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Improved Reporting Support Process

1. End User/Business Area Rep requests Shared Report from Reporting 

Administrator

• Not intended for reports with frequently changing format or Ad Hoc Report

2. Reporting Administrator and End User review the Formatted and 

Shared Reports inventory to identify a suitable report

• If an existing report is available, End User utilizes it for their business need

3. If no suitable report exists, End User builds report following guidelines

4. End User submits report to Reporting Admin for inclusion in Report 

Inventory

5. Reporting Admin reviews report with Sustain Team

• Sustain Team approves Report or recommends changes

6. Report Administrator posts Shared Report to Hyperion Workspace and 

updates the Report Inventory with instructions / job aid content

7. Sustain Team reviews report against Formatted Report Criteria

• If report does not meet criteria (e.g., frequent format changes), no Formatted R   

be created

8. Sustain Team or Reporting Administrator builds report in Financial 

Reporting Studio
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Knowledge Check- Questions

1.   What is the first step to creating a Shared or Ad Hoc 

Report?

2.   Once connected to your data source, what data will an end 

user be able to see?

3. How can an analyst select members for use in their report?
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Building a Query: Set Up/Enable Drilling

1. Open SmartView via the Citrix link

2. Connect and activate data source

3. Set up the report

1. Set or Adjust the POV

2. Enable Drill down/up
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Enable Drilling (continued)

 Once the dimensions have been defined, add 

another level of detail to the desired dimension by 

using SmartView’s drill down capabilities:

• Drill by zooming:

– Once you’ve seen the parent level, and then the detail, you may

decide you want to see more or less detail

– You can drill up and down to various levels of data in an ad-hoc

report by expanding and collapsing members.

• Drill by pivoting

– Pivoting dimensions changes the orientation of the worksheet data

(from the x axis to the y axis).  You can move dimensions between

rows and columns and in and out of an ad-hoc report.

– Note: setting SmartView Options (covered later) can enab  

to use the double-click shortcut for drilling
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Building a Query: Query the Database

1. Open SmartView via the Citrix link

2. Connect and activate data source

3. Set up the report

1. Set or Adjust the POV

2. Enable Drill down/up

3. Set Ad Hoc, Display and Cell Styles options

4. Query the database

• After selecting members, enabling drilling and setting options,

you can run the report

• Select the Refresh option on the POV menu. You can re-

settings and Refresh as often as needed
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Alternatives to Building Queries from Scratch

 Collect a set of standard queries to use and reuse

 Use a Shared Report query

 Use Formatted Report opened in SmartView 

• Examples of this option will be shown in the Report Team

meetings scheduled by Kevin W
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Building Shared Reports

 Reports that can be shared across business units 

or within a business unit

 Shared Reports are built in SmartView

 Shared Reports contain a presentation layer and a 

data query layer, represented as separate 

worksheets in Excel

 Build Shared Reports from existing sources:

• Formatted Report

• Shared Report

• Ad Hoc Report
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Shared Report Guidelines

 Define objective

 Identify data, business rules and calculations required

 Review existing inventory

 Build out report

 Test report

 Submit report to Report Administrators group for 

review/approval

 Report Administrator saves report to appropriate Hyperion 

Workspace report folder

 Report Administrator updates Report Inventory with name 

and description of new Shared Report

 Provide content for instructions/job aid as needed
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Summary

 Having completed this course, you are now able to:

• Describe the overall reporting architecture of the planning tool

• State the differences between Formatted (Hyperion Financial

Reporting) Reports and SmartView reporting

• Access SmartView and establish a data source connection to

the application containing the desired data

• Use SmartView functionality to create and manipulate Shared

Reports

• Analyze data in Ad Hoc queries

• Follow the reporting best practices for requesting and sharing

SmartView Shared Reports

• Submit data (Lock & Send) into the application using

SmartView (for non-Web Form BUs)
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Considerations

 Current Budget Loader templates can be used as basis for Lock 

& Send templates

 Lock & Send templates need to support Legal Entity forecast 

reporting

 Templates for loading FTP accounts must include the Offset 

Treasury Organization (Profit Center)

 Hyperion Treasury Offset Organization is _________   (SAP 

Treasury Offset Profit Center was 170004)








