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Accessing the Reports Notes

el (LSO tprerhisr e iOLAP Finanecisl Rapadtr (10 Reparts

= o b
mewaern ] ) ®) 8) =) =)
3 Mskon i resw fokdes ﬁfﬂ_m board_bos... bowrd bow., chengs_res.. Porscmtil.. ol men_
i Fublichthis Folder bo he s

el
El

2 Erered_repi

1. Open Microsoft Excel
2. From the menu, choose File/Open.
3. Browse to the \\dynshare\OLAP Financial Reports\I[PM Reports location on the
server.
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4. Select the file you want to run:

e board_book_summary
e trend_report_

e Olap_Board_Book__

e adjustmt_sheet new

e gl_main_adjustments

e change_request_forms

5. Click Open.

7/14/2023 30of 16



Drop down list/settings -ﬁ
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The board_book_summary.xls workbook displays a summary of the divisional activity,

Board Book Summary

per period, per year.

1. From the menu, choose File/Open.
2. Browse to the W\OLAP Financial Reports\IPM Reports location on the server.
3. Select board_book_summary.xls.
4. Click Open.
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From the drop down lists at the top of the worksheet, select the Month and

Year you would like to view.

The third drop down list shows the adjustments made, original amount and
Total of the original Amount and any adjustments. You can select each item

separately.

After making your selections, hit the F9 key to refresh.

Select File/Print to print the report.
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These reports
offer grouping to
minimize each of

Trend Report

The trend_report_.xls workbook displays a summary of the divisional activity for the
entire year. This report shows each of the allocated cost reports under separate

worksheet tabs.

1. From the menu, choose File/Open.

2. Browse to the \\dynshare\OLAP Financial Reports\IPM Reports location on the

the quarters.
Click the + sign to
expand, the —
sign to collapse.

Select a different
panel tab to see
the yearly
allocated report
detail
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server.
3. Select trend_report_.xls.
4. Click Open.
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After opening this report, hit the F9 key to refresh the data.
Select File/Print to print the report.

® N o O

Hit the F9 key on each page to refresh the data.
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Select another tab at the bottom to see a different allocated report.
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Each page of
the board book
is numbered on
a separate sheet
of the workbook

The TOC worksheet
tab is an interactive
Table of Contents.
Click on the report you
want to view and the
page will open
automatically. It
makes report
navigation easier.
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The Olap_Board_Book_.xls workbook displays all of the reports from the Board Book

Olap Board Book

Financial Reports. Each report is located under a separate worksheet tab.

1. From the menu, choose File/Open.
2. Browse to the \\dynshare\OLAP Financial Reports\IPM Reports location on the
server.
3. Select Olap_Board_Book_.xls.
4. Click Open.
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The TOC worksheet tab is an interactive Table of Contents. Click on the report you

want to view and the page will open automatically. It makes the navigation of the

reports easier.
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Olap Board Book (cont.)

5. Use the arrow key M| at the bottom of the window to navigate to the last
worksheet.

6. Select the Olap Info Sheet to select the date and year to run the reports.

| ) E F [ @ ] [ L W

|
y
|

Olap Info
Sheet tab

= oo

7. From the drop down lists at the top, select a month and a year.

Select the time period
and the year from the T B E E R e T
drop down lists —_—

|
Y
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8. Hit the F9 key to refresh the entire workbook based on the settings you have
selected.

9. From the File menu, select print.

Print
Printer
Mame: 58 \inydc 1NYACCTROOZ [+ [
Status: Idle
Type: HP Color LaserJet 3000 PCL & [

‘Where: USiMewYorkCity )/ 100Wall28thFloor
Comment:  Ron Sella's Group HP Color LI 3000

Select Entire ' PR Vans Copies
workbook to print ®al

the whole book  ———————————reeree . = 1o

Print what Ijg Ijg %
() Selection 0

Mumber of copies: |1

<

10. Click OK.

7/14/2023 7 of 16

Notes




Make Adjustments

1. From the menu, choose File/Open.
2. Browse to the \\dynshare\OLAP Financial Reports\IPM Reports location on the
server.
3. Select adjustmt_sheet new.xls.
4. Click Open.
Select month, year . g e 5 ) S N 1
and Adjustment W — — L L ——
from the drop down |1 = — :
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5. From the drop down lists at the top of the sheet, select the month, year and be
sure to select “Adjustments”.
6. Enter the values in the summarized accounts for each of the divisions.
7. Hit Enter after each entry.
8. Hit the F9 key to send the adjustments back to Olap.
Because of the formulas in this worksheet, if an adjustment
needs to be reset, do not hit the delete key. Replace the value
with a 0.
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GL Main Account Report

A report has been created that displays which GL Main accounts make up each of the
summarized account in the IPM database.

1. From the menu, choose File/Open.
2. Browse to the \\dynshare\OLAP Financial Reports\IPM Reports location on the

server.
3. Select gl_main_adjustments.xls.
4. Click Open.

5. Select the following information from the drop down lists:
a. Summarized account from IPM/Board Book

b. Month

c. Year

d. Company
e. Department
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All of the
accounts from
the hiearchy is
available in this
list.

Filter the
accounts
without any
data
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GL Main Account Report (cont.)

6. From the list of the Summarized accounts, make a selection:
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7. Hit the F9 key to refresh the report.

All of the accounts will display, even the ones without data. This could make for a large
report with a lot of empty pages. In order to minimize the size of this report, a filter has
been added to hide all rows that have no data.

8. From the drop down filter, select O to hide all accounts without data.
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Select the Show all option in the filter to reset the list before
making changes to the account list.
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GL Main Account Report (cont.) Notes

The result report without any zero rows displays:
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Modify Reports

If you need to make an adjustment to an account that isn’t listed, you can make
changes directly to any of the worksheets.

1. Insert a blank row in the Excel worksheet.
2. For the accounts, select the inserted row in Column B.
3. From the PowerOlap menu, select Select -> Members...

[ powertias | window
You can also use the Hodeler

= | By Shem,,
icon on the

PowerOlap toolbar. : -
..

4. In the member selection box, choose Account from the Dimension drop down
list.

Hierarchy ] M mtmdis g |;

# E Vaisrce
- E Lol Clatiny

5. The accounts will display in the left pane of the dialogue box. Click to highlight
the accounts to be added to the worksheet.

6. Click the 1' icon to copy the accounts to the list on the right pane.
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Modify Reports (cont.) Notes

7. For the Fill drop down list, select Down to populate the rows with the accounts

selected.
[selectMombers
Dimension: [Meaae =
= : Membart
H Iw.]mm | G
T Lt
=
8. Click OK.

9. Copy the formulas in column B through column J to the new account rows.
10. Hit the F9 key to refresh the data.
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Change Request Form Notes

When there is a need to request a new account, the Change Request Form must be
filled out and submitted.

N I FI ?:':% *For mulitiole ac|
e attached spreadl
¥ 000!
Change Request
1 2
3 4
5 Requested By: | | Asdgned toe | Oate:
Requasted Date: | oz.0g-2007 #pprowved by: | Date:
Email Address: J
6
7
Reason for Request:
1 Requested By: Name of the requestor.
2 Assigned to: Person who will apply the changes.
3 Requested Date: Date of the original request.
4 Approved by: Approval by Gail or Tom Beach.
5 Email Address Requestor’s email address.
6 Reason for Request Description of why the request has been made.
7 System Which system (FRX, Great Plains, or Olap) does
this account need to be created.
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Change Request Form (cont.)

When there is a need to request a new account, the Change Request Form must be
filled out and submitted.

10
11

12

13

™ Hew Account |

™ New Division I

™ Mew Company |

. a
Type of Change

Accourt Humber

b c d e

Divwision Report Group  paL

f-j

Level 1

| Corporate 7| | Occupancy 'l " Balarce Sheet

Level 2 Level 3 Level 4

Hame

Description

Name

Description

Department Mame
Mew Departrment

Mame of Report

Description

Report Detail =

~ Mew Report ‘

Hame of Report

Modify Report - Details

"~ Modify Report ‘

14
15
16

New Account

Check this box if a new account needs to be
created.

a. New account number to be assigned.

b. Which Division the account number is to be
assigned.

c. Which report group should the account number
be assigned.

d. Is the account a P&L account or Balance Sheet
account?

e. If the account should mimic an existing account’s
settings, specify the originating account.

f-i. CMO levels 1-5 that are assigned to the
account.

New Division

Check this box if a new division needs to be
created.

Specify a name and a description if a new division
needs to be created.

10

New Company

Check this box if a new company needs to be
created.

Specify a name and a description for the new
company.

Notes
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Change Request Form (cont.)

11

New Department

Check this box if a new department needs to be
created.

Specify a name and a description for the new
department.

12

New Report

Check this box if a new report needs to be created.

Specify a name and the details of the report which
needs to be created.

13

Modify Report

Specify the name of the report and the details of
that report to be modified.

14

Completed by:

The person who has made the changes on the
system side.

15

Reviewed By:

The requestor who has reviewed the changes
made.

16

Accepted By:

The requestor has agreed the changes are correct.
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