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Data Warehouse Access & Navigation

Exercise #1a: Login to DW

Obijectives: e Successfully login to the Portal Page
e Successfully login to DW

Instructions: Execute the following steps:

Step Action

1 | Open a Internet Explorer window
Point your browser to:
https://fsdtrain.rdc.noaa.gov/nmadm/custom Pages.login page?

2 | Onthe CBS Web Migration Portal Login screen:

CBS Web Migration Portal ;

Please Login

Usarnama: |

Passwiord:

WARNING A

¥au horve moce xaed @ Unied Siwfax Deparimand I Commerce computer syasem Uae of this compuiar ayslem without
nrhorission or lor purpaaax (o which haz ned been iz awiclwion of federal laey and £an ba
punizhed with fnex ar mpeizcnmant |Public Law $35-474). Indrvidusl 2 uzing thix aysiem withor sshorily, or nasceex
of thair sutharity, are subject %o hawing all of their sctrdtiex on thiz zyafem maeniiored and recorded by eysiem
parsonnsl In the cowres of monfaring indrdiduats imerape iy waing the aysiem, or in the courzs of syatem

ma rarnanc e, the st of arhoriced userz moy alsn b monfared Anyone using thiz aysiem sapresaly coneenia
in auch meaniiceing and iz sthvized that B auch maniiceing resesls prae ke criminal schivities, spasam pereonnel moy
provids avidence of auch manioeing io bew enfeecement alfical,

Coppright © 1886 Department of Commerce - CBS Support Carser [C5CL

[tk fin aceust bon bz inchostn your seduraiarcing ard socsptarce of fu Pubes of Bebawicr soplained atzen

] ==

g 1] wiar Al "

» Enter Training User Name
» Enter Training Password
» Check the checkbox

» Click Logon
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Step Action
3 | Onthe CBS Web Portal screen:
CBS Web Portal
CFS Diad Wiarebiams Enports Server Passweoad Comirol Logout
Welcome CPSSERICOBM to CBS You koged n 2t 16-0IL2009 120501 Pasaward axgias an: MOKDAY 14.5EP-2009
fyou nesd assistance, please contact the Clent Services Help Desk on 301-427-1023 or via
emall at chentesnvices@inoaa.gov.
Heurs of aperation ane Manday thraugh Friday, 7:00 am - 500 pm ET
» Click on Data Warehouse
» Click on wtrndw9
4 | Navigator Menu appears

'en GBS Mavigator Menu (NM0D0VER-3.0.0_46)

Menufem; |

--E} ¢85 Applications
|—@Hmial
v mppncaons
! DATA WARENOUSE
HIWMO0 - Data Warchouse Status Screen
= guemiEs
~4 REPORTS
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Exercise #1b: CBS Navigator Menu/lcons

Objectives: e Understand how to navigate the CBS Navigator Menu
e Add options under Favorites
e Sort options under Favorites
e Understand the Menu Item

Instructions: Execute the following steps:

Step Action

1 | From the CBS Navigator Menu:

"r5 GBS Mavigator Menu (NWMODD YER-3.0.0_45)

Menu e |

--E} €Bs Applications
I—@Famian
e s nppacstons,
* [ pATA WAREHOUSE
HIBMI0 - Data Warehouse Status Screen
=L qUERIES
~4 REPORTS

» Click on the B next to the Data Warehouse folder to expand it
» Click on the B next to the Reports folder to expand it
» Click on the B next to the Budget Reports folder to expand it

58 CBS Mavigalor Menu (MMO00 VER-2.0,0.46)

Y

--=) cBs Applications
Fawnrites
4= cams Applications
' = DATA WAREHOUSE
HIF B0 - Data ¥Woarchouse Status Screcn
~1 guerEs
~-L=t REPORTS
160 peimbursable Agreements Reports
SAMPRPT - Sample Test Report

i-:l Accounts Payable Reports

+10 Accounts Receivable Reports

o CaT—
-Eﬂ BESHMD - BOPs vs. Obligations Sunwvmmany by ProgramiPr
Tal HOAT1TR - Plane, Oblige, & Reservations by Org
3l HOA11ER . Man, Obligation, & Receruation Detail
HZ:) HOA21R - Guarterly Plan, Obligation, & Reservation
80 BESDOD - A ws. O i v by Progs
Il BES10D - Allotnents we. Obligations Sunn any by Line «
=l BES200 - Program Awthority and Allotiments Ve. Obligal
) BESD - Line Office Alloiments by Quarter by Frogram
HHE5 HOATAT - Plans and Obligs by Org
Tl HOA115 - Plan and Oblkgations Detail
L{E51 HOAY21 - Quarterly Plan and Obligations
0 Cost Accumulstion Reports
-£0 Federal Express Reports
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Step

Action

2

Users have the ability to save specific reports to their favorite area. By doing this, it
gives them the capability to run their reports, without having to expand every folder in
the CBS Navigator Menu. To add a report to the favorite:

» Click to highlight NOA117 — Plans and Obligs by Org
» Right-click to bring up a submenu
» Click on Favorite

fenu IO 2553

Eavvarite

That report has now been added to the Favorites area

i-@ Favorites
L 5] woa117 - Plane and oblige by org

3 | Add the following Reports to the Favorites:
NOA118
NOA121
NDW100
4 | After adding different reports to the Favorites, you may want to sort how they appear on

screen. To do this:

» Click on Favorite
» Right-click to bring up a submenu
» Click on Sort

October 2010 4
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Step

Action

5

The Sort Menu Item screen appears

Feg o o
= Sort Menu tems Screen

Ieani) Ty g Menu tam

— MCAAA00 - Date Warehouse Status Screen k=
F WA T - Plans and Obligs by Org

F [Moa118 - Plan and Chigations Datal

F o [moatE - Gusrterty Plan and Chications

[

o | _cmen |

5a | Using the following icons a user may sort the list the following way:
ﬂ = Alphabetical by Screen Name (*Not currently working)
2 = Move the highlighted selection to the top of the list
% = Move the highlighted selection one space up for each click
¥ = Move the highlighted selection one space down for each click
i = Move the highlighted selection to the bottom of the list
5b | When finished sorting the list, click OK and the newly sorted Favorites List will now

show:

’:,"! CBS Mavigator Menu (N000VER-3.0.0.46)

Menu Hem: |

~+Z)CBS Applications
[28] BOAA18 - Plan amd Obligations Detail
[kl HOR/A1T - Plans and Obligs by Org
Lkl ROAIM - Guarterhs Plan and Obligations
[l MOV 00 - Dt Warehouss Status Sereen
~-CAMS Applicationg

5¢C

Deleting a Favorite works the same way as adding. Except to delete an option you will
be selecting Favorite List to “uncheck” it.
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Step

Action

6 | The CBS Navigator Menu now has a search capability. At the top of the CBS Navigator

henu tem: |

Menu is a field called Menu Item. In this field you may type the name of the screen (i.e.
NOA117) you wish to access. Once the screen name has been typed in, click on the Run
button.

'8 CBS Mavigator Menu (NMO0D0 VER-3.0.0.29)

7 | The icon bar has been standardized and will appear the same on all screens. For those

of you who are familiar with CBS/CFS and Data Warehouse, the icon bar will look the

same.

Icon Name Description
Allows users to leave the current window, document,

E_ EXIT and application. Use of the Exit icon in these situations
may not commit or save recently entered data.

- SAVE Used to save (commit) complete or partial records to the
database.
Prints screen images or generates reports related to the
data appearing on the current active window.

=] PRINT _ _ o
Note: In some instances, selecting the print icon does
not automatically print the report.

& ENTER QUERY Clears any existing records or d_ata from_the window
and prompts the user for query information.
Executes the query to retrieve all records that match the

%| query criteria.

EXECUTE QUERY Note: General queries retrieve all records by not
specifying query criteria. General queries should be
avoided on some screens, such as the GL081.

Cancels query mode and returns the system to edit
15 CANCEL QUERY mode.
Allows users to create a new record. Generally,
F ADD A RECORD clicking this button will create a blank record and place
the cursor in the first enterable field.
= DELETE A RECORD In a limited number of !nstgnces, this button can be used
to delete a record or a line item.
4 | P | PREVIOUS/NEXT RECORD | Allows users to scroll through records applicable to a
Fr| | 99 PREVIOUS/NEXT SET particular transaction, document, query, or menu option.
_ Bepot | RUN REPORT Allows users to execute a report.
October 2010 6
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Icon Name Description
8 cUT Allows users to remove selected data and temporarily
L save it to be pasted elsewhere.
COPY Allows users to copy selected data.
li= PASTE Allows users to paste selected data.
At this time, the help available to a user is not designed
HELP to facilitate data entry. Currently, Oracle related
information applicable to a specific field is provided.
MENU Allows users to access the menu or Navigator Menu.
NEXT Allows users to move forward or back among multiple
PREV PREVIOUS pages.
Allows users to access additional information or
. DETAIL (DTL) details applicable to selected record.
October 2010 7
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Data Warehouse Status Screen & Data Dictionary

Exercise #2 View the Data Warehouse Status Screen & Data Dictionary

Objectives: e Understand the main component of the status screen
e Understand the capability of the data dictionary

Instructions:  Execute the following steps:

Step Action

1 » Click on the B next to the Data Warehouse folder to expand it
> Double-click NDW100 — Data Warehouse Status Screen

OR
> Enter NDW100 in the Menu ltem
> Click Run

2 The status screen will be displayed with default values for all fields:

58 Data Warshouse Slatus Screen (MOW1 00 2-27-VWM-DWRPT-070301)
DASTATUS | cetas | ke |
Disla Wsrehouze Status

Cata From CFS &3 Of Debe | 12-JAN-2003 151707

Refrash ki o [1692
Data\Aarehouze Stalus |SLICCESSRUIL

Mezzane

Flease nate that ihe BAE Application Refresh was successiuly refreshed,

Call the CBS Syateits Stalus Hot Line on 300 -427-10G3 Lo chack 2ystam avalabilly.

3 Review information on the screen for all the tabs

Exit the status screen by clicking on the M exit icon.
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Step Action

5 » Click on the B next to the Data Warehouse folder to expand it
» Double-click NDW110 — Data Warehouse Data Dictionary

OR
> Enter NDW110 in the Menu ltem
» Click Run

6 The Data Dictionary information will appear:

= Diata Warehouse - Data Dictionany - Table Definitions (MOW1 10 2-27-W-DVWRPT-07 0801}

TABLES | DATACER | ScREENDEF |

Teilez
Taible Mata Pritsary Scraen

ACCOMPLISHED DATE -
|AECOUNTRG_CODE BT
IMGENCY_LOCATION |

[0 L0 ConTROL |Franis
[LLOC_DETAL |Frens

[0 OT_coNTROL ]
|8LLET_DETAL |Fres

2} TERMATE_APPROVER |

|8 C_ACCOUNT |Fans
|sPc_AFPROVAL | |
Tl Description

snnpshot inale far snapshod CAMSADM A0CORPLISHED _DATE

Laet hiod Date Leet OOL Dete Ouwner Neeme
[tzsemame 1521 [oanOv-2008 110211 | fcamsanm || RunRepedt || iewReport |

7 Review information on the screen for all the tabs

Exit the status screen by clicking on the M exit icon.
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Budget Reports

Exercise #3 NOAL117 - Plans & Obligations by Organization Report

Objectives: e Understand what the NOA117 report shows
e Runthe NOA117 report

Instructions:  Execute the following steps:

Step Action

1 » Click on the B next to the Data Warehouse folder to expand it
» Click on the B next to the Reports folder to expand it

» Click on the B next to the Budget Reports folder to expand it
» Double-click NOA117 - Plans and Obligs by Org

OR

> Enter NOA117 in the Menu ltem
» Click Run

2 The report parameter screen will be displayed with default values filled in for
certain fields:

5w Plans and Obligations by Org (NOA&T1 T 2-27-whi-DVWRPT-070801)
PLAMS AND OELISATIONS B ORGANIZATION REPCRT
ENTER REPCRT PARAMETERS FOR PROCESSING

Erreall Code: |N0-"-'5-
Faoal Ve 2010 _gj Fiacal Monthe |Scteber
Orgl: ml
e [ALL |
g AL |
Fund Coder [ALL |

Progamt Code: |ALL |
Progpam2 Code: [ALL |
Programs Code: |ALL |
Progeaimd Code: [ALL |

R R T T T

Projact Coder [2LL |

4

Crgsnizetianal Detsl Level [orgrt

fun Repert | iew Repart B |

Note: Users may specify values for each parameter by keying data in the field or
clicking on the =l icon for a specific parameter to select from the drop down list of
values.

October 2010
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Step Action
2a | This report is used to display budget data by the organization code component
of the ACCS. The report displays the current month’s plan, obligations, and
commitments for a specific organization. In addition, the report provides
cumulative year-to-date budget amounts for plans, obligations and commitments
associated with a specific organization.
3 » Use the following parameters:
Bureau Code 14
Fiscal Year 2008
Fiscal Month September
Fund Code 0083
Orgl Code 50
Org2 Code 34
Programl Code 03
Program2 Code 01
Program3 Code 07
Program4 Code 005
» Accept the default value ALL for the remaining fields
» Use Org 2 as the Organization Detail Level
Note: The Program Code (Activity/Sub-Activity/Line Item/Bureau Unique) will
automatically populate after entering the Project Code and pressing Tab or Enter.
4 | Click the | _RunRepart_| pytton,
MOAT1T: Aler
\E) Report NOA T subrmitted 1o the repor sener
message appears
» Click OK
» Screen will close
» Re-open NOA117
» Click on View Report button (will show the last report run)
» A new window will open showing the report in a PDF Format
5 The Navigation Arrows in the Adobe Acrobat toolbar ( %) may be used to
maneuver through the pages of the report.
6 Click the Close icon to exit the report.
7 Re-enter the previous parameters but include:

» Use Project Code as the Organization Detail Level

» Click the | _RunRepart | hytton

October 2010
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Step

Action

>

8 » View the report contents
» Click the Close icon on the icon bar to exit the report

Click the " E#t_ button to exit the Report Parameter screen and return to

the menu.

October 2010
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Exercise #4 NOAL118 - Plan & Obligations Detail

Objectives: e Understand what the NOA118 report shows

e Runthe NOA118 report

Instructions:  Execute the following steps:

Step

Action

1

» Click on the B} next to the Data Warehouse folder to expand it
» Click on the B next to the Reports folder to expand it

» Click on the B} next to the Budget Reports folder to expand it
» Double-click NOA118 - Plans and Obligs by Org

OR

> Enter NOA118 in the Menu Item
» Click Run

October 2010
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Step

Action

2

The report parameter screen will be displayed with default values filled in for
certain fields:

"5 Plan and Obligations Detail (M0 18 2-27-Wk-DWRPT-070301)
PLAN AND CELKZATICNS DETAIL
ENTER REPORT PARAMETERS FOR PROCESSING

Burasu Code: m|m _!!
Fiscal Year: 2010 _g Fiseal Monthr [octoer _ﬂ
Fured Code: (oo _!!

*+ihen Bsting muliple fund codes, you MUST separate fund code with ')
and withouk gpece In betvwesn (e.g., 0001 000200150088 .=
orgt: [eu |

o i |
O3 [aL |
Orge: [aLL |
Orges [ |
o |
o i |
Progratid Coo: (1L |
Program Code: [ L |
Programd Codle: [ L |
Progranyd Code: [+ |

Project Coer |a) | [

o i o e

Feport Brosk Level (= Mone Fund O Programd O Proect O

Run Feepord View Reparl Bd |

Note: Users may specify values for each parameter by keying data in the field or
clicking on the [l icon for a specific parameter to select from the drop down list of
values. Multiple values may be selected under Fund Code.

2a

The Plan and Obligations Detail Report (NOA118) displays budget data by the
object class code. The report displays the selected month’s plan, obligations,
and commitments for a specific organization. In addition, the report provides
cumulative year-to-date amounts through the selected month for plans,
obligations, and commitments associated with a specific organization. This
report layout is similar to the NOA117 report but also displays object class
detail. Because it is also capturing the object class details, this report will
usually take more time to run than the NOA117.

October 2010
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Step

Action

3

» Use the following parameters:
Bureau Code 14
Fiscal Year 2008
Fiscal Month September
Fund Code 0083
Orgl Code 50
Org2 Code 34
Programl Code 03
Program2 Code 01
Program3 Code 07
Program4 Code 005

» Accept the default value ALL for the remaining fields
» Use None as the Report Break Level

> Click the __RunRepart | tton,

3a

If you try to get back into the parameter screen prior to the system finishing
running your report, you will get the following error message:

MOAT1E: Alert
¥i,.) Repoit NOATT S is currantly nnning.

Click OK

Another way to view your report and see whether the report is finished running
is by viewing your Report Queue. This can be access by:

» Clicking on View in the Menu Toolbar at the top of the screen
» Clicking on Reports Server Queue Status Page

action Ecil m Help  Wind o
ﬂl = Feports Senar Queus Stalus Fage

m Reiresh Menu

Meru ey EeRENE
Colase

LR Expand A
| [FE Catepss A1l

October 2010
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Step Action
4a | A new window will open that will contain your Reports Queue.
CBS Web Reports Server Queue

Secunly Mode Secure

Queue on server rep_odyssey_oracleas! on THURSDAY 29.0CT.2009 08:44:57 for OPS$BOPTRHNIM

Ta kill & current {enqueued or scheduled) jeb, click on the status icon for the specific job. Then click on Cancel Jab buttan in next page.Ta get a

cached oulput of a successhully finished past job, click on the Job Mame hyperink of that job (if available).

View o
Past Jobs V_;J Go )
Result
& Provous [1-5 a5 8 © New
Past Jobs
JobJob Job  Job Output Output
I Type Name Status Job Cwner Type MName Server Name Queuved At Staned At Finished At
237 reponingati? ¥ OPS3BOPTRMO1 Cache noatl7 rep_ploneer_oracieast U6t 28, 2000 Oct 29, 2009 Qct 29, 2009
B00:09:AM 800024 BT AN
236 reportnoa11? ¥ OPSIBOPTRMO1 Cache noa117 rep_pioneer_aracleasi Oct 29, 2009 Oct 20, 2009 Oct 20, 2009
T AT I6AM 7.49:35:4M 7495004
235 repertnoalt? ¥ OPSSBOPTRMI1 Cache noa117 rep_pioneer_aracleast Oct28, 2009 Oct 28, 2009 Oct 28, 2009
FATATAM 7471844 74T 414804
234 reporingali? ¥ OPSIBOPTRNOY Cache roal17 rep_pioneer_oracieasi ]9?4253?,?9 ?ffg?iﬂrgg ?itfgzinrgg
142 reportgriol ¥ OPSSBOPTRMOM Cache qrid06 rep_ploneer_oracleast gﬁa;ﬁgﬂs g‘f&ib?‘gﬂg ?ﬁi%ﬂ?gﬂ‘i
4b | » The Reports Queue will default to your past jobs.

» It will list 10 jobs per page.

» The navigation buttons or drop-down list to go to another page.

» *The reports are listed by Job 1D, date, and time they were run.

» A process has been built in that will delete any jobs older than 7 days, so
depending upon when you ran your report and when the process is run, it
could remain there up to 14 days.

» Itis suggested that if you need to keep the report that was run, to save the
report on your LAN drive.

Note: The reports will soon be listed by the date/time they were ““submited””.

4c | If a user does not see the report in the Past Jobs listing, that usually means the
report is currently running and hasn’t finished. A user can use the drop-down
listing under View to choose Current Jobs.
View
—
Past Jobs w| Go
Current Jobs
Scheduled Jobs
October 2010 18
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Step Action
4d | Current Job screen looks like the following:

Current Jobs

Job Job  Job Job Quiput  Output
ID Type Hame Siaius Job Owner Type Name Server Name Queued At Started At
238 report noaiid @ OPSEBOFTRMND Cache noai118 rep_pioneer_oracleas oot 20, 2009 8423240

4e | If a user prefers to stay on the Past Jobs screen, they can click GO to refresh the
page.

4f | Once the report has finished running, it will appear in the past jobs and the
report name (NOA118) will be hyperlinked. The user would click on the link to
open up the report.

When finished with the report, click the Close icon @ to exit it.

5 You can also close out the Report Queue, but you can leave it up and go back to
it at anytime.

6 Get back to the Internet Explorer window that has Data Warehouse CBS
Navigator open.
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Exercise #5 NOA121 - Quarterly Plan and Obligations

Objectives: e Understand what the NOA121 report shows

e Runthe NOA121 report

Instructions:  Execute the following steps:

Step

Action

1

If not already done:

» Click on the B next to the Data Warehouse folder to expand it
» Click on the & next to the Reports folder to expand it

» Click on the B next to the Budget Reports folder to expand it

> Double-click NOA121- Quarterly Plan and Obligation
OR

» Enter NOA121 in the Menu ltem
> Click Run

The report parameter screen will be displayed with default values filled in for
certain fields:

" Quartarly Plan and Obligations (N0 21 2-27-WH-DWRFT-0T0301)

GUARTERLY PLAM AKD OBLIGATIONS
ENTER REPORT PARAMTERS FOR PROCESSING

Bureay Code: hﬂm‘-
Fiscal enr [2210 | 8] Show Fen Detat. = vES MO
Fund Code: 0001 [CRAF GENERAL OPERATIONS 1341450

cegt: [ALL |
ongz [ALL |
org: [ALL |
ovgd: [ALL |
orgs: [ALL |
v [ALL |
crg: [ALL |
Frogrami Code: |ALL |
Pragram Code: [ALL |
Frogram Code: |ALL |
Pragramd Code: [ALL |
Projct Coder [ALL

=

Ve o v v v v ey vy v vy v vy

FnRepart | Wiew Repart Exi

2a

This report displays the initial BOP, and subsequent changes which equal the
current plan. This report displays obligations, indirect costs and commitments
for total funds used. The report also displays Quarterly Funds Available and
Quiarter-to-Date Funds Available.

October 2010
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Step

Action

3

» Use the following parameters:

Bureau Code 14

Fiscal Year 2008
Fund Code 0083
Orgl Code 30
Org2 Code 61

Programl Code 02
Program2 Code 25

Accept the default value ALL for the remaining fields
Check the Yes radio button for the Show Detail field

Click the _RunReport | hytton.

Click OK

VV VYV V

Note: Detail usually refers to object class level data. The report includes the initial
BOP amount and cumulative changes; showing the details includes a Plan Changes
Detail section which lists each individual change to the BOP if it exists.

> View the report contents
» Click the Close icon on the icon bar to exit the report

> Click the © E=t_ button to exit the Report Parameter screen and return to
the menu if it is still open
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Exercise #6 BES521D - Line Office Allotments by Quarter by Program/Project

Objectives: e Understand what the BE521D report shows

e Run the BE521D report

Instructions:  Execute the following steps:

Step

Action

1

If not already done:

» Click on the B next to the Data Warehouse folder to expand it
» Click on the B next to the Reports folder to expand it

» Click on the B next to the Budget Reports folder to expand it
>

Double-click BE521D Line Office Allotments by Quarter by
Program/Project

OR
» Enter BE521D in the Menu Item
» Click Run
2 | The report parameter screen will be displayed with default values filled in for
certain fields:
" Line Office Allabments by Guarer by ProgramiProject (BE5210 2-27-Wi-DWRFT-070820 1 J8[=] E3
ORGAMIATION ALLOTWENTS BY GLUARTER
BY FROGRAMPROJECT
ENTER REFORT PARAMETERS FOR FROCESSNG
Flscal Year: 3 Fegaltorth: [ |y
Buresu Cade: [14 [uoas _H
Orel Coce: [ | il
Orgg2 Cocke: [ar | | o
Furd Code: {1001 |OREF GENERAL OPERATIONS 131450 il
Progree Cace: [a1 1 | o
Progreen2 Cace: [ay | | _H
Progreaend Cace: [a | | il
Programd Coe: [2LL | l
Project Cocer (a1 | 3
Alckment: % By Program BOPedt Frogram Total Level © g
" By Project v i+ pg
Fun Fepart Wiew Repart Ext
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Step Action
2a | The BE521D report reflects allotments by quarter. This report displays the
current program authority, allotment, advice number, category, item number,
and description of the allotment. Currently allotment data is available at the
program for direct funds and at the project level for reimbursables.

This report will display one of two titles depending on the value entered in the

Line Office field on the Runtime Parameter Form (BE521D). When a parameter

of "ALL" is entered in the Line Office field the report title will be Program

Authority and Allotment by Quarter by Program. When a value for a specific

Line Office is entered in the Line Office field the report title will be Line Office

Allotments by Quarter by Program/Project. In Addition, when a specific Line

Office value has been entered as the Line Office parameter, the BOPed radio

buttons will allow the user to choose whether to view the funds that have been

BOPed. This feature is not available when "ALL" is selected as the Line Office

value.

3 » Use the following parameters:
Fiscal Year 2008
Bureau Code 14
Orgl Code 10
Org2 Code 01
Fund Code 0083
Programl Code 01
Program2 Code 01
Program3 Code 02

» Accept the default value ALL for the remaining fields

» Check the Yes radio button for the BOPed field

> Click the _RunRepart | byyton,

» A message will appear stating “Report may take couple minutes to process
depending on the parameters entered. Please wait...” Click OK, otherwise
the report will not begin to generate.

The alert message will appear. Click OK.
4 View the report contents

Click the Close icon on the icon bar to exit the report

Click the " Bt button to exit the Report Parameter screen and return to
the menu if it is still open

YV V V |V
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Budget & Expenditures Query Application

Exercise #/# DWFMO001 - Budget and Expenditures Query

Objectives: e Understand how to navigate in the B&E Query

e Learn to drill down to find more detail

Instructions:  Execute the following steps:

Step

Action

1

If not already done:

» Click on the BF next to the Data Warehouse folder to expand it
» Click on the B next to the Queries folder to expand it

» Double-click DWFMO001 - Budget and Expenditures Query
OR

> Enter DWFMOO01 in the Menu ltem
» Click Run

The Budget, expenses and balances screen is displayed with default values
(usually current ones) for the Fiscal Year and FCFY (Fund Code Fiscal Year)
fields. This screen is already in query mode:

Fii001 WER-2.0.0.22)

Guery

Flzcal Yase| 2010 Error Report

Burzny Orgarization Funel  FCFY Pregraim Project Task Olbject Cass
[ [ [ [0 Jeoof [T T T 71

Check cotos to be deplayed in guery resut. Unehecked codas wil be roled e inquary fesul.
S R e e e e N e g e gl o e I N NN i

“fasr-To-Date Summary

Annual Budget Expenciad Undeliverad Orgers  Uniobiigsted Batance Commirnart s Ayeilable Balsncs

[ I [ | [ I

Wasr-To-Dats By ACCS

Bureau Crganization Fund IFCFY Program Project Tazk Object Class

b L 1L L b P b 3 | | | | B

[ l_ [ | |

[ l_ [ || [ [

[ l_ [ [

[ r i | -
Annual Budget Expenciad Undeliverad Orgers  Uniobiigsted Batance Commirnart s Ayeilable Balsncs

I

r Hird 1° Erer Guery crieria and check cades then click Execute Gueny buttan on Toclbar OF press F3
Hirt 2 To zcroll through recareds uze Down or Up key on the keyhoard OR use scroll ber OR bndtons on he Toober

Note: All of the boxes for each query field are checked. The boxes checked determine
which fields are included for the query results. Checking the box for any code includes
that data; unchecking a box will not include the information in the query results.
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Step

Action

2a

The Budget and Expenditures Query application is a tool for analyzing budget
and expenditure data, including total dollars planned, committed, obligated
and/or expended. This application enables users to interactively query on any, or
multiple, components of the ACCS. Users also have the ability to drill down
from query results at a summary level to additional levels of detail.

Within the Budget & Expenditure Query, the ACCS Summary screen is used for
executing queries and defining the summary level for displaying query results.
Users specify query criteria and applicable summary level. Multiple screens are
available within the Budget & Expenditure Query application which includes
budget and balance information, monthly expenditures, document data by
expenditure type, and multiple distribution line (MDL) detail by document.

3 | » Specify the following query criteria:
Bureau 14
Fiscal Year 2008
Organization 50-34
Fund Code 0083
FCFY 2008
Program 03-01-07
» Uncheck the boxes for:
Organization 4th through 7th levels
Object Class All four levels
Note: Position the cursor in applicable fields by using the mouse or pressing the Tab
key. Press Enter or Tab to accept data entered and move to the next field. Specify the
desired level of detail for displaying query results by checking the applicable box below
each component of the ACCS.
4| Click on the Execute Query |@ icon on the toolbar or press F8

Note: After executing a query, users can view different levels of detail by clicking on the
applicable tab for ACCS Summary, Budget Detail and Expense Detail information.
Users also have the option of modifying query criteria or codes included in query
results.
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Step

Action

5

The ACCS Summary tab displays query results based on the specified query
criteria. The Year-To-Date Summary includes the total of all individual detail
records from the Year-to-date by ACCS section. Amounts are shown in the
following categories: Annual Budget, Expended, Undelivered Orders,
Unobligated Balance, Commitments, and Available Balance.

5 and balancas [CAVER001 VER-3.0.0.23)

ACCS summary | Budgel detsis | Expense detsis |
Query

Fizcal Yase | 2002 Error Report

Erenu Orgarizsticn Fund  FCFY Pregram Project Task Olbject Class

Mo [safas [ [ [ [ | |ooes Jaoue [ [or [or [ | Y
Check gy Jety resut. Ll cctas vl ke rodedd g Inoquiary ressult.
Sl g s om mm M o o odood o [ 2 o N N

*asr-To.Date SUMMSEy
Annual Budget Expendsd Undeh Orgers  Unokil Ealance [ Acvaliable Belance
| 5,607 054.00 | $5433,085.31 S406,117.47 | -532,048.73 || $00 | 33214878

Yasr.To.Date By ACCS

Bures Crganiizetion, Fund  FCFY Pragram Project  Task  ObjsctClass

{ia fsofae] 1 1 | | WocosPocosWoafor for foos | rarisss | EEEN -

[ta [so[as [ [ [ [ocas [z008 [ [o1 [o7 [oos [Fertss [pea ||

[Ha [so[z [ [ [ [ocas 2008 [ [o1 [o7 [oos [cococon [ooo |
|
|

14 [50 [34 [ ncaz [2008 [oa [o1 [o7 [oos [Ferimoz
1[50 [3¢ [T T T lwas [ze6 [m [o1 [or [eos [ Farimoe T |
Arnual Budpet Expendsd LUndeih Orcers  Unobl Ealance i Acvaliable Belance
| $00 | BET F00 | $15002 || $00 | $150.82

R

r’ Hird 1: Erder Guery crib=ria and check codes fhen click ‘Fuscude Query' buttan on Toclksr OF press F8
Hirt 2: To screllthrowgh recards uss Down o Up key on the keyvboard OR use scroll bee O buttonz an the Teober

Note: This query displays data at the FMC level (1% and 2™ levels of the organization
code) for the specified Program. NOAA is not using commitment functionality at this
time.

5a

» Scroll through the Year-to-date by ACCS detail records by moving the scroll
bar on the right or using the arrows on the keyboard or icon bar. The icon
arrows function as follows:

\L Next Record ‘L Previous Record  |®®] Next Set ﬂ Previous Set

*New* If you have a scroll feature on your mouse, it will also scroll that way.
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Step

Action

6a

The B&E Query also provides report generation functionality from this screen to
facilitate the use of query results containing multiple detail records.

» Click on the Print |@ icon
» A Report Progress dialog box appears
%5 Print Report =1 E5)

Budgst and Expendilures Summarny by A0CE

Mo Pareeneters Required to Fun This Report

Run Repon | 'glmﬁapun| Eut |

» Click Run Report

CANWFMOD0T ; Aler

» Click OK

Dialog box disappears. User will have to click on the print icon again to bring it
up again and click View Report.

6b

The Report Previewer opens with the Summary of Resources, Commitment,
Obligations, Expenditures, Balances, YTD report which includes the ACCS
Summary query criteria/results by ACCS detail with year-to-date cumulative
amounts for each ACCS and a year-to-date summary total.

» View the report contents by clicking the appropriate next/previous page
arrows.

> Click the Close Previewer icon X on the icon bar to exit the report.
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Step

Action

7

> Modify query criteria by unchecking Project & Task checkboxes

> Click on the Execute Query |@ icon on the toolbar or press F8

WFRODT VER-3.000.32)

Fizcal Yase| 2008 Error Report
Buram Orgarization Fund  FCOFY Program Project Tazk Object Class
e [0 fas [ [ | [ [ Jooss a8 [0 [or [or [ | o o

Check codes to be deplayed Inguery resut. Unchecked codes wil be roled w in quary resulf.
AIFE FIFE DO Ar R FE R r H m n n N

“ear-To.Cals Summary
Annal Budigat Expenciad Undelivesad Orciors Unobdigates] Balance: Commbmants Avsitable Balancs
35,607 054.00 | 55,453,085 51 SA0E17 47 | sx218878 | | $00 | 3214878

esr-To-Dala By ACCS
Bures Orgenization Fund  FCFY Frogram Object Class
jsofas] ] | | | [Wooosl 2000 s for for ] oos] _ -
ITITITI_I_[_I_I_fE[ﬁImIm [o7 [oos | [
(44 [so [ [ [ [ [ [ |fooas [z008 [oa [ar [o7 [oir | F{

I

1N 0 e o o o o o |

N e o | o |
Arnal Budiat Expenciad Undelverad Orcers  Unobligates] Ealance: Commimants Avsiable Balsnce

| 500 | 500 | 500 | s00 || 500 | £00

Hird 1 Erer Query criteria and check codes then click Erecuts Query' buttan on Toclkar OR press F8
Hirt 2: To screll through recards use Down or Up key on the kevboard OR use sorcll bee OR buttens on the Tookber

> Scroll through the Year-to-date by ACCS detail records
» Select the Year-to-date by ACCS record for Program4: 005

Yasr-To-Date By ACCS

Bureau Crganizatian Fund FCFY Frogram Project Task Object Class

[1a Jsofaa [ [ [ [ lfocas [ﬁ IHITIFIE || I E
[1a Jsofsa [T [ [ |focas [ﬁ IFITIFIW T rrrr
1N v | | o
1 v v | |
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[} Emenees by penod DEWIN YER-2.0.0.35
A5 ey || Eurked sy || Experas detads

Step Action
9 | Click on the Budget Details tab to view cumulative data by FY, Quarter, and
Month with applicable amounts by: Budget Operating Plan, Expenditures,
Undelivered Orders, Unobligated Balance, Open Commitments, and Available
Balance.
';-i Hud g s berbareca o ug b pesriod end [CYSFRD0T VER-2.00.00 231 !EE I
A0S eumrwery|| Burlgd detade | Experee detnde |
=T AT AR Fund  FOFY Progpan Frigeol Teek ] Chass
| 11 |ENEEN e o Jam [m [m (o7 [we ] T T T
Ealsrrux By Parkad Ferd Trarascione
Through Erd o
EMRETIR) i P i O
Carent P | 5,705 e | | s1p=agearn | 3551 FED00
| - ekl TG | wanmea | | #gmesss | A FEEAT
! - Uncaivured Ordarz ¥10 | 405 11747 | | wiane | 574 SE302
mUncoigelsd Baance | ETEITES] | wIman e | FTT A
- Cpn Cortraniz 700 | | | s | 30
Ayndnds EAe | TR | wiran e | F177 B
r HinE T soroll Sonsgh ek s Doren of Lo ko on s berpiosnd OF DURone: on s Tookes
Note: Users can scroll through additional ACCS detail records on this screen without
returning to the ACCS Summary tab by using the arrows on the keyboard or icon bar.
10 | Click on the Expenses details tab to view monthly totals based on the transaction

type (Commitments, Undelivered Orders/Expended) for the specified ACCS
criteria with quarterly and year-to-date cumulative amounts.

Eamiaii Epanination Fund  FOFY Progran Frogel Tau: e Gl
- TEaE T T [ Jfos 2000 [ o [o7 [oos | 'l
| Tataix By Harth Par Traraschanz
| Cuguming in Firoed Yo H08 et Dot
. vewTale e Ve Talae WewTalue

! e 800 o BT ppered | S5AEER
I o 00 [ siEasem w1

e[ 3m e T o1 BER A0 06 ol
¥ Cac x0a | 200 %3 200 43 | 54 73715 | 1,702 1367
1 Jun [T [ simma [ smgem
! Fan 3 oz 521484 A 3 §T02 121 95 iz
1 M x0a | 200 w2 s £50 Z=m6T 502,101 51 | ,539,142.30
' A =00 515 2126 §300 15587
! Ky ET] [} 55 ESE [} m [}
: dun x0a | 200 %245 20077 | £330 134 54 13 1= ¥323 =062
' i =00 ¥ e s23 2o 07
| g 00 g BT Cird W1 4B Cird
: Sap x0a | 200 = 10 seaa a1 peraa 1,00 pE054

P i1 Toml Brugh meore upa Darvn o L kntan 32 beybaund Of b on fa Tookar
Hanl 2 Bk i sy L ol o S Eamton OF Codibde. 0ok on the ekl

Note: Amounts appear for the period in which the transaction occurred. For example,
an order placed in February and received in March would have a February undelivered
order and a March expenditure; recording the receipt also reduces the undelivered
order. For documents with multiple ACCS distribution lines, only the MDL transactions
which match the specified query criteria are included on the Expense Details tab.

October 2010

30



Data Warehouse & Quick Reports Training Exercises

Step Action

11 | Users also have the ability to drill down to additional levels of detail for
applicable documents from the Expense Details tab.

» Click on the amount displayed in the Expended column for March

> Click the |_¥iew Documents |y ;tton OR double-click on the amount

Note: This functionality also applies to the Undelivered Orders or Commitment columns;
however, NOAA is not using commitment functionality at this time.

12 | The Expenses by Document screen displays individual document data which
comprise the summarized total applicable to the month specified.

i Espanaees by danument [DAYFNI 1A YER-2.0.0.0)

e Crgeniaaon Fund  FOFY Promyan Frewcl  Teak o] Class
w e [= [ [ [T oom [2000 [ma [en [oo [oez | | o
et ot Tk o Tht BT iy
ey Dt
Expere s doduresnis: vlh Ian ok COouing in Wanh, Fiosl e J08
e BarnAIL
‘Orignating Cocuman
s tsy Thpe [t Pl Thpe: Date 25 Tolsl
AF J0aD6r 44 EaL D0 TRANEF  7-WAR-200 [E3238 0000 [TRaHEr  [15FEB-200 | H BT
AP DOROTHEDH IO MOMICH  |[14-MAR-200 | 1= | | FIET
AP [eICEDSODOC-DOOGDE  MECLR  [1DMAP-2001 | P | | HHE .|
= e
"Warador PFaleranca Ha Lim Arsaunt Cica Oiica
| SCEMCE AND TECHNOLOGY DONFOMA EE |
Fasdar SpdaniFio Fasder SpdamCooe Crastad By

| | [CFSESHENOO0!

r- Hrd : 1.Ta zrrod thicugh recarde s bubas on tha Taaker O zcrol bar OFf Darwn o U key- on fha brybard
2. T ey’ MOl chstoes ok =vieryy v ilL® balon
3.Cick "Exparan Duiute bufton to ga back

Note: Users may exit this screen by clicking the Exit icon_or the Expense Details button
to return to the previous screen. For documents with multiple ACCS distribution lines,
only the MDL transactions which match the specified query criteria are included on the
Expenses by Document screen.
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Step Action
13a | The B&E Query also provides report generation functionality from this screen to
facilitate the use of query results containing multiple detail records.
» Click on the Print |@ icon
» A Report Progress dialog box appears
% Print Reports =13
Documert Talals for ACCE
Mo Pareeneters Reguired to Run This Repor
| Eun Faport | Wiewy Reapar | Ext
» Click Run Report
CONFMODT A Alerd
» Click OK
Dialog box disappears. User will have to click on the print icon again to bring it
up again and click View Report.
13b | The Report Previewer opens with the Document Totals for ACCS report with
query results from the Expenses by Document screen displayed by document for
the specified month.
> View the report contents by clicking the appropriate next/previous page
arrows.
> Click the Close Previewer icon X] on the icon bar to exit the report.
14 | Users also have the ability to drill down to additional levels of document detail

for applicable item/MDL data from this screen.
» Click on the TRAVNM transaction type in the amount of $1,050.45

> Click the =~ View Item/MDL | pytton

Note: MDL refers to multiple distribution lines where costs apply to more than one
ACCS for a document or line item. For documents with multiple ACCS distribution lines,
only the MDL transactions which match the specified query criteria are included on the
Expense Details tab and related Document and Item/MDL detail screens.
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Action

15

The Expenses by Item and MDL screen displays detailed data by line item and
MDL for the applicable document.

"7 Emensar by llam and MOL [DAWFNDD A VER-3.10.0.0]
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Note: Users may exit this screen by clicking the Exit icon to get to the Expenses by
Period screen_or clicking the View Documents button to return to the previous screen.
For documents with multiple ACCS distribution lines, only the MDL transactions which
match the specified query criteria are included on Item/MDL detail screen.

16a

The B&E Query also provides report generation functionality from this screen to
facilitate the use of query results containing multiple detail records.

» Click on the Print |@ icon
» A Report Progress dialog box appears

":'t:' Print Raports

Hemtdd Totals for ACCE

o Parsemsters Required to Fun This Regort

Ext

» Click OK

Dialog box disappears. User will have to click on the print icon again to bring it
up again and click View Report.

October 2010

33



Data Warehouse & Quick Reports

Training Exercises

Step Action

16b | The Report Previewer opens with the Item/MDL Totals for ACCS report with
query results from the Expenses by Item/MDL screen displayed by item and
multiple distribution line applicable to the document for the specified month.
» View the report contents by clicking the appropriate next/previous page

arrows.

» Click the Close Previewer icon Xl on the icon bar to exit the report.

17

Click the Exit Bl icon twice to exit the Budget & Expenditures Query
Application and return to the Navigator Menu.

*Note — The system doesn’t pick up the data until the final approval has taken place.
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Federal Express Report

Exercise #8 ESP540D - Statement of Charges Report

Objectives: e Understand what the ESP540D report shows

e Run the ESP540D report

Instructions:  Execute the following steps:

Step

Action

1

If not already done:

» Click on the B next to the Data Warehouse folder to expand it

» Click on the B next to the Reports folder to expand it

» Click on the Bt next to the Federal Express Reports folder to expand it

» Double-click ESP540D Statement of Charges Report
OR

> Enter ESP540D in the Menu Item
» Click Run

The report parameter screen will be displayed with default values filled in for
certain fields:

"% ESPS S0C Reporl Pararmeter Fosm (ESP5400 2-27-¥WMW-DWWRPT-0F0201)

ESPS STATEWENT OF CHARGES REPORT
ENTER REPORT PARAMETERS FOR PROCESSMG

Payriant Office Code: m 3

SE— Dote Sebection
FromDater | 0-5EP-2005

1 waice Deke
ToDete: | 30-0CT-Z0049 " Shiapad Dats
FEDEX Accourt o [ALL r
Contact Hor [ALL o
BEun Repart “iessr Repart Ezit
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Step Action
2a | The Statement of Charges Report (ES540D) provides detailed shipping
information for each Federal Express bill-to-account number, including the
contact person, invoice number, invoice date, airbill number, shipment date,
shipper, recipient, charges, and Accounting Classification Code Structure
(ACCS) charged.
3 » Use the following parameters:
ASC Code HQS
From Date 18-MAR-2009
To Date 27-APR -2009
FedEx Account No. 263778391
» Accept the default value ALL for the Contact No.
» Verify that the radio button for the Invoice Date is checked
> Click the _RunReport | pytton
» Click OK
4 The Navigation Arrows in the Adobe Acrobat toolbar ( %) may be used to
maneuver through the pages of the report.
5 Click the Close icon to exit the report.
6 Re-enter the previous parameters but include:
» Change the radio button to Shipped Date
> Click the | _FunReport | pytton
7 » View the report contents
» Click the Close icon on the icon bar to exit the report
> Click the " E#t_ putton to exit the Report Parameter screen and return to
the menu if it is still open
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Reimbursable Agreements Reports

Exercise #9 RA502D - Reimbursable Agreement Summary Report

Objectives: e Understand what the RA502D report shows

e Run the RA502D report

Instructions:  Execute the following steps:

Step

Action

1

If not already done:

» Click on the B next to the Data Warehouse folder to expand it

» Click on the B next to the Reports folder to expand it

» Click on the BF next to the Reimbursable Agreement Reports folder to
expand it

» Double-click RA502D Reimbursable Agreement Summary Report
OR

> Enter RA502D in the Menu Iltem
> Click Run

The report parameter screen will be displayed with default values filled in for
certain fields:

"= Reimbursable Agraemant Summary Repon (RASDZD 2-27-Wh-DWRPT-070301)

REWEURSAELE AGREEMENT SUMMARY REPORT

ENTER REPORT PARANETER= FOR PROCEZSNG

Baurea) Code: |NOAA _i]
Funcl Coder [all  [&8 Fungs !
scceptanca ofg (AL gl [l | gl- [l gl fauc ) gl [ gl feus gl [aic | g
Agrecment Stebuz: IF _ﬂ
Agaatoant NS |41 _’J
Towa Numiber: (a1 _ﬂ
Customes Mumoen [aLL |l Cuistirrmrs

Az 0 Gl Endd Date |51.00T-2009 _H Flacal Year: 200
Crder Ho SEqUancet [LarennihG 1

o=

Run Report View Repot | Ext
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Step

Action

2a

The Reimbursable Agreements module records and stores a large volume of
financial data for each reimbursable agreement. The Reimbursable Agreement
Summary Report (RA502D) has been designed to summarize the agreement
information needed by program managers and other staff members involved in
the financial management of the agreement.

In addition to contractual data, such as period of performance and billing type,
the report displays the total authorized unfilled customer order (UCO) amount,
advance collected (for advance projects), billed costs, costs collected, unreleased
costs, uncollected advance (for advance projects) and the remaining UCO
balance for the reimbursable agreement. Undelivered order amounts and
unmatched costs are not included on this report because they are not allocated to
a reimbursable agreement until they are billed by the WIP process. These
amounts are included on the Reimbursable Project Report.

Possible uses for this report include:

» Comparing overall agreement spending against the total agreement and order
amounts as well as the time remaining on the agreement.

» Evaluating the billing and collections recorded for the reimbursable
agreement.

» Use the following parameters:

Bureau Code 14
Fund Code 0007
Agreement Number NNGO7HUOSI

Accept the default value for the rest of the fields

Click the __RunReport | hytton

Click OK

View the report contents
Click the Close icon on the icon bar to exit the report

YV V V |[VV V

Click the - E=t_ button to exit the Report Parameter screen and return to
the menu if it is still open
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Exercise #10 RA503D - Reimbursable Project Report

Obijectives:

Instructions:

e Understand what the RA503D report shows
e Run the RA503D report

Execute the following steps:

Step Action

1 If not already done:
» Click on the B next to the Data Warehouse folder to expand it
» Click on the B next to the Reports folder to expand it
» Click on the B} next to the Reimbursable Agreement Reports folder to

expand it

» Double-click RA503D Reimbursable Project Report
OR
» Enter RA503D in the Menu Item
» Click Run

2 | The report parameter screen will be displayed with a default values for certain

fields.

17'4,-'- Raimbursabla Project Surmmary Report (RAS030 2« 27-W-DVVRFT-030317)

RENWELREZAELE FROJECT SUWMMARY REPORT

ENTEFR: REPORT PARAMETERS FOR PROCESSING

Bureay Code: [ERI [MOA2
Fund Code: [SLL |4 Funds
Programl Code: [BLL |8 Program Coges
Programz Code: |BLL & Program? Codes
Programd Code: [SLL |40 Progrows Coces
Program4 Code W |.0-I Pregramd Codas
2 Of Bl End Dates [51-00T.2009 Fiscal vesr 2010
Projact Coder [FANGE | @[setect & range of project codes
T
Orifier Mo Sequance W!

Fepart Type: © Ful O Summery

PO P R T T

FunReport | View Report | Gancal
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Step Action
2a | The Reimbursable Project Report (RA503D) has been designed for the use of
program managers, line office budget staff, and other staff members who are
responsible for the overall financial management of the reimbursable projects.
This report has the same financial information as the RA502D Reimbursable
Agreement Summary Report, but summarizes it at the project level. In addition
to the agreement information, the report includes allotment, total billing report
accrued costs, undelivered order amount, and unallocated and unmatched
amounts for the project. Amounts in question can be further analyzed by using
the detailed reports available through Discoverer (RA-Detail Workbook).
3 » Use the following parameters:
Bureau Code 14
Fund Code 0007
Program 1-3 Code 03-03-05
Project Code 3RR3HSA
» Accept the default value for the rest of the fields
> Click the _RunRepsrt | pytton
» Click OK
4 » View the report contents
» Click the Close icon on the icon bar to exit the report
> Click the © E#t__ putton to exit the Report Parameter screen and return to

the menu if it is still open
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Exercise #11 RA505D - Reimbursable Agreement Allotment to UCO
Comparison Report

Objectives: e Understand what the RA505D report shows
e Run the RA505D report

Instructions:  Execute the following steps:

Step Action

1 If not already done:

» Click on the B next to the Data Warehouse folder to expand it

» Click on the B next to the Reports folder to expand it

» Click on the B next to the Reimbursable Agreement Reports folder to
expand it

» Double-click RA505D Reimbursable Agreement Allotment to UCO
Comparison Report

OR

> Enter RA505D in the Menu Iltem
> Click Run

2 | The report parameter screen will be displayed with a default values for certain
fields:

'2_.: Raimbursable Agreetmant ANOment 1o UCO compansion Report (RAS050 2-27-wu-CiBl[=] E3

REMELIR=AFRLE AGREEMENT ALLOTMENT TO LICO COMPARISION REPORT
ENTER REPCIRT PARAMETERS FOR PROCESSHG

Bureau Code: [E] [oaa _!I
4

Fund Coder [ag |

Fund Coce Flzcal Yass (2010
gl Codec (2L | _!|
Projoct Coder |11 [ _ !_'

G End Dt [ 310072008 |

% Diftarencaz Only
L |

Rreaort Type:

| Run Repoit _. | Ve Report | | =4
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Step

Action

2a

This report was designed to compare the allotment for reimbursable WIP
projects and the Unfilled Customer Order (UCO) amount for the Reimbursable
Agreement(s) tied to that same project. This report was deemed necessary
because within CFS there is no connection between the allotment and the UCO
entries.

This report will help Finance and Budget Office users verify that UCO amounts
and allotments match for projects in non-advance funds and that allotments
match to advances collected for projects in advance funds. The Line Office
users will find this report helpful in verifying entry of these amounts.

» Use the following parameters:

Bureau Code 14
Fund Code 0007
Fiscal Year 2008
Orgl Code 40
Project Code ALL

» Accept the default value for the GL End Date
» Change the Report Type to ALL

> Click the __RunReport | pytton.

3a

» Click the ﬁ button to acknowledge the message if a message dialogue
box similar to the one illustrated appears.

-";'E Repar may take a couple of minutes to process

Click OK

View the report contents
Click the Close icon on the icon bar to exit the report

YV V V |V

Click the = E=t  button to exit the Report Parameter screen and return to
the menu if it is still open
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Quick Reports Logon

Exercise #12: Quick Reports Logon

Objectives: e Successfully login into Quick Reports
Instructions: Execute the following steps:
Step Action

1 From the CBS Web Portal screen:

CBS Web Portal

Logout

Welcome CPSSERICOBM to CBS You koged n 2t 16-0IL2009 120501 Pasaward axgias an: MOKDAY 14.5EP-2009

fyou nesd assistance, please contact the Clent Services Help Desk on 301-427-1023 or via

emall at chentesnvices@inoaa.gov.

Hours of speration are Monday thraugh Friday, 700 am - 500 gm ET

» Click on CFS
» Click on Wtrncfs9

2 | The CBS Navigator Menu appears

3 GBS Marigator Menu (NM000 VER-3.0.0.46)

G

-5} ¢BS Applications
Favorites

=471 CFS oueny Only
<41 FM - Funds Management
+47 658 Motor Pool
e T
=71 51T . Sunimary Level Tranefer
<1 WFM - Work Flow Management
78} DEARDS - Resct Parsmeter Process Flag Sereen
S orn - vtk Reports
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Step Action
3 | » Double-click QR101 - Quick Reports
OR
» Enter QR101 in the Menu Item
> Click Run
4 The WebUTtil Information screen appears
fea Wiab Lk Infarmalion
r.l‘.l'e bl GeiCliantinfo IWHility - 10.1.2.3
tu‘fe LAl CHent Side File Functions - 10.1.2.3
fu‘ie oLl Client Side Host Commands-101.2.3
h‘i’e blil Session Manilaring Faciliies - 10.1.2.3
tu‘fe oLl File Transfer Bean-101.2.3
[u‘ie bl Client Side Ole Functions-10.1.2.3
h‘.l’e bl C AP Funclions - 10,1.2.3
h‘ﬂa LAl Broseser Functions - 101 2.3
» Click OK
5 | The Quick Reports Kick Off screen appears

e8 DR101 - QUICK £ OFF SCREEN (2-27-0R-071101)

QR0 - Guick Reports:

Rapart Headar Report Mode: & ipoF O THT Raport 10 Lizer Mot
CHARACTER VALUES MLEFRIC Y ALLES DATE W LUES
Subenit Wiewy Regoet
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Step

Action

6

The Quick Reports listing may be brought up either through the Report Header or the
Report ID fields. Double-clicking in the Report Header field will bring up the listing of
all the Quick Reports by group and/or name of the report:

REFORT HEADER

Find| %

Reporl_Header ;l
[

AF 1088 REFORT EY OBJECT CODE

AP COPYHOST

AP IPAC REPORT

AP NOMATCH BY DATE REFORT

AP PEMALTY AMD DISCOLIMNT REPORT

AF SCAN FM103 REPORT

AP USER ACTMTY REPORT i

Eind| Qi I Qancel|

It also gives the capability of searching for a specific report, including the use of a
wildcard.

Double-clicking in the Report ID field will bring up the listing of all the Quick Reports
by Report ID number:

REPORTID [

Find| DRO0%

Repar_ID LI
_ =

QRO002
QR0003
GR0004
QRO00S
QRO00E
QR0007
GR0003 x|

Einnl| Ok | Qanl:el|

It also gives the capability of searching for a specific report, including the use of a
wildcard.
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Budget Quick Reports

Exercise #13 QRO0007 — BE Budget Operating Plans
Objectives: e Understand what the QR0O007 report shows

e Run the QR0007 report

Instructions:  Execute the following steps:

Step

Action

1

Pull up the parameter screen by either the report header name (i.e. BE Budget
Operating Plans) or by the report ID (i.e. QR0007)

The report parameter screen appears:

I "5 OR101 - QUIGK REPORT KICK OFF SCREEM (2-37-0R-071101)
QR0 .« Guick Repoets

Raport Hesidar ReportMode: & ppF (T FReport ID: Liser Natna
| [E= BUDGET oRERATING FLANS PR (o sssorTRNmt

CHARACTER WVALUES ] MMERIC YALUES ] DATE WALLES

FLRID CODE[3Ea] [ALL FISCAL YEAR(3939] | FROM MOD DATE | 02-00%-2000

15T LEVEL OF 0RG1[39] [ALL BUREAL CCOE[29] [14 10 WOD DATE | 02-H0Y-2003
IND LEVEL OF ORG2{39] |ALL
[ 3RO LEVEL OF ORG33999] [ALL
| PROGRAM1[3g] |ALL

PROGRAMZ[99] |ALL
PROGHAME[29] [ALL
PROGR A4339] [ALL
PROJFULLPARTIAL] ALL
TASKON JALL
PLAM MO [ALL
REGLESTIVMAeLL] [ALL
APPROVED{VINIALL] [ALL
SUB-TOTALS M v

Subxnil | Wigh Regoit

2a

This report provides a list of all budget operating plans (BOPs) that have been
entered into the Commerce Business System (CBS).

» Use the following parameters:

Fund Code 0001

1% Level of Org 50

2" Level of Org 01

Fiscal Year 2008
FromModDate 01-OCT-2007
To Mod Date 30-SEP-2008

» Accept the default values for the rest of the fields
» Click the ==t hytton.
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Step

Action

3a

When the following message appears:

QR101: Subrnid

;’! Report QR101 submifed to the report s enver
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

4 » View the report contents
> Click the Close icon I on the icon bar to exit the report
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Exercise #14 QRO0009 - BE Funds Balance Report

Objectives: e Understand what the QR0009 report shows
e Run the QRO009 report

Instructions:  Execute the following steps:

Step Action

1 Pull up the parameter screen by either the report header name (i.e. BE Funds
Balance Report) or by the report ID (i.e. QR0009)

2 | The report parameter screen appears:

"5 OR101 - QUICK REFORT KICIK OFF SCREEM (2-27-GR-071101)

QR0 - Cuick Repods

Repart Heater Report Mode: < poF T TNT Repart 1D User Nata
| [B= FunDs BaLancE REFORT oROO0S forssERcoEDt
CHARACTER WALLES | NLMERIC W ALLES 1 DATE VALLES
FLIND CODE[3939] [ALL BUREA CODE [39] [14
DRECT OR REME [DR] |&LL FISCAL YEAR [3639] |
ORG- CODET [3] [ALL FISCAL MONTH [t

ORG CODED (98] |ALL
FROGRAM1 [35] [ALL
PROGRAM2[39] JALL
PROGRAME{3T] JaLL

PROGRMS|334] [SLL

PROJECT 0000 L

Skt | Wi Repioet

2a | This report displays the funds balance that shows what is allotted in the system
versus what has been spent. There are things such as labor, surcharges and
over/under process that end up in the system as no match costs. These no match
costs are automatically deducted from the funds balance. This report is very
useful at the end of a quarter as well as at the end of the fiscal year when your
office is trying to figure out what money is actually there to spend.

3 » Use the following parameters:

Fund Code 0001
Org Codel 50
Fiscal Year 2008

Fiscal Month 10
» Accept the default values for the rest of the fields
» Click the ==t hutton.
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Step

Action

3a

When the following message appears:

QR101: Subrnid

;’! Report QR101 submifed to the report s enver
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

4 » View the report contents
> Click the Close icon I on the icon bar to exit the report
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Exercise #15 QRO0050 — BE Corresponding Org Report

Objectives: e Understand what the QR0050 report shows
e Run the QR0O050 report

Instructions:  Execute the following steps:

Step Action

1 Pull up the parameter screen by either the report header name (i.e. BE
Corresponding Org Report) or by the report ID (i.e. QR0050)

2 | The report parameter screen appears:

53 0R101 - QUICK REFORT KICK OFF SCREEM (2-37-QR-071101)
QRI0T - Cuick Repoets

Fiapart Hesder ReportMode: < poF " TNT Rapart ID Lizer Matts

|| [EE- CORRESPOMDING ORG REFGRT GR00S0 lopssERICOE
CHRACTER WALLES | RURERIC WALLES | DATE WALUES
FLIND CODE[355] |ALL Frscal vEARE9aS] | FROM MOD DATE | 27-MaR-2008
CHANGE CODE[TRMSFRISLL] |2l BUREALL3S] [14 70 WOD DATE | 27-MAR- 2009

ACCE CRE1E ALl
ACCS ORGG] [ALL
ACCS ORG[99g) [ALL
CFMC CRGA[EE] ALL
CFMC CRGE] ALl
CFMC ORGI3a5g] AL
PROGRAMI[35] [ALL
PROGRAMZ[39] ALL
PROCRAME[2S] ALl
PROGR AN aa5] [ALL
APPROVED[YMUALL] AL

Suberil | Wiaw Report

2a | This report is a good tool to use when checking on BOPs. This report will allow
you to look up initial, adjustment, and transfer BOPs with all of their
corresponding information which includes approval status.

3 » Use the following parameters:

Fund Code 0001
ACCS Orgl 50
Fiscal Year 2008

FromModDate 01-OCT-2007
To Mod Date 30-SEP-2008

» Accept the default values for the rest of the fields
» Click the ==t hutton.
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Step

Action

3a

When the following message appears:

QR101: Subrnid

;’! Report QR101 submifed to the report s enver
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

4 » View the report contents
> Click the Close icon I on the icon bar to exit the report
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Exercise #16 QRO0070 — BE Allotments by Quarter Report

Objectives: e Understand what the QR0070 report shows
e Run the QR0O070 report

Instructions:  Execute the following steps:

Step Action

1 Pull up the parameter screen by either the report header name (i.e. BE
Allotments by Quarter Report) or by the report ID (i.e. QR0070)

2 | The report parameter screen appears:

&5 R101 - QUICK REFORT KIGK OFF ECREEM (2-27-0R-071101)
QR0 - GuUick Regorts

Fapart Heaer ReportMode: = ipoF  TXT Repart 1D Lizer Mams

|| [EE-ALLOTMENTS BY QUARTER REFORT QR007D |op=sERICoED1
CHARACTER WALUES ] MLKERIC WALUES | DATE VALLES
FLIND CODE[3E39] |ALL Frscal YEAR[SES] | FROM MOD DATE | 27-M28-2009
15T LEVEL OF CRE1[9] |ALL BUREAU CCOE39] 14 10 MOD DATE | 27-M4R-3009

IND LEVEL OF CRGa] &L L
PROGRANI(38] [ALL
PROGRAMZE] [ALL
PROGRAME[3S] ALl

PRIOGRAN4|233] [aLL

PROVIFULLIPARTIAL] [ALL

Taskpoo AL

ADVICE WD [39] AL

ITEM MO [239] ALl

APPROVEDEYMiALL] AL
SUB-TOTALS]vM [¥

Subenit | Wiaww Repoet

2a | This report will show the quarterly funding allotted to an organization and will
enable users to view allotment information as soon as it is available. It will also
add the capability for the NOAA Budget Office to view data for a specific
Advice No. and/or Item No.

3 » Use the following parameters:

Fund Code 0001
1% Level of Org 50
Fiscal Year 2008

From ModDate 01-OCT-2007
To Mod Date 30-SEP-2008

» Accept the default values for the rest of the fields
» Click the == hutton.
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Step

Action

3a

When the following message appears:

QR101: Subrnid

;’! Report QR101 submifed to the report s enver
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

4 » View the report contents
> Click the Close icon I on the icon bar to exit the report
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Exercise #17

Reimbursable Quick Reports

Objectives: e Understand what the QR0059 report shows

e Run the QR0O059 report

Instructions:  Execute the following steps:

QRO0059 - RA Active and Approved RADG002 Records Query

Step Action
1 Pull up the parameter screen by either the report header name (i.e. RA Active
and Approved RADG002 Records Query) or by the report ID (i.e. QR0059)
2 | The report parameter screen appears:
%8 QR101 - QUICK REPORT KIGK OFF SCREEM (2-27-8R-071101)
QR0 - Guick Reporis
FRapart Heaer ReportMode:  *pDF T Fiaport 1D Lzer e
| IRt acTive anp spPROVED RADGODZ EEEE!ED‘S QUERY m lcessERIcOED
CHA::LZN;:L;;J :ALL HNERIC YALUES DATE VaLUES
LOCRE39] AL
FMC(CRGZYES] |ALL
FLRD CODE[9934] |ALL
Suberit | Wiz Reqioet
2a | This query lists all of the reimbursable agreement (RADGO002) records that are
active and approved by bureau, line office, FMC, and fund code. The records
are listed in order by LO and FMC. The LO and FMC for this report are pulled
from the Acceptance Organization on the RADGO002. A missing or incorrect
acceptance organization will adversely affect the results of the query.
This report can be used by line offices and FMC staff to produce a quick list of
the active and approved RADGO002 records for their specific area. This report
can also be used to verify if a RADGO002 has been approved by the Finance
Office.

October 2010

55



Data Warehouse & Quick Reports

Training Exercises

Step

Action

3

» Use the following parameters:

Bureau Code 14
LO (Orgl) 50
FMC (Org2) 22

» Accept the default values for the rest of the fields
» Click the =it hytton.

3a

When the following message appears:

QR101: Subrrid
;’! Report QRT01 subrmifed 1o the report s eter
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

» View the report contents
> Click the Close icon I& on the icon bar to exit the report
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Exercise #18 QRO0061- RA Unfilled Customer Order Query
Objectives: e Understand what the QR0061 report shows

e Run the QR0061 report

Instructions:  Execute the following steps:

Step Action
1 Pull up the parameter screen by either the report header name (i.e. RA Unfilled
Customer Order Query) or by the report ID (i.e. QR0061)
2 | The report parameter screen appears:
'ﬂ'l_ AR101 - QUICK REFORT KICK OFF SCREEM (2- 27-QR-071101)
QR0 - Guick Reports:
FRapart Headsr Reportbode: < poF ( TuT Fapart I0 Lizer Maha
| [Re UNFLLED CUSTCHER: CROERS GLER'Y [ oesstrcoen
BUREALISS] [ALL
Lofag) jaLL
FLNC{3239] [2LL
F& FESCAL YEAR{9G3S] |ALL
Subert | Wiewr Reqoet '
2a | This query lists all of the active and approved unfilled customer orders
(RADGO003) records by bureau, line office, and fiscal year. The records are
listed in project order.
This report can be used by line offices and FMC staff to get a quick list of all the
UCOs that have been entered against agreements. This report can also be used
to get a quick list displaying the orders for all fiscal years of an agreement.
3 » Use the following parameters:

Bureau Code 14
LO 50

» Accept the default values for the rest of the fields
» Click the "=t hytton.
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Step

Action

3a

When the following message appears:

QR101: Subrnid

;’! Report QR101 submifed to the report s enver
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

4 » View the report contents
> Click the Close icon I on the icon bar to exit the report
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Exercise #19

Objectives: e Understand what the QR0062 report shows

e Run the QR0062 report

Instructions:  Execute the following steps:

Step Action
1 Pull up the parameter screen by either the report header name (i.e. RA- RAs
With No Unfilled Customer Orders Report) or by the report ID (i.e. QR0062)
2 The report parameter screen appears:
T8 OR101 - QUICK REPORT KICK OFF SCREEM (2-27-0R-071101)
Q1M - Guick Repoets
Fapart Heaer ReportMode: = ipDF 7 a1 Fapart ID Lzer Mare
| [Fes RS wITH MO UNFILLED: CUSTOMER ORCERS REPORT lops3ERCOBa!
CHARACTER VALUES | MUWVERIC WALUES | DATE VALLES
BUREAL) CODE |ALL
FUND CODE [ALL
DRGY CODE JALL
ORGZ CODE [ALL
ELIREAL REFERENICE MO [ALL
Suiberit | Wist Regioet
2a | This query lists all approved agreements in the reimbursable module that do not

have an accompanying unfilled customer order by bureau, fund code, line office,
and FMC. This report can also be run for a specific project code provided that
the user followed NOAA Business Rules and entered the project code in the
Bureau Reference No. field on the RADGO002 screen. A missing or incorrect
Bureau Reference No. will adversely impact the results displayed on the report.

This report was initially programmed quickly to give LO/FMC staff a way to
easily check for unfilled customer order entry during the first year of the
reimbursable module implementation. This report remains helpful for LO/FMC
and Finance users since it provides real time data for identifying agreements that
still need UCOs during periods of high data entry volume and month end clean
up prior to the Finance Office running the WIP. Verifying entry of these
missing UCQOs, prior to running WIP, will help to curtail the amount of
unmatched costs to be researched by LO/FMC users.

QR0062- RA — RAs With No Unfilled Customer Orders Report
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Step

Action

3

» Use the following parameters:

Bureau Code 14
Orgl Code 50

» Accept the default values for the rest of the fields
» Click the =t huytton.

3a

When the following message appears:

QR101: Subrnid

;’! Report QR101 submifed to the report s enver
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

» View the report contents
> Click the Close icon I on the icon bar to exit the report
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Exercise #20 QR0068- Summary Unmatched Cost Report
Objectives: e Understand what the QR0O068 report shows

e Run the QR0068 report

Instructions:  Execute the following steps:

Step

Action

1

Pull up the parameter screen by either the report header name (i.e. Summary
Unmatched Cost Report) or by the report ID (i.e. QR0068)

The report parameter screen appears:

't5 OR101 - QUICK REPORT KIGK OFF SCREEM (2-27-@R-071101)

QR0 - Guick Repots

Feport Heasar ReportMode: &% ppF 1 THT Feport |0 Uzer Mata
| [suMMARY LMATCHED COST REFCRT RS ce=sercosn
CHARACTER VALUES ' HLWERIC VALLES 1 DATE VALUES

ELREALICODE (14
FUKD CODE |6

Skl | Wiawr Regord

2a

This report was designed to summarize by project code the detailed information
in the RADG107 — RA Unmatched Cost Report. The user will enter the Bureau
and Fund Code to kick off the report which will list by project the total
unmatched costs for each fund code fiscal year. Since the data on this report is
overwritten with each monthly WIP cycle, users should run this report monthly
or, at the very least, quarterly.

All reimbursable users involved in the financial management of a project will

find this report a helpful addition to the RADG107 RA Unmatched Cost Report.

Along with the RA504D Reimbursable Unmatched Costs Report, and the RA-
Detail Workbook, available in Discoverer, users will be better able to identify,
research, and correct unmatched cost problems.

October 2010

61



Data Warehouse & Quick Reports

Training Exercises

Step

Action

3

» Use the following parameters:

Bureau Code 14
Fund Code 6

» Accept the default values for the rest of the fields
» Click the =t huytton.

3a

When the following message appears:

QR101: Subrnid

;’! Report QR101 submifed to the report s enver
i

» Click OK

Notes: Unlike DW reports, the QR parameter screen does not reset itself until
you go to run a different report.

» View the report contents
> Click the Close icon I on the icon bar to exit the report

You can also try and run it for Fund Code 7.
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