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Quick Reports Logon

Exercise #1: 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

Home CES [Diads Winreboass B H D Logout

Welcome CPSSERICOBM to GBS Yo lopged n ot 16AIL2009 120501 Fasaward axgias an: MOKDAY 14-SEP-200

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

emall at chentsenvices QI’IDEE.QG’\'.

Heurs of oparation ane Monday thraugh Friday, 7.00 am - 500 pm ET

» Clickon CFS
» Click on {Submenu Option}

The CBS Navigator Menu appears

*&8 CES MNavigator Menu (MMI00VER-2.0.0_4E)

i

-~=) £BS Applications
Favorites
=1 cFs querny oniy
1 FMA - Funds Management
+7 658 Maotor Pool
= HEC
=71 SLT - Summary Level Tramefer
£ WM - work Flow Management
DBADDE - Reset Parameter Process Flag Screen

QR0 - Quick Reports

Note: The Navigator Menu will look different depending upon your system access.

FY 2011-V 1.0
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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

FY 2011-V 1.0
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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. 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

REPORTID

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

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

Clicking in the Report 1D field will bring up the listing of all the Quick Reports by
Report ID number:

Eind| Qi I Qancel|

Find| DRO0%

QRO002
QR0003
GR0004
QRO00S
QRO00E
QR0007
GR0003

Repar_ID LI
_ =

Einnl| Ok | Qanl:el|

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

FY 2011 -
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Budget Quick Reports

Exercise #2 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)

2 | The report parameter screen appears:

' &3 QR101 - QUICK REFORT KICI OFF SCREEM (2-37-QR-0711013
QR0 .« Guick Repoets

Report Headar ReportModer  */pDF (7 TuT Report ID Uzer Matra
| [E= BUDGET oRERATING FLANS PR (o sssorTRNmt
: CHARACTER VALUES ] HUMERIC wALUES ] DATE VALUES ;
FILRID CODE[395a] [ALL FISCAL YEAR3S39] FROM MO DATE | 020042008
15T LEVEL OF ORG1[39] jaLL BUREAL CCOE[S] [14 10 MODDATE | 02-H0V-2009

IND LEWEL OF ORG2{30] [aLL
! IR LEVEL OF ORGH934] |ALL
| PROGRAM1[39] FLL
PROGRAMZ[99] |ALL
FROGRAM{29] |ALL
PROGRAS(958] [ALL
PROJFULLPARTIAL] AL
TASKOO JALL
PLAM MO [ALL
REQUESTIYMiALL] AL
APPROVED{YMIALL] AL
SUB-TOTALS] M [

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). It also shows whether
they’ve been requested for approval or approved.

FY 2011-V 1.0 4
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Step Action

3 » Use the following parameters:

Fund Code 1001

1% Level of Org 50

2" Level of Org 01

Fiscal Year 2010

From Mod Date 01-OCT-2009
To Mod Date 30-SEP-2010

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

3a | When the following message appears:

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

» Click OK

Note: 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 IE on the icon bar to exit the report

FY 2011-V 1.0 5
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Exercise #3 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 2009

Fiscal Month 12
» Accept the default values for the rest of the fields
» Click the ==t hutton.

FY 2011-V 1.0 6
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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

Note: 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

FY 2011-V 1.0 7
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Exercise #4 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)

QR0 - Cuick Repots

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 1001
ACCS Orgl 50
Fiscal Year 2010

From Mod Date 01-OCT-2009
To Mod Date 30-SEP-2010

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

FY 2011-V 1.0
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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

Note: 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

FY 2011-V 1.0 9
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Exercise #5 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 1001

1% Level of Org 50

2" Level of Org 42

Fiscal Year 2010

From Mod Date 01-OCT-2009
To Mod Date 30-SEP-2010

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

FY 2011-V 1.0 10
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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

Note: 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
FY 2011-V 1.0 11
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Exercise #6:
Objectives:

Instructions:

Data Warehouse Logon

Login to DW

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

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

Dsarnama: |

Passweead:

WARNING &

You horee mooe xned @ Unked Siwtaa Department OF Commercs compuier syasam. Uss of thix compusar ayslem withaut
sirhorinvon or lor purpsaes Tor which ham ot been tn @ wickwion of fedaral lrer and can ba
punizhid with Tnex or mprisonmant [Public Law $5-404]. Indreidusl s using thix ayelem withou? swhorty, or in sicess
o thair mutharity, ars subject Sz hawing all of their scthitios on thiz zpatem maniioeed and recorded by ayzlem
perzonnal In the cowras ol monkaring indriduals ImErapary uaing S ayslem, or in the couras of Tpasam
rmairerance, the scivities of awrhoriced urers moy alio be monBared. Anpone uzing this ayzlem sapresaly coneents

io auch meniioring and iz sdvized thet @ auch meniioring resesls poxeisbe criminal sctivitios, spafam pereonnel mey
e avidence of auch maniiceing (o ey niecement aificale.

Copyright @ 1888 Deparment of Commerce - CBS Support Carter [C5CL

[Jrctect sim nceapt box bz inchosts your sxdarmtsnding asd scosptazce of fa Rulss of Babawtcr cplsined atovs

ST
(3 2l you FRrgal wRaT Qoo d?

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

» Click Logon

FY 2011-V 1.0
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Step Action

3 On the CBS Web Portal screen:

CBS Web Portal

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.

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

» Click on Data Warehouse
» Click on {Submenu Option}

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

FY 2011-V 1.0 13
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Budget Reports

Exercise #7 NOA117 - 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.

FY 2011-V 1.0
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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 2010
Fiscal Month June
Fund Code 1001
Orgl Code 20
Org2 Code 01
Programl Code 04
Program2 Code 04
Program3 Code 01
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

FY 2011-V 1.0
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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 " Ezt_ button to exit the Report Parameter screen and return to

the menu.

FY 2011-V 1.0
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Exercise #8 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

FY 2011-V 1.0
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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.

FY 2011-V 1.0
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Step Action

3 » Use the following parameters:
Bureau Code 14

Fiscal Year 2010
Fiscal Month June

Fund Code 1001
Orgl Code 20
Org2 Code 01

Programl Code 04
Program2 Code 04
Program3 Code 01
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

4 | 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

FY 2011-V 1.0 20
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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 ¥ OPSIBOPTRHNO1 Cache qri006 rep_ploneer_oracieas? 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 ID, 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
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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 #9 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 B next to the Reports folder to expand it

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

> Double-click NOA121- Quarterly Plan and Obligation
OR

> Enter NOA121 in the Menu Item
» Click Run

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

*EE Gluartary Plan and Obligations (MOAT21 2 27-WW-DNRPT-070301)

QUARTERLY PLAM AND OBLIGATIONS
ENTER REFORT PARAMTERS FOR FROCESSING

Bureau Code: m hU‘m
Fiscal Year [2010 | 8 St Fien Detal: (+ ES
Fund Code: (0301 |OR3.FGEH~ER.QL CPERATIONS 13X1430

orgte [ALL |

orgz [BLL |

ovge [ALL |

orgd: [ALL |

ovgs: [ALL |

OrgE Ml

ovgr. [ALL |
Pragram Code: [ALL |
Frogram Code: |ALL |
Fragrem Code; [ALL |
Programé Code: |ALL |
Projact Coder |ALL |

e

-

P P P v v Yo v v v v v Ve

FunRepart | ‘iew Repart Exk
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Step Action
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
Quarter-to-Date Funds Available.
3 » Use the following parameters:
Bureau Code 14
Fiscal Year 2010
Fund Code 1001
Orgl Code 20
Org2 Code 01
Org3 Code 0001
Programl Code 04
Program2 Code 04
Program 3 Code 01
Program 4 Code 005
» Accept the default value ALL for the remaining fields
» Check the Yes radio button for the Show Detail field
> Click the _RunReport | pytton,
» Click OK
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.
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

FY 2011-V 1.0
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Exercise #10 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 & 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 ltem
> Click Run

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

i Line Office Allotments by Guarer by ProgramiFroject (BE5210 2-27-VeM-DVRFT-07 0501 =] E3

ORGAMIZATION ALLOTWENTS EY QUARTER
BY PROGRAMPROJECT
ENTER REPORT PARAMETERS FOR PROCESSMNG:

Fleal Year: m_él Flzoel honthy [ | _ﬁ
Bure Codet 14 |oes,
gyl Cacle: [a |
02 Gk [arL |
Fund Cade: 1001 [OREF GENERAL OPERATIONS 13X1450
Proaroem Code: [arL |
Prograend Coda: m|
Frogram Code: [s,) |
Progremd Code: m|

Proje:t Coder (4| [

(TS N P T P T

Alckment: ' By Frogram BoPed [ Frogram Tabal Level: & a1
I By Project o P4

Run Report | Wiew Report | 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 2010
Bureau Code 14
Orgl Code 20
Org2 Code 01
Fund Code 1001
Programl Code 04
Program2 Code 04
Program3 Code 01
Program4 Code 005

» Accept the default value ALL for the remaining fields

» Check the Yes radio button for the BOPed field

> Click the _RunRepart | pyton,

» 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

YV V V |V

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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Budget & Expenditures Query Application

Exercise #11 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 2010
Organization 20-01
Fund Code 1001
FCFY 2010
Program 04-04-01
» 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.

FY 2011-V 1.0
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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.

"'ﬂ'i Budgels, expanses and balances (DAWFKOD1 VER-3.0.0.33)
© ACES summory | Bugel deteils | Evpenos detais |
Auery
Fizcal e | 210 Error Report
Bureny Orgarization Fund  FCFY Program Project Task Object Class

! [ (a0 for [ Hoot Jaoro [es foa for [ [ [T [~

1 Check coses to be depknyed in guery resut.  Unchecked cocas wil ke roled ug in guery result.
APl L TR e e I d o m N N

| esr-To.Dals SUmmary
[ Arnual Budgat Expeniad Urdedvesad Orders  Unabdgated Bakince Commitenants Avsikable Balsnis
| smseseseorz | 321 meagsan | $6,256,269.03 | srsa36.2 || $.00 | $753,346.29

Yaarm:maagm

Crganizakian
m-----
IT I I
o=

-
o
-n
-:

uri Fragram Preject Task Object Class

acor 2010 fos Jos Jor Joos |f raso Wreelf | | |

o WIET_ITIEIWIFI_’_’_
I [

=

[1a 20 [or ] o [2000 [oa [ot [eos [remsae [Fea ||

[1a [20 [or [ fiom 2010 [os [os [o1 [oos [remsno [Foc |]

[7a [20 [0 [T [ [ e [zo10 [oz [os o1 [oos [remsno [Fce |] [T =
Arnual Budgat Expeniad Urdedvesad Orders  Unabdgated Bakince ot s Avslkable Balsncs

| 500 || 14000 | 500 | 14000 || 500 | -§140.00

=

r’ Hird 1: Erter Query criberia and check codss {hen click Execuie Query’ button on Taclkar OR press F8

i
[
I
|
]
I
i
1
1
]
I
|
: Hint 2 To sercllthrough records use Down or Up bey on the keyboard OR use seroll ber O butions on the Toober
i

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:

|® NextRecord |4 Previous Record ™| NextSet ! Previous Set

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

"z Budgets, VFRIDD] YER:-3
ACES summery | Budgel detsit |Emmedehis|
Guery
Ficalase| 2010 Error Report
Ercoy Organization Funed  FOFY Program Project Tazk Object Class

(14 [z for [ [T ffroot [fzon [[o« Joa Jor [T [ [ [

o Check codes tobe deplayed in guery resut. Unchecked codas wil ba roled ug Inguery resull.

d Zd ®H H N m N = g g r H m n u .
“rasr-To-Cale Summsry
ArnLal Budist Expendai Urdeiverad Orcars  Unabiligaten Batance Commirnants Ansiiable Balsnce
| smssese0rz | g2 ge3gsa0 | 36,256 26305 | $753,396.20 | 300 | $754,346.29
Vanrml:maaymcs
Crganization Fund  FOFY ﬁ-og-am Project Task Object Chass
mm----- s | 0 0 | | e
IT [z [or [ [ [ [ oo [2_ I_I_ITIE || [N [
12 20 [o1 | [T [ oot J2oio [os [os [o1 oo | |
1 [20 [o1 | [T [ ot Jzoio [os [od [or [oiz || o o e
12 [20 [o1 [ [T [ feat 2010 [os [os [o1 [ois | T =
Arnual Budgst Expendad Urdeiiverad Ordars  Unobligaten Batance Commirnants Awsilable Balsnce
| saraepoast | 2122588653 | 3544233002 | $7a9 63286 | $00 | $744,632 86

r' Hird 1: Erder Query crteria and check cades then click Execude Query’ buttan en Taclbar OF press F8
Hint 2: To scroll throwgh records use Down of Up key on the keyboard OF use scroll bar OF buttonz on the Tooker

> Modify query criteria by unchecking Project & Task checkboxes

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

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

YWear-To-Date By ACCS

Bureau Organization Fund FCFY Program

1 KN I (1 TN D O
M G ol [ [T [ oo fao fos ot [orfoof [ T [ [T

Ohiject Class
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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.

&3 Eudgel and balance through period end (DVWEMD01 VER-3.0.0.33)

ACCS summary  Budpet deteils |Emmamu|
Eurest Orgarization Furd  FCFY Program Project Task Object Chass
BN (o [on [ [ [ Joor [zoi0 [os [os [on s [
Enlances By Period Fart Trenzactions
Through End OF
Occurting in Fiscal Yase 2010
Figcal Year 2000 Third QuaErer Jung

Currert Pian | smsposan| | saissegEmioo [ 521 ss0pTion
- Exterdded ¥T0 | 212258865 | #9sMOr0s | $19.551 07091
- Unielivared Criders YD | §5442,33902 | 3330506490 | §3,806,064.90
=Unobligted Bslance | $T49582686 | | $18E2a64E | | 31 62 464.81
- Cpen Commirerts YD | 500 | | 5.00 | 300
Avalsile Ealance | $749,63266 | 1 ge2asa B | ~§1 B2 464 81
r Hirk: To seroll thraugh recards use Dawn or Up key on the keyvbioard OR buttans an the Taclbar

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.
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Step
10

Action

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.

| eriod (CYVFMO0] VER-3.0.0.33)
! n.ocssummm| Budnst detsils  Expenze detais I

Bureau Owgarization Fund  FOFY Frooram Project  Task

Chject Clazs

BEM (o [or [ [T [ [ oot 2010 s Toa for [oos [ [ [ [

Totals By Mot For Trensachions

: Oocuering InFlzcal Year 2000 o Diociamants I
& ‘ear To Dobe Lncebersd ‘f'ear To Dobe ‘f'ear To Dobe
! Corahans 300 Orders [ 3saez3mm02 Erperded | §21,22538853
: oot 300 [ szaposes [ szumporre
v [ 3w &ir1 [ sz &ir1 [ wmesszz2as a1
| Dec | 3.00 3.00 §850,322.52 | 33,910,145.50 33,377 085.18 37631 3610
I dn [ o0 T [ ssmrsesae
| Fab [ 300 ot 2 [ seroassan ot 2 [ wessaemar @ir2
| Mar | 3.00 3.00 SI64,771.43 | §226,445.35 | -3508,173.84 | 34,134,564.38
Age 300 [ sese7rrae | szgaraesar
May 300 cir3 [ smsapmn cir3 [ szassgoase i3
un 3.00 300 3157031 76 | 3232507 0B 32,186,419.57 | $7,374,490.42
w [ 3w [ smsimaz [ sapmesgziie
am [ sm Gir 4 [ sooopsraz Gir 4 [ sarogsas ir 4
St | 300 | 300 | 601 326 52 | 153627402 9259 75073 1 5T 315 62

r— Hink 1: To seroll throwgh records use Down or Up key on the kevboard OF buttons onthe Toolbar
Hrt 2 Sedect the month and column then cick on *Visy Documants! button OF Coubia-clizk on the fiakd

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.

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 June

Click the '_¥iew Documents |y ;tton OR double-click on the amount
You may get the prompt:

Your search criteria retrieved 637 records. To reduce the
number of records retrieved, add more speciliic search
criteria and re-execute the guery, Do you wish to continue
with the orniginal query?

Yes Mo

>

» Click YES

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

12

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

"8 Expensas by document (DYWEMO0 1A VER-3.0,0.0)

Bureau Crganization Furd  FCFY Program Praject Tazk Object Class

[re o for [ [ [ [ oot Jo01a [[as fos for Joos [[ [ [ [ [ [

Documerts Toteds For This ACCS Oty

E il
Expenss doourents with ranzections octuring in Jurne, Frecal Yase 200 | GIEEiEER |
“iger HemiMDL
Originating Document
Date ACCS Tatal
|poo014g7EO07-0O0R0 TELCOM  [22mav-2010 | | | 00
ltp [M0001SE0STIZO007E  (TELCOM  |0S-JR.2010 | | | 548,37
lsp 0000181851 07-00084 TELCOM  [22-May-2010 | | | 500« |
E#l Corbract  Comdracting Originating
Wendar Reterence Mo Lite Amount Ofice Ofice
[ WERIZON o530 |
Feeder System No Fenier Sysbem Coce Cresbed By

| | [oPs s

Hink : 1. Ta zeroll theaugh records: wse buttons on the Toaker OR scroll bar O Doswn or Lo kesr on the kevborrd
2. To resviavy Ram®iDL detals click *Vie femmiDL® button
3. Click "Expensza Details" butlon bo go 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 TDYTRV transaction type in the amount of $1,052.08

> 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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15

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

F';,H Expenses by lam and MOL (DWFWMO01 4 VER-2.0.0.0)

Bureau arganization Fund FCFY Prearam Proeet  Task Chject Class
1 20 [o1 I [ | ot J2oo | [os |00 [m [cos 0
HemMDL Toteks: for this ACCS
Expense dosument DWAGSID4E-0000 wih transactions cocurring in Juns, Fical Year 2010 | View Documerts_|
kem Link Of Receiving  Trans
fem  MOL  Type Gy Messue ML Amound [rie Dets Oifice Code Tranz Date
| I I
| [ [
| [ [ -

Descriplion |?‘140LOBGJMSTA)E',‘Hdﬂ.ODGING-PER‘DlE«!,MdDMSE-PERDIBM,'M 40ML

Fudl ACCS |14 HEMEI 0-PTY 1001 04-04-01-005 20-01 -000 2-00-00-00-00 24-40-00.00 000000 4301 -00

Subzysiam  Trans
Far Employes Code  Sawce Trans Murher User hame Load Date
| JEFFREY A STUART &P e |anarzs [OPSSELKELDY | DBvzar010 23265

Hird 1, Ta serdll iheough records uss bulfens on the Toalbiar OR scroll bar OF Down ar Lip key on the keybasrd
2. Click *Yizw Docurents® ntion to go beck

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.
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Step Action
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
em Print Reports
HEmidd Totals far fA0CE
o Parsemsters Required to Fun This Regort
Ext
» Click Run Report
I:Il'n"l.lFﬂl] A .L".Iert
\i‘) Repart MDL_2 submitted o the rapor serer
» Click OK
Dialog box disappears. User will have to click on the print icon again to bring it
up again and click View Report.
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 ®licon 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 #12 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.

» Use the following parameters:

From Date 01 -JAN -2010
To Date 31 -MAR -2010
FedEx Account No. 243238234

Accept the default value ALL for the Contact No.
Verify that the radio button for the Invoice Date is checked

>
>
> Click the __RunReport | hytton
> Click OK

The Navigation Arrows in the Adobe Acrobat toolbar ( %) may be used to
maneuver through the pages of the report.

Click the Close icon to exit the report.

Re-enter the previous parameters but include:
» Change the radio button to Shipped Date

Click the | _PunRepart | hytton

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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