BUworks Online Help BW How to: Save and Use a Report View

Introduction

Description

The ability to modify a report — adding or removing data, changing the sorting/grouping order, filtering, and so on
—is a powerful feature of Business Warehouse (BW) reporting. It is possible to store those changes by saving a
report View. Once a View has been saved, it can be reused, thereby eliminating the need to repeatedly make the
same changes every time you want to run the same report.

A View is a template or framework within which report data is displayed. Like any BW report, the displayed data is
circumscribed by parameters specified at runtime and by a user’s authorizations. A saved View includes column
locations, applied filters, subtotals, etc. However, data is not saved as part of the View.

This document describes how to (1) create a saved View, and (2) how to recall and execute a View once it has
been saved.

Prerequisites

The user should be familiar with navigating the Business Warehouse environment and with the basics involved in
running BW reports.

Menu Path

None

Transaction

None

Tips and Tricks

e Saved Views are visible to all users with access to the Business Warehouse and any View can be
executed by anyone with access, regardless of who created that View. However, the data displayed when
running the View will be determined by the permissions of the individual running the report.

e Saved Views cannot be protected from modification by any user with access to a View. For this reason, it
is important that anyone attempting to save a View use care not to overwrite another user’s View.
Protecting against accidentally overwriting another user’s View is described in detail in the section Save a
View below.

e There is no limit on the number of saved Views a user can create.

e Users cannot directly delete their own saved Views. However, any View marked using the procedure
described in the Help Guide BW How to - Delete a Saved View will be removed by a system utility run by
the BW development team.

Referenced Help Guides

e BW How to - Delete a Saved View
e BW How to - Use Wild Cards in Searches
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Procedure

Click on the link below to navigate to the desired topic in the Work Instruction.

# | Topic Description

Save a View. Save the View of a report using recommended naming
convention.

2 | Recall and execute a saved This instruction describes the most common procedure to
View. recall and execute a saved View.

3 | Displaying properties of a saved | This technique will help determine if the View you are using is
View. your own.

4 | Editing your View and re-saving | Use this technique to edit and save one of your previously
it. saved Views.

5 | Using Open to recall and This technique should be used when executing a View
execute a saved View. created for a drill-down report.

Save a View

1. This document assumes you have run a BW report, have modified the initial display, and now want to save
those layout changes?.
2. Click the Save As
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The Save As window is displayed.

! Data in this Help Guide have been deliberately blurred
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Save As Slx] 3. Click Save Variable Values to uncheck the checkbox.

Unchecking this box may result in values you

specified at run time not being saved with the View.
As a result, you would be prompted to enter variable
values each time you use the saved View (for
example, to allow you to specify fiscal period).

Views

Description = B

Note that unchecking this box will have no effect if any
of the variables on the Variable Entry screen are pre-
populated. Virtually all BW reports currently have at

s least one variable that has been assigned a default
value, e.g., a date field. In the majority of cases,
therefore, unchecking this box will have no effect.

1] [wt] [«

Description: | DDD_ABC_DESCRIPTION |
Technical name: | DDD_ABC_DESCRIPTION |

4. Enter a Description for the saved View.

There is no naming requirement, but there is a recommended naming convention:
DDD = acronym to identify your department or organizational unit.

ABC = your initials.

DESCRIPTION = brief description of the View

Note: we recommend using underscore characters (“_") instead of blanks to separate description elements.

5. Enter the Technical name. For the sake of simplicity, we suggest that you copy the text from the Description
field and paste it in this field, although this is not a requirement.

Requirements for the Technical Name
@

ortant e The name must be unique. No other View in the Business Warehouse — whether it is yours
fmport

or another user’s — can have the same name.
e Only letters, numbers and underscores are allowed in the Technical Name. Note that spaces
(blanks) are not allowed.

6. Click the OK button to save the View. If no error messages result, the View was saved successfully. If an error
message occurs, you will need to correct the error and try saving the View again. The most common error is
due the Technical Name containing one or more invalid characters, especially spaces.

7. If awarning message like the following is displayed when the OK button is clicked, STOP!

Last modified: 06/23/16 3/8 © Boston University



BUworks Online He|p BW How to: Save and Use a Report View

Save Query View IZI

The gquery view already
exists. Do you wart to

averwrite 7

g

Recall and execute a saved View

This message indicates either that you are about to overwrite your own or
another user’s saved View. If you are sure that you are modifying your own
View and this is the View you intended to modify, then click the OK button.
Otherwise, press the Cancel button and use a different technical name.

Refer to Displaying properties of a saved View for instructions on clarifying
whether or not this is your View.

1. Navigate to the Reporting home

Business Warehouse Reporting page.

=

Reporting Integrated Alanning Home

Accounting (F)  Human Capital Management (HCM) | Executive

+ Reporting Home
» Procurement Analysis (Certralized)

b SRM Distributed

3

System [FBWCLNTS00 Type:
Search H:Huyl Favumes‘ Rolesl InfoArea

Description* +
W

[l DFCTO011467_w ps_budget_vs_aciual

% INC11948218_Budget_vs_Actual_view

% buw_wps_payroll_expenses_yr_to_date
o [T wes_yr_end_workshop_LOS

@ wps_yr_end_w orkshop_transaction_detail

[ mc11948218_PA 15_view

@ wps_position_renagenent_dero_2016

Description wps_yr_end_workshop_LOS

Technical name: | WPS_YR_BND_ WORKSHOP_LOS

Open
System [SAP_BW - Type
_Hustury { Favorites i Roles [ InfoArea
[*cJu=BUDGET] | |[ search |
Search Results-*

2. Click the Saved Views link.

Supplier Relationship Management {SRM)

BU Reporting Home Page
Saved Views

=a

\_/g) SavedViews i—

822 BW Reporting Help
L7t

BW Reporting Help

3. Besure Type is set to View.

%g. M. The History tab is opened by default. This is a list of

views you have used previously. The most recently
used View is the first item in the list.

4. |If the View you are looking for is in the displayed list,
click to select the View and click the OK button to run
that View (5).

olx 5. If the View you seek is not in the displayed list, you

r will need to find it. Click the Search tab.
L AER

6. Enter part of the View name that you are looking for,
such as *CIJM*BUDGET*.

Search in description

Search in technical name
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The wild card characters (“*) indicate that the search string can be preceded or followed by any other characters
or numbers?.

7. Click the Search button.

Open olx] 8. Selectthe View you are searching for.

System: [SAP B > Type: [Vew ] ag, @, 9. Click the OK button to run the View.

Search i Hlstnryi Favorites i Roles [ InfoArea

[*cM*BUDGET* |[search]  [wSearch in description
Search in technical name
Search Results -~
| [— % CJM_SAR_POSTION_BUDGET_PA15 [CIJM_SAR_POSITION_BUDGET_PA15]

| (o areen

Description: CJM_SAR_POSTION_BUDGET_PA1S

Displaying properties of a saved View

Use the Display Properties command to see information for a saved View. This feature allows you to see who
created and/or modified a View and is particularly useful to ensure that — in the event you want to modify and re-
save a View - you are working only with your own View. Properties of saved Views include the following

information:

e Technical name.

e Date the View was last modified (date format is YYYYMMDD).
e Owner of the View (confirm it is yours!).

e Userid of last person to modify the View.

Open = E 1. From the History or Search tab, click to
= select a View to inspect.
System: [SAP B - Type: @l EE i i i i
[ D0 net display any properti 2. Click the View Properties . icon.
Dizplay Properties |

Search| Histnry| Favurrt35| Rule5| InfoArea

3. Slide the cursor down and select
[*conBUDGET |[Search| [ Search in descriotion Display Properties.

Search in technical name

Search Results -~
| r [ cIM_SaR_POSITION_BUDGET_PA1S [CIW_SAR_POSTION_BUDGET_Pa1s] |

m

2 For more information about the use of wild cards with BW reports, refer to the Help Guide BW How to - Use Wild Cards in
Searches
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System: |SAP B - Type:

Seﬁrchl Hrstnryl FavnrrteS| Rmesl Infosrea

*CIMBUDGET*

|[ searen |

Search Resulis ==

9. E.

Search in description

Search in technical name

[ CIM_SAR_POSITION_BUDGET_PA1S [CJM_SAR_POSTION_BUDGET_PA1S]

Properties

Type: QueryView
Descripion  CJM_SAR_POSTION_BUDGET_Pa1s

Technical CJM_SAR_POSITION_BUDGET_PA1S

name
InfoCube

Last
Changed On  20120306181616 ‘—

Query Name ZLD_C02_Q0018

ZLD_C02

Owner CMCCLURE «ff—
Last CHCCLURE
Changed By

4. Properties of the
selected View will be
displayed.

View owner, last user to
modify the View, and last
date of modification are
among the information
available.

Editing your View and re-saving it

1.

Find and execute your View using either the History or the Search tab as described previously in the Recall

and execute a saved View.
Edit the View as desired.
When editing is complete, click the Save As button.

The Save As window is displayed.

—— =E 4. Be sure Type is set to View.
sysom: S5 5] o T 5. There is no search function, so use the scroll
bar (on right side of window) to scroll up or
down to find the View you want to replace.
6. Once located, click to select the View.
Views
B Stop! Are you sure this is your saved View and it is
LEile0e = the one you wish to replace? If yes, then continue
EE BUMC_CJM_EMPLOYEE_COST_DIST - . -
[ BUIC Ul Pt WASTER_EMO to the next step. Otherwise, follow the instructions
[(F3 BUW_CIu_EMPLOVEEPATS. in Displaying Properties of a Saved View to display
[ BUW_CIN_LABORDIST_PA1S £ View properties and ensure you have selected the
[F3 BUW_CJM_PERCENTLABDIST correct View.
EE BUW_CJM_PERCENTLD_PA1S i .
R BUW_WPS_EMPL_DIST_PA1S 7. Click OK to save the View
EE BUW_WPS_UNRESTRICTED_BUDGET
EE CJIM_AVERAGEPERCENTGINGERLABOR
EE CJM_BUMC_PA15_EMPPERCENT
EE CJIM_INSTRUCTION_VERSION 1=
EE CJM_SAR_PERSON_COST
=
EE CJM_SAR_POSMION_BUDGET_PA1S
| g CIM_SDM_PA15_LAB %
EE SAR_CJM_COST_DIST_PERCENT E in
Description: [ CIM_SAR_POSTION_BUDGET_FA15 i
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Awarning message is displayed.

i 8. Click OK to overwrite the previous version of your View.

The guery view already
exists. Do you want to
overwrite it¥

Using Open to recall and execute a saved View

When drilling down from one Business Warehouse report to another, the detail report being drilled to opens in a
default display. It is possible to create a saved View for a drill-down report, but that View must be opened
manually after the default View has displayed.

The following example describes how to open a View based on a detail report once the drill-down occurs. The
example assumes we will drill-down from the Unrestricted Budget to Actual by FC — GL/CI Detail report to a
saved View based on the Transaction Detail — Actuals report.

Scenario: we have drilled-down on an expense item listed in the Unrestricted Budget to Actual by FC — GL/CI
Detail report. The default View of the Transaction Detail — Actuals report is displayed initially:

Transaction Detail - Actuals Lot Dt
V ariable Screen || Open || SaveAs... | oispaas [Tabie - Frint Version || Export to Microsoft Excel || Export to FOF Seftings I
1
 Columms : Amount ==
= Key Figures Funds Certer=+ Funded Program = GL/Conmitrentitemrss  Postingdate = Text s Docurrent type = Fldocnumber = Vendor & Doc Control No = £
~Rows - - W0 s W 510010 SLPRLES  10M12012  PDPPATRIOT Signature X-Porter P Card 1000669880 4 1095
* Funds Center StarTech.com USB cable - 61t P. Card 1000869880 P 3%
* Funded Frogram TOMNERREFLACE DELL §310BLACK P, Card 1000869882 7 162 62
* GLICammitment tem 1072012 CANDYASSTTOOTSROLS280Z P Card 1000673616 1579
* Posting cate CANDY SOFT & CHEWY MX P Card 1000673616 T 526
= Text CARTRDGE TPE3/4 BKONRD P Card 1000673616 & 11.00
= Docunentty pe CREAMHLF&H FINTDLT, 9L, 180CT  P. Card 1000673616 P 1319
© Rl rE i LABEL SV IBNABLES, 180/AK P Cad 1000673616 ! 8.9
* Vendor LIFESAVERS, FEPOMINT,6.25 07 P Card 1000673616 ‘ 239

1. Click the Open button to open the saved View based on this detail report. The Open window displays.

Open X 1. Be sure Type is set to View.
B Toe e 1] | W EL 2. Click the Search tab.
raoy | Paomes | Roes | eoa 3. Enter search text to find your saved View. Use
= Toma]]  wcn i camryon wildcard characters (“*") before and after the text
 Searon crrical rame to insure that your find your View?. Press the
Sanech Moo Enter key or click Search.
[C) SSW_WPS_DETALED EXP [SSW_WPS_DETALED_EXP] |
B e PO e 4. Select the View to run.

Click OK to execute the View.

Descrptio [SSW WPS DETALED EXP =
Tecrvical rame. [ SSN_WPS_DETALED BB v

4 m »
==
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Sample result: data displayed in the initial View is now shown in the layout represented by the opened (saved)
View.

Transaction Detail - Actuals

\

[ Variable Screen || Open || SaveAs... | oupey as [Table = |Info || Print Version || Export to Micrasoft Excel || Exportto POF || Fiter || Settings | f
— o { Armourt==
* Key Figures Funded Programn s GUCommitrenttemr=+  Postingdate = Texts Documenttype = Fldoc.number 2 Ven Control Mo = $
- Rows FLNDED_FROGRAM_NR 510010 SUFFLIES  0919/2012  CASECDJEWELSUMCLEARSOPK P Card 1000627897 - " 7.00
* Funded Frogram CASENOTEPACK, NY LON, BLACK P Card 1000627899 - \ 4499
* GLICommiment tem CORW,80 MINJTESPINDLE25IPK P. Card ez - 4 4398
* Posting date ERASER CHALKBOA RD.CUSTODIANG P, Card 1000627887 - , 1329
» Text Result 109.26
* Docurent ty pe 09/26/2012  CABLENTWRKCATSEFAST,50BLK P Card 1000639300 e 2730
* Aldoc.nunber COOKESICRCKRS LA NCE 24BX A STD P, Card 1000539300 e 253
~ErEE EASY MACE CHEESEORIG 10/CASE P, Card ez - 034
SUECILIEE TAPE MEASURE 12 P Card 1000638300 Y 899
OGO Result 5416

= SCMamBer ,
- oo Gt 1 10032012 ALOETOUCHLLTRA GLOVE P. Card 1000661503 939
g BOX GLOVES,VINYL ARK P. Card 1000661503 - 389
Results and Next Steps
None
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