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General Reporting Overview
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	A.  Introduction




The Overview section of this guide provides general navigational information regarding Budget Formulation reports.  The following objectives outline the items to be covered in this section:

Objectives
At the end of this topic you will be able to…

1. Access Reports.

2. Remove drilldowns to aggregate data to levels in the budget hierarchy.

3. View, sort and print reports.
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	B.  Process Steps



	
	


The BF Reports are found on the Budget Formulation BW website.  Follow the steps below to access these reports:

First, access the Budget Formulation Reporting environment via the Internet.  
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NAVIGATION
	https://access.ifmp.nasa.gov/pc/default.html
Click on the “Budget Formulation Business Warehouse” link under SAP SEM on the left-hand side of the screen.

Enter your BF User ID and Password when prompted.
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Report Navigation
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	Navigate to Reports
	

	Steps
	Instructions

	Step 1
	Open the Budget Formulation BW report website.

	Step 2
	Enter your BF user name and password.

	Step 3
	Follow the appropriate menu path.
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KEY POINT
	REMINDER:  The lavender colored pull-down menus contain links to each of the reports in the system.  To use the drop-down menus, hover over a lavender menu item until it turns yellow, and then click the yellow menu item.



Entering Variables

To run a report, it is first necessary to enter the header variable combination for which you would like the report to display data.  The system will use the variables you enter to determine which records should be displayed (just like the header area in planning folders).
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	Enter Variables
	

	Steps
	Instructions

	Step 1
	Select the desired report from the reporting menu.

	Step 2
	When prompted, enter header variables for the report.

	Step 3
	Click the “Execute” button to run the report.


Viewing Reports
Once you have finished entering your variables and have clicked the “Execute” button, your report is displayed and you can then manipulate the report so that information is arranged to fit your needs.
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· Zoom buttons control the size of the information on the screen.  

· The Navigation Block allows you to sort, pivot, drill-down, and filter the report contents by any of the report’s variables.

· [image: image11.jpg]


  Drill-down on rows/columns swaps the axis in the report for a given variable from horizontal to vertical or vice-versa.

· [image: image12.jpg]


  Remove Drill-down collapses row/column drill-downs and aggregates data accordingly.

Removing Drilldowns to Aggregate Data to Theme-Based Hierarchies

The theme-based hierarchy has been added to existing Release .5 Center reports to create the Enterprise Reports.  

When an Enterprise report is run, it appears initially with all of the elements of the hierarchy in columns.  If you wish to see a total by a specific element of the hierarchy, you simply remove the columns and the numbers are aggregated appropriately.  
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Removing Drilldowns to Aggregate Data to Theme-Based Hierarchies

	Steps
	Instructions

	Step 1
	Determine at what level to aggregate the data.

	Step 2
	Click on the “Remove Drilldown” icon in the Navigation Block for each column that you wish to remove.




NOTE:  In this example, the data is aggregated to show inguide and/or overguide amounts for the O and R DORTE within the BSR theme, in the BP Enterprise for the Exploration, Science, and Aero Appropriation.  

The Project Level A, Project Type, and WBS element columns were removed to obtain this view.

Using the Context Menu

Much of the text in the body of a report is hyperlinked.  Clicking on these hyperlinks will cause the Context Menu to appear.  The Context Menu enables you to take a variety of different actions, including: exporting your report to Excel, switching the axes on your report, and bookmarking your report.  To view the entire Context Menu, select “Enhanced Menu” from the drop-down screen.
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Clicking on the hyperlink displays a context menu….
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Click on “Enhanced Menu” to view the entire Context Menu.

Enhanced Context Menu
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· Select Export As… to export the currently displayed report into an Excel spreadsheet which is then displayed on your screen.

· Select Bookmark to save this report in your browser’s Favorites list.

Printing Reports

Once a report has been generated, you can print hard copies by following this procedure:
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	Print a Report
	

	Steps
	Instructions

	Step 1
	Click the Print Reports menu item, as shown above.

	Step 2
	Click the Print Table 1 menu item, as shown above.

	Step 3
	De-select the Preview mode box so that you do not print the Preview Mode form at the top of your output.

	Step 4
	Change the page set-up parameters as necessary.

	Step 5
	Press the Enter button to print the report.


NOTE: To re-display the Preview Mode form, double-click anywhere within the body of the report.
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KEY POINT
	You may need to adjust the number of columns indicated in the “Data Area” section of the preview page in order to have the optimal number of data columns appear on a single page of your report.



Enterprise Reports Overview
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	A.  Introduction




This section provides and overview of the how the Theme-Based Budget Hierarchy is implemented for Budget Formulation.

Objectives
At the end of this module you will be able to…

1.  
Understand how the Theme-Based Budget Hierarchy is implemented in the Enterprise Reports for BW for Budget Formulation.
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	B.  Concepts




This section introduces the underlying concepts needed to understand the Enterprise reports.  Reading through this section will provide the foundation knowledge needed to proceed with the topics in this manual.  A thorough understanding of the concepts introduced in this section will facilitate the mastery of topics covered in future sections of this guide.

Theme Based Hierarchy

The Agency has adopted a budget structure based on a hierarchy of levels, which become increasingly detailed.  Data in the hierarchy can be rolled up to provide an Agency-wide view at each level.  The hierarchy is as follows:

- Appropriation


- Enterprise



- Theme


- DORTE (Development, Operations, Research, Technology, and    Education)



- Level A 




- Level B

How the Theme-Based Hierarchy is Implemented in Reports

The theme-based hierarchy has been added to existing Release .5 Center reports to create the Enterprise Reports.  The hierarchy is shown as “lead columns” which appear on the left of each report.  Each level of the hierarchy is available in the reports down to Level A.  Level B is available as a drilldown, as it is rarely used.

When an Enterprise report is run, it appears initially with all of the elements of the hierarchy in columns.  If you wish to see a total by a specific element of the hierarchy, you simply remove the columns and the numbers are aggregated appropriately.  For example, if you want to see the total for your Center for a particular theme, once the report is run, you can use the Remove Drilldown function to remove the Level A and DORTE columns to get the data aggregated for the Theme.  These activities are demonstrated in this document.

Enterprise Reports

There are 13 Enterprise Reports.  Twelve reports are found under the Projects menu and one report is found under the Center G&A menu.   

Enterprise Reports: Projects and Corporate G&A
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	A.  Introduction




This section provides details on the concepts behind the Enterprise Report for Projects and Corporate G&A and procedures for accessing and generating the Enterprise Reports.

Objectives
At the end of this module you will be able to…

1.
Understand the concepts behind Enterprise Reports for Projects and Corporate G&A.

2.
Locate and run the 12 Enterprise Reports under the Project menu in BF BW.

	[image: image24.wmf]
	B.  Concepts




This section introduces the underlying concepts needed to understand the Enterprise reports for Projects and Corporate G&A.  Reading through this section will provide the foundation knowledge needed to proceed with the topics in this manual.  A thorough understanding of the concepts introduced in this section will facilitate the mastery of topics covered in future sections of this guide.

Enterprise Corporate G&A Reports 

Since Corporate G&A is planned on WBSes, all of the reports discussed in this section are applicable to the WBSes that are used to plan Corporate G&A.  

Enterprise Project Reports 

There are 12 Enterprise reports found under the project menu.  Each has theme-based lead columns that allow the data to be rolled up to different levels in the hierarchy.  The following is a list of the reports available.

Projects > Enterprise Reports > FTE & Travel:  Annual

This report allows you to view annual amounts for FTE quantities, FTE labor dollars, and travel dollars.  

Projects > Enterprise Reports > FTE & Travel:  Phased

This report allows you to view phased amounts for FTE quantities, FTE labor dollars, and travel dollars.  

Projects > Enterprise Reports > FTE & Travel:  Version Comparison (Annual and Phased)

There are two reports that allow you to compare two Agency Version/Center version combinations of FTE quantities, FTE labor dollars, and travel dollars.  

Projects > Enterprise Reports > Workforce:  Annual

This report allows you to view annual amounts for FTE and WYE quantities.
Projects > Enterprise Reports > Workforce:  Phased

This report allows you to view phased amounts for FTE and WYE quantities.
Projects > Enterprise Reports > Workforce:  Version Comparison (Annual and Phased)

There are two reports that allow you to compare two Agency Version/Center Version combinations of FTE and WYE quantities.  

Projects > Enterprise Reports > Full Cost:  Annual

This report allows you to view annual amounts for Direct Costs, Center G&A, and Service Pool Usage.

Projects > Enterprise Reports > Full Cost:  Phased

This report allows you to view phased amounts for Direct Costs, Center G&A, and Service Pool Usage.

Projects > Enterprise Reports > Service Pool:  Annual

This report allows you to view annual amounts for a project’s use of Service Pool units and the associated dollars.

Projects > Enterprise Reports > Service Pool:  Phased

This report allows you to view phased amounts for a project’s use of Service Pool units and the associated dollars.

NOTE:   Many of these reports are similar, and the lead columns with the hierarchy are the same in each report.  Therefore, not all of the reports are detailed in this document.  A sample report will be shown, and each of the similar reports will be listed in a “key point” box.
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	C.  Process Steps




Generate the FTE & Travel:  Annual Report

Access Projects > Enterprise Reports > FTE & Travel:  Annual Report
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	Steps
	Instructions

	Step 1
	Open the Budget Formulation BW report website.

	Step 2


	Enter your BF user name and password.

	Step 3
	Click on Project and follow the menu path shown above to access the Project > Enterprise Report> FTE & Travel > Annual Report.


Enter Report Variables
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	Enter Variables
	

	Steps
	Instructions

	Step 1
	Enter the variables that serve as selection criteria for this report.

	Step 2
	Click “Execute”.  A report similar to the one displayed below will appear.


Projects > Enterprise Reports > FTE & Travel:  Annual
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Scrolling to the right
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NOTE:  By using the navigation block and the context menu, you can customize the report so that it presents data differently.  Using the Remove Drilldowns icon, you can roll up the data to various levels of the theme-based hierarchy.  (See the “Reporting  Overview” section at the beginning of this guide for how to remove drilldowns to aggregate data.)  
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KEY POINT
	The following reports have similar navigation but different full cost elements:
Projects > Enterprise Reports > Workforce:  Annual
Projects > Enterprise Reports > Full Cost: Annual
Projects > Enterprise Reports > Service Pool:  Annual
 



Generate the FTE & Travel:  Phased Report

Access Projects > Enterprise Reports > FTE & Travel:  Phased Report
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	Steps
	Instructions

	Step 1
	Open the Budget Formulation BW report website.

	Step 2


	Enter your BF user name and password.

	Step 3
	Click on Project and follow the menu path shown above to access the Project > Enterprise Report> FTE & Travel > Phased Report.


Enter Report Variables

[image: image32.png]les for HASA: Single Query Template

Barier o [Blanss rosswch cortr ot ] nset o]
Ponet vear . Oct- St 4 spcil perods2005

Porssroveres 004 Oct- St 4 spcil perocs2004

(Bagency Versen (A0 Pre-poP

(Pcerter version cann

Beppropriation [+ = nclude ] sert Row|
(Beterprise [ = nclude ] sert Row|
Brveme —= [include =] nsertFow
Boorre —= [include =] nsertFow
Bprt Lovaia [« 5] e =] Joset o]
Ppstenent [+ = [Include =] nsertow|

Chesk|





	Enter Variables
	

	Steps
	Instructions

	Step 1
	Enter the variables that serve as selection criteria for this report.  Be sure to include the Phasing Year.

	Step 2
	Click “Execute.”  A report similar to the one displayed below will appear.


Projects > Enterprise Reports > FTE & Travel:  Phased
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Scrolling to the right
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NOTE:  By using the navigation block and the context menu, you can customize the report so that it presents data differently.  Using the Remove Drilldowns icon, you can roll up the data to various levels of the theme-based hierarchy.  (See the “Reporting  Overview” section at the beginning of this guide for how to remove drilldowns to aggregate data.)  
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KEY POINT
	The following reports have similar navigation but different full cost elements:
Projects > Enterprise Reports > Workforce:  Phased
Projects > Enterprise Reports > Full Cost:  Phased
Projects > Enterprise Reports > Service Pool:  Phased
 



Generate the FTE & Travel:  Version Comparison (Annual) Report

Access Projects > Enterprise Reports > FTE & Travel:  Version comparison  > Annual Report
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	Steps
	Instructions

	Step 1
	Open the Budget Formulation BW report website.

	Step 2


	Enter your BF user name and password.

	Step 3
	Click on Project and follow the menu path shown above to access the Project > Enterprise Report> FTE & Travel > Version Comparison (Annual) Report.


Enter Report Variables
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	Enter Variables
	

	Steps
	Instructions

	Step 1
	Enter the variables that serve as selection criteria for this report.  Enter  the TWO Agency and Center versions to be compared. 

	Step 2
	Click “Execute.”  A report similar to the one displayed below will appear.


NOTE:  In this example, by entering A002, C000 and A001, C000 in the variable fields, the report will compare the POP data in the C000 version with the Pre-POP data in the C000 version.

Projects > Enterprise Reports > FTE & Travel:  Version Comparison (Annual)
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Scrolling to the right
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NOTE:  By using the navigation block and the context menu, you can customize the report so that it presents data differently.  Using the Remove Drilldowns icon, you can roll up the data to various levels of the theme-based hierarchy.  (See the “Reporting  Overview” section at the beginning of this guide for how to remove Drilldowns to aggregate data.)  
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KEY POINT
	The following reports have similar navigation but different full cost elements:
Projects > Enterprise Reports > Workforce:  Version Comparison (Annual and Phased)



Enterprise Reports: Center G&A
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	A.  Introduction




This section provides details on the concepts behind the Enterprise Report for Center G&A and procedures for accessing and generating the Center G&A Enterprise Report.

Objectives
At the end of this module you will be able to…

1.
Understand the concepts behind Enterprise Reports for Center G&A.

2.
Locate and run the Enterprise Report under the Center G&A menu in BF BW.
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	B.  Concepts




This section introduces the underlying concepts needed to understand the Enterprise report for Center G&A.  Reading through this section will provide the foundation knowledge needed to proceed with the topics in this manual.  A thorough understanding of the concepts introduced in this section will facilitate the mastery of topics covered in future sections of this guide.

Enterprise Corporate G&A Report 

There is one Enterprise report found under the Center G&A menu.  It has theme-based lead columns that allow the data to be rolled up to different levels in the hierarchy.

Center G&A > Enterprise Report -Annual

This report allows you to view annual amounts for OSWF (Onsite workforce), the Center G&A rate, and the associated dollars (OSWF x Center G&A rate).  
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	C.  Process Steps




Generate the Center G&A – Annual Report

Access Center G&A > Enterprise > Annual Report
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	Steps
	Instructions

	Step 1
	Open the Budget Formulation BW report website.

	Step 2
	Enter your BF user name and password.

	Step 3
	Click on Center G&A and follow the menu path shown above to access the Center G&A > Enterprise Report – Annual.


Enter Report Variables
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	Enter Variables
	

	Steps
	Instructions

	Step 1
	Enter the variables that serve as selection criteria for this report.

	Step 2
	Click “Execute.”   A report similar to the one displayed below will appear.


Center G&A > Enterprise Report - Annual
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Scrolling to the right
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NOTE:  By using the navigation block and the context menu, you can customize the report so that it presents data differently.  Using the Remove Drilldowns icon, you can roll up the data to various levels of the theme-based hierarchy.  (See the “Reporting  Overview” section at the beginning of this guide for how to remove Drilldowns to aggregate data.)  

Final Summary and Review

Congratulations!  You have just completed the Enterprise Report training course. Your participation is appreciated.  Before finishing the course, be certain to complete the course evaluation.  If you have any further questions about the course content, the course delivery, or the course materials, please feel free to ask the instructor.

After completing this training course, users should be able to…

1. Access reports.

2. Remove drilldowns to aggregate data to various levels in the budget hierarchy.

3. View, sort and print reports.

4. Understand the concepts behind Enterprise Reports for Projects and Corporate G&A.

5. Locate and run the 12 Enterprise Reports under the Project menu in BF BW.

6. Understand the concepts behind Enterprise Reports for Center G&A.

7. Locate and run the Enterprise Report under the Center G&A menu in BF BW.
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