BUworks Online He|p BW How to: Specify Report Dates

Introduction

Process and Trigger

Business Warehouse reports frequently require the specification of a period for which data is to be
displayed. This period might be specified via a Period/Fiscal Year or a Posting Date field in a financial
report or it could be a Day Interval in an HCM report. This document describes how to specify a date for
a report that uses one or more fiscal periods or a date range.

Prerequisites

e Introduction to BW Reporting at Boston University (video)

e Working with BW Reporting (video)
e Itis assumed that the user is running a Business Warehouse report for which a date is required.

Menu Path

None

Transaction

None

Tips and Tricks

e A \Variable Entry screen allows a report user to specify parameter values which control the data
included in a report.

¢ Inthe process of becoming familiar with how a date is specified for a given report, we recommend
that matchcode boxes associated with variables on the Variable Entry screen be used to ensure
syntax is correctly specified. Clicking on a matchcode (drop-down) box opens a pop-up window in
which a user can select periods, dates, etc.

Posting Date | [ BW matchcode box

_d

e When you become familiar with syntax for a report, you may want to simply type the date(s) you
want to use directly into the report’s date field. Appendix A provides a list of date syntaxes.

e Shortcuts are allowable when specifying report dates in some reports. Appendix B provides
examples.

e Use care when specifying dates. Some reports use Fiscal Year while others use Calendar Year.
This is another argument favoring the use of matchcode boxes whenever you are in doubt about
how to specify a date.

Referenced Help Guides

None
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Procedure

Specification Method Description

Method 1. Use the Period/ Fiscal Year If you are unsure of the date syntax for a report,
matchcode box to determine how to specify period | use the matchcode box to specify the required
and year for a particular report. date(s).

Example 1: specify Period/ Fiscal Year for a
report that is year to date.

Example 2: specify Period/ Fiscal Year for a
report that is not year to date.

Method 2. Specify a date range via a matchcode If a date range is required to run a report, the
box. matchcode box can be used to specify the range.

Appendix A, Appendix B: Enter dates by typing A shortcut for users familiar with the syntax of a
them directly into date fields date field used in a particular report.
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Method 1: Use the Period/Fiscal Year matchcode box to determine how to specify period and year for
a particular report.

Avsilable Varisnts: [ |¥|| Save |[Seve s || Delete Show Varisble Personslizstion Determine whether the report being run is
General Variables year to date. The simplest way to make
\:'.DL;F- - SumEnt Sslssien “‘*"“"“’" this determination is to start the report and
Funds Genter = click on the Period/Fiscal Year
Revenue (2) 1 Experse (3 o matchcode box in the Variable Entry
T =, window.
Fund =
Unit In
Version (] 3o
FM Statistical Indicator # [ Resl (Budget Relevant)
st e S Ea Example 1: Period/Fiscal Year specification for a
Show view. [AI = report that is year to date.

Al

Maximum Records: [1000

A single column allowing period specification
indicates the report is year to date. Note that only

Fiscal Period/Year: Key.7

a single fiscal period can be selected.
012201
001/2012 . . .
oozzo12 1. Click on a period to select it.
0022012
004/2012 .
somz01z 2. Click the OK button.

|r 0062012 =

| oo7r2012

e Based on the period selected in this example, the
00912012 report will include data from period 1 through
oo period 6 in Fiscal Year 2012.

K]

011/2012

Enter a value for:

Fiscal Periorvear [ ]

Cancel
St e e e W o Ay L Example 2: Period/Fiscal Year specification for a
Snow ol Single values | ] Show iew: report that is not year to date.
All Selections
Records: [1000 | [Tiakesh] [Jselectan @ @ Two columns separated by an ADD button
[[] Select Al T iemmrer . d h . d d
i Pt Kyt [ indicates the report is not year to date. Instead,
— any periods to be included in the report must be
T iz W explicitly selected.
0022012
S | 1. Click on one or more periods to select them.
0052012 [4TRemove | .
seerzore 2. Click the Add button.
008/2012 3. C“Ck the OK bUtton.
ki 5 In this example, the report would include data
——— ] from period 1 through period 3 in Fiscal Year 2012.
Fiscal Period/vear: [ | [EI=] crenge oveer [F]E]

=
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Method 2: Specify a date range via the matchcode box.

General Variables

In this example, Day Interval must be specified

Ve GuventSelecion pesoption as a date range. To specify the range (and
el S = determine the appropriate syntax), click on the
eationel unit . .
:'“a"'ml':a o g Day Interval matchcode box in the Variable Entry
Personnel Subarea m) window.
Employee Group [m |
Employee Subgroup [m |
Action Type m
Employee Selecticn option { opticnal) [m |
Day Interval @
S s o By e T =6 Specify From field in the date range.
Shaw view: [Valus mna=s |~ 1. Click the matchcode box for the From field.
Value ranges
Sign: nclude | ™
Operator: |between | ™
S — |
L I =
Enter a interval for:
Calendarday: [ |
Cancel
Select values for Calendar day (01_DAYIN 0003) =B
2. Click on a desired date in the calendar window.
Show view: | 2 -
3. Click the OK button.
All
“o » w In this example, July 1, 2012 has been selected as the
start date of the range.
4 June 2012 July 2012
Mo Tu 'We T Fr Sa Su Mo Tu We Th Fr
e o o o
:356?6910 7234 56 78
2401213 14|15 1617 28 & | 10| H 12|13 14 15
=]l m{sal]| on[zs 4[5 ] ' Note: a calendar is presented for
2 1B ——1= o = b A . . . . .
2t \wport@ date selection, which indicates this
A t 2012 September 2012 » . .
e e il & report requires calendar notation
31|30|31| 1 (2|3 |4|5| 3s5/27(28|2a (30|31 (1|2 . . .
w26 7]8 s/ %3¢ 5|67 a8 rather than fiscal notation in order to
33013 (14 15 1617 1819 37 10| 1 |12 13|14 |15 16
3420212 2324|2526 33 17/183/ 190 1123 run'
35|27 |28 M 303 M| B X T BN
[ ] Highlight dates according to current read mode
Enter a value for: l:l
| Cancel
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Select values for Day Interval (OL_DAYIN) = K Note that the From field has been populated based
on the date selected in the preceding steps.

Show view:

— Specify To field in the date range:
Zi::m 4. Click the matchcode box for the To field.
e m”"m’zm 5. Follow steps 2 and 3 above.

e 6. Click the OK button once the From and To fields
Calenderdsy, [ ] are populated. Control is returned to the Variable
Entry window.

Appendix A: Entering dates by typing them directly into date fields

@ " Correct syntax is essential whenever free text is typed into a date field. Pay particular
jwporta® attention to the separator characters used in each of the examples below.

Specify a Single Fiscal Period

CzmEREES Example: enter a single fiscal period in the
Variable-" Cument Selection Desoiption Perlod/FlSCaI Year fleld .
Fiscal Year/Period _‘.]12-'2‘.]12 9 0122012
Funds Center - [m) . i
Revenue (2) / Expense 3) o For single period, use the format P/YY,
Fund Type 9 where:
Fund m )
unit =) P = fiscal period, from 1-12
Version 0 ju I o .
FM Statistical Indicator N [ Real (Budget Relevant) YY = last two dlgltS of fiscal year
Separator note: “/* is required.
Specify Multiple Fiscal Periods
Yerene S ClEl Example: enter multiple fiscal periods in the
Availsble Variants: | [~ [Save |[Save As... | [Dalste | Show Varisble Personalization Period/FiscaI Year field.
‘General Variables
Variable-" Cument Selection Desaiption

- Fiscal Period/Year (eg 012/2011) 00%'2012; 010/2012; 0 | MAR 2012; AFR 2012; MAY 2012

Use the format P/YY; P/YY; .... where:

Funds Center [u]
:::‘ P = fiscal period, from 1-12
S YY = last two digits of fiscal year

Commitment item

Vendor

== R =R~ Rl= Al

Separator note: “; “ (semicolon, space) must
be specified exactly. No semicolon is

(o] [Gheo [ Cancel required following the last Fiscal period in
the list.

Posting Date
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Specify a Date Range

‘General Variables

Example: enter a date range in the Posting

Variable " Cumrent Selection Desaiption .
08/30/2011 - 12/31/201|(9 | D&/30/2011 - 12/31/2011 Date field.

= Paosting Date

Funds Center [m)
Revenue (2) / Expense (3) [m
Funded Progiam m, For range, use the format MM/DD/YYYY —
Etd Tyee : MM/DD/YYYY?1, where:
Commitment item ] MM = month, from 1-12
Commitment Vs Actual a
FM Statistical Indicator # )| Resl (Budget Relevant) DD = day, from 1-31
o]

YY = last two digits of calendar year

Separator note: “ —* (space, hyphen, space)
must be specified exactly.

Appendix B: Date Specification Shortcuts

While standard SAP syntax is very specific, there are a number of shortcuts that can be used when
directly entering dates in a Variable Entry field. The following table is not exhaustive, but it provides
examples of various ways dates can be used — including specification via operators like these >, >=, <,
<=. As is true of so much when running Business Warehouse reports, you are encouraged to experiment
when you aren’t sure “what will happen if...?”

The following table provides examples of shortcuts you can use when entering a single date or a range of
dates. Keep in mind that you may only enter a shortcut that specifies date information appropriate to the
requirements of a given report.

When specifying a date for... Instead of... You can enter...
Period/Fiscal Year 007/2014 7/14
Calendar date range 7/1/13 — present >=7/1/13
Multiple Fiscal Year periods 1/14; 2/14; 3/14; 4/14; 5/14; >=1/14

6/14
Range of Fiscal Year periods 3/14; 4/14; 5/14 3/14 - 5/14

Results and Next Steps

None.
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