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Exercise #1a: Log in to CBS Portal Page
Objectives: e Successfully login to the Portal Page

Notes:

e Successfully login to DW

If you already have Discoverer open already in a browser window, you
will need to open a new browser window in order to run the CBS Portal

Page at the same time. If you don’t, you will run into issues.

Instructions:  Execute the following steps:

Step

Action

1

» Open a Internet Explorer window
» Point your browser to the URL the instructor tells you to go to.

Note: Production URL is: https://cbs.rdc.noaa.gov/nmadm/custom pages.login_page

On the CBS Web Migration Portal Login screen:

CBS Portal |

Username:

Password:

You have accessed a United Stales Department Of Commerca compuler system. Use of this computer system without authorization of for purposes Tor which
authorization has not been exlended is a violation of federal law and can be punished with fines or imprisonment (Public Law 93-474). Individuzals using this
system without autharity, or in excess of their autharity, are subjectto having all of their activities on this system manitarsd and recorded by system personnal
Inthe course of manitaring indiiduals Impropery using the system, or in the course of system maintenance, the actiities of authorized users may also be
moenitored. Anyone using this system expressly consents 1o such monitoring and is advised that if such menitoring reveals possible criminal adhilies, system
personnel may provide evidence of such monitoring to law enforcement officials.

I Check fhis accept box to indicate your understanding and acceptance of the Rules of Behavior expiained above.

» Enter User Name

» Enter Password

» Check the checkbox
» Click Logon

FY 2015-V 1.0.1 1
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Step Action

3a | The first time logging in you’ll be sent to the CBS Web Challenge Setup screen
appears with three (3) question and response areas:

» Select your challenge question(s) using the drop-down listing
» Enter your response(s)

0 You may not use the same response for each question. It must be a
unique response to each of the questions.
» Click Submit

0 Answers are not case sensitive.

CBS Portal Challenge Setup

Close window

@ Use this form to setup your challenge questions and responses. They will help you to reset your password if you forgot it-
To clear all the fields, simply click the cancel button.

All fields are reguived

Challenge Question Setup - OPS$ERICOBM

# Challenge Question 1: (select one)

-

#* Response to Challenge Question 1: | |

# Challenge Question 2: (select one) -

# Response to Challenge Question 2: |

# Challenge Question 3: (select one) -

# Response to Challenge Question 3: |

(" submit ) _Reset )
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Step

Action

3b

CHALLENGE QUESTIONS

=

In what city/town were you born?
2. In what hospital were you born?

What is your oldest sibling’s first name?

@

What was the make of your first car?

5. What color was your first car?

6. From what high school did you graduate?
7. In what state did you attend college?

8. In what month was your mother born?

9. What is your father's middle name?

10.In what month did your parents marry?

4a

If a user is unsuccessful with creating their responses to the challenge questions,
they may receive an error message.

» Click Back

> Repeat Step 3

4b

If successful, the CBS Web Forgotten Password Reset screen appears stating,
“Your challenge setup is complete”.

> Click Done

e . | @ - 2a L
WG | @8BS SeF-Service Passward B8 et v [vpage v £ Took -

CBS Web Forgotten Password Reset

CBS Salf-Service Password Reset

0 Your challenge setup is complets

Done )
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Step

Action

5

The CBS Web Change Password screen appears:

CBS Portal Change Password

All fields are required

Old Password: ||

New F'asswurd:|

Confirm Mew Password: |

(submit ) | Reset )

# Password must comply with these password rules

Close window

Change password for OPS$ERICOBO01

» Enter the Old Password

» Enter the New Password

» Confirm the New Password
» Click Submit

FY 2015-V 1.0.1
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Step

Action

5a

Users may click the Password Rules link to see the following:
The passwords must contain the following:

a) Passwords must be a minimum of 8 characters
b) Passwords must begin with an Alpha (A-Z or a-z) character
c) Passwords must contain all of the following 4 categories:

I.  Upper Case Alpha (A-2)

ii. Lower Case Alpha (a-z)

iii.  Numeric Value (1-9)

iv.  Special Character (limited to # and _)
d) Six characters must be unique and can not be repeated
e) Passwords must not be any dictionary word longer than 3 characters
f) New password cannot be the same as old password
g) New Password cannot be one of the eight previous used passwords or have

been used in the past 731 days (2 years)

h) Password cannot be the same as your username

They may also click the Show Me link for the CBS Change Password Dictionary
Word Check screen:

CBS Change Password Dictionary Word

Check

Close window
# Jse this form to see if your passwaord is a dictionary word.

Enter a word:

( submit ) |_Reset )

6a

If a user is unsuccessful with their password change, they may receive an error
message.

» Click Back

> Repeat Step 5

FY 2015-V 1.0.1 5




Discoverer FMC1 Training Exercises

Step

Action

6b

If successful, the CBS Web Change Password screen appears stating, “Password
changed successfully”.

Single Sign-On password for user OPS$ERICOBO01

o Password changed successfully.

) Daone )

» Click Done

The CBS Web Portal screen appears:

CBS Web Portal

Home CFS Data Warehouse Reports Server Password Control Logout

Welcome OPS$ERICOB01 to CBS Youlogged in at: 11-JAN-2013 031114 Password expires on: THURSDAY 17-JAN-2013

If you need assistance, please contact the Client Services Help Desk on 301-444-3400 or via

email at clientservices@noaa.gov.

Hours of operation are Monday through Friday, 7:00 am - 5:00 pm ET

FY 2015-V 1.0.1 6
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Step

Action

7a

The area under the CBS Web Portal screen title is called the Portal Links.

Home CF5

Data Warehouse Reports Server Password Control Logout

Each of these areas does a different functionality when clicking on them.

Link Name

Sub-Link Name

Description

Home

Clicking this link will take you back to the
CBS Web Portal screen.

CFS

CBS

Clicking this link will bring up a submenu
that may have one or more sub-link names.
Clicking on the sub-link name will open up
a new window into CBS application (AP,
AR, BE, CPCS, GL, RA, etc)

Data Warehouse

Dw

Clicking this link will bring up a submenu
that may have one or more sub-link names.
Clicking on the sub-link name will open up
a new window into NOAA Data
Warehouse.

Reports Server

Clicking this link will open up a new window
for your Report Queue. This will default to
the users’ past jobs, which will be listed on
the page.

Password Control

Change Password

Clicking this link will bring up a submenu
that has one option called Change
Password. Clicking this sub-link name will
open up a new window allowing the user to
enter their current password, to enter a
new password and verify a new password.

Password Control

Challenge Questions

Clicking this link will bring up a submenu
that has one option called Challenge
Questions. Clicking this sub-link name will
open up a new window allowing the user to
change their challenge questions and
responses.

Logout

Clicking this link will log the user out of the
CBS Web Portal screen.
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Exercise #1b: Create a Connection & Logon to Discoverer

Objectives: e Create a new connection to Discoverer

Notes:

e Logon to Discoverer using that connection

If you already have CBS and/or Data Warehouse open already in a
browser window, you will need to open a new browser window in order
to run Discoverer at the same time. If you don’t, you will run into issues.

Instructions:  Execute the following steps:

Step Action
1 » Open a new Internet Explorer window
» Point your browser to the URL the instructor tells you to go to.
Note: The production URL is: https://cbsquery.rdc.noaa.gov/discoverer/plus
2

The Oracle Discoverer Plus page is displayed showing any existing
Discoverer connections and an area to connect directly without creating a

connection.

ORACLE Discoverer Flus
Ex Help

Business Intelligence

¥ Connect Dirscthy

Connect to OracleBl Discoverer
To connact to OraclaBl Discoverar, click on a connaction mame or enter your connection details directly.

Choose Connection

Create Connecilon |
Details Connection |Descripl:ion |Update Delate
B Show Train 7 Train T ﬁ 'j
Connect Directly A Retum to Top

Enter yaur connection details belaw ta connect dirsctly to OracleBl Discoverer
* |ndicates required field.
Cannect To | OracleBl Discoverer b
* User I‘*lame:
* Password
= Databage
End User Layer |
Locale :Locale retrieved from browser v:

G0 )

I_n
s
£
[

cle Corporation, Al ights reserved,
Jargion 10.1.2.55.26

Copyright (2120
Aboul Orackes|
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Step Action
3a | The Connect to OracleBIl Discoverer/Choose Connection section displays a
list of existing Discoverer connections in the Connection column.
Connect to OracleBl Discoverer
To cennect o OracleBl Digcoverar, elick an a connection name of enter your connection details directly.
Choose Connection
Create Connection |
Detailz Connection Description |Update D lete
B Show Train 7 Train 7 ﬁ? 'j
3b | The Connect to OracleBl Discoverer/ Connect Directly section gives a user
the ability to open Discoverer without creating a connection.
Connect Directly
Enter your connection details below ta connect directly to OracleBl Discoverer
* Indicates raquired fiald.
Connect To | OracleBl Discoverer b
* User Mame
* Pasaword
* Database
End User Layer
Locale :anale retriewed from browser v:
=
Note: If your IT personnel delete your cookies, you may want to utilize this option
instead of creating a connection.
4 Click the | &reate Connection ) ),t0n on the Connect to OracleBl

Discoverer/Choose Connection page

Connect to OracleBl Discoverer
To cennect to OracleBl Discoverar, click on a connection name or enter your connection details directly.
Choose Connection

Creatz Connection
Details Connection Description |Updat9 Delete
B Show Train T Train T J) 'j

FY 2015-V 1.0 10
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Step Action
5a On the Create Connection/Connection Details page:
» Name/Description:  Enter a name and brief description of the
connection
» Locale: Accept default of Locale set in user’s
Create Connection
Use this page 1o enter the details of the connectien that you wish to create. Choose a name that is easy to remember, followed | Cancel ) | &paly | | &pply and Connacl
by an optional descrption and locale. Enter the account details for this connection before proceeding
Ceonnection Details
* |ndicates required field.
Connect To :OracleEIDisccz\erer R
® Mame
Dascription |
Locale jLDI:E|ErEt[iE'.-‘Ed{[CII’I’I browser Vj
Note: If the user’s browser is set in something other than English, please use the
drop-down listing to choose English.
5b Scroll down to the Database Account Details section, which is located on the
lower portion of the Create Connection: Connection Details page.
» User Name/Password: User DW/Discoverer ID & PW
» Database: (given to you by instructor) {WARNING: DO NOT
PRESS ENTER!!!}
Account Details
* Usar Name
® Passwiand
= Database
® TIP You will be prompted to select an End User Layer and/or an Applications Respansibility if mare than one exists
_Cancel | (| Apply ) | Apply and Connect )
Note: The Oracle default for this screen is “Cancel” — pressing the Enter key upon
typing the database name would clear the connection details recorded in the previous
steps.
Production’s Database name is still CFSDW.
5c | Click on the 222 putton to save the connection and return to the previous

page

FY 2015-V 1.0 11
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Step

Action

6

Click the new Connection you just made, to start Discoverer.

Connect to OracleBl Discoverer
To cennect o OracleBl Digcoverar, elick an a connection name of enter your connection details directly.

Choose Connection

Detailz Connection Description

Create Connection
[U pdate Delete

B=Show Train T Train 7

i

The Enter Password page will be displayed.

Type in your password and click the 6o button.

Conned =

Enter Password

The item you are requesting requires you 1o enter a password. This could occur because this is a private connection or because the
public connection password was imabd. Please enter the conect password now lo continue

Connaction Hamé Tralningl
Connection Description  Training 1D 1
User Name OPSSNDWTRNO
Database WTRNDWS
End User Layor DISCOVERER
Connect To OracleBl Discoverer
Locale Locale retrieved from browser

Password G4 )

Had
200% Cracie Conporaten, Al rghia redenved,
i 2 £5 2

Vargamn 10 1

Depending upon your role, you’ll get one of two screens:

FY 2015-V 1.0
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Step Action
8a | The Open Workbook from Database dialog box is displayed upon logon for
the general FMC users. It will list all workbooks, including the standard
workbooks.
Choose a farget waorkshest by browsing avalable workbooks and selecling a worksheet
View: | Al Woribooks =] | ¥y = | tame contains: |
Warkboeoks:
Hame = ||:mngu- |ﬂ|>dllied
I?I '@ _Trial Detail in GJ Order with User Name DEECGLEA Feb 29, 2012 545 &l
Iﬂ-ﬁ _Tral Detal in GJ Order with Usar Hame QPSEWILPARD Apr B, 2010 2:44 P
I?I '@ 139SDETAL DEECGLEA Qel 5, 212 1:5% P
Eﬁ 1385DETAL _fo43 DEOGLEA Aug 20, 2007 10235 AN
I?I '@ 1392 DETALL for audiors PEC with Salmen  DISCELBA How T, 2012 520 &K
FE-4 1410 Gwsry DISCGLAA Feaib 4, 2008 11:24 AN
I?I '@ 1410 Query 21 FCs DISCELEA Kar 19, 2008 1:41 PA
Eﬁ 1410 Query &A1 FCs for FSB DEOGLEA Jan 13, 2011 1115 Al
I?I '@ 1410 Query GLRE Reconciation DISOGELAA Feb 25, 200& 1:31 PM
B4 19,20 Category B DISCGLAA Aug 2, 2007 19 AM
I?I @ 1-Closeout Tables_0%0105 OPSIPAUIOH. ., Sep 15, 2005 8:25 AW
Eﬂ 1-Closeout Tables_08230% OFSIPALLIOH... Sep 23, 2005 1216 PR
I?I @ 1-FTE 03 048 05 OPSIPAUIOH. ., Sep 13, 2005 342 PI
LH-'ﬁ 1-FTE Actual by Drg2 QPSFFALIOH, . Sep 13, 2005 415 B
Description
FY 2015-V 1.0 13
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Step Action

8b | The Workbook Wizard dialog box is displayed upon logon for the users that
have special permissions.

| £1| Workboak Wizard - Step 1 of 5: Creat E

Create/Open Workbook

Connmectadd 10 the Database: CF S0 (EUL DISCOVERER)

witial do you wanl bo do T

{:_‘- Open an existing workbeok
Recently Usad:
There are no recently used workbooks, Eguwst...J

() Creabe & new werkbeok
Sedxct the objects o display in the workshest

[+] e Example:
[ |

I?IPme Beme - — =T = =1

() Crogstab (%) Table

Plsgement: | Graph belaw Tabls =]

e '™

[
uan' opertes 0 [umz-l;;mnan-l[c:anml]

You can either click the Browse button to get to your specific or standard
gueries or you can start to create a new query from here.

FY 2015-V 1.0 14
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Exercise #2:

Objectives:

Notes:

Instructions:

Open a Workbook/Navigation

e Open a Worksheet in a Workbook
e Navigate the Open Workbook from Database dialog box
e Understand the worksheet layout

The Open Workbook from Database dialog box gives us the capability
to search for a workbook, arrange the workbooks by
ascending/descending order, or by displaying those workbooks by the
view area defined.

Execute the following steps:

Step

Action

1 The default Open Workbook from Database dialog box lists all workbooks by

alphabetical order.

Click on View As [E icon

Select User Tree

The dialog box will now display alphabetically by username and CAMSADM
should be at the top.

Choose a target worksheet by browsing available workbooks and selecting a worksheet

View: |AIIWDrkbuuk5 'l |‘.:.EE| 'l Name contains: | | | Clear |

Workbooks:

i CAMSADM
- { DISCELBA

B @ Disceec

- @ DISCSHARE

B & OPSSCAMTRNDWO1
B @ OPSSCAMTRNDWIO
& @ OPSSDINHOLOY
G- & OPSSERICOBO1

B { OPSSFARFOUOT
- & OPSSIESPERM

B § OPSSIOAKEMO1

B & OPSSKEISCHO1

B @ OPSSLINWILO1
- OPSSMARKIRO1

Descriptien

FY 2015-V 1.0 15
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Step

Action

2

Expand the CAMSADM user by clicking the Expand &: icon

The dialog box will show all workbooks that belong to the CAMSADM user.
These workbooks are the standard workbooks that all FMC users will have
access to run.

3 In the Name Contains field enter REF
The dialog box will shorten the list to those users that have workbooks that
contain what was typed in the field.
Expand each user to view the workbooks.

4 Notice that the workbooks have an expand icon next to them. If you wanted to

just open the workbook so it would open to the first worksheet:

» Highlight the workbook
» Click Open

If you wanted to open a particular worksheet in a workbook:
» Click the Expand icon (i.e. Reference-Data)

» Highlight the worksheet (i.e. Fund Code)

» Click Open

Note: You may also double-click the worksheet in order for it to open. Double-
clicking the workbook will only expand it.

FY 2015-V 1.0 16
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Step

Action

5

The Edit Parameter Values dialog box appears.

Edit Parameter Values |

Select values for the following parameters:

Bureau Code: |

Approved Flag: |"|"

Description

* indicates required field.

[ QK I[ Cancel ]

> Click OK

The worksheet will appear.

B E® Yew Fors Jods b

Standard Tool Bar
LS M. PMa 9 2153 B % . V.8 84

B U E

Pogs homa: | Buresu Code: 18 *—I Page Items

¥ Fundode | » Fund Tiia » Furd Tige | » EBogn Ote |
0001 | OREF GENERAL OPERATIONS 1351450 | GEN [un-ucnu1

| tems | Condtions | Calcustons

e (D 45|

¥ EndDste | » Approved By » Asproved Oste
|Dvsmmm.su| |'zs-.mmzom -t

0002 [ INTERNAL FUND 1201450
0005 | ADVANCES - SINGLE YR REIMD.
13x1490
ACUANCES - MULTI OR NO YEAR
REIMBURSABLE
REIMBURSABLE

[RempuRsABe |
GIRECT FIN FUND 1354524

MTERL
REME

01-0CT-1997

0008,

i) 5 Workbook: Reference-Dats  Wiorksheet. Fund Codes  Dute Execdted: 00MAR-OG =
L 2B %N B 7 & B | i buwmrtossttonia S <« Title Area

(o]

Double-click hate to editthe ted area

[~ | Druacoser [[Clpvagramcoses || [IPromet | Clvask | [ Crpantraton | [ cbict Ciaezes | (] cosatypes | L1
|

W

Worksheet Tabs

NEPECTION AND GRADING OF C1-OCT 1088
PRODUCTS
001z | ORF @203 SEn 01.0C7:2001_|30.5EF-2003 | OPSIMARIACD ! |17-TEB-2009
0014 PACIFIC COASTAL SALMON sEN O1.0CT-2007 |30 SEP-2003 | OPSFCANMYED 1| 07JANZO0H Data
RECOVERY Points
0015 | PROCUREMENT ACCUISITION & GEn 01-66T-1690. |AULL CPSIMARIACDT |10-TEB 2004
cansT FUND.
6013 | PACIFIC COASTAL SALMON SEn 010072000 |30-56P.2001 | OPSHMIBOLOY | 12.0CT-2004
RECOVERY (UB)
0015 | PACIFIC COAS TAL SALMON e C1-ocT2m | sEra00z [Gwmaﬁu\w\ 7TERIRA
)
01.0CT:2002 | 30-5EP-2003 | OPSTMARIACO] |17-TER-2000
C1-OCT-2003 |20 SEP/2004 | OPSTMIKBOLOY | 120612004
TPaciic cossTar saLMon Toroeracess lsrsirancs|
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Step

Action

Note: The first time logging into Discoverer and a worksheet, two panes will display on
the left (Available Items & Selected Items). These panes do not apply to a general
user as you are unable to create or modify workbooks/sheets.

To remove those panes: [vie TR

r W Availzble tems Pane

» Click View in the Menu Bar - ¥ Selecled tems Pane
> Click on Available Items Pane - Toolars '
checkbox t v Stalus Bar
. . W Titl
» Wait for worksheet to reconfigure - ’
Click View in the Menu Bar i @ Tabie
» Click on Selected Items Pane Graph
checkbox 3 Graph Flacement  »
» Wait for worksheet to reconfigure © W TextArea

—

Note: Once you have removed these panes, they will not display again, unless you go
back to the View Menu Bar and reselect them

The worksheet will reconfigure and now you will be able to see more of it.
Worksheets that were built with Titles still show at the top with the default
values to it.

You are able to not only to minimize the title area by clicking and dragging the
title area up so it doesn’t show, but you can also remove it by clicking on View
in the Menu Bar and clicking the Title checkbox.

You can also edit the title. You can
do that by doing one of the following:

(= it Tilln [
> C"Ck Edit In the Menu Bar Tha e et o W T R ol L e, R Wl i 80 bl e ] bt
. e,
» Select Title cont [ mmz v con B
F i|£| Eﬂﬂﬂ Eratkgraund Cakr m
% Tk | Irragit
Bk Edarksheaflame  Duln
> Right-click in the Title Area T
» Select Edit Title
A new dialog box appears allowing
ou to make changes to the text
y g Hedp | Gened |

» Make changes to the Title
» Click OK

FY 2015-V 1.0 18
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Step Action

8a | There is a new section of the worksheet called Text Area. It is found toward
the bottom of the worksheet right above the worksheet tabs. This area works
just like the Title. It can be used to convey a note or can be used as a footer.

9 Information on Navigation Features can be found in Section 3 Access &
Navigation.

10 | Click on the Code Values worksheet tab at the bottom of the screen.

11 | » Enter CDITEM in the Code Type field
> Click OK

12 | This worksheet will give the value and description of most things that are found

in CFES and could show up in some of the workbooks/worksheets.
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Exercise #3: Data Warehouse Status/Data Dictionary
Objectives:

e Open a Worksheet in a Workbook

e Navigate the Open Workbook from Database dialog box

e Understand the pieces on the DW Status Worksheet

e Understand the pieces on the Data-Dictionary Worksheet
Notes: The Open Workbook from Database dialog box gives us the capability

to search for a workbook, arrange the workbooks by
ascending/descending order, or by displaying those workbooks by the
view area defined.

Instructions:  Execute the following steps:

Step Action

1
Click on File/Open in the Menu Bar or Open LY icon in the Standard

Toolbar

Expand CAMSADM user

Expand Data-Warehouse-Status workbook
Select Current DW Status worksheet

YVYVY 'V

2 You will receive the following message:

/= DracleBl Discoverar EI

\?r} You have insufficient privileges fo save the current
workbook to the database. Conlinuing will cause
all ofyaur changes 10 be lost Do you weanl to
continue?

» Click YES

FY 2015-V 1.0 21
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Step Action
3 No Parameter screen will appear, it goes directly to the worksheet:
File Edit Wiew Format Tools Help
VOSSO .- DMd 9 8 2t= X % & . %.F 5
B:u ===8»n , o BB BL
Page ltems:
| >Faefresh|dNn| ¥ AsOfDate| ¥ Ndw Refresh inati 5tatus| 4 NdwraefresnErdT.me| 4 BAndEstatus| ¥ BANdE C i Date|
1| 3DE-B|21-MEy—1311:31 PM |EUCCESSFUL |22—May—1312:44AM |CDMF’LETE |21-Msy—1311:1€- PM |
3a | The worksheet results give us the following information:
e The Snapshot As Of Date
e Refresh Termination Status
e Refresh End Time
o B&E Status
« B&E Completion Date
You will want to make sure that the date shows the previous day around 11pm
and that the status was Successful. If it's not, do not run reports until it does
show that successful status.
» Click on File/Open in the Menu Bar or Open icon in the Standard
Toolbar
» Expand CAMSADM user
» Expand Data-Dictionary workbook
» Select DW Tables worksheet
5 You will receive the following message:

/= OracleBl Discoverer El

\?i) YYou have insufficient privileges fo save the current
workbook to the database. Conlinuing will cause
all ofyaur changas 10 be lost Do you weanl to
continue?

» Click YES
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Step Action

6 The Edit Parameter Values dialog box appears.

- ~
| £ Edit Parameter Values ﬁ
Select values for the following parameters:

IE3

Primary Screen Mame: |'%' |

Table Name (%)

Description

Selects data based on the table name specified (wild cards permitted). & wvalue of "%" will
select all table descriptions. Mote: Mot all CFS tables are included in the data dictionary .

* indicates reguired field.

| Help | | OK _J| Cancel

> Click OK
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Step Action

7 The worksheet appears:

Fie Edi WView Format Took  Hep
RYOSAC. DO 9 st 5, % 2. 7.8 88
1 Bz u === . o0 BB Bk

Warkbeok: Dats-Dictionary Workshest OW Tabled Dale Execubed: 23MAY.13
Paramaters: Table Hams 5% | Frimany Screen Name Faram D0 Tables) %

¥ Table Nam 13 Table Descr \ Primary Screen

.AD:CMMPIJSHED_DATE .:ﬂnnsruhubln for smopshot .'\ILILL
CAMSADM ACCOMPLISHED_DATE

ACCOUNTING_CODRE Sieres codes used to validate varicus valuss in iRe G021
acocounting system.

AGENCY_LOCATION snapshat inble for snopshot MULL
CAMSADM. AGENCY_LOCATION

A _ACT_CODES_L wnapshal ikle for snapahol HULL
CAMSADM AIME_ACT_COLES |

ALLGC _COMTROL Stores the allocation ransagtion header record wsed to Fr08E
waek inlemally mansged fumds Budget limils

ALLSC _DETAIL Sledes the allecation Barsaclion hepder recond wied Lo FIOBS
trvoi intermally managed funds budget limits.

ALLST_CONTROL Sicees the plictment ransaction header record including | FR0&3
ealegery, ilem, and progeam

ALLOT_DETAIL Sloees the allotla ansacticn detail; thede 2an be FIO0E3

multiple reconds here for each unique trans_no siored in
the alled_seninl table

ALTERMATE_AFFPROVER wnagshal iable Tes snapahod HLULL
CAMSADM ALTERNATE_APPROVER

APC_ACCOUNT Ciores MOL-level vendo-invoice corection infa for related | PRAO0S
AP _Detsil recoeds. & Tl payahls ion scmeunt
iable.

APT APPRACAVAL This table iz used to store approval informabon of AP MULL
comection ransactions.

APC_CONTROL Slotes docment-levs| vendar invades comecticn inla for PLID0S

related AP_Control records. Acoount pavable comecbon
eontral akle

APC_ITEM Sloees ilem-devel vandor-invoics comection infe Toe PLID0S
related AP_Detail recoeds. Account payabls comection
ilem takle

7a It has the table name, description of the table and primary screen (if
applicable) that it's associated with in CBS. You can then take this information
and drill down into the other worksheets associated filling out any parameter
screens when prompted:

e Data Definition
e Screen Definitions
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ses

Step

Action

7al

Data Definition Worksheet example:

File Edit View

e B.DTd

Workbook: Dats-Dictionary Werksheet:
Table Name : "%

Parameters:

Format

Tools

Help

e

o

84 Ey = E

B®

9

u

% & Y
BB B &

L O %Y

Data Definition  Date Executed: 23-MAY-12

3

Page ltems: Table Name: BUDGET_CONTROL "||_| Primary Screen: FMOBE +
F  Column Name F Data Type | & Column Descr

APPLY_SURCHARGE | VARCHARZ({1) | ¥ or N flag to indicate that the selected surcharge codes are to be applied to the plans.

APPROVED_BY VARCHARZ({30| User approving transaction.

APPROVED_DATE DATE Date approved.

APPROVED_EMP_NO| NUMBER{S) Employee number for user approving transaction.

AFFROVED_FLAG VARCHARZ(1) | Y if transaction finalized, else N for no - overall approval after approval routing.

BUREAU_CODE NUMBER{2) The code that unigquely identifies a Bureau within an agency as assigned by the U.5.
Department of the Treasury.

CATEGORY VARCHARZ2(Z) | Apportionment category A or B.

CHANGE_CODE VARCHAR2(8) | Reason code for change if change_crder_no > 0 else NOMNE.

CHAMNGE_FLAG VARCHARZ{1) [ M if not an adjustment/change, else Y.

CHANGE_ORDER_MNO| NUMBER{3) NULL

CHANGE_PLANM_NO | NUMBER{B) Change in user-defined plan number within this fiscal year, fund and bureau.

COPY_CHANGE_CRDI NUMBER{3) Change order number for plan being copied if copy_flag =%, else 0.

COPY_FLAG VARCHARZ{1) | NULL

COPY_PLAM_NO NUMBER{S) NULL

C_ORG1_CODE VARCHARZ(Z) | The comesponding organization information that is used in allotment transfer BOPs.
Indicates the organization TO which the money is being ransfered. The ocrganization
FROM which the money is transfered is indicated by the organization fields in the
BUDGET_CONTROL record.

C_ORG2_CODE VARCHARZ(2) | The comesponding organization information that is used in allotment transfer BOPs.
Indicates the organization TO which the money is being ransfered. The ocrganization
FROM which the money is transfemred is indicated by the crganization fields in the
BUDGET_CONTROL record.

C_ORG3_CODE VWARCHARZ(4) | The comesponding crganization information that is used in alloctment transfer BOPs.
Indicates the crganization TQ which the money is being transfemred. The organization
FROM which the money is transfemed is indicated by the crganization fields in the
BUDGET_CONTROL record.

C_ORG4 CODE NUMBER{Z) The comesponding crganization information that is used in allotment transfer BOPs.

Indicates the crganization TO which the money is being ransfered. The ciganization
FROM which the money is transfemed is indicated by the crganization fields in the
BUDGET_CONTROL record.

FY 2015-V 1.0
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Step Action
7a2 | Screen Definitions Worksheet example:
Fie Edit Miew Format Tools Help
LSS Q . DIDd 9 o022 = E.%.£.¥9.F 88
Bz U =

u B > v BB B &

Workboolk: Dats-Dictionary Worksheet: Screen Definitions

Date Executed: Z2-TAY-132
Parameters: Screen Mame : fml&&
¥ Screen Mame | Screen Title F Screen Descr
FMOGS TRANSACTION SCREEN - BUDGET OFPERATIMNG PLANS | MULL
Fr088 Budget Operating Plan

NULL

FY 2015-V 1.0
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Exercise #4: Document Status Workbook

Objectives: e Specifying Parameters
e List of Values
e Page Items

Instructions:  Execute the following steps:

Step Action

1

Toolbar
» Expand CAMSADM user
» Expand Document-Status workbook
» Select Document Detail worksheet

» Click on File/Open in the Menu Bar or Open LY icon in the Standard

2 You will receive the following message:

= DracleBl Discoverer El

\“?) You have insufficient privileges to save the current

- warkbook to the database. Conlinuing will cause
all ofyour changes 1o be lost Doyou vant bo
continue?

» Click YES

Note: Anytime a general user either closes out a workbook/worksheet or tries
to open a new one, they will be prompted with this message.

FY 2015-V 1.0
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Step Action

3 The Edit Parameter Values dialog box appears:

f'.:‘ Edit Parameter Yalues

Selecivalues for the fallowing parameters:

Affgcbed Doc Grougp: FO

[¢] [«

Affacted Document Mo: |

-Diescription

Selects based onthe tvpe of ondginating obligating document. Valld values are
B, PO, INY, ar GL,

*indicalas requirad fald.

Help b 0k U cancel
H ] : | ]

» Enter 185481 in the Affected Document No. field
> Click OK

4 The worksheet will appear with the populated data. Some of the data in the
columns may not completely appear. These fields will contain an ellipsis (...) A
user can expand those columns by doing the following:

» Move mouse to the right side of the column header (i.e. UDO)

» Put mouse over the line

» When mouse turns into a double arrow, click and drag to the right
» Release mouse when you can see all of the data

4a | Expand any other columns where the data is not showing.

5 There are two ways to bring up the parameter screen:

1) Refresh 2 icon
2) Tools/Parameter Values on the Menu Bar

Click either of these to bring up the parameter screen.

6 At the right of the Affected Doc Group is the Find ¥ icon. Click on it to bring
up the list of values for that field.
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Step Action
7 The Selected Values dialog box appears:
= Select Values E
Select all values or select multiple walues from the list. The values are
displayed in groups af 100.
_ Alvaiges
® Selected values:
Search in; [ |
Search by | Containz '|
Sgarch for. | Go l
I Case-zensilive
Digplayed valuas: Selected values:
@ En
° o
@ My
a po ]
@ g7
@ mULL r
<]
(4] 1-7[
| Hel [ ok ) cancel )
7a | There are 3 different ways to move the objects in the Displayed Values to the
Selected Values.
1) Double-click the selection
2) Click and Drag from one column to the other
3) Highlight selection and use the arrow icons. (i.e. single moves one value
in the direction the arrow is pointing; double moves all values in the
direction the arrow is pointing).
7b | Do the following to move items from one column to the other:

Double-click AR

Click and Drag EA

Highlight INV and click single right arrow
Highlight AR & EA and click single left arrow
Click OK

YVVYVYYYVY

Note: Holding the CTRL key on the keyboard while clicking values, will allow
you to select multiple values that are not next to each other.
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Step Action

8 > In the Affected Document No field enter ,22332281,97469, 1025902, 59520
> Click OK

Note: Multiple values must be separated by commas. No spaces are needed
or allowed.

9 The Page Items have a drop-down arrow = that allows the user to change the
values if multiple ones were chosen.

Page ftems: I_IAfFected AR e s A Affected Document No: 59520

» Click the drop-down arrow for Affected Doc Group
» Select INV

Changes made to the Page Items will change not only the data in the
worksheet but also other page items like, Affected Document No.

Page ltems: I_I.H.ﬁec:ted R VR Affected Document No: 1025302

p Gl End Date | § Trans Date | b UDD | p UEXP F PEXP He

31-MAR-2012 28-MAR-2012 $0.00) %100,000.00 20.00 FFIITTR |72 L

30-APR-2012 03-APR-2012 2000 ...0000.00=] ...,000.00 =All> 272 (L
Sum $0.00 $0.00 | $100,000 —¥yvrow [
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Exercise #5:
Number
Objectives:

Notes:

Instructions:

Query by Source Reference Number versus Document

e Specifying Parameters
e Navigate between worksheets

The Reference Number field is an unedited field without checks to verify
validity of data or that a value is entered. For this reason, when
querying by Reference Number alone, all transactions for the requested
document may not be displayed.

If a user chooses to query by the Source Reference Number, the query
results will not include the following types of transactions:
v" Without a source reference number
v' With a difference source reference number
v" When the source reference numbers are entered with
transposition errors

Users should perform queries using the Affected Document Number to
ensure that all transactions for a specific document are displayed. The
Affected Document number is the number given by Data Warehouse to
link all transactions together. The only thing that will break that link is a
Summary Level Transfer.

Execute the following steps:

Step

Action

1

VVY 'V

Click on File/Open in the Menu Bar or Open W icon in the Standard
Toolbar

Expand CAMSADM user

Expand CBS-Active Documents workbook

Select Transaction Detail — Reference Number worksheet
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Step Action

2 You will receive the following message:

{= OracleBl Discoverer EI

\“?) You have insufficient privileges to seve the current

i warkbook to the dafabase. Conlinuing will cause
all ofyour changas 10 be lost Doyaoud wanl to
continue?

| Mo

» Click YES

3 The Edit Parameter Values dialog box appears:

= Edit Parameter Yalues EJ

Selecivalues for the fallowing parameters:

Afacted Refarence Number: | ¥l

~Drescription

Selects based an one or more Reference Mumbers speciied. Wildcards (%)
permitted. CAUTION; DO NOT use justthe % as itwill returmn ALL transactions,

*indicaba s reguined fald,

:'. Halp ) Ok h Canceal JI

» Enter EA2SEO0010 in the Affected Reference Number field (use capital
letters)
» Click OK

4 The worksheet will appear with the populated data. Do the following

Remove the Title Area

Remove the Text Area

Scroll to see the Grand Total

Expand any columns where you can not see all of the data
Re-open the Edit Parameter Value dialog box

Change the parameter to QA2SE0015

Click OK

YVVVYYYVY
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Step Action
5 The worksheet will appear with the newly queried data. Do the following:
» Scroll to see the Grand Total
» Click in the Affected Document No field
» Copy the value 19326
o This can be done by right-clicking and selecting copy OR
0 CTRL+C on the keyboard
6 At the bottom of the screen where the worksheet tabs appear is a double-arrow
(] icon. That icon will only show when you are unable to see all the
worksheet tabs in a workbook. Clicking on that icon will bring up a listing of all
worksheets to the workbook. Worksheets that have a dot next to them are
ones that are currently showing at the bottom of the screen.
» Click to select Transaction Detail — Document Group & Number
7 The Edit Parameter Values dialog box appears:

f'.:‘ Edit Parameter Yalues

Selecivalues for the fallowing parameters:
Aected Docurnent Groug (EA, PO, INV, 6. 8} %]
Atz cted Docurment MUmEEr | @
Diescriphon
Specity a single document group forwhich to guery data

*indicates raguirad fiald.

Help ‘I Ok I? Cancel .,I

—re

» Enter 19326 in the Affected Document Number field

o0 This can be done by typing the number OR

o Pressing CTRL+V on the keyboard to paste it in the field
» Click OK
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Step Action

8 The worksheet will appear with the populated data. Do the following

» Remove the Title Area
> Remove the Text Area
» Scroll to see the Grand Total

Note: Worksheet displays additional transactions that were not included in the
Source Reference Number Query. You can click between the two worksheets
to view the differences in the totals.

9 > Re-open the Edit Parameter Value dialog box

» Replace the parameter in the Affected Document Number field with
17106,14956

> Click OK

10 | The worksheet will appear with the newly queried data. Do the following:

» Click the drop-down arrow for Project Code Page Item
» Select 48M1JWR

View the information in the Affected Reference No field and notice there are
differences on how the transactions were entered.

Do the same steps above for BBM1JFM & 48M1JFM
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Exercise #6: Monthly Budget Report — Drill Capabilities

Objectives: e Specifying Parameters
e Understand Drill Capabilities

Instructions:  Execute the following steps:

Step Action

1
Click on File/Open in the Menu Bar or Open W icon in the Standard

Toolbar

Expand CAMSADM user

Expand Monthly Budget Report workbook
Select Object Class Summary worksheet

VVY 'V

2 You will receive the following message:

= OracleBl Discoverer E|

\‘}) You have insufficient privileges o seave the curent

-} warkbaook to the dalabase. Conlinuing will cause
all ofyour changes 10 be lost Doyau wanl to
continue?

» Click YES
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Step Action
3 The Edit Parameter Values dialog box appears:
Selectvalues for the following parameters;
Bureau Coda: E il
Org1 Code: | ¥
Org 2 Code (% will select all); [ ¥
Fiscal Year [2008 [%]
Beginning Fiscal Month (1 = Oclaber).: |
Ending Fizcal Month {1 = Gctober): |
~Oescriplion
Selacls frorm MOVY_FINCAT_PLAN_V basad on the buresu codeds) entered.
*.'lndi-:ates required field,
Help ) [ Ok ) | cancal )
» Enter the following parameters
0 Bureau Code =14
0 Org1Code =10
o Org 2 Code =09
o Fiscal Year = 2012
0 Beginning Fiscal Month = 6
o Ending Fiscal Month =6
» Click OK
4 The worksheet will appear with the populated data. Do the following
» Remove the Title Area
» Remove the Text Area
» Expand any columns where you can not see all of the data
Note: This particular view of the data provides information for an FMC at
individual project levels.
5 The drill ™ "¥ icons allow users to change the level of detail displayed by

drilling up or down to display data at higher or lower levels. This functionality
applies to page items, which we’ve already discussed as well as any worksheet
column that has the drill icon showing.
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Step

Action

5a

Using the drill icon on the Page Items do the following:

» Select Fund Code 1005
» Find the Grand Total for the Oblig Amount SUM

6 Drilling on a worksheet column will add or delete records/columns. Due to the
hierarchical structure of the Organization Code, you need to be aware of:
e Drilling down must be done in order; skipping a level compromises
the integrity of the data.
e Drilling up eliminates one or more columns up the specified level
6a | Using the drill icon on the Column Heading do the following:
» Click the drill icon for Org3 Code
» Select the next available option, keeping in mind the points from Step 6
What happened?
6b | Using the drill icon on the Column Heading do the following:
» Click the drill icon for Org3 Code
» Select Org2 Code
What happened?
7 Click to select Object Class Summary — Fund & Project worksheet
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Step

Action

8

The Edit Parameter Values dialog box appears:

{> Edit Parameter, Values

Selectvalues for the following parameters:
Bureau Code: @
Orgl Code: | @

Crg2 Code (% will select ally: |% @

Fiscal Year: ['2008° @

Beginning Fiscal Month {1 = Octaher) . |

Ending Fizcal Month (1 = October): |

rDescription
Selects fram NDWW_FINCAT_PLAM_Y hased on the bureau code(s) entered.

* indicates required field.

[ Hep ( ok ) cancel |

> Enter the following parameters
0 Bureau Code =14

Org 1 Code =10

Org 2 Code =09

Fiscal Year = 2012

Beginning Fiscal Month = 3
o Ending Fiscal Month = 3

» Click OK

O 00O

The worksheet will appear with the populated data. Do the following

» Remove the Title Area
» Remove the Text Area
» Expand any columns where you can not see all of the data

Note: This particular view of the data provides information for an FMC at
individual project levels.

10

Using the drill icon on the Column Heading do the following:

» Drill down the organization until you reach level 5 of the organization code

10a

Then drill back up to the 3" level of the organization code.
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Step Action
11 | » Click on the drill icon for Fund Code
What options became available to drill down to?
12 | Drill down until you reach the 4™ level of the Program Code.
12a | Drill up to Program 2 Code level.
What happened?
13 | Click on another worksheet tab — view the parameters. Click Cancel to not run

that worksheet.

Note: The user will have to use the refresh icon or the menu item to bring up
the parameter value screen regardless whether they had entered values or
canceled it.
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Exercise #7: NOA118 Detail Report — Formatting & Exporting

Objectives: e Understand the different formatting options
¢ Understand how to export the data to Excel

Instructions:  Execute the following steps:

Step Action

1
Click on File/Open in the Menu Bar or Open LY icon in the Standard

Toolbar

Expand CAMSADM user

Expand NOA118 - Detail workbook
Select NOA118 - Detail worksheet

VVV VY

2 You will receive the following message:

/= OracleBl Discoverer EI

| 3 You have insufficient privileges 1o save the current

\'q‘) workboaok to the dalabase. Conlinuing will cause
all oTyaur changas 10 be lost Do you weanl to
cohbinue?

» Click YES

FY 2015-V 1.0 41



EDA Discoverer FMC1 Training Exercises

Step Action

3 The Edit Parameter Values dialog box appears:

£~ Edit Parameter Yalues [g|

Selectvalues for the following parameters:
From GL End Date (do-man-y: | @
To GL End Date (dd-manyy) | %]
Bureau Code: i [%]
Orgt Code: | %]
Org2 Code (% will select ally; |'%' EI
Org3 Code (% will selectall, %' %]

:"DESEriptiUI‘I'
{Exarmple; 16-JUL-2009)

| Spacify the beginning GL End Data fram which 1o selact data.

* Indicates reguired feld

Help - I: 0K } Cancal _J

» Enter the following parameters
o From GL End Date = 30-SEP-2012
0 To GL End Date = 30-SEP-2012
o0 Org1Code =10
o Org 2 Code =09
o Org 3 Code = 0000,0003,0005
» Click OK

4 The worksheet will appear with the populated data. Do the following:

» Click in the upper left cell

» Scroll to the right and bottom
» Hold the SHIFT key

» Click the bottom right cell

All data fields should now be highlighted. Using the Formatting Toolbar
change the font from 8 to 10. After a few moments the data in the sheet
should be bigger and a little easier to read.

5 Another way to format:

Click on Format/ltem Format in the Menu Bar
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Step

Action

6

The Format dialog box appears:

7 Format x

ik an Hem in the 11514 e s beading, arto change hefammal ar s data o hesding

= | Famat gata |
.0 Aaclad Dacument Ha i

2 Acted Darument Tape F oot Hisading I
.o Aflaciad Bem Tme | Edi Hassd i |
.0 Aeecied Retmrence Ha

.o Buras) Code

% Cr Wirae Dr Ami 5LW

£y Fimcal Vaar

.0 Furd Code

.61 [ End Dl

.o Chiechl Crde

. Chjeci Crde

.6 Tyl Coge

.G D Cags

Etampk-

Mt [ox O b T

A" -

To select all items listed — do one of the following:

» Hold down the Shift-key and scroll down to click on the Task Code

= Hold down the Shift-key and click on W key until the Task Code is
highlighted

» Hold down the Shift-key and hit the Page Down key until the Task
Code appears

Format Headings

Click on Format Heading button

Change the color of the text and background and then click OK

Wait for the cursor to change from an hourglass to the mouse pointer, then
click a heading and look at the Example below to see how the formatting
changes the column heading

Edit Headings

YVVYVYYV

Click on Affected Document No.

Click on Edit Heading button

Type in the Heading field Document Nbr.

Click OK

Look at the Example below to see how the formatting changes that column
heading
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Step

Action

9

Format Data

Click on CR Minus DR Amt SUM

Click on Format Data button

Click on Number tab

Use drop-down listing to unselect “$”

Click OK

Look at the Example below to see how the formatting changes
Click OK

YVVYVYVYYYVY

How does your data on the screen now look?

10

To get the data ready for export to Excel, there are a few things we need to
do:

e Move Page Items to Column Headings
e Remove all Group Sorts
e Remove Title and Text Areas

11

To move Page Items to Column Headings do the following:

» Click the Page Item and drag it to where you want to place it as a column
heading

For example: Click Fiscal Year and drag it to the first column heading
» Move the rest of the Page Items down as column headings

Note: There will be a black “line” that will show up to the left of where you are
trying to place it in the column heading.

How does the data on screen look? Any differences?

FY 2015-V 1.0 44




EDA Discoverer FMCL1 Training Exercises

Step

Action

12

To Remove Group Sorts do the following:

» Click on Tools/Sort in the Menu Bar

» Starting with the last/bottom “Group Sort”, click the drop-down arrow
» Select Normal

Do this for all the Group Sorts listed, when finished click OK

Note: If the group sorts were removed from the top down, it would resort
incorrectly the data on the worksheet. By removing group sorts from the
bottom to the top, keeps the sorts in the correct order.

What happened to the data on the screen?

13

Remove the Title and Text Areas

Note: This step is important in exporting as the title and text area take up a lot
of room in one cell in Excel

14

To Export your data to Excel do the following:

Click on File/Export in the Menu Bar

Step 1 — Leave the default (Current worksheet/table) click Next

Step 2 — Change the location to the desktop by using BROWSE, Click
Next

Step 3 — Leave the parameter values alone, click Next

Step 4 — Leave the Supervised default, Click Finished

Click OK

VVV VYV

Open the file you just exported. How is it different from the data shown on
the screen?

15

Go back to Discoverer, close out your workbook

16

To exit Discoverer, click File/Exit in the Menu Bar
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Exercise #8: Travel Document History

Objectives: e Understand where to find information about Travel Documents

Instructions:  Execute the following steps:

Step Action

1
» Click on File/Open in the Menu Bar or Open v icon in the Standard

Toolbar
» Expand CAMSADM user
» Expand Travel-Document-History workbook
» Select Travel Document Detail worksheet

2 You will receive the following message:

= DracleBl Discoverer El

[ 9 You have insufficient privileges to save the current

\') warkbook to the dalabase. Conlinuing will cause
all ofyour changes 10 be lost Doyaou wanl to
continue?

» Click YES
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Step

Action

3

The Edit Parameter Values dialog box appears:

-

| £ Edit Parameter Values

Select values for the following parameters:

Bureau Code: |m

|2

Fiscal Year: |'2009

ORG1 (%) |

B2

ORGZ (%) |

&2

De=scription
Specify a single Bureau Code for which to gquery data.

* indicates reguired field.

|_tep |

0K _J | Cancel

L8

> Enter the following parameters
0 Bureau Code =14
o Fiscal Year =2013
o ORG1 =06
o ORG2 =02
> Click OK

3a

Click YES to any prompts that come up.
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4 The worksheet will appear with the populated data.

B [ Yuw Fome Dssk fee
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o TRANS 14, Fiscel ¥aar- AP THA

L E E E B EHE

H

il

]

= Al o
3

4a | This report is good to run to get the general travel information for a particular

LO/FMC & FY. To look at the details of an actual document, use the Travel
Document Detail — TA No. worksheet.
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5 When first opening up that worksheet the Edit Parameter Values dialog box
appears:

| | Edit Parameter Values @

Select values for the following parameters:

Travel Authorization Mumber (%) || | |§|

Deszcription
Zelectz bazed on one of more Travel Authorization Mumbers specified. Wildcards
permitted. MOTE. Specifying a value of "% will zelect ALL documents and is MOT ..

* indicates reguired field.

| Help | OK J| Cancel

(s o

> Enter the following parameters
o Travel Authorization Number = (one of the numbers from the
previous worksheet)
» Click OK

5a | Click YES to any prompts that come up.
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6 The worksheet will appear with the populated data.

Bl Em yew Fome Toow mee

LYo a C.0Ma 9 0L T.%.£.¥5.% a4

Depending upon the type of trip and the document, you may have a lot of data
or very little. You will need to scroll over to the right and then down to the
bottom of the worksheet to see the totals.
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7

The columns you want to pay attention to:

UDO Amount = Undelivered Order
Uexp Amount = Unpaid Expenditure
Pexp Amount = Paid Expenditure

F Udo Amount | F Uexp Amount | § Pexp Amount
50.00 50.00 50.00
30.00 <31,228. 90> 30.00
30.00 31.228.90 <§1,228.90>
30.00 30.00 31.228.90
50.00 50.00 50.00
30.00 <31,529.80> 30.00
20.00 31.528.80 <§1.528.80>
50.00 50.00 =§1,529.80=
30.00 <3242 80= 30.00
20.00 3242.80 <5242.80>
50.00 50.00 <5242 80>
30.00 <51,228.90> 30.00
20.00 31,228.80 <5§1.228.90>
50.00 50.00 «<§1,228.90=
30.00 <31,252.70> 30.00
30.00 31,262.70 <51,252. 70>
50.00 50.00 «<§1,252.70=
30.00 5387.71 30.00
30.00 <3387.71>= 3387.71
50.00 50.00 5387.71
30.00 5758.71 30.00
30.00 <3758.71= 3758.71
50.00 50.00 5756.71
30.00 5288 30.00
30.00 <33.88> 33388
50.00 50.00 53.88
30.00 37.57 30.00
30.00 <37 67> 3757
50.00 50.00 S§T7.57

$3.231.50 30.00 30.00
<53,231.50> 52004 30.00
30.00 =520.04= 52004

50.00 50.00 520.04
35.733.92 30.00 30.00
<55,733.92> 51,262.70 30.00
30.00 <31,252.70> 31.262.70

50.00 50.00 51,262.70

50.00 50.00 51,205.63

50.00 50.00 51,205.63

Note:

v' Before you verify whether or not there is money to be de-obligated on the travel
document you’re looking at, you have to verify that the travel document is completed.
If it is a long term TDY travel document, you would have to make sure the last voucher
has been filed. Once you verify that the trip is complete, you would then look at the
undelivered orders or unpaid expenditure totals to see what needs to be de-obligated.
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Exercise #9: Travel Record Retention Report

Objectives: e Understand how to run this query

Instructions:  Execute the following steps:

This workbook is used for those individuals that are responsible for record retention of
travel documents.

Step Action

1
» Click on File/Open in the Menu Bar or Open LY icon in the Standard

Toolbar
» Expand CAMSADM user
» Expand Travel-Record-Retention-Report workbook
» Select TRP worksheet

2 You will receive the following message:

/= DracleBl Discoverer El

[ 9 You have insufficient privileges to save the current

\tl) warkbaook to the dalabase. Conlinuing will cause
all ofyour changes 10 be lost Doyou wanlto
continue?

» Click YES
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3

The Edit Parameter Values dialog box appears:

| £| Edit Parameter Values > . ﬁ

Select values for the following parameters:
weasCose (D =
=
=

1 To Inv Document Date®: | | |i|

Line Office (Org1 Code)*

From Inv Document Date®:

Description
Bureau Code

* indicates required field.

| Help | Cancel

L

» Enter the following parameters
0 Bureau Code = 14
o0 Line Office =06
0 From Inv Document Date = MM-DD-YYYY
o0 ToInv Document Date = MM-DD-YYYY
» Click OK

3a

Click YES to any prompts that come up.
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4 The worksheet will appear with the populated data.

TATLOR JBT
TN

e Ll
Paramaters: Bureau_Code | "14', Org1_Code - '06°. From_inv_Daocument

Dane Executed; 31-0CT-14
_Date : 01-0CT-2014", To_inv_Document_Date - *31.0CT-2014"

Page 1601
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Exercise #10: FMC Obligation Queries

Objectives: e Understand how to run this query
Instructions:  Execute the following steps:

This is a workbook created for LO/FMC users to be able to look at obligations and
where they stand financially. This workbook allows them to query by a document
number to view any undelivered order, unpaid and paid balances.

Step Action

1
Click on File/Open in the Menu Bar or Open LY icon in the Standard

Toolbar

Expand CAMSADM user

Expand FMC-Obligation-Queries workbook

Select UDO Balance by PO Feeder Sys No worksheet

VVY 'V

2 You will receive the following message:

{= OracleBl Discoverer EI

[ 3 You have insufficient privileges to seve the current

\'{) warkbook to the dafabase. Conlinuing will cause
all ofyour changes 10 be lost Doyau wanl to
continue?

» Click YES
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Action

3

The Edit Parameter Values dialog box appears:

| £ Edit Parameter Values I&

Select values for the following parameters:

Enter PO Feeder Sys No (Contract Tazk Order Number)®:

| IE2

Enter Object Code (Object Class) to exclude: |'43—IZI1—IZIIZI—EIIZI' |

De=scription
U=e % as a wildcard
Dontuse "-"ar " 1" For example: D1 330SC0001 %.

* indicates required field.

| Help | Cancel

L

» Enter the following parameters
0 PO Feeder Sys No = ENTER NO without dashes and % on the
end (i.e. AB133F13CQ0003%)
» Click OK

3a

Click YES to any prompts that come up.
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Step Action
4 The worksheet will appear with the populated data.
; —
0
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