Frequently asked SAC questions

How can | keep track of dates to know when SAC reports will be available or when? When will the BW reports
l use no longer be available?
The release timeline has been posted in the SAC Help Resources area. Use the navigation panel on the left
side of the webpage to find the timeline.

Where do | find SAC in BUworks?

The Help Guide SAC Basics — logging in and exploring the SAC environment describes how to navigate to SAC.
If you prefer, this brief video demonstrates how to find SAC.

How can | learn more about SAC?

o Afull suite of Help Guides describing all commonly used reporting features is available in the SAC Help
Resources area.

o New! Several self-guided tutorials are available. The tutorials provide a top-to-bottom look at SAC and
two new courses examine Funds Management and Grants Management reports. You can view the
tutorials here.

When | click on Reporting (SAC), nothing happens.

You likely have an active popup blocker. Disable it or, to more securely navigate on the Internet, add SAC to
your safe landing spots list. Instructions are provided on this Helpdesk webpage.

How do | run a report?

I’m glad you asked! The first part of the answer is this: once you have located the report to run in your Catalog
or Favorites tab don’t just click on the report tile. Instead, click on the Set button on the report tile

b1 Unrestricted Budget to Actual by Funds
Center (FC)

Updated 1 week ago = @ 1.5K <& -
Unrestricted Budget to Actual by Funds Center (FC)

~

Open

Is it possible to copy values from an SAC report and paste those values somewhere else?

Yes, itis.
Vendor Invo... PO Number SCIPRE Descr
250178784 5500354526 | 1001480569 PRAO Once your report has run, click and drag your
B18265060 5500303536 | 1001429998 PR35, cursor across the cells you want to copy.
19678 5500345731 | 1001471772 PRA0.
| 9500360348 4 1001486274 PRal Use the keyboard shortcut appropriate to your

5500331870 1001453081 PR38 ]
1R1VG6979... 5500365676 1001491513 PR42 computer to copy the selected cells:
0999310756 5500324226 1001450553 PR38 Windows PC: Ctrl + C
1R1VG6979... 5500365676 1001491513 PR42
1R1VG6979... 5500365676 1001491513 PR42 Mac: Command (36) + C
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https://www.bu.edu/tech/support/buworks/business-reporting-analytics/sac/help-guides/
https://www.bu.edu/tech/files/2024/09/SAC-Basics-logging-in-and-exploring-the-SAC-environment.pdf
https://mymedia.bu.edu/media/t/1_j6hst20h
https://www.bu.edu/tech/support/buworks/business-reporting-analytics/sac/help-guides/
https://www.bu.edu/tech/support/buworks/business-reporting-analytics/sac/help-guides/
https://www.bu.edu/tech/support/buworks/business-reporting-analytics/sac/tutorial/#sac_intro
https://www.bu.edu/tech/support/buworks/business-reporting-analytics/sac/tutorial/
https://www.bu.edu/tech/support/buworks/business-reporting-analytics/sac/tutorial/
https://www.bu.edu/tech/support/browsers/pop-up-blocker/

Why can’t | see all the reports or reporting folders | am authorized to view?

Here are some things/places to check:
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1. This message will appear if you have any hidden report folders.

2. This indicator shows whether a filter has been applied in the current tab.

3. Use this to clear any applied filters.

4. |sthere any text in this search box? If so, it will limit the list of reports visible to you.

How can | add a report to my Favorites?

The Help Guide SAC how to — create and use a Favorite describes how to add reports to your Favorites tab.

How do | export data to Excel? (I can see only export to PDF or PowerPoint.)

This Help Guide describes how to export to files in CSV, XLXS or PDF formats in addition to PowerPoint.

How do | save a Bookmark? (aka a BW “saved View”)

Creating and using Bookmarks is described in this Help Guide.

How do | add totals to my report?
Adding or removing a total is demonstrated in this Help Guide.

How can | sort my data?
There’s a Help Guide for that! This document describes how to sort either a Dimension or a Measure.

How can | run multiple reports?

The Help Guide SAC how to — open more than one SAC window at a time describes the necessary steps.
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https://www.bu.edu/tech/files/2024/08/SAC-how-to-create-and-use-a-Favorite.pdf
https://www.bu.edu/tech/files/2024/08/SAC-how-to-export-report-data.pdf
https://www.bu.edu/tech/files/2024/08/SAC-how-to-create-use-and-manage-bookmarks.pdf
https://www.bu.edu/tech/files/2024/08/SAC-how-to-add-subtotal-or-grand-total-to-a-report.pdf
https://www.bu.edu/tech/files/2024/12/SAC-how-to-Sort-a-Dimension-or-a-Measure.pdf
https://www.bu.edu/tech/files/2025/02/SAC-how-to-open-more-than-one-SAC-window-at-a-time.pdf

How can | undo something | just did?

Actions that involve desigh changes can typically be undone. For example, filtering data, applying input
controls, or changing data sources can often be undone. In this example, both the highlighted undo and redo
functions are available:

File ~  Edit ~ Tools ~  Display -~ {}~ ¥ C M~ | S (-_>| 1/1

Examples of design changes that cannot be undone are adding or removing data or moving a column of data
within a report. If there is no undo / redo available, the icons will be grayed out, like this:

— [BOSTON]|
— < | UNIVERSITY |

File ~  Edit ¥ Tools ~  Display -~ i3« v C v | | 1/1

Eiﬂ Stories | Grant Document for Commitm... -

How can | suppress $0 amounts in my report output?

Actual or Commitment amounts of $0 may be displayed in your report. It’s possible to suppress those records
if you prefer not to include them in your result. The following example demonstrates how to do that.

Several Posting Dates with a $0 Commitment Measures Commitments
amount are displayed initially. Posting date
01/03/2022 -121.83
01/13/2022 -4,338.68
01/2412022 820.84
03/10/2022 =9 000
0312142022 == 000
042002022 -829.84
07/2012022 =9 000
11/03/2022 q 0.00
08/28/2024 89.99
08/29/2024 =9 000
08/31/2024 -89.99
03/06/2025 =9 000
-4,460.71
To suppress these values: Grant Document for Commitments

Q

1. Use the Dimensions / Measures button to R o e
i Grant

Open the BUI[der pa nel. ’ +/ Arrange totals / parent nodes below
. ! Sponsored Prog
2. Hoveryour cursor over the Rows section to Compact Display
o . . i d CL.
display an ellipsis (A). - SPOTSOTECEET  Suppress zeras
. . . I GLA t/C itment it X
3. Clickthe ellipsis and select the Suppress F e memmmer e
. ! Posting date X
Zeros option (B).
v Columns
: Measures 5

© 1 Members
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Here’s the result. The zero values and associated Measures Commitments
posting dates are hidden . Posting date

01/03/2022 -121.83

Ql/3/2022 -4,338.88

01/24/2022 820.84

04/20/2022 -820.84

08/28/2024 B89.99

08/31/2024 -89.99

-4,460.71

-4,460.71

How can | remove a Description column from a report?

This answer assumes you’re describing a scenario GLiCommitment item | Description
in which a Dimension in a report showing the ID 500250 Admin Supp Staff FT
and Description elements in separate columns, 516010 ADVIPR-UNALLW
. . 535010 BANK SERVICE FEES
like this.
511220 BEVERAGE
513200 BKS&PRDCLS
518020 CATERING SERVICES
4. Use the Dimensions / Measures button to Available Hters v | % Bulder x
open the Builder panel. E —o] omasees :- |
5. Clickthe ellipsis that appears whenyou hover | .. = = < Unrestricted Budget to Actual by FC — GL/CI
e f Detail

your cursor over the Dimension to be modified V Dimensions
(GL / Commitment Item in this example). Fiscal Period/ © Rows

Functional ar
Fund ! GL/Commitment item X
Business area {f

Unit Number §f “ Columns oo
Funded Prograj

Funded Prograf. 3 Measures >
Department Agh ¢ Hembers
6. Select Properties in the dropdown list that Available ltems s | 5 Buider x
d ISplayS' Search { Q Data Source E
S W Measures | Unre_strlcted Budget to Actual by FC — GL/CI
Detail
“ Dimensions
Fiscal Periog/
Functional &f V' Rows
Fund ! GL/Commitment item X
Business a( .
. 4 =, Hierarchy...
Unit Number v Columns
Funded Progl’ y 3, Display Options >
g >
Department A
+' Show Totals
Funds Cent
7. Notice that Description has a checkmark. Set visible properties

Uncheck this and click OK (not shown) to )
D

remove the Description.

GL/Commitment item (SHORT_TEXT)

SRS UCammitmnah™ ™ (MFI TEXI s oot
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8. Description is no longer visible.

>

Measures

FY 2014
Budget
Per. 01-04

500250
516010
535010
511220
513200
518020

GL/Commitment item

$42,836

Can | add my own calculation to a report?

Yes, you can create what’s termed a “calculated Measure.” You can do that using the Data Analyzer or by
building a new story. The steps required are documented here.

| want to avoid the tedious process of clicking to select individual items for a report filter. Is there any

way to paste a list of values to create a filter? We could do that with BW.

You can do that with SAC, too. There is a method to copy a list of values —you might copy from a report, a
spreadsheet or some other source — and paste that list into a filter. This document describes the steps

involved.

Is there a way to pause data refresh in my report? | want to make several changes without waiting for the

system to refresh after every transaction | execute.

Thatisn’t possible at the present time.
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https://www.bu.edu/tech/files/2025/05/Building-a-story-containing-a-calculated-measure.pdf
https://www.bu.edu/tech/files/2025/05/Pasting-a-list-of-values-to-create-a-report-filter.pdf

