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UPDATE Needed!
My Account - Analysis Editor Setting

Home

UC Berkeley m

dl MO dWVOITICS

Dashboard

My Account

User ID: jmiles
Display Name: Jeannine Miles

Preferences

Starting Page
Locale (location)
User Interface Language

Time Zone

BI Publisher Preferences

Delivery Options
Default

Default - English - United States
Default - English v

Default - Unknown Time Zane

Analysis Editor

Accessibility Mode

lysis

Start on Results tab when editing Analysis |

Reles and Catalog Groups

L

_ Cancel

Opel gned . B 5 £

My Account

Before running any ad hoc analysis, users
must update the Analysis Editor default.
Hover over your name in blue navigation bar,
then select
» My Account
» Preferences
» Analysis Editor change from
Start on Results tab when editing analysis
to

Start on Criteria tab when editing analysis
Click OK.

Note: This is a one time only action that each Cal Answers Ad Hoc user needs to perform.
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Overview of the Cal Answers Ad Hoc Editor
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Cal Answers Ad Hoc Analysis Editor 2

AHS‘-'VCI.'S Search | All ¥ #+| Advanced Help~ Signouwt O .
! Save As icon
. . Untitled Home | Catalog | Faworites ~ | Dashboards~ | J§ Mew~ | B Open~ | SignedInAs Jeannine Miles ~
Untitled displays — '
il the analysis Criteria Results Prompts Advanced E

unti
' ~| Subject Areas @ @ - E%E = E
is saved then :

. . W fff[] Student Counts - Census ~| Selected Columns @ % .
Updates with file > [(3calendar - Snapshot Date Save icon

& ) Academic Hierarchy Double click on column names in the Subject Areas pane to add them to the analysis. Once
- - added, drag-and-drop columns to reorder them. Edit a column's properties, formula and

E- [ Ethnicity filters, apply sorting, or delete by clicking or hovering over the button next to its name.

L= [ Gender

> [0 Fact - Registered Student Counte

name

Drop Columns Here.

5
+| Catalog % oh /@ | Y Filters Wy o»

List | Al v Add filters to the analysis criteria by clicking an Filter option for the specific column in the
Selected Columns pane, or by clicking on the filter button in the Filter pane header. &dd a
= 2 My Folders saved filter by clicking on add button after selecting its name in the catalog pane.

& [ Shared Folders

Add Filters Here.

Tabs of the Ad Hoc Analysis Editor

1. Criteria -select the metric columns for analysis, filter metrics, arrange order (provide lists of metrics
and which ones to use if not clear)

2. Results- displays compound layout of analysis, add new views of the data -pivot tables, graphs,
keys, etc.

3. Prompts

4. Advanced —sharing your analysis with XML
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1. Criteria Tab

On the Criteria tab you specify the criteria for an analysis, including columns, and filters. You can
specify the order in which the results should be returned, formatting (such as headings, number

of decimal places, styles such as fonts and colors, and conditional formatting), and column

formulas (such as adding a Percentile function).

Each Subject
Area includes
defined
expandable
folders with
columns that
are either
attributes or
amounts.

Answers

Untitled Home

Criteria Results Prompts

v| Subject Areas

5 [fﬁl Finance - GL Answers
> | ) Fiscal Calendar
B> [ Chart of Accounts
[~ | ) Compensation
[> | _JTransaction Type
&= [JLedger Amounts

Search |All Ad ﬂ Advanced Help» Sign out ©O

Recent = Catalog | Favorites ~ | Dashboards « E new ~ BS Open ~ | Signed In As Teal Sexton ~
Advanced BH& @

@ @ - \Emel l
v| Selected Columns N

~| Catalog %
List | Al v

- 3 My Folders
L= | ) Shared Folders

L= I

o

Double click on column names in the Subject Areas pane to add them to the analysis. Once
added, drag-and-drop columns to reorder them. Edit a column's properties, formula and filters,
apply sorting, or delete by clicking or hovering over the button next to its name.

) Drop Columns Here,

~| Filters ]Fb % >
Add filters to the analysis criteria by clicking on Filcer option for the spedfic column in the Selected

Columns pane, or by clicking on the filter button in the Filter pane header. Add 2 saved filter by
clicking on add button after selecting its name in the catalog pane.

Add Filters Here.

October 4, 2018
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Working with Columns

w| Subject Areas @

) [fﬁl Finance - GL Answers
L= [JFiscal Calendar

7 [ Chart of Accounts

= | ] Business Unit

In Cal Answers
many columns are
available as ID or

Code only, L= [ Account
Desc only, or a & (3 Fund

W | Organization
concatenated B Dept Desc
version with - Dept ID

»5- Dept ID - Desc
B Dept ID Long Desc
B Dept ID Status Code
Org Level2 - Desc
B Org Level2 Code
E" Org Level2 Desc

Code — Description,
Code options are
helpful for sorting.

W [ Fiscal Calendar
— B Accounting Period
B Accounting Period - Desc
B Fiscal ¥r (20xx-xx)
B Fiscal ¥r (Fyxx)
E" Fiscal Y1 (o)
B Fiscal ¥r Month
B payroll Period End Date

Fiscal Calendar

Always limit your analysis to a
period of time using one or
more filters on columns from
the Fiscal Calendar options:

Ledger Amounts
Choose amount columns from one folder: either
BFS Signage OR Financial Statement Signage.

Don’t mix columns with different signage in the same analysis.

Berkeley 7675 v
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Iéf Subject Areas

W [@ Finance - GL Answers
L= [ Fiscal Calendar
V [Z3 Chart of Accounts

[= [ Business Unit
B | Account
k= [ Fund
> [ Organization
> [ Program
= [ Chartfield 1
B | Chartfield 2
E= [ PC Chartfields
L= [} Compensation
L [ Transaction Type

@ @

Y71 Ledger Amounts
7 [ BFs Signage
[} BFS - Authorized Budget Amount

|}- BFS - Temporary Budget Amount
[} BFS - Actuals Amount

B" BFS - Ending Fund Balance

D-- BFS - Encumbrance Amount

[} BFS - Remaining Balance

[} Fin Stmt -
[} Fin Stmt -
[} Fin Stmt -
[} Fin Stmt -
[} Fin Stmt -
[} Fin Stmt -
[} Fin Stmt -
[} Fin Stmt -
[} Fin Stmt -

N

7 | Financial Statement Signage

Beginning Funding Balance
Changes in Funding Balance
Authorized to Spend
Revenue

Operating Transfers
Expenses

Ending Funding Balance
Encumbrances
Remaining Balance

10



Selected Columns & Filter Panes

A[] sSWwWers Search | All v #| Advanced Help~ Sign Out o
Untitled Home Recent | Catalog = Favorites~ Dashboards~ J§ New+ BB Open~ | Signed In As Jeannine Miles -~
Criteria Results  Prompts  Advanced & @
v! Subject Areas @ @ “&i
"7 () Student Counts - Census o) Selactud Cobinins @ %

= | _JCalendar - Snapshot Date

I [ Academic Hierarchy Double dlick on column names in the Subject Areas pane to add them to the analysis. Once

added, drag-and-drop columns to reorder them. Edit a column’s properties, formula and

> [ JEthnicity filters, apply sorting, or delete by clicking or hovering over the button next to its name.
V [ Gender
Gender Desc
d Gender

[> [ ) Fact - Registered Student Counts .
= B Gender Desc i

Double-click on a
measure column label

to move it to the v/ Filters -
Add filters to the analysis criteria by clicking on Filter option for the specific column in the
Selected Columns pane Selected Columns pane, or by clicking on the filter button in the Filter pane header. Add a

saved filter by clicking on add button after selecting its name in the catalog pane.

: Add Filters Here.
v| Catalog % len 7 @
List | All v

I |_JMy Folders
> | AShared Folders

ce Chancellor of Finance October 4, 2018 11




Filtering Selected Columns

Ad Hoc Editor offers two options for filtering on your Selected Columns to

define your analysis.

1. From the Selected Columns section, click
on the page option icon |i% | to the right
of the Selected Column you would like to
filter. Select Filter.

|[ v| Selected Columns

Double click on column names in the Subject Areas pane to add them
to its name.

Gregorian Person Party

B calendar Yr Mo Name Concat = B Person Last First Nm| 5

& sort .
@' Edit formula

% Column Properties
—l

P Filter

¥ Delete

2. From the Filters section, click on the Create

a filter icon| 5 |from the right section of the
header to display a list of Selected Columns
as well as More Columns*.

| v Filters T I »

| Add filters to the analysis criteria by clicking on Filter option for the specific column in

the Selected Columns pane, or by clicking on the filter button in the Filter pane header.
Add a saved filter by clicking on add button after selecting its name in the catalog

pane.

"Person Party"."Person Last First Nm"
"Users"."User Name"
"Department Hierarchy"."L3 Division Node Desc"

"Department Hierarchy"."L4 Department Node Desc"

"Topic"."Dashboard"
"Topic"."Dashboard Page"
"Measures"."Query Count"
"Measures"."Total Time in Secs"

/ More Columns ]

*Use the More Columns option to filter on column you want
to include in your data but do not want to display in your
table view.

Berkeley 'I: clor o inance October 4, 2018 9



Filtering Operators

Both of the two Filter options open to the Operator dropdown box. Choose from
one of 20 different operators to apply to this field, the default being is equal to / is in.

Column Reporting College School Nm
isequalto / i5in v

Operator

.
Value s not equal to [ is not in
i5 less than
is greatar than
) Protetiz jazs than or equal to
: is greatar than or equal to
L) Conve = hetwaan
| is mull
is not null
is ranked last
is ranked first
contains all
contains any
does not contain
begins with
ends with
is LIKE {pattern match)
is not LIKE (pattern match)

is prompted

Office of the
Berkeley Vice Chancellor of Finance October 4, 2018
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0K ‘ Cancel ‘
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Searching for Values

In the New Filter box to the right of the Value field dropdown, click on the
Binoculars icon to open Select Values dialog box to search for available valueiiters.

New Filter 2
|

Column Reporting College School Nm

Operator |is equal to / isin v
~d® *

Add More Options - ‘ Clear All |

om

Available g E |“ Selected /
Name Starts v [ | Type in characters to search ]
- Moves all Available values to
Search Match Case . .
s \ Selected on right without
e \ N selecting each value
e Starts i
College of Enginesring ===
College of Environmental .
College of Letters and Scil Contains 29 Use arrows to move filter
gcllsge DFDT‘Ja_twal Resout Ends option from Available on
raduate Division i .
Graduate School of Educii> Like (pattern match Q left to Selected on right
Graduate School of Journalism LE )
Other Executive Vice Chancellor & Provost Programs
Richard and Rhoda Goldman Schoaol of Public Policy «g Moves all Selected values to
School of Information \ ) Available pane on left without
School of Law lecti h val
Shool of Opfometry selecting each value
School of Public Health
Schanl nf Sacial Welfare s
Click OK to apply filter values ok | cancel

Office of the
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Editing Filters

Filters can be added and modified to narrow your results. Hover over an existing filter
to change it to your org, Fiscal Year(s), etc.

To edit an existing filter, hover over the metric in the Filters pane to display the filter
editing icons.

~| Filters P R »

Add filkers to the analysis criteria by clicking on Filter option for the specific column in the Selected Columins pane, or by clicking on the filker button in the Filter
pane header. Acd a saved filter by clii:k.ing on add button after seleck ng its name in the -:atalcrg pane.

" Fiscal ¥r (20000-00) is equal to / isin 2017-18 b J N X
AND" [ Business Unit - Desc is equal to / is in 1 - UC Berkeley '
AND" 7 Org Level3 - Desc is equal to [ isin COCHM-College of Chemistry

AND" 7 Dept ID - Desc is equal to [ is in 10665-CCHEM CHM Gen Ops
AND" [ Exclude CGA Revenue

Edit the Fiscal Yr filter to turn

this into a multi-year analysis!
Filter Editing icons

Edit the filter Copy filter
E Delete the filter Itl

Berkeley Vice Chancellor of Finance October 4, 2018
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Ad Hoc Analysis Finance Area

Shared Query Filters

The Exclude CGA Revenue filter will
allow you to match the dashboard
when this is set to Y and if you want
to match N simply remove that
filter.

If you need to add it back, or add it
to an analysis you build from
scratch, you can find it in the
Catalog area (below Subject Areas)
on the far left, under
Shared Folders
Analysts
Subject Area Contents
Finance - GL Answers
Exclude CGA Revenue

Berkeley V<

Criteria Results

~| Subject Areas

W @ Finance - GL Answers
L= [ Fiscal Calendar
I> [3 Chart of Accounts
L= [(J Compensation
[> [(3 Transaction Type
L= [J Ledger Amounts

~| Catalog
List | All v

Prompts

Advanced

@R FEE

B b /W

L= My Folders
g Shared Folders
& [ Academic Planning

= Agents
Y [ Analysts

W r_-l Subject Area Contents
k7 D Finance - GL Answers
\_ “{ Exclude CGA Revenue

= [_] Functional

=3 copy of Finance

&> ) EDW BI Repository
&> [ EDW FootPrints

= [ Bookmark Link Input
= 3 Campus Workforce Planning
[= D Community of Practice

& [ custom Berkeley Reparts

Gencral Ledger summary Tempite

~| Selected Columns

Double click on column names in the Subject Areas pane to add them to the analysis. Once g
button next to its name.

Crganization BFS Fund Tres EFS Account Tree
B Dept 1D - Desc i § BFS Fund - Desc = BFS Account L4 - Desc (Category) =

~| Filters

Add filters to the analysis criteria by dlicking on Filter option for the specific column in the Sel
the catalog pane.
“f Fiscal ¥r (20:c-xx) is equal to / isin 2017-18
AND"F Business Unit - Descis equal to / isin 1 - UC Berkeley
AND" 7 BFS Account Group is equal to / is in Beginning Funding Balance; Cha

Transfers; Other
AND"F BFS Fund L2 Desc is equal to / isin Current Funds

AND"F Org Level3 - Desc is equal to / is in COCHM-College of Chemistry
AND" Dept ID - Desc is equal to / isin 10665-CCHEM CHM Gen Ops
AND [5% BFS - Authorized Budget Amount is not equal to / is notin 0
OR[Z BFS - Actuzls Amount is not equal to / is notin 0
ORI BFS - Encumbrance Amount is not equal to / is notin 0

QREZ BES - inj js not equal to / isnotin 0
AND 7 Exclude CGA Revenue

October 4, 2018

13



Modifying Ad Hoc Analysis Templates
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Finance Ad Hoc Analysis Templates

To get started working in the Ad Hoc Finance area templates were created to
mimic the most popular Finance dashboard reports.
Log into Cal Answers

Click on Catalog in the Blue Navigation Toolbar from within Cal Answers

From the Folders pane, click Shared Folders -> Analysts -> Functional ->Finance
Within the Finance folder are three folders of templates

* Financial Management Reporting

* Foundation/Gift & Endowment Reporting

e General Ledger Reporting

e Click on Expand to open the folder

AI’[S‘\,-V{’,‘I‘S Search | All v (#| Advanced Help~ Signout O
Catalog Home | Recent Catalog Favorites » | Dashboards~ | [ New~ @ B Open~ | Signed In As Teal Sexton ~
~ i O3 Eﬁ v | lgh & &4 xR [[f] | Location | /shared Folders/Analysts/Functional/Finance @
~| Folders EE{E Type | All ¥ | Sort Name A-Z v Show More Details
’) S Financial Management Reporting Templates |
W | Shared Folders Last Modified 10/2/2018 9:45:46 AM | Owner Teal Sexton
L= [_] Academic Planning Expand | More«
[= DAgents
7 03 Analysts Foundation/G&E Reporting Templates | Last Modified 10/2/2018 9:45:08 AM |
= Subject Area Contents Ouiner Teal Sexton
7 (23 Functional Expand | More =
Vv [2iFinance General Ledger Reporting Templates | Last Modified 10/2/2018 9:45:28 AM |
k> [ Financial Management Reporting Templates D Svrnar Teal Sexton
t= 3 Foundation/G&E Reporting Templates @ lore
L= [ General Ledger Reporting Templates

Berkeley V<
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Access

To open a template click on Edit

a Finance Template

eneral Ledger By Accounting Period Template |
Last Modified 10/2/2018 9:45:31 AM | Owner Teal Sexton

Open @ More -

General Ledger Detail Template | Last Modified 10/2/2018 9:45:33 &M |
Owner Teal Sexton

Open More-»

ner Teal Sexton
Open Maore »

Answers search | All v |#| Advanced Help v Sign out ©
G I Ledger y T I Home | Recent | Catalog | Favorites ~ | Dashboards E New~ | B Open~ | Signed In As Jeannine Miles ~
Criteria Results Prompts Advanced
~| Subject Areas @ Gﬂ QE
W @ FiDnance - GL Answers ~| Selected Columns @ )
= Fiscal Calendar
&> £ Chart of A b Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reorder them. Edit a column’s properties, formula and filters, apply sorting, or delete by dicking or hovering
are of Accounts over the button next to its name.
L= [ Compensation
L> 3 Transaction Type x = — .
& B3 Ledger Amounts + Organization : BFS Fund Tree : BFS Account Tree : BFS Signage
E Dept ID - Desc = EFS Fund - Desc i E BFS Account L4 - Desc (Category) = [3 8Fs - Authorized Budget Amount &5 B BFS - Actuals Amount = [ BFS - Encumbrance Amount = B BFS - Remaining Balance =
~| Catalo W, [eh P - t S I t d |
9 V| § re-set Selected Columns
List | all v
& [ My Folders /< Filters

7 [ shared Folders
L= [ Academic Planning
v 3 Analysts
v 3 Subject Area Contents
¥ [ Finance - GL Answers
? Exclude CGA Revenue
&= [ Functional
L= ] Bookmark Link Input
- 3 Campus Workforce Planning
- 3 Community of Practice
- 3 copy of Finance
> [ Custom Berkeley Reports
&= [ EDW BI Repository
&> [ EDW FootPrints
- P

P ‘? »
¢ Add filters to the analysis criteria by dicking on Filter option for the specific column in the Selected Columns pane, or by clicking on the filter button in the Filter pane header. Add a saved filter by dicking on add button after
selecting its name in the catalog pane.

“F Fiscal ¥r (20xx-xx) is equal to [ isin 2017-18
ANDF Business Unit - Desc is equal to [ isin 1 - UC Berkeley
AMND"F BFS Account Group is equal to / is in Beginning Funding Balance; Changes in Funding Balance; Revenues; Compensation Expenses; Non-Compensation Expenses;

S Tramrers'} Omerl to / isin Current Funds A A
I Filters for you to edit to return your
desired data

EE

NDS7 Org Level3 - Desc is equal to / is in COCHM-College of Chemistry
ND "7 Dept ID - Desc is equal to / isin 10665-CCHEM CHM Gen Ops
N @ BFS - Authorized Budget Amount is not equal to / is notin 0
%@ BFS - Actuzals Amount is not equal to / is notin 0
%@ BFS - Encumbrance Amount is not equal to { isnotin 0O
\\%@ BFS - Remaining Bzlance is not equal to { is notin 0

|:b

=
=]

Ui

Berkeley V-
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General Ledger Summary Template | Last Modified 10/2/2018 9:45:35 AM |
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Editing Filters

To edit an existing filter, hover over the metric in the Filters pane to display
the filter editing icons.

|E Add filters to the analysis criteria by dicking on Filter option for the specific column in the Selected Columns pane, or by dlicking on the filter button in the Filter pane header. Add a saved filter by dicking on add button after
| selecting its name in the catalog pane.

“F Fiscal ¥r (20nx-xx) is equal to / isin 2017-18 / [z| R

AND" 7 Business Unit - Descis equal to [ isin 1 - UC Berkeley
AND®F BFS Account Group is equal to / is in Beginning Funding Bgfance; Changes in Funding Balance; Revenues; Compensation Expenses; Non-Compensation Expenses;

Operating Transfers; Other
AND 7 BFS Fund L2 Desc is equal to / isin Current Funds

AND®F Org Level3 - Desc is equal to f is in COCHM-College of/Chemistry
AND"7 Dept ID - Desc is equal to / isin 10665-CCHEM CH en Ops
AND [ BFS - Authorized Budget Amount is not equgl to / is notin 0
@@ BFS - Actuzls Amount is not equal to / isfotin 0
OR[E BFS - Encumbrance Amount is not equal tgf/ is notin 0
ORgS BFS - Remaining Balance is not equal to / isfnotin 0

Filter Editing icons ‘;ﬁ:” = ‘:_. E

Edit Copy Paste Delete

Fiscal Yr, Org Level 3 and DeptID allow you to create a customized report for
your org in the desired timeframe. Add additional filters as needed.

Berkeley inance October 4, 2018
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Editing Column Headings

To change the display name or formula of a column, hover over the column
editing menu drop down and choose Edit Formula.

~| Selected Columns

Edit Column Formula
Double dick on column names in the Subject Areas pane to add them to the analysis. Onece added, drag-and-drop columing to reardar

Column Formula Bins
Organization EFS Fund Traz EFS Accourt Tree EFS Signage
B DentID - Desc == H BFS Fund - Desc = B BFS Account L4 - Desc (Categary) =[] BFS - Authorized Budget Amount & | Folder Heading |BFS Account Tree
§ sort 4 Column Heading |}
09 et formula #| Custom Headings
Eﬂl Column Properties

~| Filters

P Filter .
C I * osss yauwmws  Check Custom Headings

Column Editing Menu

Add filters to the analysis criteria by clicking on Filber option

@
Column Formula Bins
Folder Heading BFS Account Tree £
Column Headin count Categary|
#| Custom Headings
Contains HTML Markup
Aggregation Rule (Totzls Row) | Default {None) v
Available Column Formula
. Subject Areas :"EEﬁ Account Tree"."BES Account L4 - Desc {Category)”
Type in the new 7 B et v
L= | Fiscal Calendar
. L> [ Chart of Accounts
Column Heading b CGanparer
4 b= | Transaction Typ=
. b= [ Ledger Amounts
and click OK.

Berkeley Vet o rence
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Editing Column Properties

To change the data format of a column, hover over the column editing menu
drop down and choose Column Properties.

~! Selected Columns
Double dick on column names in the Subject Arezs pans to add them to the analysis, Oncs added, drag-and-drop columns to rearder them. Edit = column’s prop

Organization EFS Fund Tres BFS Account Tree EFS Signage E X p | O re t h e

H DeotID- Desc = H BFS Fund - Desc == B BFS Account L4 - Desc (Category) = [ BFS - Authorized Budget Amount =[] BFS - Actusls Amourt

S Column
e Properties tabs
e Selected Columns pane, or by dicking # Delete e a n d try O Ut

various options!

~| Filters
Add filters to the analysis criteria by clicking on Filter option for the specific columgs

Column Editing Menu

Column Format allow you create a custom heading, format
the heading, and choose to suppress or repeat table values.

Column Properties l — Data Format is where you
Style Column Formsat Data Format <=ttlitional Format Interaction C h a n ge n u m be r_S tO C u rre n Cy.
¥ Owverride Default Data Format
Treat Numbers As [y v The standard format we use
e - for dollar amounts in Finance
Megative Format | Parenthesss: (123) T
Decimal Piaces (2 ¥ dashboards is shown here.

#| Use 1000's Separator

Currency Symbal | $

Berkeley October 4, 2018 19



Results Tab
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Results Tab: Editing Table Layout

Once all columns selected and filtered on Criteria tab, click on the Results tab to view
the Compound Layout data Table. The same data table functionality from Cal Answers
dashboards is available for editing Tables in Ad Hoc.

G- - ¥ E @ 92 @ e EMD

ethnicity by college Home | Recent | Catalog | Favorites w» | Dashboardsv | J§ New+ | BB Open~ | SignedIn As Jeannine Miles »
Criteria Results mpts Advanced B E ®
G- - H d B @ B-F P @ B @2 =
~COMpPOUTT Tay0uT
&8 Sort Column ' /R
Ucb Levell Ethnic Rollup . Dl Ent
S Reporting College School Ny e
Asian/Pacific Islander College of Chemistry 34|~
Keep Only v a6
College of Engineering 4
Remave » 28
21
Add Members... £l
27
Add Custom Calculated Item... 5;
|' 5
i Show Subtotal » 6
17
Show Row level Grand Total J 33
6
Exclude column 5
College of Environmental 04 19
Hide Column 14
3]
College of Letters and Scig| Move Column b 1
i
Anthropology 4
Applied Mathematics 4|~
4

Office of the
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Results Tab: Table Properties, Data Viewing

Tables default with Data Viewing set to Fixed headers. For ease of viewing
change the setting to Content paging from the Table Properties icon.

E- - ¥ @ @ P |ae [EMMN

Table Properties

Style Write Back

[Dam Viewing

Fixed headers with scrolling conte

'ﬂ

Paging Confrols
Rows per Page

Display Folder & Column Headings

Master-Detail

Mull Values

Row styling |

Bottom ¥

Only column headings v

Enable alternate styling

Repeat cell values

Listen to Master-Detail Events

Event Channels

Include rows with only Null values

OK

Cancel |

October 4, 2018
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Table Properties

Click OK.
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Results Tab: Icon Toolbar
S B b | W = @  H

The Results tab lets you create different views of the analysis results such as
graphs, tickers, and pivot tables.

' Wb ) Bﬂr

Print Export Print Options Refresh New View

Printable PDF PDF
Bl Excel 3

Powerpoint r
@ Web Archive (.mht)
] csvFormat | [ Data 8

@] Printable HTML

D Tab delimited Format
@il XML Format

& B F=

Edit Analysis Create Copy Rename
Properties Compound Layout Compound Layout Compound Layout

Office of the
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Print Options

Print Options
Page Settings
Paper Size | User Default

Portrait r

Orientation

Header and Footer
« Include Header | Edit

Include Footer Edit

~~

OL Print Options allows you to edit print paper size,
orientation, data rows to include, add a header
Y and footer and to insert into document details like

your name, date, time, etc.

Select list of preset fields to insert or type directly into fields

~

&

Click to format text

Check box to have selected
header/footer details
display on Results tab

Compound Layout

Header / x\
Jeannine Miles
jmiles  7/12/2018 11:04:59

AM

N

¥ Display in browser when appli@

Berkeley e or G Fl

@(authorName) = CalNet user name

ok | gl Edit Header \ [ ]
B | u Line Break Contains HTML Markup ' e !

= Saved Name v

Jeannine Miles Author Name ‘%
typed directly into field Date @/
Time
@{authorNam'e’e J.% @ dateCre::ited':- L% Page Number reated} %
Insert Field Insert Field
o Image .

ﬂ Cancel

nance October 4, 2018
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B w Results Tab: New View Icon

The New View option lets you create different views of the
analysis results such as graphs, tickers, and pivot tables. You
can also add or modify selection steps.

—
A Analyzing Trends
,/‘/ Determine whether values are rising or
falling over time

5] Best Visualization

I]ﬁ Recommended Visualization for

4] Title

Berkeley

Vice Chancellor of Finance

October 4, 2018

E Table Comparing Values
l.‘. Bar Assess similarities and differences across
E Piv@t Table & iine specified categories
Comparing Values and Their Parts
Area Assess similarities and differences for
i .' individual segments and overall category
Performance Tile
" PP o
Be . 1 4| comparing Explicit Values
| Trellis [f¢ Line-Bar 23 View pred fi
precise values for specified
m Dial S categories
B= Id i
I]‘ Graph E TRESGhES L _a| Comparing Percentages
. View the percentage contribution of each
] Gau e I Vertical Bar K Pareto part to the whole
d == Horizontal Bar Ii'. Scatter . .+ | Discovering Patterns and Outliers
F | ** | Assess the strength and direction of the
I E) unne %s Bubble relationship between two variables and
e Bulb L': whether extremes exist in the data
@ MEI D 0 Radar View All Recommendations
| View visualization matches for all types
I.Ll. Waterfall of analyses
ﬁ Filters __
Other Views — Adds a Filters Key to the Ad Hoc view-Recommended!
Calendar Yr Mo Name Concat is equal to / is in 2018 Apr
and Dashboard is equal to [ is in /shared/Finance/_portal/General Ledger Reporting
Office of the
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Results Tab: Pivot Table

Table view only includes rows of data. A pivot table allow you to
pivot measure columns between rows and column.

ﬁ Click on the pencil icon to Edit your Pivot Table.

GL Usage April 2018 Home Recent Lawslnn Favorites «= Dashboards « E New « = Open « Signed In As Jeannine Miles «
Criteria Results Prompts Advanced B @ 2)
G- - B a® B-9F @& @
: Compound Layout
Calendar ¥r Mo Name |Dashboard Fa Dashboard L3 Division Node = iQuew Count | Total Time in Secs
|Concat | Page Desc - |
2018 Apr |/shared/Finance/_portal/General By Accounting |Academic Core 4| 9
|Ledger Reporting Period 5| 6
Academic Research 31 | 59
¥ Units

OfTice of the
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Results Tab: Editing Pivot Table

Pivot Table Properties

GL Usage April 2018 Home @ Recent Cata’sg @ Favorites Dashboards = E vew~ B Open~ | Signed In As Jeannine Miles

Criteria Results | Prompts | Advanced 2
& Pivot Table [ Editing from: " Compound Layout™ | Done Revert
G- 2o 9 @ 9 %(ae I =

Dashboard Dashboard Page | L3 Division Node Desc L4 Department Node Desc | Persi Query Count
o |/shared/Finance/_portal/General Ledger | By Accounting | Acadamic Core |Exec Vice Chanc & Prov  [Free 4]
Reporting Penod Dept Sant 5
| Academic Research Units | BECI Energy and Climate [Turr k) |
'::r:..d--l.a-.-n--.u.-....-_. r.-f--u--a; = bt
=| Layout

Drag/drop measures, columns and hierarchies to determine pivot table Byout.
Pivot Table Prompts AL

Drop here for Pivot prompts

sections & il
Drop here for 3 sectioned Pivol
' Ppivol Table &
Columns & il
Measure Labels | 58
Rows Z liidl Heasures

/
Done to maintain edits.

Revert to return to version pre-edits.

Office of the
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Table Settings: Fixed Headers view vs. Content Paging

“ New «

Home | Recent Favorites Dashboards ~ BS Open ~ Signed In As Jeannine Miles

GL Usage April 2018 Catalog

Criteria Results Prompts Advanced B @ @
G- - 3o @ B- 9P @ BE == i
Compound Layout
WA
gz:fg‘a‘ia’ TRoName |Dashboard g:;zb"a"j 53952'“’"“0“ Node | query Count | Total Time in Secs |
2018 Apr /shared/Finance/_portal/General By Accounting |Academic Core 4 9| ~
Ledger Reporting Period 5 6
Academic Research 31 59 F H d H d H
» Units |Xe ea e r VI eW
k 7 2

. ] /with horizontal scroll

1 A bar

3

Administration 7 / 6
5 5|
2

GL Usage April 2018 Home Recent = Catalog Favorites + Dashboards + E new ~ BS Open ~ Signed In As Jeannine Miles «
Criteria Results Prompts Advanced E % ®
G- - B H@ B-3F B BE= = W
Compound Layout
. .
B/ X Content Paging view
§ T with all columns
Calendar Yr Mo Dashboard Dashboard |L3 Division L4 Department  |Person Last {Fser:Name Query | Time
Name Concat Page Node Desc Node Desc First Nm Count |in . .
secs displayed d
2018 Apr [shared/Finance/_portal/General |By Academic Exec Vice Chanc |Freedman jift 4 9 I S a e I n S C re e n a n
Ledger Reporting Accounting |Core & Prov Dept Jules .
1 Pee sondr (ot s no horizontal scroll bar
Andrew
Academic BECI - Energy Turner Tracy |tturner 31 59
Research and Climate Inst | |
Units Energy Vaeth drewcv 7 2
Biosclences Andrew
Institute
Inst Research on |Cramer nan.cramer 2 1
Labor and Emp | Kathryn
Inst of Human  |Branum Lisa |lisabranum 1 5
Development .

Office of the
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Pivot Table Formatting Options

Click the Sum IE

Once applied Sum button updated with green checkmark.

Favorites -

Home | Recent Catalog

GL Usage April 2018

Criteria Results Prompts Advanced

& pivot Table Editing from: "

G- - & Wi @ 99 @ P w
F\

~! Layout
Drag/drop measures, columns and hierarchies to determine pivat table layout.

Pivot Table Prompts iZJ 'ﬁ

Drop here for Pivot prompts

button on any metric to insert subtotals before or after.

Dashboards v § New « ¥ “igned In As Jeannine Miles
5

Compound Layout”

At the End
Format Labels...
Labels Only (no totals)

Format Values... Format Labels...

Format Values...

Format Headings...

Sections ZlfE
Drop here for a sectioned Pivot
Pivot Table [
' =
Columns 2] &
Measure Labels a
Rrows |2 @l Measures
Gregorian Topic E Measures
B calendar ¥r Mo Name Concat 5} (&) B pashboard By &) B pashboard page [} () [ query count EWE(S .
Excluded Hil. o—
Users Department Hierarchy
(- P - - . |
‘ I
: MNone
v None
Before
Before v  After
After At the Beginning

Format Values...
Hidden

New Calculated Item...

Duplicate Layer

Remove Column

October 4, 2018
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Pivot Table Formatting: More Options

Click the More Options button on metrics to display additional formatting options.

Format Headings...
P
Edit Format @8 .~ Format Values Edit Kormat @
Caption . \ @ B
& ¥ Hidden S
Font Family |Default (System) ¥ Size
_ _ Mew Calculated Item...
Family | Default (System) v Size Color :] Style | Default (System) ¥ Effects | Default (System) ¥
Color :] Style | Default (System) ¥ Effects | Default (System) ¥ Duplicate La!'fer Cell
Cell Horizontal Alignment | Default (System) ¥ Background Color :J
Remove Column
Horizontal Alignment | Default (System) ¥ Background Color :J Vertical Alignment | Default (System) ¥ Image
Vertical Alignment | Default (System) ¥ " i e
¢ Wrap Text Border
Border Position | Default (System) ¥ Border Style | Default (System) ¥
Position | Default (System) ¥ Border Style | Default (System) ¥ J;J Border Color _ﬂ
I
— Border Color :]
J J [# Additional Fermatting Options
. ) R Custom CS5 Style Options (HTML Only)
Additional Formatting Options
[#] Custom CSS Style Options (HTML Only)
OK | Cancel Cancel

Berkeley ot e

October 4, 2018 24



More Options: Duplicate Layers

Click the More Options button on metrics to display additional formatting options.

Format Headings...
Format Values...
Hidden

New Calculated Item...

[
< Duplicate L@ Duplicate Layers allow you to repeat a metric in the pivot

mwe Column table with option to Show Data As:

Format Headings...

Format Measure Values... Values

Show Data As » ¥  Percent of » Column
AggregationRule »  Index of » Row

Display as Running Sum | | Section

Duplicate Layer Page

Remove Duplicate i Column Parent

Remove Column + Row Parent

B kel Office of the Layer »
Cr. ey Vice Chancellor of Finance October 4, 2018
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Saving and Opening an Ad Hoc Analysis

Berkeley Vice Chancellor o ce October 4, 2018



My Folders & Saving

Untitled
tab
updates
with
analysis
name once
Save/Save
As action

Berkeley Ve<ticior

Home

Criteria Results

¥| Subject Areas

v @ Finance - General Ledger
= [JUCB Fiscal Calendar

= [ Chart of Accounts
B [JLedger
[ JJournal

Prompts

Recent | Catalog

Advanced

Favorites v | Dashboards +

@@ MEE

v| Selected Columns

BS Open v

Signed In As Jeannine |

dvanced Help =

sign out ©

Double click on column names in the Subject Areas pane to add them to the analysis. Once
added, drag-and-drop columns to reorder them. Edit a column’s properties, formula and filters,
apply sorting, or delete by clicking or hovering over the button next to its name.

\
Save &

Save As

VvV

[ Employee

) Vendor

[ Purchase Order

) Requisition

[ Source

[) Transaction Typs

[ Voucher

[ Preparer

= [ Approver

7 [ Measures - Gene
= [) Financial Staf
= [ Accounting

[ 3 Authorized B
> [JMeasures - Parall,

v| Catalog
List | All v

VVVV

VVV

> [ )My Folders
% | ] Shared Folders
[= |__) Academic Plannin|

Save As

Folders

L= |_JMy Folders

= |_)Shared Folders

[,3 Save In

/My Folders/Finance/FInancial Dashboards

[25] FMR Usage March April 2018

[25] FMR Usage Oct 2017 April 2018

MName
FMR. Usage Oct 2017 April 2018

| B q_n_;u. y

@3

™
™

to

October 4, 2018

Create a new

folder

I Users can only save

My Folders!
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Accessing your Saved Ad Hoc Analysis

To access your saved ad hoc analysis, click on Catalog from the blue navigation toolbar in
Cal Answers, then My Folders.

AnS\VQrS Search | All ¥ i‘ Advanced Help ~ Sign Out o

‘* New «

Home | Recenl | Catalog ' Favorites = Dashboards BS Open ~

Signed In As Jeann|

‘ Catalog lome | Recent | Catalog | Favorites « Dashboards » E New ~ | B® Open » | Signed In As Jeannine Miles ~
‘ g~ | loa b4 I ocation | /Share ers/Analysts v|| (3
ol [~ ' 8 7 B 32 [ |75 | ‘Location [/Shared Folders/Analyst 3

~| Folders
2= | My Folders
= |_] Shared Folders

&2 | Type Analysis v | Sort | Last Modified Descending v | ¥/ Show More Details

[ —| Functional | Last Madified 5/1/2018 9:06:12 AM | Owner Aswan Movva
Expand | More

Catalog Home Recent @ Catalog | Favorites + Dashboards E New « ks Open « Signed In As Jeannine Miles ~

- 3 “ s & Z&8&-%-%K "] Location | /My Folders/Ad Hoc Analysis 1 v | @

~| Folders QLE Type Analysis v  Sort | Last Modified Descending ¥ ' ¥ Show More Details
(72 My Folders J Census w Multiple Fields | Last Modified 6/29/2016 2:26:20 PM | -
= |_ISubject Area Contents -ulla At T MiEs

= E@ My Dashboard

| 7 Ad Hoc Analysis 1
B [)Ad Hoc Analysis 3 B / L&S Quick\start | Last Modified 6/29/2016 1:49:40 PM | Owner Jeannine Miles
t> ) Ad Hoc OPA Team Train A Open | Edit |
= | ) App dashboard

%:en | Edit | More =
X

ore -

Open provides a read only Edit opens the analysis to the tab set in Preferences -
view of analysis results Editor Analysis option (recommended to set to Criteria tab)
hance |-:'_}" of Finance October 4, 2018
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Advanced Tab

The Advanced tab provides access to the XML code (defines a set of rules for

encoding documents in a format that is both human-readable and machine-readable)
for each analysis created that you can share with others.

Review the Sharing Ad Hoc Analysis job aid for steps on sharing your analysis with
other Cal Answers Ad Hoc users.

-~
(_J ‘dl Sharing an Ad Hoc Analysis

Sharing an Ad Hoc Analysis

In computing, Extensible Markup Language (XML] is 3 markup language that defines a set of rules for
encoding documents in a format that is both human-readable and machine-readable. The Cal Answers
Ad Hoc Editor provides XML an the Analysis tab for each analysis created that you can share with
others. Only those Cal Answers users with the same subject area and ad hoc access will be able to
generate an analysis from your XML,

Copying XML from an Ad Hoc Analysis

To copy XML to share, start with the existing ad hoc analysis:

Instructions
1. Click on the Advanced tab of the Ad Hoc Editor]|

Answers

OfTice of the
Berkeley Vice Chancellor of Finance October 4, 2018
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Opening Multiple Instances of Cal Answers

Place your cursor on Home and click Ctrl to open another instance of Cal Answers on the Home page.

/D Cal Answers Bl Interactiv x ¥ |

<« C O | & Secure | hitps//calanswers-biberkeley.ed [3 Cal Answers Bl Interactive x Y [ Cal Answers Bl Interactiv X\ A
* Apps Berkeley Home | Cal Answers [%  Cal Answers f C ¢ | @& Secure | https;//calanswers-bi.berkeley.edu:9804/analytics/saw.dll?Portal
Answers cearch | Al © Apps Berkeley Home | Cal Answers [ Cal Answers Bl Inter AF 8 sHCP lea
$ §
Answers Ssarch [Al

Home | Recent | Catalog | Favorites v | Dashboards »

UC Berkeley

Cal Answers
Cal Answers
Explore Dashboards by subject area from the list below. Addif

UC Berkeley

are available in a drop-down list on the blue menu bar above.

Or place your cursor on the Cal Answers Bl Interactive tab, right-click and select Duplicate to open
another instance of Cal Answers on that same dashboard report tab.

[} Cal Answers Bl Interactiv. X X [M Cal Answers Bl Interactiv: X \[D Cal Answers Bl Interactive X \\I
New tab Ly .
<« C 0O ac¢ <« C Y | & Secure | hitps:;//calanswers-bi.berkeley.edu:9
i Apps Berkeley Reload ° Apps Berkeley Home | Cal Answers [ Cal Answers Bl In
Duplicate
Answers
Pin tab
General Ledger Reporting Mute site General Ledger Reporting Home | Recent | Catalog | Favorites» | DO
Overview General L jmpensatiol Overview General Ledger fummary By Accounting Period Compe
Close tab
e v
Cal Answers Ge ard Cal Answers General Ledger Reporting Dashboard
The General Ledger Rej nswers Fi
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