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ODS — Discoverer Plus

This training and our goal is to provide the basics for
using ODS - Discoverer Plus as a tool to retrieve
financial information.
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ODS — Discoverer Plus

ODS - Operational Data Store - The ODS data
warehouse contains data stored in views.

Discoverer is a powerful end-user query tool used to
create reports and downloadable files. It uses the data
in the Operational Data Store (ODS).
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Benefits/Capabilities

Access and analyze data quickly
View data in a familiar spreadsheet-style
Prepare reports showing the results of your analysis

Share data with other people, and in other applications
(e.g. Microsoft Excel)
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CﬂP Home KFS Training

Welcome to the Campus Administrative Portal (CAP) web page.

CAP is designed as an entry page to the administrative applications supported by the Information Systems Department.

All available applications are accessed using the region on the right side of the page. The "Quick Applications” provide
single sign-on access. The "Links” require a second sign-on using your current application username and passwaord.
The categaories atthe top of the page are to provide access to additional resources.

The "Help Request or Feedback™ link can be used to communicate questions, suggestions orissues regarding the
administrative applications supported by Information Systems in addition to any general Information Systems related

5-16:15 Mon-Fri.

Before you can AP g To i sn
S|
access — Request an [« """
ODS - Discoverer

Plus password from

IT Scheduling

CSU ~BCDEFGH I JKLM
A€ yopoRsTUVWXYZ

Quick Applications for DALEATHE
Human Resources

Kuall
CAP FAQs
Help Request or Feedback
FAMIS Self-Service
Time Clock
Links (require additional sign-on)
Applications Manager
Vista Plus
Vista Plus Help Desk
Mon-production Applications
TRAINING Kuali Financial
System (KFS)
Resources
Faculty Staff Resources
Colorado State Homepage
Today (@ Colorado State
General Applications
Change ODS Password
Help Desk Login

clal System (KFS)

Outlook Web Access
Information
Search C3U

Online Directory

Equal Opportunity statement
Dizclaimer statement

IT Security and Privacy
Privacy policy
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Knowledde to (zo Places

Our Department

Full Mission Statement
Organization Chart
Department Directory
Sections

Application Development
Syvstem Support

Resources
LAN Manarers Information
User Database Password Change
Security Forms
Application Links
Portal (RamPoint)
Campus Administrative Portal (CAFP)

Finding Information
CSU A-Z

Search CSU
CSU Directory

Information Systems

We provide technology leadership, collaboration, best practices, innovative solutions
and a commitment to excellence enabling the Colorado State University community to

fulfill its mission and goals.

Contact C5U | Disclaimer | Equsl Opportunity | Brivecy Stetement

Colorsdo Steta University, Fort Collins, CO 80523 USA
B 2005 Colorado Stete University
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OPERATIONAL DATA STORE (ODS) HOME

The ODS Data Warehouse contains University data from several sources. Refer to the ODS Data Warehouse Diagram to
identify the data sources. These views are defined in the dictionary. Click on the subject area button for a list of views
within that subject area then click on the view button to see a column listing.
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[ ‘ 0DS Data Warehouse 0DS Data Warehouse Diagram
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Y ODS Dictionary
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e i
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Co @_rﬂrb
departmtnt of ‘= & \Q:# b f"?- r‘_'
| f5 S Unityzraiey”
| NFORMATIO | _YSTlE e B e O
ODS .SUB.]ECT AREAS
Snb]ect Area
. ARVID
. {Accounts Recervable
:EJ.E.CDEEE[IJ{}E
e Click onthe + toview
B = the reports (tables)
[+] RamCT available and a
e description of the report




report click on the +

To see what fields are in the

View Name

|+T |ARV. ASSET _COMPONENT

View Name

ARVID VIEWS

Description

Eeporting View - Capital Asset Com
Eeporting View - Capital Asset Deta
Reporting View - Capital Asset Payn

Reporting View - Capital Asset Wart

Eeporting view -

GL_BALANCE_SUMMARY AD]J
Reporting View - GL. ENTEY ACT

FINANCE VIEWS

CSUF_ACCOUNT_EXT

CSUF_ACCOUNT_EXT_YR

CSUF_ACCOUNT_MONTHLY_SNAP

CSUF_AIV

CSUF_BCNSTR_GL

CSUF_BC_EMPL_FND

|+| ARVID ASSET DETAIL

|+| ARVID ASSET PAYMENT

|+| ABRVID ASSET WARRANTY

|+| ARVID GL BALANCE SUMMARY ADJ
|+| ARVID GL_ENTRY ACTUAL

|+| ABRVID GL_ENTR™

|+| ABRVID GL _ENTE’

Schema
|:| CSUKFS
|:| CSUKFS
|:| CSUKFS
|:| CSUKFS
|:| CSUKFS
|:| CSUKFS
|:| CSUKFS

CSUF_CA_ACCOUNT

ﬁ& ARVID views have been

developed combining base
table data into user friendly

converted to show Debit
and (Credits )

Useful Tip: ARVID
user-friendly tables

are recommended when
Descr using ACCESS

tables and the numbers are

Base Table - Additional account attributes | These
are CSU specific attributes.

Base Table - Additional account attributes ; These
are CSU specific attributes.

Base Table -
Eeporting view.

Budget Construction Summary at the Object Code
Lewvel

Summary of Incumbent Funding Lines.

Base Table - Atiributes associated with an account.

These are the base attributes of the KFS.
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Signin €S ~BCDEFGH I JKLM
Enter ENAME and ePassword A& noPoORSTUVWXY Z
ENAME |
P d Fesources
erasswor Faculty Staff Resources

Colorado State Homepage
oday @ Colorado State
General Applications

Help Desk
Cutlook Web Access

| fargaot my ePasswaord fista Plus

Information

Search CsU

Copyrint 2004 Colora T ,0g in with your S

Equal Opportunity statement

Disclaimer statement

eName and :IrlS;::uptzhazw Privacy
ePassword, click ok




C A P Campus Administrative Portal

RESEARCH | ETHORITY ‘ ARIESWEB | LosouT |

Home | CamrPus REFORTING

CﬂP Home KFS Training

Welcome to the Campus Administrative Portal (CAP) web page.

All available applications are accessed using the region on the right side ofthe page. The "Qwick Applications™ provide
single sign-on access. The "Links™ require a second sign-on using your current application username and password.
The categories at the top ofthe page are to provide access to additional resources.

The "Help Request or Feedback” link can be used to communicate questions, suggestions orissues regarding the
administrative applications supported by Information Systems in addition to any general Information Systems related
questions, suggestions orissues. The Help Desk is monitored from 7:45 - 16:15 Mon-Fri.

Please use the "Help Request or Feedback” link to provide feedback regarding the CAP web pages. You can also send
email to is_help_admin@mail colostate.edu. We welcome your comments.

To access the CAP web page from off campus, please use the URL hitps:/secure.colostate.edu and selectthe CAP
menu itern.

To create CAP as a Favorite {Bookmark) for access from on campus, use this page instead of the sign-on page.
From off campus you should bookmark https:/isecure.colostate.edu

CAP is designed as an entry page to the administrative applications supported by the Information Systems Department.

Access Discoverer Plus by clicking

on Discover Plus on the Campus
Administrative Portal (CAP)

CSU ~BCDEFGHI JKLM
AL \DPOQRSTUVWXYZ

Cluick Applications for DALEATHE

Hurg =
RIES (not ARIESW
Discoverer Plus

i - ¥

elp Request or Feedback
FAMIS Self-Service
Time Clock
(require additional sign-an)
Applications Manager
Vista Plus
Vista Plus Help Desk
on-production Applications
TRAINING Kuali Financial
System (KFS)
Resources
Faculty Staff Resources
Colorado State Homepage
Today @ Colorado State
General Applications
Change ODS Password
Help Desk Login
Outlook Web Access
Infarmation
Search C3U
Online Directory
Equal Opportunity statement
Disclaimer statement
IT Security and Privacy
Privacy policy



ORACLE Discoverer Plus
Business Intelligence

) Connect Directly

Connect to OracleBl Discoverer
To connect to OracleBl Discoverer, click on a connection name or enter your connection details directly.

Choose Connection

| Create Connection |

Details Connection’ Description |U|}date Delete
b>Show BFS/CS f i
P Show Public IS 0DS Public connection to IS ODS f =
Connect Directly ' Return to Top

Enter your connection details below to connect directly to OracleBl Discoverer.

* |ndicates required field. ﬁTCI‘eate a Connection

Connect To | OracleBl Discoverer v to the ODS Systern
* User Name so that you do not
* Password need to log in each

«patabase,. QD SPROD time

End User Layer

Locale | Locale retrieved from browser D



ORACLE Discoverer Plus
Business Intelligence

Create Connection
Use this page to enter the details of the connection that you wish to create. Chaose a name that is easy to remember, followed by an optional description and locale. | Cancel ) ( Agply | | Apply and Connedt |

Enter the account details for this connection before proceeding.

Connection Details
* |ndicates required field. g : .
comect To OB g Name your connection somethlng that IS €4Sy to
onnect To | OracleBl Discoverer N . -
remember. This connection is just for you.
# [ame
Description

Locale | Locale retrieved fom browser D

Complete your Account Details by
Account Detals completing the * items - Once

* User llame — completed be sure you ‘Apply’ the
Create Connection

# Paseword

«— odsprod

@ TIP You will be prompted to select an End User Layer and/or an Applications Respansibility if more than one exists

* Datahase

(Cancel ) [ Apply ) | Apply and Connect )

Copyright (cj2000, 2005 Oracle Corporation. All rights reserved.
About OracleBl Dizcoverer Version 10.1.2.55.26
Oracle Technalogy Network




ORACLE Discoverer Plus
Business Intelligence

) Connect Directly

Connect to OracleBl Discoverer

To connect to OracleBl Discoverer, click on a connection name or enter your connection details directly.

Choose Connection

Details M
P Show BFS/CS

> Show Public 1S 0DS Public connection to 1S ODS

Connect Directly
Enter your connection details below to connect directly to OracleBl Discoverer.

* |ndicates required field.

Connect To | OracleBl Discaverer D

Use the Connection
you created (fill in
your information
once upon setup)
or
Connect Directly by
filling in each time:
your User Name,

— Password, and

Data base: odsprod

| Create Connection |

|U|}date Delete

* ser Name
* Password /
* Database OdSpI‘Od
End User Layer

Locale | Locale retrieved from browser D

A

A Retumn to Top
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Available kems:

— B i
L 5% &

Toolz  Help

C.PWd 9 0= B % . &.%. % AR Getting Started

T 7 & M

rﬂems rCDndi‘tionS rCaIcuIa’[ions |

List: |

| 2 Wunbuo iEa ] - S uf G Craaiad/ U i arinuns ;31

Connected to the Database: ODSPROD (EUL:ODS_BUSINESS _AREA_EUL)
S [f you have already saved

'.: | Open an existing workbook

oty e @ workbooks you would simply
EFE are N recently used workDooks. FOVESE . CheC1< O Open an eXisting

_ workbook
%) Create & new workbook
h?:-r: the objects to display in the workshest Example: 1
@ page tams — To create a new workbook

() Crogstab (=) Table —

Enl —— === — you would determine if

e in. you want a Title, Page

[tems, Crosstab, or Table,
Graph, and Text

| Help Mext = | | Einish | | Cancel |

Selected kems:
= 7 & M

Asthisisa ‘BASIC’s Training - Let’s go into a
basic table with a title. Un-click the green check
marks for the other items - then click on

Next >




File Edit View Format Toole Help

CVOSAa T.- P4 § u

1

=R % . %0 AR

Available tems:

LI Y RYE D |

[ tems | Condiions | Calculations |

List l v] b

Click on the (+) next

to any folder to reveal
all the fields available

Selected tems:

s /7 &0

Workbook Wizard - Step 2

Select [tems

Suggestion: use the ‘ARVID Views’

aa

Available

S 10 YOLF WOrkSneet, Sehe

[ tems | Conditions | i

List: ’@ Financial B€porting

e OO o IOV OO o OO e N e IOUNN sy OO e AU s O e O s O sy O o |

EHD - ARVID VIEWS---
Ij Azzet Component

i) sset detail

|j Azzet payment

|j AzzetWarranty

Elﬂ Gl Balance Summary Adj
[ .

E;-':, Univ fiscal yr

- E;-':, Univ fizcal prd cd
- Lgh Univ Figcal Prol Mim

E;-':, Org cd

: E;-':, Qrg nm

E;-':, Fin coa cd

H
H
H
H
H
H
H- « [ gh Fin Coa Desc
}.
H
H
H
H
H
H

E;-':, Accourt nbr

: E;-':, Accourt nm

E;-':, Sub acct nbr

: E;-':, Sub acct nm

L4 Fin object cd

: E;-':, Fin okj cd nm
- [g Fin sub ok cd

vk

l

ARVID - Advanced Reporting Views in Discoverer

EM TFOM The Avalianle 12T and movYe TRem 10 INe >EleCied ST,

Selected

Properties... ” Show SQL... ”

< Back ][ Mext = I ’

Einish

||

Cancel




File Edit Miew Format Tools Help

LV O0Sd R.DHELA 9 1= 5. % & . %.%8 AR - .
R Choosing your field(s)
LR R Y DA |
" tems | Condifions | Calculations |
L_is-t:‘ v‘ A7 To move ALL
[E WorlkbookWizard Step 2 of 5: Select Items items hlghhght
Select the items To add items to your worksheet, select them from the Availskle list and move them ta the Selected list tt}}lleenfiildeer:ni‘
you wish to have . - bt ol
in the worksheet s | (R Tound corfi
— List:| & Financial Reporting .H§| / E'.,J scomrt i ndkbenll>
Hold down the 3] (

CTRL key on

the worksheet

=

=+ Gl Balance Summary A

7

AVEAY

PR ccol B Arrows move items
YOUI‘ k@YbO&I‘d, - E&Univ fiscal pro cd
. 11 vl N selected to and from
hlghllght the []"JI:E Account nr
: : | | the workbook. When
items desired e :
| £ Finoect oo you have all the items
and Send them J’ B - Lgh Fin sub obj oo
B - gh Fin batance typ oo You Want Selected,
to the workbook # L otityca g click
using the arrow. o ]
- — Next >
] You can alSO The annual fizcal period for which the Object Cade is valid.
54 .
deselect items Y Y | 1 .
4 Properties... Show S0QL... < Back Hext = Finish Cancel
to take them off




File Edt WView Format Tools Help

CVeSA T.PWd 9 21 2tE 5. % .£.%. %6 AR

R Workbook Wizard - Step 3 -
L en%8% 71 Table Layout

" tems | Condiions | Calculations |

List l vl b

Fﬁ Workbook Wizard - Step 3 of 5: Table Layout

To change the layout of information in your worksheet, click and drag the column heading

Move the ‘Fin W you want. To change format settings, click the ‘Properties... button.
Coa Cd’ column [ Stow Page fems [ Hige Duplicate Rows

Univ fiscal yr | Fincoa cd | Account nbr | Account nm | Sub acct nbr | Sub acctnm |

before ‘Univ

1
Fiscal Yr’ -
By clickingon |+
the column title |-
‘Fin Coa Cd’ and |7
drag the column |-
heading to the [«
left side of ‘Univ || [ et’s ook at the
Fiscal Y1’ 1| details of the
i ‘Properties...
et 1 button
s/ ol

C Lo [ owsa ] [cton ) ][ oo [_coes



File Edit ‘“iew Format Tools  Help

eV eed R-BM4d 9

Ayailable tems:

Worksheet
Properties,
General Tab use
to Name the

Ll

ayout of information in your worksheet, click and drag the column headings to the location you swant. To change format settings, click the

LW

. %.&.%. % AR

Worksheet Properties

The properties of the worksheet can be
changed and adjusted at any time - even

after the workbook is saved.

w

|:| Hide Duplicate Rows

ohjected | Fin objcd nm | Finsub objcd | Fins

Gl EE LR PETIES:

Tahle headers

Tahle Format rAggregation |

%]

Show column headings

Table data area

|:| Showy rowe number s

Show vertical aridlines

Gridline color; |F, |

Example
Tabhle
Table Title
Colurmni Columni Column®

51

32 0

utton.
Worksheet -
) y A —
%) Wi riofasi Uiy s riles =l
| “Ganeral | Tathe Format | Agsragatin ‘Table Format’ tab
s changes / shows
Gerdter |1 gridlines or to show
e column headings |
and or row numbers | s
el
_f Help | ok || cancel

I

| Hep

| Propetties... || Showe SQL... || = Back

I

S0 5 19
Show horizontal gridlines [T [T f 245
Sheet content = e
Showy null values as: MULL |E|
*
O I O
B
| Custo.. |
Help | | 0K | | Cancel | I




File Edit View Format Tools Help

CVOSA R.BPHA 9§ 2t

e
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Workbook Wizard - Step 4
Sort

Available ftems:

Fen%&% /s &0,

|£:| Workbook Wizard - Step 4 of 3: Sort

[ tems | Condiions | Calculations |

List: |

vihd

orted column in the warksheet.

Click Add and then select & column to sort. Select the Group sort type to hide repeated cell values in a column. Check Hidden to hide a

Column

| Direction | SurtTypew—Hﬁ‘

H. Account nbr
Eﬁ Account nm
¥ Acctin amt SUM
E;-'J Fin coa cd

L4 Fin obj cd nm
L4 Fin object cd
|:;-';1 Univ fizcal yr

Sort by I||_g"3 Account nbr b ” Low to High = || MNormal "| [F] |m|

Move Down

- A

Is unavailable as

Sort Options: Add, Delete, Move Up, Move this is at the

(added), you can re-arrange them by sort
preference. Highlight the item and click either

‘Move Up’ or ‘Move Down’

Down, & Format. Once you have them listed above bottom already

| Hep | | properties.. || ShowSQL. || <Back || New> || Emsh || Cancel |

Selected ftems:

=/ ol

To proceed to the next step in the
Workbook Wizard click on
Next >
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Workbook Wizard - Step 5

File Edit “iew Format Tools Help

e vesdAa .- P4 9

Axvailable tems:
L

tems Condition=s

List: |

t - 5% &Y

= T GO T S E R T L A TATIE TETE

nn=xn % 2 V.86 B8

Parameters

cul

’Cﬁeﬁa'parameter to prompt users to select or type a value. Click Mewy ta create a nevy parameter. To change the current value of & parameter, select 'Parameter Walues ' from t

P ———

| Mewy... |

%]

Available parameters:

Selected ftems:

:y’-iw@

Parameters are the
selection criteria, such as
selecting one to all
departments, selecting on
certain accounts or
certain object codes, etc.

A\ Parameters keep the data

set to just what you need,
not everything available.

Toadd a /

parameter click
on ‘New’

Click Mewy to creste a new parameter.

Description
Mo description available

Help

= Back Finizh

Cancel

Propetties... || Showy SGL . ||




| File Edit “iew Formst Tools Help

Parameter: What do
you want to see
(account, object code,
division,
department)?

24 A1 =

5. %.£.7.% B8

Create a New Parameter

it uzers to select or type a value. Click Mewy to create a new parameter. To change the current walue of a parameter, select 'Parameter Values...' fram the Tools menu.

L tres o R — ==

T

What do you want to name this parameter?

What properties do you want to give this parameter?

|acct1 ‘

Which item do you want to base this parameter an?

|E|E Account nbr "|

Condition: Do you
want a single item, a
range, and/or to
exclude an item or a
range of items

Create condition with operator: |= "|

F
Condition: V (Accountnbr=:4_.
What prompt do you want to show :

|

b G

=
What description do vou want to sh LIKE

Require users to enter a value

Enable users to select muttiple values

What default value do you want to give this parameter?

¥

Do you want to fitter the list of values for this parameter?

1

| N

Selected tems:

= N |

Do you want to allow different parameter values for each worksheet?

'3::3' Allow only one set of parameter values for all worksheets.

'ZEZ' Allow different parameter values for each worksheet.

e
e |
D —

Description

Mo description available

Help

Allow different
parameter values
for each worksheet
— You can have
more than one
worksheet in a
workbook

ncel |

Properties... || Shove QL. ||

= Back fnish | |

Cancel




File Edit “iew Formst Tools Help

V@ éed M. P 9 241= X % £ . %.6 A8

Create a New Parameter, con’td

Available tems:

|
- B 7 ‘ ) )
Lemn% &Y N If the ‘Require users to enter a

Creste a pd

1 y b iy h 1 d h eter. To change the current value of a paral MOSt queries inVOlve a
VAU | Y OU range of information so

Lt | vuned finish the Workbook Wizard, a you will want to have
prompt will S}{OW up asking you ‘Enable users to select
to fill in values. SN gy Multiple values’ checked

|/ ftems I/ Conditions I/ Calculs

e
| acct 1 | Mire users to enter a value

Enable users to select multiple values

Which item do you want to base this parameter on?

[Eﬁ Account nbr 'I

What defautt value do you want to give this parameter?

ey |52

to fiter the list of values for this parameter?

Create condition with operator:

Condition: V {(Account nbr = :a

What prompt do you

If you type in a default it
: will show on the users
el geserpion prompt at the end.

.

Do you want to allow different parameter values for each worksheet?

O Allow only one set of parameter values for all worksheets.

Click ‘OK’ when finished

@ Allow different parameter values for each worksheet.

Selected tems: tUK i Cancel

r 7 o

Description

Mo description available

Properties... l [ Shove QL. ] ’ = Back Finish i’ Cancel
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Edit Miew Format Tools Help

LAALE NS AL EFIR
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Edit an existing Parameter

Available tems:
ten%&% /7410

| [ tems | Condtions |  Calculations |

List:

%

|£| Workbook Wizard - Step 5 of 5: Parameters

=,/ Edit Parameter

What do you want to name this parameter?

Create a parameter to prompt uzers to zel

nce you have created a
Parameter, you can edit by
clicking on that Parameter

parameter, select 'Parameter Walues. ' fral and Clicl<ing ‘Edit’

Available parameters:

|

Edit...

:

| {'\w—dnvl bl pmm,

What properties do vou want to give this parameter?

| Require users to enter a value

This parameter is based on the item named:

Enable users to select multiple values

| Gl Entry Actual Account nbr

What prompt do you want to show for this parameter?

What default value do you want to give this parameter?

1R

| Select one or more values for Account nbr:

What description do you want to show for this parameter?

Do you want to fiter the list of values for this parameter?

L

Do you want to allow diffg

(3) Allow only one set of

Click ‘OK’ when finished
making changes

O Allow different parameter values for each worksheet.

=

s o 1

B oc | [ cance

e

New

Edi

i

Delete

it

Click ‘Finish’ to Complete
the Workbook Wizard

Properties... H Show SQL... H

< Back

Einish

Cancel

Help
LN
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PO S C.OMd 9 8= T % & V.3 &8 Entering Parameter Values
B:Uu ss=B® » W BB Bk

Available tems:

Double-click here to edit the title
L e %&86% 7«10

rﬂems |/C0nd'rti0ns rCaIcuIaﬁons |

List | v| %

Page tems:

Univ Fiscal Yr | FinCna e | aeenunt b | acenunt bim | Guh acct e | Suh aeet tim | Ein anisct ~ | Ein obj cd im | Fin Sub 0bj Cd | Fin Sub obj cd Nm | Fin Balance Ty
|£) Edit Mz Yalugs a

Select values for the follovwing parameters:

j ( If you Choose Select one or more values for Account Mor: |m |

Select one or mare values for Account Mor: |'1 308050° |

‘Require users to
enter avalue’
when you set up || oeserwion
your parameter
this is the prompt
they get before
the query runs.

i T

* indicates required field.

| Helg | Ok ” Cancel

Click on ‘OK’

Selected tems:

= 7 &1 (B=-]

- The data for thiz sheet has not yet been gueried. Use the Refresh Sheet command in the Toals menu to run the guery.

| Flshest1 |




ONCE THE DATA IS IN A




File Edit View

Format Tools _{elp

tessam )TM1 LEURRNEL
u ss=ER® » %N B

1=

Click the ‘Edit

Here are the
options that you
will see:

1 Worksheet’ icon.

ncos cod

¥ Org cd

¥ Org nm

Food Science

Once you have completed the Workbook Wizard
you can add new, edit or delete any layout, item,
condition, calculation, sort or parameter that is
on your worksheet.

vl

F A

| | =

»‘I a7

— || Edit Worksh

| | Worksheet Layout | Selectitems | TableLayout | Sort | Parameters |

To add tems to vour worksheet, select them from the Availsble list and move them to the Selected list.

— zo
1l o
EHED Gl Balance Summary A 0 Available Selected |EE o
[]--JEE, Uiy fiscal yr [5e) on
B+ [gh Uiy fiscal prd cd o [ tems | Condtions | Calculations 53 Fin coa od
. - T ~Lgy Qrg cd
- [gh Ui Fiseal Prel m o List: |@ Financial Reporting v| | N | [ Org nm
o gy Org cd £o — o —
-+ gy Oy rom £o . =l = L g Account nbr
co sl - g Account
-+ gh Fin coa cd Lgh Account rim
co ~{ g Fin ohject cd
[~ EE, Fin Cos Desc v o
- g Fin o ool
B[ g Account nbr 0 |_J3 N Ry &a nm
- g Account nm oo iﬂ i Tiscal yr
Actl yid SUM
B D’J Sub acct nbr o0 E‘ . Gl Balsnce Summary S & ’ ’ﬂ .
- [gh Sub acet nm oo I L g Univ fiscal yr lunnutlg a
i vgh Fin object cd o i - [gh Univ fiscal prd cd -8 Fin ohject cd Sum for Actl vid SUM
[]..¢|:Iﬁ:1 Fir obj cd rm co -- El}l Univ Fizcal Prd Mm V Ory cd LIKE "Crg od Parameter 1"
it -3y Fin object cd LIKE '4%" AND A nt nbr == 26%'
- [gh Fin sub obj o gg JF::: Org ed W Finobject ¢ coourt bt =
[~ Lgh Fin Sub Obj Cel Nm = Ly Crgm -
[ra R I~ ol
[+ EE, Fin balance typ cd o0
-~ g Fin Balance Typ Him o New ¥ |
[+ Fin batt d
EE‘ I RElYR S & — 0 Mo description available
-« [ gh Fin abj typ cd b o
co
Selectog I o Heip | Properies.. || showsaL. || ok ||  cance
ele ems:
— o
/7 ol =~
51 8
;'"Qﬂ Fin cos cd co 1571 Food Science & Human hutrition 5314190 Cooking With Kids: Integrating Classraom-Lsda-Card 4205 Grarts & Contracts {2010
’EIE Org cd o 1571 Food Science & Human Mutrition | 5314190 Cooking with Kids: Integrating Classroom Grarts & Cortracts § 2010
EIE Org nim co 1M Food Science & Human Mutrition (5314190 Coaking with Kids: Integrating Classroom Grants & Contracts 2011
1 Account nbr | e 1571 Food Science & Human Mutrition | 3314400 Food Friendz And Fun Moves: & Program To-Usda- Grantz & Contractz f 2010
E;': Account nm co 1571 Food Science & Human Mutrition 5314400 Food Friends and Fun Moves: & program to Grants & Contracts f2010 =
[ g Fin abject o L | 4] -. I |—

B N - [ R |




You can change the | , | Edit Worksheet L-‘:.lyout and/or
Worksheet Layout | e Properties

o 7 B
B ——— e L

[ Worksheet Layout | Selectbems | Table Layout | Sort | Parameters |

Zelect the ohjectz to dizplay in the workshest
Title: Example:
[ ] Page tems |
Table
[ | Graph

Placement: | Graph below Table "’]
|:| Text Area

You can change
Properties from
here too

!

’ Properties... ” Show SOL... H OK ” Cancel




[tems with a blue \/ are e

included on the worksheet you
can remove it or add it, if it is
unchecked

| 4| Edit Worksheet

| Workshest Layout | Selecttems | Table Layout | Sort | Parameters

To add tems to your workshest, =

You can add new or remove the

Selected Items

et from the Available lizt and move them to the Selected list.

Available Selected
|/ tems |/ Conditions |/ Calculations EE-, Fin coa cd
EE-, g e
List: [@ Financial Reporting v] [ Q".? ] Dﬂ Org rim
=4 =3 ~Lghy Accourt b
D — EE-, Account nm
D EE-, Fin abject cd
Bl [E L gh Firt bj ol rim
1j L 4 EE-, niv fizcal yr
E} =l Balance Summary A DE Actl ytd SUM
--JE&, Uiy fizcal ywr & Running Total
' E.-}, Univ fizcal prod oo E Fin ohject co Sum for Act yto SUM
-- E&, Univ Fiscal Prd Mm -~ Org oo LIKE "Org o Parameter 1"
-JE‘I':, Crg cd = Fin ohbject cd LIKE '4%' AND Accourt nbr == '26%
--J Ly Org nm L
[T = - ™
The code azsigned to a subdivizion of the Fizcal Year.
[ Properties... ] ’ Show SOQL... ] [ Ok I ’ Cancel




You can add new, edit, remove or delete
Conditions, Calculations
Percentages and Totals

| 4| Edit Warkshest

| WorksheetLayout | Selecttems | TableLayout | Sort | Parameters |

To add tems to your woarksheet, select them from the Available list and mave them to the Selected list.
Available Selected |§E—v
(‘Mems | Condiions | Calculations ~Lgh Fin coa cd
- E.-":, O ool
To edit existing st [0 Attems g Org

o, e E-"I._F‘F_tp by Conditions - g Account nir
Condltlons or b Org o LIKE ("Org od Parameter 1" E.-}, Account nm
CalculatiODS CliCl{ b W Fin object od LIKE 4% AND Accourt nbr == '2E El}‘l Fin object cd
d > Dl:‘l Fin obj oo nm
On name an < El}, nise figcal yr
choose edit or ~L et yid sUM
& Funning Total

delete below E Fim abject cd Sum for Act yvid SUM

""""" \T Org od LIKE ;"Org cod Parameter 1"

=y Fin object cd LIKE '4%' AND A it nbr == '26%'
Or to create new, N~ T Finabject PRI
click newand s G ~
choose your option . | Deete |
T e s cription svailaRle !51.- Mewy Condition...
é%_ Mewy Calculation...
| P New Percertage. . s.. || showsal. || ok || cancel
30 hewr Total...




File

e

Edit “iew Formst Tools  Help

YO .M 9

A

L

T

Add a description to the
condition: Obj Codes
6618 - 6621 \

81

Phone Charges

TniFi

E'@ My Conclitions

Jv Account Mbr == "Account MNbr Para
VAV o ccount Ny == :"Account Nar Para

I BV A

What would you like to name your condition’?

'Type a name or
Generate a name for
4 the condition }
&)

Conditions

(Use conditions to retrieve more specific information)

g

(l Generate name automatically

! ((Fin Ohject Cd == ‘518" OR (Fin Object Cd == '6621")

gt description wwould you like to give your condition?

Formula

Click one of the Insert buttons to creste newy tems or conditions. Shift-click to select muttiple tems, or drag items to

reorder.

Graoup

Itern

Candition

| Fin Sub Ohj Cd | Fin Sub Ohj Cd Mm | Fin Balance Ty

If your condition
includes a range or
multiple values, click on

| Walues

| O -

:|C3uf I Entry Actusl Fin Object Cd | |==

- || 518

ey I Cauf Gl Entry Actual Fin Object Cd |'

==

¥ 6621

You can always, remove, edit or

delete a condition by

right

clicking on the condition name
or using the ‘Edit Worksheet’

icon

Remember...

| Removing from Worksheet allows

you to keep the condition and
choose to use it again, DELETE,
removes it from your worksheet.

o in the wwarkbook "Waorkhook 1°.

(Fin Object Cd =='8618" OR (Fin Object Cd == '"6621"0

| Ok || Cancel |

‘Advanced’ and choose an
option from the ‘Insert’
menu

Click OK to
continue

{ gy Fin Object Cd
| gy Finy Cibi Ced Blim
; [T¥l I sheet1 |

4]




File Edt View Format Tools Help
LY SG M. DM 9 02 B % 8.V, :
Calculations
B:U ===K2 » oY BB BY « . ”
Use “Calculations” to add, subtract,
Available ftems: . o o
LR % eV /el multiply, or divide
r tems |/Cnm:|ijnns |/ Calculations | b Fincoacd| ¥ Orged | ¥ Orgnm b Accourt nbr |k Account nm ¥ Fin ohject cd | ¥ Fin obj cd nm b Univ fiscal yr | b Ac
List | Al kems ¥ | Zo 1571 Food Science & Human Mutrition | 5440700 Jack Lough/Dick Carton Scholarship - # 15993 4 | 4105 Gitts-PrvtFoundatn | 2010
) Zo 1571 Food Science & Human Motrition | G440700 Jack LoughyDick Carton Scholarship - #135993 4 Giftz-PrvtFoundatn | 2011
Ei_:é Wy Calculations Zo 157 oo scinncg # bman biddion| i itn_Finel i1 Giftz-PrvtFoundatn | 2010
- v Runing Total co 15M | 4| New Calculation ﬁ Gitts-PrytFoundatn | 2011
fc}g My Percentages Zo 1571 Gitts-PrvtFoundatn | 2010
B3 My Totals = 1o What do you want to name this calculation? Ot PrPounetn 12001
: - co 1571 = . Giftz-ProtFoundstn | 2010
""" ¥ B Fin objzct oo Sum for Act A SUM | | | 72 1571 ) Gits-ProtFoundatn | 2010
| Calculation | -
Zo 1571 Gitts-Prvt/Foundatn | 2011
co 1571 Gifts-PrvtFoundatn | 2010
oo 1571 Select tems and functions from the list on the left and paste them into the calculation. Gifts-PrvtFoundatn | 2011
Zo 1571 Gitts-PrvtFoundatn | 2010
co 1571 Show: | Selected feme -| Calculation: Gifts-PrvtFaundstn | 2011
o 1571 Gifts-PrvtFoundatn | 2010
o 1571 L Account nbr Gifts-PrvtFoundatn | 2011
o 1571 Lgh Account nm Gifts-PrvtFoundatn | 2010
o 1571 L% Actiytd SUM N Gifts-ProtFoundstn | 2011
o 1571 [gh Fin coa cd > Gifts-PrvtFaundstn | 2010
s 1571 (g4 Fin obj cd nm Easte Gifts-PrvtFoundatn | 2010
Zo 1571 El}l Fin object cd | W Gitts-Prvt/Foundatn | 2011
co 1571 Gifts-PrvtFoundatn | 2010
o 1571 Eﬂ Org cd E Gifts-PrFoundstn | 2011
Zo 1571 L Gitts-PrvtFoundatn | 2010
0 1571 LiEs b | insert Formula from Tempiate » | | SifsPrFoundain 2010
o 1571 The unigue numier to identify s~ ——— Gifts-Prvt/Foundatn | 2011
oo 1574 poal of funds assignedto a ... | + I = I ® | / | o | ( | } | | | Gitts-PrvtFoundstn | 2010
Zo L Gitts-PrvtFoundatn | 2011
co 1571 Gitts-PrvtFoundatn | 2010
o 1571 Help | Cancel | Gitts-PrvtFoundstn | 2011
Zo 1571 Gitts-PrvtFoundatn | 2010
Zo 1571 Food Science & Human Mutrition | 6463220 Kendall Graduate Schalarship -#802135 Gitts-Prvt/Foundatn | 2011
Selected tems: Zo 1571 Food Science & Human Motrition | 5453260 Brewing Science and Technalogy Program - # 6265 Giftz-PrvtFoundatn | 2010
— Zo 1571 Food Science & Human Mutrition | 6469260 Brewing Science and Technology Program - # 6265 Gitts-ProtFoundatn | 2014
/7 &l = "|
-§1
5"'% Fin coa cd H o 1571 Food Science & Human Mutrition | 5314190 Coaking With Kids: Integrating Classroom-Lsda-Csrq 4205 Grants & Contracts § 2010




File Edt View Format Tools Help
T e ]
RVOSQ C. DM 9 A= 5 % &.V%. 3 8 Total
otails
B:U ===K® » *W BB &L “« ’
Use “Totals” to get the sums, averages,
Available tems:
LR %ULT 7 &l counts, etc from the data
=+ & A oay
r tems |/Cnm:|ijnns |/ Calculations | b Fincoacd| ¥ Orged | ¥ Orgnm b Accourt nbr |k Account nm ¥ Fin ohject cd | ¥ Fin obj cd nm b Univ fiscal yr | b Ac
List | Al kems ¥ | Zo 1571 Food Science & Human Mutrition | 5440700 Jack Lough/Dick Carton Scholarship - # 15993 4 | 4105 Gitts-PrvtFoundatn | 2010
o Zo 1571 Food Science & Human Motrition | G440700 Jack LoughyDick Carton Scholarship - #135993 4 Giftz-PrvtFoundatn | 2011
: ' o . 1
: "'"v'& Funning Total 20 |
E}‘g My Percentages ﬂ ]
E“i:f My Totals o Which kem would you like to create a total on? Example |
: o co ]
=/ & Fin object cd Sum for Actlytd SUM | | | = k. Actiyta sun ~ M1 M2 | n1 | on2 3
E l A aail 10 10 |
o | What kind of total do you want? 12 aaz 10 10 ;
H i BB bbb 10 10
[ feo sum - | 4 b2 | 40 | 4@
You can Addz all the values, then applies the calculation to the result. 5 A0 I
Grand tOtal Where would you like your total to be shown?
at bottom, (%) Grand total at bottom
\ - The example ahove shoves & Sum total calculated
Or orou * | Subtotal at each change in: A
8 i P You can N
our ata What label do you want to be shown?
y |:| Don't dizgplay total for a gingle row = - - fOI‘mat data | |
ss]
Do you want to calculate totals within each page? |5um | - o
(#) Calculate totale within each page. Generate label automatically | Format Data...
) : Calculate totals across all pages.
Help
raduate Scholarship ;
Zo 1571 Food Science & Human Mutrition | 6463220 Kendall Graduate Schalarship -#802135 Gitts-Prvt/Foundatn | 2011
Selected tems: Zo 1571 Food Science & Human Motrition | 5453260 Brewing Science and Technalogy Program - # 6265 Giftz-PrvtFoundatn | 2010
=— Zo 1571 Food Science & Human Mutrition | 6469260 Brewing Science and Technology Program - # 6265 Gitts-ProtFoundatn | 2014
= | =
-5 A
EE Fin coa cd o oo 1571 F - " - — N
i ood Science & Hurman Mutrition | 5314190 Cooking with Kids: Integrating Classroom-Uzda-Carg 4205 Grantz & Contracts f2010




File Edt View Format Tools Help

ewvl@od OO

zﬂ}v%v@'%'@ I@@

Percentages

B:U ==s=h® » W BB BL
Available tems:
Len%etrsel Note that you
r tems |/Cnm:|ijnns |/ Calculations | b Fincoacd| ¥ Orged | ¥ Orgnm ¥ Accour can Only Create ¥ Fin ohject cd | ¥ Fin obj cd nm b Univ fiscal yr | b Ac
. - ' [aral 4574 s O L hldedises | Cd dOTO0 A0 d | d40l it Do d T el mde E Nyl -
st [0 Attens B a percentage on [
E@ My Calculations . a data pOlnt’ no
:""v'& Running Tetal What do you want to name this percentage?
'ﬁg My Percentages | Percent Actl ytd SUM teXt fieldS. hi1 | hiz | n | %
EHGS My Totsls sf | aal | a0 a0%
v.-g Fin ohject cd Sum for Actl vid 5 Generate name autematically 2 aaZ 0 20%
I 3| BB bb 30 30%
Which data point do you want to base yvour percentage on? a bb2 20 0%
5 100 % I
|3 Actiytd sUM - |
Calculate as a percentage of: You Can ]
() Grand total of all values ]
() Subtotal at each change jn: The example above showves 5 percentsag forIIlat and
CaICUIate E;': sample data with both totals shown. label the
percentage aS ﬁu you want to calculate percentages within each page? LA TEIEE AR LS SRR T data B
Grand total OI‘ -:EZ' Calculate percentages within each page Show grand total and grand total pe -
() calculate percentages across all pages Label | Percent | (=] l
subtotal at each p——
Format Data. .. |
change in a
certain field
Help | 0K _J | Cancel
s 1371 Food Science & Human Motrition |G469220 Kendall Graduate Scholarship -#a0A135 Gifts-PryvtFoundatn | 2011
Selected tems: Zo 1571 Food Science & Human Motrition | 5453260 Brewing Science and Technalogy Program - # 6265 Giftz-PrvtFoundatn | 2010
=— Zo 1571 Food Science & Human Mutrition | 6469260 Brewing Science and Technology Program - # 6265 Gitts-ProtFoundatn | 2014
= | =
-5l B
EE Fin coa cd o oo 1571 F - " - — N
PR ood Science & Hurman Mutrition | 5314190 Cooking with Kids: Integrating Classroom-Uzda-Carg 4205 Grantz & Contracts f2010




You can change the

- _ Table Layout

Click on a heading

(v ] and drag to new [0S

| Worksheet Layout | Selectiems | Table Layout | Sort | Parameters | location
To change the layout of information in your swarkzsheet, click and drag the column headings to theflocation you want. To change format |
zettingz, click the ‘Properties. " button.
|:| Show Page ttems |:| Hide Duplicate Rows
Fincoa cd | Qrg ed | Qrg nm | Account nbr | Account nm | Fin object od RN ORERGl Lniv fiscal yr | Actl ytd
1
2
3
4
5
6
¥
8
g
10
11
12
13
14
K i | ]

Properties... ] ’ Show SQAL... ] L OK 1 ’ Cancel ]



e

Add, Delete, Move or Format a
Sort Option

-

| £ Edit Worksheet

-—— —

L =]

- iv fiscal yr | |

| Workshest Layout | Selecttems | Table Layout | Sort | Parameters

sorted column inthe warksheet.

Click &dd and then select & column to sort. Select the Group sort type to hide repeated cell values in a column. Check Hidden to hide &

J Column Direction Sort Type | Hidden |
Sort by I’E;'g Fin object cd * || Low to High = || Group Sort '] |:|
then by ’E;'g Account nbr '][ Lowe to High ""Nurmal '] |:|

:

[t

 Format | Text | Breaks |

yWhen item is group sorted, at each change in value:

Insert: |:| Line E

|:| Blank Row :

[ ] page Break

T4 Food Science & Human Mutrition | 6469220 Kendall Graduate Scholarship

1571 Food Science & Human Mutrition | 6469260 Brewing Science and Technolog
1871 Food Science & Human Mutrition | 6469260 Brewing Science and Technolog
1871 Food Science & Human Mutrition | 5314190 Cooking Yith Kids: Integrating Cl
1471 Food Science & Human Mutrition | 5314180 Cooking wwith Kids: Integrating Cl
1571 Food Science & Human Mutrition | 5314190 Cooking with Wids: Integrating Cl
14871 Food Science & Human Mutrition | 5314400 Food Friends And Fun Maves: &
1571 Food Science & Human Mutrition | 5314400 Food Friends and Fun Moves: &




Add, Edit or Delete a Pai'ameter

|

| Worksheet Layout | Selecttems | Table Layout | Sort | Parameters | |
Create a parameter to prompt users to select or type a value. Click Mew to creste a new parameter. To change the current value of a
parameter, select 'Parameter Values ' from the Tools menu.

Available parameters:

Crder | Mame

' £ Org cd Parameter 1

Description

Mo description available

Properties... ] ’ Show SQL... l L oK —I ’ Cancel



File Edit  View Format Toolz  Help
e w @ @ .0 IO

ialog =1 [+] B £ U

Wwailahle tems:

, e R AL e Y 7 o0

=

Useful Tips

Double-click here to edit the title

fterms: rcﬂﬂdﬂions rCalculaﬁDnS | -t Mar | Fin Ohje . 2= . w0 Cd | Fz Origin Cd | Fdoc N Ttn Enl Fin Ohj Typ Cd | Trn Ledgr Entr Desc Trn Legr Entr &t SUM | Trn Debit Crot Cd
List | ) Altems M 6615 If Somethlng T TELO7240800335 |1 EX CELL PHONE SERVICE 100.78 |0
452 My Calculations e T TELOG250900334 |1 EX CELL PHOME SERVICE 100.79|D
& My Percantages seems armss...you T TEL10300900319 |1 EX CELL PHOME SERVICE 216.15|D
é-{ﬁ My Totals may need to T TEL11250900321 |1 EX CELL PHOME SERVICE 8599 (D
v p——— T TEL1 2290900317 |1 EX CELL PHOME SERVICE 100.74 |0
— — fEfFESh YOUI' T TELO1 261 000324 |1 EX CELL PHOME SERVICE 10083 D
T TELO7 240900341 |1 EX CELL PHOME SERVICE 10349 (D
query_ T TELOG250900337 |1 EX CELL PHOME SERVICE 7341|D
T TEL10300900322 |1 EX CELL PHOME SERVICE 140,56 |D
ac |05 cLTR T TEL11250900324 |1 EX CELL PHOME SERVICE 2921 o
ac o CLTR T TEL1 2290900321 |1 EX CELL PHOME SERVICE 3e42(D
ac  |or cLTR T TELO1 281000330 |1 EX CELL PHOME SERVICE 39.28 |0
ac m cLTR T TELO7 240900349 |1 EX CELL PHOME SERVICE 95 66 D
ac o2 cLTR T TELOG250900343 |1 EX CELL PHOME SERVICE 76.53|D
CLTR T TEL10300900325 |1 EX CELL PHOME SERVICE 176.50 |0
YOU can always remove or delete a CLTR T TEL11250900331 |1 EX CELL PHOME SERVICE s552|D
) cLTR T TEL1 2290900327 |1 EX CELL PHOME SERVICE 7647 |
1 d : d : CLTR T TELO1 261 000336 |1 EX CELL PHOME SERVICE 76.65|D
se eCte ltem’ con ltlon? cLTR T TELO7 240900357 |1 EX CELL PHOME SERVICE 58629 |0
1 1 0 1 cLTR T TELOG250900351 |1 EX CELL PHOME SERVICE 297 85 |0
Calcu atlon) Percentage; or tOta bY cLTR T TEL10300900336 |1 EX CELL PHOME SERVICE 58022 D
. h 1 1 . h 1 1 . CLTR T TEL11250900339 |1 EX CELL PHOME SERVICE 2632 D
rlg t Cl1c <1ng on t e Ccalcu atlon CLTR T TEL1 2290900335 |1 EX CELL PHOME SERVICE 28447 D
g 5 cLTR T TELO1 261 000344 |1 EX CELL PHOME SERVICE 276.54 |0
name or us1ng the 1COons abOVC. TR T TELO1 261 000344 |1 EX CELL PHONE SERVICE 13778 |D
cLTR T TEL12290900340 |1 EX CELL PHOME SERVICE 137 44 D
cLTR T TEL11250900344 |1 EX CELL PHOME SERVICE 101 .85 |0
i cLTR T TEL10300900342 |1 EX CELL PHOME SERVICE 322.94|D
Remember." CLTR T TEL0B250900357 |1 EX CELL PHOME SERVICE 137.55|D
I CLTR T TELO7 240900362 |1 EX CELL PHOME SERVICE 13755 |D
elected fte R o f 1 h 11 Sum; 4957 .74
emOVIHg rom WOT S eet allows cLTR T TEL1 2290900320 |1 EX VOICE MalL 24.00|D
N 1 h 1 1 . CLTR ™ TEL12290900319 |1 Ex LABOR SE5.00 (D
L gt Ui YOU tO <eep t € Calcu atlon and cLTR T TEL1 2290900316 |1 EX BASIC SERVICE 20995 |0
I . . DhiC A, 01 S02025 1 Ex LT Eamp;amp; amp; Thie 0517 (D
Lg Fin h
SR cnoose tO use lt agaln, DELETE, cLTR T TEL11250900323 |1 EX VOICE MAIL 24 00|
- . CLTR T TEL11250900320 |1 EX BASIC SERVICE 209.95 D
- 5
= ' removes 1t PERMANENTLY from e, o1 451878 1 EX &7 and T Mobiity bilDd 26758 |D
""—? Ff“ DV CA, 01 429052 1 EX AT Zamp; T Mokilty ze22 (D
=L Y()ur WOF](Sheet. CLTR T TEL1 0300900321 (1 EX. WOICE MAIL 24.00 | D

L ghy Fin

| gy | Inij Fimral Prol Gl

4]

| |>|IH ’.LESheeH |




File  Edit

ewla

Available tems:

“iew  Format  Tools

« O, DO a

Help

B £ U

cw BB B&

=

Add or Edit title of your
Workbook

Double-click here to edit the title

T %R Y, . . - o
Double-click to bring up edit Title b
[(tems | condtions | Calculat ouble-click to bring up edit litle box | T En| Fin Obi Typ Cdl | Trn Lolgr Entr Dese | Trn Lclor Entr Amt SUM | Trn Debit Crot Gl
| £ -
List | L) Alkems 'l 518 |2 Edii itz X CELL PHONE SERVICE 10073 |D
45 My Calculstions CELL PHONE SERVICE 100,78 |0
; 5}_‘6 My Percentages - Type the woarksheet title inta the area belovw . Click 'Insert’ to add special text codes. CELL PHOME SERWICE 2615 |D
E155 My Tetsls CELL PHONE SERVICE 83.99 D
. : — — CELL PHONE SERVICE 10074 |D
v T [ m for Trn Ldgr Entr Fort: |Dialog v| Size: 18 |:| Color: |E| CELL PHONE SERYICE s o
| B || Z || u | |§ = ||E ||§.| Background Color: ||__|'| CELL PHOMNE SERWICE 103 49 |D
| — 5 3 41D
= ~: - | Different options 5
| D= = o1 (D
= 3
Title: Accounts 1308000 - 1308 eumene [ () ~ YOU €CANINSErt b
| Phone Expenses [EE CELL PHONE SERWICE 8566 |0
[Lime; CELL PHONE SERVICE TE53|D
CELL PHONE SERVICE 178.50 |0
|| CELL PHONE SERVICE 55520
Condtions b/ CELL PHONE SERVICE 7647 |0
CELL PHONE SERVICE TEES|D
CELL PHONE SERVICE 586.23 |0
CELL PHONE SERVICE 297850
CELL PHONE SERVICE 58022 |0
CELL PHOME SERWICE 263.21|D
- — = | | E— CELL PHONE SERVICE 28447 |D
CELL PHOME SERWICE 278.54|D
C |O7 CLTR Ti TELO1 261000349 |1 Ex CELL PHONE SERVICE 13776 |D
sC |os CLTR iz TEL12290900340 |1 Ex CELL PHONE SERVICE 137 44 |D
sC o5 CLTR iz TEL11250000344 |1 Ex CELL PHONE SERVICE 10185 |D
aC |04 CLTR iz TEL10300900342 |1 Ex CELL PHONE SERVICE 32294 |D
1] | [» aC oz CLTR T TELOB250900357 |1 Ex CELL PHONE SERVICE 13755 |D
aC o CLTR T TELO7 240900362 |1 Ex CELL PHONE SERVICE 13755 |D
Selected kems: S 4957 .74
AR | |§E - BB19 aC  |os CLTR T TEL12290900320 |1 Ex VOICE MaIL 24.00|D
aC |08 CLTR T TEL12290900314 |1 Ex LABCR 58.00 (D
L gty Ui Fiscal ¥r B aC |08 CLTR T TEL12290900316 |1 Ex BASIC SERYICE 209.95 |0
—E':‘l Fin Coa Cd L - AT 05 DWiCA o 502025 1 Ex AT Eamp;amp;am; T 305817 |0
L Account Nar aC oS CLTR T TEL11250900323 |1 Ex VOICE MAIL 24.00 |0
L S et N ac |os CLTR T TEL11250900320 |1 Ex BASIC SERVICE 209.95 | D
e aC |04 DvCa, o 451575 1 Ex AT and T Mokility billDe] 267 55 | D
L Fin Object Cd ac o4 DWCA o1 4290852 1 Ex AT &amp; T Mobility T2 |0
'"-E_':l Fin Sub Obj Cd ac o4 CLTR it TEL10300900321 |1 EX VOICE MalL 24000
L Fin Balance Typ Cd L [4] [ [»]
-

l

| gy | I Fimrial Pred Crf

-L E Training |




File Edit “iew Format Tools Help

Y e e i i Al 2y 2= X 2, 3 7 = C l * *
RV SHQ T.DMa 9 i S ASEY olumn Formatting or Moving
| ity ~ln [*] B £ U =E=B®» » ¥ BB B A&
Avyailable kems: . . . . )
YT nght clickin a Title: Accounts 1308000 - 1308050
Pe = L = 1 h d d Phone Expenses
rﬂems r Cancltions r Calculztions | column €a lng an p Cd | F= Origin Cd | Fdoc Mer Trn En| Account Mm Simoi Tl Ten Lelgr Ent [
" __ _ el h 1 bl 2 T1 TELO7240900335 |1 Departmental Copy CELL PHOME 5
st |8 FNEINE] L=l 4 | |E the avallable action T TELOG250000334 |1 |Departmertal] &= Remove from Warkshest CELL FHONE 5
Y . T1 TEL10300900 CELL PHONE 5
i options T, Cotmnteocer [ e s
x »
£1E5) Cout Detail 1 d T TEL1Zzangny  Pae tems | Formet Data
v ik Frocal are liste T TELOIZpA00324 [T |Deparimertal] o CELL PHONE 5
o T TEEE . T Tg251000312 |1 | Departmertal el TEaang. - CELL PHONE 5
g Fin Coa Cd ac | CLTR g A TELo72a0800341 |1 Cob-Marketing ot Heading... CELL PHONE 5
| ac (02 CLTR T ”  |TELOR250900337 [1 Cob-harketing ~ Format Table... CELL PHOME =
L count AC Cob-Marketing Conditional Formats... CELL PHONE 5
T min ac You can drag CabMarketing CELL PHONE 5
Lo [ max ac Cob-Marketing ~ -oMmn¥idth... CELL PHONE 5
W AC Cob-Marketing ¥ Column Auto Size CELL PHOMNE 5
-+ Lgh Sub Acct Mer columns to
i+ gh Fin Sub Obj Cd hem TEETrEEY -
B —— Treposition them or o St Lw ToHeh R
VLo Fin HEence Tyn &0 . Undergraduste S0t High To Low CELL PHORNE =
[]w"’_ﬁ Univ Fizcal Prd Cd . Fi¥ed use the MOVe TO lf Indergraciust . CELL PHOME S
G+ Lgh Frioc Typ Cd ac . . Uncergracuat el _ CELL PHONE 5
[H-+f g F= Origin Col aC YOu are mOVIHg lt Indergraciuat Manags Links... CELL PHONE 5
[+ Ly Fdloe Hbr AC Undergracuste Ri EX CELL PHONE 5
(5 Trn Enr Seq Nbr AC Several COIUI NNsS Information Technalogy For Students | EX CELL PHOME 5
oLy Fin Ob) Typ Cd AC Imfarmiation Technology For Students B CELL PHORNE &
BVt Trn Lgr Entr Deso aC |04 CLTR T TEL10300800336 |1 Information Technology For Students | EX CELL PHONE 5
E D T Lt Entr At sz |os CLTR T1 TEL11250900339 |1 Information Technalogy For Students | EX CELL PHOME 5
i AC_ |06 CLTR T1 TEL12200900335 |1 Information Technology For Students | EX CELL FHONE 5
t Trm Lelgr Entr Amt honzas [1 Information Technology For Students | EX CELL PHONE 5
B+/Lghy Trn Debit Crot Cd Rem em ber Y()u can also 000333 [1 [Infarmation Technalogy For Studerts [EX CELL PHONE 5
[+ g Transaction Dt = BOO3E2 |1 Development Aotivities EX CELL PHORE 5
> h : m : h l h00357 |1 |Development Activiies Ex CELL PHONE =
use the 1tems in the too B00342 [1 Developmert Activities Ex CELL PHOME 5
Selected tems: b b h B00344 |1 Development Activities Ex CELL PHOME 5
T s T B ara Ove, sucn as 800340 [1 Developmert Activities Ex CELL PHOME 5
5 . 5 000349 [1 Developmert Activties Ex CELL PHONE 5
L gy Fin Coa Cd = hlghl]ghtlng a COlu ImMn and 000339 [1 Developmert Activties Ex CELL PHORNE 5
- g Univ Fiscal ¥ L . « . 9
g Sub Aect Nor ChOO Slng Left All gn or 800337 [1 Departmental Academic Administration | EX BASIC SERVIC
ﬂ":‘l Fin Ohject Cd 200340 (1 Departmental Academic Administration | EX WOICE MAIL
i M » 1 Departmental Academic Administration | EX Dean Menon's
- gy Fin Sub Obj Cd C Al
E_'Ij fn L enter 1 n B00333 |1 Departmental Academic Administration | EX B&SIC SERWIC
"L Fin Balance Typ Cd o [ R rEEUEEm 00336 |1 Departmental &cademic Administration | EX WVOICE MAIL
Ly Univ Fiseal Prd Cd | F | | | | » |
-y Fedoe Typ Cd |
ﬂ-',:l,_ i i LETraining |

-




File Edit ‘iew Formst Tools Help

RV S N.DMd 9 niv= % % & % & Stoplight Formatting

L2 BB E*‘

B £ U [=
Availahle tems: .
_ 7 Title: Accounts 1308000 - 1308050
- £ i "
e & & /s & W Phone Expenses
[hems | Conditions | Calculstions | Fin Okject Cd | Fin Sub Ok el ‘ Fin Bali Uity Fisc( Fdac Tvp Cd ‘ Fs Crigin Cd | Fdac Mar | Trm Err‘ Fin Obj Typ Cd | Trn Lelgr Entr Dese | Trn Lelgr Ente Amt SUM | Trn Debit Cret Cd | b T
List | € Financisl Reperting 1R =R — &) [ Sigptiulit Furia 124 [ CELL PHONE SERVICE 10543 |0
=i = CELL PHOME SERICE 7341 |D
B Whiat would you like to name your stoplight formsat? CELL PHOME SERYICE 14056 |0
= CELL PHOME SERVICE 2921 |0
H ﬂ . - | | Generate name automatically CELL PHOME SERVICE 3542 (D
7 Caut Detail CELL PHONE SERVICE 39.28 D
[]"w"’_ﬁ Univ Fiscal %'r | - Which data QDiITt ywoulld yau like to format’ CELL PHOME SERYICE 95 EE D
B+ gy Fin Coa Cd W =1 ||cELL PronE sERvicE 7653 |0
=2 e A CELL PHONE SERVICE 17550 |D
L& CoUmT What are the thresholds for unacceptable and desirable data ranoes? CELL PHONE SERVICE 5552 |0
T3 M CELL PHOME SERVICE 7647 |0
0L max Unacceptable: | i | CELL PHOME SERVICE 7665 |D
- S At Mo CELL PHOME SERVICE 13775 |D
'F‘ Acceptable; Between Unaccentahle and Desirable D CELL PHOME SERYICE 13744 D
e
¥ Ly Fin Object Cd CELL PHOME SERVICE 10185 |0
[+ J_iﬂ Fin Suk Ob] Cd - QE-'SII"ENE. | | . | Edit §D|CII"S... CELL PHOME SERVICE 32294 |D
[#-+fLph Fin Balance Typ Cd e ) CELL PHOME SERWICE 13755 |D
(+-+Lgh Univ Fiscal Prd Hidle deta values for stopight formats CELL PHONE SERVICE 13755 |D
B+l Felac Typ Cd Deseription: | Unacceptable Acceptable Desirable CELL PHONE SERVICE 585,29 |0
E-+Lgh Fs Origin Cef — CELL PHOME SERVICE A7as b
i Lgh Felac N CELL PHOME SERICE 58022 |D
e S CELL PHOME SERVICE 26321 |D
Ej-n ;m Z:rTseqC:br el | ok || cancel CELL PHONE SERVICE 28447 D
o n ol Trp CELL PHONE SERVICE 27654 |D
El-vLgh Trm Legr Enr Desc &C |07 CLTR T TELO1 261000324 |1 EX CELL PHONE SERVICE 10089 |0
b+#L gz Ztrm Lodgr Entr Amt sc (0B CLTR ™ TEL12290900317 [1 EX CELL PHOME SERVICE 10074 |D
B+ L Trm Lotgr Entr At AC |05 TR T TEL11 250900321 |1 EX CELL PHOME SERVICE 5693 |0
B+ gy Trm Debt Crett Cd = aC |04 CLTR T1 T
= A |02 CLTR T T -
The Stoplight format allows you to
a&C |0 CLTR T T
Selected kems: 1 d . .
= 7 6 @ |—jE <1 | [ee1a e TR m T COl10r coae various I‘anges 1mn your il
A = AT | CLTR T T 1 h 241
[ g Ui Fiscal r B T TR T T worksheet A
~Lgh Fin Coa Cd aC |z CLTR T1 T : 258
34 Sub Acct Nr aC |04 CLTR T TEL10030900294 |1 Ex BASIC SERYICE 4324 |0 06-0
A, AC |04 CLTR T TEL10050900301 |1 EX VOICE MAIL 5.00|0 08-0
= aE aC |04 CLTR T TEL10300900331 |1 Ex BASIC SERYICE 1924 |0 300
1 Fin Suk Obj Cd aC |04 R T TEL10300800333 |1 |EX VOICE MAIL 200D 300
el L f
L Fin Balance Typ Cd s |05 CLTR 1 TEL11250900334 |1 EX BASIC SERVICE 4924 |D 251 w
g Univ Fiscal Prd Cd L [T ]
| #h Felar, Twn O |
1] | [»] LE Trairiing |




Under ‘File’, choose

File Save As

[§ )
Save As... Edit View Format Tools

ey Cirl-h
Open... Cirl-0
Close

|
‘u: ‘““” 3
=

Export...
Export to HThL

Export to Excel

Share...

Page Setup...
Print Presies
Prinit... Ctrl-P

Warkbook Properties. ..

E:xit

.
| £| Save Workbook to Data

Click (+) sign next
to your name, give
the file a name, and
click ‘Save’

Mew name:

Wiew: ’AII Workbooks | ’ C}ear]
ﬂ E Workbooks:
—— || [Name s /  |modified '\

:'. - =3

Mow 19, 2005 3T PM
How 15, 2005 4.08 PM
Mow 20, 2005 2:35¢M
Mow G, 2009 4:40 P
Mow G, 2009 3:11 PM
Mar 19, 2010 1:34 PM
Dec 4, 2009 12:11 PM
Mow 30, 2005 158 PM
Dec 3, 2009 8:15 AN
Mow 30, 2009 11:45 AM
Dec 1, 2009 3:33 PM
Dec 1, 2009 3:10 PM

|HEFACodes

"

[ Save I’ Cancel ]




Edit ‘ieww Format Toolz Help

File Export - Step 1

-y Unii Fizcal Prd Cd

ﬁew kN B MMwl @ #H= B L S TL.E 8
il e u B==62 , o2 BB B
o s - Title: Accounts 1308000 - 1308050
’ | Phone Expenses
‘ﬁwf r || || rotitca Finub onica| i B ok Fic it Typ [ o rn | If you have more than one z
P e e e M worksheet in a workbook, you can
stare. ) = « = == T choose to export entire workbook, or [
E:g:ze 'K Useful Tip: avoid T 2 Eaport - Step 1013, ééuegj just the current displayed worksheet. %
Z::kb the temptation to E What do you want to export? I ;z;g_
= | use the Exportto [ — R s
- Excel button in the — ) abk T,
EEE Oracle Discoverer — =
4 toolbar. This does | — 2
=1 NOT give you the — e
¥ option to specify the — zso
. directory to which | ) — ex
.7 youwishtosave — ; S s
e your file. | Rexts =
= 7/ -1 24l
K3 S;‘_ EE o et~ | [ gnisn || cancel | EE’J:L
B swon o R S ) (R VoRERAL “salp e
~Lgh Fin Balance Typ Cd A ns CLTR T TEL14 250000334 |1 EX ELSIC SERYICE 4924 (D DEN] -

d ]

0

E Training |




Edit ‘ieww Format Toolz Help
New.. o bl @ fAE R E.V.E &S Export - Step 2
Qpen... Ctrl-0
= 00 o0
Cloze u = I E:S- B- % k}
Save Ctrl-= | s A
= ounts 1308000 - 1308050
- 1. Choose the format hone Expenses
T iEmor Step T0rE Fom_ L :'ﬁ*ﬂj Typ Cd | Trm Logr Entr Desc | Trn Logr Entr Amt SUM | Trn Dekit Cret cd | b T
L L& - of 3
Export o Excel ' | |_ CELL PHOME SERVICE 10349 |0
‘What export format de you want to use? CELL PHOME SERMWICE 7341 (D
Share Table: | Microsoft Excel Workbook (*xls) CELL PHUINE SERVICE 1405610
HAre... : . CELL PHOME SERVICE 2321 |D
YNNI Microso i Excel Warkbook (+.ds) CELL PHONE SERVICE 3642 |D
Fage Setup... Microsoft Excel Workbook with PivotTable (= xls) -
Prirt Prewvigw | Destination: |Portable Document Format (*.pdf) Browse... CELL PHOME SERVICE 39.28|D
Prirt CH-P | Hyper-Text Markup Language (*.htm}) CELL PHOME SERVICE 9568 |D
... | What 80 YOUTo o (Tab delimited) (= bet) CELL PHOME SERVICE 7653 (D
Winrkbook Properties .. | Name: CSV (Comma delimited) (*.cev) CELL PHCRE SERWICE 17550 |0
| Formatted Text (Space delimited) (*.prn} . .
Ext , Orac Reports (xmi) 2. Choose the destination of the
b g max I .
5 g Su et o | export and the name of the file
[}JEE, Fir Balance Typ Cd nat ¢ format g " . 25-4
&+ ghy Ui Fiscal Prd Cd 21 export Tormat o0 ¥Ou wamt fo uss? 241
B+ gy Fedac Typ Cd Table: | Microsoft Excel Workbook (*xis) | 24-11
- igi 54
& JEI?J F= Origin Cd Where do you want to save the file?
B+ gy Fedac: i | I | -0
[]..JE&] Trn Entr Seq Nbr |—| Destination: | C:\Users\Defaul Browse... 251
Help -
[}-JEI?:I Fir Chj Typ Cd - What do you want to name the file? jg JD,E
B+ g Trm Letar Entr Desc e o LR Name:  |HEFACodes | 281
B+ 3 Ztrn Lolgr Entr &mt Az |08 TR 29D
-+ L gk Tem Lelgr Ertr At ac |05 CLTR 25-M
B+ gy Trn Debit Crot Co = aC |04 CLTR 30-0
= ac oz CLTR Eha
A |m CLTR o 24-JU
Selected tems: C11C1<
= 7 & 0 | = | ] & |m CLTR: 24-JU
= i |0t cLTR 24
L gty Ui Fiseal Yr B Az |02 CLTR Mext > 258
~Lgh Fin Coa Cd i aC |0z CLTR 257,
{4 Sub Acct Mr AC |04 CLTR 08-o
[ gh Fin Ohject Cd A CLTR e
T Fin 5 OB Ca sz o4 CLTR || Hep | [ <Back || mext> | [ Finish || cancel ||| 30-0
o Fin =t &8 AT |04 [ ———————————— 30-0
~Lgh Fin Batancs Typ Cd ac oS CLTR g TEL11250300334 |1 EX BASIC SERVICE 4924 |0 251w
- gy Univ Fiscal Prd ¢ L [T 1 Iy
- b Feloie; Twn Crd |~
4] [ [+ LE Training |




Edit ‘iew Format Tools  Help

Mew a BN wl @ 2R E OB XL SV, E AA
Open. Cirl-0

Cloze = I f o b in A
e you set up parameters in you

Export - Step 3

workbook, you will see this as your

unts 1308000 - 1308050
one Expenses

Step 3. TrmErl Fin Okj Typ Cdl | Trn Leigr Ertr Desc | Trn Legr Entr Amt SUM | Trn Debit Cret cd | b T
Export 1o Excel ‘ ‘ - ' ' ' 1 10349 |0 24-0l] &
) | £:| Export - Step 3 of 4: Edit Parameter Values ﬁ 73410 25-A
] 14056 |D 30-0
share... _ . . 2921 |0 25N
Page Setup.. Pleaze select values for the following parameters for 'Sheet 1' w4200 0.0
Prirt Preview |1 Select values for the following parameters: 3828 |D 28-J4
. 9566 |D 24-|
Erint... - Select one or more values for Account nbr®: | | 7653|D 258,
‘Workbook Properties... 1785010 30-0
5552 |0 251
Exit 1 7647 |D 200
L e 7655 |D 264
-y Sub Acct b 1477810 284
B+ g Fin Okjsct cd 197410 2D
o Fin Lhle 10185 |0 250
-+ gy Fin Sul Ok C 329410 0.0
[}JE& Fin Balance Typ Cd 13755 D a5_a)
B+ gy Univ Fiscal Prd Cd 13755 |0 24-U)
B+ gy Fedac Typ Cd 58629 | 24-11
B+ gh Fs Origin Cel 28785 |0 25-4,
-/ Lgh Feloc N 3802210 -0
F-+#L gy Ten Entr Seq Mor O B3 |0 25N
-+ Fint OFj Typ G C 1CK 5447 D 26D
o Fin &l Trp Description 7554 |0 26-J4
F-+ gy Ten Lefgr Entr Desc . G CERY.
43 Ztrm Loar Ertr Amt Uz 3% as a wildcard NeXt > 7alo oD
[]--JE‘;; Ter Lo Ertr At = 5599 (D 25
B+ gy Trn Debit Crot Co = * indicates required field. 16.15|D 30-0
i 400749 D 254
10079 |0 24-
Selected tems: :
Fiected tems | < Back " Mext }_J | Cancel | |
=R o = R 48.24 D 2411
- L) |:. | — an0|o 24-|
L g Uniiv Fizeal v ] [iF] CLTR T1 TELOA250000346 |1 EX EASIC SERVICE 4924 D 254
{34 Fin Coa Cd - 02 CLTR T1 TELO8250000348 |1 EX YOICE MAIL a00|o 25-4)
L2 Sub Acet N 04 CLTR 1 TEL10080900294 |1 EX EASIC SERVICE 4924 D 080
. 04 CLTR T1 TEL10080000301 |1 EX WOICE MAIL a.00|D 080
g Fin Object Cd
04 CLTR 1 TEL10300900331 |1 EX BASIC SERVICE 4924 |D 300
[ gh Fin Stk Ohj Gl
: 04 CLTR T1 TEL10300000333 |1 EX WOICE MAIL amo|o 30-0
~Lgh Fin Balance Typ Co 05 CLTR T1 TEL11250900334 |1 Ex BASIC SERVICE 4924 D 251 -

- gy Univ Fiscal Prd ¢
| g Fdoe Tyn Cdd

1]

[4]

d ]

0

L E Training |




Edit ‘iew Format Tools  Help
bevw... bl B gl @ #EE R VU E.V.E 8H
Qpen... Ctrl-0 e
Close U =S ==R®» ,_ 0% Eﬁ_'Es_E*&

Title:

Export - Step 3

(or 4 depending on previous step)

Accounts 1308000 - 1308050

Choose supervised or unsupervised export process.

- gy Univ Fiscal Prd ¢
| g Fdoe Tyn Cdd

i . Iy BsC Trr Logr Ertr Amt SUM | Trn Debit Crot Cd |+ T)
Always opt for supervised as this allows you see if there are

Export ta Excel . \ RVICE 10349 |D 24-J

any problems encountered while exporting the results 7341 [o %4

RVICE 14056 |D 30-0

share... aAC |03 CLTR T1 TEL11250900:324 |1 EX CELL PHOME SERVICE 2021 |D 251

Page Setup... ac |08 CLUTR T1 TEL12290900321 |1 Ex CELL PHOME SERVICE 642 |0 200

- . 5 N 3023 |D 28-J4

Brirt... Cirl-P : 75530 38
Workbook Properties .. L Do you want to supervizse the export process? 1783010 30-01™

5552 |0 254

Eut : (3) Supervized 7547 |D 290

RE L B ol will be asked to resalve any | Lt 26

¥ ISSUES 13778 |0 26

-+ g Su At Har B thst occur during the export process. 174210 29D

B+ Lgh Fin Ohject Cd B O Unsupervised 101 85 | D 251

B+ ghy Fin Sub Obj cd N | =l 2294 |0 00

B+ g Fin Balance Typ Cd n Dizcoverer wil automatically run all queries before 13755 |0 358

-+ L ghy Uritv Fiscal Prd G N weorksheets are exported and will ignore all alert messages. 13755 D -1

B+ gy Fedac Typ Cd B 58629 | 24-11

L gh Fs Crigin Cad L 297850 254

-+ Feloc Mer Ll 580.22|D 30-0

[]--JE;-'J Trn Entr Seq Mor - 26321 |0 25N

o 28447 D 29.D

[}-JEE, Fin Ohj Typ Cod w 765410 CNY.

F-+ gy Ten Lefgr Entr Desc n 100890 257

B+ 3 Ztrn Lolgr Entr &mt | 10074 |0 20.T

BH-+fL gk Trm Ledgr Entr &t | . 9a|o 25

/L Trn Dekit Cret Cdf = CllCl( 15D 30-0

= i 79]D 258

R EZIE 24-J]

Selected tems: I FlIllSh 74

_ .\ =<1 | e 24]D 24-

c /&0 E-) i s 24-01

[ g Univ Fizcal *rr = #5240 25-A

Lo A e (g o | Cooen ] (omon] —22E =

- gh Sub Acct Mo Ll _ : -

~ g Fin Object Cd —— — L 1 180

Az |04 CLTR T1 TEL10300900331 |1 Ex BASIC SERVICE 4924 |0 30-0

L Fin Sub 08 Caf sC |04 LR T TEL10300800333 |1 |EX VOICE MALL 500D 300

~Lgh Fin Balance Typ Co sz |os CLTR T TEL11250900334 |1 Ex BASIC SERVICE 4924 D 251

d ]

0

1]

[4]

L E Training |




Edit ‘ieww Format Toolz Help

L] L]
New.. o M al = 5 %, . V.7 A& Export - Finish
Qpen... Ctrl-0 1
Close u = ) E""o 0'& @v @v Eé}-" QX}}
Save Ctrl-= | s A 4
= La 1308000 - 1308050
'@ Export Log - Successful or Expenses
Unsuccess ﬁ 1 Trm Erd Fin Obj Typ Cd | Trn Lodgr Ertr Desc Trr Lelgr Entr At SUM | Trn Debit Cret Cd | F T
Export to Excel :| | Q;. . 111 EX CELL PHOME SERVICE 103490
| —
o] <, Export Log . + Iﬂhj PHOME SERVICE 7341 |D
= - PHONE SERYICE 140,56 | D
share. . PHOME SERVICE 2321|D
Page Setup.. Export complete PHONE SERVICE 3342 |D
. . PHONE SERYICE 3925 |D
Prirt Prewvigw - — . .
Prirt CHLE Files exported to: C:Wsers\crhastintDocuments PHCME SERWICE 95 FE (D
=t ™ _ PHONE SERVICE 76530
Workbook Properties... I Sheet Mame File Mame Status PHONE SERVICE 178500
Sheet 1 HEFACodes xls Sheet exported success... || PHCME SERVICE 5552 |0
Exit PHONE SERYICE 7647 |D
T Dk Max PHOME SERVICE 7655 |D
-+ Ly Fin Chject Cd -
L | PHONE SERVICE 10185 | D
" ! i i
#Lg Fin Sub Obj Cd . | PHONE SERVICE 32294 |D
/Ly Fin Bialance Typ Cd ! || FHOME SERVICE 137.55 |0
B/ g Univ Fiscal Prd Cd i | PHONE SERVICE 137 55 |D
B+ gy Fedac Typ Cd PHONE SERVICE 58529 | D
B[k Fs Origin Cd PHONE SERYICE 20785 |D
-+ Feoc N PHONME SERYICE 56022 D
- | PHOME SER'ICE 26321 |D
[#+fLg Trn Ertr Seq hbr "]
oy [.1 it Open the first exported sheet | PHONE SERVICE a4 470
o THER _ | PHONE SERVICE 27654 |0
Ly Trm Leigr Entr Dess | | Hep | | ok | |[[PHonESERVICE 10083 D
B-+/L gz Zten Lolgr Entr Amt | _ _ PHONE SERVICE 10074 |D
[+l gis Tem Lelgr Entr Amt L IS e = eSS T — 4 PHOWE SERVICE 5599 |D
B+ gy Trn Debit Crot Co = sC |04 CLTR 1 TEL10 . 21615 |D
: sc (o2 CLTR 1 TELDA CllCl( 10079 |D
s [of CLTR 1 TELOT 10079 (D
Selected kems: Sum: 4957 74
S | |§5 ~| | 8819 ac |01 CLTR 1 TELO? OI( 4924 D 24-|
== s o CLTR 1 TELO? am0|o 24-J1
-y Uniiw Fizcal v'r = AL |02 CLTR T TELDA 4924 D =
-E’IZ‘I Fin Coa Cd --- A 02 CLTR T TELDS z=rem=ereryT EX CICE AL Q.00 (D 25-4)
L2 Sub et hor sC |04 CLTR 1 TEL10080900299 |1 EX BASIC SERYICE 4924 |D 08-0
L8 i Ot Cd & |04 CLTR 1 TEL10080900301 |1 EX WOICE MAIL a0 (o 08-0
el aE sc (o4 CLTR 1 TEL10300900331 |1 EX BASIC SERVICE 4924 |D 30-0
L1 Fin Sub Ok Cd AC |04 cLTR T TEL10300900333 |1 EX WOICE MAIL am|o 300
e
L Fin Balance Typ Cd ac oS CLTR T1 TEL11250900334 |1 Ex BASIC SERVICE 4924 D 251 -
-y Unii Fizcal Prd Cd || 4 | | | » |
| #h Felnr, Twn O |
1] | [»] LE Trairiing |




) Connecting.. ‘ | M v B v m v Pagev Safetyv Toolsv |

Open or Save File

Choose to Open or Save File

,

Do you want to open or save this file?

x| Ly MName: HEFACodes.xls
L Type: Microsoft Office Excel 97-2003 Worksheet, 66.0KB
From: C:\Users\crhastin\Documents

leenHSav&]Eamal

Always ask before opening this type of file

hiarm your computer. f you do not trust the source, do not open or

@ While files from the Intemat can be useful, some files can patentially
save this file. What's the risk?



Edit “iew Formst Tools  Help
L]
Hew .. il BMMall @ £00H = R, E.V.E N File Share
Qpen... Ctrl-0
Close u y 2% @. IE?. E;P-" n“
Save Ctrl-= .
; N Title: Accounts 1308000 - 1308050
ave Ls o
s T Phone Expenses
Export...
Export to HTML Fin Object Cd | Fin Sub Obj Cd | Fin Bali Univ Fizcq Fdoc Typ ©d | Fz Origin Cd | Fdoc Mbr Trm Erd Fin Obj Typ Cd | Trn Lodgr Ertr Desc Trr Lelgr Entr At SUM | Trn Debit Cret Cd | F T
Export to Excel :| | ¥ | G616 ac [0 CLTR T1 TELO7 240900341 [1 EX CELL PHOME SERVICE 10349 D
= sz |m2 CLTR T1 TEL0G250900337 |1 EX CELL PHOME SERVICE 734 D
» ] ac |04 CLTR T4 TEL10300900322 |1 Ex CELL PHOME SERVICE 14056 |0
{ Share... ) ERVICE 221 |0
SERVICE 38420
S Set up the workbook once - then = B4zlD
Prirt Preview | -
U h . . h h . SERVICE 95 E6|D
prit... ctrp share 1t with others 1n your area. e D
Workbook Properties... - h h 1 b 1 b 2 11 SERVICE 178500
—1 They can use the workbook, but will e 52D
Ext EERVICE 7647 |0
o not be allowed to save the changes, e reeso
v Suto Acct Nor i EERVICE 13778 |0
B |
TD AR ~_| in your workbook. It can be saved as e 157440
L Fin Okiect Cd EERVICE 10185 |0
F-+#[ gy Fin Sub Ok Cdl W W 1 b 1
[+ Lgh Fin Balance Typ Cd a ne Or ( OO <' 25:32: ?;?2: g
- Lg Univ Fiscal Prd e M TR T TELO7 240000362 |1 EX CELL PHGIE SERVICE 137550
-+ Felo Typ Cd ac o1 CLTR T1 TELO7240900357 |1 Ex CELL PHOMNE SERVICE 58629 |0
L5 Fs Origin Cd Az o2 CLTR T1 TELO&250800351 |1 Ex CELL PHOME SERVICE 29785 |0
Lk Feloc Nor sz o4 CLTR T1 TEL10300900336 |1 EX CELL PHOME SERVICE 58022 |0
B-v[2h Trn Ertr Seq Nbr ac |05 CLTR T4 TEL11250900339 |1 Ex CELL PHOME SERVICE 26321 |0
[}-J-? o T G sz |08 CLTR T1 TEL12290900335 |1 Ex CELL PHOME SERVICE 26447 D
o n ol Trp ac o7 CLTR T TELO1 251000344 |1 EX CELL PHONE SERVICE 27854 |D
El-+/Lgh Trm Letgr Ertr Desc AT |07 CLTR T TELO 261000324 |1 EX CELL PHONE SERVICE 10029 D
b+#L gz Ztrm Lodgr Entr Amt sc (0B CLTR ™ TEL12290900317 [1 EX CELL PHOME SERVICE 10074 |D
B+ L g3 Ten Ledgr Entr At Az |05 CLTR T1 TEL11250800321 |1 Ex CELL PHOME SERVICE 5593 |D
B[ gy Trn Debit Crolt Cof = sz o4 CLTR T1 TEL10300900319 |1 EX CELL PHOME SERVICE 21645 |0
> ac oz CLTR T4 TEL08250900334 |1 Ex CELL PHOME SERVICE 10078 |0
sz |m CLTR T1 TELO7 240900338 |1 Ex CELL PHOME SERVICE 10079 |0
Selected kems: Sum: 4957 74
. a= - | | [s519 Az o CLTR T4 TELO7240800352 |1 EX BASIC SERVICE 4924 D 24-J1]
sv T 5=
b = ac o1 CLTR T1 TELO7240900354 |1 Ex OICE MAIL 300D 24-J1]
L gty Ui Fiseal Yr B Az o2 CLTR T1 TELO250800346 |1 Ex BASIC SERVICE 4524 D 254,
L34 Fin Coa Cd sz |m2 CLTR T1 TEL0G25090034 |1 EX WOICE MAIL a00|D 252,
L2 Sub et Nar ac |04 CLTR T1 TEL1008090029 |1 Ex BASIC SERVICE 4324 |D 08-0
L Fin Ohiect € ac o4 CLTR T4 TEL10050900301 |1 EX WOICE MAIL a00(D 08-0
el aE ac |04 CLTR T1 TEL10300900331 |1 Ex BASIC SERVICE 49240 300
1 Fin Suk Obj Cd aC |04 R T TEL10300800333 |1 |EX VOICE MAIL 200D 300
el L f
L Fin Balance Typ Cd s |05 CLTR 1 TEL11250000334 |1 EX BASIC SERVICE 4924 |D 25N -
-y Unii Fizcal Prd Cd L [T ]
| ahy Frior, Tun Cd i |
1] | [»] LE Trairiing |




File Edit “iew Format Toolz Help
L]
RYLEH M. DMd 9 0= 5 % & . %.38 83 File Share
B U SE==R2 » oW BB BL
Available tems: .
. 5 7 Title: Accounts 1308000 - 1308050
- i r e
-+ & s & / & 0 Phone Expenses
rrtems rCond'rtions rCaIcuIaﬁonS | Fin Chject ¢ L2 Siara Wuptboy, : ! —m
List: | g] Financial Reporting - | | S | v Workbook | @ — DrOp dOWD o Starts EZ
i m . ith , C I 3
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CONTACT YOUR CAMPUS SERVICES REPRESENTATIVE
FOR ANY QUESTIONS ON THIS OR ANY OTHER
QUESTIONS AND / OR CONCERNS

Erin Mercurio 491-6752
Barb Gustison 491-4148
David Leathers 491-5509

Summer Leaming 491-2801
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