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[bookmark: _Toc368487247]Overview
The primary focus of the UMHSCons Project is to integrate Hospital, EVPMA, MHC and Medical School data into one centralized reporting environment.
The primary objectives of deploying a unified systems solution are to:
· Provide enterprise-wide financial reporting and business intelligence solutions 
· Provide a single financial reporting and budgeting solution for all entities within the Health System
· Elimination of multiple extracts from PeopleSoft and remove redundancy
· Over time, provide a single management for all systems that support UMHS financial reporting efforts
· Provide One “version of the truth” of actual data to be used by all Financial Systems managed applications, thereby eliminating concerns regarding data integrity and multiple reconciliations between systems
· Systems will utilize standard hierarchies for items such as departments and accounts across suite of products and applications 
· Gradual elimination of shadow systems
[bookmark: _Toc368487248]Dimensions and Members
The UMHSCons application was built using a product called Essbase.  Essbase is a multidimensional database management system (MDBMS) that provides a multidimensional database platform upon which to build analytic applications. Essbase acronym stands for: Extended Spread Sheet dataBASE". 
The purpose of the Essbase application is to consolidate: Entities, Departments, Budget, Forecast, Actual/Budget, Stats and FTEs into one central environment.

                                       [image: ]
Figure 1- Sample Essbase Cube Illustration
Multidimensional databases are different from relational databases e.g. HSDW or the Data Mart tables.  Relational databases store data in records within tables.  Relationships are created between the tables and their fields to create meaningful queries.  A multidimensional database such as Essbase has a cube structure and stores data at the intersection of dimensions.  Think of a Rubik’s Cube.
Essbase applications are comprised of dimensions.  Dimensions represent a characteristic of the data. Dimensions are defined by a hierarchy of children and parents.  Each discrete component of a dimension is referred to as a member.  A member identifies and differentiates the organization of similar units. For example, a time dimension might include members Jan, Feb, and Qtr1.  Each member has a member name and a member alias.  Aliases are typically more descriptive than member names as member names are often system generated. 
 For example, the account number A620416 has an alias of 620416 – Retail Supply expense
	Dimension
	Description
	Zero Level Member Format

	Accounts
	Financial and other (i.e. FTE and statistical) information  defined by a type (i.e. Revenue, Expense, Statistics)
	Axxxxxx

	Periods
	Associated with month time periods
	Jan, Feb, Mar

	Balances
	Used for aggregation of periods to accommodate quarter-to-date and year-to-date reporting
	MTD, QTD, YTD

	Scenario
	Segmented data categories for reporting and variance analysis
	Actual, Budget, Forecast

	Years
	Associated with fiscal years
	FYxx

	Versions
	Allows for iterations of data.  Currently only use one member
	Final

	Funds
	Represents funds and their associated funds groups
	Fxxxxx

	Departments
	Represents organizational units
	Dxxxxxx

	Program Codes
	Represent a group of related activities and allows a department to track specific uses of money.
	PCxxxxx 

	Class
	Identifies the functional nature of an expense.
	CLxxxxx

	Project Grant
	Identifies a specific pool of money or activity over a finite period of time. 
	PGxxxxx – variable length


UMHS Cons Dimensions

A spreadsheet containing all the dimensions, hierarchies and members is updated monthly and can be found at the following location:  
http://www.med.umich.edu/finance/FinancialSystems/files/xls/UMHSCons%20Dimensions.xlsx
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Figure 2-Application Dimension Differences:  UMHS Cons vs. Finance
For more detailed information about the UMHSCons application, please visit the following URL:
http://www.med.umich.edu/finance/FinancialSystems/files/doc/UMHSCons%20Application%20Details.docx


[bookmark: _Toc368487249]UMHSCons Data Access
UMHSCons can be accessed via the Hyperion Workspace or Microsoft Excel. The data takes the form of canned reports and Smart View templates. The canned reports can be launched from within the Hyperion Workspace or Excel. The Smart View templates are retrieved from the Hyperion Workspace and launched within Excel.
[bookmark: _Toc368487250]Getting Started with Hyperion Workspace
The Hyperion Workspace is the main portal for accessing the Hyperion suite of products.  The Workspace allows you to navigate to reports and access shared files or deposit files to be shared in a central repository.  You can set your preferences and favorites to personalize your experience.  
[bookmark: _Getting_to_Hyperion][bookmark: _Toc368487251]Getting to Hyperion Workspace
There are two ways to get to the Hyperion Workspace.  You can either enter the URL directly into your browser or you can navigate to it via Wolverine Access from the default home page.
[bookmark: _Toc368487252]Accessing Hyperion Workspace by URL
You can get to the Hyperion Workspace by entering the URL directly into the browser.
To get to Hyperion Workspace by URL entry:
1. Enter the following URL into your browser:
https://findatamgr.dsc.umich.edu/workspace/index.jsp
2.  Log in using your Level One (Kerberos) credentials. 

[image: ]
Figure 3- Log In to Hyperion Workspace

You are redirected to your Hyperion Workspace home page.  If this page is blank, your home page is not yet set.  If you want to set your home page at this time, refer to Set Your Home Page.
[bookmark: _Toc368487253]Accessing Hyperion Workspace via Wolverine Access
You can also get to Hyperion Workspace via Wolverine Access.
To get to Hyperion Workspace via Wolverine Access:
1. Launch Internet Explorer. 

The UMHS Internal Homepage is opened by default for UMHS staff. If this is not your default homepage, navigate to the following URL:
http://www.med.umich.edu/i/
2. Click on the Wolverine Access link toward the bottom of the page.
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Figure 4-Wolverine Access

The Wolverine Access Home Page is displayed.  



3. Select Faculty and Staff on the Wolverine Access Home Page.

[image: ]
Figure 5-Select Faculty and Staff
The Wolverine Access Faculty & Staff page is displayed.
4. Click on the Financial Management Workspace (Hyperion) link.
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Figure 6-Financial Management Workspace (Hyperion) link
The Hyperion Workspace Login page is displayed.

5. Log in using your Level One (Kerberos) credentials. 

[image: ]
Figure 7-Log in to Hyperion Workspace

You are redirected to your Hyperion Workspace home page.  If this page is blank, your home page is not yet set.  If you want to set your home page at this time, refer to Set Your Home Page.
[bookmark: _Getting_Started_-][bookmark: _Toc368487254]Getting Started - Launching the Canned Reports in WorkSpace
1. Follow the instruction in the above section Getting to Hyperion Workspace.
2. Click the Explore link on the top tool bar.

[image: ]
Figure 8-Hyperion Workspace Explore
For more information on the use and capabilities of Explore, refer to Basics of Explore.
3. Expand the UMHS Financial Reports folder by either double-clicking on the name or clicking on the + sign to the left of the name.

The reports are located in the Financial Reports folder.
[image: ]
Figure 9-Workspace Reports Folder
4. Expand the Financial Reports folder by double-clicking on the name.

The reports are listed in the right-hand pane.
5. Double click a report name in the right-hand pane to launch the report.

The Preview POV is displayed.  For more detail on how to use the POV refer to The Hyperion Workspace Point of View (POV).
[image: ]
Figure 10-Double-click to launch the report
6. Review the POV member selections to ensure you are retrieving the data you want and click OK.
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Figure 11-Hyperion POV
For more information on setting the Preview POV refer to The Hyperion Workspace Point of View (POV).
7. The report is displayed within the Workspace.
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Figure 12-Report displayed in Workspace
Note: If your report is not displayed at this level of quality, you may want to change your default view preference. Refer to Set PDF As Your Default View Mode.


[bookmark: _Toc368487255]Getting Started - Printing Your Report
1. Your report must be displayed within the Hyperion Workspace.  Refer to Getting Started Launching the Canned Reports if your report is not yet launched.
2. If your report is not displayed in PDF, click the Open in PDF icon on the toolbar. 

[image: ]
Figure 13-Open In PDF
If you are unsure if your report is displayed in HTML or PDF view mode, refer to Detect the Difference Between PDF and HTML. You may want to set your default view mode to PDF so you can omit this step in the future.  Refer to Set PDF As Your Default View Mode.
The Workspace view area is refreshed with the report displayed in PDF.
3. Click the printer icon on the PDF toolbar.

[image: ]
Figure 14-Print report from Workspace
The Print dialog is opened. 
4. Review your Print settings, make any necessary changes, and click Print to print the report.
[bookmark: _Toc368487256]Getting Started - Export the Report
You can export the launched report to Microsoft Excel, Word, or PowerPoint format for further use locally on your computer.
To export the launched report:
1. Click on File
2. Click on Export
3. Select the format; Excel, Word, or PowerPoint.  If you select Excel, additionally select Fully-Formatted Grids and Text.

[image: ]
Figure 15-Export File

4. In the File Download pop-up, select Open or Save As.  
a. If you select Save As, the Save As pop-up appears.  Navigate to the destination folder and click Save.
b. If you click Open, the application you selected in step 3 is launched and the report is displayed.


[bookmark: _Toc368487257]Setting Preferences and Personalizing your Workspace
You can set defaults for the general appearance of the user interface. Changes made go into effect the next time you log in.
[bookmark: _Set_Your_Home][bookmark: _Toc368487258]Set Your Home Page
If you have a blank page as your home page when you log in to Workspace, you will want to set your home page.
[image: ]
Figure 16-Hyperion Workspace Blank Home Page
To set your home page:
1. Select File
2. Select  Preferences

Note; The email address displayed is your e-mail address registered in your user’s security settings. You cannot replace it.
3. Set the Content page to Home Page and click the Use Current Page button. You can also set your Home Page to None, Application, Explore, Document, and Favorite.  If you set your home page to Explore, then you will not need to click the Explore link to get to the reports.
4. Click OK.
[image: ]
Figure 17- Setting your Home Page
5. Log out of Hyperion Workspace and log back in to see the changes.
[bookmark: _Make_the_POV][bookmark: _Toc368487259]Make the POV Visible
If the POV is not automatically displaying for you when you run the reports, you will want to make it visible.
To make the Point of View visible, 
1. Select File.
2. Select Preferences.
3. Select Financial Reporting.  
4. On the General tab, in the User Point of View Preview, click On to make the POV visible.
5. Click OK.

[image: ][image: ]
Figure 18- Set POV Visible
6. Log out of Hyperion Workspace and log back in to see the changes.
[bookmark: _Set_PDF_As][bookmark: _Toc368487260]Set PDF as Your Default View Mode
Reports viewed in PDF are a higher, boardroom ready quality, are displayed an entire page at a time, and are ready for printing.  The header is centered.  A footer on every page provides the page number, date and time the report ran, and the unique ID of the person who ran the report. If this is how you always want your reports displayed, you will want to set your default view mode to PDF.
To set your default view mode to PDF: 
1. Select File.
2. Select Preferences.
3. Select Financial Reporting. 
4. On the General tab, set PDF Preview to be the Default Preview Mode.
5. Click OK.
6. Log out and log back in to see your changes.
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Figure 19-Set PDF as default view mode


[bookmark: _Toc368487261]Exploring the UMHS Financial Workspace
Explore presents the report repository as a file management system.   This enables you to intuitively list and navigate the repository contents and manage and control files and folders.
To get to Explore, click Navigate and then Explore or click the white Explore link on the top tool bar.
[image: ]
Figure 20-Explore
[bookmark: _Basics_of_Explore][bookmark: _Toc368487262]Basics of Explore
Use Explore to list, find or view content.  Items opened in Explore display as tabs at the top of the Workspace. The View pane displays folders on the left-hand side.   The content area displays sub-folders and documents on the right-hand side.  The following directions refer to the links on the Hyperion Workspace toolbar, not the internet browser toolbar.
[bookmark: _Toc368487263]Resize the View Pane and Content Area
To resize the View pane and content pane:
1. Drag the mouse and point to the column border between the View pane and the content area.
2. When the pointer changes to a horizontal double-headed arrow, drag the border to the right or left.
[bookmark: _Toc368487264]Change Column Width
You can resize column widths directly in the content area.
1. Drag the mouse and point to a column border in the column header.
2. When the pointer changes to a horizontal double-headed arrow, drag the border to the left or right.
[bookmark: _Toc368487265]Sorting Items
In Explore, you can alphabetically sort items in the columns within the content area.  Data columns are sorted chronologically.
To sort a column:
1. Click the column heading.
2. To sort in ascending order, click the icon next to the column heading to point up.
3. To sort items in descending order, click the icon next the the column heading to point down.
[bookmark: _Toc368487266]Opening Files and Folders
Open files using the shortcut menu:
1. From the content area of Explore, right click a file.
2. From the shortcut menu select Open In, select a format.
· If you want to print the report, select PDF Preview.
· For a web view, select HTML Preview

Open files using the default format:
1. From Explore, double-click the file or folder.
2. If double-clicking a folder, the folder  is expanded in the content area.
3. If double-clicking a file, the report is launched in the default format.

Open files using the File menu:
1. Select File > Open > Document.
2. In the Open dialog, navigate to the file or folder.
3. From Look in, select a folder.
4. From the Name column, double-click the file or folder to open.
5. To filter the list of items, from the Type list box, click the arrow, select the file type.
6. Click Open.


[bookmark: _Toc368487267]Searching for Files or Folders
You can search for and retrieve reports or folders from any repository in the Workspace. The search operation returns a list of results based on locating your keyword in document metadata, such as document name, date created, date modified and description.  
[bookmark: _Toc368487268]Basic Search
To perform a basic search, 
1. Enter a keyword contained in the report name or folder you want to find in the Search text box.
2. Click the search icon [image: ] or press Enter.

The search results are displayed on a separate page and include:
· File Name (clicking on this launches the document).
· Description
· Document type
· Last modified date
· File path (double-clicking on this launches the folder)

[image: ]
Figure 21-Workspace Search
By default, search results are sorted by a score. A document’s score or relevance is determined by how many times the keyword appears in the document and how many other keywords are in the document. For example, a document where the keyword appears three times but only has five words scores higher than a document where the keyword appears 10 times but has 1000 other keywords.


[bookmark: _Toc368487269]Advanced Search
A powerful Advanced Search is also available, which allows you to search using a variety of filters.
To get to Advanced Search, 
1. Click the Advanced link next to the search box or select Tools then Advanced Search.
2. Enter or select the desired search criteria and click Search.  In the example below, the search criteria specifies to search for reports containing the word Income but not containing the word Detail.

[image: ]
Figure 22-Workspace Advanced Search
Advanced search options include:
· All words-Each document in the search results contains all the keywords entered.
· At least one word-Each document in the search results contains at least one of the keywords entered.
· Without the words-Each document in the search results does not contain any of the keywords entered.
· Written in (language)-Restricts the documents written in a specific language.
· Created in the past-Restricts results to documents created within a specific time frame, such as within the past 24 hours or the past week.

The Custom date option activates a calendar control to search for documents created ion a specific date.
The Custom date range option activates calendar controls to search for documents created between a specific date range.
· Modified in the past-Restricts results to documents modified within a specific time frame.

The Custom date option activates a calendar control to search for documents last modified ion a specific date.
The Custom date range option activates calendar controls to search for documents last modified between a specific date range.
· In folder-Restricts results to a specific repository and folder name.
· Only search (document type)-Restricts results to documents of a specific MIME type.
· Hidden file options-Defines whether to retrieve hidden files.
· Priority-Restricts the results to documents of High or Normal priority.
· Order by-Defines the sort sequence of the search results.
[bookmark: _Toc368487270]Search Syntax
When you select search criteria in the Advanced Search, the search phrse is broken down into a basic search syntax. When you understand theis basic search syntax, you can save time by entering the syntax directly into the search box, without having to go through the Advanced Search link. The search syntax follows a number of rules. Terms can be logically grouped using the following operators:
	Syntax
	Description

	+
	AND

	-
	NOT

	()
	Parentheses-Apply an operator to a group of keywords. 

	“ “
	Quotes-Search for the exact occurrence

	[]
	Brackets-Search for a range value.

	*,?
	Wild-card – Used in the middle or at the end or words to indicate any values in place of the *.


Table 1-Search Syntax Operators
[bookmark: _Toc368487271]Examples
1. Search for documents containing Income but not Summary:

The basic search syntax is: +income – summary
a. Enter +income – summary into the Search box. 
b. Click the search icon.
[image: ]
Figure 23-Search Example 1
All reports containing income but not summary are displayed in the search results content pane.
2. Search for documents containing the phrase balance sheet:
The basic search syntax is: “balance sheet”
a. Enter “balance sheet” into the Search box.
b. Click the Search icon.
3. Search for documents containing income and fund

The basic search syntax is : +income + fund
4. Search for documents containing income but not fund or income but not entity

The basic search syntax is: +income –(fund entity)
5. Search for documents containing the terms income and statement or income and summary

Both of the following strings perform the same search:
+income +(statement summary)
(+income +statement) (+income +summary)
6. Search for documents that have a file name starting with income but are not in the Actual folder:

The basic search syntax is: +FileName:income* -Path:”Actual”
7. Search for documents modified in the date range 1st Aug 2013 and 15th Aug 2013

The basic search syntax is: +LastModifiedDate:[2013-08-01 TO 2013-08-15]
8. Search for documents modified in 2013:

The basic search syntax is: +LastModifiedDate:(2013)
9. Search for documents modified in August 2013

The basic search syntax is : +LastModifiedDate:(2013-08)
[bookmark: _The_Hyperion_Workspace]

[bookmark: _Toc368487272]The Hyperion Workspace Point of View (POV)
The User POV specifies members for dimensions that are not defined in the report. You change the user POV members before running the report. You then run the report to display new member data. You can also edit the POV after running the report.  The POV values are maintained after running the report and used for any subsequent reports run. The POV concept is used in both the Hyperion Workspace and in Excel Smart View. However the implementation differs between the two. The Workspace POV is discussed here. 
[bookmark: _Toc368487273]Using the Workspace POV
The Preview User Point of View is opened whenever a report containing a POV member is launched. The members selected on the POV are the members which were selected the previous time you launched the report.  For this reason, always check the member selection to ensure it matches your data filter preferences, so you are guaranteed to retrieve an expected data set.  A POV member selection on one report may not be applicable to another report.
To set the User Point of View:
1. Open a report. For assistance in opening a report, refer to Getting Started – Launching the Canned Reports in Workspace.

The Preview User Point of View is displayed.  If you do not see the Preview Point of View,  refer to Make the POV Visible.
2. If you know the member name, you can enter it directly into the textbox and click OK.  Otherwise click the Select button next to a Dimension Member you want to set.

[image: ]
Figure 24-Opening the POV Selection

The Point of View Member Selection dialog box is opened.  Continue to the next section for selecting a member by drill down or searching for members in the Member Selection dialog box.
[bookmark: _Member_Selection_Dialog][bookmark: _Toc368487274]Member Selection Dialog Box
For reports, member selection is used to retrieve data and to determine how many members are displayed.  You can manually navigate (drill-down) for the members or you can search for specific members. If you know the location of the member in the dimension hierarchy, you can drill down the hierarchy until you locate the member.  If you are unsure of the member location or know it will require much drilling, you can search for the member using the member name or a substring of the member name.
[bookmark: _Member_Selection_by][bookmark: _Toc368487275]Member Selection by Drill Down
1. In the Member Selection dialog box, click the plus sign (+) at the root level node to display children.
2. Iteratively click the plus sign (+) until you locate the member.
3. Select the member and then click OK.

[image: ]
Figure 25-Selecting Members on the POV
You are returned to the Point of View where you can select other dimension members or click OK to launch the report.
[bookmark: _Finding_Members_1]

[bookmark: _Toc368487276]Finding Members
The items available on the Member Selection dialog for search are shown in the table below.
	Item
	Description

	Find button
	Used to select a type of search. A member can be searched for and displayed as the name of the member, the description or name in the alias table, and the name of the member and description/alias from a particular table. To search click Find.

	Find text box
	Enter search criteria (not case sensitive)

	[image: ]
	Displays members that match the search criteria.

	Use Wildcards
	Enables use of wildcards in the Find text box (selected by default)

· ? for one character
· * For multiple characters

Note: If a search criterion includes a space, enclose the search phrase in double quotation marks. For example, *Summary by* is “*summary by*”. If the “*” wildcard is at the end only, for example Income Summary*, quotations are not required.

	Rows Per Page
	Specifies a number of rows per page to be displayed on the member list (default 20).  If the number of members exceeds the number of rows, use buttons on the Edit Member Selection header to scroll through the rows:

	[image: ]
	Displays one or more member properties

	[image: ]
	Expands all row members of the hierarchy down to the child level.

	[image: ]
	Collapses all rows.


Table 2-Member Selection Dialog Components
[bookmark: _Selecting_Members_for][bookmark: _Finding_Members]To find a member:
1. From the Find list, select your choice of criteria.
2. In Find, enter complete or partial text. You can use partial text with * or ? wildcard symbols.  Use Wildcards is selected by default. Use double quotation marks to search for members containing spaces.
3. Click Find to display search results.
4. Select a member and then click OK. The report runs for the member.
[bookmark: _Toc368487277]Changing Members of a Launched Report
You can change the members of any launched report which has members assigned to the POV. After you change a member, the report is refreshed and populated with the new page member. The members display as links on the top of the report.
To change a member:
1. From a launched report, click a dimension or member link. Refer to Getting Started – Launching the Canned Reports in Workspace for assistance on launching reports.
2. In Member Selection, locate the member by either entering the member name in the textbox,  drilling down or searching for it.
3. Click OK.
[image: ]
Figure 26-Setting Members of a Launched Report
The report runs for the selected member.
[bookmark: _Toc368487278]Responding to Prompts
Some reports are designed to use prompts instead of the POV. The prompt is displayed when you launch the report.  You respond to prompts and provide requested information by entering the member name in the textbox or selecting members from prompt lists.  In the example below, the prompt value for “Enter Column 2 Scenario” was changed from “Budget” to “Actual” and the prompt value for “Enter Column 2 Year” was changed from “FY14” to “FY13”.
[image: ]
Figure 27-Responding to Prompts
You can also search for the member name. via the Member selection Dialog box, by clicking on the “Go To Member Selection” icon to the right of the textbox. For additional information on using the Member Selection dialog box, refer to Member Selection Dialog Box.

[bookmark: _Toc368487279]Troubleshooting Hyperion Workspace
[bookmark: _Toc368487280]You Cannot Log In
1.  Double check that you don’t have Caps locks on and you are correctly entering your Level One credentials. 
2. You may need access to Hyperion Workspace

If you require access to Hyperion, enter the following in your browser:
http://www.med.umich.edu/finance/FinancialSystems/services/complianceforms.htm
Click on the link and save the document to your local computer.  Fill out the form and discuss with your supervisor.
[bookmark: _Toc368487281]Blank Home Page
In Hyperion Workspace, you need to set a home page; otherwise your home page will be blank as shown in the figure below. 
[image: ]
Figure 28-Troubleshooting a blank homepage
To set your homepage, refer to Set Your Home Page.
[bookmark: _Toc368487282]No POV is Displayed
If no POV is displayed when running your reports, you need to set the preference to display it.  To do this, refer to Make the POV Visible.
[bookmark: _Toc368487283]Reports are Not Displaying as Boardroom Ready Quality
If your reports are not displaying in PDF, then they are displaying in an HTML web page.  While this is fully functional, it is not a high quality and is not printer ready.  You can set the default view mode so your reports always display in PDF format.  To do this, refer to Set PDF As Your Default View Mode.
[bookmark: _Detect_the_Difference][bookmark: _Toc368487284]Detect the Difference between PDF and HTML View Mode
The display of the report varies in quality between HTML and PDF view mode.  PDF is recommended as the view mode because it is a higher quality and is printer ready. To see these differences refer to the figures below.  
The following figure is a report displayed in HTML view mode.  The header is not aligned.  The entire page is not visible, but you must scroll to view additional content.  There is no icon to print.
[image: ]
Figure 29-Report viewed in HTML view mode
The following figure is a report displayed in PDF view mode.  The report is presented in a more professional manner.  The report is displayed as an entire page at a time. In this case the report is only one page, so the report is visible in its entirety. The PDF toolbar is displayed which allows you to print at the touch of an icon.
[image: ]
Figure 30-Report viewed in PDF format

To set PDF as your default view mode, refer to Set PDF as Your Default View Mode.
[bookmark: _Toc368487285]Error Message: Security and/or filtering has resulted in a required dimension not being represented on this data form.
This error means you do not have proper access to all the members in this dimension.  
1. Check to see you are in the correct folder and launching the expected report. You will receive this message if you are attempting to launch a report you do not have full access to.
2. If you think you should have access, let your manager know you do not have adequate access to Hyperion Workspace.


[bookmark: _Toc368487286]Getting Started With Smart View 
Oracle Hyperion Smart View for Office is a Microsoft Office plug-in that provides a common Microsoft Office interface designed specifically for Oracle’s Enterprise Performance Management (EPM) and Business Intelligence (BI) systems, Smart View provides a convenient mechanism to complete tasks within the predominantly used Office suite of products. Using Smart View, you can view, import, manipulate, distribute, and share data. Excel is the primary Office tool used, however Smart View can also be utilized by Power Point, Outlook, and Word.  Smart View can be used for ad hoc analysis, report design, and accessing pre-created content.  The remainder of this document focuses on accessing two types of pre-created content: canned reports and Smart View templates.
[bookmark: _Detecting_Smart_View][bookmark: _Toc368487287]Detecting Smart View
If Smart View is installed and enabled on your computer, you will see the Smart View tab in Excel. 
[image: ]
Figure 31-Detecting Smart View
[bookmark: _Enabling_Smart_View][bookmark: _Toc368487288]Enabling Smart View
If you do not see a Smart View tab, first check to see if Smart View is on your computer but just disabled. 
To enable Smart View:
1. Open Excel.
2. Click on File.
3. Select Options.
[image: ]
Figure 32 Enable Smart View in File-Options
4. In the Excel Options pop-up, click on Add-Ins.
5. Select Disabled Items on the Manage drop-down.
6. Click Go.
[image: ]
Figure 33-Excel Options Menu
If Smart View is disabled, it will appear on the Disabled Items panel.
7. Click on Smart View in the Disabled Items panel.
8. Click on Enable.
9. Go back to File > Options > Add-Ins as shown in Figure 9
10. Select Com Add-Ins in the Manage drop-down list.
11. Select Go.
[image: ]
Figure 34-Smart View Options COM Add-Ins
12. In the COM Add-Ins pop-up, select Oracle Hyperion Smart View for Office, Fusion Edition.
13. Click OK.

[image: ]
Figure 35-The COM Add-Ins Pop-Up Menu
14. Close Excel.
15. Reopen Excel. The Smart View tab should now be displayed. 
[bookmark: _Installing_Smart_View][bookmark: _Toc368487289]Installing Smart View
If Smart View is not disabled (see Enabling Smart View) and you don’t see the Smart View tab (see Detecting Smart View), you will need to install it. 
To install Smart View for Office:
1. Download the Smart View client by clicking on the following link: SmartView.exe. or navigate to the following URL:

https://wiki.umms.med.umich.edu/download/attachments/117610539/SmartView.exe?version=2&modificationDate=1370361344000
2. Locate and double-click the downloaded file SmartView.exe.
3. In the Choose Setup Language window select English.
4. Click OK.
[image: ]
Figure 36-Choose Setup Language
5. In the wizard Welcome step, click the Next button.

[image: ]
Figure 37-Welcome Screen
6. In the wizard Destination Folder step, leave the destination folder set to the default location.


7. Click Next.
[image: ]
Figure 38-Destination Folder
8. In the wizard Ready to Install the Program step, click Install.
[image: ]
Figure 39- Smart View Install Menu
9. In the wizard InstallShield Wizard Completed step, click Finish.
[image: ]
Figure 40-InstallShield Wizard Completed
Smart View for Office is now installed. To enable Smart View, if necessary, please refer to Enabling Smart View.
[bookmark: _Toc368487290]The Smart View Panel and Ribbon
Data source access and Smart View functionality are contained in the Smart View Panel and the Smart View Ribbon.  The Smart View Ribbon contains the common commands for Smart View operations.  From the Smart View Panel, you can manage data source connections and access the UMHS Financial Reports. 
To get to Smart View in Excel:
1. Launch Excel.
2. Click on the right-most tab titled “Smart View”.
3. The Smart View ribbon is displayed.

[image: ]
Figure 41- Getting to Smart View in Excel
The Smart View ribbon contains four groups: Start, Edit, Data, and General.
[image: ]
Figure 42-The Smart View Ribbon
[bookmark: _Toc368487291]Start Group
The Start group contains Panel and Connections.  The Panel is the hub for all Smart View activity.  It is widely used in this document and its use is discussed in many other sections.  It is through Panel that you access the Smart View Panel to get to the templates and canned reports and set up your connections.  
[image: ]
Figure 43-Smart View - Panel
[bookmark: _Toc368487292]Edit Group
The Edit Group contains functionality for Power Users.  You will use these functions if you are performing ad hoc analysis or creating your own Smart View templates.  The function builder for creating HsGetValue() cells resides here.
[image: ]
Figure 44-Smart View Ribbon Edit Group
[bookmark: _Toc368487293]Data Group
The Data Group contains Refresh and Submit Data.  Refresh is widely used to refresh data from Essbase.  Submit Data must be used with caution and can only be used if you have authorized access.
[image: ]
Figure 45-Smart View Ribbon Data Group
Each worksheet can be connected to a different data source. Clicking the Refresh button refreshes the current worksheet only.  There is an option to refresh all worksheets at once.  This is accessible by clicking the down arrow next to Refresh and selecting Refresh All. It is not recommended that you do this for performance reasons.  Typically it will appear that Excel is hung and eventually you will get a time out error message.
[bookmark: _Toc368487294]General Group
The General Group is primarily used for the Options.  Options are tab specific settings which control how Essbase operates and how your reports are presented. For more information on Options refer to Smart View Options.
[image: ]
Figure 46-Smart View Ribbon General Group
[bookmark: _Toc368487295]
Smart View Data Source Connections
A data source connection is either shared or private. A shared connection is available to multiple users through the Smart View Panel. You cannot edit or rename a shared connection.  A private connection is one which you create by either saving a shared connection or by entering the URL for a provider.  To access the canned UMHS Financial Reports, use the existing shared connections.  To access the Smart View Templates, use a private connection.  You can connect to one data source per worksheet.
[bookmark: _Configuring_the_Connections][bookmark: _Configuring_the_Shared][bookmark: _Toc368487296]Configuring the Shared Connections
The first time you use Smart View, you may need to configure your shared connections. You may also need to update the configuration if you have an older Smart View installation since the shared connection URL has changed over time.
To configure your shared connection:
1. In Excel, select Smart View.
2. In the Smart View ribbon, select Options.
3. Select Advanced in the Options menu.
4. In the Shared Connections URL text box, enter the following case sensitive URL (depending on your location/network):
http://findatamgr.dsc/workspace/SmartViewProviders
Or http://findatamgr.dsc.umich.edu/workspace/SmartViewProviders
5. Click OK.
[image: ]
Figure 47-Set Shared Connections


[bookmark: _Create_the_Shared][bookmark: _Toc368487297]Create the Shared Connections
To create the shared connections:
1. From the Smart View ribbon, click Panel.
2. From Smart View Home or from the dropdown displayed when you click the arrow next to [image: ], select Shared Connections.
[image: ]
Figure 48- Getting to the Shared Data Connection
Note: If you receive an error message here similar to the one displayed below, refer to the previous section Configuring the Shared Connection.
[image: ]
Figure 49-Shared connection error
3. In the Connect to Data Source pop-up, enter your Level One user name and password for the data source. 
4. Click Connect.
[image: ]
Figure 50- Connect to Data Source
You are now connected to the PROD environment via Smart View.  
In the Smart View Panel, there are three servers available for connection.  Oracle ® Essbase is used for ad hoc analysis and the Smart View templates. Oracle ® Hyperion Planning, Fusion Edition is used to access the web forms within Smart View.  The Reporting and Analysis Framework server is used to access the canned reports.
[image: ]
Figure 51-Prod Shared Connections
[bookmark: _Create_the_Private][bookmark: _Toc368487298]Create the Private Connection UMHSCons_TrialBal from a Shared Connection
There are multiple ways to create a private connection.  The simplest way to create the connection is to use an existing shared connection and save it as a private connection.  This section shows you how to create the private connection UMHSCons_TrialBal from the existing Essbase production shared connection.
To create the private connection UMHSCons_TrialBal from an existing connection:
1. Click the Smart View tab.
2. From the Smart View ribbon, click Panel.
3. Select Shared Connections or select the dropdown arrow next to Home and select Shared Connections.

Note: You must have a shared connection to do this.  If you do not have any shared connections, refer to Create the Shared Connection.
4. If you are not already connected, you will be prompted to connect.  Enter your Level 1 user credentials.  Click Connect.

[image: ]
Figure 52-Creating UMHSCons_TrialBal from a shared connection
5. Click the down arrow next to the textbox.

A dropdown list appears with three connections:  Oracle ® Essbase, Oracle ® Hyperion Planning, Fusion Edition, and Reporting Framework and Analysis.
Note: If the dropdown is not populated, refer to the previous section Configuring the Connections for First Time Use.
6. Select Oracle ® Essbase on the dropdown.
[image: ]
Figure 53-Creating the connection UMHSCons_TrialBal from a shared connection
The Smart Panel is now populated with two collapsed root nodes.  The top node is owl.dsc.umich.edu.  This is the Production connection.  The second node is topaz.dsc.umich.edu.  This is the QA connection.  You will typically want to connect to the production environment.
7. Expand the connection owl.dsc.umich.edu by clicking on the plus sign (+) to the left of it.

The Smart Panel is populated with available connections.  For the Smart View templates, you need to connect to UMHSCons.  You will find UMHSCons at the bottom of the list.
8. Expand UMHSCons by clicking on the plus sign (+) to the left of it.

The connection TrialBal is now visible.
9. Expand TrialBal by clicking on the plus sign (+) to the left of it.
10. Select the connection TrialBal by clicking on it.
11. Now right-click TrialBal.

A pop-up menu appears which contains options which may be applied to this connection.
12. Select Add to Private Connections.
13. In the Save as Private Connection pop-up, name the connection UMHSCons_TrialBal. 
14. Click OK.
15. Proceed to section Set the Alias Table for the UMHSCons_TrialBal Private Connection.

[image: ]
Figure 54-Creating UMHSCons_TrialBal from a shared connection
The UMHSCons_TrialBal connection is now available for use as a private connection.
[bookmark: _Toc368487299]Create the Private Connection UMHSCons_TrialBal from a URL
To create the private connection UMHSCons_TrialBal from a URL:
1. Click the Smart View tab.
2. From the Smart View ribbon, click Panel.
3. Select Private Connections.  (You can also select the arrow next to the home icon, and select Private Connections on the drop-down list.)

[image: ]
Figure 55-Accessing Private Connections
4. In the textbox, enter the following URL:  http://findatamgr.dsc.umich.edu:80/aps/Smartview.  Click[image: ].
5. In the Connect to Data Source pop-up, enter your Level One user name and password for the data source. 
6. Click Connect.
7. Two tree lists are displayed: owl.dsc.umich.edu (Production) and topaz.dsc.umich.edu (QA).  Expand owl dsc.umich.edu.
8. Expand UMHSCons.
9. Expand TrialBal.
10. Right-click on TrialBal and select Add to Private Connections.
11. Name the connection UMHSCons_TrialBal.
12. Proceed to section Set the Alias Table for the UMHSCons_TrialBal Private Connection.

[image: ]
Figure 56-Create the UMHSCons_TrialBal Connection
[bookmark: _Set_the_Alias][bookmark: _Toc368487300]Set the Alias Table for the UMHSCons_TrialBal Private Connection
Aliases are alternate names for database members.  Database member names are often cryptic codes.  Their aliases can be more descriptive. For example, the Account member alias name for A408000 is 408000 - Interest Income.  The Smart View templates utilize alias names in the member fields for enhanced readability. If the alias table is not set up for your private connection, the alias names will not be found and you will receive error messages in your data cells. To avoid this you associate the alias table to the private connection. This only needs to be done once. An alias table selected for a private connection is permanent until changed and will be used each time you use the connection.
To select an alias table for the private connection UMHSCons_TrialBal:
1. Connect to the private connection UMHSCons_TrialBal.
2. In the Smart View Panel private connections, right-click UMHSCons_TrialBal and select Set Alias Table.
3. Select Default as the alias table for the connection.

[image: ]
Figure 57-Set the Alias Table for UMHSCons_TrialBal
The new alias table is applied the next time you open the connection.
[bookmark: _Toc368487301]Disconnecting From the Current Connection
To disconnect only from the current connection:
1. From the Smart View Panel, right-click the connection that is currently open in the tree list.
2. Select Disconnect.

[image: ]
Figure 58-Disconnect Current Connection
[bookmark: _Toc368487302]Disconnect All Connections
To disconnect from all connected Shared Connections and Private Connections:
1. From the Smart View Panel, click [image: ]
2. Select Disconnect All. 

[image: ]
Figure 59-Disconnect All Connections
[bookmark: _Toc368487303]The Smart View Point of View
The Point of View in Smart View is used to set data focus by selecting members that are not already assigned to the report rows and columns. Most of the canned reports have selectable POV for Department, Fiscal Year and Period.
[bookmark: _Toc368487304]Selecting Members on the Preview User Point of View Members Dialog
The Members dialog in the Preview Point of View provides a very flexible and powerful mechanism to search for the members you want to select. You can manually navigate for the members or you can search for specific members. The items available on the Members dialog are shown in the table below.
	Item
	Description

	Find button
	Used to select a type of search. A member can be searched for and displayed as the name of the member, the description or name in the alias table, and the name of the member and description/alias from a particular table. To search click Find.

	Find text box
	Enter search criteria (not case sensitive)

	[image: ]
	Displays members that match the search criteria.

	Use Wildcards
	Enables use of wildcards in the Find text box (selected by default)

· ? for one character
· * For multiple characters

Note: If a search criterion includes a space, enclose the search phrase in double quotation marks. For example, *Summary by* is “*summary by*”. If the “*” wildcard is at the end only, for example Income Summary*, quotations are not required.

	Rows Per Page
	Specifies a number of rows per page to be displayed on the member list (default 20).  If the number of members exceeds the number of rows, use buttons on the Edit Member Selection header to scroll through the rows:

	[image: ]
	Displays one or more member properties

	[image: ]
	Expands all row members of the hierarchy down to the child level.

	[image: ]
	Collapses all rows.


[bookmark: _Toc368487305]Finding Members
From the Preview User Point of View Members Dialog, you can find and select members.
To find a member:
1. From the Find list, select your choice of criteria.
2. In Find, enter complete or partial text. You can use partial text with * or ? wildcard symbols.  Use Wildcards is selected by default. Use double quotation marks to search for members containing spaces.
3. Click Find to display search results.
4. Select a member, and then click OK. The report runs for the member.
[bookmark: _Toc368487306]Smart View POV Examples
[bookmark: _Toc368487307]Example 1 Drilling Down to the Member
If you are very familiar with the member hierarchy and the member isn’t buried in the tree, the quickest way to select a member is to just drill down the tree list and select it. A good example of this is selecting the period for the report.  
To set the period in the POV to July:
1. Launch the canned report. The POV Member selection dialog is displayed. 
2. Click the Select button next to Periods.
[image: ]
Figure 60-Setting the Periods POV by Drill Down 1
3. Expand the selection criteria by clicking on the plus sign (+).
4. Select Jul.
5. Click OK.
[image: ]
Figure 61-Setting the Periods POV by Drill Down 2
The POV Member Selection dialog is displayed with the Period ember set to Jul.
6. Click OK.
[image: ]
Figure 62-Setting the Periods POV by Drill Down 3
[bookmark: _Toc368487308]Example 2 Searching For a Member in the POV
If you know the Member name you want to set in the POV, it is often quicker to do a search in the Member Selection dialog than to hunt for it in the tree. For example, suppose you want to run a report for just the Medical School Faculty Group Practice.
To set the Department member in the POV to Medical School – Faculty Group Practice using Find:
1. Launch the canned report. The POV Member selection dialog is displayed. 
2. Click the Select button next to Departments.

[image: ]
Figure 63- Set the Department Member using Find 1
3. In the Member Selection dialog, type Faculty* in the Find text box.
4. Click the binoculars icon.

[image: ]
Figure 64-Set the Department POV Using Find 2
5. Click on the radio button next to Faculty Group Practice.
6. Click OK.
[image: ]
Figure 65-Set the Department POV Using Find 3
The Department dimension member tree is expanded to the Faculty Group Practice level. The Faculty Group Practice member is selected for you.
7. Click OK.
[image: ]
Figure 66-Set the Department POV Using Find 4
The POV is displayed with the Department member set to Faculty Group Practice.


8. Click OK.
[image: ]
Figure 67-Set the Department POV Using Find 5
[bookmark: _Toc368487309]Smart View and the UMHSCons Canned Reports
You can view the canned UMHSCons reports within Microsoft Excel via Smart View.  The advantage to displaying in Excel is you can complete your task within the environment in which you are predominantly working.  You can format the report and view, import, manipulate, distribute, and share the data in a comfortable and familiar environment.
To use Smart View for Office to access the UMHSCons reports, the following prerequisites must be met:
· Smart View is installed.  Refer to Installing Smart View for assistance installing Smart View.
· Smart View is enabled.  Refer to Enabling Smart View for directions enabling Smart View.
· The connections are configured for first time use.  Refer to Configuring the Shared Connection to configure the connection.
· The shared connection is created. Refer to Create the Shared Connection if you do not have a shared connection.
[bookmark: _Toc368487310]Launching the UMHSCons Financial Reports 
To launch the UMHSCons Financial Reports:
1. From the Smart View ribbon, click Panel.
2. From Smart View Home or from the dropdown displayed when you click the arrow next to [image: ], select Shared Connections.
[image: ]
Figure 68- Getting to the Shared Data Connection
3. In the Connect to Data Source pop-up, enter your Level One user name and password for the data source. 
4. Click Connect.
[image: ]
Figure 69- Connect to Data Source
5. Select Reporting and Analysis Framework from the available connections.[image: ]
Figure 70-Reporting and Analysis Framework Connection
6. Expand the root node http://findatamgr.dsc:80/raframework/browse/listXML.
7. Expand UMHS Financial Reports. The canned reports are in the Financial Reports folder.

[image: ]
Figure 71-Getting to the UMHS Cons Financial Reports
8. Locate the report to be imported.

There are three ways you can open the report: 
· Double-click the report name
· Right-click and select Open
· Click on the report name and select Open in the Action Panel. 

Note: A worksheet must be loaded in Excel for the report to launch. If you close a workbook and attempt to launch a report you will receive the following error message. 
[image: ]
Figure 72-No Active Workbook Error
To avoid this you can create a blank worksheet and then launch the report.
The Preview User Point of View is displayed within the Import Workspace Document.  
Note: The values selected in the POV default to those last used. Always inspect the POV member values to ensure the data set retrieved is what you intend.
[image: ]
Figure 73-The Smart View Preview User Point of View
9. Click on the Select button next to the Dimension Member you want to set. The Members dialog is now displayed.
10. Click the plus sign (+) in the Members dialog to display children nodes. Reiterate to the desired hierarchy level where the child member resides.
11. Select the member.
12. Click OK.

[image: ]
Figure 74-Select a Dimension Member on the Preview User Point of View Member Selection Dialog
13. Click OK when completed with member selection.

[image: ]
Figure 75-Confirm Members Selected on POV
The report is displayed in Preview mode in the Import Workspace Document dialog.
14. Click Finish.


[image: ]
Figure 76-Report Preview in the Import Workspace Document dialog
The report is imported into Excel.
[image: ]
Figure 77-Canned Report Displayed in Excel
[bookmark: _Toc368487311]Smart View and the Report Templates
A set of preexisting report templates is available for your use. These report templates comprise a basis for your reporting requirements. You can download these templates to your computer, run the reports, and customize them 
To use the templates in Smart View for Office, the following prerequisites must be met:
· You can navigate the Hyperion Workspace tree structure. Refer to Basics of Explore if you need assistance navigating.
· Smart View is installed. For installation direction, refer to Installing Smart View.
· Smart View is enabled. Refer to Enabling Smart View for assistance.
· The connections are configured for first time use. Refer to Configuring the Shared Connection to configure the connection.
· The private connection UMHSCons_TrialBal is created.  Refer to Create the Private Connection UMHSCons_TrialBal from a Shared Connection  if the connection is not yet created.
[bookmark: _Toc368487312]Downloading the Templates from the Hyperion Workspace
It is not recommended to run the reports from within the Hyperion Workspace for performance issues.  Excel locking and system hanging may occur.  To be safe, always download a copy of the templates for further use.
To download a copy of the Smart View templates:
1. From within the Hyperion Workspace, navigate to the UMHS Finance Workspace and then SmartView Templates for UMHSCons folder.

[image: ]
Figure 78-Navigate to the SmartView Templates folder in Workspace
2. Double-click on the template you want to download.
3. Click Save on the Download File pop-up.
[image: ]
Figure 79-Download the SmartView Template
4. Navigate to your destination folder and save the template in the File – Save As dialog.


[bookmark: _Toc368487313]Structure of the Smart View Templates
There are two available templates for download: the Financial Statement Template and the Variance Template. Each template is a workbook containing one report per worksheet.  There are two distinct areas on each worksheet. The top area is the template POV and the main area is the report body.
[image: ]
Figure 80-Template POV and Report Body
[bookmark: _Toc368487314]Template POV 
The template POV is contained within the topmost grayed out rows.  Each template conforms to a simple structure. Column A contains the Dimension Names.  Member values set at the report level are always set in column B. Member values set at the column level are specified for each subsequent column. Column B also contains the definition for the private connection.  This POV structure neatly encapsulates the POV member selection in a clean and elegant manner.
[image: ]
Figure 81-Template POV Dimensions and Member Selection
[bookmark: _Toc368487315]Setting the Template POV
To change values in the POV, you simply type in the member name or alias in the POV area. Care must be taken to select meaningful values for the report.
To set the Template POV:
1. Enter the member values.
2. Click Refresh in the Smart View ribbon.
Income Statement Summary Example
The default POV setting for the Income Statement Summary uses All Funds for the Fund dimension member value.  Say you want to run this report for only the fund group Clinical DAF & Research Fund – MS.  The fund group is set at the report level, so it is only set once in Column B, per the POV standard.  In this case the value is contained in cell B9.
[image: ]
Figure 82-The Income Statement Summary POV
To set the fund group to Clinical DAF & Research Fund – MS,
1. Enter Clinical DAF & Research Fund – MS in cell B9.

[image: ]
Figure 83-Set the Funds Dimension Member
2. Select the Enter key. 

Smart View informs you that the data needs to be refreshed by displaying errors in the report body data cells.
[image: ]
Figure 84-Data Needs Refreshing.
3. Click Refresh on the Smart View ribbon.
[image: ]
Figure 85-Refresh the Data to Retrieve Data Reflecting New Report Level POV
The report retrieves data for the fund group Clinical DAF & Research Fund – MS only.
The Income Statement Summary report performs a year to year comparison for MTD, QTD and YTD. The POV is currently set to compare 2014 vs. 2013.  You would like to run the report for the previous year and do a comparison of 2013 vs. 2012.  Note that the year value is set at the column level, not the report level. For the report to make sense each column year member must be set accordingly.
 To set the Income Statement Summary POV to compare 2013 vs. 2012:
1. Enter 2012 in cell B6, 
2. Enter 2013 in cell C6.

Note: The year values in columns F, G, J and K reference columns B and C and do not need to be changed.
[image: ]
Figure 86-Income Statement Summary Set Year Member Values
3. Click Refresh on the Smart View ribbon to execute the Income Statement Summary for years 2012 and 2013.
[image: ]
Figure 87-Execute the Income Statement Summary for 2013 vs. 2012.
[bookmark: _Toc368487316]Template Report Body
The report content is contained in the body. Report formatting is done through standard Excel worksheet formatting.  Formulas are also defined using standard Excel technique. The Smart View data access functionality is contained at each data cell through the use of the HSGetValue function. 
[bookmark: _Toc368487317]Smart View Functions
The following Smart View functions are available to perform operations on specific data in Excel cells.
· HsGetValue: Retrieves data from a data source.  This function is extensively used by the template and is the only function documented here.
· HsSetValue: Sends values to the data source.
· HsCurrency: Retrieves the entity currency for the selected members.
· HsDescription: Displays the description for the default member.
· HsLabel: Displays the label for the default member.
· HsGetText: Retrieves cell text from the data source.
· HsGetVariable: Retrieves the associated value for a substitution variable.
· HsGetSheetInfo: Retrieves detailed information about the current worksheet.
[bookmark: _Toc368487318]Creating Functions
You can create functions manually or by using the Function Builder.
Creating Functions in the Function Builder
In the Function Builder, you select a function and specify the connection and members that you want the function to use.  The Function Builder then creates the function using the proper syntax and enters it into the selected cell. Once created, these functions can also be edited. A cell reference can be selected for each function argument.
To create functions using the Function Builder:
1. Connect to the UMHSCons_TrialBal private connection.
2. In the worksheet, select the cell in which you want to enter the function.
3. Right-click the UMHSCons-TrialBal connection and select Build Function.
[image: ]
Figure 88-Function Builder
4. Select HsGetValue in the Select Function dialog.
5. Click OK.
[image: ]
Figure 89-Function Builder Select the HsGetValue Function
The Function Arguments dialog is displayed with the private connection you selected populated. 
You can either directly enter the member values using the right-most button [image: ] or you can use cell reference to specify the member values using the left icon [image: ] .
Using Cell Reference:
For each Dimension-Cell Reference value pair, do the following:
1. In Function Arguments, click the left icon [image: ]

The HsGetValue pop-up is displayed.
2. Type in the Dimension name followed by the hash mark (#).
3. Click on the cell containing the member value.
4. Click OK.
[image: ]
Figure 90-Using Cell Reference to Select the Member Value
5. Repeat steps one through four for each dimension. When all member values are selected, Click OK on the Function Arguments – HsGetValue menu.

[image: ]
Figure 91- Completed Member Selection Using Cell Reference
6. Click Refresh on the Smart View ribbon to run the HsGetValue function you just created and retrieve the data for this cell.

[image: ]
Figure 92-Refresh
.Setting Member Values Directly
To set the member values directly:
1. In Function Arguments, click the right-most button, [image: ].

The Member Selection dialog is displayed. 
For each dimension member, do the following:
2. Click the down arrow on the upper-left hand corner to display the drop-down list.
3. Click the Dimension you want to set.
[image: ]
Figure 93-Member Selection Select Dimension
4. Select the member value you want to set. You can drill down or search for it.
5. Click on the right arrow to set the value.
6. Repeat steps two through five for each dimension.
7. After selecting a member value for each dimension, click OK.
[image: ]
Figure 94-Selecting Members Directly
8. Click Refresh on the Smart View ribbon to run the HsGetValue function you just created and retrieve the data for this cell.
[image: ]
Figure 95-Refresh
[bookmark: _Toc368487319]The HsGetValue Function
The HsGetValue function retrieves data from the data source for selected members of a dimension. When you select t Refresh on the Smart View ribbon, HsGetValue is called.
Syntax
HsGetValue(“PrivateConnectionName”, “POV”)
Note: When using HsGetValue, do not use the hash mark (#) or the semicolon (;) in member names, dimension names, or variable names. These characters are reserved for delimiters.
Example
The HsGetValue function for cell C21 of the Balance Sheet by Fund Group worksheet in the Financial Statement Templates-v082113.xlsx is as follows:
HsGetValue($B$3,"Accounts#"&$A21,"Periods#"&$B$7,"Balances#"&$B$8,"Scenario#"&$B$4,"Years#"&$B$6,"Version#"&$B$5,"Funds#"&D$9,"Departments#"&$B$10,"Program Code#Program Code","Class#Class","Project Grant#Project Grant")
[image: ]
Figure 96-Balance Sheet by Fund Group HsGetValue Sample
The connection and member selections used in the HsGetValue function are given in the table below.
	Dimension or Connection
	Value
	Cell Location

	Private Connection
	UMHSCons_TrialBal
	B3

	Scenario
	Actual
	B4

	Version
	Final
	B5

	Year
	2014
	B6

	Period
	July 31
	B7

	Balance
	YTD
	B8

	MS Fund Group
	Clinical DAF & Research Fund
	D9

	MS Department
	UMHS
	B10


Table 3-HsGetValue Settings Example
[bookmark: _Toc368487320]Running the Reports in the Smart View Templates
To run the reports in the Smart View template,  the following prerequisites must be met:
· Smart View is installed.
· Smart View is enabled.
· The connections are configured for first time use.
· The private connection UMHSCons_TrialBal is created.
· The Smart View template is downloaded.
Please refer to previous sections in this document if these prerequisites are not met.
To run the report in the Smart View template:
1. In Windows Explorer, navigate to the folder containing the template and double-click or open Excel and open the template using File – Open.
2. Select the Smart View tab.
3. Select the Panel on the Smart View ribbon.
4. Click on Private Connections.

[image: ]
Figure 97-Access Your Private Connections
5. Select the Prod connection owl.dsc.umich.edu from the list of available connections.
[image: ]
Figure 98-Select the Production Connection
6. Expand the UMHSCons root node.
7. Expand TrialBal.
8. Click on TrialBal to connect.
[image: ]
Figure 99-Connect to the UMHSCons-TrialBal private connection.
9. Each report resides in its own worksheet.  Click on the tab containing the report you want to run.
[image: ]
Figure 100- Reports Reside in Individual Worksheets
10. Examine the values in the POV area. Adjust any settings by typing in the member values.
11. Click Refresh.

[image: ]
Figure 101-Set POV Values in the Template and Refresh
[bookmark: _Smart_View_Options][bookmark: _Toc368487321]Smart View Options
You set Smart View Options in the Options dialog box, which can be opened by clicking on the Options on the Smart View ribbon.
[image: ]
Figure 102-Smart View Options
[bookmark: _Toc368487322]Global Options and Sheet Level Options
Smart View provides two types of options, global options and sheet options.
Global options are options that apply to the entire current workbook and to any workbooks and worksheets that are created henceforth.  The following are global options:
· Advanced Options
· Extensions
· Cell Styles

Sheet level options are options that are specific to the worksheet for which they are set. They are also the default option settings for new worksheets in the current workbook and for any new workbook.  Changes to sheet level options do not affect existing worksheets or workbooks.  The following are sheet level options:

· Member Options
· Data Options
· Formatting Options
[bookmark: _Toc368487323]Member Options
Member options are sheet level options, which are specific to the worksheet for which they are set.  They are also the default member option settings for new worksheets in the current workbook or any new workbook.  Changes to member option settings do not affect existing worksheet or workbooks.
To set options for the display of member cells:
1. Click Options on the Smart View ribbon.
2. Select Member Options in the left panel.
3. When you are finished click OK.
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Figure 103-Member Option Selection
To set your selections on this page as default settings, 
1. Click the arrow in the OK button.
2. Select Save as Default Options.

[image: ]
Figure 104-Set Member Selection as Default Option
The following table contains a list of Member Cell Options with their description.
	Option
	Description

	General
	General

	Zoom In Level
	From the drop-down menu, select one of the following to specify a default zoom level for ad hoc analysis:
[image: ]
Figure 105-Member Option Zoom In Level
· Next Level to retrieve data for the children of the selected members
· All Levels to retrieve data for all descendants of the selected members
· Bottom Level to retrieve data for the lowest level of members in a dimension

	Member Name Display
	From the drop-down menu, select one of the following to specify how to display member names in cells:
[image: ]
Figure 106-Member Option Name Display
· Member Name Only to display member names
· Member Names and Description to display member names and their descriptions
· Description Only to display alias

	Indentation
	From the drop-down menu, select one of the following to specify how hierarchy levels are to be indented:
[image: ]
Figure 107-Member Option Indentation
· None
· Subitems to indent descendants.  Ancestors are left-justified in the column.
· Totals to indent ancestors. Descendants are left-justified in the column.

	Ancestor Position
	From the drop-down menu, select one of the following to specify ancestor position in hierarchies:
[image: ]
Figure 108-Member Position Ancestor Position
· Top to display hierarchies in order from highest to lowest level
· Bottom to display hierarchies in order from lowest to highest level

	Member Retention
	Member Retention

	Include Selection
	Display the selected member and the members retrieved as a result of the operation

	Within Selected Group
	Perform ad hoc operations only on the selected group of cells, leaving unselected cells as is.  This setting is meaningful only when there are two or more dimensions down the grid as rows or across the grid as columns.

	Remove Unselected Groups
	For Zoom In or Zoom Out, remove all dimensions and members except the selected member and the members retrieved as a result of zooming.

	Comments and Formulas
	Comments and Formulas

	Preserve Formulas and Comments in ad hoc operations except pivot
	Preserves formulas and comments on the grid during queries.  You can clear the option to make queries run faster, but if you do, formulas and comments are removed or ignored.

This option must be selected if you select Formula Fill or Enable Enhanced Comment Handling.

Note: This option applies to formulas in both member and data cells.

	Formula Fill
	Propagates formulas associated with member cells to the members retrieved as a result of zooming in.

If Preserve Formulas and Comments in ad hoc operations except pivot and Use Excel Formatting are both selected, propagates cell formatting to the members retrieved as a result of zooming in.

Note: This option applies to formulas in both member and data cells.

	Enable Enhanced Comment Handling
	Enables you to review and correct comments and member names in ad hoc grids that contain comments.

	Preserve Formula in POV Change
	Preserves formulas in cells when you refresh or make changes to the POV. Otherwise, any formulas in the grid are lost.


Table 4-Member Options
[bookmark: _Toc368487324]Data Options
Data options are sheet level options, which are specific to the worksheet for which they are set.   They are also the default data option settings for new worksheets in the current workbook or any new workbook.  Changes to the data option settings do not affect existing worksheets or workbooks.
To set options for the display of data cells:
1. Click Options on the Smart View ribbon.
2. Select Data Options in the left panel.
3. Make your data option selection.
4. Click OK.
[image: ]
Figure 109-Data Options
To set your selections on this page as default settings, 
1. Click the arrow in the OK button.
2. Select Save as Default Options.

[image: ]
Figure 110-Data Option Default Selection
The following table contains a list of Data Options with their description.
	Option
	Description

	Suppress Rows
	To streamline the grid, you can suppress rows that contain types of data that you do not need to view.

Note: In suppressed rows, cell references to Excel formulas are not updated.

	No Data/Missing
	Suppress rows that contain only cells for which no data exists in the database (mow data is not the same as zero.  Zero is a data value.)  If you later clear No Data/Missing, suppressed values are returned only from that point on.  You must zoom out and zoom in on a member to retrieve values that were suppressed when this option was selected.

	Zero
	Suppress rows that contain only zeroes.

	No Access
	Suppress rows that contain data that you do not have the security access to view.

	Invalid
	Suppress rows that contain only invalid columns.

	Underscore Characters
	Suppress rows that contain underscore characters in member names 

	Repeated Members
	Suppress rows that contain repeated member names, regardless of grid orientation.

	Suppress Columns
	To streamline the grid, you can suppress columns that contain types of data that you do not need to view.

Notes:

· In suppressed columns, cell references to Excel formulas are not updated.
· The Suppress Columns options are not available when connected to an Essbase data source.

	No Data/Missing
	Suppress columns that contain cells for which no data exists in the database (no data is not the same as zero.  Zero is a data value.)

If you later clear No Data/Missing, suppressed values are returned only from that point on.  You must zoom out and then zoom in on a member to retrieve values that were suppressed while this option was selected.

	Zero
	Suppress columns that contain only zeroes.

	No Access
	Suppress columns that contain data that you do not have the security access to view.

	Replacement
	Replacement

	#NoData/Missing Label

#NoAccess Label

#Invalid/Meaningless
	Data cells may contain missing or invalid data, or data that you do not have permission to view.  In such cells, Smart View by default displays #Missing, #Invalid, or #No Access, respectively, but you can change these labels.  

[image: ]
Figure 111-Data Option Numeric Zero Replacement Value

To do so, in any of these three fields, enter one of the following:
· Text of your choice (or leave the default). Text labels have the advantage of being descriptive, but they cause Excel functions to fail.
· #NumericZero to specify numeric zero (0) replacement labels. With #NumericZero, you can use functions, but you cannot submit zeroes to the database (even if the zeroes are actual zeroes and not replacement labels) unless you select Submit Zero.  Calculations that are dependent on a cell with a numeric zero label compute correctly and take the value of the cell as zero.

	Submit Zero
	Select if you entered #Numeric Zero above and want to be able to submit zeroes to the database.

	Display Invalid Data
	Display actual data even it is invalid, rather than #Invalid/Meaningless or other replacement text.  If no data exists, the cell is left blank.

	Enable Essbase Format String
	If the administrator has created specific formatting for the display of numerical data, view data in this formatting.

	Mode
	Mode

	Cell Display
	As an alternative to displaying actual data, you can display the calculation or process status of the cells:
[image: ]
Figure 112-Data Options Cell Display
· Data to show actual data
· Calculation Status to show whether data needs to be calculated, truncated or consolidated.
· Process Management to show the entities level  (Financial Management) or Approvals level for combinations of data called process units (Planning).

	Navigate Without Data
	Speeds up operations such as Pivot, Zoom, Keep Only, and Remove Only by preventing the calculation of source data while you are navigating.  When you are ready to retrieve data, clear Navigate Without Data.

	Suppress Missing Blocks
	Suppress blocks of cells for which no data exists in the database.


Table 5-Data Options
[bookmark: _Toc368487325]Advanced Options
Advanced options are global options, which apply to the entire current workbook and to any workbooks and worksheets that are created henceforth.
To set options for the administrative and other advanced tasks, 
1. Click Options on the Smart View ribbon.
2. Select Advanced in the left panel.
3. Make your Advanced Option selection.
4. Click OK.
[image: ]
Table 6-Advanced Option Selection
To set your selections on this page as default settings, 
1. Click the arrow in the OK button.
2. Select Save as Default Options.

[image: ]
Figure 113-Advanced Options Default Selection
The following table contains a list of Advanced Options with their description.
	Option
	Description

	General
	General

	Shared Connections URL
	Specify a default URL for all connections. This must be set to:
http://findatamgr.dsc.umich.edu/workspace/SmartViewProviders
or 
http://findatamgr.dsc/workspace/SmartViewProviders

[image: ]
Figure 114-Shared Connections URL

	Number of Undo Actions
	The number of Undo and Redo actions permitted on an operation (0 through 100).

	Number of Most Recently Used Items
	The number, 15 or fewer, of your most recently used connections to be displayed on Smart View Home and the Open menu on the Smart View ribbon.

	Delete all MRU Items
	Delete all items in your most recently used list, including those that are pinned to the list.

	Logging
	Logging

	Log Message Display
	All errors, warnings, and informational messages from the connected data source are displayed when they occur, but you can choose which of these message levels to record in a log file.  Select a message level to display and record:
· Information.  All messages, including warnings and errors – recommended to diagnose problems.  May adversely impact performance.
· Warnings.  Warnings and error level messages.  May adversely impact performance.
· Errors.  Error messages only – recommended for general use.  Has minimal impact on performance.
· None. Suppress all messages.
· Extended Info.  Information-level messages for all server responses and requests.  Adversely impacts performance.
· Profile.  Extended info log entries and most function calls.  Creates XML files for each Office application with active Smart View.  Intended for debugging.  Severely impacts performance.

	Route message to files
	Save log messages in a file.  Click the ellipses button to change the location of the log file.

	Clear Log File on Next Launch
	Clear the log file starting with the next log message generation, which will be seen after Excel is closed.

	Display
	Display

	Language
	Select a language in which to display Smart View.  You must restart the Office application when you change languages.  Default is the language specified when Smart View was installed.

	Display Smart View Short Cut Menus Only
	Display only Smart View menu items on shortcut menus.  Otherwise, shortcut menus display both Excel and Smart View items.

	Disable Smart View in Outlook
	Disable Smart View in Outlook if you do not want to use Smart View task lists in Outlook.

	Enable Ribbon Context Changing
	Display the active data provider ribbon automatically after you use a button on the Smart View ribbon.

	Disable options that are not valid for the active connection
	Disable options in the Options dialog box that are not valid for the active connection.

	Disable Drill-Through Report ToolTips
	Display by default lists of available drill through reports for cells whenever you mouse over them.

	Show Progress Information After (seconds)
	Specify the time, in seconds, after which the Smart View Progress status bar appears when an operation begins.

	Compatibility
	Compatibility

	Reduce Excel File Size
	Should always be selected .  This option is for handling older versions of Smart View, which is not applicable to the UMHSCons project.

	Improve Metadata storage
	Should always be selected .  This option is for handling older versions of Smart View, which is not applicable to the UMHSCons project.

When this option is cleared, Smart View maintains two copies of metadata for compatibility purpose, which may result in slower overall performance.

	Refresh Selected Functions and their dependents
	Execute dependent functions on the same sheet before executing the selected functions.

	Mode
	Mode

	Use Double-click for Operations
	Double-clicking retrieves the default grid in a blank worksheet and thereafter zooms in or out on the cell contents.  If not selected, double-clicking retains standard Excel functionality and puts a cell into edit mode.


Table 7-Advanced Options
[bookmark: _Toc368487326]Formatting Options
Formatting options are sheet level options, which are specific to the worksheet for which they are set.  They are also the default formatting option settings for new worksheets in the current workbook or any new workbook.  Changes to formation option settings do not affect existing worksheets or workbooks.
To set options for formatting members;
1. Click Options on the Smart View ribbon
2. Select Formatting in the left Panel/
3. Make your Formatting selections.
4. Click OK.

[image: ]
Figure 115-Formatting Option Selection
To set your selections on this page as default settings, 
1. Click the arrow in the OK button.
2. Select Save as Default Options.
[image: ]
Figure 116-Formatting Options Default Selection
The following table contains a list of Formatting Options with their description.
	Option
	Description

	Use Thousands Separator
	Use a comma or other thousands separator in numerical data.  Do not use # or $ as the thousands separator in Excel International Options.

	Use Cell Styles
	Use formatting that is defined in Cell Styles.  Overrides any user formatting.

	Use Excel Formatting
	Use Excel rather than Smart View formatting and retain Excel formatting for ad hoc operations.

	Move formatting on Operations
	Copy parent cell formatting to zoomed in cells and retain this formatting even if the cell location changes after an operation.

	Retain Numeric Formatting
	When you drill down in dimensions, use the scale selected from Scale and/or number of decimal places from Decimal Places (under Adjust Column Width) for data.

	Adjust Column Width
	Adjust column widths to fit cell contents automatically.


Table 8-Formatting Options
[bookmark: _Toc368487327]Cell Styles
Cell style options are global options, which apply to the entire current workbook and to any workbooks and worksheets that are created henceforth.  On the Cell Style page, you can specify formatting to indicate certain types of member and data cells.  You can specify a style to indicate the type of member and data cells.  Cells may belong to more than one type.  For example, a member can be both a parent and a child. To handle this, the order of precedence for how cell styles are applied can be set.

To specify a style:
1. Select Options on the Smart View ribbon.
2. Select Cell Styles.
3. Expand the list of available cell types.
4. Select a cell type.
5. Select Properties and specify a font, background color, or border.
6. Select the property value on the ensuing pop-up.
7. Click OK.
[image: ]
Figure 117-Set Cell Styles Background
8. To order precedence of cell styles, use the Move Up and Move Down buttons or drag and drop the cell styles.
9. Click OK.

[image: ]
Figure 118-Cell Style Change Order of Precedence
The setting takes effect after you refresh or perform a drill operation. To revert cell styles or precedence to the default styles, click Default Styles.
[bookmark: _Toc368487328]Extensions
Extension options are global options, set from Excel, which apply to the entire current workbook and to all Microsoft Office documents that are created henceforth, including Excel workbooks and worksheets, PowerPoint presentations and slides, and Word documents.
Note: Extension options can only be set from Excel; they cannot be set from PowerPoint or Word.
To set the Extensions options,
1. Click Options on the Smart View ribbon.
2. Select Extensions in the left-hand panel.
3. Select your options.
4. Click OK.

[image: ]
Figure 119-Extension Options
The Extensions page contains a list of the extensions that are installed to leverage Smart View functionality for other Oracle products.  From this page you can do the following:
· Enable and Disable extensions
· Check for updates to extensions
· Enable logging for extension installations
· Override the default download URL for extensions

Be sure the extensions are all enabled. To enable an extension:
1. Click any button that says Enable. The button will toggle to read Enable.
2. Click OK.

[image: ]
Figure 120-Enable Extensions
[bookmark: _Toc368487329]Troubleshooting Smart View
[bookmark: _Toc368487330]You Cannot Log In
Smart View requires Level 1 access to Hyperion.  Double check that you don’t have Caps locks on and you are correctly entering your Level One credentials. 
If you require access to Hyperion, enter the following in your browser:
http://www.med.umich.edu/finance/FinancialSystems/services/complianceforms.htm
Click on the link and save the document to your local computer.  Fill out the form and discuss with your supervisor.
[bookmark: _Toc368487331]Connection to Shared Service Providers Failed Error Message
This message occurs when you try to connect to the shared connection which is incorrectly set in the Options Advanced tab.  This can happen if the shared connection URL changed since Smart View was installed on your computer.  
[image: ]
Figure 121-Connection to Shared Services provider failed Error Message
If you get this message, 
1. Click on Modify.

The Options pop-up is displayed and set to the Advanced tab.
2. In the Shared Connections URL text box, enter the following URL:

http://findatamgr.dsc/workspace/SmartViewProviders
Or
http://findatamgr.dsc.umich.edu/workspace/SmartViewProviders
This is case sensitive.
3. Click OK.
[bookmark: _Toc368487332]Unable to Connect to Provider Error Message
1. Check your network and internet connections to make sure you have an active connection.
[image: ]
Figure 122-Unable to Connect to Provider Error Message
2. A frequent cause for this error is you are creating a private connection by URL and the URL isn’t entered quite correctly.  The best way to circumvent this is to follow the directions for Creating the Private Connection UMHSCons_TrialBal from a Shared Connection. 
[bookmark: _Toc368487333]#Invalid Member Displays in Smart View Template Cells
You refreshed your Smart View template and your cells contain #Invalid Member instead of actual numerical values as shown in the figure below.
[image: ]
Figure 123-Error #Invalid Member
1. Examine your POV section and ensure your Member names/aliases are valid.  Check for spelling and valid date values.
2. A frequent cause for the occurrence of this error is the Alias table is not set as your default. Refer to the following section Set the Alias Table for the UMHSCons_TrialBal Private Connection.
[bookmark: _Toc368487334]#REFRESH Displays in the Smart View Data Cells
Your Smart View template data cells contain #REFRESH instead of numerical values.

[image: ]
Figure 124-#NEED REFRESHING
1. On the Smart View ribbon, click Refresh.
[bookmark: _Toc368487335]Time Out Error Message
You receive the following error message:

[image: ]
Figure 125-Time Out Error

This error is usually caused when the Refresh All option is selected.  Each worksheet in the Smart View template can be connected to a different data source.  For this reason, the Refresh button refreshes just the current worksheet.  Selecting Refresh All places a large burden on the network and the server.  Always use Refresh to refresh only the current worksheet.
[bookmark: _Toc368487336]No Active Workbook Error
This error occurs when there is no Workbook loaded in Excel.  This occurs when you were previously working in Excel and closed the workbook.  If you get this error, simply click OK on the error message and open a blank workbook in Excel.
[image: ]
Figure 126-No Active Workbook Error
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