Accessing EinancialsiiepuIds,

n

Information Warehouse

rowser and enter the following URL in
s bar: www.princeton.edu/iw.

ter the Information Warehouse (IW).
LDAP userid and password.

0s 8 Welcome page is displayed, click
Connection link under View Cognos
display the Public Folders tab.

Running Existing Reports

The reports you are authorized to view are located in
the Public Folders in the Information Warehouse,
grouped in packages by application.

1. In the Public Folders tab, click on University
Financials - Reports) and select the folder for the
type of report you want.

Click the name of the report you want to run.

Select the parameters that will give you the
information you want. Asterisks indicate required
parameters.

8. Click the Return fal button on the header banner to
return to the list of reports.

Saving Data as an Excel
Spreadsheet

Some reports are generated directly in Excel format,
and you will be prompted to open or save the report.
Choose the Save option, since opening the report in
Excel format does not actually create an Excel
spreadsheet.

For reports that are displayed in HTML format, you
can save the report as an Excel spreadsheet. In either
case, you will then need to open the file in Excel.

1. Click the View in Excel 2000 single sheet format
button.

To return to the list of reports, click

2. When prompted, click the Save button.

Select a folder and enter a filename in the Save
As dialog box.

4. You can then open the spreadsheet in Excel by
opening Excel, navigating to the location where
you saved the file, and opening it.

Note: Before you can perform operations in Excel
such as re-sorting, you may need to unmerge cells.

Tip! If you have already opened the report in Excel
format, you can copy the cells, open Excel, and paste
them into a spreadsheet.

the Return button

Lelia M Mewvak  Loo OFF |

(2 Keep this version * | p % L) v ~ [ add this rep

Account Reference Info

GL Eff Start Dt | EffEnd Dt | Current GL GL Account | GL Account

4. Click the Finish button at the bottom of the page to | | Account |~ ofaL ofGL | Record | Account | Short | Descrpton | Descr2sd Account
run the report. I ‘ NN o Moty
Burn
i To re-run the report, Rate
5. Use the Page down link at the bottom of the page e osousoo | isumms | o p — .
to go forward from page to page. I oostiaton conferences,
6. If you want to save the data in the report, select | courselab fees
L 275 01/01/1900  12/31/2999 Y a Trave-  To save as a FDF ¥
the format you want (Excel, PDF) by clicking on Pom o click
one of the buttons on the right-hand menu. | o L
internet
7. To re-run the report, click the Run P button. The | oo ey I R
parameters from the current report are saved, so To save a5 an Exce
you must remember to deselect them if you want
to use different parameters.
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E-mailing a Report

Once you have generated a report, you may send the
report by e-mail.

On the report page, click the E-mail = button.

2. Follow the instructions (in blue) to type the email
addresses, separated by semicolons (;) in the
area under the blue text. Type the complete
address, as in mwashington@princeton.edu.

Type addresses here...

Type the email addresses, separated by semi-
colons,

rwashington@princeton.edu

Add... Remove Selectal Deselecta

..not here =X

Note: Each recipient will see only his or her own
address, and there is no CC field.

3. If desired, change the Subject line.
Type the text of the email in the Body field.

Click the checkbox in front of Include the report to
send the report as an attachment. (Including a link
to the report sends a link to the Data Warehouse
report parameter page for the report.)

6. Click OK to send the report.

Using Report Parameters

You can control the data that will appear in the report
by entering parameters. Available parameters vary
from report to report. Some reports have required
parameters, which are indicated by a red asterisk (*).

There are several types of parameter prompts:

Drop-down lists show the available options when
you click the down arrow. You can only select one
option from a drop-down list.

Click to see options

L £ e LA i s T g P P 8 e Lt e i et e S5

Select Home Department: Dept b }
e o e 3 e o L o A it e, e e e S e e o L e B A e
Option lists show all the available options in a
scrollable list, with a checkbox in front of each
option. To select an option, click the checkbox.

You may select more than one option.

PR — R B T e e o,

Select Fiscal Year:

Requiredpara meter ;
Y ﬁ [ zo0s e’ i
4 [ z006 j
? 2007 4
i [Jzo08 E
ClickTo select 2008
3 [zo10 !
A [Jzo11 b
[z012 v i
L e e e ]
b Select all Deselect all 3
2

Another type of Select parameter presents you
with radio buttons, which are mutually exlusive.
You may select one or the other, or Deselect both
to not use the parameter, effectively selecting all.

Select either or none of the

parameters ' |— -
f N
:  Select Current Record In Effect I @y
! Today:
}“ Deselect

L i e s P

Search and select fields allow you to enter
keywords to search for a particular value. You can
then select the value from the Results list and
insert it in your Choices list.

Enter the keywords here
and click Search

B T T LU IS U ™= 7% om0 2
y Keywords:

s:
< Type one o ave keywoids separated by spaces,
‘ rent Search[@]

Rents
Rents - Space & Equipment

Insert +

«

l Fients - Spa quipment
{ |Rents/Demurrage-Space & Equip

Select Al Deselect all Select all Deselect ol
P

Click Insert to add the
selected value to your
Choices

e e i

Results are displayed
here. Click to select.

By default, the system will search for any value
that starts with any of the keywords you enter, but
you can change that setting. To change the way
the search uses the keywords you enter, click the
double arrow next to Options, and select the
option you want.

: 1 SRarth tof ACCOUT ThesScription ™™™ 77 —7T T e T e
Click to Ikeymonts: Y
“Type one or more keywords separated by spaces,
toggle et | seanr@
# {options

display of ;

p y !  Starts with any of these keywords

h i

searc ¢ ¢ Starts with the first keyword and contains all of the remaining keywords
Optl ons @ Contains any of these keywords

’g& ¢ Containg all of these keywards

f ¥ Case insensitive

.

When you have entered all the required parameters,
and any optional parameters you choose, click the Run
button to run the report.

Need help?

Documentation is available at
www.princeton.edu/userdocs.

To speak with a Help Desk specialist, call 258-HELP
and choose option 3. You may also submit questions
to the Help Desk at asahelp@princeton.edu.
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