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Update the Data on an Existing Report

After you run and save an existing report in the EPM Data Warehouse, you can return to it and update
the data in the report. Most data updates occur using filters in the Criteria tab.

In the EPM Data Warehouse, individual fields or pieces of data elements are called columns. In the
Selected Columns section, you can add or delete columns. You can also add or update filters for any
selected column.

o Filter: A filter allows you to apply criteria to limit results of a selected column when creating or
updating a report.

e Prompt: A prompt presents users with options to choose from a particular column to limit the
data returned in a report. Prompts appear if you created and saved a report from an existing
dashboard with prompts. You can see these prompts in the Results tab of the report.

If a column “is prompted,” you can filter it as desired. You can leave the prompted column in the
Filters section or delete it. It will not impact your report results.

IMPORTANT! If you wish to create a filter, check the Filters section first to see if there is an existing
one. Update that filter. Do not create or update filters in both the Selected Columns and Filters
sections in the Criteria tab. You will likely get errors in your results.

This guide demonstrates how to update the data in an existing report in the Criteria tab.

e Add a new or update an existing column in the Selected Columns section

e Update a filter or prompt for a column in the Filters section

e Create afilter for the current Subject Area inside the Filters section

e View the Guidelines for Choosing an Operator in the EPM Data Warehouse in the Appendix

There are other ways to update an existing report. These topics are covered in separate reference
guides.

e Update the view of a report from the EPM Data Warehouse
e Add aninline prompt to update an existing report or analysis
e Add a dashboard prompt to an existing dashboard, such as My Dashboard

Find the EPM Data Warehouse Training quick reference guides on Minnesota Management and Budget’s
website.
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Navigate to the EPM Data Warehouse

1. Navigate to the EPM Data Warehouse.

Navigation Options Navigation Path

Navigation Collection | Administrative Portal, Data Warehouse, Warehouse Reporting.

2. Use the top menu options to search for or navigate to the desired report. For most users, you
can find your reports from the Catalog.

3. Inthe Catalog, search for My Folders. In the middle pane, find the report and select the Edit link

below it.
v © W Qv ¢ X B Locaton Rl
4 Folders E= E3 Tvpe Al w Sort Last Modified Descending » [ Show More Details
» 0 [My Folders| % All_Expenditures Summary Fund 1000 Last Modified 11/23/2022
— Open iliﬁl fore
¢ B8 Shared Folders ¥

Add a new column, add a filter to a column, or delete a column in the Selected
Columns section

The EPM Data Warehouse displays the Results tab. Select the Criteria tab.
This example adds the Supplier ID and Supplier Long Desc columns to an All Expenditures report
1. Add anew column.

a. Toadd a column, open the required Subject Areas folder from the left menu. You can
search inside of the Subject Areas folder to easily find a subfolder or data element
within it.

i. Select the Search icon. It is a looking glass.

ii. Enter a keyword or the wildcard, which is a percentage sign, in the Search box.
iii. Select the Enter key.
iv. The folder or data element appears at the top of the list.

b. Highlight the data element or column. Drag and drop it to the Selected Columns section.

Results Prompts Advanced

4 Subject Areas tlv » T ¥ @OE
supplier 1D X 4 Selected Columns

Price Supplier Id

s Budget Period Year PO Header

Supplier Id 1 Budget Period § Supplier Id £
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c. Select the Results tab to check the new column. As desired, save the report with the
edits.

Criteria Prompts Advanced ’-‘a‘ 9

4 SubjectAreas O, ftlv » &Ev v By O by 3

[earch Compound Layout
r s
Fact All Department Tree - :
» Approval Status - Expenditures Exg PO Header  Supplier
» AR Billing Header Monetary Approp Altmt Supplier Long
Supplier Id
Amt Dept Id Dept Id D
» B® AR Billing Line " ‘L L =
186,184.33 G1010000 G1021100 - Not Available
8 AR Deposit
- 80.91 G1010000 G1021100 0000213931 MTM
= 10t N RECOGNITION
144 CORP

2. Add a filter to an existing column.

This example filters the Supplier Long Desc column for a specific supplier, “Innovative Office
Solutions.”

a. Open the column menu next to the column. It is a gear icon. Select the Filter option.

M Selected Columns

Budget Period Year Supplier PO Header
a 1 Budget Period {3} i Supplier Long Des@ £ Supplier Id {;}
11 Sort
Edit formula

[ Column Properties

i Filters Ii; Filterl

b. The EPM Data Warehouse opens the New Filter window for the “Supplier Long Desc”
column.

e Update the Operator field as needed.
o Next to the Value field, select the Search icon. It looks like a looking glass.

Mew Filter @ x
Column  Supplier Long Desc

Operator is equal to / is in v

Value '

NOTE: To understand operators, view the Appendix of this guide.

c. The Select Values window appears. In the Available section, go to the Name section.

e You can change the value to “Starts,” “Contains,” “Ends,” or “Is Like (pattern match).”
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e Enter text in the field. This example uses “Innovative Office.”
e Select Search.

Select Values

Available 8 B A Selected

tarts b Iinno'.rati'.re office I
[JMatch Case

d. SWIFT updates the Select Values section with your search term.

e Use the move or remove icons to in the middle of the page to move values back and

forth between the Available and Selected sections as needed.
e Select the value and then the Move icon, which is a forward arrow.

Select Values 9 x

Available 8 8 9 V4

MName Starts ¥ innovative office
Search [CImMatch Case

INNOVATIVE OFFICE PRODUCTS Move
INNGVATIVE OFFICE PRODUCTS LLG —

I INNOVATIVE OFFICE SOLUTIONS LLC I

INNOVATIVE OFFICE TECHNOLOGY GROUP INC ¢ | Remove

» | Move A

& | Remove A

e. The value or values appear in the Selected section. Select OK.

Select Values 0 x
E Y
Available 8 B O [Selected 7/
Mame Starts ¥ innovative office INNOVATIVE OFFICE SOLUTIONS LLC
Search [CIMatch Case
OK || Cancel

f. The EPM Data Warehouse returns to the updated New Filter window. It has the desired

value in it. Select OK.

New Filter H %
Column  Sypplier Long Desc
Operator s equal to / is in v
Value |NNOVATIVE OFFICE SOLUTIONS LLC LA

Add More Options w  Clear All

[_] Protect Filter
[_] Convert this filter fo SQL

OK | Cancel

g. The EPM Data Warehouse returns to the Criteria tab on the report. The updated filter

appears in the Filters section.
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Y Budget Period iz equal fo /s in 2023
ANDY LEFT{Agency (L2) Cd, 3)is equal to / isin G10
ANDY Fund is equal fo /is in 1000 - General

ANDY Monetary Amt iz not equal o/ is notin 0
AND Y GL Posted Day Dt is between 07/01/2022 and 10/31/2022

OREE GL Posted Year Mum js egualto (jsin 0
NDY" Supplier Long Desc is equal to /is in inn; INNOVATIVE OFFICE SOLUTIONS LLC I|

h. Test the data results to make sure you have the correct values by selecting the Results
tab. If the results are what you desire, select the Save icon.

Grieria Promots  Aduanced [} 2
4SubjectAre... O flv » @v v By &G kv 29 E m@E B % ch |
4 [0 FMS - ALL - Expenditures Compound Layout
[a / X
[ m / X
L FactAll Department Tree - - .
Department - Financials Eipenmwva: Eig“‘ ULETCALCD Appropriation (CF3) Supplier
-
Supplier
N . Monetary  Approp  Altmt o .
Fin Department i Doptw  Deptia  BdatProgram Bdgt Activity suppiierid [Long 4.
4 Catalog »
61031200 - Stateviide Accounting 3341 G1010000 G1021200 G1001- Statewide Services G100101 - Accounfing Services 0000295401 [INNOVATIVE]
- CFFICE
List Al - G1031300 - SWIFT System Support 6823 G1010000 G1021300 G1001- Statewide Services G100101 - Accounting Services 0000295401 =OLUTIONS
LLC

3. Delete a column.
This example deletes the Agency Cost1 column.

a. From the Criteria tab in the Selected Columns section, open the column menu using the
gear icon. Select the Delete option.

4 Selected Columns

Agency Cost1 (CF1)

Department - Financials
14 E Bdgt Program {3}- E Fin Depaﬂment-ﬁ} 5 5 Fin Department Id{g} E Agency Cost1 Cd@ E Account{a}

11 Sort
Edit formula
4 @@ Column Properties|
4 Filters Y Filter
T Budget Period is equal to / is in 2023; 2022
ANDY" LEFT(Agency (L2) Cd, 3) is equalto / is in G10 .
ANDW Anncanciating e todl 5| Save Column As

b. The EPM Data Warehouse deletes the column from the Selected Columns section. The
column will no longer be included in the report.

IMPORTANT! If the filter is applied in both the Selected Columns and Filters sections, delete it in both

places.

c. Save the report using the Save icon on the top right of the page. To continue updating a
column, select the Criteria tab.

Update a filter or prompt for a column in the Filters section

The Filters section of the report shows the existing filters for the selected columns.
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e |tincludes columns that are prompted and filtered.
It includes all filters, including those that were added at the creation of the report and filters

that were added in the Selected Columns section.

1. To add a filter to a prompted column, select the Edit Filter icon to the right of it. It is a pencil.

' 4 Filters

Y Budget Period is equal to / is in 2023
ANDY LEFT{Agency (L2) Cd, 3)is equalto/isin G10

.&.NDT Fund j [i5 j 0 - General
ANDTEEErnEriatiﬂn is ErnmEt&di [Z71s & X

ANDT Fin Department is prompted —
ANDY Allotment (L4) Cd is prompted Edit Filter

2. SWIFT opens the Edit Filter window. In the Operator section, change it from “is prompted” to
another operator. This example uses “equal to.” Update the Values field.

Edit Filter ® x

Column  Appropriation

Dperator \is equal to / is in L
G100001 - Accounting Services;G100002 - Budget Setw O

3. Follow the steps outlined in the “Add a filter to an existing column” step in the Add a new,
update, or delete a column in the Selected Columns section of this guide.

4 Filters

T Budget Period iz equal to /is in 2023
ANDY LEFTiAgency (L2) Cd, 3)is equalto/isin G10

ANDY Fund is equal to/ is in 1000 - General
AND| Appropriation is equal to fis in G100001 - Accounting Services: G100002 - Budget Services: G100004 - MR IT Services@MME; G100007

Create a filter for the current Subject Area inside the Filters section

You can further refine the results of your report by creating a filter for the current Subject Area in the
Filters section of your report. You need to understand which folder and field (column) you need from
the current Subject Area. You also need to know the specific values you wish to filter and which operator
to use.

If you don’t know the folder and field for that Subject Area, the EPM Data Dictionary can help you. Select
the EPM Data Warehouse Data Dictionary Detailed tab. The Use the Data Dictionary reference guide

provides an overview.
This example looks for transactions in the first quarter of a budget year.

1. Inthe Filters section, select the Create a filter for the current Subject Area icon. It is a funnel.
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4 Filters
Y Budget Period is equal fo/is in 2023

ANDY Fund is equal to /is in 1000 - General

% »

Create a filter for the current Subject Area

ANDY LEFT(Agency (L2} Cd, 3)is equal to /is in G10

|4 Filters

T Budget Period iz equal o / is in 2023

ANDY Fund is equal to / is in 1000 - General
ANDY appropriation is prompted

ANDY Fin Department is prompted

ANDY allotment (L4) Cd is prompted
ANDY Appropriation (L3) Cd is prompted

ANDY LEFT{Agency (L2) Cd, 3)is equalto /is in G10

ANDY Monetary Amt is not equal to / is not in 0
ANDEZ Gl Posted Year Mum iz equal n /s in

Bdagt Program

Fin Department
Fin Department Id
Account

Account Cd

Monetary Amt

ﬁtﬂ'e Columns 1

2. The menu appears on the right. Select “More Columns” at the bottom.

3. The Select Column window appears for that report’s Subject Area. Open the appropriate folder

and field. Select OK.

This example uses the Calendar for Budget Date folder and the Budget Day Date column.

Select Column

Budget Day Abbr

Budget Day Date Fje|d

¥ Burdnet Nav Weekend Ind

OK

F] Calendar for Budget Date Folder

9 x

b

Cancel

4. The New Filter window appears. Update the Operator and Value fields to reflect the desired
filters. Select OK when you are done.

This example filters the Budget Day Date column in the Subject Area and uses the operator of “is
between.” Select the Calendar icon in both Value fields to enter desired dates. Select OK.

(] Protect Filter
(] Convert this filter to SQL

New Filter @ x
Column  Budget Day Date
is between WS
Value 07/01/2022 te
Value (g9/30/2022 qu

Add More Options +  Clear All

m Cancel
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5. SWIFT updates the Filters section with the new filter that you added from the Create a filter for
the current Subject Area menu.

4 Filters

T Budget Period iz equal to /s in 2023
ANDY LEFT{agency (L2) Cd, 3)is equal to fis in G10
ANDY Fund iz equal fo /igin 1000 - General

ANDR ‘ Mum is soual to fisin 0
MDY Budget Day Date is between 07/01/2022 and 09/30/2022

a. Check in the Filters section to see if there is another filter for that column. If so, delete
one of them.

b. Test the changes in the Results tab. Update the filters as needed.

c. Save the report.

Appendix - Guidelines for Choosing an Operator in the EPM Data
Warehouse

Source: “Oracle Smart View for Office User’s Guide,” Oracle Help Center.
https://docs.oracle.com/cd/E57185 01/SMVUG/ch16s08s04s01.html

Operator Guidelines

isequalto/isin Valid for a column that contains text, numbers or dates. Specify a single
value or multiple values. Results include only records where the data in the
column matches the value in the filter.

is not equal to / is not | Valid for a column that contains text, numbers or dates. Specify a single
in value or multiple values. Results include only records where the data in the
column does not match the value in the filter.

is less than Valid for a column that contains numbers or dates. Specify a single value.
Results include only records where the data in the column is less than the
value in the filter.

is greater than Valid for a column that contains numbers or dates. Specify a single value or
multiple values. Results include only records where the data in the column
is greater than or the same as the value in the filter.

is less than or equal to | Valid for a column that contains numbers or dates. Specify a single value or
multiple values. Results include only records where the data in the column
is less than or the same as the value in the filter.

is greater than or Valid for a column that contains numbers or dates. Specify a single value or
equal to multiple values. Results include only records where the data in the column
is greater than or the same as the value in the filter.

is between Valid for a column that contains numbers or dates. Specify two values.
Results include only records where the data in the column is between the
two values in the filter.
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Operator

Guidelines

is null

Valid for a column that contains text, numbers or dates. Do not specify a
value. The operator tests only for the absence of data in the column. Results
include only records where there is no data in the column. Sometimes it
might be useful to know whether any data is present. Using the is null
operator is a way to test for that condition.

is not null

Valid for a column that contains text, numbers or dates. Do not specify a
value. The operator tests only for the presence of data in the column.
Results include only records where there is data in the column.

is ranked first

Valid for a column that contains text or dates. Specify a single value. Results
include only the first N records, where N is a whole number specified as the
value in the filter. This operator is for ranked results.

ranked last Valid for a column that contains text or dates. Specify a single value. Results
include only the last N records, where N is a whole number specified as the
value in the filter. This operator is for ranked results.

contains all Valid for a column that contains text, numbers or dates. Specify a single

value or multiple values. Results include only records where the data in the
column contains all of the values in the filter.

does not contain

Valid for a column that contains text, numbers or dates. Specify a single
value or multiple values. Results include only records where the data in the
column does not contain any of the values in the filter.

contains any

Valid for a column that contains text, numbers or dates. Specify a single
value or multiple values. Results include only records where the data in the
column contains at least one of the values in the filter.

begins with Valid for a column that contains text, numbers or dates. Specify a single
value. Results include only records where the data in the column begins
with the value in the filter.

ends with Valid for a column that contains text, numbers or dates. Specify a single

value. Results include only records where the data in the column ends with
the value in the filter.

is LIKE (pattern match)

Valid for a column that contains text. Specify a single value or multiple
values. Requires the use of a percent sign character (%) as a wildcard
character. You may specify up to two percent sign characters in the value.
Results include only records where the data in the column matches the
pattern value in the filter.

is not LIKE (pattern
match)

Valid for a column that contains text. Specify a single value or multiple
values. Requires the use of a percent sign character (%) as a wildcard
character. You may specify up to two percent sign characters in the value.
Results include only records where the data in the column does not match
the pattern value in the filter.
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