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Important Notes to Using & Reviewing Your Results

o Notes

o Data Population
This report is populated with data from the PS_Ledger_KK.

o Items without a Budgeted Amount
All Actuals will print to the report regardless of the corresponding Budget Account possessing a

dollar amount or zero entry.

o Actuals
Actuals are from approved and posted transactions.
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Locate Report

UNTSYSTEM | SINT | oo | UNTIDALLAS

1. From the Budget & Planning Reporting Page, locate . .
FINOO4 - ePro Transaction Detail
“FINOO4 - ePro Transaction Detail”.

1t are sourced fom the Dats mare which i rereshed every night You e3n expect rapors o be auaibie rom 12AM 150 PI

In general rep
Please select Parameters Below

2. Login to Microsoft Power Bl to run the report.

Report Setup- Prompt Pages

Report Setup - Prompt Pages

All initial Landing Pages for reports in Microsoft Power Bl will
Appear similar in format. You will have a set of filtering choices
based on the source’s available data.

R

REPORT Focus FILTERS / PAGE 1
1. Select your parameter choices. (No parameters within this report are required).

Business Unit | Default will pull “All Units” or you may use the Dropdown to select
one particular unit by which to filter the report.

Requisition ID | If you have a Requisition ID you would like to filter by, please
search here.

Purchase Order ID | If you have a Purchase Order ID you would like to filter by, please
search here.

Voucher ID | If you have a Voucher ID you would like to filter by, please search
here.

Department | You can Search by either the Dept ID, Description, or Manager
Name. Your selections appear in the choices box. Hover over the
top left corner within the filter to clear selections (eraser icon).

2. When you are satisfied with your choices, click the Finish Button to run the report.

*If you need to make changes or want to check your filters, you can click the Back to Prompts Button at any time to review
and click the Finish Button from any point without having to re-enter your information.
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Report Results

Report Results

REPORT FEATURES S

e Results are grouped by Department, indicated \ ®
by the Department Header. (includes Business \i

8
<
Ay

Unit and Budget Year(s) where applicable.) R #UNT SYSTEM | ePro Transaction Detall -~~~
° R i i i n rfir in h r r in : Department Description: Financial Aid & Schol-Gen Budget Year: 2023 - 023
equisitions appea Stinthe reporting —_ | & comomommme s e wan
structure grouping, followed by Purchase
Orders associated, and Vouchers paid. Each

Rex

;a:%a ‘@ EL

table is then grouped by Line Number, Account,
and Description. s =

o Negative amounts will be shown in red.

DRILL-THROUGH OPTIONS o o

e Clicking on any of the underlined ID’s will drill-through [ ® [re - & et @ s @ oo 0 ctimgrs 72
to their respective detail reports. This is opened ]
within the original report (FINOO4), so click on Back to ISR 1o il doun o your o < S 21 Open repor
return to FINOO4 — ePro Transaction Detail. & e el Requisitions

e Requisitions will drill-through

tO llFlNOOS _ REQUISitIOHS” e FINOO4 - ePro Transaction Detail 1, Search Q 2 + 72 & ﬁ

@ [ Fle - o Bpot -+ & Shae @ chatinTeoms Q Getinsgfts et - @n0-o-|jocme

report. - .

e Purchase Orders will drill- N e e R
through to “FINO06 — Purchase | = WpuntsystEm Requisitions

NT752 - 0000266438 (Approves) Vendar: Explorum Dantan Caldren's Museum (0000022067)

Orders” report.
* Vouchers will drill-through to R .
“FINO07 — Vouchers” report. ™ e——— :

Unchangsd  Seq: 0 Budget Headder Scatus:
Eteies Entered By:

Watson Stephanie € cd0010)  On  Jun 21,2023

DistLine Num  Location | Account | AltAccount  Department Fund Category  Fund  Function  Project  PCBusUnit | Activity Program  Purpose | Site | BudgetDate Buyer quantity

1 Esscio | s 7259 164800 E soss s 3n21, 2023 1
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Report Functionalities

LAYOUT OVERVIEW
e Report results are typically displayed in an interactive HTML on screen style.

e Based on your selections, if any, the report will only 001 Eudget v - .
display results that match your initial filtering Q Dl o oot - @ Shore @ CutinTeams Q Getinsghts o et
choices. ] [ ‘

e Use the arrows to navigate between pages (if any). | & — e

e Use the double forward arrow to skip to the last =) h*um. — Budget Overview
page of Applied Parameters where you can review
what your filtering choices were on the initial Prompt Page <A
selections. Use the double back arrow to return to the first I~ Export - bbb
report page.

e [fthereis an error in your request or no results can be produced, you get a return message showing the
parameters you chose that produced these results. (See the Error Results section below for more information
or to troubleshoot.)

Exporting Your Report Results

FINDO1 - Budget Overview -~

Exporting Your Report Results

. ™ [ File ~ +» Export ~ & Share |
Below the Back to Prompts button on the report results page, you will

see options to Export your results, as needed. ® Actuals|View
Back to Prompts
e XLS \ Create Actualsfto Date
e PDF T
[ ] CSV Browse = EXPC"'t e 1 B
e PPTX BB Microsoft Excel (xls%) v
e DOCX e & PDF (.pdi)
re
Accessible PDF (pdf)
EMAIL REPORT DIRECTLY E & Accessi vpen

|=] Comma Separated Values (.csv)

Click the “Share” symbol in the top toolbar to share the report link via @
Microsoft Outlook, Teams, or PowerPoint. Alternatively, you can copy
the link to your clipboard. If you choose to Include your Changes, your ® @ Microsoft Word (docy)
filters will be saved within the link you send to others. R

I
] @ Microsoft PowerPoint [.pptx)

4 B} web Archive (mhtml)

-“:ﬂ

4 [ XML (xml) 1
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Error Results

RUN REPORT ERROR

When the requested filters result without a match for data, Power Bl displays the following

FIMOO1 - Budget Overview

1, Search

@ [ File ~ — Export ~ |2 Share K ChatinTeams @ Getinsights #® Edit

Home
Actuals View Zero Values Closing Adjustments
@ Back to Prompts ~ ) )
Create Actuals to Date o Show value(s) that sum to zero o Exclude Closing Adjustme... ™
Erowss 1= Export ~ Page 1 ofl A1 Open repart

c? ~ UNT SYSTEM

EB Report Total

Budget Overview

71472023 8:19:33 PM

If you need to return to the prompts to adjust them, click the Back to Prompts button in the top left corner.

Error Results

DRILL-THROUGH MESSAGE OR ERROR

When the requested filters via drill through result without a match for data, Power Bl displays the following:

FINOO1 - Budget Overview ~

(, Search

D
o
i3

®)]

e

[ File ~ 1+ Export ~ & Share B ChatinTeams @ Getinsights 47 Edit
Home

Actuals View

Zero Values Closing Adjustments
Back to Prompts
Create Actuals to Date o Do not show value(s) that sum to zero Exclude Closing Adjustme.., ™
“D €— Back — Export 1 b b N7 Parameters 1 Open report
Browsz

X . Budget Period: 2024
Transaction Details

The report executed as designed; howeaver, no rows of data were returnad with the parameters given.

AEB__ To diagnose why you are seeing this message please follow the instructions below:
mEE 1) Use the double forward arrow at the top left of this page to view the Parameter Page.

2) Review the vzlues to look for incorrect or missing values.
3) Click the Back to Prompts button on the top left of the screen to adjust the parameters of this report and rerun
4) If you are unzble to resolve the issue, please contact your local Budget Officer for assistance.
@ The amount you clicked on was = 0
Mornitoring

&
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