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Accessing an Impromptu Catalog

A catalog contains all the information necessary for Impromptu to access and retrieve
information from the data warehouse. It contains information about what database to access,
where the database is stored, and how the tables in the catalog are joined.

To open a catalog

When you initially start Impromptu and attempt to create a new report, you are automatically

prompted to open a catalog. If you open an existing report, the catalog associated with that
report opens

[CTTBM Cognos T &
File View [Catalog | Tools Help
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1. Selecting the Catalog tab on the tool bar

The Open Catalog screen will appear.
to Open or close a catalog.
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S

Look n: | |, CATALOGS ~| = & ef E

Marme ° Date modified Type Size
[#0 Wtest2.cat 10/3/2011 2:34 PM Cognos Impromp... &l
1| I} b
File name: || Open

Files of type: ICataIugs {"CAT)

FaztFind

AddtoFastFind |

Connecting to Impromptu

Your Action...

System Response

2. Select the appropriate catalog to access
the data base.

The Catalog Logon screen will appear.

T

— Catalog

Idzer clags:

FPazzwaord:

—Databaze

zer ID:

Pazzwaord:

¥ Connect to the database

v fhways show this dialog
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Your Action... System Response
3. Choose User from the user Class Drop The Catalog Logon screen will appear.
down Menu.
4. Enter Userid and Password under Data
Base
5. Choose OK. Once you have logged in to a catalog, you
will remain logged in until you close
Impromptu

Building an Ad Hoc Report

There might be times when there is not a standard report that satisfies your reporting needs. In
that case, you will need to build an ad hoc report. You will start by creating a new report and
adding the columns of your choice from the catalog. You will then have the ability to set it up
with your own groupings, filters, and format.

Creating a New List Report
A List report is a report made up of any number of columns. New reports can be created by

clicking the New button on the Power Bar. It opens the default template which includes the
State of Mississippi logo and is set up to print in landscape format

Your Action... System Response
1. Choose the New button on the Power The “Type the title of the report” screen will
Bar. appear.
[ Impromptu Report Wizard | ? dhr

=k apaaa na
e e AT |rm_p~f
R “’“I_&’ﬂwm_ Type the title of the report.

wiok ] =3

I
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I.‘.'1-u—-ﬁ.-rir H "/ \ﬂ\
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ot w2 A
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il Hi‘ e it e
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l-|
I ,v,rm:p»a.-,u, | T :'-‘.‘:\. I

Cancel | Mest =
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Your Action...

System Response

2. Choose Next.

The “What kind of Report would you like to
create?” screen will appear.

-

Impromptu Report Wizard

L2 | 1

What kind of report would you like to create?

(¥ List report

" Crosstab report

For a crosstab report, you need either a
crosstab template or a list template

Cancel

Your Action...

System Response

3. Choose Next.

After creating a new report, the Query Dialog
box opens automatically. The Catalog box
below shows the highest-level folders
contained within the catalog.

OR

When a new report is created by selecting the File/New command, Templates can provide a
head start with both the contents and the layout of a report. With the Impromptu templates, a
user can simply add the appropriate data to the template to create a report. Several basic
templates have been designed specifically for the State of Mississippi. The default template on
the palette is labeled Mississippi Landscape. The Mississippi Portrait template also contains the
log, but defaults to a vertical orientation. The List Report template is blank (without a logo,

header, or footers).

Your Action...

System Response

1. Choose the File/New command.

A Palette window opens showing six
templates.

Page 6 of 32



4103 — MERLIN Building an Ad Hoc Report V6 12/05/2016

Mew

FastFind |

@ @ @ @ &dd to FastFind

Crosstab Form Letter Grouped Grouped List Set as Default
Crosstab

@ @ @ W Preview

Mailing Labels BLESEEES Simple List Stored

Landscape Procedure

— Create new
= Report
" Template

Browse. .. |
[ ok | canced | Wizan..

Your Action...

System Response
4. Select OK.

After creating a new report, the Query Dialog
box opens automatically. The Catalog box
below shows the highest-level folders
contained within the catalog.

Page 7 of 32



4103 — MERLIN Building an Ad Hoc Report

V6 12/05/2016

-

Query

(2 [ |

Catalog:

Data |Snrt I Group I Filter I Acoess I Profile I Client/Server

Query data:

E-{Z] SPAHRS Human Resource
&2 SPAHRS Paymoll

l:l Cortracts

l:| Financial

-2 Property

-0 Travel

l:| Bureau of Buildings

= |

Data source:
ICataIng

=)

Browsze. .. |

=]

EdtDefinion.. |

Build Crozztab |

b ark. for [nsertion |

Users can now open many levels of embedded folders in the Catalog box to see the data items

available for the report.

Description

5. Select OK.

contained within the catalog.

After creating a new report, the Query Dialog
box opens automatically. The Catalog box
below shows the highest-level folders

Folders--meaningful groupings of information (e.g., Budget Ledger Details, General Ledger

Details)

I:| SPAHRS Human Resource

-0 SPAHRS Payroll

-1 Contracts

&+ Financial

- Property
E-1 Travel

&-{Z Bureau of Buidings

H-23 Training
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Columns - individual items of information (e.g., Agency Name, Agency Number, Fund Name,

Fund Number)

=3 Financial

D Budget Ledger Detail
Ela General Ledger Detail
.- Dollar Amount

-] Acct Type Cd

- Acct Type Name
D Agency/Fund
-3 Time Period
&3 Account Codes
{23 Vendor/Provider
-3 Transaction
&7 Federal

-3 Other Codes
-3 Other Details

LS5 Indinatas

m

Conditions - saved condition (e.g., Encumbrances) and calculation (e.g., Budgeted and Non-
Budgeted Expenditures) specifications

-1 Time Period
&0 Accourt Codes
-1 Vendor/Provider
-] Transaction
-2 Federal
-1 Other Codes
-2 Other Details
&1 Indicators
=423 Transaction Fitters
. @1 Expenditures
&-{Z] Revenue
- Assets Fiter
.7 Lizbilties Fiter

..... FA Mra=tine MNata

‘. ¥ Fund Balance Fiter

m
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The Training Catalog

During your Impromptu training, we will focus on financial information in the Training section of
the catalog. It is divided into three main folders — Fund/Object, Vendor/Fund/Major Object, and
Code Tables. As you examine the hierarchy, you will see layers of folders and within those
folders, columns you will want to use for your reports. Only columns at the very highest level
are included in the following description.

Folder: Training
Folder: Fund/Object
Folder: Agency/Fund
Folder: Time
Folder: Account Codes
Org Code
Activity Code
Bud Function Code
Folder: Dollar Amounts
Folder: Expenditures
Folder: Encumbrances
Folder: Pre Encumbrances
Data Source
Folder: Vendor/Fund/Major Object
Folder: Agency/Fund
Folder: Time
Folder: Account Codes
Folder: Vendor
Folder: Vendor Addtl Info
Folder: Vendor Minority Certifications
Folder: Dollar Amounts
Folder: Expenditures
Folder: Encumbrances
Folder: Pre Encumbrances
Data Source
Folder: Code Tables
Folder: Agency Info (SAAS)
Folder: Address
Folder: Provider Information

Choosing the Data

The Data tab in the Query Dialog box displays the contents of the catalog from which you can
select the data items you want in your query. You can select data items in the Catalog box and
add them to the Query Data box by:

e Dragging columns to the Query Data box
e Selecting columns and choosing the Add button, or
e Double-clicking a column in the Catalog box
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-

Query I. ? L

Data lSnrt ] Group ] Fitter ] Access ] Profile ] Client /Server

Catalog: Query data:
[-(C SPAHRS Payroll

{:I Contracts

l:| Financial

-0 Froperty

{:l Travel

Cl Bureau of Buildings

{:I Training

B

t v

Diata source: |

Catalog ﬂ |

The order of the columns in the Query Data box determines the column order in the report.
Columns can be moved and dragged to another location within the Query Data box. Columns
can be removed from the query with the Remove button. Columns can also be added that do
not display in the report by selecting the column and choosing the Mark for Insertion button to
toggle the insertion status to off.

Exercise 1
The purpose of this first ad hoc report, is to create a report similar to the Expenditures $

standard report. The report should reflect expenditures greater than $10,000 for January 1997.
It should be sorted by Bud Exp Amt and grouped by Agency name as shown below.

Your Action... System Response
1. Choose the New button on the Power The Impromptu Report Wizard box will
Bar. appeatr.

2. Choose Next. The “What kind of Report would you like to
create?” screen will appear.

3. Select List Report and choose Next. After creating a new report, the Query Dialog
box opens automatically. The Catalog box
below shows the highest-level folders
contained within the catalog.
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Query

Data ] Sort ] Group ] Fiter ] Access ] Profile ] Clierlt:"Sewer]

Catalog:

{:l SPAHRS Human Resource
B-{Z3 SPAHRS Payroll

{:l Contracts

-1 Financial

&-{C1 Property

=23 Travel

=23 Bureau of Buildings

-3 Training

Data source:

Catalog j

Query data:

0 |

t [

oK |

Cancel |

Your Action...

System Response

Add Columns to the report:

Expand the Training folder.

Expand the Fund/Object folder.

Expand the Agency/Fund folder.

Double click Agency Nm (SAAS) and
Agency Nbr (SAAS) to add them to the
Query Data box.

Collapse the Agency/Fund folder.

Expand the Time Period folder.

Double click Budget Year, Accounting
Month, and Allotment Period to add
them to the Query Data box.

Collapse the Time Period folder.

Expand the Account Codes folder.

Double click Minor Obj Code and Major
Obj Code to add them to the Query
Data box.

Collapse the Account Codes folder.

Double click Org Cd, Activity Code, and
Bud Function Code, located under the
Account Codes folder, to add them to
the Query Data box.

Expand the Dollar Amounts folder.

Expand the Expenditures folder.

Double click Bud Exp to add it to the
Query Data box.

Choose Finish.

The report will appear.
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1) 18M Cognos Impromptu - [Report?]

) File Edit View Insert Format Catalog Tools Window Help
D & (== s 1 T | C® v -A~-O® [T Al 10 L] ERCWE =)
B penditures by Agency
B
‘E MERLIN DSS
® Agency Nbr (SAAS) Agency Nm (SAAS) Budget Year [ Accounting Month | Allostment Periad | Major Obj Code | Minor Obj Code | Org Cd | Activity Code | Bud Function Code | Bud Exp
411 ECONOMIC DEVELOPMENT 2000 07 2 B 61230 W917 [0008 AG 97.94 i|
391 SOUTH MS STATE HOSPITAL |2000 12 2 Al 60110 0011 3911 HS 131
235 REHABILITATION SERVICES 2001 04 1 A2 60311 2310 sw 65.95
235 REHABILITATION SERVICES 2001 04 1 A2 60320 2310 sw 156.33
235 REHABILITATION SERVICES 2001 04 1 A2 60360 2310 sw 134.33
235 REHABILITATION SERVICES 2001 04 1 B 61440 2310 sw 24931
235 REHABILITATION SERVICES {2001 04 1 B 51490 2310 sSw 21.00
235 REHABILITATION SERVICES 2001 04 1 B 61690 2310 SwW 62.00
235 REHABILITATION SERVICES  |2001 04 1 C 52130 2310 sw 0.00
235 REHABILITATION SERVICES {2001 04 1 C 62140 2310 swW 0.00
B 235 REHABILITATION SERVICES 2001 04 1 C 62475 2310 sw 72468
= 235 REHABILITATION SERVICES {2001 04 1 D2 53330 2310 sw 631.15
235 REHABILITATION SERVICES 2001 04 1 A2 60320 12360 sw 65.33
235 REHABILITATION SERVICES {2001 04 1 B 61440 2360 sSw 152085
235 REHABILITATION SERVICES 2001 04 1 B 61690 2360 sw 521299
235 REHABILITATION SERVICES 2001 04 1 B 61938 12360 sw 6.95
235 REHABILITATION SERVICES {2001 04 1 C 62120 2360 sSw 0.00
235 REHABILITATION SERVICES 2001 04 1 C 62130 2360 sw 2041
235 REHABILITATION SERVICES 2001 04 1 A1 60010 12361 sw 110.39
235 REHABILITATION SERVICES 2001 04 1 A1 60110 2361 sw 10.76
247 EDUCATIONAL TV 2000 " 2 B 61651 RCOM PE 1105.07)
247 EDUCATIONAL TV 2000 1 2 B 61683 RCON PE 704
247 EDUCATIONAL TV 2000 1" 2 B 61651 RHIS PE 225.00
247 EDUCATIONAL TV 2000 " 2 Al 60120 RLED PE 228
247 EDUCATIONAL TV 2000 1 2 A2 60305 RLED PE 3427
247 EDUCATIONAL TV 2000 1" 2 B 61651 RLEO PE 356880
247 EDUCATIONAL TV 2000 1 2 B 651683 RLED PE 273.03
247 EDUCATIONAL TV 2000 1" 2 A2 60410 RMO0 PE 25381
247 EDUCATIONAL TV 2000 1 2 A2 60411 RMO0 PE 461.70
247 EDUCATIONAL TV 2000 1" 2 A2 60460 RMO0 PE 25.70]
247 EDUCATIONAL TV 2000 1" 2 B 61651 RMO0 PE 3175.00
247 EDUCATIONAL TV 2000 1 2 B 61652 RMO0 PE 601.09
247 EDUCATIONAL TV 2000 1" 2 B 61653 RMO0 PE 163.90
247 EDUCATIONAL TV 2000 " 2 C 52420 RMO0 PE 20.79
247 EDUCATIONAL TV 2000 1 2 Al 60120 RMRO PE 734 =
Data Warehouse Catalog 3 100+ |@
:
Your Action... System Response

5. Sort the Data by Budget Expenditure
Amount in Descending Order.

Select Report located on the Menu Bar.
Select Query from the drop down menu.

The Query dialog box will appear.
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Query w32
Data Group ] Filter ] Access ] Profile ] Clierrt,-"Seru'er]
Catalog: Query data:
D SPAHRS Human Resource | e 1 Agency Mbr (SAAS)
D SPAHRS Payrat | b ] Agency Nm (SAAS)
D Cortracts mp | b ] Budget Year
D Frnancial 7 | & ] Accourting Marth
D Property | e 3 Allotment Period
B Tave &l | =] Major Obj Code
D Bureau of Buildings T | & 1 Minar Obj Code
m-Z3 Trining | e £ Crg Cd
----- ] Activity Code
----- [ Bud Function Code
----- 9 Bud BExp
--[fg Total (Bud Exp) Mo.1 for repaort]
Data source: |
Catalog ﬂ Build Crosstab |
ok | cancel |
Your Action... System Response
Continue. The Query Sort tab screen will appear.
Select the Sort tab in the Query dialog
box.
Query 7 _E:Z
Data Sart ]Grc:up ] Filter ] Access ] Profile ] Client,-"Senrer]
Saort order:
= BudEBEq
 Total (Bud BExp) No.1
B Agency Mbr {SAAS)
B  Agency Nm {SAAS)
1 Budget Year
[ Accounting Morth
B Allotment Period
1 Major Obj Code
1 Minor Obj Code
] OrgCd
B Activity Code
[ Bud Function Code
Dont Sort Ascending
oK Cancel
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Your Action...

System Response

Continued.

Select Bud Exp.
Select the Descending button.

6. Group the data by Agency and Major
Object Code

Select the Group tab in the Query dialog
box.

Select Agency Nm (SAAS).

Select the Group button.

Select the Agency Nbr (SAAS).

Select the Associate Button.

Double click on the Major Obj Code.

P

Query

Data ] Sort Group lFiher ] f-‘u:u:ess] Profile ] Client/Server
[ Auto-group

Group order:

Total (Bud Bxp) No.1 for report]
Agency Nm [SAAS)
Agency Mbr (SAAS)
Major Obj Code
Budget Year
Accourting Morth
Allotment Period
Minor Obj Code

Cirg Cd

Activity Code

Bud Function Code
Bud BExp

1

oK

Cancel

Your Action...

System Response

7. Filter the data to Budget Year and

Accounting Month.

Select the Filter tab in the Query dialog
box.
Double click on the Reports Columns.

Page 15 of 32



4103 — MERLIN Building an Ad Hoc Report V6 12/05/2016

Your Action... System Response
Continued. The report will appear.

Double click on the Budget Year.
Double click the =.
Double click the string.
Enter 1997.
Click on the ...
Double click on and.
Double click on the Reports Columns.
Double click Agency Nbr (SAAS).
Double click the =.
Double click the string.
Enter 130.
Click on the ...
Double click on and.
Double click on the Reports Columns.
Double click Accounting Month.
Double click the =.
Double click the string.
Enter 07.
Click on the ...
Double click on and.
Double click on the Reports Columns.
Double click on the Bud Exp.
Double click the >.
Double click the number.
Enter 100000.
Select OK.
8. Modify the title in the List Header.

Click on the List Report Title.
Highlight the default text and delete.
Enter Expenditures by Agency.

9. Save the report. The report will be displayed.

Select File from the menu bar.
Select Save As and type My First
Report for the file name.

Select Save.
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i Insert Format Report Catslog Tools Window Help
0O & @& B o S E @@ | v -FRA-O® B A 14 [ | ENCNENE
= Expenditures by Agency
;
K
=
;E MERLIN DSS
Agency Nm (SAAS) Agency Nbr (SAAS) | Budget Year | Accounting Month | Allotment Period | Minor Obj Code | Major Obj Code |Org Cd | Activity Code | Bud Function Code | Bud Exp
FINANCE AND ADMINISTRATION (130 1997 o7 2 60010 A1 8401 FA 19494325
1997 g 2 51902 B 6640 FA 583483.00
1997 o7 2 61210 8401 FA 151846.30
1997 07 2 61917 6622 FA 124858.63
1055131.1§
&
=

Creating a SmartSummary

Summaries allow you to aggregate data at various levels within reports. When you create a
SmartSummary, the value that is calculated will reflect the group it is associated with.
SmartSummaries are dynamic and are calculated based on their position in the report. It will
calculate a Monthly Total if you put it in the Monthly footer, and it will calculate the Annual Grand
Total if you put it in the Grand Total footer. When you make a new SmartSummary, a special
SmartSummary icon appears below the group that the SmartSummary is associated with in the
Group Order box.

Adding Text Frames
A group footer is automatically added for each distinct group within the report when a

SmartSummary is created. To label the footer, add a text frame to the footer. To create a text
frame:

Your Action... System Response

1. Click the Text Frame button on the Layout | (The mouse pointer changes to a Text icon)
Power Bar.

2. Paosition the pointer where you want the
upper-left corner of the text.

3. Drag the mouse diagonally until it is the
size you want.

4. Release the mouse button.

Exercise 2

Create the following vendor payment report for one vendor for all periods in Budget Year 1997.
Create a Monthly Total and Grand Total using the Smart Summary feature, and add text frames

to label the totals.

Your Action... System Response
1. Choose the New button on the Power The Impromptu Report Wizard screen will
Bar. appear
2. Choose the Next button.
3. Select the List Report and choose Next. | The Catalog box showing the highest-level

folders contained within the catalog will
appear.
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Your Action...

System Response

Add columns to your report.

Expand the Training folder.
Expand the Vendor/Fund/Major Obj
folder.

Add the following columns to the Query
Data Box:

Vendor Nbr

Vendor Name
Agency Nm (SAAS)
Agency Nbr (SAAS)
Budget Year
Accounting Month
Bud Exp

6.

Choose Finish.

The report will appear.

F] File Edit View Insert Format Report Catalog Tools Window Help
D |d &k = s i - G®| v -A-O® [T ae [0 -][m-] a9B88
" . .
List Report Title
H
‘E MERLIN DSS
® Vendor Nbr Vendor Name Agency Nm [SAAS) Agency Nbr (SAAS) |Budget Year | Accounting Month | Bud Exp
V9915631550 |STATE TREASURER 3165 LEGISLATIVE BUDGET OFFICE [025 1993 05 4750 ﬂ
/0000035420 |US OFFICE PRODUCTS-JACKSON MS STATE SENATE 001 1993 05 75 53
V0000043420 [BELLSOUTH - NEW ORLEANS MS STATE SENATE 001 1993 05 87.93)
/0000097902 [XEROX CORP - ROCHESTER MS STATE SENATE 001 1993 05 0.00
V0000097902 [XEROX CORP - ROCHESTER MS STATE SENATE 001 1993 05 1180.00]
V0000097902 [XEROX CORP - ROCHESTER MS STATE SENATE 001 1993 05 0.00
V0000100151 [BANCROFT PAPER CO- JACKSON MS STATE SENATE 001 1993 05 83.59)
V0000109020 [GEORGE BELL CARPETS INC MS STATE SENATE 001 1993 05 209.00f
V0000124590 |MS DEPT OF REVENUE MS STATE SENATE 001 1993 05 2267.89
V0000124590 [MS DEPT OF REVENUE MS STATE SENATE 001 1993 05 4.42
[& |V0000124530 |MS DEPT OF REVENUE MS STATE SENATE 001 1993 05 3.84
& |V0000124590 MS DEPT OF REVENUE MS STATE SENATE 001 1993 05 66.00
V000016597 |IBM CORP - ATLANTA MS STATE SENATE 001 1993 05 0.00
V0000167300 |MCTA - RDGELAND MS STATE SENATE 001 1993 05 44.13)
V0000168711 [RICOH CORP MS STATE SENATE 001 1993 05 0.00]
V0000179350 |DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 1080.75
V0000183670 |SEABROOK PAINT CO OF MS MS STATE SENATE 001 1993 05 64 54
V0000259250 [EXELL COMPANES - JACKSON MS STATE SENATE 001 1993 05 7.00)
V0000259250 |EXELL COMPANES - JACKSON MS STATE SENATE 001 1993 05 27.00)
V0000299991 [SOUND & COMMUNICATIONS INC MS STATE SENATE 001 1993 05 300.00]
V0000310570 |SOUTHERM ADMINISTRATORS & MS STATE SENATE 001 1993 05 82.00
V0000398760 (MS DEFERRED COMP MS STATE SENATE 001 1993 05 3193 40|
/0000398760 |MS DEFERRED COMP MS STATE SENATE 001 1993 05 526.00
V0000402510 [MAGNOLIA CLIPAING SERVICE MS STATE SENATE 001 1993 05 114 40|
V0000408570 [BARKLEY HAROLD J TRUSTEE MS STATE SENATE 001 1993 05 219.50|
V0000412610 |AMERICAN NATIONAL INSURANCE MS STATE SENATE 001 1993 05 23.4()
V0000523000 [MS PUBL EMPLOYEES CREDIT UNION |MS STATE SENATE 001 1993 05 1819.00
/0000623790 |DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 925783
V0000623790 |DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 14.07)
V0000623790 [DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 20.13|
V0000623730 |DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 356.2
V0000623800 [DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 6833.07|
V0000623800 [DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 11016}
V0000623800 |DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 6985.01
V0000623800 [DEPOSIT GUARANTY NATIONAL BANK |MS STATE SENATE 001 1993 05 41.78| =
T e ar o an ;I_‘
Data Warehouse Catalog [} 100+ | (3]

Your Action...

System Response

Sort the data by Bud Exp amount in
descending order.

Group the data by Agency Name (SAAS)
and Accounting Month.

Filter the data to the vendor name
OFFICE DEPOT — JACKSON, Budget
Year 1997, and Agency Number 651.

Select OK.

The following report will appear.
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o B i 6 B

F] File Edit View Inset Format Report Catalog Tools Window Help

e EH &k

B ol E

o | v -EA-O® [T Adl 10 =]

E =)=

MERLIN DSS

Vendor Payment Report

Vendor Nbr Vendor Name Agency Nbr (SAAS) | Agency Nm (SAAS) | Budget Year | Accounting Month | Bud Exp
V0000876921 |OFFICE DERPQT - JACKSON |651 HUMAN SERVICES |1897 01 14 67|
V0000876921 |OFFICE DEPOT - JACKSON (651 1997 06 0.00
V0000876921 |OFFICE DEPOT - JACKSON |651 1997 0.00
V0000876921 |OFFICE DEPOT - JACKSON |651 1997 07 0.00
V0000876921 |OFFICE DEPOT - JACKSON |651 1997 0.00
V0000876921 |OFFICE DEPOT - JACKSON (651 1997 08 41.52
V0000876921 |OFFICE DEPOT - JACKSON (651 1997 22416
V0000876921 |OFFICE DEPOT - JACKSON |651 1997 177.40
V0000876921 | OFFICE DEPOT - JACKSON (651 1997 29.90]
[\V0000§76921 |OFFICE DEPOT - JACKSON |651 1997 157.92
V0000876921 | OFFICE DEPQT - JACKSON (651 1997 09 269.10
V0000876921 |OFFICE DEPOT - JACKSON |651 1997 47.96
V0000876921 |OFFICE DEPOT - JACKSON |651 1997 10 29.99
V0000876921 |OFFICE DEPOT - JACKSON |651 1997 il £9.87|
V0000876921 |OFFICE DEPCOT - JACKSON |651 1987 12 0.51

1053.00

Your Action...

System Response

5. Edit and format the report

Delete the Vendor Name column.

Move the Accounting Month column
next to the Agency Name column.

Rename the Bud Exp Amt column to
Expenditures.

Make all Column heading bold by clicking
on the first column and control click on
the others to highlight.

Select Bold on the Power Bar.

Change the font to a larger size.

The report will be displayed.

f] File Edit View Insert Format Report Catalog Tools Window Help
D H SR @ | Wl aE Gn | v -F-O6|[T 0 -|W=] e a]=]
= List Report Title
:
b
=]
jEI MERLIN DSS
® Vendor Nbr | Agency Nm (SAAS) | Accounting Month | Agency Nbr (SAAS) | Budget Year | Expenditures
V0000876921 |HUMAN SERVICES |01 651 1997 14.67] j
V0000876921 06 651 1997 0.00
V0000876921 651 1997 0.00
V0000876921 o7 651 1997 0.00)
V0000876921 651 1997 0.00
V0000876921 08 651 1997 29.90
0000876921 651 1997 4162
/0000876921 651 1997 157.92
V0000876921 651 1997 177.40
B \voao0s7sant 651 1997 22416
V0000876921 09 651 1997 47.96
V0000876921 651 1997 269.10)
V0000876921 10 651 1997 29.99
V0000876921 1 651 1997 59.87]
V0000876921 12 651 1997 051
1053.00)

Your Action...

System Response

6. Create a SmartSummary

Select the Expenditures column.
Select the Total power Button.

The report will be displayed.
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Your Action...

System Response

7. Insert the words Monthly Total in the
group footer

Select the Text Frame button on the
Power Bar.

Click in the footer.

Drag the text frame icon to make a
rectangle.

Type Monthly Total.

Highlight Monthly Total and select Bold
on the Power Bar.

Press the ESC Key.

File Edit View Insert Format Report Catalog Tools Window Help
DS H| &R ® o Y3 So|v-E-08 [T [0 W] A @8
= List Report Title
]
=]
MERLIN DSS
Vendor Nbr | Agency Nm (SAAS)[Accounting Month | Agency Nbr (SAAS) [ Budget Year | Expenditures
V0000876921 [HUMAN SERVICES |01 551 [1997 | 14.67) ﬂ
Monthly Total 14.67
V0000876921 06 651 1997 0.00
V0000876921 651 1997 0.00
Monthly Total 0.00]
V0000876921 o7 651 1997 0.00
V0000876921 551 1997 0.00
= Monthly Total 0.00
=
V0000876921 08 651 1997 29.90
V0000876921 651 1997 4152
V0000876921 651 1997 157.92
V0000876921 651 1997 177.40
V0000876921 651 1997 224.16
Monthly Total 630 90
V0000876921 09 851 1997 47.94
V0000876921 651 1997 269.10
Monthly Total 317.06
V0000876921 ] [10 651 [1997 [ 29.99
Monthly Total 29.99
V0000876921 | i 651 [1997 | 59.87
Monthly Total 59.87
V0000876921 | [12 651 [1997 | 051
Monthly Total 051
1053 00 =
Ll | f
Data Warehouse Catalog @ 15 [@

Your Action...

System Response

8. Add text frames for an Agency Total and
a Grand Total.

9. Modify the title.

10. Save the report as My Second Report
and close the report.
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Creating a Filter with the PowerButton

Use the filter button on the Power Bar to quickly perform simple filter operations such as
showing Vendor Payment Hold indicated with a “Y.” To create a basic filter using the Power

Bar button:

Your Action...

System Response

1. Select a data item or CTRL + click to
select multiple items.

Click the Mbutton on the Power Bar.

Impromptu retrieves records based on the data values you selected; all other data is filtered out

of the query.

More Easy Ways to Create Filters using the PowerButton

The filter power includes a drop down button that allows you access to a variety of filter options

from the filter definition dialog box.

Your Action...

System Response

1. Select one or more values in a column.

2. Select the Filter drop-down button.

A drop-down menu will appear.

%

Mot i

Lk

R
I

Between
Mot between

T vy v v ¥ v

Filter D efinitior...

Your Action...

System Response

3. Select a filter operator from the
drop-down menu:

To filter on the selected values, select In.

To filter out the selected values, select
Not In.

To filter the selection on a given range,
select Between.

To filter out the selection on a given
range, select Not Between.

To filter the selection based on one or

more values, select an operator such as
=, <>, <, <=, >, >z,

Note: The contents of the Filter drop-down
menu vary depending on the columns you
select to filter on.

Page 21 of 32



4103 — MERLIN Building an Ad Hoc Report V6 12/05/2016

Your Action... System Response
4. Position the cursor over the arrow that
appears at the right of the drop-down
menu. A fly-out menu appears.
5. From the fly-out menu that lists available | Note: The contents of the Filter fly-out
options, do one of the following: menu vary depending on the columns you
select to filter on.

To filter a report on one or more data
items currently highlighted, select
Selection.

To enter one or more numbers upon
which to filter, select Number.

To enter one or more text strings upon
which to filter, select String.

To enter one or more dates upon which to
filter, select Date.

To enter one or more times upon which to
filter, select Time.

To enter a date and time variable upon
which to filter, select Date-time.

To enter one or more intervals upon
which to filter, select Interval.

6. If you chose

Selection - the filter is automatically
applied to the report.

String - the String dialog box appears,
where you can enter or select the
required item or items and select OK.

Select Values - a Select Value dialog box
appears, where you can select the
required item from the list provided.

i vEg*l‘.”

l Selection
kin ¥ Sting...
Between * Select Values. .
Mot between 3
= 3
LF »

Filter D efinitiar...
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Creating a Calculation

A calculation is an expression that calculates a new data item based on existing data items. For
example, you can define a calculation that creates a column summarizing Bud Exp Amt and
Non Exp Amt. To create a calculation, select Calculation from the Insert menu and place the
pointer at the new column location. A Dialog box opens with options for entering the Name and
the calculation expression. Components you can use in the expression are listed in the Options
box. Operators that you can use in the expression are below the Expression box as buttons.
Use the Delete or Backspace key if you make a mistake.

Fit a Wide List Report to a Page

You can automatically scale down a wide list report by utilizing the “Fit to page”option.

Your Action... System Response
1. Choose Page Setup from the File menu. | The Report Properties box will appear.

Report Properties ? 22

General FPage Setup Zoom kMacro Presiew M awigation Encel

Marginz [cm)

Left: Right:

|254 |254 Lh @ L=

Top: Bottom: '?_:“: He&-&urtﬁé@y

2.54 254 e
o _“:*;F'agch;u:u-tér.

Fage zize [cm]

[v Standard size FPaage arientation
" Paortrait
A s
|27.94 |21.59 Landzcape
Lizt frames
| Fit ta page

(0] Cancel
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Your Action... System Response
2. Inthe List Frames Box, select the “Fitto | Helpful hints:
page”and select OK.

“Fit to page” does not affect the Page
Layout view or Screen Layout view of
a report.

o “Fit to page” scales down a wide list
report while maintaining the
horizontal/vertical ratio.

o “Fit to page” should not be used with
the Repeat This Column on Every
Page option.

o “Fit to page” check box is available
only when working with a list report.

Repeat Column Header on Each Page

If you allow a report to print over subsequent pages, the column information can lose its context.
In such a case, you can repeat column heading on subsequent pages so that the data retains
the desired context.

Your Action... System Response

1. Select one or more columns in your
report.

2. Choose Properties from the Format menu | The Text Properties box will appear.

and select the Printing Tab.

Text Properties | 17 i:hj

M amme: Allotrment Period

Size Printing Layout Colummn Title

v Repeat thiz column on ewverny page

Ok I Cancel
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Your Action... System Response
3. Select the Repeat this column on every
page and select OK.

Insert a Report Header on Each Page

You can easily have a report header print on each page of the report when needed for a point of
reference by following these steps:

Your Action... System Response
1. Choose Page Layout from the View
menu.
2. Choose Boundary Lines from the View
menu.
3. Choose Zoom from the View menu. The Report Properties box will appear.
Report Properties 7 22
General Page Setup Zoarm P acro Prewiew M avigation E wcel
2002 i
i: T 1002 0
T TEER
" Page width
= “whaole page
7 Custonn:
=4
203 to 2003
Ok | Cancel |
Your Action... System Response

4. Select the Whole page and select OK.
5. Choose Page Setup from the File menu.
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Report Properties

General Page Setup

k4 argins [cm]

Left: Right:

Zoom

Prewview M avigation E=cel

|2.54
Top:

|2.54

E attorm:

o

|2.54 |z2.54

FPage zize [cm)

I~ Standard size

|27.94 21.59

List frames
I Fitto page

=R
= Regon Body

“— Page-Footer

Fage orientation

 Portrait
= Landscape

Ok | Cancel |

Your Action...

System Response

»

Select Page Header and select OK.

Select the Header area of your report and
click and drag to enlarge the Header

area.

If your report does not have a text box
with header information create a text
box for you report header.

If your report already has a text box with
header information, and you want the
text box to appear in the header, simply
select the text box and drag into the

header area.

Other objects, such as the State of MS
seal may also be added to the header
by selecting the item and dragging it to

the header area.

Once you have moved items to the
header, you may delete the box by:
Selecting the area where the report
text box header information was
moved from (this will highlight the

area).

Depressing the Delete key

©

Return report to its original layout.

©

Choose Screen Layout from the View

menu.

10.

Choose Boundary Lines from the View

menu.

11.

Choose Zoom from the View menu and

select 100%.
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Exercise 3

Create a Vendor Report to show only vendors with a Payment Hold of Y for Fund Numbers
3400 and 3408. Include subtotals and totals of Budget Expenditure Amount and create a
column for Total Expenditures. Your report should appear as shown below.

Your Action...

System Response

=

Select New button on the Power Bar.

Add columns to the report from the
Vendor/Fund/Major Obj folder:

Agency Nm (SAAS)
Agency Nbr (SAAS)

Fund Number

Budget Year

Vendor Name

Vendor Nbr

Vendor Payment Hold Ind
Bud Exp

Non Bud Exp

Group the report by:

Agency Nbr (SAAS)
Associate Agency Nm (SAAS)
Vendor Nbr

Vendor Name

Filter the report so that only vendors with
a payment hold indicated by Y are
reported for Budget Year 1997, Agency
Number 401.

=]

5. Select OK to retrieve the report. The report will be displayed.
&) iew Insert Format Report Catslog Tools Window Help
(] [ B oo |y g3 O® v ~-FRA~-@O®W|||T Al 10 [ ]
b5 B -
List Report Title

-

¢

=)

& Agency Nm (SAAS) | Agency Nbr (SAAS) | Fund Number | Budget Year Vendor Name Vendor Nbr_ [ Vendor Payment Hold Ind | Bud Exp | Non Bud Exp

IAGRICULTURE 1401 2401 1997 DEPOSIT GUARANTY NATIONAL BANK V0000011710 |Y 4966.91 0.00

2401 1997 GENUINE PARTS CO - JACKSON V0000016545 [Y 193.79 0.00|
2401 1997 Al 9.38| 0.00|
2401 1997 I 161 61 0.00
3408 1997 Ad 75.00| 0.00|
240A 1997 Y 13.50| 0.00|
2401 1997 I 0.00 0.00
2401 1997 Ad 7 .49 0.00|
2401 1997 Al 4.95] 0.00|
3400 1997 I 72 48| 0.00

= 2401 1997 Y 7710 0.00|

= 2401 1997 Y 18.69| 0.00|
2401 1997 I 369 0.00
2401 1997 Ad 79.99 0.00|
2401 1997 Al 4591 0.00|
2401 1997 I 159 63 0.00
2401 1997 Y 20.86| 0.00|
2401 1997 Al 13.49 0.00|
2401 1997 Y 0.00 0.00
2401 1997 Ad 3.98| 0.00|
2401 1997 Al 83.95 0.00|
2401 1997 I 89.70| 0.00
2401 1997 Y 90.75| 0.00|
3408 1997 Al 0.00| 0.00|
3401 1997 Y 185.73 0.00
240A 1997 Y 0.00| 0.00|
2401 1997 Al 8.30| 0.00|
2401 1997 I 36.97| 0.00
2401 1997 Y 0.00| 0.00|
3401 1997 Al 0.00| 0.00|
2401 1997 Y 0.00 0.00
2401 1997 Y 0.00| 0.00|
2401 1997 I 0.00 0.00
2401 1997 Y 0.00 0.00
240A 1997 Y 89.99 0.00|

WD
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Your Action...

System Response

6. Filter the Fund Number for 3400 and

3408.

Select 3400 in the Fund Number column.

Control Click to select 3408 in the Fund
Number column.

Select the

Select down error from the drop down
menu and choose In.

From the fly-out menu, choose Selection.

The following report will appear.

L= =]

& File Edit View Insert Format Report Catalog Tools Window Help
e @ &R (=< s i e | QB v -A-O® [T Al 10 |

B List Report Title

=

&

B

:E MERLIN DSS

® Agency Nm (SAAS)| Agency Nbr (SAAS)|Fund Number | Budget Year Vendor Name Vendor Nbr | Vendor Payment Hold Ind |Bud Exp | Non Bud Exp

IAGRICULTURE 1401 3400 1997 GENUINE PARTS CO - JACKSON V0000016545 [Y 7248 0.00

3408 1987 A 0.00 0.00]
3408 1997 Y 75.00 0.00
3400 1997 US OFFICE PRODUCTS-MACHINE DIV V0000035422 |Y 95.00 0.00
3400 1997 US OFFICE PRODUCTS-COLUMBUS  |V000003542C |Y 85.00 0.00]
3400 1997 UNISOURCE V0000047001 [Y 0.00 0.00
3408 1997 A 0.00 0.00]
3408 1997 Y 140.35 0.00
3408 1987 A 0.00 0.00]
3400 1997 Ad 28.07) 0.00

& 3400 1997 MS BUSINESS JOURNAL V0000078220 [Y 45.00] 0.00]

= 3408 1987 BANCROFT PAPER CO- JACKSON V0000100151 [Y 0.00 0.00]
3408 1997 s 0.00 0.00
3400 1997 Y 6148 0.00
3408 1987 A 134 47| 0.00]
3408 1997 Y 376.70 0.00
3408 1997 A 35584 0.00]
3408 1997 Y 215.67| 0.00
3408 1997 4 19741 0.00
3408 1997 A 168.29 0.00]
3408 1997 Y 138.28 0.00
3408 1987 A 6392 0.00]
3408 1997 Ad 0.00 0.00]
3400 1997 CONOCO INC V0000104560 (Y 1468 0.00]
3400 1997 Y 10.00) 0.00
3400 1987 A 22 83 0.00]
3400 1997 s 19.78) 0.00
3400 1997 Ad 17.42) 0.00
3408 1997 MEL LUNA SAW CO-JACKSON V0000116680 Y 5.95 0.00
3408 1997 Ad 18.85 0.00]
3408 1987 M3 DEPT OF REVENUE V0000124530 (Y 11.32 0.00]
3400 1997 A 36.20 0.00]
3400 1997 Y 2740.90 0.00
3400 1987 A 2658 04| 0.00]
3400 1997 A 2657 31 0.00]

Ll |
Data Warehouse Catalog (]

Your Action...

System Response

7. Insert footer and create a subtotal by

Vendor.

Choose a value under Vendor Number
column.

Choose the Footer button@ on the
Power Bar.
Choose a value on the Bud Exp Column.

Choose the Total button on the
Power Bar.

8. Add a text frame for the Subtotal footer.
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Your Action...

System Response

9. Create a calculated column to sum the
two Expenditures columns.

Choose Calculation from Insert menu.
Click to the right of Non Bud Exp.

The Calculation Definition box will appear.

Calculation Definition = 2
kM arme:
|Ca|c:u|ation Drefinition
Aeeagilable components: E =pression:
3 Report Columns 'i =
3 Functions
3 Summaries
O Walue
O Access Security
[ Catalog Columns...
Bl useriD
B FPrompt Manager. ..
= if
B loockup
=E -+
= -
= 1 e
Tip=:
Use the awvailable components to define or add to an expression. -
Ok | Cancel

Your Action...

System Response

Continued.

Type Total Expense in the Name box.
Open Report Columns.

Double click the Bud Exp.

Double click the + sign.

Open Functions.

Double click if null-numeric.

Open Report Columns.

Double click Non Bud Exp.

Double click number.

Choose OK.

The report showing the Total Expense
Column will appear.

10. Delete the Agency Nbr (SAAS) and
Budget Year columns.

11. Move the Fund Number column to the
right of the Vendor Nbr column.

12. Add the title Vendor Payment Hold
Indicator Report.
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2] File Edit View Insert Format Report Catalog Tools Window Help
DEe |d &S h B o S E Q@ | v -FA-@® [T Al 10 [] HABB
= TET )
Vendor Payment Hold Indicator
=
3 Report
B
E MERLIN DSS
Agency Nm (SAAS) Wendor Name Vendor Nbr_| Fund Number [ Vendor Payment Hold Ind [Bud Exp | Non Bud Exp | Total Expense
[AGRICULTURE GENUINE PARTS CO - JACKSON V0000016645 [3408 4 0.00) 0.00) 0.00) =
3400 4 72.48] 0.00) 72.48 =
3408 [ 75.00] 0.00) 75.00
147.48 0.00
Sub-Total
147.48 0.00
US OFFICE PRODUCTS-MACHINE DIV_[V0000035422 [3400 [ [ 95.00] 0.00] 95.00)
95.00 0.00
Sub-Total
o 95.00 0.00
=
[US OFFICE PRODUCTS-COLUMBUS _[V000003542C [3400 [y [ 8500] 0.00] 85 00)
85.00 0.00
Sub-Total
85.00 0.00
UNISOURCE [w0000047001 3400 v 0.00] 0.00) 0.00)
2408 \4 0.00) 0.00)
3408 A4 0.00) 0.00)
3400 ¥ 28.07| 0.00) 28.07|
3408 [ 140.35] 0.00) 140.35
168.42 0.00
Sub-Total
168.42 0.00
MS BUSINESS JOURNAL [voo00078220 [3400 [ 45.00) 0.00) 45.00
45.00 0.00
Sub-Total
45.00 0.00
BANCROFT PAPER CO- JACKSON V0000100151 [3408 i 0.00] 0.00) 0.00)
3408 \4 0.00) 0.00)
3408 A4 0.00) 0.00) =
“ »
Data Warchouse Catalog @ 100+ |3
Your Action... System Response

Aligning Objects in a Report

When footers are added to a report, there is an easy way to align data items. After choosing
Align from the Format menu, a Dialog box opens. Select the Align tab. There is a Vertical box
for setting the vertical alignment of the report objects and a Horizontal box to set the horizontal
alignment of the report objects.

Exercise 4

Create a report for Wildlife Fisheries and Parks showing expenditures grouped by funds for
budget year 1997. Include totals only for each fund and a grand total.

Note: You will receive a warning on this exercise about exceeding the 10,000 rows limit. When
you receive this warning, click Yes to continue.

Your Action... System Response
1. Choose the New button on the Power
Bar.
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Your Action... System Response
2. Add the following columns to the report
from the Fund/Object folder.

Agency Nbr (SAAS)
Agency Nm (SAAS)
Fund Name
Fund Grp Type
Fund Number
Budget Year
Major Obj Code
Bud Exp
Non Bud Exp

3. Filter the report by:

Agency Number = 464
Budget Year = 1997

4. Group the report by Fund Name and by
Major Object Code.

Choose OK.

5. Delete the Agency Nbr (SAAS), Agency
Nm (SAAS), Fund Number, Budget
Year and Non Bud Exp columns.

6. Format the report.

Click a value under Bud Exp.
Choose Data from the format menu.
Choose #,##0.00 from the Positive drop
down menu.
7. Create a Total for each Fund.

Click on a value under Fund Name.

Click Footer on the PowerBar.

Click a value under Bud Exp.

Click the Total button on the PowerBar.
8. Align the Total.

Highlight a Total value.
Choose Align from the Format Menu.
Click the first drop down menu in the
Horizontal Alignment drop down box
and review the selected alignment.
Click OK.
9. Save and Close The following report appears.
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o -
& File Edit View Insert Format Report Catalog Tools Window Help

e &k Bol|WliE Q© | v -EA-@® |7 Al 14 [ R B8

Wildlife Fisheries and Parks

MERLIN DSS

W EEEH o

Fund Name Fund Grp Type | Major Obj Code | Bud Exp
EEF - WFP - MUSEUM E Al 6,570 27|
E 68.764 73

Fund Total 75,335.00)

GULF & WILDLIFE PROTECTION B 6.00
2,200.00]
0.00
550.00
0.00
3.97]
50.00]
4.400.00]

S

BB
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