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Adding Groups & Aggregating Data

with the New eReports

Enabling Interactive Viewer

Before you begin, ensure you turn on the Interactive Viewer:

1. First, ensure you select New Version from the Report Version dropdown, add in your report

parameters, then click Fetch Report.

Transaction Details Summary

Seport [Hew Verson ]
Version: New Version v

oy

View By: @ | Summary >
From T
e, @ [01701/2022
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Cost

conte, ® (230642 230087

Fung, @ O 100
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2. Optional: Once your report opens, you may wish to select the Raw data view option. This may
not be available for all reports.

Fund Code: 200

‘ost Centre: 230087 Demo 230087
Start Date: 03012009

‘ost Centre Stamus:  ACTIVE

End Date: 12312059
HST Rebate Rate: REEY

< Raw data view >> 2

‘Account Description
Tranzaction Description
Revenue Accounts

033000 ICR Sal-Wages

ICR Sal- Wages BU
T KonK upgrade project uLe

BU30M

Outstanding PO Commitmants can be reviewed in the Outstanding PO Commitments Report

Run Date Time: 107232023 09:56:38
TRANSACTION DETAIL Manager: Swif Teyler
Forthe period: 01012022 thra 08312022 Location: Keele Campus.
Department: 47350 Dept 47350

Click here for Detailed SmZreB:

/ Concur Expenses =>

Vendor / Reference

BU3024
150

61,488.00

61.485,00

(287.02)

(28702

3. Enable Interactivity by opening the Main Menu (hamburger icon in the top-left of your screen).

4. Click Enable Interactivity.

Enable Interactivity Ctrl +1
Parameters
i Table of Contents

20 Link to this page

20 Export content Ctrl+Shift+E
e Export data

20

2 Print Ctri+P
20

20 Keyboard Shortcuts Ctrl +/
20 Help Ctrl+F1
200 e ez oz e
200 23008 Demo 230087 Swift Taylor

TRANSACTION DETAILS REPORT

Fiseal Year  Account Type Account Description Tranzaction Line Description  Source
2022 Enxpense 486600 Equip Computer-Undar §20,000 1x laptop SRE66160 TuLe
2022 Expanse 486600 Equip Computer Undsr $20,000 1z dock SRE66160 uce
2022 Expanse 240100 BenFt Support Staff Yusa Té MileyC payment uC
2022 Expense 140100 Sal FtSupport Yosa T MileyC payment e
2022 Expense 433000 Computer Software-Licensa Fee 042 INCE73314 SEP ue
2022 Expanse 435000 Computer SofwareLicansaFea 0402 DNCE73318 Res Grad uce
2022 Expanze 453000 Computer Software-LicamsaFee (42 License Fee uLC
2022 Expense 455000 Computer Software-Licensa Fee 0 License Fee e
2022 Enxpense 455000 Computer Software-Licensa Fes 0 SMSxl TuLe
2022 Expanse 435000 Computer SofwareLicamsaFea O INCE29644 Science x2 uc
2022 Expense 455000 Computer Software Licensa Fez 0 INC13201 HR =7 uLe
2023 Expense 140000 Sal Ft Support Staff-CPM 8al Ft Support Staff- CPM BU
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Adding Groups

In this section, we’ll cover how to use groups to organize your report. Before you begin, ensure you've
followed the steps to turn on the interactive viewer:

To add a group:

Select a column; in this example, we are choosing Account.
Click the ellipsis icon (...) from the interactive viewer menu.
Open the Group dropdown.

Select Add Group.

[ION DETAILS REPORT

Add Group

D

Column Page Break

Y Aggregation Transaction Line Description

Y Filter 4
0 197001 A10203  Consultant
o o00114 4262023 Cash Distribution
o 197001 ¥ sort b 4102023 HSTRebate
o 457000 Alignment » 417203 TEL CHARGES Mar 2023
0 467000 4172023 TEL CHARGES Mar 2023
o 455000 Aa Format 4 ] ST Rebate @ 75%
o 455000 QUEST SOFTWARE INC
o 092300 Export content 7042013 Transfer from Capital - Fund 7
o 095010 ma Cmmase 7 20 0 Lom VI4202 Tnitial CutBase & 200 Com
o 095504 InVear OT0 Salary to & Cirl 07042023 InVear OTO Salary 0.6 Ce

This will move your selected column (Account in this example) to the far-left, and group your report
accordingly:

>l

TRANSACTION DETAILS REPORT
Fund Code:

Date Range:
Cost Center: 230642, 230087

Account Description

(000114
200 Bank Of Montreal - Digital Chg 04262023 Cash Distribution Ap PCGLAMTET4B-1
200 Bk Of Montreal - Digital Cg 04112 2023 User Conforence AP 119A573EESS240EI8403
200 Bank Of Montreal - Digital Chq 08/09/2023  Varioms Lins Itams-Click hars for datails ap 21003385878
200 03012023 Cash Distribution ap PCGL3992589-B-1
200 02032033 Cask Distribution ap PCGL3I960817-5-1
200 06232023 Cash Distribution ap 10044065
200 0412203 Cask Distribution ap PCGLA025173-B-1
200 Bank Of Mentreal - CUOV0B  Cash Distribution Ap PCGLI942693-B-1
200 Bank Of Montreal - 067232023 Cash Distribution A 100440
200 Bank Of Mentreal - Digital Chg 06232023 Cash Distribution ap 10044078
200 Bank Of Montreal - Digital Chq 05512023 Cash Distribution AP
200 Bank Of Montreal - Digital Caq 07192033 Cash Distribution ap
(004600
200 230087 Frepaid Expensas 05012023 Software Licenses uLe
200 230087 Prapaid Expamses V162023 Software Licenses uLe
200 230087 Prepaid Expensas [ Saftware Lices uLe
(2010650
200 A/P-USBank Plus 0411912023 AP 511658
200 Bank Plus 062112023 ap 1017656838
200 Bank Pl AP 909663
200 Bank Pl 1] AP
200 USBank Phus 07122023 ap
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Adding Subgroups

The interactive viewer allows you to add additional groups to a report, enabling you to view subgroups.

To add a subgroup:

000
010650

1.

Select a column on a report that already has a group applied; in this example, we are choosing
Cost Centre.
Click the ellipsis icon (...) from the interactive viewer menu.
Open the Group dropdown.
Select Add Group.

TRANSACTION DETAILS REPORT
Header

13 Group > Add Group o

I Column Delete Inner Group.

Page Break

X Aggregation
Y Filter

PCGLINTEM B
R 2uce

¥ sort 2028

Alignment

- Digial Ch.

This will move your selected column (Cost Centre in this example) to the right of your primary group and
group your report accordingly:

TRANSACTION DETAILS REPORT

¥ EEEEREEEEEE

< e > o

You can use the plus

010650

Do 230087

and minus

icons to quickly Show/Hide group and sub-group contents.
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Aggregating Data

The interactive viewer allows you to aggregate data for an entire report for groups within a report.
To Aggregate data:

1. Select a column.

2. Click the ellipsis icon (...) from the interactive viewer menu.
3. Select Aggregation.

TRANSACTION DETAILS REPORT Header N
Fund Code: 200
IDate Range: 01012023 o 08312023 Group 4
st Cemters 230642, 230087 I Column »
Account Description e Journal / PO / Aggregation
Voucher ID ]
Filter
000114
l $ Sort 3
200 Aot Bank Of Montraal - Digital Chy ap
Asset Bank Of Monfreal - Digital Chy ap Alignment 4
Assat Bank Of Montreal - Digital Cha i Aa Format N
Busat Bank Of Montraal - Digital Chy a
Assat Ban Of Montraal - Digial Cha. i
Asset Bank OF Montreal - Digital Chy AP Export content
Assat Bank Of Monereal - Digital Ch ap ‘The Wkt Disney Company
200 Assat Bank OF Monwreal - Digial Cha i Alghabat LLC
200 Busat Bank Of Montraal - Digital Chy a Alphabet LLC
200 Assat Banl: Of Monreal - Digial Ch i PCGLAVTMILEL ‘T Wlt Disnay Company
200 Buat Bank Of Montraal - Digital Ch a PCGL4ITS4STB-1 ‘The Wkt Disner Company
230642
200 Busat Bank Of Montraal - Digital Chy 003 AP 36 119ASTIEESSMOE8AA3 Gates, Bill 170L5)
024600
230087
200 Aot Prapaid Expanses vLe (2496581
200 Asset Prepaid Expenses ULC 2496561
200 Assat Prepaid Evpanses e 4136496
010650
1230087
200 Lisbility APUSBank Plus 020 AP 70158466 TE11638 CDW Canada Cory. (11565

There are many Aggregation options, but in this section, we will be covering the three most oft-used
options:

e Sum
e Counts
e Distinct Counts
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Sum

Sum allows you to quickly generate sums of your transaction amounts for your groups or the entire

table.

To Aggregate sums:

1. Choose the Transaction Detail column

and open the Aggregation menu. From
there, Select the Sum option from the
Select Function dropdown.

Select None from the Sort Direction.
Alternatively, you can select Ascending
or Descending to sort your column as
desired.

Check the Table Level aggregate option
to generate a sum of your entire report.

a. The header and footer options
specify where this sum will
appear on your report—we
chose Header to see the sum at
the top of each page.

Check the Group Level aggregate
option to generate a sum of your
group(s). If you have multiple groups,
you can specify which groups to
generate sum for, or select All Groups
to generate a sum for each of them.

a. The header and footer options
specify where this sum will
appear on your report—we
chose Footer to see them after
each group and subgroup.

Here is what your Sum aggregation will look like:

o[sum v] [?\une vle
Count None
Count Distinct Ascending
sum Descending
Aggregate on:
table level
@ header () footer}
I group level
[ an groups v
° All groups
ACCOUNT
COST_CENTRE
(O neader @ footer|
SUM(Transaction Amount)
Enter Label
o [ Totau: Format 0

Enter a label for your sums. This label
will appear before the sum value. Note:
the same label will be applied to the
table, group, and subgroup sums.
a. We chose “TOTAL:” for our
example.

Aggregation

Selected Column:

Transaction Amount

Delete Aggregation

Select Function: [Sortdirection:

Add Aggregation

md] - |

00460

Fund Code:

TRANSACTION DETAILS REPORT

Table total

o087

s Bank Of Morireal - Digital Cha PCGLAOTEMBL The Walt Disny Company

2003385378 YZ Canada I
PCGL39SROB1

Subgroup 1: Cost
Centre total

Parent Group:
Account total

The format option allows you to format
your sum label to make the value(s)
distinct.

Click apply to complete the aggregation.
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Counts

Counts allows you to quickly generate counts of each value within a report. Note this option counts

unique and duplicate values.

To aggregate Counts:

1. Choose the Journal/PO/Voucher ID column and open the Aggregation menu. From there, Select
the Count option from the Select Function dropdown.
2. All our other selections will be the same as the Sums example, except we'll label our Count as

“Count:”

Here is what your Count aggregation will look like:

und Code: 200
01/01/2023 to

230642, 230087

ate Range: 083172023

ozt Center:

200
200
200
200
200
200
200
200
200
00

200

(C230642

200

[=)004600
(=1230087
200

00

TRANSACTION DETAILS REPORT

Arcount Type

Arcount Description

Table count

Bank OFf Montreal - Digital Chq
Bank OF Montreal - Digital Chg
Bank Of Montraal - Digital Chg

Subgroup 1: Cost
Centre count

Bank Of Montreal - THE

Parent Group:
Account count

Journal Ref
{ Imvoice #

Journal / PO /
Voucher ID

10NN e

4820704
48207048

PCGL3942693-B-1
10044079
10044079

1194573EES8240E284 43

0000842445
0000842445

You'll notice that each value has been counted, even if it is a duplicate value. This might return a result
we don’t want. If you want to only count unique values, you’ll use the Distinct Count option.
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Distinct Counts
Distinct Counts allows you to quickly generate counts of each unique value within a report. Note this
option won’t count duplicate values.

1. Choose the Journal/PO/Voucher ID column and open the Aggregation menu. From there, Select
the Distinct Count option from the Select Function dropdown.

2. All our other selections will be the same as the Sums example, except we'll label our Count as
“Distinct Count:”

TRANSACTION DETAILS REPORT

und Code: 00
Date Range: 01012023 o 083312023
ozt Center: 230642, 230087

Account Type Account Deacription Date S Journal | PO/ Jowrnal Ref

Voucher ID 1 Tnwoice #

Table distinct count
(51230087
Assat Bank Of Monireal - Digital Chq 04262023 AP POGLA047674-B-1
Aszat Bank Of Montreal - Digital Chg 08/08/ AP 21003383878
Assat 4 AP POGL39592589-B-1
Assst POGL3960817-B-1
! et Subgroup 1: Cost Joooss
. - Centre distinct count FeaLumnel
200 Aszet POGL1342693-B-1
200 Assat 10044079
200 Aszst 10044079
200 Aszat POGL40T2432-B-1
200 Assat POGLA0TE487-B-1
(21230642
200 Aszet Bank Of 4.-._\ 32132867 119A573EESS240EDSAAS
Parent Group: o
Account distinct

count

Video Tutorial
Check out our video tutorial for a more detailed look into adding Groups and Aggregating Data:

Adding Groups &

Aggregating Data
with the New eReports

Use the link if you have trouble accessing the video: https://www.youtube.com/watch?v=dbXmXmtvikA
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