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Welcome to FMMI General 

Ledger Overview

The BI Navigation course will 

provide you an introduction to the 

information needed to understand 

the navigation process in FMMI.

FMMI 302 - FMMI Business Intelligence (BI) Navigation
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Course Objectives

After completing this course, you will be able to:

– Explain the concept and components of FMMI 

Business Intelligence (BI)

– Explain BI capabilities and associated 

benefits

– Define BI key terminology

– Explain BI data architecture

– Access and execute BI reports 

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Course Introduction 
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Introduction Module Overview

Before you get started with the course 

modules, review the next slides. The 

next slides include:

– Review of the content covered in FMMI 

101 – Introduction to FMMI

– Review of the content covered in the 

FMMI 200 level courses 

– Review of the FMMI Curriculum

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Course Introduction 
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Introduction to FMMI (100 Level) 

Review

As a prerequisite to the 200 Level courses, you participated in the FMMI 101 -

Introduction to FMMI course. FMMI 101 provided a high-level overview of the 

FMMI project, changes and impacts of the implementation, and benefits of 

the new system.

After completing the 100 Level course, you learned to:

– Summarize the FMMI program objectives

– Explain the benefits and advantages FMMI provides

– Describe an Enterprise Resource Planning (ERP) solution

– Explain new business processes and concepts

– Explain the key implementation timeline and milestones

– Explain what organizations are impacted by each release of FMMI

The 200 Level Process Overview courses takes a step further and 

provides you a high-level overview of FMMI’s new terminology and

business processes.

FMMI 302 - FMMI Business Intelligence (BI) Navigation
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Process Overview (200 Level) 

Review

As a prerequisite to the 300 Level course, you participated in the 200 Level 
courses.  The 200 Level Process Overview courses take a step further and 
provides you a high-level overview of FMMI’s new terminology and business 
processes.

After completing the 200 Level courses, you learned to:
– Provide an overview of the FMMI business processes

– Explain the Master Data Maintenance end-to-end processes

– Explain the organizational elements within each of the process areas 

– Describe the process flow, business activities, and roles within of the 
processes

– Explain the key terminology associated with each of the processes 

– Describe the various reports 

7
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Your Curriculum

The FMMI Training curriculum outlines the training required for FMMI User Roles.  The 
training courses provide an understanding of the FMMI program and application(s) and 
the USDA financial processes.

 Introduction to FMMI (100 Level)

– Overview of the FMMI project

– Instructor-led course, delivered in an auditorium or 

via teleconference

 Process Overview (200 Level)

– High-level view of USDA’s core financial processes

– Web-based course, delivered via AgLearn 

Learning Management System

 System Navigation (300 Level) 

– Hands-on practice navigating the FMMI system

– Web-based course, delivered via AgLearn Learning 

Management System

 Role-Based (400 Level) 

– Hands-on training and detailed introductions on 

how to process transactions in the FMMI system 

– Instructor-led course, delivered in a computer-

based classroom

400 Level
Role-Based

300 Level
System Navigation

200 Level
Process
Overview

100 Level
Intro
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Introduction Module Summary

Congratulations! You have completed 

the Introduction module.  The next few 

modules provide you an overview of 

Business Intelligence (BI) in FMMI.

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Course Introduction 
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Course Outline

 Course Introduction
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 Module 2 – FMMI BI Navigation

 Course Summary

 Course Evaluation 
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Welcome to Module 1: 

FMMI BI Overview

 This module will provide you an overview 

of FMMI Business Intelligence (BI)

 Proceed to each new page by clicking the 

Next button when you have finished 

reading the content on a page

 To view a full list of the topics covered in 

this module, click the Menu button on the 

top right corner of the course

 When you are finished with the Module, 

click Exit to mark the module complete 

and return to AgLearn

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Objectives

After completing this module, you will be able to:

– Explain Business Intelligence (BI) key terms 

– Define Business Intelligence

– Explain the differences between ECC 

Reporting and BI Reporting

– Describe the data refresh schedule

– Describe key Business Intelligence benefits

– Explain the Business Intelligence data 

architecture components

– Define the BI security controls

– Explain the difference between Data Store 

Object (DSO) and InfoCube Reporting

– Describe the Business Intelligence roles

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Business Intelligence is a collection of technologies, applications, 

and practices that provide decision support capabilities through 

efficient, quality, and fact-based analytics, metrics, and reporting.  

FMMI BI: 

– Consists of components for data management and modeling, 

analytical, and operational tools 

– Is an end-to-end Data Warehouse solution that allows operational 

data analysis from FMMI 

– Allows data extract and analysis from external sources such as 

legacy systems as well as FMMI ERP Central Component (ECC)

– Does not affect the data integrity of the source system and does not 

provide real-time data – ECC data is batch loaded into BI on a 

nightly basis

13
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Key Terminology

Let’s review the following terms and definitions before beginning the 

FMMI BI Overview module:

– Characteristic: Type of InfoObject that is a logical group such as 

Company Code, Material Vendor, G/L Account, etc.

– Data Store Object (DSO): Data storage container (database table) 

that contains detailed data from FMMI ECC or other systems (e.g., 

PACS, CAPS, ABCO)

– Drill-down: Navigation technique that provides the capability to 

display characteristics and key figures in rows or columns.  It allows 

for additional information and/or detail to be viewed

– Filter: Data value that can be selected during Query navigation and 

restricts the data returned in the report

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Key Terminology Continued

– Free Characteristic: Characteristic not displayed initially in the 

results area of the report but are available (“free”) to be added to the 

results area of the report

– InfoCube: Data storage container optimized for building queries that 

contain Key Figures and Characteristics

– InfoProvider: General term for BI objects into which data can be  

loaded or which represent a view of data, such as those objects that 

contain physical data (e.g., DSO, InfoCubes, InfoObjects) and those 

that are not physical data stores (e.g. InfoSets and MultiProviders)

– InfoSet: Virtual joins of like data from multiple InfoProviders 

collected for reporting

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Key Terminology Continued

– Key Figure: Value or quantity such as Budget Amount

– InfoObject: Individual data elements subdivided into Characteristics, 

Key Figures, Units, and Time

– MultiProvider: Virtual union of data from multiple InfoProviders 

collected for reporting 

– Online Analytical Processing (OLAP): Functionality available in 

the results area of the report to analyze data and customize a report

– Query: Data evaluation based on the selection of Characteristics 

and Key Figures

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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BI reports offer additional analytical flexibility and options to end 

users, beyond the capabilities provided by ECC reports.

– BI can quickly generate summarized and detailed reports and can 

easily generate multiple views of the same report and data

– BI report formats are more dynamic – users can add or remove certain 

report fields to suit their individual reporting needs, providing the ability 

to save these views into the BI portfolio for later retrieval

– Because BI is an analytical tool, users can manipulate the same set of 

data into different ways

– Whenever possible, users should run queries using BI instead of ECC 

to optimize FMMI system performance

– Since BI data is batch loaded nightly, there is a one day delay in the 

information displayed in the BI reports.  ECC reports are real-time

17
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ECC Reporting BI Reporting

Availability of Data Real-time reporting available Batch load of data nightly

Analytical 

Capabilities

Some analytical capabilities 

are available (e.g., drill-

down, filtering)

Advanced analytical capabilities are 

available (e.g., slice and dice, drill-down, 

and exception/conditional reporting)

Customization of 

View by End User

Limited ability to customize 

the report layout

Several functions available to customize 

the layout of the report as needed

Ability to Print 

Reports via the 

Web

Printing is available by 

downloading to Microsoft 

Excel

Printing is available in Adobe Acrobat or 

downloading to Microsoft Excel

Download 

Capabilities

Several platforms Microsoft Excel/Adobe Acrobat/ Comma 

Separated Values (CSV) File

Distribution of 

Reports

Reports are available via the 

FMMI Portal 

Reports are available via the FMMI 

Portal 

Integration of Data ECC module specific 

reporting

Flexibility to report on data from multiple 

ECC modules and external data

ECC Reporting BI Reporting

Availability of Data Real-time reporting available Batch load of data nightly

Analytical 

Capabilities

Some analytical capabilities 

are available (e.g., drill-

down, filtering)

Advanced analytical capabilities are 

available (e.g., slice and dice, drill-down, 

and exception/conditional reporting)

Customization of 

View by End User

Limited ability to customize 

the report layout

Several functions available to customize 

the layout of the report as needed

Ability to Print 

Reports via the 

Web

Printing is available by 

downloading to Microsoft 

Excel

Printing is available in Adobe Acrobat or 

downloading to Microsoft Excel

Download 

Capabilities

Several platforms Microsoft Excel/Adobe Acrobat/ Comma 

Separated Values (CSV) File

Distribution of 

Reports

Reports are available via the 

FMMI Portal 

Reports are available via the FMMI 

Portal 

Integration of Data ECC module specific 

reporting

Flexibility to report on data from multiple 

ECC modules and external data
18
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Key Business Intelligence 

Benefits

 Quantitative Benefits:

– Reduced data latency

– Reduced IT effort to maintain systems

– Reduced business effort to maintain hierarchies and master data

 Qualitative Benefits:

– Ability to operate as a single enterprise with common processes and systems; 

data represents “one version of the truth”

– More timely, accurate, and complete financial and management information 

that is transparent across agencies and staff offices

– Reduce user time spent on data retrieval and gathering by storing data in one 

central place

– Ability to refocus finance personnel on analysis and more value added tasks

– Improved data accuracy and integrity

– Improved decision support

– Ability to grow and evolve BI solution using one standard platform

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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BI Data Architecture 

Components 

Enterprise systems 

that support day-to-

day business 

operations. They 

are the source of 

data used in 

Business 

Intelligence 

solutions.

Set of processes that

copy / extract, capture, integrate, 

transform, cleanse, summarize 

and load source data into the 

data warehouse and operational 

data store.

Extracts – FMMI modules that 

enable  extraction of data from 

core ERP platform.

Flat files – Source system 

creates flat file extract

Direct connect – Results 

retrieved via query run directly 

against source system

Data Store Object (DSO) – Collection of 

frequently-updated detailed data used to support 

tactical reporting needs

Data Warehouse (DW) – Integrated, time-

variant, non-volatile collection of data; the 

central point of data integration; delivers a 

common view of enterprise data

OLAP Cubes – Multi-dimensional data 

structures built to support the specific analytic 

needs of business processes and departments

Relational Data Marts – Subsets of the DW 

created to support specific reporting and 

analysis needs

Reports – Standard 

results w/ limited 

interactivity

Analytics – Advanced 

reporting with slice-and-

dice, drill-down, and 

filtering capabilities

Scorecards – High-level 

metrics summaries

Dashboard –

Presentation of multiple 

result formats

Portal – Primary method 

of accessing various end-

user tools20
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 Non – FMMI Data sources include Payroll data from PACS, CAPS, 

and ABCO

 Scorecards and Dashboard will be available at a subsequent 

deployment

 Power users will have access to Business Objects to create Ad-Hoc 

reports.  This will be covered in greater detail in FMMI 404 – Payroll 

Reporting and FMMI 405 – Ad-hoc Reporting

BI Data Architecture 

Components Continued  

21
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USDA Agencies and Staff 

Offices using FMMI will leverage 

BI & ECC for reporting in the 

following areas:

– Accounts Payable

– Account Receivable

– Cost Management

– Funds Management

– General Ledger

– Purchasing  

– Payroll

– Cash Reconciliation

Deployment 1.0

USDA

Agencies & Staff 

Offices

GWA, 

GOALS II, 

CA$HLINK, 

HHS, STATE DEPT., 

ETC.

FMMI

(ECC)

FMMI 

(BW)

Funds Management

General Ledger

Payroll

Funds Management

General Ledger

Payroll

Purchasing
Purchasing

Accounts Payable

Accounts Receivable

Cost Management

Accounts Payable

Accounts Receivable

Cost Management

22
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 BI security restricts the reports available and 

the dataset displayed for the reports

 Available data depends on the end user’s 

role 

 There are two main types of roles:

– End User “Reporter” – Can execute available 

reports

– Power User – Can modify and create reports, 

a functionality also known as ad-hoc analysis

 Agency-level security is controlled by the 

FMMI accounting elements

– E.g., Fund and Fund Center

– For example, Homeland Security agency has 

access to only their agency specific data
23
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 Detailed reports are generally built off of the DSO, while high-level, 

summary type reports are normally built off of an InfoCube

– In this example, if the 

query is written from 

the DSO, the report 

output will detail the 

item, size, color and 

dollar amount sold

– Conversely, if the query 

is written from the 

InfoCube, the data 

reflected in the report 

output will aggregate 

the data to reflect the 

dollar amount sold for 

each size

Data Store Object (DSO) vs. 

InfoCube Reporting

24

Item Size Color

Shirt Small White

Shirt Small Tan

Shirt Small Blue

Shirt Medium White

Shirt Medium Tan

Shirt Medium Blue

Shirt Large White

Shirt Large Tan

Shirt Large Blue

DSO

(Detailed Data)

$1,000.00

$1,200.00

$1,400.00

$1,200.00

$1,400.00

$1,600.00

$1,400.00

$1,600.00

$1,800.00

InfoCube

(Aggregated Data)

Small = $3,600.00

Medium = $4,200.00

Large = $4,800.00

Shirts Sold

Item Size Color

Shirt Small White

Shirt Small Tan

Shirt Small Blue

Shirt Medium White

Shirt Medium Tan

Shirt Medium Blue

Shirt Large White

Shirt Large Tan

Shirt Large Blue

DSO

(Detailed Data)

$1,000.00

$1,200.00

$1,400.00

$1,200.00

$1,400.00

$1,600.00

$1,400.00

$1,600.00

$1,800.00

InfoCube

(Aggregated Data)

Small = $3,600.00

Medium = $4,200.00

Large = $4,800.00

Shirts Sold
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FMMI User Roles

 Role Alignment is the process of defining FMMI 

User Roles required to obtain system access to 

perform the FMMI business processes 

 Once roles are defined, FMMI users are aligned 

to them

 Proper role definition and alignment:

– Ensures users have access to perform the 

tasks needed to perform FMMI transactions

– Ensures proper segregation of duties

– Ensures FMMI users receive proper training

 An individual user may be assigned one or more 

FMMI roles based on his or her responsibilities

 Upcoming modules further explain FMMI user 

roles

FMMI 302 - FMMI Business Intelligence (BI) Navigation
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FMMI Business Intelligence (BI) includes the 

following roles:

Role Name Function

BI Reporter  View and execute non-payroll BI 

reports in the FMMI-BI system

BI Payroll Reporter  View and execute the payroll 

related BI report in FMMI-BI system

BI Power User  Create ad-hoc BI non-payroll 

reports in the FMMI-BI system

 Execute BI non-payroll reports in 

the FMMI-BI system

BI Payroll Power 

User

 Create ad-hoc BI payroll reports in 

the FMMI-BI system

 Execute BI payroll reports in the 

FMMI-BI system

Role Name Function

BI Reporter  View and execute non-payroll BI 

reports in the FMMI-BI system

BI Payroll Reporter  View and execute the payroll 

related BI report in FMMI-BI system

BI Power User  Create ad-hoc BI non-payroll 

reports in the FMMI-BI system

 Execute BI non-payroll reports in 

the FMMI-BI system

BI Payroll Power 

User

 Create ad-hoc BI payroll reports in 

the FMMI-BI system

 Execute BI payroll reports in the 

FMMI-BI system
26
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Learning Checkpoint Question 

and Answer (Q&A)

 Now is your opportunity to see if you 

are learning the course material

 If you answer the questions 

incorrectly, please be sure to 

reference the course if you need 

more explanation about key concepts

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Learning Checkpoint Question 

and Answer (Q&A)

1. True/False: FMMI BI is an end-to-end Data Warehouse solution 

that allows operational data analysis from FMMI. (True)

2. Multiple Choice: Which of the following is a benefit of Business 

Intelligence?

a. Reduced data latency

b. Reduced IT effort to maintain systems

c. Improved data accuracy and integrity

d. Improved decision support

e. All of the Above 

3. True/False: BI reports provide real-time data. (False)

FMMI 302 - FMMI Business Intelligence (BI) Navigation
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Learning Checkpoint Question 

and Answer (Q&A)

4. True/False: The FMMI portal is the primary method of accessing BI 

reports. (True)

5. Multiple Choice: Which of the following users can create ad-hoc BI 

payroll reports in the FMMI-BI system?

a. Financial Reporter

b. BI Reporter

c. BI Payroll Reporter

d. BI Power User

e. BI Payroll Power User

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Module Summary

In this module, you have learned to:

– Explain Business Intelligence (BI) key terms 

– Define Business Intelligence

– Explain the differences between ECC 

Reporting and BI Reporting

– Describe the data refresh schedule

– Describe key Business Intelligence benefits

– Explain the Business Intelligence data 

architecture components

– Define the BI security controls

– Explain the difference between Data Store 

Object (DSO) and InfoCube Reporting

– Describe the Business Intelligence roles

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Module Completion

Congratulations! You have completed 

Module 1 – FMMI BI Overview.  The next 

module provides you an overview of the 

FMMI BI Navigation process.

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 1
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Course Outline

 Course Introduction

 Module 1 – FMMI BI Overview

 Module 2 – FMMI BI Navigation

 Course Summary

 Course Evaluation 
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Welcome to Module 2: 

FMMI BI Navigation 

 This module will provide you an overview 

of FMMI BI navigation 

 General Ledger Master Data process

 Proceed to each new page by clicking the 

Next button when you have finished 

reading the content on a page

 To view a full list of the topics covered in 

this module, click the Menu button on the 

top right corner of the course

 When you are finished with the Module, 

click Exit to mark the module complete 

and return to AgLearn

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2
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Objectives

After completing this module, you will be able to:

– Navigate through the FMMI Portal to BI reports

– Navigate within BI reports

– Explain Online Analytical Processing (OLAP) 

functionality

– Create a report variant

– Export a report to MS Excel 

– Save and print reports

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2
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Key Terminology

Let’s review the following terms and definitions before beginning the 

FMMI BI Navigation module:

– BEx Web Analyzer: An analytical tool to create and display BI 

Reports

– FMMI Portal: Web-based single point of entry into FMMI

– FMMI Role: The system access provided to FMMI users to perform 

various business activities

– Process Area: A major grouping of activities in a process area that 

enables users to perform their work in the FMMI environment

FMMI 302 - FMMI Business Intelligence (BI) Navigation
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BI Key Figures and 

Characteristics 

BI reports include Key Figures and Characteristics that contain the data 

necessary for analyzing or answering relevant business questions.

– Key Figures 

 Numeric fields representing the objects of analysis in BI reports, such as 

cost, quantity, unit, etc.

– Characteristic

 Descriptive fields supplying details about the Key Figures in BI Reports

36
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To access BI Reports in FMMI, click on the appropriate process 

tab:

– Click on the BI Reports tab

– A list of available reports (determined by access and role) will 

appear as a series of links on the left-hand pane 

– Select a report to see a variable entry screen to enter the 

parameters for the report

37
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 Once a report is selected, the Variable Entry screen will 

appear and values can be entered for the variables 

 Variables are mandatory or optional

– Mandatory variables are noted with an asterisk to the left of the 

variable name

 Though optional 

fields do not 

require a value to 

be entered, it is 

highly 

recommended 

that an entry be 

made to limit the 

data returned in 

the report output 38
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The Search button provides a multiple selection option that 

allows users to enter multiple values or ranges when parameters 

are set for a report.

– This feature affords more specification and detail in the report

– Users may choose to select or exclude a single value or select or 

exclude a range for each parameter

– Users are able to search for the field values using match codes

39
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To search for a specific record, click the Search button in the 

appropriate variable field. 

– In the Select Values window, select the Search option from the 

Show view drop-down list

– In the Search section, select the search criteria from the drop-

down list and enter the search value in the corresponding field

 Similar to ECC 

reporting, use the 

asterisk symbol as a 

wildcard character when 

searching for information 

in BI

– Click the Search button

40
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Main Screen Elements of BI 

Reporting

The BI Variable Entry screen includes two main toolbars:

 Variant Toolbar

– Contains the following components: Available Variants, Save, 

Save As, and Delete

 Execute Toolbar

– Contains the following components: OK and Check

Variant 

Toolbar

Execute 

Toolbar

Variant 

Toolbar

Execute 

Toolbar

Variant 

Toolbar

Execute 

Toolbar

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2



Transforming Financials 
at the People’s DepartmentVariant Toolbar

 A variant is a collection of saved parameters, like a set of report 

selection criteria.  Use a variant to run similar reports to save time

– Save values entered into selection fields on a report using variants

– Use a variant to run similar reports to save time

– Click the Save As button to save the key fields 

 Users may create several variants for the same report, each one 

containing different values

 The Variant toolbar includes the following elements:

Name Description

Available Variants Provides a drop-down list of the available variants

Save Saves updates to an already-existing variant

Save As Creates a new report variant

Delete Removes the selected variant from the drop-down 

list

Name Description

Available Variants Provides a drop-down list of the available variants

Save Saves updates to an already-existing variant

Save As Creates a new report variant

Delete Removes the selected variant from the drop-down 

list
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Create a BI Report Variant

 Purpose: Use this procedure to set up a report variant in FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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Once the variables for a given report are entered, use the 

Execute toolbar to complete the query.  The Execute toolbar 

includes the following elements:

Name Description

Check Verifies that the inputted values are valid

OK Executes the report for the selection criteria 

entered

Name Description

Check Verifies that the inputted values are valid

OK Executes the report for the selection criteria 

entered
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The following BI screen elements are present across all reports:

Results 

Area

Characteristics 

and               

Key Figures

Report 

Toolbar

Report 

Title 

Results 

Area

Characteristics 

and               

Key Figures

Report 

Toolbar

Report 

Title 
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The four main components of BI reports layout are:
– Report Title – The title of the BI report executed

– Toolbar – Buttons that facilitate navigation between screens and 
allow other actions to be performed within the report

– Characteristics and Key Figures – List of characteristics (free and 
default) and key figures available in the report
 Rows Menu: The rows section displays what rows are currently in view 

for a given report

 Free Characteristic Menu: The free characteristics are fields and values 
on the left hand pane.  Elements under the free characteristics column are 
not currently in the report but can be added via drag and drop in between 
any of the columns left of the key figures on the report

– Results Area – Actual results returned from BI for the selection 
criteria entered

BI Report Layout Continued 
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Run a BI Report

 Purpose: Use this procedure to run a BI report in FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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The BI Report toolbar contains buttons used to navigate between 

screens and perform other actions within a report.
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Save As

Open

Display As

Information

Print 

Version

Export to 

Excel

Last Data 

Update

Filter

SettingsSave As

Open

Display As

Information

Print 

Version

Export to 

Excel

Last Data 

Update

Filter

Settings
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The Open button on the Report toolbar opens a saved report layout.  

The data contained in the saved report layout is refreshed when it is 

reopened.

– Select the appropriate report layout to open by highlighting it and 

clicking the OK button
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The Save As button on the Report toolbar saves the report layout as a 

favorite link.  The saved report can be accessed using the Open

button.

– The Save As window 

defaults to the Favorites 

folder, where users can 

enter a description of the 

report in the Description

field (end users may have 

to scroll down first)

– To save that layout, click 

the OK button
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– The information can be displayed as a:

 Table

 Chart

 Both Concurrently

The Display As button on the Report toolbar enables users to 

determine how the data will be shown on the screen.
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The Information button on the Report toolbar enables users to display 

query-specific key information, filters, and variables relative to the 

report. 
 Key information about the BI report includes the following:

– Key Date: Date the report data was last refreshed from BI 

– Changed At: Date and time the report definition was changed

– Last Changed by: ID of the person who last changed the report 

definition

– Last Refreshed: Date and time the report was last refreshed

 Filters: Data currently being filtered out of the results area of the 

report

 Variables: Selection criteria entered into the Variable Selection

screen prior to executing the report

52

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2



Transforming Financials 
at the People’s DepartmentBI Report Toolbar: Print Version

The Print Version button on the Report toolbar displays report 

data in a printable Adobe Acrobat document (PDF format)

– The Export Dialog

window allows 

users to format the 

hard copy of the 

report

– Users are able to 

modify the margins, 

header, and footer
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The Export to Excel button on the Report toolbar exports the 

report to an Excel worksheet.

– The Export Dialog window allows end users to name the Excel 

file and select where to save it on the desktop

BI Report Toolbar: 

Export to Excel
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– The Variable Screen button allows users to modify the selection 

parameters of the report

– For the applicable characteristic, click the drop-down button and 

select the edit option

– The Select values pop-up window displays which allows users 

to add or remove values for that given characteristic

The Filter link on the Report toolbar displays the filter area which 

allows users to edit the values of the characteristics for the report.

BI Report Toolbar: Filter
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Filter/Sort a BI Report

 Purpose: Use this procedure to filter a BI report in FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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The Settings link on the Report toolbar allows users to adjust 

the settings of the report.  It contains the following five tabs:

– Table

– Chart

– Exceptions

– Conditions

– Data Provider
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The Table tab on the Settings link allows users to adjust the 

settings of the table displaying the report data.
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The Chart tab on the Settings link allows users to adjust the

settings of the Chart displaying the report data.

– This option is applicable when the report display is set to “Chart”

– The Chart Type field determines the type of chart used to display the 

data, such as Pie chart or a Line chart

– The Chart Legend Position

determines the location of 

the Chart Legend on the 

Chart display 

– Check the Manual Axis 

Description checkbox and 

the Manual Axis Label to 

provide descriptions and 

labels for the X axis and Y 

axis, respectively
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The Exceptions tab on the Settings link allows users to create 

an exception to highlight and draw attention to certain outputs 

such as extremely high or low values.
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The Conditions tab on the Settings link allows users to create a 

condition to restrict values that would otherwise be displayed.

61

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2



Transforming Financials 
at the People’s DepartmentSettings: Data Provider

The Data Provider tab on the Settings link allows users to adjust 

the display settings of the report data.

– For examples, users can modify the display of the (-) sign or the 

display of zeros

– Users can also choose to suppress 0 values in the columns 

and/or rows
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Modify BI Report Settings

 Purpose: Use this procedure to adjust BI report settings in FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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– By using the Context Menu, users are able to perform several 

different functions

 The Context Menu contains functions such as drilling-down, filtering, 

and sorting data

 To access the Context Menu, right-click the mouse somewhere on 

the report

Online Analytical Processing (OLAP) functionality provides the 

ability to manipulate data in the report output.

64

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2



Transforming Financials 
at the People’s DepartmentContext Menu: Back 

The Context Menu changes depending on where a user is on the 
screen.  Although some features will remain constant, others will 
change.

 Back – Appears once a change has been made to the report 

output

– Back One Navigation Step – Go back one step

– Back to Start – Return the original results from when the report was 

first executed
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The Goto functionality allows end users to execute reports that are 

related to their current report.

– For example, a user who is viewing the Transaction Register results 

screen can attain additional details by executing the Transaction 

Register – Detail report using the Goto function 

– This option is not available for all BI reports.  For example, the Detail 

Trial Balance (BP) report does not have the Goto functionality 

available 
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The Filter option in the Context Menu provides users with the following 

selections for filtering data in the report output:

– Keep Filter Value – Filters report results on specific value(s) for data 

elements contained in the report.  Keep Filter Value removes the value 

the report is filtered on from the results area of the report

– Keep Filter Value on Axis – Filters on a Characteristic within the 

Results Area of the report while adjusting the filter value to the axis

– Filter and drilldown By – Adds the selected Free Characteristic to the 

report and filters on this Characteristic
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OLAP Reporting: 

Filtering Continued

The Filter option in the Context Menu provides users with the following 

selections for filtering data in the report output:

– Remove Filter Value – Removes a filter from the report

– Select Filter Value – Limits the amount of data displayed in the report 

based on the selected filter 

– Variable Screen – Displays the Variable Entry screen where variables 

can be entered or removed to modify the report output

68

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2



Transforming Financials 
at the People’s Department

OLAP Reporting: 

Drilldown Capability

 Drilling-down in BI Reports enables users to navigate to a more 

detailed level: 

– Occurs by adding characteristics to the row and/or columns 

– Reports data according to its Characteristics and Key Figures

– Enables users to investigate data at a lower level of data

 Drilling-down in BI reports is different from drilling down in ECC 

reports.  In an ECC report, users can drill-down to a specific 

transaction and/or document.  In a BI report, users can drill-down 

using additional characteristics

69

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2



Transforming Financials 
at the People’s Department

OLAP Reporting: 

Drilldown Capability Continued

The Change Drilldown option in the Context Menu provides users with 

the following selections for drilling down data in the report output:

– Drill Down By – Adds the selected characteristic within the results area 

of the report

– Swap [Characteristic] with – Swaps position of a characteristic with 

another characteristic within the results area of the report

– Remove Drilldown – Removes a characteristic from the results area of 

the report

– Swap Axes – Changes the display of a characteristic from vertical 

(columns) to horizontal (rows) or vise versa in the results area of the 

report
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Drilldown Capability: 

Context-Sensitive

Similar the Context Menu, the drill-down options vary depending on 

where user has clicked on the screen.
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While in a report, the column on the left hand side 

lists a series of different characteristics (“Free 

Characteristics”) that may be added to the report.

– To add a particular characteristic to the report, 

click on that characteristic and drag it by holding 

down on the left mouse button

– Move the cursor to the point to add the 

characteristic in the report

– Drop (release the left mouse button) in between 

whichever columns you would like left of the key 

figures

– After dragging and dropping the applicable 

characteristic into the report, an additional 

column will appear that displays that 

characteristic’s data

Drilldown Capability: 

Drag and Drop
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Drilldown Capability: 

Drag and Drop Example

After dragging and dropping “Funds Center” into the report, an 

additional column will appear titled “Funds Center” and will contain 

funds center data.
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To remove characteristics that are displayed in a report:

– Go to the Rows Menu on the left hand side and select the value for 

removal

– Drag (hold down left mouse button) that value into the Free 

Characteristics Menu and drop (release left mouse button) it there

– After removing the applicable characteristic from the report, the 

column that displays that characteristic’s data disappears

Drilldown Capability: 

Removing Characteristics
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Context Menu: 

Broadcast and Export

 Use the Broadcast and Export function to export report 

results to a CSV (Comma Separated Value) file

– Select the Export to CSV

option on the Context 

Menu

– A File Download pop-up 

box displays

– Click the Save button

– Specify a file name and 

location for the report

– The file saves in the 

specified location
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Context Menu: 

Properties and Sort

 Use the Properties function to view or modify the properties 

for:

– Characteristic

– Data Cell

– All Data Cells

– Axis

 Use the Sort function to 

change the data within the 

results area of the report (in 

this example, the 

characteristic clicked on to 

sort is G/L Account)
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Adjust BI Report Layout

 Purpose: Use this procedure to adjust the layout of a BI report in 

FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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– Results will be returned according to the condition values defined

– To create a condition, perform the following steps:

 Click the Settings link on the Report toolbar

 Click the Conditions tab

 Click the Add button

 On the Define Condition window, complete the outlined steps

A condition allows a key figure value to be restricted that would 

otherwise be displayed, such as the top ten values, the top five 

percent values, or all values above or below a certain level.
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An exception is used to highlight and draw attention to certain 

results in the report output such as extremely high or low values 

of a key figure.  Results will be returned according to the 

condition values defined.

– Results will be highlighted according to the exception values 

and levels defined

– To create an exception, perform the following steps:

 Click the Settings link on the Report Toolbar

 Click the Exception tab

 Click the Add button

 On the Define Exception window, complete the outlined steps
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 After establishing the desired layout for a particular report, 

save that view for future use 

– Click the Save As button on the BI Report Toolbar

– On the pop-up screen, select the Favorites tab 

– In the Description field, name the layout to reference it in the 

future

– Click the OK button
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Save a BI Report

 Purpose: Use this procedure to save a BI report in FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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 Once saved, access this report by clicking 

the Open button on the BI Report toolbar

– On the pop-up screen, the saved report will 

be displayed

– Highlight the appropriate link and click the 

OK button

– The Variable Entry screen displays with 

the original inputted parameters

– Click the OK button 

– The report automatically displays in its 

saved layout

82

FMMI 302 - FMMI Business Intelligence (BI) Navigation

Module 2



Transforming Financials 
at the People’s DepartmentExporting a BI Report

 After manipulating the report as necessary, the user can export that 

report to MS Excel.

– Click the Export to Excel button on the BI Report toolbar

– A File Download pop-up box displays

– Click the Save button

– Specify a file name and location for the report

– Click the Save button to save it in the specified location

 End users should note that when first attempting to export the 

results, they are sent back to the Welcome screen in FMMI

– Once they run the report a second time, they are able to export the 

report normally.  Since USDA users are not Administrators of their 

computers, they do not have access to change their Internet Explorer 

security settings to avoid this issue. To avoid this issue, users with the 

proper access can turn off their computer’s pop-up blocker
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Exporting BI reports enables users to save a local copy of any 

generated report for future viewing.

– Note the report filters at the bottom of the excel file.  End Users 

need to reference this information about the report to provide the 

necessary context of the data
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Export a BI Report

 Purpose: Use this procedure to export a BI report in FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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After manipulating the report as necessary, the end user can also 

print the report. The report displays in a PDF version when 

printing.

– To print reports in the BI, click the Print Version button on the BI 

Report toolbar

– After clicking this button, a PDF version of the report 

automatically opens

– To print the report, click the Print button in the upper left hand 

corner 

– Alternatively, you can go to the File Menu and select Print
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Printing BI reports enables users to produce concrete copies of 

reports.  Files are converted to Adobe Acrobat PDFs prior to 

printing.
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Print a BI Report

 Purpose: Use this procedure to print a BI report in FMMI

 Roles:

– BI Reporter

– BI Payroll Reporter

– BI Power User

– BI Payroll Power User
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Learning Checkpoint Question 

and Answer (Q&A)

 Now is your opportunity to see if you 

are learning the course material

 In the event that you answer a 

question incorrectly, it is 

recommended that you reference the 

key concepts within the course for 

additional explanation
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Learning Checkpoint Question 

and Answer (Q&A)

1. True/False: Mandatory variables are noted with an asterisk to the 

left of the variable name. (True)

2. True/False: Unlike ECC reports, users cannot use the asterisk 

symbol as a wildcard character when searching for information in 

BI. (False)

3. Multiple Choice: Which of the following tabs allows user to 

suppress 0 values in the columns and/or rows?

a. Table 

b. Data Provider

c. Chart

d. Exceptions

e. Conditions
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Learning Checkpoint Question 

and Answer (Q&A)

4. True/False: In a BI report, users can drill down to a specific 

transaction/document. (False)

5. True/False: The Goto functionality allows users to execute reports 

that are related to their current report. (True)
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Module Summary

In this module, you have learned to:

– Navigate through the FMMI Portal to BI 

reports

– Navigate within BI reports

– Explain Online Analytical Processing 

(OLAP) functionality

– Create a report variant

– Export a report to MS Excel 

– Save and print reports
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Module Completion

Congratulations! You have completed 

Module 2 – FMMI BI Navigation.  The 

next module provides a course summary.
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Course Outline

 Course Introduction

 Module 1 – FMMI BI Overview

 Module 2 – FMMI BI Navigation

 Course Summary

 Course Evaluation 
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Course Summary

In this course, you have learned to:

– Explain the concept and components of FMMI Business Intelligence (BI)

– Explain BI capabilities and associated benefits

– Define BI key terminology

– Explain BI data architecture

– Access and execute BI reports 
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Course Outline

 Course Introduction

 Module 1 – FMMI BI Overview

 Module 2 – FMMI BI Navigation

 Course Summary

 Course Evaluation 
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Course Evaluation

 In our efforts to continuously improve FMMI Training, please 

complete the course evaluation

 The FMMI team uses the results of evaluations to determine the 

overall effectiveness of the training program and to identity 

improvements for future sessions 

– Your answers will remain confidential but you may also provide your 

name if desired

 The evaluation can be accessed at the following link: 

Course Survey
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http://www.surveymonkey.com/s/H9NFCFH
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