i) -

Page 32 of 59



Setting Other Conditions

Sometimes it is useful to use various combinations of conditions to get the
desired information.

" @uery Filters

Phaze |Inli=t

Ohject  In list

Ohject  [In st

* | |Pending;Final HE
v | 6014 |_E o
v | 6018 = .

Click on “and” or
“or” to change.

Using “Wildcard” Searches

DJ Query Panel

DJ Add Query =

=]
£ k!

i

P E R

i, - -
v Universe outline

¥

(IR R S SR 2 e S

[ Master Perspective

4 =t

Budget Fizcal Year

Fizcal Guarter
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Evert Type
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Pstng Prin

Posting Code

Dritr

Ln Func

Pstng Am

Summed Pstng Am

IncriDors

Run DatesTime

Run Date

Fund Accounting

Organizational

Cost Accounting

Cther Chart of Accounts

COA Rollups

DocumentReferenced Info

Mizcellaneous
Staging Profile
Ll Mim
Wendar Invaice Mumber
Wendar Invoice Ling
Wendar Invaice Date
Wendor Customer
Wendor Customer Indicator
Wendor Customer kame
Eilling Profile
Line Description
Service From Date

A

(7 Result Objects

Toinclude data in the report, select objects in the Data tab and drag them here. Click Run Guery to return the datai

¢ Query Filters

“endor Customer Mame F\ﬂ

Under the Conditions
Tab, change the
guery condition from
“‘equal to” to “matches
pattern”.
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From here, you can use the % symbol in the constant to fill in blanks as
“wildcards”. For example, looking for CW Matthews Construction Co., you
could type in C%W%MAT% as the constant and it would bring back all
vendors matching that pattern.

Editing Your Report

You can use standard functions available in WEBI. Make sure you are in
Design Mode and there are several tabs at the top that allow you to make
edits and design your report.

Home | Documents | AD Check Lookup by... o

File \ Properties | Report Element | Format |/ Deta Access |# Analysis | Page Setup | Rea)

’—/F\ = - ‘ &5 | 5& ‘ & - ‘ / Fiters | Data Tracking /Dlsplav | canditional / Interact | Funetions

[ & X | @ @ | 7 - | dhrong - | 2B npu contros - || crowp ~ | “Zgreak ~ | #lsot - || Fonn - % Ater B @5 outine

= e o = (Lol Nm)
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To insert a break, click somewhere in the column which you want the report
to break by. Click on the Analysis tab, then click on Display. Click on the
drop down arrow next to Break and you can add breaks where there is a
change in the field of the report.

g@\\P it/ dep-finasTpret U031/ 0E/B1 £ - o[ P catinfondvanmge x| | (o 2 £o3
Fie Edit View Favorites Tools Help

v Bl Suggested Sites = &) Web Slice Gallery =
CGl infoAdvantage Welcome: Felicia Wright | Applications »  Preferences Helpmenuw | Log off Ig

[ Home | Documents | New Document = = = |

Fie | Properies | * Repart Bement | Formet | Data Accessll/ anatysis | [l Pave Setun | Reaing Design |- Data

—_— — _—
D - &) ) /" Fiers | Data Tracking | Display - Conditional | #Interact | Funetions |
* | X | i @ || 7 Fter - | dbRocking - | =8 et Contras - | Group - Ereak <| | 2l sot -] ol -+ % Fiter B B Outine
i 4" % |=[DISB Hur Check No] Add Break ¥
Type here to filter tree ————— =
=) 4 New Document Remave Al Breaks
| DISE Actg Line No
I DISB Do Code Wanage Breaks
| DISE Doc 1D Report 1
| DISE Helr Check No
=/ DISB Vendor Custome:
% DISB Wendor Legal
= | DISB Vendor Invoice b
& w DISE Actg Line Amt DISB Doc Code DISB Doc ID DISB Hdr Check No DISB Vendor Cust DISB Viendor Legal DISB Actg Lir DISB Vendor Invoice DISB Actg Line Amt
i1 Variables
001081500000000 0004043 DIVERSIFIED ELEC 311001573 =
EPY 0010815000000001 0004043 DIVERSIFIED ELEC 2 3050000451 295.00
EPY 0010815000000001 0004043 DIVERSIFIED ELEC 3 3050000051 950.00
EPY 0010815000000001 2 0004043 DIVERSIFIED ELEC 43040132371 295.00
EPY 0010815000001 0004043 DIVERSIFIED ELEC 5 3040128741 29500
EFY 0004043 DIVERSIFIED ELEC 1 304012549 2250
EPY 0004043 DIVERSIFIED ELEC 2 3050000351 3000
0004043 DIVERSIFIED ELEC 3 304013221 450.00
CGl infoAdvantage Welcome: Felicia Wright | Applications =  Preferences Helpmenu~ | Log off Ie]
Home | Documents | New Document & = = |
File ‘ * Properties | * Report Elemert | Format | Data Al:cess/l/AnElysls | “ Page Setup | Reacing Design = Dsta G- @ -
e -S| ¢l " Fiters | Data Tracking | /" Display |/~ Condtional | /" Interact | Functions |
) 2 = 7 Fiter - | ik | =B input Controls ~ | | &) F 0l - Fiter Bar B Outline
F i ¥
%E Type here ta fiker tree =
=l 9 New Document
j i DISB Acty Line Mo
I DISE Doc Code
5‘ | Diss Doc D Report 1
| DISE Helr Check Mo
' =1 DISB Venlor Custome
) % DISE Yendor Legal
= | DISE vendor Invoice Iy
g s DISE Lty Line Amt DISB Doc Code DISB Doc ID DISB Hdr Check No DISB Vendor Custi DISB Vendor Legal DISB Actg Line No  DISB Vendor Invoice DISB Actg Line Amt
i1 Varisbles:
EPY 0010815000000001 201501083324200 0004043 DIVERSIFIED ELEC 1 3110015731 221.40 =
EPY 0010815000000001 0004043 DIVERSIFIED ELEC 2 3050000451 205.00
EPY 0010815000000001 0004043 DIVERSIFIED ELEC 3 3050000051 450.00
EPY 0010815000000001 0004043 DIVERSIFIED ELEC 4 3040132371 205.00
EPY 0010815000000001 0004043 DIVERSIFIED ELEC 5 3040129741 205.00
201501083324200
DISB Doc Code DISB Doc ID DISB Hdr Check No DISB Vendor Custi DISB Vendor Legal DISB Actg Line No  DISB Vendor Invoice DISB Actg Line Amt
EPY 0011515000000001 201501153324339 0004043 DIVERSIFIED ELEC 1 3040125491 2250
EPY 0011515000000001 0004043 DIVERSIFIED ELEC 2 3050000351 30.00
EPY 0011515000000001 0004043 DIVERSIFIED ELEC 3 3040132281 450.00
201501153324339
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To sort ascending or descending, click somewhere in the column which you
want the report to sort by, then click on Analysis, then Display. Click on the

drop down arrow next to Sort and it will allow you to sort by a field on the
report.

Fome | Documents | New Document

] 1

File | Propertiss |

Report Eement | Format |~ Data Access

’/H FHEIEY

4 B

loax@e
=

= gl New Document

DISE Acty Line Mo

DISE Doc Code

DISE Doz ID
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DISE Vendor Custome,
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Feading |Design =

¢ Fiter ~ | fflRanking ~ | =& mput Controks ~

4" %/ |=[DISB Hdr Check No]

Report 1

Dats o B
Ciepiny || conanions] S—i.:
Group = | = Break H‘%i Sort v‘ T oril = 7 Hter Bar B Outline
¥ hone
8] Ascendng
Z|  Descen ding
Advanced..

To do calculations, click somewhere in the column which you want the

calculations, then click on the Analysis tab, then click on Functions. Click on

Count or the drop down arrow next to Sum or More and you can add
calculations to your report.

Fome | Documents | AD Check Lookup by... <

= 1

File | Propertiss | Report Eement |~ Format | Data Accesll Analysis |I Page Setup | Reading |Degign |~ Data - @
— —
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Home DummynslumDommem £ =

7 | AD summary CHeck fro... ]

Report1 -

Track Changes: Off

M 4 Pagetoft b M

- Bk - & T &

/Fie |7 Properties | " Report Blemert |~ Format |7 Data Access J/ Arelysiz | " Page Setun | Feading Design |~ Data 2%
DeE-| S| &) #T / Fiters | Data Tracking /Tisplay | Conditional - interact | Functions
* B o 7 Fiter * | {LRacking - | 8 Input Controls + ‘ Group -+ | 7S Breac - | &l sort H ¥ sum + M Count More
< | ¥
%3 Type here to filter tree =
(= dg] Mew Document
j 1 DISB Acty Line Mo
/ DISB Doc Code
9 J DISE Doc D Report 1
7 DISE Helr Check Mo
IR (= @ DISE Vendor Custome
i # DISB Vendor Legal
= 7 DISE Vendor Invoice 1
£ w0 DISE Actg Line Amt DISB Doc Codi DISB Doc ID DISB Hdr Check No DISB Vendor Cust( DISB Vendor Legal DISB ActgLineNo  DISB Vendor Invoice DISB Actg Line Amt
Wariabl
5 variables EPY 00108150000000004221 201501083324200 0004043 DIVERSIFIED ELEC 1 3110015731 221.40 =
EPY 00108150000000004221 0004043 DIVERSIFIED ELEC 2 3050000451 295.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELEC 3 3050000051 950.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELEC 4 3040132371 205.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELEC 5 3040129741 295.00
201501083324200 Sum: 2,056.40
DISB Doc Codi DISB Doc ID DISB Hdr Check No DISB Vendor Cust DISB Vendor Legal DISB Actg Line No  DISB Vendor Invoice DISB Actg Line Amt
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EPY 00115150000000004260 0004043 DIVERSIFIED ELEC 3 3040132281 450.00
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Sum: 2,558.90
“ 11, -
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EPY 00108150000000004221 0004043 DIVERSIFIED ELEC 950.00
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201501083324200 Count: 5
DISB Doc Codi DISE Doc ID DISB Hdr Check No DISB Vendor Cust( DISB Vendor Legal DISB ActgLineNo  DISE Vendor Invoice DISB Actg Line Amt
EPY 00115150000000004260 201501153324339 0004043 DIVERSIFIED ELEC 1 3040 22.50
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Report1 - Track Changes: Off | M 4 Pagedot1 b M [E[El 100% - & J S 24 minutes ago
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You can also highlight a field and right click on it to select the various ways to
design the report. For example, if you want to sort according to the Vendor name,
highlight the Doc Vend Legal Name column and right click on it. You will see a

list of available functions for that type of data (i.e., sort, break, etc.)
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A 0001108 COXENTERFRIS 3¢ o 00115150000000545432 132016 1 AD 01152015
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Scroll down to Sort and choose how you want to sort the column.
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Saving Your Report

If you want to save the report to be refreshed in the future, you have several

options.

Save — This option saves the file to your Favorites file or the
Public Folders.

Send to — This option sends your report to the Inbox

Documents of the person you specify.

elfal=s
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This screen will appear. You can click on the double arrow under Save As
Type to see more options for saving such as adding descriptions, keywords,
and the option to for the report to refresh on opening.

Save As “
Click here XE2 1 Joft
Favorites Foldar to se | ect Last Run Time
I:Dublic Folders th e g by Department and Cu
B [ pyblic Folders . !
. _ ~ ¥ desired [
3.10 Reports in Progress e I t t - Accounts Receivable
B administrator B ocation to —
B [ Gobb County 3_7 Custom save. |
. story
Finance Dept
Finance User v
< > P
File Mame: |FIN-.°.R-[J[J[J:1 Invoice Aging by Department and Customer Enter rr?port
nam re.
Save As Type: [web Intelligence ame here
Save | | Cancel

Fill in the Name for your report. The description and keywords are not
required. You can select a Personal Category to file it under. Refresh on
open will update the report every time it is opened. If you do not select a
refresh option the report will have to manually refresh each time it is
opened. Click Save when you are done.
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Adrministrator
¥ | RQS NO PO FROM OFIN
=
Cobb County 3_7 Custom
¥ | Whse INSO
Finance Dept
| | Wwhse N90-with Backorder
< >
File Name: [FIN-AR-0001 Invoice Aging by Department and Customer
Save As Type: [web i e ~]|
Ey
Description: | ‘
Keywords: [ ]

Assign Category:
B personal Categories
2 Corporate Categories

[[] Refresh on epen
[T Permanent regional formating

Save

| [

ncel
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If you are editing a report and want to save it under the same name, choose
Yes after clicking Save.

v
™

Que=stion ¥

3

- The documernt 'Check' alkeady exists.
D you weant to overwrite 7

Yes Mo
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Modify an Existing WEBI report

You can modify any report in the Public Folders files, but you cannot change
it and then re-publish the report using the same name. In other words, you
can’t “break” a report if you try to modify it. Sometimes it is easier to start
with an existing report and modify it for your specific needs. Once you
make your changes, you can save it in your Favorites.

Search for the report you want to modify. Once you find the report, double
click on it to open.

p L A TR Welcome: Felicia Wright
—

[ o [

View ¥ Mew v Organize ~ Send ~ More Actions ~ | Details
My Documents Title ~ Type Last Run
Ifall:le:s * | Active EFT Vendor FIN-AP-0002 ‘Web Intelligence
= i
' Public Folders Al ¥ | Active EPY Vendor FIN-AP-0002 Web Intelligence
¢ s | [ Y S
I pdvantage to Universe Lineag * | Check PO Doc ‘Web Intelligence
[ puditing # | Check PO Doc 2 Web Intelligence
- Check Table AB_BG Web Intelligence
B[ bt County 3_7 Custom Reg ® - g
* | Check Table ID_M1 ‘Web Intelligence
=] Data Federation
| | Check Table P ‘Web Intelligence
Delsted # | Check Table PU New ‘Web Intelligence
R _

The report will open in a Reading Mode. When the report pulls up, you will
need to click on Design.

foli& ==
e"\:;l]\wp https//dep-finwsprd:3000/B0E/B] 2+ ¢|[ P catinfardvantage | ‘ R o
File Edit View Favorites Tools Help
5 B Suggested Sites v 2] Web Slice Gallery v
CGl infoAdvantage Welcome: Felicia Wright | Applications = Preferences Helpmenu~ | Log off I}
Home | Documents | check [check & = =
Weblnteligence ~ |0 2 [ - | S | L - = - |9 o | @+ | | ETack - 3 0Odll ~ 7 FlterBar [7] Freeee - B Cutline Reading ~ Design =
= ~
] 5 3 Chack
| aEmm
B Report 1
)]
DISB Doc Cot DISBE Doc ID DISB Hdr Check No DISB Vendor Cus DISB Vendor Lega DISB Actg Line No  DISB Vendor Invoic DISB Actg Line Amt
EPY 00108150000000004221 201501083324200 0004043 DIVERSIFIED ELE( 1 3110015731 221.40
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 2 3050000451 295.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 3 3050000051 950.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 4 3040132371 295.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 5 3040129741 295.00
201501083324200 Count: 5
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DISB Doc Cot DISB Doc ID DISB Hdr Check No DISB Vendor Cus DISB Vendor Lega DISB Actg Line No DISB Vendor Invoic DISB Actg Line Amt

EPY 00115150000000004260 201501153324339 0004043 DIVERSIFIED ELE( 1 3040125481 2250
EFY. 00115150000000004260 0004043 DIVERSIFIED ELE! 2 3050000351 30.00
EPY. D0115150000000004260 0004043 DIVERSIFIED ELE! 3 3040132281 45000
201501153324339 Count: 3

Count: 8



e@\ P bt/ dep-firws Lprd 2080/80E/ED

2+ ¢ [P calinfarcvantage x ‘ ‘

File Edit ‘\iew Favorites Tools  Help

3% B Suggested Sites v &) Web Slice Gallery v

CGl infoAdvantage

Welssme: Felicia Wright | Appications = Preferences Helpmenu= | Logoff [

Home | Documents | check [check 7 = =
/" File | Properties | nts | Formatting | Data Access |~ Analysis | Page Setup | Reading ~ Design + -
DEE- G| PL-=- Tools || Postion | Linking |
Co|ARB X Ee | B -B-G-2-|dl-0-@- | 5 umi - | 55 cton
Navigation Map ~ « [ ¢| v
= 3] Check
Efrecer: a
=g
=g
3] Report 1
B
[
g DISE Doc Cot DISB Doc ID DISB Hdr Check No DISB Vendor Cus  DISB Vendor Lega DISB Actg Line No  DISB Vendor Invoic  DISB Actg Line Amt
EPY 00108150000000004221 201501083324200 0004043 DIVERSIFIED ELE( 1 3110015731 221.40
EPY 00108150000000004221 0004043 DIVERSIFIED ELE! 2 3050000451 29500
EPY 00108150000000004221 0004043 DIVERSIFIED ELE! 3 3050000051 950.00 E
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 4 3040132371 205.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELE! 5 3040120741 20500
201501083324200 Count: 5
DISB Doc Cot DISB Doc ID DISB Hdr Check No DISB Vendor Cus  DISB Vendor Lega DISB Actg Line No  DISB Vendor Invoic  DISB Actg Line Amt
EPY 00115150000000004260 201501153324338 0004043 DIVERSIFIED ELE( 1 3040125491 2250
EPY 00115150000000004260 0004043 DIVERSIFIED ELE( 2 3050000351 30.00
EPY 00115150000000004260 0004043 DIVERSIFIED ELE! 3 3040132281 450.00
201501153324339 Count: 3
Count: &
3
-
W
< >
[ Report1
Report1 ~ [ Track changes: OFf | 14 pagelofl b M| [E E\ 2 56 minutes ago
——— - e =
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If you would like to add additional fields to the report click on Data Access,
then Edit. On this screen you can click and drag the fields you want in your
report to the Result Objects section, just as you would if you were creating a
new report. You can also add or modify the Query Filters for the existing

report.

==
N .
gw\-@\f hitps/fdep-firwrs1prd:9060/BOE/ET £+ ¢][# catinfordvantage x ‘ {0 5. 3
File Edit Wiew Favorites Tools Help
9k B Suggested Sites » @) Web Slice Gallery v
CGl infoAdvantage Welcome: Felicia Wright | Applications = Preferences  Help menu~ | Log off i<l

[vare ot o

[check & = =

Fil ‘ Properties | Report Elements | Formatti VNE Access ‘ Anaflis | Page semp | Reading ~ Design ~ (2 -
DEE - SH OL-2 Data Providers | ——
5 o | & @ B X @A = (A Edt :X rfrge ~ | & Refresh ~ | & New Variable ~ | /4 Merge
T’;] £ i ) ¥
— | @ F]check
= e==m A
=g
@) Report 1
PR
]
£ DISB Doc Cot DISB Doc ID DISB Hdr Check No DISB Vendor Cus  DISB Vendor Lega DISB Actg Line No  DISB Vendor Invoic DISB Actg Line Amt
EPY 00108150000000004221 201501083324200 0004043 DIVERSIFIED ELE! 1 3110015731 22140
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 2 3050000451 205.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 3 3050000051 950.00 E
EPY 001028150000000004221 Doo4043 DIVERSIFIED ELE( 4 3040132371 205.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 5 3040120741 20500
201501083324200 Count: 5
DISB Doc Cot DISB Doc ID DISB Hdr Check No DISB Vendor Cus DISB Vendor Lega DISB Actg Line No  DISB Vendor Invoic DISB Actg Line Amt
EPY 00115150000000004260 201501153324338 0004043 DIVERSIFIED ELEC 1 3040125491 2250
EPY 00115150000000004260 0004043 DIVERSIFIED ELE! 2 3050000351 30.00
EPY 00115150000000004260 0004043 DIVERSIFIED ELE( 3 3040132231 450.00
201501153324339 Count: 3
Count: &
)
V|
< >
@ Report 1
Report 1 ~ [2 Track changes: Off | 4 4 Pagelof1 M| | = [ |100% ~ & 56minutes ago
——
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When modifying the report, remember, it is best to add Result Objects from
the same table the original report was created from. There are some
universes which have Shared Objects that can be used with one or more
tables. Please refer to the Financial Universes Guide to determine which of
the Shared Objects can be paired with a certain class.

e{f;\‘n\ P bty e -FirmsTpre 90

80/BOE/BT

L~c H ¥ CGlinfosdvantage ‘ ‘

File Edit ‘iew Favorites Tools

Help

5k B Suggested Sites = &) Web Slice Gallery =

CGlinfoAdvantage

‘Welcome: Felicia Wright | Applications  Preferences  Help menu~

Log off s

Home | Documents | Check [Check = = =
(1] Query Panel ZEN > -
Fiadouey -| [T B @ F o & Run Query | i Close -
3% Universe outline (7] Result Objects TX %
SR - DISB Doc ID DISB Hdr Check No DISE Vendor Customer Code || 4, DISE Vendor Legal Name DISB Actg Line No
Type here to fiter on the tree By Bt A
DISB Vendor Invoice No DISB Actg Line Amt
Disbursement History Check Reconciliation <

Payment Hold Maintenance
Payment Hold Activity
Payment Hold By TIN

Payment Hold Print Notice
Payment Hold Notice Text

Intercept Request Maintenance
Intercept Request

Intercept Activity

Bank Account Balance

1095 Journal

Payment Hold Type By Department

7 Query Filters

Payment Hold Maintenance Documents

DISE Hdr Creation Date | Greater than = ||1/1/2015 12:00:00 AM
>
AND

< DISE Vendor Customer Code | Equalto ~| |0004043

T R| A~ v E

il

i

1099 Reporting
1042-5 Reporting
10425 Withholding Allowance . = Refresh
EFT Reversals S h d bJ t =
i ared opjects can
Type Of Income H -
ot S snd s e be paired with other
Disbursement Cash Management Options
Drill Down Hierarchies | t I t
ool classes 10 compiete
=@ [E> Chart Of Accounts
COn - Fund ccounting your repo rt.
COA - Organization
(COA - Detailed Accounting
COA - Budgsting
(COA - Cost Accounting
Posting Attributes
Bank
Detail Financial Reporting Periods
Detail Vendor v =
Disbursement Format Type a text to filter the values
| 2 querya v
LAY
| @ Report1
Report1 v Track changes: | Page 1 cof1 | |2 2| |100% | £ 60 minutes ago
ke chi off M4 of L] =
[ — | — e
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To begin modifying the report, expand the class you are going to use fields

from.

=8 B )

P http://dep-firwsLprd 9080/80E/EL

r~-c H P CGlinfosdvantage x ‘

| 0 0

File Edit View Favorites Tools Help

5 B Suggested Sites = &) Web Slice Gallery =

CGl infoAdvantage

Welcome: Felicia Wright | Applications = Preferences Helpmenu~ | logoff |10

Home | Documents | chedk [chedc 7+ =
(1 Query Panel
(Faiqey - | [AE L P &

7 Universe outline

(57 Result Objects

7K %4

Master perspactive -

g - | Type here to filter on the tree e =

FIN - Accounts Payzble
1] Payment Request
= [ Disbursement

= [ DISB Doc Identification

| DISE Doc (Code,Dept,ID Vers)
DISB Doc (Code,Dept ID)
DISE Doc Code
DISB Doc Dept Code
D156 Doc 1)
DISB Doc Version No
DISB Doc Unit Code
DISB Doc Category
DISE Doc Type
DISB Doc Sub-type
DISB Doc Phase Code
DISB Doc Function Code
DISB Doc Func Code New
DISB Doc Func Cade Modification
DISB Doc Func Code Cancellation
DISB Doc Phase Code Final(Historic
DISB Doc Phase Code Final
DISB Doc Code Frompt
DISE Doc Dept Code Prompt
-] DISB Header
-1 DISB Vendor
-] DISB Accourting
-1 DISB Document Reference
1] Payment Cisbursement Request
i) Disbursement Stub Detail
1 Disbursement History Paid Check
i Disbursement History Check Reconciliation
5] Payment Hold Maintenance
5] Payment Hold Activity
5] Payment Hold By TIN
i1 Payment Hold Type By Department

<

dddd<d<uuunsnununnn

<

ElE

! DISB DocID |

/ DISB Actg Line No Il

/ DISB Vendor Customer Code

! DISB Hdr Check No | #4 PISB Vendor Legal Name

4 DISE Vendor Invoice No

| " DISB Actg Line Amt

7 Query Filters ¥ x| - ~ EH
!
¥ DISB Har Creation Date | Greater than - ||1/1/2015 12:00:00 AM
.
4 DISB Vendor Customer Code | Equal to ~| (0004043 is
i
] Data Preview 2 Refresh

Type a text to filter the values

lﬁQuaﬂ'l
ReEport T = [ Irack changes: O [ W 4 Pagelofl ¢ W [ [ = [/ [100% -| =~ Ihourago
— = e — =
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Select the object you want to add to your report, and then drag and drop it in
the Result Objects section.

G5 B SUAQESTER MMTES ¥ | WED e allery ¥

CGl infoAdvantage

[Cheak = = =

Welcome: Felicia Wright | applications = Preferences  Helpmenu» | Log off |:|D

(] Query Panel

[Firsoe - | [TEHG @ = 0|

% Universe outline

(1] Result Objects

P X4

Master perspactive -

g - [Type here to filter on the tree @ =t

DISE Doc Code
DISE Doc Dept Code
DISE Doc ID
DISB Doc Version No
DISE Doc Unit Code
DIS8 Doc Category
DISE Doc Type
DISS Doc Sub-type
DISE Doc Phase Cods
DISB Doc Function Code
DISB Doc Func Code New
DISB Doc Func Code Modification
DISB Doc Func Code Cancellation
DISE Doc Phase Code Final(Historic
DISB Doc Phase Code Final
DISE Doc Code Prompt
DISB Doc Dept Code Prompt
(= = DISB Header
-] DISB Header Dates
i1 DISE Header Amounts
-] DISE Header Contact Info
-1 DISE Header Info
-] DISE Header Cancellation
-] DISE Header Payes

-1 DIS8 Header Payee on Document
= [ DISB Vendor

4 DISB Vendor Line No
= [ DISB Vendor Dates
'
-] DISB Vendor Info

5] DISB Accounting
1] DISB Document Reference
-] Payment Disbursement Request
[i-] Disbursement Stub Detail v
(m (71 Dishursement History Paid Check

AR EEEEERSE ST L L L L LN

4 DISE Doc Code |

! DISE Doc 1D
L

4 DISE Vendor Invoice No

J DISE Har Check No

4 DISB Vendor Customer Code | # DISB Vendor Legal Name
J1

| DISE Actg Line No n

s DISB Actg Line Amt

7 Query Filters

FR|~ > @B

¥ DISB Hdr Creation Date | Grester than = ||1/1/2015 12:00:00 AM

# DISB Vendor Customer Code | Equalto ~| 0004043

] Data Preview

7! Refresh

Type a text to filter the values

| (T query1

Reportl ~

[ Irack changes: O [ W4 Page TorT ¥

= [100% ~

—— = T =

CGl infoAdvantage

Home | Documents | chedk - [ checc 7=

Welcome: Felicia Wright | applications = Preferences Helpmenuw | Logoff | |0

(] Query Panel

[Firsoe - | [TEHG @ = 0|

% Universe outline

{77 Result Objects

F X%

Master perspective

8 - |Type here to filter on the tree @+ Gt

i Bank Account Balance
5] 1099 Journal
1] 1099 Reporting
5] 1042-5 Reporting
1] 1042-5 Withholding Allowance
5] EFT Reversals
5] EFT Returns
[ Type Of Income
5] Payment Scheduling and Interest Control
5] Disbursement Cash Management Options
5 Drill Down Hierarchies
1] ——Shared Objects——
[ Chart Of Accounts
5] COA - Fund Accounting
= [ COA - Organization

1 Organization Data Warehouse Statu

= [ Organization - Centralized view
Government Branch Label
Gavernment Branch
Govt Branch Active Flag
Cabinet Label
Govt Cabinet Active Flag
Cabinet
Department Label
Department Active Flag
Department Alwd For Budgeting
Department AR Unit Inference F
Bureau Included Flag
Division Included Flag
District Included Flag
Group Included Flag
Section Included Flag
Cabinet Prompt v
Government Branch Prompt

~

SERASSSL L E L L LSRN

>
<

4 DISE Doc Code

/ DISB Doc ID ! DISE Hdr Check No
I

4 DISB Vendor Customer Code | #4 DISB Vendor Legal Name
J1

! DISB Actg Line No r

! DISB Vendor Invoice No

[i
s DISB Actg Line Amt
L

! DISB Vendor Invoice Date

7 Query Filters

\

PRl v@E

¥ DISB Hdr Creation Date | Grester than = ||1/1/2015 12:00:00 AM

# DISB Vendor Customer Code | Equalto ~| 0004043

[l Data Preview

Pulling Department
from Shared
Objects.

Type @ text to filter the values
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Click on Run Query. (If there are prompts, you will need to enter them, and
then click Run Query.)

i v sy

[ o[

[Chec = =

VeI renGa Wign

HPDICATONS ¥ PTETErEnces  Merp menu ¥

Log o

(1] Query Panel

(31 Add Query ~

(]

"7 Universe outline
Master perspactive

g

n the tree

Type he
5 Bank Account Balance:

£ 1099 Journal

(5] 1099 Reporting

1] 1042-5 Reporting

(5] 1042-5 Withholding Allowance
5] EFT Reversals

@ [ EFT Returns

R L

(79 Result Objects

| DISB Doc Code

! DISE Doc ID

! DISE Hdr Check No

! DISB Vendor Customer Code

% DISE Vendor Legal Name:

2= >

| DISB Vendor Invoicz No

DISB Actg Line Amt

! DISB Vendor Invoice Date

i/ Department ;

~

¢ Query Filters

The report pulls up, but the fields that were added do not automatically
show up in the report. They are in the Available Objects section, but not in
the report section.

)| P http:/fdep-fimwsLprd: 4060/BOE/ED

£ - ¢ |[ P calinfordvantage x| |

elfal=s
A

File Edit View Favorites Tools

Help

9k B Suggested Sites » @) Web Slice Gallery v

CGl infoAdvantage

Welcome: Felicia Wright

Applications = Preferences  Help menu~

Log off

Home | Documents | check [check & = =
Fle | Properties | Report Elements |~ Formatting | Dats Access | Analysis | Page Setp | Reading ~ Design ~ (2 -
DEE -S| &L - - || DataProviders " Data Cbjects
5 o | & @ B X [l (A Edit :X Purge ~ | & Refresh ~ | & New Variable ~ | /4 Merge
= el x v v
Type here to filter tree
%E = §] Check A
= / Department
=g | DISE Actg Line No
/ DISB Doc Code
143]] / DISB Doc ID Report 1
- / DISB Hdr Check No
2] | DISB Vendor Customer C
“\ / DISB Vendor Invoice Dats
' o= ::tr!‘f"il’n‘e":‘r’n‘f ne DISE Doc Cou DISE Doc ID DISB Hdr Check No  DISB Vendor Cus DISB Vendor Lega DISB Actg Line No DISB Vendor Invoic DISB Actg Line Amt
Variables EPY 00108150000000004221 201501083324200 0004043 DIVERSIFIED ELE! 1 3110015731 22140
EPY 00108150000000004221 0004043 DIVERSIFIED ELE! 2 3050000451 295.00
EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 3 3050000051 950.00 E
L 00103150000000004221 0004043 DIVERSIFIED ELE! 4 3040132371 205.00
Make sure AV&I |ab|e 150000000004221 0004043 DIVERSIFIED ELE( 5 3040120741 20500
201501083324200 Count: 5
J Doc ID DISB Hdr Check No DISB Vendor Cus DISB Vendor Lega DISB Actg Line No  DISB Vendor Invoic DISB Actg Line Amt
Checked . 150000000004260 201501153324338 0004043 DIVERSIFIED ELE( 1 3040125491 2250
150000000004260 0004043 DIVERSIFIED ELE! 2 3050000351 30.00
EPY 00115150000000004260 0004043 DIVERSIFIED ELE! 3 3040132281 450.00
201501153324339 Count: 3
Count: &
v
< > < >
Arranged by Alphabetic order - [E Report1
Report 1 ~ [ Trackchanges: Off |4 4 Pagelof1 b M| = [F]||100% ~| & < 1 minuteago
——— = —
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In the Data box, you will need to find the fields you added in the Data
section, and then drag and drop it into the report.

= =)
@)\? bt/ de p-firmss Lpre: 9060/B0E/ED p-c H # ClinfoAdvantage x ‘ ‘ 7 e 83
File Edit View Favorites Tools Help
3% B Suggested Sites v &) Web Slice Gallery v
CGl infoAdvantage Welcome: Felicia Wright | Applications = Preferences  Help menu~ | Log off i<l

[ Home | Documents | check [Check = = =
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DEE | S g—)évﬂ.‘ /" Data Providers " Data Cbjects
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‘T';] fe i x o |=NameOf([DISB Hdr Check No]) v
— | Type here to fiter tree
=] = §] Check ~
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ﬂ | DISB Actg Line No
| DISE Doc Code
L&)} | DISE Doc ID ) Report 1
] ' DISB Vendor Customer Code
o158 Vendor Invoice Dot
Bl o ::tr:"il’n:‘:‘r’n‘f ne )SB Doc Cot DISE Doc ID DISE Hdr Ch_ DISE Vendor Cus DIS Vendor Lega DISB Actg Line No_| DISB Vendor Invoic DISB Actg Line Amt
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EPY 00108150000000004221 0004043 DIVERSIFIED ELE( 2 3050000451 295.00
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EPY Would I|ke the f|e|d to RSIFIED ELE( 3040125491
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v
< > < >
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Report 1 ~ [ Track changes: Off | 4 4 Pagelof1t b+ M ||= (5| [100% ~| &= 2 minutes ago
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If you drop the field correctly, it will appear in the report where you have

placed it.

Do & BB X

Type here to filter tree

i

& 2] Check
| Department

I DISB Doc Code
(&3] | DISE Doc ID
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Report1
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& | DISE Actg Line No

I DISE Hdr Check No
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+ DISB Actg Line Amt
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EPY 00108150000000004221 20150108332 0004043 DIVERSIFIED ELEt

EPY 00108150000000004221 0004043 DIVERSIFIED ELE!
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EPY 00108150000000004221 0004043 DIVERSIFIED ELEt
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v
< >
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[ Track changes: Off | H 4 Pageloft b M| |= [5)|[100% »| (&6 minutesago

Here are some examples of incorrect ways to drop the field. If you drop the
cell in any of these incorrect ways, you will not get the results you desire
from the report. DO NOT DROP THE FIELD if it looks like this:

<MNo

1stomer Code
woice Date
woice Mo
Amt

DISB Doc Cox

EPY
EPY
EPY
EPY
EPY

Report 1

DISB Hdr Che DISB Vendor Cus

| Department (Drop here to replace cell),
UTOUTUE33Z U00a0a3

Do not drop the
field if it has a
large box that
covers another
field. Doing so will

001081500000D
0010815000000000
0010815000000000423

DISB Vendor Lega DISE

DIVERSIFIED ELE!
DIVERSIFIED ELE!
DIVERSIFIED ELE!
DIVERSIFIED ELE!
DIVERSIFIED ELE!

overlay or replace
the entire field
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50000000004221 0004043 DIVERSIFIED ELE( e
£0000000004221 0004043 DIVERSIFIED ELE( DO n Ot d ro p th e fi e I d
50000000004221 0004043 DIVERSIFIED ELE(
5000000004221 0004043 DIVERSIFIED ELE( to th e Si d e Of th e

DISB Doc Cot DISB Doc ID

EPY
EPY
EPY
EPY

EPY

00108150000000004221

Department

DISE Hdr Che DISE Vendor Cus DI

0 15000000oomz=T
001081 0004231

20150108332 0004043 or
0004043 or
' Department (Drop here to replace cell}l or
N0NANAT or
Do not drop the field or
on another field in the
report. Doing so will
overlay or replace the [
cell

WEBI has an undo button. If you perform an action that you didn’t mean to,

click on the undo but_ton.

| Check © = =

- Report Elements |/ FﬂlTl'Etﬁng/l/Dﬂ'lﬁﬂ.D:

] - | S 38 | #P 2 - [ - || DataProviders

(¥ Edit % Purge -

o Refresh « || Bk Me

Type here to filter tree

Fx i:')tvf|

%E = 3. Check
ﬂ ! DISE Actg Line No
| DISE Doc Code
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Send a report to another WEBI user’s inbox

Select the report and then click Send on the toolbar. Click on Bl Inbox.

CGl infoAdvantage

Welcome: Felicia Wriglh

View = MNew ~ Organize

My Documents Type Last Run
- olders FT Vendor FIN-4P-0002 Web Intelligence
E g I
~! Public Folders A ¥ | Active EFY Vendor FIN-AP-0002 Web Intelligence
2 a0 s e S N
[ Advantage to Universe Lineag ¥ | Check PO Doc Web Intelligence
d ] puditing #| | Check PO Doc 2 ‘Web Intelligence
= #| | Check Table AB_BG Web Intelligence
Cobb County 3_7 Custom Reg
# | Check Tahle TN M1 Weh Trtellinenre
E=5 E=R 50
er\cg)\? ity dep-firnws prd 9080/BOE /BT £+ & [P clinfondvantage ‘ ‘ N
File Edit View Favorites Tools Help
5k B Suggested Sites = &) Web Slice Gallery =
CGl infoAdvantage Welcome: Felicia Wright | Applications~  Preferences Helpmenu= | Log off r<l
View Send Check to BI Inbox =5 w
2\(;2 [] Use default settings ~
= Available Recipients: Selected Recipients:
= Mo 4L of2t b M Find Tite ~ i W 4L |oft » M .
Exrerm [ | Title » Full Name [ | Title « Full Name
& sanderson Abbylynn Anderson No Items
& & saruda Andrea Arruda
2 | abanks_hr Anita Banks
& |abel Alicia Eell
& abrown Ann Brown
& acarter Allison Carter
& | acctspay Accounts Payable User
2 | achao Adalis Chao 24
] <
~ & | aclayton Andrea Clayton
i & | acurtis Al Curtis
2 | adavis_hr Angie Davis 1
& Administrator
& | adooley ‘Amanda Daoley
& | adooley_hr Amanda Dooley
& | aeliot Anne Eliot
Target Name:
Use Automatically Generated Name
Use Specific Name ‘Add Placeholder v
/1 Add File Extension
Shortcut
Copy
Send | [Cancel| v
< < >
Cated
Search
Total: 45 items
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You can search for the ID (Find Title) or the name of the user.

y U
s [ use default settings ~
5 Available Recipients: Selected Recipients:

c] 1of2+ b M Find Tite ~ 1| of1
[ |Titte ~ ¥ Find Titld ne [ |vitte ~ Full Name
& |aanderson Find full name Ande
4 & |aarmuda Andrea Arruda
& | abanks_hr N
& abell Alicia Bell
& abrown Ann Brown
& | acarter Alliscn Carter
& | acctspay Accounts Payable User
& achao Adalis Chao
1 & |adayton Andrea Clayton
4 T8 | auuts Al Curtis
2 adavis_hr Angie Davis 4
& | Administrator
& | adooley Amanda Dooley
£ | adooley_hr Amanda Dooley
& | aeliot Anne Eliot
Target Name:
Use Automatically Generated Name
) Use Specific Name ‘Add Placeholder v
/ Add File Extension
Send As:
Sharteut
Copy
v
< >
Categ
Search
Total: 45 ftems
Enter your search criteria, click on the Find icon and the results will display.
Wildcards will not work in the search.
N —— i
r:\:i [ use default settings A
= Available Recipients: Selected Recipients:
& 1 |oft Find full name ~ | Felicial 1 |of1
) | Tite Full Name Title + Full Name
& | fwright Felicia Wright No Items
& | furight_hr Felicia Wright

Target Name:
Use Automatically Generated Name
) Use Specific Name
/| Add File Extension
Send

As:
Shortcut
Copy

Add Placeholder v

Find.

Page 54 of 59

[na coen] v
>



Highlight the user ID in Available Recipients and then move them to
Selected Recipients by clicking on the arrow.

My D)
Folde

My D|
Folde

[ Use default settings
Available Recipients:

Find full name ~ | Felicia

H 41 |oft b M

[ Title Full Name

Target Name:
Use Automatically Generated Name
© Use Specific Name

Add Placeholder v

Selected Recipients:
)} W 4|1 |of1 b M

[0 |itle ~ Full Name

[ e e |

& | fwright_hr Felicia Wright

[ Use default settings

Available Recipients:
Mo4[1]efr » ¥ Find full name ~ Felicia

- Find result for "Felida” in "User D Title Full Name

st ]

& | Fwright_hr Felicia Wright

Target Name:

Use Automatically Generated Mame
Use Specific Name
+ Add File Extension

Add Placeholder v

Send As:

Shortcut

Selected Recipients:

i1 W41 |ofr » M .

[ | Title « Full Name
& | furight Felicia Wright

W
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You can send your report to more than one recipient if you would like.

Search for another user and then move that user from Available to Selected

Recipient by clicking on the arrow.

[Fome [ Documents [ hece [rese

\iew Send Check to BI Inbox

My D)

ol [] Use default settings

Available Recipients:
W 41 |oft » M Find full name ~ | Felicia

Full Name

=T No Ttems

8 Group List

#4 Group Hierarchy

Target Name:
(®) Use Automatically Generated Name
() Use Specific Name Add Placeholder v
+| Add File Extension
send As:
© shortcut
(®) Copy

W

Selected Recipients:
MoafLfoft » M
L1 | itte «

& | Furight

& | fwright_hr

Full Name
Felicia Wright
Felicia Wright

Under the Send As: section, select Copy

\iew] Send Check to BI Inbox

My D
== [] Use default settings
Available Recipients:

s M d[i]efL b oM Find full name = | Felicia
&® Find resuit for "Felica” in "UscRNNRRLL ) Full Name
=

o Na Ttems
£ User List

£ Group List

$22 Group Hierarchy

Target Name:
(®) Use Automatically Generated Name
() Use Specific Name Add Placsholder v
+/ Add File Extension
Send As:
() Shortcut
(® Copy

W

Selected Recipients:
HoO4[Lfoft » M
L1 | ritte =

& |furight

& | fwright_hr

Full Name
Felicia Wright
Felicia Wright

(e L] v
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Click Send

[] use default settings ~
Available Recipients: Selacted Racipients:
A4 [ W e » [ TR IR -
- [ Title | Full Name [ | Title » Full Name
No Ttems. & |fwright Felicia Wright
& | furight_hr Felicia Wright
B

Target Name:
@ Use Automatically Generated Name
O|gﬂm| | [Add Placeholder v |
File Extension

[send | [cancll] v

The report will then appear in the user’s Inbox.

N hetp://dep-finwsLprd:3090/BOE/E] £ = & | P calinfohdvantage x

File Edit View Favorites Tools Help
95 B Suggested Sites v 2] e Slice Gallery =

CGl infoAdvantage Welcome: Felicia Wright | Applications = Preferences Help menu~ | Log off

+ My Recently Viewed Documents + 1 unread message in My Inbox ~ My Applications

1) Check 9] Check: 90214
4$ FIN-AP-0002 Disburssments by Vendor
5 GAX1 for Onbase

5 AD Summary CHeck from OFIN

) Az03 m

4¥) AW SCHD Report

B AW INVE

5 05 GAE from OFIN

45 FW 05 Invoices

4| Check Table PU New

~ My Recently Run Documents ~ 0 Unread Alerts

No recently run documents No unread alerts

See more...
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Log off WEBI

When you are done using WEBI, you must click the Log Off link. Do not just
close the window. If you close the window without clicking the Log Off link,
you are still logged on.

@ Cal infoAdvantage - Windows Internet Explorer

2 hetp://dep-finwsprd9030/B0E /B

File Edit View Favorites Tools Help

< Favorites | i3 @] Web Slice Gallery = ] menus[11.gif ] Suggested Sites ~
| & carinfonavantage |7| % v B v (0 g v Pagev Safetyv Took~ @
CGl infoAdvantage Welcome: Felicia Wright | Applications™  Preferencas  Help menu | 1,
‘Home | Documents
I

After clicking the link, you will receive a message that you are being logged
off and afterward will be returned to the log in screen. You can then close

the window.
& CGlinfoAdvantage - Windows Intemnet Explorer

& http://dcp-finwsl prd:9080/BOE/BI

File Edit View Favorites Tools Help

7'r Favorites | 95 €] Web Slice Gallery ~ @ menus[l].gif & | Suggested Sites +

@ CGlinfoAdvantage | |

The deanup is in progress, Wait...

@ Bl launch pad - Windows Intemet Explorer

&) hitp://dep-finwsl prd:2080/BOE/BI

File Edit View Favorites Tools Help

S Favorites | 55 ) Web Slice Gallery + B3] menus{l].gif ] Suggested Sites =
|gBl|aun:bpad ‘7| B~ o &

CGl infoAdvantage
Bl launch pad
Enter your user information, and click "Log On".

If you are unsure of your account information, contact your system
administrator

System: DCP-FINRPT 1PRD:6400
User Name: [fwright ]
Password: | ]
CGl info Help
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Common Problems

You will receive a message regarding inactivity before the system
automatically logs you out.

Session Timeout Warning

Your user session will expire in 5 minute{s). Would you like to continue your user session or

log off?

If you do not click Continue after 5 minutes, the system will log you off.

Session Timeouwt

Your session has expired.

ok

If you receive this message, there may be no data to retrieve based on your
conditions. For example, if you’re running a query on Pending CRs, but there
aren’t any. Your Query Filters might also be incorrect. For instance, you used
Unit g201, but it should be G201or Doc Code as Rgs instead of RQS.

Retrieving Data

0 Mo data to retrieve in Query 1
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