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What can | expect from this course?

The infoAdvantage Interactive Reporting class can be located on the TraCorp training site as a Computer
Based Training (CBT). This training will be required for new users in order to gain access to the
infoAdvantage system and is a pre-requisite for the infoAdvantage Report Developer course.

Users may log in to the training platform at https://adoa.server.tracorp.com/novusii/application/login/
Sign in with your Username (your Employee ID Number) and your password.

Click on “Library”, then under Filter By, click on “Online Training”.

Then, search for “infoAdvantage”.

Next, click the down arrow on “Interactive Reporting: InfoAdvantage”.

Select “Assign and Launch” to begin the course

COURSE GOAL AND OBIJECTIVES

As a result of this CBT, Interactive users will be able to run On Demand/Interactive reports in
infoAdvantage to retrieve financial data that supports department’s business.

Trainees will be able to:

= Select the best report to meet the need by searching within infoAdvantage
= Consistently run reports that retrieve essential data

=  Export and print reports

= Save and schedule reports for future use and retrieve them when needed.

= List the steps required to request a custom report
AGENDA AND TOPICS
Section 1 — Introduction to On Demand/Interactive Reporting
= infoAdvantage
= Data
= Availability
= Types of Reports
= Security Roles
Section 2 — Accessing infoAdvantage
=  Loggingin

= infoAdvantage environment
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= Preferences
= infoAdvantage Help Menu
Section 3 — Finding On Demand/Interactive Reports
= Folder Structures
= Managing Folders
=  Searching for Reports
=  Opening a Report
=  Evaluating Reports
Section 4 — Using On Demand/Interactive Reports
=  Prompts - entering criteria to narrow/select the data in a report
=  Run (Refresh) the Report
= Navigating the Report
=  Filtering within a Report
=  Exporting and printing reports
= Saving Report
Section 5 — More infoAdvantage Skills
= Pinning Reports
= Scheduling a Report
=  Troubleshooting
= Requesting a custom report
Section 6 — Staying Up to Date
Appendix
=  Toolbar and other menu options

=  On Demand Report Context Menu
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Section 1: introduction to On Demand/Interactive Reporting

INFOADVANTAGE

infoAdvantage is the reporting tool used by the State of Arizona for financial reporting from the Arizona
Financial Information System (AFIS) and other financial sources so data can be easily read and analyzed.

DATA

infoAdvantage currently has data from AFIS Fiscal Year 2016 and beyond.

Most of the data that is available in infoAdvantage includes information from the previous business
day’s activities and is not “live” data.

AVAILABILITY

infoAdvantage is scheduled to be available workdays, Monday through Friday from 6am-8pm, after the
overnight ETL process completes. infoAdvantage may be available during the weekend, but is
dependent on system job activities). The ETL process Extracts information from AFIS, Transforms it into
the format necessary for infoAdvantage, and the Loads it into infoAdvantage. The ETL runs Monday —
Friday & Sunday. Users can check the GAO website at https://gao.az.gov/ for updates and changes to
infoAdvantage available.

TIP: Documents processed in AFIS on Saturday will not be reflected in infoAdvantage reports until
Monday and a successful Sunday night ETL run.

TYPES OF REPORTS

There are two type of reports available in infoAdvantage: Published and On Demand/Interactive. The
Published reports are scheduled (usually during the nightly batch run) and are automatically populated
with data for users.

The On Demand/Interactive reports are blank reports that the user “refreshes” or runs to populate data
in the report and can be refreshed at any time by the user.
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Published Reports On Demand/Interactive Reports

=  Run nightly, monthly, quarterly, or annually = Can be refreshed “on demand” or at will by

by GAO the users
= Automatically saved to Department’s = Several reports are available under the
Published Reports folder Statewide folder and Department folder
=  Most also available as On Demand Reports = May allow users to define criteria for the
report

= Can be scheduled by users to run now,
nightly, monthly, quarterly, or annually

= Save for future use

Types of Reports (format)

o Webi — default report type used in business objects/infoAdvantage for interactive reports, which
provides an answer to a business question, or questions, and is available to be queried by
multiple users.

e Excel
e PDF

e Dashboard - an interactive report that is usually designed as a graphic representation in a quick
glance format and provides an answer to a business question, or questions, and is available to be
queried by multiple users

e text
e .csv (not available) — .CSV reports are no longer available due to performance issues and
downloads not matching report filters, data and format.

INFOADVANTAGE SECURITY ROLES

In order to access infoAdvantage, the Department needs to first submit a UDOC through AFIS. User's
must have an infoAdvantage Security Role (or combination thereof) and an infoAdvantage department
role (INFO_xxx) for proper access. This guide focusses on the INFO_INTRCT role. These are the common
roles that a Department will request:
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Description | Security Role View Run or Schedule On Create Run/view Modify Run/view Create or

(on UDOC) Published | Demand/Interactive or 1099AP 1099AP HRIS Modify HRIS
Reports Reports Modify | Confidential | Confidential | Confidential | Confidential
Reports Report Report Report Report

Interactive INFO_INTRCT Yes Yes No No No No No

User

Report INFO_DVLPR Yes Yes Yes* No No No No

Developer

1099 User INFO_1099AP Yes Yes No Yes No No No

Payroll INFO_PYRL Yes Yes No No No Yes No

User

*Can only modify and save if report owner
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Section 2: Accessing infoAdvantage

The State of Arizona uses a single sign on. This means that users need to be logged into AFIS in order to
access infoAdvantage.

Users access infoAdvantage through AFIS.

1. LOG IN to AFIS.
“AFIS Jump to: ﬁﬂ P Home |

Procurement | Budgeting | Accounts Receivable | Accounts Payable

Administration

2. Click in the Jump To box.
"AFIs Jump to: 2 Golfl B Home

Welcome, Train 1 Procurement | Budgeting | Accounts Receivable | Accountsf vable

3. Type INFOADV.
GAFIS

Procurem ent | Budgeling | Accounts Receivable | AccounisF yable

4. Press Enter or click Go. The infoAdvantage application will open.

TIP: — If the Jump To doesn’t work, users can click on the Home button
next to the Jump To and then try again.
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When infoAdvantage is first opened, the home page pops up. The home page consists of the Home
and Documents tabs, the username, hyperlinks for Applications, Preferences, Help, and the Log Off
link, My Recently Viewed Documents, Unread Messages, My Recently Run Documents, and Unread

Alerts.

/2 CalinfoAdvantage - Internet Explorer

===

CGl infoAdvantage
Home | Documents

Welcome: Training Instructor 1| Applications~  Preferences

Help menu =

Log off i<l

+ My Recently Viewed Document ts ~ 0 unread messages in My Inbox

) FIN-AZ-AM-0048a Fixed Asset Acquisitions by L... No unread messages

~ My Recently Run Documents ~ 0 Unread Alerts

No recently run documents No unread alerts

~ My Applications

-

|

The list panel is updated

#100% ~

The Recently Used Documents section is in the upper left quadrant of the screen. The Recently Used
Documents section is useful for seeing the latest reports run. My Recently Viewed Documents lists
the last 10 documents that you viewed, sorted by view date, with the most recently viewed
document at the top. My Recently Run Documents lists the last 10 documents in the repository that

you scheduled or ran, with the status of each document instance.

There are two tabs.

Home is the user’s personal page. The sections on the Home page make it easy to get to

recently used reports and messages.

Documents is where users will find all of the reports, including Statewide reports and

Departmental folders.
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The main listing of reports is found under Folders

CGl infoAdvantage
Home | Documents
Wiew Mew Organize Send More Adtions Details
My Documents Title
19 subscribed Alerts
Folders
Search
The list panel is updated.

All reports are located within folders in infoAdvantage. The folder structure is helpful in finding
the reports users need.

10
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Some aspects of the infoAdvantage environment can be customized for the user.

To customize the environment, launch the Preferences menu. The categories in the Preferences menu

are shown below:

CG' II"IfU.ﬁd‘u’al'ltagE Welcome: I Applications ~  Preferences  Help menu - Log off &

I-Iumelbmumns

Preferences

Locales and Time Zone
Analysis edition for OLAP
Web Intelligence

BI workspaces

Crystal Reports

The Preference settings that pertain to the end user is General. Only settings in the General section

should be changed.

Preferences

Change Enterprise Password
Locales and Time Zone

Analysis edition for QLAP

Web Intelligence
BI workspaces

Crystal Reports

General

@5& Default Settings (Administrator defined)

Set CGI infoAdvantage start page:
(@) Home tab

(@) Default Home tab

() Select Home tab: | Browse Home Tab

() Documents tab

& My Documents
® My Favorites
Personal Categories
Folders
#® Public Folders

Select Public Folder: | Browse Folder

11
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To make changes in Preferences first deselect the “Use Default Settings” box above.

To have infoAdvantage open directly to a specific folder location, select Document tab, Folders, Select
Public Folder and then Browse Folder button to select the applicable folder.

Preferences General

Els-e Default Settings (Administrator defined)
Change Enterprise Password
Locales and Time Zone

Set CGI infoAdvantage start e:
Analysis edition for OLAP pag

_ Home tab
Web Intelligence
BI workspaces

Crystal Reports

s
s Folders
") Public Folders
®) felect Public Fnlder:
On Demand Reports

For the new Preferences to take effect, users must log out and sign back in again.

12
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View ~ MNew ~ Organize Send Maore Actions = | Details
My Documents Title =
Folders B |aa
= .
__I Public Folders A | AFIS Operations
" 1 1 - Statewide Reports | |APPR
=& Department Folders £ | Asset Mgt
=[] nA Reports 7 | AupIT
. ] |AZ
*[7) aan 1099/4P Confidential Reports
B =1 | Brian Nguyen
I aas Published Reports
=l |CB
e : 0On Demand Reports i cF
E-
S E |ck
" | 8F15 Operations | | Cost Allocation
m | I | = Wilean

Customize Documents Tab column for report details:

w Preferences

Change Enterprise Password
Locales and Time Zone
Analysis edition for OLAP
Web Intelligence

BI workspaces

Crystal Reports

(@) Documents tab
() My Documents
& My Favorites
Personal Categories
(@) Folders
() Public Folders
@) Select Public Folder:

On Demand Reports

Choose Columns to Display on Documents Tab:

bl Type

/] Last Run

] Instances

[] Description

[/ Created By

[f| Created On

[] Location (Categories)
[/] Received On (Inbox)
[/] From {Inbox)

et document viewing location:

(@) In the CGI infoAdvantage portal as tabs

Type

Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder
Folder

Enldar

() In multiple full screen browser windows, one window for each document

Set the maximum number of items per page: |50

13
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Check or uncheck options under Choose Columns to Display on Documents Tab. By default Type, Last
Run and Instances are already selected. Location, Received On and From are currently are not used by
the State of Arizona. Description will be from the report/document properties if input by the report
developer. Created By and Created On will show the EIN of the creator and the date created.

|Sa\re | | Save & Eiu@e| |Cance.|| W

Select Save & Close once all selections have been made. These settings will be changed after logging out
of infoAdvantage and logging in again.

TIP: — Setting the CGl infoAdvantage start page to the location users visit the most can save time!

TIP2: — Knowing the Created By and Created On information will provide users with details on the report
owner and last update date..

INFOADVANTAGE HELP MENU

The help menu will only provide product versioning.

.
e

About

[F1
¥

CGl infoAdvantage
Bl launch pad

E2010 - 2014 SAP AG or an SAP affiliate company. All nghts reserved

SAP and other SAP products and services mentioned herein as well as their
respective logos are trademarks or registered trademarks of SAP AG in Germany
and other countries. Please see hitp:/fwww sap.com/corporate-
enflegal’copyright/indesx.epegttrademark for additional trademark information and

=

not

SAP BusinessObjects
“ersion: 14.1.3.1257

www. sap.com/bi-solutions

E2010 - 2014 SAP AG. All ights resered.

(ﬁ info

14
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Section 3: Finding On Demand/Interactive Reports

FOLDER STRUCTURE

The State of Arizona has chosen an open report concept. This means that all infoAdvantage reports can
be run by all users with the exception of confidential reports. Users are not limited to their own

department’s reports, but have access to view, run and copy reports within the Statewide report folders

and other departmental folders.

The Folder view will open in Public Folders. Use the (+) and (-) next to the folder to expand and collapse

folders:

Folders

T E Public Folders

: 1 - Statewide Reports
Accounts Payable
Accounts Receivable
Asset Management
Automated Disbursements
Budget Control
Cash Management
Cost Accounting

2 Cost Allocations
Statewide

Folders Debt Management
Document Catalog
Document Message
FOT Reports

General Ledger
Inventory Management
P Card

Profiles

Security and Workflow
Templates

Travel

AAA Reports
Department

Folders ——=="

’ f Department Folders

ABA Reports
ADA Reports

AEA Reports

O PPN

Search

=

Title ~ Type
A Accounts Receivable Folder
Asset Management Folder
Automated Disbursements Folder
Budget Control Folder
Cash Management Folder
Cost Accounting Folder
Cost Allocations Folder
Debt Management Folder
Document Catalog Folder
Document Message Folder
FDT Reports Folder
General Ledger Folder
: ! Public Folders A

171 1 - Statewide Reports

El% Department Folders |

- [E pan Reports

I AAA 1099/AP Confidential Reports

| On Demand Reports

I"J payroll Confidential Reports

En | ABA Reports

| ABA Published Reports

B[ on pemand Reports

=) ADA Reports

[=) AEA Reports
| B e R

15
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16

Statewide Reports — This folder contains On Demand/Interactive and Published reports. The
folder is organized into subfolders by functional area (i.e. AP, AR, Budget). The content of these
reports is controlled by the General Accounting Office. Department users can view, run, copy
and/or create shortcuts to these reports.

Subfolders

Accounts Payable

Accounts Receivable

Asset Management

Automated Disbursements — PDF, exception reports
Budget Control

Cash Management

Cost Accounting — Federal and Other Grants

Cost Allocations

Debt Management

Document Catalog — Document information
Document Message — Error Reports

FDT Reports — PDF’s, Future Document Triggering Report
General Ledger

Inventory Management

P Card

Profiles — Chart of Account

Security and Workflow — User security and workflow
Templates — Templates for InfoAdvantage Developers

Travel

Department Folders — Users control their departmental folders and they are broken up into
several departmental sub folders. When viewing other department folders, users can only
access Published Reports and On Demand folders.

Subfolders

1099AP Confidential Reports - These reports are developed by GAO for each Department.
Users who are granted INFO_1099AP user roles may view and run reports within this
confidential report folder. Users will see these folders, but will not see the reports if they do
not have the authorized access to view these reports.

Payroll Confidential Reports — These reports are developed by GAO for each Department.
Users who are granted INFO_PYRL user roles may view and run reports within this
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confidential report folder. Users will see these folders, but not see the reports if they do not
have the authorized access to view these reports

*= Published Reports — These reports are published by GAO for each Department. Any
department user may organize the reports within their assigned department folder by
creating new folders and cutting and pasting the report(s) into any Department-determined
folder structure.

= On Demand Reports — The contents of this folder are controlled by the department users.
Any department user working within their assigned department On Demand Reports folder
may create new folders and may also paste a report copied from elsewhere (from the
Statewide folder or another Department Published or On Demand Reports folder). After the
report is saved, a user with INFO_DVLPR access can edit the report. Also, new reports
created by a report developer can be saved in the users Department On Demand Reports
folder.

Interactive Users can delete reports they have saved in their On Demand Reports folder as well as
reports that are saved in their agency’s Published Reports folder.

17
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MANAGING FOLDERS

Departments are responsible for maintaining their Department Folders, Published Reports, and On
Demand Reports folder structures.

To add a folder:

Moww | Docummats.
View = New = Ongatze = Tond More Actons * Detals
Y Tithe
Folders A
Pl Pl ~ AI1S Oparatoes
1 Smenade Ragorts AR
Department Foders Acses bz
pryy . AuSET
A
MA ST Corbsental Ragors
Srue Nauves
WA Pattiched Reports
e ]
ATEEET—— a
s o
AL < Cost Alocation
5 0 gy DY tocal Docomaet.
Ogentze ) Patdcason
At
non ek
)
= ,
XD Muntenance
2ran Ngayes m
L ] NTE Reces

Right click on the Department On Demand Report folder, highlight “New” and select “Folder”. Enter the
folder name and select OK.

Create Folder i

Enter a new folder name:

k| _Cancel|

To Delete a folder:

CGI infoddvantage
View - Few - Oegenim = Send - MomicSsas v Detasls
My Dooaranty 1 Tithe =
Friddery

Ak Fapors

18
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Select the folder to delete, right click on the folder name, highlight “Organize” and select “Delete”. This
will delete everything in the folder, move or copy anything that needs to be saved. In the Department
On Demand Reports Folder, only the creator of a report or folder can delete the report or folder. If the
creator leaves the Department, email AFIS.Reports@azdoa.gov and request the report and/or folder be

Most Report names and numbers in infoAdvantage follow a set pattern. GAO has setup the
naming convention so that users can actually use the report number to identify where to
find the report in infoAdvantage.

nctiona
Folder Areas
Accounts Payable AP
Accounts Receivable AR
Asset Management AM, FA
Automated Disbursements PDF docs
Budget Control BC, BG
Cash Management cMm
Cost Accounting CA, G, PA
Cost Allocations PDF docs
Debt Management DEBT
Document Catalog DCAT
Document Message MS5G
FDT Reports PDF docs
General Ledger GL, GA
Inventory Management M
P Card PC
Profiles coA
Security and Workflow SEC, 5YS, WF
Templates 1D
Travel TR

In the folder structure under Statewide Folders there are more than 14 folders: one for

Folder/Functional Area

Report Humber

each functional area. The report name will indicate which of these folders the report can be
found in; the Report Number reflects the specific report. For example, the FIN-AZ-AP-N347
Warrant Listing will be found under the Accounts Payable folder, and the FIN-AZ-GL-N339

Cash Flow Report will be found under the General Ledger folder.

19
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Report Description (Properties)

GGl infofdvantage Wb
u-q-|nn.n-n

View = Few - Oeganiw - Send = FMorsAcSoass +  Dafsil

By Doaareniy Tithe = Type

Frolders
D Davrand Fapats Rtk fese

oy Dats Aproncikation nfoddy @sparts  Folder

AFTS Oporabons
FI-AT Dy Pady

View
L
. e
] ¥
T2 -Coasly By
-
-

FIN-AL Doy By

‘HH?H

Paokalg Properboy

Fid AL Coy Bandy sty

General Properties
| Title:JFIN-AZ-Daily Balance Sheet Summary Reconciliation |

10, CUID: 2850075, AVu4VO1aTRNIhtVSghWOhg
File Mame: frs://Inputfa_027/125/043/2850075/_adzresk3aceqyejpeablds-guid[auclaxehn Ldimbtwz2e47_c].wid

I Description: j

Keywords: |
Created: Dec 28, 2016 1:13 PM

Last Modified: Jan 29, 2018 10:40 AM
Last Run On: May 9, 2018 6:39 AM

Locale: English (United States)

Report descriptions in the properties section are included in the searchable data when searching for
reports using the “Search using filters” below.

TIP: Titles and Descriptions can be edited and/or added in the General Properties section by the owner
when or after copying and saving the report.

SEARCHING FOR REPORTS

Search using filters

Click back into Folders on the top left, select the 1 — Statewide Reports and then select the Accounts
Payable folder. Items within folders can be sorted by clicking on the column header:

20



Not hovering over Title box

My Documents
Folders
= [E3 public Folders

B (57 1 - statewide Reports

% Accounts Payable

Accounts Receivable

Asset Management

Hovering over Title box

My Documents
Folders

Public Folders
3 1 - Statewide Reports
Accounts Receivable

Asset Management

L TR TR TR TR T C

3
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o

FIN-AP-0004 Open Items - Pre- Web Intelligence
FIN-AP-0008 Open Items - Pre- Web Intelligence
FIN-AZ-AP-C021 Future Schedu Web Intelligence
FIN-AZ-AP-C032a Count - Bank Web Intelligence
FIN-AZ-AP-C032b Average Dail: Web Intelligence
FIN-AZ-AP-C032c Average Daill Web Intelligence

R R R R K R

FTRL AT AP RIATE ik ol Faem e d BATale Tkl e

FIN-AP-0004 Open Items - Pre- Web Intelligence
FIN-AP-0008 Open Items - Pre- Web Intelligence
FIN-AZ-AP-C021 Future Schedu Web Intelligence
FIN-AZ-AP-C032a Count - Bank Web Intelligence
FIN-AZ-AP-C032b Average Daily Web Intelligence
FIN-AZ-AP-C032¢ Average Daily Web Inteligence

CTAI AT AR A167 4 Flak af Cunaad W0Fak Tatalaanas

Last Run Instances
0

Title ~ . Kype Last Run Instances

© © © © © ©

If a report is within a folder, users can navigate through the folders and subfolders through filtering:

=  Sort a column by clicking the column header

=  Filter a column by clicking the filter symbol on the column head.

To get the filter symbol to display,

5 v Details

hover the mouse over the right Title »
section of the column header. Click
the symbol to expand the filter

menu.

¥ | FIN-AP-0004 Open Items - Pre-Encumbrances

o [N121] x|

Cance

Clzar Filter
[N121 |

To clear the result, click on the filter symbol, check the clear filter box and click OK.

TIP: Don’t forget to clear the filter!

Search boxes

infoAdvantage has a robust search feature to allow users to search for reports. Simply input a term, such

as “receivables”, or several key words, then either click enter or click on the magnifying glass:

Applications +  Preferences  Help menu

Log off

<

ry 1|of1
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The search tab will open and display the results from the search:

| Home | Documents

View ~ New

QOrganize ~ Send

More Actions ~ | Details

My Documents

Search Results

Folders

FIN-DT-AR-N183 Accounts Receivable Status

Search

[receivables

| Refine Search Results By:

| 8| | FIN-DT-AR-N183 Accounts Receivable Status

type

web intelligence (50}
dashboards (3)

location

DTA Reports/On Demand Reports/Accounts Receivable
J;" FIN-DT-AR-C035 Open Items - Accounts Receivables

dta reports (12)

ica reports (10)

1 - statewide reports (8)
ada reports (4)

eva reports (4)

More...

Refresh Time

DTA Reports/On Demand Reports/Accounts Receivable
J;" Receivable Report

AGA Reports/On Demand Reports/Budget/Ana

NF Receivable

(3]

All (53)

datasource

7]

Receivable by Function

AGA Reports/On Demand Reports/Budget/Ana

oparm - reporting parameters (32)
fin - accounts receivable (27)

fin - general accounting (17)

fin - revenue document chain (8)
fin - grants tracking (3)

More...

author

7]

FIN-AR-0004 Receivable History
ADA Reports/On Demand Reports/00TC
FIN-AR-0004 Receivable History

7]

1 - Statewide Reports/Accounts Receivable

sa (20)
administrator (20)
152176 (5)
135716 (2)
156362 (1)
More...

Results can then be narrowed by the type of report, location of report, data source, and the author.

OPENING A REPORT

7]

FIN-AR-0004 Receivable History

ICA Reports/On Demand Reports/Accounts Receivable

7]

1 - Statewide Reports/Cost Accounting

Open the report, either by double-clicking the report or right-clicking and choosing “View”.
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View * Tew Ongenize = Sond More Acsoss * Detals
My Documents Tithe » Type
Folders |
z ¥ I AZ AP GBI Averege Dady Clearsace Repert by CFOA and Desatms Yoeh Intelbgonce
o i ¥ FINATAP ORI Averape Dady Cewmnce Resen by Fund e integonce
1 Statewade Reports ¥ FINAZ-AP NI Ust of Bxpesdtam, Revences, Encumbrences and Poed Wed Intelbgence
Aoty Pavable *  PINAD AP NIS] Outstandng Warrants by Depatiment Wb lrtegonce
Acteuwes Recovable ¥ TINAZAPNIST Monthly Pad Wartants Vet Unbalhgence
PrSTP—— W FNATAPAGES Payment Canellatin Raguest Diady Aty Ve Intelgence
- v TRAT-APAGH Dady Wanwt Count e integence
W FINAL AP QY] Wavent Reghter by Agenty ed ntebgene
Budget Contood
¥ FINATAPACS2 Dady Warrest Trarametsl e Intebgonce
Cosh Monagoment ¥ INADAPACYT Bpwed Wernants by Agmcy e Intabgonce
Cout Accounting ¥ FINAZ-AP 08 Mosthly and Yeady Dipendture Comparnan Repat W Irbalbgence
Cot AbCHnS & P—
Dot Manageveat w FNAT-A KM Quatery Expendtwe Compaiion § .
Saoota
o & ¥ PINALAPACIRy Yeurly Boendtare Comparson Report poxe
¥ FINAZ A0S Osen Encambrance Mobde Prapeties  gonce
' Docement Mesege 2
¥ PINAZAPACAT Warant Usting Matery poxr
o ¥ TNATZAP AN Payment; Pendeg Dy Department aad P Caegores gone
Gorerd Ledger ¥ TINAZAPA05A Commadty Dpendture Docament Uk gonce
Inverdary Marsgement W FRNAZAPNOTY Paymest Extoadt Resen 0 > p-u
#Cwd ¥ PINAZAPACTT Contract Paymerts by Pecel Yea
.bl
Profiles v B —ied

FIN AL AP ACTS Pud Warvert Livtng

This report lists the receivable amount, any adjustment to the receivable amount, collected amount,|

This report lists the receivable amount, any adjustment to the receivable amount, collected amount,

Report is a detailed listing of open Accounts Receivable documents for ADOT only, subtotaled by Unit

HCA Reports/On Demand Reports/AAA reports for testing SM/JZ/My Doc

FIN-AZ-GM-C076d Comparison Between Claim Submitted and Actual Revenue Received by Grant
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[ | e (1, 2) Multiple reports can be
CGl infoAdvantage ' open simultaneously and will
[Home | Documents | FIN-AZ-AP-N338 Mon... = + & | FIN-AZ-AR-N338 Monthly... ] show gs tabs
= orT BEYIE T S oo TEs . Click the Close button to
! . . T close the report without saving
) . ‘t Click Home to go to the

Home page, or Documents to
go back to the folder list.

CGl infoAdvantage

| Home | Documents | FIN-AZ-AP-N338m Month...

| FIN-AZ-AP-N338 Mon... [ =

=

Web Intelligence -

Report ID:
Run Date:

Run Time:

D@ S|P e

FIN-AZ-AP-N338
05/09/2018
10:29:47 AM

T

Track -

Monthly and Yea
For Accountii

1ni
Om

(1

Paramaters and Prompts

Fiscal Year:

Comparison Fiscal Year:

Accounting Periods Thru:

Department:

Budget Fiscal Year(s):

Fund Group(s):

Fund(s):
Suhé}:
<

l Cover Page AP-N338 Summary |

Cover Page -

The report itself may have multiple tabs (3, 4, 5).

AP-N338 Detail
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EVALUATING REPORTS

Upon opening a report, a description of the report should appear on the first page:

l Home l Dacuments l FIN-AZ-AP-N338m Month... l FIN-AZ-AP-MN338 Mon... -~ & ]

=]

Web Intelligence -

Run Date: 05/09/2018
Run Time:  10:29:47 AM

Paramaters and Prompts

Fiscal Year:

Comparison Fiscal Year:

Accounting Periods Thru:

Department:

Budget Fiscal Year(s):

Fund Group(s):

Fund(s):

Sub-fund(s):

Object Class:

Object:

==E- S 28 9 (% | & v || [& Track ~ '3 Drll ~ % Filter Bar ;T;"‘F'eeze B Outline
ReportID:  FIN-AZ-AP-N338

State of Arizona
Monthly and Yearly Expenditure Comparison Report
For Accounting Period and Fiscal Years and

Cover Page

Report Description:

This report compares expenditures over fwo prompted years on a monthly and year-to-date basis.
Both Cash (closing class 10) and Accrued (closing class 11) expenditures are included.
The following posting codes are excluded: A366, D023, FO20, FO21, F022.

There are three tabs: Cover Page, Summary, and Detail.
Input confrols are available on the Summary and Detail tabs for users to filter the data.

l Cover Page

<

AP-N338 Summary | AP-N338 Detail

This description is a part of the report and separate from the properties description. This description
should help when trying to decide if this is the correct report to run, before running the report.

Reminder: Most reports contain data up to the previous day’s information, however, a few reports
contain “Live” data such as: FIN-AZ-DCAT-N522 Document Detail - Draft Documents, OFIN-AZ-DCAT-
N604 Document Creation Information, etc.
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Section 4: Refresh/Run On Demand/Interactive
Reports

PROMPTS

Entering criteria to narrow/select the data in a report

Prompts determine data filters before the report is run. Each report has a different set of prompts based
upon the purpose of the report and its underlying data.

There are two locations to enter criteria in prompts:

e Advanced Prompt Menu (recommended method)
e Sidebar Prompt Menu

REFRESH/RUN THE REPORT

o
E -

To refresh/run the report, click on one of the two refresh buttons = below.

CGI |nf0AdVantage Welcome: Jolene Teeters | Applications v Preferences  Help menu v Log off

HomelDochnEmsIFIN-AZ-AP-NBBB Mon.. & & i |

Web Inteligence ' Ded- Sh|PS- ) o [& Track ~ '§ Drill = %o FiterBar [ | Freeze - e Outline | Rei
-_=| ReportID:  FIN-AZ-AP-N338 State of Arizona
Run Date:  05/09/2018 Monthly and Yearly Expenditure Comparison Report
%E Run Time:  10:29:47 AM For Accounting Period and Fiscal Years and
=
)]
Cover Page E

Paramaters and Prompts

Fiscal Year:

Comparison Fiscal Year:

Accounting Periods Thru:

Department:
Budget Fiscal Year(s):
Fund Group(s): B
< >
l [2 Cowver Page [3 AP-N338 Summary | [Z] AP-M338 Detail t
Cover Page ~ [& Track changes: Off | M 4 Pagelofl » M || = [5| 100% -~ = J04 days ago

This will open the Advanced Prompt Menu shown below.
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Advanced Prompt Menu
The Advanced Prompt will appear when the report is refreshed.

Home | Documents | FIN-AZ-61-N188 Trial... - |

Web Intelligence = “H-| 3 oL - - ¥ Track ‘-
2 : Prompts that have a in front of them are
] Prompts . . .
== required. These prompts will also have an asterisk
= | = | Skt el Year: AT AT *\
o | = Enter Accounting Prioc: b vaes - (*) in front of the words.
?) = | = Enter Department: -
W T T S Fiscal Year <
+  Enter Fund Group: ?900 A’
v Enter Fund: 1001 vj
W Enter Sub Fund: 1602
1904 Prompts that have a are optional. The user
1905
] v can use them to further refine the data.
OLCigger 26, 2015 2:09:44 PM GMT-07:00
LV, -
* Required prompts

There are three ways to enter criteria in the prompts:

e Search Box (Binoculars)
e List of Values
e Manual Entry

Search Box (Binoculars)
The user can do a search to narrow the list of values that are provided, too.

Type the information wanted to find in the Find box (at the bottom with the binoculars).

Prompts
« * Enter Department(s): AMA -
W * Enter Fiscal Year: 2016 =
Refresh Values & |
™ Enter Accounting Period: 1 esh Values e
*  Enter Unit(s): Accounting Period <
*  Enter Fund(s): 1
10 A
¥ Enter Sub-Fund(s):

17 v
18
March 14, 2017 4:49:31
PM GMT-07:00

1 i -

* Required prompts

] [ e
-
Click the (binoculars) button to find matching values.

Select from the resulting list (2) and Click the > right arrow to add what was typed or selected into the
selected prompt. (3)
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When there is a larger box allowing more than one entry, the user can enter or select multiple entries
from the List of Values by using Shift-Click to select items in a row, or Ctrl-Click to select non-contiguous

items.
Prompts X
+ ¥ Enter From Record Date: 11/10/2015 12:00:00 AM s
v * Enter To Record Date: 11/10/2015 12:00:00 AM = =1l s A
Refresh Values ¥ | =
¥ Enter Department(s): AAA;ABA; ADA;AEA;AFA;AGA;AHA;A ADA
v Enter Document Cade(s): FA; FM;FAS;FL;FRM;FS;FP;ME;FI | | FA Jml RsCt Dept Code < :E:
% Enter Fixed Asset Type(s): GFA AGA
v Enter Memo Asset: Select Yes for Memo Assets, No for Capits g:: L) AHA
AMA
gai ANA
HCA APA
o ASA
= ATA
AUA
:g N~ BAA v
November 10, 2015 2:16:17 PM GMT- BAT
07:00
BB -
< >
* Required prompts
OK Cancel
Note that once the user enters somethingin a prompt, it will turn to indicate that the

entry requirement has been satisfied.

CCCH ¥ <

* Enter Department(s): ABAA

* BEnter Fiscal Year:

* Enter Accounting Period:
Enter Unit(s):
Enter Fund(s):
Enter Sub-Fund(s):

TIP: Using the List of Values is the recommended method for entering criteria into the prompts!
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Manual Entry
To manually enter the criteria in the form:

infoAdvantage is case sensitive. aba is not the same as ABA. If the user enters aba instead
of ABA, no records will be returned. Case matters! (AFIS automatically converts data fields
to uppercase for the user, but infoAdvantage does not.)

Type an entry into the prompt

Prompts
or

~  *Enter Fiscal Ye.ﬂr: 20_16 2014 x I
Select a value from the EET Refrsh Vahes G |20/ 8
. . +  Enter Fund Class: Fiscal Year | b=l
I|St pI’OVIded +  Enter Fund Group: 0

w  Enter Fund: igg? ~
Click the > (right arrow) _frter S funck T

1904

to add what was typed 1905
or selected into the 1907 v
Selected prompt. (Click October 27, 2015 8:07:12 AM GMT-07:00 .

the < (left arrow) to
remove values from the
prompt, if needed.)

Sidebar Prompt

The Sidebar Prompt Menu allows users to enter in criteria without going through the form, however,
it doesn’t give the user any lists to choose from, it requires the user to know the exact format and
data. Optional prompts are indicated by the work optional, all other prompts are required.

Home | Documents | FIN-AZ-GL-N339 Cas... +

2G5l - SRS v & Track 3 Drll = % Filter Bar [ Freeze - & outline | Reading - (%) -

‘Web Intelligenc

Cover Page
No Records were Found

I

Parameters and Prompts

Fiscal Year:

5

— Accounting Period:
For Fund(s):

Department:

Report Description

Cash Flow Report. The beginning and ending cash balance rows reconcile to the AFIS BBALS screen beginning of the day balance less any payments outs
a Revenue Source code or an Object Code (such as Treasurer's Office STADJ documents, which include items such as credit card revenue, credit card fee
reflects adjustments for any Departmental adjusting transactions posted with a Revenue Source code or an Object Code (such as DADJ documents) in the |
The Department Prompt is optional. It is not necessary to include a department code when only querying agency funds. The department code is useful for S
Funds are displayed in numerical order.

v
L & >
l [ FIN-AZ-GL-N339
FIN-AZ-GL-N339 ~ M 4 Pagelofi+ P M ||i= [5||100% ~+| = 107 daysago
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The Sidebar Prompt Menu is useful when:

- l,—l
= The user is fairly confident in infoAdvantage (3 Advanced J| & Run
Enter Fiscal ‘réar: '
* The user already knows the criteria AND how it is entered 2016
in AFIS

Enter Accounting Period:

=  The user wants to run the report more than once with :

different sets of criteria, for example, if the user wanted to
look at different Accounting Periods one after the other.

Enter Departmeni(s):
ADA

Enter Fund Group: (optional)
. . . Enter Fund: (optional)

If using the Sidebar Prompt Menu, don’t click Refresh on the

top toolbar or bottom right corner. Instead click Run at the top | enter Sub-Fund: (optional)
of the Sidebar Prompt menu.

Enter Object: (optional)

Enter Object Class: (optional)

Special Types of Prompts
Dates:

When entering a date for a prompt it is strongly recommended to use the calendar to select the
date. infoAdvantage defaults to 12:00 AM for the date chosen. To include the “To” or “End” date in the
report, add one day to the date because 12:00 AM is the beginning of the day not the end of the day.
Example below would return documents with an Issue date of 5/1/2018 through 5/8/2018.

Mfdfyyn 55 3 ﬁ

& May 2018 - (7 Advanced Run
SMTWTEFS
12345

From Cleared Date:

5/1/2018 12:00:00 AM
M/dfyvyy himm:ss a

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30 31

Today
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Department:

When selecting departments from lists, if Department Name is in the list, be sure not to select a
department displaying a department name “NOT AVAILABLE”.

N o

= * Enter Fiscal Year: |Ty|:e T |
= ¥ Enter Accounting Period:
e e Vo 3 |
W Enter Fund(s): Department Department Name [
W Enter Unit(s): AAM NOT AVAILABLE
AAN 1 VIl i
ABA ~
ABA NOT AVAILABLE
ADA L e LR TRATL .
ADA
<| | AEA FADINTION ROGULATOR.
AFA OFFICE OF EQUAL OPPO..
AGA ATTORMEY GEMERAL (DE.
AHA DEPT OF AGRICULTURE
AMA AFRICAN-AMERICAN AFF.. Y
AMA NOT AVAILABLE
<
May 9, 2018 12:32:58 PM GMT-07:00
| o -
Matches Pattern

e

A matches pattern prompt will request the use of “%” or to be used as a wildcard. A “%” wildcard is

a substitute for any string of characters and “_” wildcard is a substitute for a value/character.

Prompts Summary Enter Fund (or Enter XX{% - where XX=Department Code): [optio

=» = Enter Fiscal Year:

|Type values here | |

= * Enter Accounting Period:
Fund

100 -
1000

1300

1402

1600

2088

2140

2172

2544

2566 -
April 16, 2018 5:23:09 PM
GMT-07:00

-

This example will show all of the funds for a department in the report.
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In-between
The “in-between” prompt will request users to enter a “from” and “to” date to pull anything between
two dates including the dates themselves:

Prompts

= * Enter From Issue Date: =
M/d/yyyy h:mim:ss a E
= * Enter To Issue Date:

Enter Departmentis):

v Enter Bank Account{s):

W Enter Document Code(s): AD;MD;MDCC1;MDWT1;PMD1;EFT
v Enter Warrant Status{es):

This example requires the user to choose a “From” date and a “To” date to narrow the range of issue
dates that will be displayed in the report.

NAVIGATING THE REPORT

Navigating an infoAdvantage report is similar to navigating in other documents and programs.

Home | Documents I FIN-AZ-GL-N339 Cas... E3

Web Intelligence = £ Track ¥ Drill ~ 7 Filter Bar Freeze - @[ Outline | Reading | ~

a- EO\I‘E[ Bﬂﬂe

Mo Records were Found

iiii
>

iz

.1

Parameters and Prompts

Fiscal Year:
4]
= Accounting Period:

For Fundi(s):

Department:

Report Description

Cash Flow Report. The beginning and ending cash balance rows reconcile to the AFIS BBALS screen beginning of the day balance less any payments outs
a Revenue Source code or an Object Code (such as Treasurer's Office STADJ documents, which include items such as credit card revenue, credit card fee
reflects adjustments for any Departmental adjusting transactions posted with a Revenue Source code or an Object Code {such as DADJ documents) in the |
The Department Prompt is optional. It is not necessary to include a department code when only querying agency funds. The depariment code is useful for S
Funds are displayed in numerical order.

< >
| B rn-az-cL-n3a

FIN-AZ-GL-N338 ~ IM 4 Pagelofi+ b M =] [100% - {}JU?dmagol

31



AFIS | Interactive Reporting

Report Buttons

Button: Name: Description:
New Only available to Developers
= Open Open a folder: Search for reports in the folders available to the user
= Save Save the report: “Save As” allows users to select the folder in which
the report should be saved.
5 Print Print does not work from infoAdvantage. The report will need to be
exported to print.
i Find Find opens a search bar on the bottom and will search within a report
HT) History History opens up the list of dates corresponding to the instances when
the document was scheduled
& Export Export report allows report to be saved as a PDF, Excel, or Text
document
Send to Not Available for Interactive users
Ty Undo Cancel or reverse the last one or more commands
Redo Cancel or reverse the last one or more undo’s
- Refresh Refresh one or more data in a report, opens the Advanced prompt
- menu
[ Track ~ | Track Not Available for Interactive users
= Drill Not Available for Interactive users
3 Drll -~
7 Filter Bar Filter Bar Opens the Report Filter Bar — See filtering within a Report for more
information
7 Freeze Freeze Not Available for Interactive users
& Outiine Outline Enables the user to summarizes the report
Reading Reading To toggle between HTML and PDF view
5 Help Help Menu
"R Back Buttons | To move backward in a report either one page at a time or to the
beginning of a report.
Page 1 of 1+ Page # Displays page number and number of pages once the pages have been
activated.
P OM Forward To move forward in a report either one page at a time or to the end of
Buttons a report.
= Quick Display | The Quick view displays all the data on one page.
— Mode
= Page Mode Displays the data on the current page only.
100% - Zoom To zoom in and out of a report page
£ 52 minutes ago Refresh Refresh one or more data in a report, opens the Advanced prompt
menu
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Common report error

Report ID: FIMN-AZ-GL-M339 State of Arizona
Run Date: 05042018 Cash Flow Report
Run Time: 311 PM

Cover Page

Parameters and Prompis

Fiscal Year: 2018
Accounting Period: 1
For Fund(s): ST4008
Department: .
4
Retrieving Data |

e Mo data to retrieve in FIN - Budget Vs
Atuial

Lo«
Report Description

Cash Flow Report The beginning and ending cash balance rows raconcile 1o the AFIS BBALS screen beginning of the day balance less any payments
a Revenue Source code or an Object Code (such a8 Treasurers Ofice STADJ documents, which include tems such as credit card revenue, credit car
reflects adjustments for any Departmental adjusting iransactions posied with a Revenue Sourca code or an Object Code (such as DADJ docwments) ir
The Department Frompt |s optonal. It is not necessary to inclede a depariment code when only querying agency funds. The department code is useul
Funds are displayad in numerical onder

FIN-AZ-GL-N339

1 4 Pagelofl+ P HI = 5 100% = SF 1 minute ago

With this common error, there may actually be data in the report. This error is showing that there was
no data pulled from the FIN - Budget Vs Actual universe, and will not display any data, even though
there may be data from another universe that may be displayed.

IMPORTANT — If you receive the error below when running a report there may actually be data. First see

if the single forward arrow is blue (active) there is data and page forward to retrieve data.
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Reports that run online for an extended period of time, may timeout. For additional options on running
larger report, see the section on how to schedule reports.

FILTERING WITHIN A REPORT

After a report is run, filtering allows users to refine the information contained within the report without
the need to refresh/run the report again. There are two methods for interactive users to filter reports in
infoAdvantage:

e Using Input Controls on the side panel
e Filtering from the filter bar on top

Input Controls — created by the developer of the report, they allow a user to filter the report by
selecting items from a list.

To filter a report with Input Controls

1. Click the Input Controls button on the left side of the screen to display the Input Controls.

Home | Documents | FIN-AZ-GL-N339 Cas... -

S - Sd| P (o= & Track J Diill ~ 7 Filter Bar [ | Freeze - & Outline | Reading |~ @) ~

Cover Page

Web Intelligence i v

No Records were Found

55"

.o

Parameters and Prompts

Fiscal Year:

)

Accounting Period:
For Fund(s):
Department:

Report Description

Cash Flow Report. The beginning and ending cash balance rows reconcile to the AFIS BBALS screen beginning of the day balance less any payments outs
a Revenue Source code or an Object Code (such as Treasurer's Office STADJ documents, which include items such as credit card revenue, credit card fee
reflects adjustments for any Departmental adjusting transactions posted with a Revenue Source code or an Object Code (such as DADJ documents) in the |
The Department Prompt is optional. It is not necessary to include a department code when only querying agency funds. The department code is useful for S
Funds are displayed in numerical order.

v
< >
| @ Fn-az-eL-naze
FIN-AZ-GL-N339 ~ M4 4 Pagelofi+ » M || = [Z| [100% ~| = 107 days ago

2. The Input Controls panel will open and allow users to toggle objects in the report
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3. Click the check box to de-select the objects for the report.

Filter Bar — filter bars can be added for report objects. Multiple objects can be filtered, but only one
filter value (or All values) per object can be applied.

teligence |0 o= [ - [ & | 69 & v 0 -

|l'} €« | @ = | [& Track + 3§ Drill § W Filter Bar

Report ID: FIN-AZ-GL-N339 S
Run Date: 05M10/2018 Ci
Run Time: 7:54 AM
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To filter a report with the Filter Bar

1. Click the Filter Bar button to display
the filter bar.

2. Click the Add Simple Report Filter
button

3. Select the field to filter by.

4. Select the value to filter for.

To turn the filter off

1. Select All Values from the field filter.

i Click icon to add simple report filters

L

7 Click icon to add simple report filters

DI$8 Dox Dent Code i
DISB Actg Line No

Others »

Report ID Fund
Run Date

Run Time Fhase Code

Program Period Code
Document Identifier

DISB Hdr Fiscal Year

DISB Hdr Accounting Period

Parameter

DISB Hdr Check No

Ch Recon Check/EFT No

Chk Recon Doc Dept Code:

Chk Recon Check/EFT Issue Date
Document Identiier

Chk Recon Bank Account

Text Parameter

Var - Report ID

Var - No records mesg

Fisci
Accc

Depe

Program Code

2. Click the Add Simple Report Filter button to toggle the filter off

3. Click the Filter Bar button to toggle the filter bar off.

DON’T FORGET TO TURN IT OFF!

Prompt & Filter Comparison

Limited |Selected
May Be |Pre- toone |before Can be
Filter vE _  |added by |Added by
Tvpes Required |Selected |filter report is Interactivel Developer
P Fields Fields value per|Refreshed user P
object  |/Run
Report
po X X X X
Prompt
Input
P X X
Controls
Filter Bar X X
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COPYING REPORTS

Interactive Users can create shortcuts or copy reports into their Department’s On Demand folder for
ease of use. The differences are identified in the chart below:

On Source Report, Right click > Organize
> Copy Shortcut and Paste Shortcut.

On Source Report, Right click > Organize
> Copy and Paste.

Links to the source report.

DOEN NOT link to the source report.

If source report is a Statewide Report,
any updates are immediately reflected.

If source report is a Statewide Report,
updates are NOT reflected.

If source report name is changed, link will
be broken.

Not affected by any changes to source
report.

No customization available.

If Report Developer is owner, can

customize.

EXPORTING AND PRINTING REPORTS

Exporting
The user has the choice of exporting either the Document or the Current Report.

FIN-AZ-AP-N338 Mon... © = i |

3= RANEN IN-S F 2] @ - [T ¥ Drill ~ W Filter Bar [
Export Document As r PDF D338
-AP-N338 Monthly and Yearly Expenc Export Current Report &5 ¥ Excel 2007 2
er Page e D T
N338 Summary Export Data to CSV . Excel Y
N338 Detail CSV Archive
Text
Department | Fund Group | Fund St
AMA 2412 AN2412
2417 ANZA1Z

= Export Document As is used to export the all report tabs. If there are multiple tabs, all will
export.

= Export Current Report As exports just the current tab of the report.

TIP: If exporting as Excel, use “Excel 2007” for the most recent Excel version.
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To export a report:

1. Click the Export button.

=N P

2. Select Export Document As or Export Current Report As
3. Select PDF, Excel 2007, Excel (Excel 97/2003) or Text

CSV format is not available because it is raw data, may have multiple tables and is not like
the report format. This format also lead to performance issues in infoAdvantage,
therefore it was removed.

4. Open, Save, or Save As the document.

Printing

Reports cannot be printed directly from infoAdvantage and need to be exported to print in another

program.

SAVING REPORTS

Reports can be saved to the Department’s On Demand folder or custom folders. Reports with data
should not be saved in infoAdvantage.

Home Do:unenrsI FIN-AZ-AP-N151 Out... | < }

Web Intelligence = = R i C 5} & - | |[Z Track = 3 Drll + 7 Filter Bar 7] Freeze - B Outline

Save As v %

e

ReportID : FIN-AZ-AP-N151
Run Date : 11/25/2015 X = 1 |ef2
Run Time : 2:21:33 PM

o) Favorites Folder Title ~ Last Run Time —
Public Folders ¥ | FIN-AP-0004 Open Items - Pre-Encumbrances
=]
Public Folders cE N
8 0 - Training FIN-AZ-AP-C021 - Future Scheduled Payments for,
1 [ 1099/2p Confidential ¥ | FIN-AZ-2P-N151 Outstanding Warrants by Departy
Parameters and Prompts
P On Demand Reports

Fiscal Year 2016
Payroll Confidential R

Accounting Period
o Trairing Putlished Re ¥

Department ADA < >
File Name: [FIN-AZ-2P-N151 Outstanding Warrants by Department ARC] %]
Save As Type: [Web Tnteligence v

»

Save Cancel

Report Description

Report lists outstanding warrants by department and includes issue and expiration dates. Some warrant amounts are summarized by documents.
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Section 5: More infoAdvantage Skills

PINNING REPORTS

Pinning reports is a quick way to allow a report to open up each time infoAdvantage is opened. After a
report is opened, the report can be pinned by clicking on the pin on the report tab:

IFIN—AI—AP—NS?B Paid... - | I ]_

Pinned reports will have the “stuck” pin showing in green:

CGl infoAdvantage

' Home | Documents | FIN-AZ-AP-N378 Paid... .| 2 I ‘

Web Intelligence + [ Q - | S -

|In order to unpin a report,
just un-click on the pin.

SCHEDULING

Sometimes a report may be large and take a while to run online or times out. If the report is large, users
have the option to schedule the report to run in the “background” without having to wait for the report
to run on the screen.

Reports cannot be scheduled from the Statewide Reports folder. Only reports in the Department On
Demand Reports folder can be scheduled. A shortcut cannot be scheduled if it is linked to a Statewide
Report. In order to schedule a report, the report must be in the Department On Demand Reports
folders.

Scheduling a report will create an “instance” of the report. These instances are essentially a new copy of
the report with the prompts and data saved.

Title «

Right Click on the report and then click “Schedule”. LR
Properties
-
viobile Froperties
History
Categories
Document Link
Mew >
Organize >
Send >

Details
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This will open a new window with the following options:

Instance Title

1. Instance Title (Report Name/Title) - each instance must have a unique name, either the
user or the system will assign the name.

Schedule — FIN-AZ-AP-N338q Quarterly Expenditure Comparison Report

Schedule Instance Title
FIMN-AZ-AP-N338q Quarterhy Expenditure Comparison Report

Defaults to the original report name as shown above.

Home ] Documents
Schedule — FIN-AZ-AP-N338q Quarterly Expenditure Comparison Report

Wiew

My T Schedule Instance Title
Eold: FIM-AZ-AP-N338q Quarterly Expenditure Comparison Report 1

Recurrence

Name can be edited as shown above.

= By Hesiy Hus Db sl 5 v i Uiy

History — FIN-AZ-AP-N338q Quarterly Expenditure Comparison Report

View Organize send More Actions

St B Hay I, 20 )
Durstion 3 peconds Instance Time ~ Title Status

Hatus: Secre ” May 10, 2018 9:25 AM ' FIN-AZ-AP-M338q Quarterly Expenditure Comparison Report 1 I Success

This is the title that will download to the “My Recently Run Documents”on the Home tab and the History
window (shown above).

Recurrence

2. Recurrence — Determines when the report will be run. It can be run now or it can
schedule it to run in the future, or even to run on a recurring basis. Default to “Now” to

run the report immediately or can be scheduled (See below).
Schedule — FIN-AZ-AP-N338q Quarterly Expenditure Comparison Report

Schedule Recurrence

- v
Instance Title Run object: | Once

Object will run once only.
Start Date/Time: |12 ¥ |08 ¥ |PM ¥ | 2/26/2018

Prompts End Date/Time: |02 ¥ |51 v |[pM v |[2/2/2028 i

Formats

Caching

Events

Scheduling Server Group

Destinations
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TIP:

All reports need to complete by 8pm else will timeout and may show partial results.

Prompts

3. Prompts — These are the prompts that the report will require to run.
Enter the prompts by clicking on the Prompts and then clicking “Modify”. Prompts often
take a few moments to appear, please be patient. The normal prompt input window will
come up and the prompt responses may be chosen from there. When there are no
prompts in a report, the “Modify” button will stay grayed out and will not allow a user

to select it:
Schedule — _FIN-DT-AM-N399
Schedule Prompts
netance Ti (iodiy)values for: _FIN-DT-AM-N399
nstance 1ime

Recurrence

Formats

Caching

TIP:

Patience needed during this step, prompt options may take a minute to load.

| Apply Cancel

After entering prompts, selct “Apply” in the bottom right section of the Prompts
window.

4. Formats — It is recommended to leave the report in the Web Intelligence format

5. Caching — This is not available to interactive users.

6. Events — This has not been configured for interactive users. Please do not use this
option.

7. Scheduling Server Group — This is not available to interactive users.

8. Destinations — Use the Default Enterprise Location. The scheduled report will show up in
the default location of where the report was opened. This will create an instance in the
report in the On Demand Reports folder.
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Finish scheduling the report by clicking “Schedule” in the bottom right-hand corner.

Schedule ancel

History Window (Report Status)

In order to see reports that have been scheduled, users can search through the History Window of the
report by right-clicking on the report and selecting “History”:

Title « Type Last Run Instances
[ | -1 summareed Revenves o i i D e sans, 2ot 2aevm
View
Viewr Latest Instance
Properties
Schedule
Corenone
Document Link
New >
Organize >
Send >

Details

A new window appears (the History window) it will show a pending status, when the report is processing
it will be in a running status.

History — FIN-AZ-GL-N333 ¥ Fund, iation, Unit and Function

Organize:

view Send ore Actions
Instance Time Title Created By Type Parameters
B |1ang, 2018 294 pu FIN-AZ-GL-N333 Summarized Revenues and Exp it Pending train1 Web Inteligence 2017;3;4NA

When the report is complete, the status will change to “Success”:

History — F1 d by Fund, Unit and Function

= se More Actions
Instance Time = Title - Created By Type Parameters
P |sans on24aem FIN-AZ-GL-N333 Summarized Revenues and Exper @ train1 Web Intelligence 2017;1;ANA

The History can be closed by clicking the X in the top right corner of the window. The History window
will keep up to 5 instances of the scheduled On Demand reports which can be viewed at a later date.
Opening a report that has multiple instances from the Department On Demand Reports folder will open
the latest instance.
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Instance Time
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Title Status

‘!8 Feb 26, 2018 4:22 PM 4.12.17 O5PB_2 4 Pending

‘18 Feb 26, 2018 4:21 PM 4.12.17 OSPB_2 3 Pending

‘p Feb 26, 2018 4:21 PM 4.12.17 OSPB_2 2 Success

‘p Feb 20, 2018 8:51 AM 4.12.17 OSPB_2 Success
TIP:

It is recommended that reports are exported and saved outside of infoAdvantage and scheduled

instances be deleted from History.

Deleting instances

History — 4.12.17 OSPB_2

View - Organize = | Send More Actions =
rl i1} Ik}
Instance Time Title
‘18 Feb 26, 2018 4:22 PM 4.12.17 0SPB_2 4
Feb 26, 2018 4:21 PM 4.12.1705PB 2 3 endigg
" Feb 26, 2018 4:21 PM 4.12.17 OSPB_2 2
'P Feb 20, 2018 &:51 AM 4.12.17 O5PB_2

Status

Fending

Suce History Status
Pause
Run Now
Reschedule

Individual report instance limits can be increased be sending a request and reason to

AFIS.Reports@AZDOA.gov.

TIP:

When a user leaves a Department, any recurring reports that the user had scheduled will no longer
run. They should be copied and scheduled by another user still at the Department.

TROUBLESHOOTING

What if | don’t see what | expect to see...?

Report doesn’t analyze what | want it to, or not in the way | want it to.
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Possible Causes

Possible Solutions

=  Mismatch in the data entered

= Data hasn’t posted yet

= Adifferent report might be better

= Check with co-workers to ensure the data is
correct

WAY too much data was returned.

Possible Causes

Possible Solutions

=  (Criteria is too broad

=  Enter more criteria in the prompts to
narrow the data

=  Make sure to use the query filters

NO data was returned.

Possible Causes

Possible Solutions

Mismatch in the data entered

= caps not used when should be CAPS
= The report needs to be refreshed

= Data hasn’t posted yet

= Datais pre-2016

= There is really no data

= One of the key elements to success with
reporting in infoAdvantage is knowing your
data: how your agency set it up, what fields
the data is found in, what the values are.

= Another key element is to communicate. If
you’re the report specialist, but don’t have
AFIS knowledge, talk with your finance
people.

=  You won’t get the data you need if you
don’t know what to ask for.
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REQUESTING A CUSTOM REPORT

Sometimes there isn’t a report that meets the Department needs. Users have the option of requesting
that a custom report be developed by Report Developers within the Department. If a Report Developer
does not exist at the department or a complex report is needed, another option is to submit a Change
Request form to the General Accounting Office. Email AFIS.Reports@azdoa to request a copy of this

form.
If the Department thinks that a custom report is needed, please:

Search infoAdvantage to ensure that no current report is available.
Find a similar report to provide as a starting point for the Developers.

Email AFIS.Reports@azdoa.gov to request a copy of the Change Request form

Ll

Get proper authorization from your Department to submit the Change Request and provide as much
detail on form.

REPORTING ISSUES WITH A REPORT

For a report located in the Department On Demand Reports folder, find the creator by showing the
“Created by” (set in preferences as discussed earlier in this course) and request analysis.

For a report in the Statewide folder, email AFIS.Reports@azdoa.gov and provide as much detail as
possible about the reporting issue. Also include the report name, location, time and date ran, and the
prompts used.
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Section 6: Staying Up to Date

Reports in the Statewide Reports folder are maintained by the GAO. The Statewide reports may be
updated, changed or enhanced and new reports developed. In addition, security changed may be
implemented or data updated in the system. It is important to Sign-Up for updates from GAO to stay
informed.

Goto:  https://gao.az.gov/register-updates

w ADOA-GAO

ﬁ PUBLICATIONS  AFIS PAYROLL/RASL  FINANCIALS

™~ R~ R

~* ™ *-ws and Updates

Sign-up to red :ive GAO News Alerts

Sign-up and stay up to date with all of the information that GAO sends out to users.

Register for Updates

Email Address *

First Name

Last Name

Agency | NON-STATE EMPLOYEE v

Title

Work Phone Number Extension

E-Newsletter *

[ Arizona Financial Information System (AFIS)
[] CFO Meetings & Communications

[ GAO Financial Reporting & infoAdvantage
[ GAO Policy & Procedure

[ GAOQ Training & CPE Events

[ Statewide Payroll & Related Information

| Travel Policies & Procedures
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Appendix: Toolbar/Menu chart

STANDARD TOOLBAR

|'|DI1'E|DDCI.II'I‘IEI'I‘|5

View - Mew Organize = Send = More Actions = | Details

Icon Description \

View Another way to open a report. Can also view the
selected report’s properties from here.

New Create a new folder or other element. Only
available when it is allowable.

Organize Save, cut, copy, or delete selected item. The
commands are different based upon what is
selected.

Send Not functional.

More Actions Other commands customized based upon what is
selected.

Details Displays side panel that shows property
information about the selected report.

ON DEMAND REPORT CONTEXT MENU

Right click on a report in the Department On Demand folder to see the menu below.

FIN-AZ-BG-M550 Year-to-Datg View

b o FIN-AZ-BG-M550 Year-to-Date View Latest Instance

# | FIN-AZ-BG-N550 Year-to-Date Properties
» FIN-AZ-BG-M550 Year-to-Date g chadule
¥ | FIN-AZ-GL-C016 Transfer Rep Mobile Properties
¥ | FIN-AZ-GL-N333 Summarizad History
# | FIN-AZ-GL-N334 Summarizad Categories
# | FIN-AZ-GL-N335 Summarized i
Document Link
W | FIN-AZ-GL-MN339 Cash Flow R
MNew >
# | FIN-HC-GL-M535 Transfer Reg
% | FIN-RV-AP-Fboox Procurement  Ordanize >
L3
1 4 ; Send >
Details

47



AFIS | Interactive Reporting

On-Demand Report Context Menu

.. Statewide
Menu Item Sub Menu Item |Description
Reports
View Open for Viewing X
] Shows Create Date, Modified Date, and Full
Properties . X
Title of Report
Schedule Use to schedule a report
Mobile Properties Currently Mot In Use *

History opens up the list of dates corresponding

History to the instances when the document was x
scheduled
Categories Currently Mot In Use x
Document Link Currently Mot In Use x
MNew Local Document |Currently Mot In Use
Publication Currently Mot In Use
Hyperlink Currently Mot In Use
Folder To create a new folder within On-Demand
folder
Organize Copy Use to copy & paste a report in On-Demand X
folder to schedule
Use to put a report in On-Demand folder and
Copy Shortcut ) x
always have the most current version
Send Bl Box Currently Mot In Use
Email Currently Mot In Use
Details Shows a summary of the report X
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