COPYING A PUBLIC REPORT FAVORITE

We have the ability to share reports within our county when Report Favorites are marked as Public.
The Public Report uses the report filters only, not the data. This is a great way to get reports that your
SCOE Fiscal Advisors and other users have created.

Go to Finance — Report Favorites

e Module: Fin or HR
e User Id: Select from the menu
e Click Go to get a list of Public Reports

& & ~| All Orgs | Finance - Report Favorites
Search
£ Go Q Clear 7.7 Favortes
Search Critena - Report Favonies .
Madule Fin
Report Mame User Id
fraseid CGORDON {Gordon, Cindy)
User Id CGORDON {Gordon, Cindy} L
Code = Description =
1d . ) ABARRON Bamron, Anne
Enter the user name for report favorites to view.
ABARRONT Bamron, Anne
ADUPLICKIST Duplicki, Angie
AHARGREAVES Hargreaves, Ann
AKOPACHE Kopache, Anne

e From the list — Open the Report Favorite to copy
e Highlight and double click to Open

Search List
5y Open & Gnd

Favorite Id | ReportName | Report Description | Favorite Description  User <
Fiscal 04 AB 21/22 Fiscall4 Comparative Account Summar CGORDON
Fiscal 04 Adopted Fiscall4d Comparative Account Summar CGORDON
Fiscal 04 detail Fiscall4 Comparative Account Summar CGORDON
Fiscal 04 Interim Fiscal(4d Comparative Account Summar CGORDON
Compare 2 yr actual Fiscalle Comparative Object Summary CGORDOM
Fiscal 06 Interim Comparative ObjectSummary | |CGORDON | |
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« Run report with current filters, then verify/update filters with District data

Example Fiscal04 Comparative Account Summary by Object: Interim

a2 -| AllO Finance - Report Favorites
Search  List Favorite Report
(3} Go Go/Export - Q Clear @' Prev @ Net £y Close g0 Favoites
Request Report
B 1 - Report
Repaort Mumber & Fiscalld
Description & Comparative Account Summary by Object
Report Sample &% Fiscall4
Report Favorite 1D =]
B 2 - Account Selection
Org
Online Status Online -
Ending Date U pdate
Restricted? ‘Yes - Include Restricted Accounts
Fund 01 {General Fund} Account and
Resource
Year SOI’t as
Goal
Function needed
Chject
School I
Management
= 3 - Account Sort/Group Options
Sort/Group 1 Resource
Sort/Group 2
Sort/Group 3
Sort/Group 4
Cbj Digits 1 {Subtctal when the first digit of the object changes}
Visual Show detail black and object total bold without Line
Page Break Lyl Mo Forced Pane Brealksl
B 4-Columns{Source/Formula; Dec./Proj:FY:Col Hdg 1:Col Hdg 2}
Column 1 A;;2019
Column 2 A;;2020
Column 3 A201
Column 4 OB::: Adopted:Budget ;2022
Column 5 RB::2022
Column & AE;;2022 .
— = Column 1
Sample Column Spec = Description
;:Underscore; Column Column has underscore for user to fill in
A Actuals ([decimals/year/description all default)
AB Account Balance with defaults
AE Actuals + Encumbrances with defaults
AV Actuals and Activity
C3*1.05:D2% Column 3 muttiplied by 1.05/2 decimals shown as %
C3C4 Columns 3 and 4 are multiplied together
C3/C4 Column 3 divided by column 4
C3:C4;02 Add Columng 3 and 4/two decimal places
C4C3 Column 4 minus Column 3
E Encumbrances
EV Actuals + Encumbrances and Activity
0QB:;; Adopted;Budget (Orig Budget/no pennies(Base Proj)/cument FY/specified ...
0B16-01;P2:2016 Budget Model/no pennies(Second Yr Proj)/FY 2016
RB;:2015 Revised Budget/default decimals(Base Proj)/FY 2015
v Activity for Starting and Ending Balance Accounts (CR - DR)
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e Save as your own Report Favorite — Click on Favorites then Manage

Search  List Favorte Report

> 9 ~ Finance - Report Favorites

[ Go (@) Go/Export w EJ Clear [4p Prev [wh Net @ Close 505 Favortes ~

‘ Reguest Report

‘ Manaﬂe... B

e Click on +Add

Manage Report Favorites - Favarite Report

Report Favortes

1 Budget Comparison

2 Budget Model Compare
3 Adopted vs Revised

4 Adopted vs Rev Rsrc
5 Budget vs Actual

& Lottery 3 years

7 RB - AE

8 Mew favoite |

/
‘ < + Add X Remove 3 Replace

v LUndo w Redo

Details
Favorite Id

| |Revised vs Act/Encun|
Description

| |Revised Budget vs Actual /Encum |

Schedule

() Mone () Daily () Weekly (@ Monthly (O Yeary

@ Day [[1Jofevey morth(s)
O Thel |-|5t E|| | |4{Wednesda'_.r} E||

of every month(s)

Report Format (" Attach Report to Email Motification
[ [PDF == ]
Start E;1d Time

[[[2r172022 ][] [ Jgam =]

Values

Restricted? = Yes - Include Restricted Accounts

Object = 1-3

Sort/Group 1 = Resource

Ohbj Digits = 1

Visual = Show detail black and object total bold without Line
Column 1 = A;;2020

Column 2 = OB::: Adooted:Budaet 2021

Cancel Change Apply Change

Cancel Save
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e Favorite Id: Enter Custom Name

e Public: Check to share in Report Favorites

e Description: Enter Custom Name; Allows more characters than Id

e Schedule: None, Daily, Weekly, Monthly, Yearly

e Day: Choose options

e Report Format: Select format

e Attach Report to Email Notification: Click to attach report to email
o Note: Reports with Social Security Number will not be attached, will receive

notification that report is ready in My Report Activity

e Start: Enter date to start schedule

e Apply Change

e Save

e Report is now your Favorite!
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