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Data Warehouse Web Sites: 
 
http://datawarehouse.uga.edu 
 
You can find general information about the data 
warehouse including:  training, FAQ’s, data 
dictionary, data literacy information and links to 
access and request forms. 

 

http://reports.uga.edu 
 

- Vanity URL that redirects to the Reports 
page of the Data Warehouse website. 

- Uses CAS. 
- This is an inventory of all reports and 

queries that have been created across 
multiple domains and platforms. 

http://datawarehouse.uga.edu/
http://reports.uga.edu/
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http://dwreports.uga.edu 
 

- Vanity URL that redirects to the 
production copy of the reporting portal. 
 

  

http://dwreports.uga.edu/
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 Connecting to the UGA Data Warehouse 
reporting portal: 
 

 

Go to http://dwreports.uga.edu in any of the 
following browsers: 
 

- Internet Explorer 
- Firefox  
- Chrome 
- Safari 

 
Enter your MYID and password. 
Verify that the Domain is “MYID”. 
 
The requirements to connect to the portal 
include: 
  

- VPN 02 Restricted 
- Computer joined to the MYID domain  

(VLAB is an alternate option) 
- Membership in an Active Directory group 

having access to the desired reports 
 
Note:  For financial data, the Simpler data 
role is added to the AD group that has 
permission to financial data. 

 

http://dwreports.uga.edu/
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Navigating the portal: 
 
From the Home page, you will see all of the 
folders that you have been given access to.  
Depending on your role, you may see folders 
representing several data domains such as 
Financial, HCM, or Student. 
 
For example, to see financial reports go to  
Home -> All UGA Faculty and Staff Reports -> 
Financial. 
 
The page is divided into sections based on the 
type of report, i.e. Power BI Reports, Paginated 
Reports, Excel Workbooks, etc. 
 
Hint:  To add a report to your Favorites tab, while 
in Tile view, click the ellipsis in the upper right 
hand corner of the report and select “Add to 
Favorites”. 
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Paginated reports: 
 
Paginated reports provide predefined, formatted 
reports.  Some paginated reports will contain 
parameters that allow for some filtering of data.   
 
Hint:  When greater flexibility or customization is 
required, it is recommended to use OLAP cubes. 
 
A:  Use the forward/backward controls to page 
back and forth or jump to a specific page. 
 
B:  Use the export button (floppy disk icon) to 
export the report data to other applications such 
as Excel, CSV, etc. 
 
Hint:  Exporting to CSV strips the formatting out 
of the report versus exporting to Excel which 
preserves formatting.   
 
Reports that are basically lists are good 
candidates for exporting to CSV. 
 
Highly formatted reports, i.e. reports that have 
groupings and subtotals, such as the Budget 
Status Report, are best exported to Excel; 
however, the formatting limits some Excel 
functions such as filtering. 
 
C:  Use the printer icon to print the report. 
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A:  If a paginated report has parameters, they will 
appear near the top of the report viewer window.  
 
B:  After selecting the desired parameters, select 
“View Report”.  The report will then render on 
your screen. 
 
C:  In this example, the report has a Document 
Map which enables you to jump to different parts 
of the report depending on how the Document 
Map has been configured.  This area can also be 
hidden to allow more room for the report to be 
displayed. 
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Document Maps will also function in reports that 
have been exported to Excel. 
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OLAP cubes: 
 
OLAP cubes are used to analyze and evaluate 
data in the data warehouse.  These structures 
provide an incredibly powerful reporting 
capability delivered in a flexible, drag and drop, 
self-service, Excel interface.  OLAP cubes 
efficiently perform with large data sets due to 
their storage and aggregation design.  The data in 
OLAP cubes is stored on the Analysis Services 
server and is read-only.  You will not be prompted 
for credentials when opening an OLAP cube via 
Excel.  The credentials used to log onto Windows 
are passed to the Analysis Services server.  The 
MAC version of Excel does not share this 
functionality.  Therefore, MAC users must use 
vLab or Remote Desktop into a PC in order to 
access OLAP cubes. 
  
A sample report for each cube is available in the 
reporting portal.  Click on the Excel workbook and 
select “Open” to download the file.  When 
prompted select “Enable Editing” and “Enable 
Content” to make a connection to the Analysis 
Services server.  If your machine does not meet 
the MYID domain requirements, you will receive 
an error.  Reference the 
http://datawarehouse.uga.edu/faq/known_issue
s for troubleshooting tips. 
 
Note:    
The sample report provides examples of how you 
could design an OLAP report or you may choose 
to start from scratch. 
 

http://datawarehouse.uga.edu/faq/known_issues
http://datawarehouse.uga.edu/faq/known_issues
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Creating a new Pivot Table: 
 
To create a new pivot table in a workbook that 
already has a connection to the cube, first add a 
New sheet.    
 
A:  Go to the new sheet and select “Insert” 
 
B:  Select “PivotTable” 
 
C:  Select “Use an external data source” and then 
click on “Choose Connection”.  This will open the 
“Existing Connections” dialog box. 
 
D:  Select the desired cube in the “Connections in 
this Workbook” section.  This contains the 
connection string back to the Analysis Services 
server.  Then click “Open”.  The “Connection 
name:” will be populated with your selection.  
Click “OK”. 
 
Hint:  You can add multiple sheets to your 
workbook with each sheet tailored to meet a 
specific reporting need. 
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PivotTable Field List: 
 
A:  Blank PivotTable 
 
B:  “Facts” aka “Measures” -  Numeric values in 
the cube (dollar amounts, counts, etc.)  They are 
listed at the top of the PivotTable Fields list under 
the Summation sign (∑). 
 
C:  “Dimensions” –  Data attributes used for 
filtering and row/column values.   To see all 
attributes for a dimension, select “More Fields”. 
 
D:  Areas – Drag fields from the field list to the 
desired area. 

- Facts/measures go in the “VALUES” 
section. 

- Dimensions can be used in Filters, 
Columns or Rows. 
 
Hint:  Choose all of your Filters first to 
narrow down the data set.  Finish with 
Rows, Columns and Values. 
 
There are endless ways to design an OLAP 
cube report!   
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Filtering: 
 
To filter for multiple items in the Filter area, 
check the “Select Multiple Items” box. 

 

 
You are not limited to filtering only in the Filter 
area.   Dimensions in Rows and Columns can be 
filtered as well. 
 
A:  Use the “Select field” dropdown to pick which 
dimension to filter on. 
 
B:  You can use wildcards (*) to quickly filter on a 
group of dimension members. 
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PivotTable Tips: 
 
A:  Some dimensions include a hierarchy or rollup 
structure.  In financials, some of these hierarchies 
are based on PeopleSoft Financials trees.  The 
financial dimensions that include one or more 
trees are:  Account_GL, Class, Department, Fund, 
and Program 
 
B:  Dimensions can be placed in columns for 
things like year over year comparisons. 
 
C:  Dimensions can be stacked side by side.   
  
D:  A Grand Total is usually defaulted into the 
Pivot Table. 
 
E:  If a dimension has been filtered, you will see 
the filter icon alongside the dimension in the 
PivotField List. 
 
F:  By right clicking on an attribute in the 
PivotTable a context sensitive menu provides a 
host of options for customizing the PivotTable to 
meet your specific needs. 
 
Try exploring with: 

- Filter 
- Checking/unchecking Subtotal 
- Expand/Collapse 
- Quick Explore 
- Group/Ungroup 
- Show/Hide Fields 
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Refreshing Data: 
 
When you manipulate the PivotTable by filtering 
or adding/removing fields, the server is queried 
and current data is returned. 
 
However, if you simply want to update the data 
in your PivotTable without making changes: 
 

- Select Data from the menu 
- Select the down arrow beside “Refresh 

All” 
- Select “Refresh All”  

 
Hint:  If your workbook contains multiple 
PivotTables, the time required to “Refresh All” will 
take longer. 
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Drillthrough: 
 
While OLAP cubes are intended to display 
aggregated data, details about the transactions 
that make up a measure row can be viewed by: 
 

- right-click on a measure 
- select “Additional Actions”  
- select “Drillthrough” 

 
Hint:  The level where you choose to Drillthrough 
is very important as it determines how many 
detailed transactions are returned at one time. 
 
Note 1:  Do not use “double click”.  This does not 
display the same fields as the customized 
Drillthrough action. 
 
Note 2:  You must right click on a measure to 
Drillthrough.  You cannot Drillthrough on a 
calculated member such as “Expended Balance” 
or “Revenue Balance”. 
 
Note 3:  Due to a known bug in the Excel 
interface, currently you cannot drillthrough if you 
have used “multiselect” in the Filter area.  
However, this does not apply to dimension 
attributes that leverage trees such as “Dept ID 
Descr UGADEPTBUDGRPT”. 
 
Note 4:  Sample cube workbooks are set to return 
a maximum of 10,000 rows during a Drillthrough 
action. 
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Drillthrough details are displayed on a new sheet 
in the Excel workbook.   You can safely delete 
these sheets from your workbook once you are 
finished working with the data. 
 
Hint:  The recommendation is to refresh the 
PivotTable and drillthrough each time you want to 
see detailed transaction information.  
 
 

 

Display Options: 
 
To display dimensions horizontally versus 
vertically: 
 

- Right click on the PivotTable  
- Select PivotTable Options 
- Click the Display tab 
- Check “Classic PivotTable layout” 
- Click OK 

 
Try experimenting with other settings in 
PivotTable Options to further customize your 
report! 

  
 

 

 

 


