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Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 2



AZ360 Manual

Interactive Reporting

The infoAdvantage Interactive Reporting manual is designed for users who have Interactive User
(INFO_INTRCT) report access in infoAdvantage. This manual focuses on the activities required to run
interactive (on-demand) reports using infoAdvantage.

Manual Objectives

e Select the best report to meet the business need by using the infoAdvantage Report Dictionary.
e Consistently run reports that retrieve essential data.
e Export reports to PDF or Excel.

e Review the steps required to request a custom report.

Introduction to Interactive Reporting

Section Objectives
In this section, the following processes are introduced:

e An Overview and Introduction to Interactive Reporting.

e Review the infoAdvantage Report Structure and Components.

Section Overview

infoAdvantage is a secured web-based SAP Business Objects system. Using infoAdvantage allows easy
access to run financial related reports. The financial information found in infoAdvantage comes from
AZ360, the statewide financial management system, through an overnight ETL process. All infoAdvantage
reports are based on the data that has been entered in AZ360. InfoAdvantage is scheduled to be available
from 6:00am to 8:00pm, every workday, after the ETL is complete.

infoAdvantage has two kinds of reports:

e Pre-generated reports — Automatically added to the appropriate folders in Excel or PDF format.
The pre-generated reports are pre-defined and the user does not enter prompts.

e Interactive reports — Allow users to enter prompts.

This manual focuses on interactive reports, and how to get the most out of them. As a result of
completing this manual, users will be able to run interactive reports in infoAdvantage to retrieve financial
data that supports their agency’s business needs.

Access to infoAdvantage is controlled by the General Accounting Office (GAQ). The activities detailed in
this manual pertain to the INFO_INTRCT security role in AZ360. The available security roles related to
infoAdvantage are listed in the table below. For more information on security roles, see the quick
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reference guide (QRG) Create and Update a User With UDOC available at
https://gao.az.gov/resources/training/gao-training-resources.

Table 2: infoAdvantage Security Roles

Description Security Role View Run or Create or Run 1099AP  Modify Run HRIS Create or
(on UDOC) Published  Schedule Modify Confidential ~ 1099AP Confidential ~ Modify HRIS
Reports On Reports Report Confidential ~ Report Confidential
Demand Report Report
Reports
Interactive INFO_INTRCT | Yes Yes No No No No No
User
1099 User INFO_1099AP | Yes Yes No Yes No No No

The majority of Statewide reports begin with a cover page. Prompts reflect the fields that a user can enter

criteria for AND the specific criteria the user entered.

Report ID: FIN-AZ-AP-MN121 State of Arizona
Run Date: 08/28/2023 Exp, Rev, and Enc by Dept and FY
Run Time: 9:10 AM

Cover Page
Parameters and Prompts

Sub-Fundis):

Report Description

This report lists detailed Expenditures, Revenues, Encumbrances and Pre-encumbrances by Department.

Go To 1 |ofl+ > 3 @& E g8 7

Department(s): ADA

Fiscal Year: 2002 Report Header
Accounting Period: 1 Criteria users select

oy =0 (aka “Prompts”)

Fund(s): 1600

Subsequent pages show the data, which may be organized in the following ways:

= Sections — Reflect data that is grouped together. For example, a report that has FUND in the

section, would group and summarize all the records for Fund 1600 together, then Fund 1700
together, etc.
Columns — Reflect that data from AZ360 for the selected fields.

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 4
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Report 1D: FIN-AZ-AP-N121 State of Arizona
Run Date: 06/28/2023 Exp, Rev, and Enc by Dept and FY
Run Time: 9:10 AM

Department: ADA - DEPT OF ADMINISTRATION
Budget Fiscal Year: 2020 Columns
Unit: 2200 - BUILDING AND PLANNING SERVICES Sections

Fund: 1600 - CAPITAL OUTLAY STABILIZATION A
Sub-Fund: - ( \
: Revenue Event - Cash Revenue | Accrued Revenue / Pre-Encumbrance |
Obiest g irce Document 0 Vendor Name Type Funetion Expenditure Expenditure Encumbrance
GLHN ARCHITECTS & BR200051
8231 GAEIV1,ADA FOO000323059 ENGIMEERS INC PROS TC 0.00 0.00 -2,814.24
BR200051
8231 GAEIV1.ADA FO00O032T289 SPECTRUM EMGINEERS INC PROZ 1C 0.00 0.00 5.770.00
8231 JVES,BAT.SWESZ2001056 0.00 0.00 684.58

Report names are made up of several sections:

= FIN - AZ - Report prefix.

= Folder/Functional Area — An organizational component that, like reports, is housed within
infoAdvantage.

=  Report Number — A name attributed to the report based on topic and report numerical
order within the folder or functional area.

Figure 2: Report Names and Numbers

Report Prefix Folder / Report
Functional Area Number

Note: Data in infoAdvantage is one day behind for most reports. Users can tell how current
their report data is by the report prefix. For example, reports with the “FIN” prefix contain
data this is one day behind while reports with the “OFIN” prefix contain data that is live or
current.

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 5
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infoAdvantage Reports Dictionary

Section Objectives

In this section, the following process is introduced:

e Review and utilize the infoAdvantage Reports Dictionary.

Section Overview

The infoAdvantage Reports Dictionary is a listing of all active statewide reports within infoAdvantage. The
listing is updated regularly to provide users:

= The location of each report.

=  The data within each report.

= A brief description of each report.

= Any prior names used for the report.

The infoAdvnatage Reports Dictionary is located on the GAO website, under the Operations banner and
by selecting Operations Resources. It is then listed by Document Name and Last Updated columns on the
page listing. Instructions on how to look up this report appear below.

Locating the infoAdvantage Reports Dictionary .,,‘/ l

Scenario 1.

Locate the infoAdvantage Reports Dictionary on the GAO website.
1. Navigate to the GAO website by typing gao.az.gov in the browser window.

2. On the top banner select Operations, and then Operations Resources.

ARIZONA Pubicaons
F Operations Resources

Publications for Purchasing Cards

Financials Payroll/RASL Travel Resources Contact Us

Web Portal

3. The Operations Resources page loads. Under Operations Resources
Document Name, click on infoAdvantage
Reports Dictionary. il BiAEY

| E—— e |

AZTaxes,gov Gnboarding for State Agencie 06-27-2023
New State Agency AZTax OnBgarding Chackllst 06272022
BFY24 Budget Sin i

i

I infoAdvantage Reports Dictionary 07-21-2023

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 6
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4. Open the excel spreadsheet that populates at the

bottom of the screen.

Report Dictionary....xlsx

5. The infoAdvantage Reports Dictionary opens.

Table Tools

Formulas

Q Tell me what you want to do.

Page Layout Design

Report Dictionary (6) ) - xcel

AL g Fe

[ [w o |=

1-Statewide Reports subfolder

B c

A
1-Statewide Reports subfolder |- |Report ID and Name ~| Data within the report

~ | Report description and possible uses

Accounts Payable FIN-AZ-AP-C021 Future Scheduled Payments for Amount

it schedules (cash

This report lists future payment

reporting) for

Accounts Payable FIN-AZ-AP-C021 Future Scheduled Payments for Days Outstanding

it schedules (cash

This report lists future payment

reporting) for

Accounts Payable FIN-AZ-AP-C021 Future Scheduled Payments for Fund

(¢
(¢

t schedules (cash
(

This report lists future payment

reporting) for

Accounts Payable FIN-AZ-AP-C021 Future Scheduled Payments for Disbursements __Schedule Date

This report lists future payment requirement schedules (cash requirements reporting) for disbursements.

The infoAdvantage Reports Dictionary is composed of several filtered columns. Users trying to locate a
new report for a business need can sort the 1-Statewide Reports subfolder by the functional area of their
request (i.e. Accounts Payable, Accounts Receivable, etc). Once their results are limited, the user can then
either filter the results by the Data within the report column or by the Report description and possible
uses column. The scenario below will detail how to utilize this resource to locate the desired report.

p

Internal Use Only ADOA — GAO

Finding a report using the infoAdvantage Reports Dictionary

Scenario 2.

t’d_/_|

A user needs to locate all transactions in Draft phase for their department to aid in their department’s
year end processing. Utilize the infoAdvantage Reports Dictionary to locate the appropriate report that

showcases this information.

opulate the infoAdvantage Reports Dictionary.

1. Complete the steps from the “Locating
the infoAdvantage Reports Dictionary”
to populate the infoAdvantage Reports
Dictionary excel spreadsheet.

2. Sort the Report description and
possible uses column to only include

values for draft.

3. Click OK.

Report description and possible uses

This report lists future payment requir
This report lists future payment requir
This report lists future payment requir
This report lists future payment requir
This report lists future payment requir
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures
This report lists detailed Expenditures

7l SortAtoZ

Zl SotZtoa
Sort by Color 3
Text Filters 3
draf'ﬂ X

cle zarch Results
Add current selection to filter
“[#] Lists Documents in Draft Phase

Cancel

4. The returned results provide the report by name and ID, a report description and any prior

names for the report.

5. In this scenario, the FIN-AZ-DCAT-N522 Draft Doc(s) by Dept report will provide the user

with the desired information.

11/03/2023
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IRepurt ID and Name !lSata within the report
| 8

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept

oc(s) by Dept

partment Document Count

Report iption and possible uses ior Report Name
sts Documents in Draft Phase IN-AZ-DCAT-N522 Document Detail - Draft Di

sts Documents in Draft Phase

"™NAZ DCAT-N522 Document Detail - Draft Documents.

FIN-AZ-DCAT-N522 Draft Docfs) by Dept

D@yument (Code, Dept, 1D, Vers)

sts Documents in Draft Phase

FINJN DCAT-N522 Document Detail - Draft Documents

FIN-AZ-DCAT-N522 Draft Docfs) by Dept

Lists Documents in Draft Phase

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept

Lists D in Draft Phase

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept

Lists Documents in Draft Phase

FIN-AZ-DCAT-N522 Draft Doc{s) by Dept

Lists Documents in Draft Phase

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept

Lists D in Draft Phase

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept

Lists Documents in Draft Phase

FIN-AZ-DCAT-N522 Draft Docfs) by Dept

Lists Documents in Draft Phase

FIN-AZ-DCAT-N522 Draft Docfs) by Dept

DocUnitCode W

Lists Documents in Draft Phase

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept

DocPhase Code W

Lists D in Draft Phase

FIN-AZ-DCAT-N522 Draft Doc{s) by Dept Vendor Code \ Lists Documents in Draft Phase FIN-AZ-DCAT-N522 Document Detail -

FIN-AZ-DCAT-N522 Draft Docfs) by Dept vendorLegal Name W Lists Documents in Draft Phase FIN-AZ-DCAT-N522 Document Detail - Dra

FIN-AZ-DCAT-N522 Draft Docfs) by Dept Unit \ Lists Documents in Draft Phase FIN-AZ-DCAT-N522 Document Detail - Draft Di
|ELN-AZ-DCAT-NS22 Draft Docls) by Dept Disirict A | ListsD in Draff Phase EIN-AZ-DCAT il

[Report ID and Name

FIN-AZ-DCAT-N522 Draft Doc{s) by Dept |

Internal Use Only ADOA — GAO

[Report description and possible uses

ILists Documents in Draft Phase I
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Finding Reports in infoAdvantage

Section Objectives
In this section, the following processes are introduced:

e Basic folder navigation in infoAdvantage.

e Sorting and filtering reports in infoAdvantage.

Section Overview

Once a report has been located on the infoAdvantage Reports Dictionary, a user can log in to
infoAdvantage using the AZ360 application to access the report.

All reports are located within folders within infoAdvantage. Folders are organized into subfolders. The
folder structure is helpful in locating needed reports. Navigation in infoAdvantage is similar to that of
other programs. Use the Expand carets next to the folders to expand and collapse the folder to navigate
through the folders and subfolders.

= 1 -Statewide Reports folders contain On Demand reports and are organized by functional
area.

Note: The report name gives a clue to the functional area/folder the report can be found in.

In addition to the 1 - Statewide Reports folders, each agency has an On Demand Reports folder. The
agency folders are intended to make it easy for users to find the reports that their agency uses, whether
those are pre-generated or on-demand reports. Users can create shortcuts to the 1 - Statewide Reports
folder into their agency’s folder so that the reports are easy for others in the agency to find and use.

) S Folders - a w2 @

Folders Selected Folder
Public Folders /1 - Statewide Reports | Accounts Payable c o E - |
= Favorites 2 Type Dy

Scheduled Payme

and Enc by De.

Statewide Folders — v

2022-08-23 add vendor address |0

5

> [F AAAReports

FIN-AZ-AP-N394
FIN-AZ-AP-N453 JIRA AFIS - 5417

FIN-AZ-AP-NSOL

Department Folders [l N

FIN-AZ-4P-N613

B e B B T L e B e B e B T B e )

FIN-AZ-4P-N645 Vendors

Web Inteligence

The steps below detail the ideal method of locating a 1 - Statewide Report in infoAdvantage.

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 9
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Locate a 1 - Statewide Report in infoAdvantage F‘

Scenario 1.

A user has located the FIN-AZ-DCAT-N522 report using the infoAdvantage Report Dictionary. The user
will now access the report in infoAdvantage by first logging into AZ360.

Launch infoAdvantage from within the AZ360 application.

1. From the AZ360 homepage, click on the Business Intelligence icon under the Navigation
Menu on the left side of the screen.

2. Click Reports and Dashboards and then click Business Intelligence.

ﬁ . e William Halstead
Q * = Accounts Payable

@ ~  Search here.
360

v Reports and Dashboards

~  Reports and Dashboards
Paid Check Unclaimed Property

Expense (GAX) (PDCHK] Fund Group.

)
Business Intelligence = =
(4 B @&

Unclaimed Property IRS Website (TIN UsPs APP GAO Website Bank of America

Lookup)
B B

General Accounting

Business Intelligence

AZ Treasurer Transaction Aging

and Status

3. The infoAdvantage application home page will then open in a separate window. Notice any
recently accessed reports will appear under the Recent Documents section and any reports
that were recently run, either successfully or failed, will appear under the Recently Run
section.

DRI P BEMMNMDMED

Note: The GAO Reporting Team recommends that users do not become reliant on using the
Recently Run link. Changes to reports or report location are not detected accurately when
using the Recently Run links.

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 10
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GGl infoAdvantage Bl Launch Pad - Q G o @ @

Favorites ~ Recent Documents  Recently Run  Applications

Folders Categories Documents Bl Inbox Instances Recycle Bin

Favorites

No favorites are available at the moment. Mark an object as favorite and access it from here.

I Recent Documents I

FIN-AZ-AP-N157 FIN-AZ-AP-N349
Monthly Paid Pending Paymentis by
Jun 9, 2023 12:27 PM Apr13, 2023 421 PFM Recently Accessed
~e ~e Reports
I Recently Run I
FIN-AZ-AP-N157
Monthly Paid
Jun 26, 2023 2:49 PM
Recently Generated
5]
C Reports
Applications

Web Intelligence

»y

Locate the FIN-AZ-DCAT-N522 infoAdvantage report.

1. Click the Folders icon at the top left of the screen.

2. Click the Expand caret next to Public Folders and choose 1 - Statewide Reports. Conversely,
a user can click the 1 - Statewide Reports folder from the Selected Folder grid.

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 11
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{ B SCliioadaniage Folders v Qa «eo @ @

Folders Selected Folder

[ My Subscribed Alerts Public Folders / c + L ] E

~ [3 Public Folders

Title A Favorites = Type Description Last Updated
> [ 1-Statewide Reports
5 1- Statewide Reports Folder Mar 21, 2023 6:28 PM
> [5 Department Folders
[= Department Folders Folder Mar 21, 2023 7:17 PM
Folders ~

v [*Z] Public Folders

Selected Folder

Public Folders /
> [5] 1 - Statewide Reports

Title

} E Depar'tment FCI-I_IjE'rE E‘ 1 - Statewide Reports

E‘ Department Folders

3. Click on the Document Catalog folder.

4. Select the FIN-AZ-DCAT-N522 report from the Selected Folder grid.

{ B SlinoAdanage Folders v Q wWo @ @
Folders Selected Folder
v [3 1- Statewide Reports Public Folders / 1 - Statewide Reports / Document Catalog / C + L i E
> [F Accounts Payable
Title = Favorites = Type Description Last Updated
> [F Accounts Receivable
I & FIN-AZ-DCAT-N522 Draft Doc(s) by Dept I Web Intelligence Apr 6, 2023 11:56 AM
> [F Asset Management

Automated Disbursements

Cash Management

Cost Accounting

Cost Allocations

=]
=
=

> FE Budget Control
=
=]
=1
=]

Document Catalog, I

I > [=] Document Catalog I -+ FIN-AZ-DCAT-N522 Draft DDCI:S} b}l‘ DE‘pt

5. Click on the FIN-AZ-DCAT-N522 report and the report will open to the cover page.

{ B lioadaniage FIN-AZ-DCAT-N522 Draft Doc(s) by Dept v aQa ®o @ @
File Query | Analyze Display
By 6 @ L = | C v ¥ M =] [E]| rea

FIN-AZ-DCAT-N522 Document...  Draft DocList  Draft Doc List with Unit Query and Filters

[ReportiD:  FIN-AZ-DCAT-N522
RunDate:  04/06/2023 Draft Doc(s) by Dept
Run Time :  11:56:29 AM

Cover Page
Parameters and Prompts
Department

No Records were Found

This report displays allitems from Doc Catin Draft Phase.

GoTo 1 |ofl+ > >\&Eﬁwl
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Additional functionality is accessible by clicking the column header sort button within the Selected Folder
grid:

= Sort a column by ascending or descending values.
=  Filter a column by entering a search criteria next to the filter icon.

Note: Do not forget to clear the filter before conducting another search.

Title Favorites = Type Description Last Updated
ye FIN-AZ-AP-C021 Future Scheduled Payme.. Web Intelligence Apr 13, 2023 1:18 PM
yo FIN-AZ-AP-N121 Exp, Rev, and Enc by De... Web Intelligence Apr 13, 2023 1:18 PM
4o FIN-AZ-AP-N157 Monthly Paid Warrants Web Intelligence Jun 9, 2023 12:27 PM

AN

= Sort Ascending

= Sort Descending

% Filter

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 13
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Opening and Running a Report

Section Objectives

In this section, the following processes are introduced:
e Opening a report in view mode.
e Running a report with report prompts.

e Navigating a generated report.

Section Overview

infoAdvantage reports allow users to query AZ360 for specific accounting information. Report results
should be limited by the use of prompts to both cut down on the time it takes to generate the report and
limit the filtering that users need to perform to the report extract.

There are four basic steps to running a report:

Open the report.
Click on refresh, if necessary.

PwnNPE

Run the report.

Open the Report

Enter the search criteria into the prompts.

Reports in infoAdvantage can be opened either by clicking the report, right-clicking and choosing View, or
by selecting View from the 3-dot menu on the right of the grid.

Public Folders / 1 - Statewide Reports / Accounts Payable / v ] E
Title = Favorites = Type Description Last Updated
Y I ' FIN-AZ-AP-CO21 Future ScheduledfPayme Web Intelligence Apr 13, 2023 1:18 PM
o FIN-AZAP-N121 Exp, Rev, and End)l VIeW Web Intelligence Apr 13, 2023 1:18 PM [ View
4 FIN-AZ-AP-N157 Monthly Paid Warl§ Properties Web Intelligence Jun 9, 2023 12:27 PM Properties
4 FIN-AZ-AP-N290 Daily Warrant Cofl CoPY Opendoc Link Web Intelligence Jun 22, 2023 4:05 AMf Copy Opendoc Link
o FIN-AZ-AP-N291 Warrant Register Schedule Web Intelligence Apr 13, 2023 1:30 PM[ll Schedule
& FIN-AZ-AP-N292 Daily Warrant Tra Mobile Properties Web Intelligence Jun 22, 2023 4:05 ANl Mobile Properties
Hist
4 FIN-AZAP-N297 Expired Warrants [l 7 Web Intelligence Jun 20, 2023 2:13 PM[Y History
Cat
e FIN-AZ-AP-N347 Warrant with Stat “tegones Web Intelligence Apr 13, 2023 2:05 pM [ Categories
Mark As Favorite )
e FIN-AZ-AP-N349 Pending Paymen Web Intelligence Apr 13, 2023 4:21 [ Mark As Favorite
Details Detaie
W FIN-AZ-AP-N354 Commodity Exp Web Intelligence May 15, 2023 12:12 P
Organize 7 Organize
‘4 FIN-AZ-AP-N372 Final Payments b Web Intelligence Apr 13, 2023 4:54 PM
Send To >
4 FIN-AZ-AP-N377 Contract Paymen Web Intelligence Jun 22, 2023 4:05 avf] S5 T
4 FIN-AZ-AP-N378 Paid Warrants by lssue D.. Web Intelligence May 23, 2023 4:05 AM
P Query Analyze Display
Refresh the report to initiate the prompts. Reports ¥ o ¥

should also be refreshed so users see the most current
data; either one day behind or current data depending
on the report prefix.

Internal Use Only ADOA — GAO 11/03/2023
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Enter Report Prompts

Report prompts are entered to retrieve the desired information from a report. Each report has a different
set of prompts based upon the purpose of the report and its underlying data. This feature will be
explained in more detail in the upcoming “Report Prompts” section of this manual.

Running the Report
After all required report prompts have been entered, the user then needs to click the Run button at the
bottom right of the Prompts window.

Note: The Run button will light up blue when all required fields have been selected.

=] Prompts =
Search Q ™o C Enter Department: » &
[ From Cleared Date: (1) Search or enter value(s) manually
71112022 12:00:00 AM _ _
Department = Department Name =
[ To Cleared Date: (1)
o e ae AAA STATEWIDE SYSTEMS PROCESSING

71312022 12:00:00 AM

[¥ Enter Fiscal Year: o ABA BOARD OF ACCOUNTANCY

2022

v| ADA DEPT OF ADMINISTRATION
[ Enter Department: ) AEA RADIATION REGULATORY AGENCY
ADA
AFA OFFICE OF EQUAL OPPORTUNITY
Enter Fund: :
[All values) AGA ATTORNEY GENERAL (DEPT OF LAW)

Mandatory (4) ResetAll Run = Cancel

Note: While users have the ability to run a report on-demand, it is strongly recommended
that they utilize the report scheduling functionality in infoAdvantage. For additional
information on this feature, see the QRG Scheduling Reports in infoAdvantage available at
https://gao.az.gov/resources/training/gao-training-resources.

Users enter prompts with the Prompts window.

Prompts Window
The Prompts window may appear automatically when a user opens the report (depending upon the
report) and will appear when Refreshing the report.

Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 15


https://gao.az.gov/resources/training/gao-training-resources

AZ360 Manual

& Prompts =
Search Q From Cleared Date: 2 &
[i] From Cleared Date: Enter a date manually 5

Please select at least one value
Selected value(s)

[i] To Cleared Date:

Mo selected value
Please select at least one value

[i] Enter Fiscal Year:

Please select at least one value

[i]l Enter Department:

Please select at least one value

Enter Fund:

(All values)

Mandatory (4) ResetAll

Prompts with an m icon are required. Prompts not displaying the [ i | icon are not required. A user can
enter prompts to further refine what they are looking for.

Note that once a user enters a value in a required prompt and clicks the “+” symbol, the prompt will turn
from the [i | icon to the [V icon.

Users are either limited to one prompt entry or can enter multiple entries dependent on the options
available on the prompt answers page.

= Radio buttons — User is limited to one entry. If a user is not sure if a field is limited to one
value or not, they should click the refresh button on the prompt answers page and a radio
button list will generate if applicable.

= Checkboxes — Users can make multiple selections. If a user is not sure if a field is limited to
one value or not, they should click the refresh button on the prompt answers page and a
checkbox list will generate if applicable.

Radio Buttons

= Prompts B
Search Q ™o Enter Fiscal Year: 2 &

From Cleared Date: Search or enter value(s) manually

Please select at least

DISB Hdr Fiscal Year

[i] To Cleared Date: o
Please select at least one value
[i] Enter Fiscal Year: 1500
Please select at least one value 1901
[i] Enter Department: 1502
Please select at least one valus
1303
Enter Fund:
(All values) 1904
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Checkboxes
| Prompts
Search Q ™o Enter Department:
[i] From Cleared Date: Search or enter value(s) manually
Please select at least one value o o
Department = Department Name =
[i] To Cleared Date:
) AAA STATEWIDE SYSTEMS PROCESSING
Please select at least one value
[i] Enter Fiscal Year: ABA BOARD OF ACCOUNTANCY
Please select at least ons valus ADA DEPT OF ADMINISTRATION
(i] Enter Department: ADA NOT AVAILABLE
Please select at least one value
ADOA NOT AVAILABLE
Enter Fund:
(Al values) AEA RADIATION REGULATORY AGENCY

Entering Criteria into the Prompts

The values entered in the prompts define the data that is returned, and it is very important to enter the

correct criteria.

= infoAdvantage is case sensitive. ‘ada’ is not the same as ‘ADA’. If a user enters ada instead

of ADA, no records will be returned.

= infoAdvantage does exact matches (unless specified in the prompt description). A user has
to know their agency’s data and how it is entered in AZ360 so that they can enter matching
criteria. If in doubt, a user should talk with their financial teams about how their data is

entered.

After entering all search criteria, verify that the selected values

appear under the prompt fields on the left side of the Prompts screen.
If any of the required prompt fields still have “Please select at least

one value” alert listed below them, re-enter the prompt criteria.

IF'l-EElEE' select at least one value

Search Q

14

From Cleared Date: 1

7172022 12:00:00 AM

To Cleared Date: i1

7/312022 12:00:00 AM

Please select at least one value

4

Enter Department: (1
ADA

Enter Fund:

(All values)

The scenario below details the steps involved in running a report in infoAdvantage.
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Running a Report using Report Prompts = /j

L

Scenario 1.

A user has accessed the FIN-AZ-AP-N157 Monthly Paid Warrants report in infoAdvantage and now
needs to enter their agency-specific prompts to retrieve desired agency information. User’s agency-
specific information being entered in this scenario:

From Cleared Date: 07/01/2022
To Cleared Date: 07/31/2022
Fiscal Year: 2022

Department: ADA

Enter report prompts to retrieve desired information.

1. Complete the steps from the “Locate a Statewide Report in infoAdvantage” scenario to call
up the cover page for the FIN-AZ-AP-N157 report. Note that this report is located under the
Accounts Payable folder while the report highlighted in the previous scenario was located
under the Document Catalog folder.

2. Click the Refresh button. Query
I-'_:..
3. Onthe Prompts screen that populates: s

a. With the From Cleared Date field selected, enter 07/01/2022 in the Enter a date
manually field and click the “+” sign.
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A
= Prompts L
Search Q From Cleared Date: 2
[i] From Cleared Date: I Enter a date manually I e
Please select at least one value
Selected value(s)
[i] To Cleared Date:
Mo selected value
Please select at least one value
. < June 2023 > Hours
[i] Enter Fiscal Year:
Please select at least one value Sun Mon Tue Wed Thu Fri  Sat ~
lease select at least one value
22 28 29 30 31 1 2 3 10
[il Enter Department: 2 4 5 6 7 8 9 10 1
Please select at least one value 24 11 12 13 14 15 16 17 “““
N 25 18 19 20 21 22 23 24 1
Enter Fund: = . )
% 25 26 28 29 30 1 2
(All values) -
v
Mandatory (4) Reset All Cancel

b. With the To Cleared Date field selected, enter 07/31/2022 in the Enter a date
manually field and click the “+” sign.

c. With the Enter Fiscal Year field selected, enter 2022 in the Search or enter value(s)
manually field and click the “+” sign.

&l Prompts 5
Search Q o C Enter Fiscal Year: » &
[¥, From Cleared Date: (1) Search or enter value, ally
7112022 12:00:00 AM _
DISB Hdr Fiscal Year =
_j Ta Cleared Date: (1
FI31/2022 12:00:00 AM 2023
[i] Enter Fiscal Year: 2024
Please select at least one value 2025
[i] Enter Department: 2026
Please select at least one value
2027
Enter Fund: =
(Al values) 2028
Mandatory (4) Reset All Cancel

d. With the Enter Department field selected, enter ADA in the Search or enter value(s)
manually field and click the “+” sign. Alternatively, select the checkbox next to ADA
DEPT OF ADMINISTRATION from the Selected value(s) list.
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Enter Department:

)

I Search or enter value(s) manually

| Prompts
Search Q, ™Mo C
E From Cleared Date: 1
71112022 12:00:00 AM
Department
_j To Cleared Date: 2
FI3L2022 12:00:00 AM AAA
[¥ Enter Fiscal Year: o1 ABA

2022 D ADA

[i] Enter Department:

AEA
Please select at least one valus
AFA
Enter Fund: :
(All values) AGA

Mandatory (4) ResetAll

Department Name

STATEWIDE SYSTEMS PROCESSING
BOARD OF ACCOUNTANCY

DEPT OF ADMINISTRATION
RADIATION REGULATORY AGENCY
OFFICE OF EQUAL OPPORTUNITY

ATTORMNEY GENERAL (DEPT OF LAW)

4. Click Run. The report will run and return data based upon the entered prompts.

ra

e

o
%0s

Cancel

Navigating an infoAdvantage report that has been run is similar to navigating in other documents and

programs.

= Page navigation shows at the bottom of the report window. More than one page will be

indicated by 1+.

Go To 1 |r:+fl+|> i | E 8 A

= The view can be scaled using the Zoom control.

Go To 1 of 1+ > E 8 A [

100%

= Back |K <[] andforward buttons move users through the pages.
= Multiple reports can be open at the same time. Click the Expand caret at the top of the
screen to view the other reports that are open. To close a report without saving, click the

icon.

Internal Use Only ADOA — GAO 11/03/2023

Interactive Reporting 20




AZ360 Manual

FIN-AZ-AP-C021 Future Scheduled Payme...E

Currently Open Documents I

FIN-AZ-AP-C021 Future Schedul... ®

FIN-AZ-GL-MN188 Trial Balance b... ®

FIN-AZ-AP-N157 Monthly Paid W... ®

= (Click the Home icon to go to the Home page.
= Click the back button to return to the previously viewed location or report.
=  Some reports have multiple tabs. Select the tab to view the corresponding data.

{ £y CGlinfoAdvantage FIN-AZ-GL-N188 Trial Balance by Dept ~
File Query Analyze Display
Lo C v, ¥ G

FIN-AZ-GL-N188 Summary by Account Summary by Acct 2

= Generated report results can be sorted using the Filter bar and Navigation buttons under
the Analyze banner section.

{ 7y CGlinfoAdvantage FIN-AZ-GL-N188 Trial Balance by Dept ~
File Display
dy  we= i [ O
FIN-AZ-GL-N188 Summary by Account Summary by Acct 2
Navigating a Generated Report rd_L|
Scenario 2.

A user has run the FIN-AZ-DCAT-N522 report in infoAdvantage and now needs to sort their results
before they extract the report to an Excel spreadsheet. Use the Analyze tool to limit report results to
only show Internal Transaction Agreement (ITA) transactions in Draft phase.

Generate the FIN-AZ-DCAT-N522 report in infoAdvantage.

1. Complete the steps from “Locate a Statewide Report in infoAdvantage” scenario to call up
the cover page for the FIN-AZ-DCAT-N522 report.

2. Click the Draft Doc List tab header to call up the report results.
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{ £y ColinfoAdvantage FIN-AZ-DCAT-N522 Draft Doc(s) by Dept ~
File Query Analyze Display
S 1o C Y, ¥ #18 O
FIN-AZ-DCAT-N522 Document... I Draft Doc List IDraft Doc List with Unit ... Query and Filters

Doc Code Doc Dept boc 1D Doc Version Doc Function Doc Status
READA 502987D0121,2 ADA 50298700121 2 Cancellation Rejected
RE ADA 31882B05211 ADA 3188280521 1 New Rejected
READA 31336832212 ADA 31336B3221 2 Cancellation Held
(AD ADA, 2100001734232 ADA 210000173423 2 Cancellation Rejected
|IETEC ADA.220000000053,2 ADA 220000000053 2 Muodification Held

3. Inthe Analyze section, click the Filter icon. Notice the report input controls that appear on
screen and that can be used to filter the report results.

{ 7y GGl infoAdvantage FIN-AZ-DCAT-N522 Draft Doc(s) by Dept ~
File Query = Display
o L o C M| O
® Prompts B Doc Status Doc Function Doc Code
™" 1 Prompts All Values All Values All Values
FIN-AZ-DCAT-N522 Document... Draft Doc List Draft Doc List with Unit ... Query and Filters
Doc Code Doc Dept Doc ID Doc Version Doc Function Doc Status
READA 502987D0121,2 ADA 50298700121 2 Canceliation Rejected
RE ADA 318582805211 ADA 3188280521 1 New Rejected
RE ADA 31336B3221,2 ADA 3133683221 2 Canceliation Held
(AD ADA 2100001734232 ADA 210000173423 2 Cancellation Rejected
IETEC.ADA 220000000053,2 ADA 220000000053 2 Modification Held

4. Click Doc Code All Values.

5. From the drop down menu that generates, unselect the checkbox for All.

Internal Use Only ADOA — GAO
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< ﬁjﬁ\ CGl infoAdvantage

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept ~

File Query Analyze Display
5 L o C ¥ 8@ O
® & Prompts B Doc Status Doc Function Doc Code
*" 1 Prompts All Values All Values All Values
FIN-AZ-DCAT-N522 Document... Draft Doc List [ | Search Q| e

Doc Code Doc Dept Doc | All Doc Function Doc Status
RE,ADA 502087D0121,2 ADA 5029871 AD Cancellation Rejected
RE,ADA, 31882B0521,1 ADA 318328 Mew Rejected
RE,ADA,31336B3221,2 ADA 313368, CLADJ Cancellation Held

AD ADA,210000173423,2 ADA 210000¢ - Cancellation Rejected
IETEC.ADA 220000000053,2  ADA 220000 Modification Held
D, ADA,220000018930,2 ADA 220000 CRWP Cancellation Rejected
CLADJ ADA,9384A0420,2 ADA 9334A0. Modification Rejected
CLADJ,ADA,9384A0420,2 ADA 938440 GAE Modification Rejected
IETEC,ADA21COR,1 ADA 21COR GAEIVI Mew Rejected
ITIOR,ADA,EV18003.2 ADA EV1800 Modification Rejected
RE,ADA 602480M0521,2 ADA 5024301 GAEIV2 Cancellation Rejected
ITIOR,ADA,PS180001-5,2 ADA PS1800 Modification Rejected
ITA,ADA,ADDS0D210100.2 ADA ADDS0L GAX Modification Held
ITA,ADA,ADDSOM210601,2 ADA ADDEON Modification Held
ITIOR,ADA, 220000000268, 1 ADA 2200001 Reset Mew Held
o oo caaru o s = PrpY=Y) AP = —

6. Scroll down and select the checkbox for ITA.

7. Click OK.

< ﬁﬁ\ CGl infoAdvantage

FIN-AZ-DCAT-N522 Draft Doc(s) by Dept ~

File Query Analyze Display
5 Lo C ¢ B\ O
® @ Prompts B Doc Status Doc Function Doc Code
*" 1 Prompts All Values All Values All Values
FIN-AZ-DCAT-N522 Document... Draft Doc List [ | Search Q| @&

Doc Code Doc Dept Doc ID IETAT Doc Function Doc Status
RE,ADA 502087D0121,2 ADA 5020871 IETEC Cancellation Rejected
RE,ADA 31882B0521,1 ADA 318828 Mew Rejected
RE,ADA,31336B3221,2 ADA 313368, IETOP Cancellation Held
(AD,ADA 2100001734232 ADA 210000 IETPR Cancellation Rejected
IETEC.ADA 220000000053,2  ADA 2200001 Modification Held
(AD,ADA,220000018930,2 ADA 2200001 IPO Cancellation Rejected
CLADJ,ADA, 938440420 2 ADA Modification Rejected
CLADJ,ADA, 938440420 2 ADA : Modification Rejected
IETEC.ADA 21COR, 1 ADA 21COR Tl Mew Rejected
ITICRADA EV12003,2 ADA EV1800 Modification Rejected
RE,ADA 602480M05621,2 ADA 6024801 ITIOP Cancellation Rejected
ITICP.ADA PS180001-5,2 ADA P51800 VDWTL Modification Rejected
ITA ADA AD02OD210100,2 ADA ADOSOC Modification Held
ITA ADA ADOSOM210601,2 ADA ADOSON Wodification Held
ITICR.ADA, 2200000002681 ADA 2200000 [ 1 Reset I m ew Held
UCTAT ADS DO BADI CDO0D 4 AT ha b T T m] | Loass O im ]
Internal Use Only ADOA — GAO 11/03/2023 Interactive Reporting 23



AZ360 Manual

8. Notice that the report results are now limited to only show ITA transactions in Draft phase.

< B Slioadanage FIN-AZ-DCAT-N522 Draft Doc(s) by Dept v a ®©° @ QO

File Query | Analyze Display

s L o= C & [l =] 8
® Prompts B Doc Status Doc Function Doc Cade
@ Alvaues~ Alvatues ™

L322 Document...  Draft DocList  Draft Doc List with Unit..  Query and Filters

. Doc Hdr Doc Hdr Doc Hdr Doc Hdr Doc Hdr Document I I Trans. Vend
Doc Dept Doc ID Doc Version Doc Function  Doc Status. ActualAmt  Closed Amt_Creation UserID Creation Date _ Description Doc Phase Code M Doc Unit Code i Y200
AD: T

77 ADA ADTBGDZ 01002 [ AR ADvEOD210100 z Wodteation e 7460 000 Toseed ver32021 | B2 [ |
72D ADtB v 10601,2 [l ADA ADOROZ1060T z Wodieation e 111746 R LR KOOATiAILRoOW IS [ b [ |
7.0 220000000473, 7R Za00000414 T Now e 50 060 03063 w8021 | B2 [ |
7240 N R 7 Now e o 560 Tase64 52022 Po=r [ |

Son Za0000000093 T Now Reedd ERIOGER 000 Tr7ees v ____roor uime oo |

Doc Code Doc Phase Code

ITAADA ADOSODZ210100,2 Draft
ITAADA ADOBOMZ210601,2 Draft
ITAADA, 2200000004141 Draft
ITAADA 230000000005, Draft
ITAADA 230000000093, 1 Draft

9. The filtered report results can now be exported if desired.
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Exporting and Printing the Report

Users have the choice of exporting a report as an Excel spreadsheet or a PDF static document.

When exporting, users have several options available dependent on the specific report’s input controls.
For the FIN-AZ-DCAT-N522 report, the following export options are available:

FIN-AZ-DCAT-N522 Document Detail — Draft Documents

=  Exports some report columns along with the report cover page.
Draft Doc List (Current Report)

= Exports only data that has been filtered after the report has been run. In the

previous scenario, the results were limited to ITA transactions in Draft phase.

Draft Doc List with Unit and District

=  Exports all data from the Draft Doc List with Unit and District report column.
Query and Filters

=  Exports explanations from the report developer on the queries and filters used to
create the report.

Export to ra

@E Excel Excel
G‘ PDF Content Options
(x> HTML

®) Reports
T

Search Q
fm csv

All reports

FIN-AZ-DCAT-N522 Document Detail - Draft Documents

i _: Draft Doc List (Current Report)

Draft Doc List with Unit and District

Query and Filters

Cancel

Users can select multiple options if required and the different exports will appear as separate tabs in the
same Excel spreadsheet.
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All reports
FIN-AZ-DCAT-N522 Document Detail - Draft Documents
+| Draft Doc List (Current Report)

Draft Doc List with Unit and District

Reports are exported from infoAdvantage first in order to print. They should not be printed directly from
infoAdvantage.
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More InfoAdvantage Skills

This manual previously
discussed the 1 - Statewide
Reports and Department
folders. Each agency has its
own On Demand Reports
folder, available by selecting
Department Folders, the
desired department’s folder
and then clicking On Demand
Reports.

The On Demand Reports folder is
further broken down by agency
functional area.

[5] My Subscribed Alerts
~v [5] Public Folders

> [ 1- Statewide Reports

v [5] Department Folders I

> [F] AAAReports

> [E] ABA Reports

~ [=] ADA Reports I

v [5] On Demand Reports

> [F] ADOA Accounting

> [=] ADOA Budget

> [=] AFA Reports

Public Folders / Department Folders / ADA Reports /

Title

[=] onDemand Reports I

Favorites

> [] DOAReports

v [5] DTAReports

Title

v [5] On Demand Reports

> [5] Accounts Payable
Accounts Receivable
ACFR

BREAZ

Budget

FHWA

Fixed Assets

W W W W W W W

FPCM

=] Accounts Payable

Accounts Receivable

ACFR

[

BREAZ

|

Budget

[

FHWA

Fixed Assets

FPCM

General Accounting

Program & Project Funding

]

RFTA - Revenue Accounting

User Folders

Users can organize frequently used reports by adding favorites.

To save a report as a Favorite:

1. Complete the steps from the “Locate a Statewide Report in infoAdvantage” scenario to

generate the desired report in the Selected Folder grid.

2. Click the 3-dot menu that corresponds to the report and select Mark as Favorite.

Internal Use Only ADOA — GAO
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Selected Folder

. Public Folders / 1 - Statewide Reports / Budget Control /

Title = Favorites = Type
O e FIN-AZ-BG-N118 Budget Structure 95LV7 R... Web Intelligence
ye FIN-AZ-BG-N135 Rev and Exp by Unit and .. Web Intelligence
ye FIN-AZ-BG-N139 Administrative Adjustments Web Intelligence
ye FIN-AZ-BG-N140 Rev and Exp by Task and ... Web Intelligence
e FIN-AZ-BG-N141 Budget Structure 90LV1 B... Web Intelligence
e FIN-AZ-BG-N143 Current Allotment by BFY Web Intelligence
s FIN-AZ-BG-N144 Quarterly Allotment vs. A... Web Intelligence
e FIN-AZ-BG-N145 Budget Structure 93Lv3 ... Web Intelligence
e FIN-AZ-BG-N146 Budget Structure 91LV4 ... Web Intelligence
e FIN-AZ-BG-N147 Budget Exp by Program, ... Web Intelligence
e FIN-AZ-BG-N149a Budget Structure 90LV1 Web Intelligence
e FIN-AZ-BG-N149b Budget Structure 90LV1 ... Web Intelligence
5o FIN-AZ-BG-N197 Budget Structure 92LV4 .. Web Intelligence

Description

Jun 22, 2023 1:35 PM H

Apr 4, 2023 4:21 PN 7o
Jun 22, 2023 1:43P view Latest Instance
Jun 15, 2023 4:04 A Copy Opendoc Link
Jun 16, 2023 3:03P properties

Jun 15, 2023 4:04 A Schedule

I Mark As Favorite

May 1, 2023 1:22 P| Mobile Properties

Jun 7, 2023 1:27 AN History

2023 1:27 AN Categories

il Mark As Favorite

May 1, 2023 11:23 4 Details

Jun 5, 20;

May 1, 2023 1:28 P| Organize -

Jun 22,2023 1:37p Send To ;

3. Once complete, the report will have a blue star added to the corresponding Favorites

column denoting its updated status.

Titte =l Favorites = fype Description Last Updated
s FIN-AZBGN118 Budget Structure 95LV7 R... * Veb Intelligence Jun 22,2023 1:35 PM
s FIN-AZBG-N135 Rev and Exp by Unitand ... Veb Intelligence Apr 4, 2023 4:21 PM

4. In addition, when the user navigates back to their homepage, the report will also be listed

under the Favorites folder section.

CGl infoAdvantage Bl Launch Pad -~

Home  Favorites  Recent Documents  Recently Run  Applications

Folders Categories Documents Bl Inbox

(= Q ol

Favorites
FIN-AZ-BG-N118
Budget Structure

Jun 22, 2023 1:35 PM

~e

Instances

Recycle Bin
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5. Toopen areport in favorites, click on the report.

6. To remove the Favorites feature, click the 3-dot menu on the Favorites

reports folder and select Remove from Favorite. FIN-AZ-BG-N118
Budget Structure
Jun 22, 2023 1:35 FM
Any reports in the Recent Documents or Recently Run sections of the user’s
homepage can also be added/removed from Favorites by clicking the report

folder 3-dot menu. * l I

e

i View

View Latest Instance

A report folder can also be added/removed from Favorites by following the

same steps. Copy Opendoc Link
Properties
. Schedule
Favorltes Mobile Properties
History
Budget Control FIN-AZ-BG-N118 Categories
Mar 21, 2023 6:21 PM Budget Structure f Femove From Faverie
Jun 22, 2023 1:35 PM Details
Send To
b od
* *

There are times when reports either do not generate or do not return the expected results. Common
issues and potential solutions are listed in the table below.

Table 3: Common Report Issues

Possible Issue Cause Possible Solution
Report prompt window run button is grayed out Ensure that all required prompts have been
entered.
Reminder: The Run button on the Prompt screen
will light up blue when all required prompts have
been entered.
Report does not generate Ensure that all entered prompts are accurate.
Too much data was returned and the report
erred as a result. Consider utilizing more report
prompts to minimize results.

Report returned too much information Consider utilizing more report prompts to
minimize results. Limit the data!
Report does not return the expected data Ensure that all entered prompts are accurate.

Consult agency financial team to ensure report
prompts are entered in such a way to align with
how agency data is entered into AZ360.
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Custom reports may be developed by submitting a Change Request to the GAO Reporting Team. Only
certain individuals within an agency can submit a Change Request.

When deciding if a Change Request is needed, first:

= Use the infoAdvantage Reports Dictionary to ensure that no current report is available.

= Ask colleagues about what they are doing to retrieve the data, and/or for tips and tricks.

= [f the needed report does not exist, find one that is as similar as possible to provide as a
starting point for the GAO Reporting Team.

= Contact the agency’s Agency Coordinator for next steps. The Agency Coordinator will decide
the best course of action.
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