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CIMS SERVER QUICK REFERENCE
1. ABOUT CIMS SERVER WEB REPORTING 
CIMS Server Web Reporting enables you to generate and review IT charge back data and billing reports from a Web browser. These reports include invoice, account, usage, trend, variance, resource and other custom reports including graphs and spreadsheets.  The wide variety of reports and formats allow analysis from various perspectives. 

You can save, copy text from, and print reports. In addition, many reports generated using CIMS Server Web Reporting include multi-level drill down capabilities that enable you to view detailed resource usage and cost information. 
2. GETTING STARTED
A. Starting CIMS Server
To start CIMS Server, open your web browser and enter the CIMS Server URL in the address bar.  

The URL is: http://dtis-cims
You should see the following screen:
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collected from throughout the IT environment including Unix, Linux, Mainframe, Microsoft, Databases, Storage, Shared
Services, Networks and many more. Any source of resource usage can be collected and reported on. Web based
reporting makes resource usage information immediately available across your organization. A complete system for today's
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B. Logging On

To log on, do the following: 

(1)  On the CIMS Server Web Reporting home page, click Login on the menu bar to open the Login page. 
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(2) The following screen will appear. 
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 Enter the following information, and then click OK: 

· USER ID  (eight characters—the first letter of your first name and the first seven of your last)

· PASSWORD (required). The password is case-sensitive. Type the password exactly as provided by your CIMS Server administrator. 

If you do not know your user ID and password, contact your CIMS Server administrator. 
If you have logged on using a default password, be sure to re-set your password as follows.  At the login screen, click on the ‘Change Password’ box when logging in and click ‘OK’.
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At the following screen enter your new password information and click ‘OK’.
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Once you have logged on successfully, you will see the following screen which indicates that you are all set to begin your navigation (see item number 3 of this quick reference) through CIMS Server!
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C. Logging Off
To log off from CIMS server, click on Logout from the menu bar at the top of the screen.  If the menu bar is not available at the top of the screen click on the ‘back’ button until the menu bar is visible. Once you click on Logout, you will get the following screen which indicates that you are not currently logged on:
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D. Timing Out 

Timing Out is the process whereby the CIMS Server system logs out a user after detecting no activity for 10 minutes.  The system will automatically bring you to the Login screen and prompt you to log back in.

3.  BASIC NAVIGATION
A.  Using the Menu Bar 
The menu bar as follows enables you to easily navigate CIMS Server Web Reporting features. 
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The following explains each of the menu bar options:
Login – choose this option to login to the CIMS Server application

Reports – choose this option to access the CIMS reports features.  This option will allow you to run reports, or view published reports.
Spreadsheets – choose this option to access reports created in excel spreadsheet format that can easily be download.

Favorites – choose this option to create or view the selection of your favorite reports or spreadsheets.  To add a favorite report or spreadsheet:
(1) Select Favorites/Add/Report (or Spreadsheet)

(2) You will then get the report/spreadsheet menu.  Click on the report/spreadsheet you would like to add to your list.

(3) To delete, select Favorites/Delete from the menu and then click on the report/spreadsheet from your list that you would like removed.

Admin – choose this option for administrative functions such as switching your data view between account code structures (explained in more detail in section______)
Help – choose this option to view help topics for CIMS Server

Logout – choose this option to logout of the CIMS Server application

Home – choose this option to return to the CIMS Server home page

B. Understanding the Work Order and Project Structure
The billing and roll-up of expenditures is based on the work order and project structures built into the system.  The relationship is based on how a work order fund is mapped to a DTIS project.  The following project-work order relationships represent what exist in the system and are expressed by the following scenarios:  

(1) A single work order funds one DTIS project

(2) Multiple work orders fund one DTIS project

(3) A single work order funds multiple DTIS projects

(4) Multiple work orders fund multiple DTIS projects
The various scenarios described above are collectively termed the ‘Mapping Challenge’ and is illustrated in the following diagram:
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This overview of the complexity of the relationship of work order to projects is essential to have in reviewing your billing data and reports and understanding how your charges are rolled up.  

C. Switching Data Views Between Account Code Structures
As summarized in Item B above, there are two views to the billing data in CIMS Server—by project or by work order.  You can switch your view of the billing data between the two options by following the easy steps below:

(1) From the CIMS home page, click on ‘Admin’ from the menu bar.

(2) Select ‘User Options’.  You will see the following screen
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(3) Modify the ‘Account Structure’ field by clicking on the down arrow and select the account code structure (either project or work order) that you would like to view the data in.

(4) Click on ‘Update’

(5) DO NOT CLICK ‘OK’.  If you do, it will reset the browser to default values.  It will NOT change the account code structure.
D.  Running the Basic Report on CIMS Server
The most basic and widely used function of CIMS Server is to run a report to view the invoice activity for a particular entity or project for a specified time period.  

(1) From the CIMS Server main menu screen, select Reports, Run Reports:
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(2) You will get the following screen.  Choose ‘Invoice By Account Code’.
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(3)  The following screen will appear.  Populate the fields based on your specific search parameters (see the parameter glossary table below), click ‘OK’ to run the report.
[image: image13.png]CIMS

Server

Login  Reports  Spreadshe

Invoice by Account Code

Favorites

Admin

Please select parameters for Reports.
Project Code Level : [Project, length 6 |~
Invoice Number :

Display Graph : [N =]

Help

Logout

Home

Starting Project Code : |123

Ending Project Code : |123

Set the Date Range :

From : |07/01/2004

To:





Parameter Table: 

The following table lists the fields that may appear in the parameter screens for the various reports and queries.
	Report Parameter
	Information Requested (examples)

	
	

	Account code level (either project or work order depending on the account mode your are in)
	Select the report dropdown options that the data should be rolled up by:

(a) For project

· department

· project

(b) For work order

· department

· work order

· department and project

	
	

	Invoice Number
	Leave this field blank

	
	

	Display Graph (for Invoice by Account Code)
	· Y – if you would like to see the graph

· N – if you would like to suppress the graph

	
	

	Starting Account Code (either project or work order)
	Enter the account code you would like your report to start with

	
	

	Ending Account Code (either project or work order)
	Enter the account code you would like your report to end with

	
	

	Set the Date Range
	Select one of the pre-established date ranges or custom to enter a specific date range for your or report.

· All

· This month

· Last month

· Current YTD

· Previous Year

· Custom – if you select this option then you will need to enter the following:

From: (beginning date)

To: (ending date)



	
	

	TopN
	Use this parameter to indicate the number of account codes that you would like to appear in your report.  For example, if you typed in ‘5’, you will get the top five projects which incurred the highest expenditures.

	
	

	Rate Group
	Use this parameter to select costs by the defined cost groups:
· Operations & Infrastructure

· Public Safety

· Technology Services

· Pass-through Costs

· Actual Mainframe Usage

· All unassigned rate codes

	
	


In the example above the following parameters were specified:

· The requested invoice information by project
· No specific invoice was referenced

· The graph display was turned off

· The  requested invoice information for all projects for the Controller’s Office

· The date range was specified as ‘custom’ since a specific time period is indicated

· The date range requested is July 1, 2004 through June 30, 2005 

(4) The following example report  will appear on the screen
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You can view other project invoice activities included in your by clicking on the project code from the listing located at the left of the screen.  For example, if you clicked on the project ‘123GIS’, you would get the following result:
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E. Drilling Down on the Data
Once you have successfully run your report, you have the ability to drill down on the data where detail is available.  ‘Drillable’ data is highlighted in blue text.  Using one of the Controller’s projects (123EIS) queried above, we will drill down on a specific line item as shown in the following example.

(1) To drill down, click on a drillable item (highlighted in blue).
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(2) You will then get the drill down options page as follows.  Select the parameters that you would like to view for the detail data and click ‘OK’.  The drilldown options vary based on the expense line item—a list of the options for the drillable items is provided below.
Expense Line Item Drilldown Table:
	Expense Line Item
	Drilldown Option

	
	

	Labor
	· Name
· Usage date (week ending date)

· Number of hours

	
	

	Contractors (some contractors will show up in Procurement and Other Charges)
	· Name
· Week ending date

· Cost

	
	

	Procurement
	· Vendor
· Description

· Date paid

· Stamp number (request number)

· Cost

	
	

	VPN
	· User name
· Number of months access

	
	

	Training
	· Description
· Start date

· Student

· Usage (training or room rental)

· Cost

	
	

	Stock
	· Description
· Date

· Vendor (stockroom)

· Cost

	
	

	Mainframe (current year)
	· Job Names, Node 1 & 2, and/or transactions
· Run date

· Number of transactions
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In the example for the Controller’s Office for 123EIS, we will first run the report with one parameter for drilldown and then multiple parameters.   For the single parameter, we will drilldown by ‘Description’ and get the following result:
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We will continue with this example using the following drilldown options:

· Vendor
· Description
· Date

· Stamp Number

*Recommendation for drilldown: To nest or group the reports logically, it is recommended that you select the first drilldown object that would return unique results—for instance, if you were to drilldown on labor costs and wanted to view or group the results by period, you should first drilldown by usage date.  The report will page-break at each change of the usage date.
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Partial excerpts of the drill down appear in the following screens:
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All reports are processed much in the same way as the ‘Invoice by Account Code’.  Examples for specific reports will be covered in Item 4 (All About  Reports and Spreadsheets).
F. Exporting Data From a Report

To export the results of a report, follow the simple steps outlined below:

(1) On the upper left hand corner of the screen click on the little envelope icon as shown on the following screen.
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You will then get the export report dialogue box.
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Fill in the following fields as required:

File Format – select the format in which you would like the file exported—the two most useful exports are Adobe Acrobat and Word.
Page Range – select whether you would like all pages of your report exported or only select pages

File Name – enter the file name that you would like to save your export as and then select ‘Browse’ to choose the location to export the file to

Click ‘OK’ to complete the export.

G. Printing

(1) To print in CIMS Server, from the report page, click on the print icon at the top left corner of the screen:
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(2) You will get the following print dialogue box. Select the printer and fill in the print range and click ‘Print’

(3) Do not print from Internet Explorer.
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4. ALL ABOUT REPORTS AND SPREADSHEETS
CIMS Server offers a wealth of reports and spreadsheets to aid in your analysis of expenditures. 
  A.  Reports
To view all the report options, select ‘Reports’ from the menu bar. You will see the following menu of reports:
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To easily manage your view of this menu you can either expand or collapse each of the report sections with the ‘+’ key (expand) or ‘-‘ key (collapse) which is located at the bottom of the screen.
The table below provides a brief description of the data the reports provide:

	Category
	Report Name
	Description of the Report Data 
	Report #
Appendix A

	Invoices
	Invoices by Account Code
	Provides invoice data by account code(s) – either project or work order for a specified period.  With this report you have the option to run the report with a graph—change the ‘Display Graph’ option to Y.
	1

	Invoices
	Invoice by Department
	Provides the total at each cost center level for the department for a specified period.
	2

	Invoices
	Invoice by Rate Group
	Provides subtotals of department costs at the key rate groups and provides a percentage for each group.
	3

	Account Reports
	Crosstab-Acct Chrgs by Cost Ctr
	Provides invoice data in a matrix format for by cost center; provides data for all rate groups.
	4

	Account Reports
	Crosstab-Acct Chrgs by Rate Grp
	Provides invoice data in a matrix format by cost center; you will need to specify the rate group you would like to view in the report parameter screen.
	5

	Account Reports
	Crosstab-Acct Units by Cost Ctr
	Provides invoice unit data in a matrix format for by cost center; provides data for all rate groups.
	6

	Account Reports
	Crosstab-Acct Units by Rate Grp
	Provides invoice unit data in a matrix format by cost center; you will need to specify the rate group you would like to view in the report parameter screen.
	7

	Account Reports
	Mo Chrgs by Cost Ctr
	Provides the monthly charge for each cost center in a matrix format, grouped by project.
	8

	Account Reports
	Mo Units by Cost Ctr
	Provides the monthly units charged for each cost center in a matrix format, grouped by project.
	9

	Top Usage Reports
	Top 10 Costs by Project Code
	Provides data for the top ten projects yielding the highest costs for a department and their cost percentages.  This report also allows drilldown views to the invoices for these top ten projects.
	10

	Top Usage Reports
	Bar Graph-Top 10 Costs by Acct
	Provides a bar graph depicting the cost levels of the top ten projects yielding the highest costs for the department.  This report also provides the table data.
	11

	Top Usage Reports
	Pie Chart-Top 10 Costs by Acct
	Provides a pie chart depicting the cost levels of the top ten projects yielding the highest costs for the department.  This report also provides the table data.
	12

	Top Usage Reports
	Top 10 Costs by Rate Code
	Lists the top account code(s) as specified by the user that incur the highest level of expenditures by the selected rate group
	13

	Variance Reports
	Cost Variance by Account Code
	Provides a cost comparison between current and prior year charges for a project by cost center.  This report provides the variance amount for the two periods and the variance percentage. 
	14

	Variance Reports
	Cost Variance by Rate Group
	Provides a cost comparison between current and prior year charges for rate group by cost center.  This report provides the variance amount for the two periods and the variance percentage.
	15

	Variance Reports
	Units Variance by Account Code
	Provides a unit count comparison between current and prior year charges for a project by cost center.  This report provides the unit variance for the two periods and the variance percentage.
	16 (not printed pending edits)

	Trend
	Monthly Charges by Acct Code
	Provides the monthly total charge for each project
	17

	Trend
	Monthly Units by Acct & Cost Ctr
	Provides the monthly units charged by cost center and project
	18

	Trend
	Bar Graph-Mnthly Chrg All Accts
	Provides a bar graph depicting the monthly total charge for each project
	19

	Trend
	Bar Graph-Mnthly Chrg by Cost Ctr
	Provides a bar graph depicting the monthly total charge for each cost center
	20

	Trend
	Bar Graph-Mnth Units by Cost Ctr
	Provides a bar graph depicting the monthly total units charged for each cost center
	21

	Resource Detail
	Mainframe Usage – Current FY
	Provides the actual units utilized by cost center by project
	22

	Custom
	Work order to Project Detail
	Provides the year-to-date charge activity for work orders and the projects they support.  The following details are provided by project: work order amount and the percentage of the work order allotted to the project, YTD charges, balance (work order), and the percent of the work order expended.  The report subtotals at each work order.
	23

	Custom
	Project to Work Order Detail
	Provides the year-to-date charge activity for projects and detail on the work order(s) that support it.  The following details are provided: work order amount allotted to the project, percentage of the project funded by the work order, current month charges, and YTD charges.
	24

	Custom
	YTD Actuals to Budget by Acct
	Provides the year-to-date charge activity for projects by cost center.  The following details are provided by cost center: budget, amount charged for the period, YTD units (where applicable), YTD charged, budget balance and the percent of budget expended.
	25

	Custom
	WO and Budget Status Overview
	Provides an overall view of a department’s budget and work order status.  The following details are provided: total work order received, total budget, YTD charges, budget variance, work order variance, percentage of budget and work order expended.
	26


A sample of all the reports listed above can be reviewed in Appendix A (Report Samples) of this guide.

B.  Spreadsheets
CIMS Server provides another meaningful view of the data with the use of spreadsheets.  A user can easily open a report using excel and will then have the ability to modify the data according to his/her needs.
To view all the spreadsheet options, select ‘Spreadsheets’ from the menu bar.  You will see the following menu of spreadsheets:
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To easily manage your view of this menu you can either expand or collapse each of the report sections with the ‘+’ key (expand) or ‘-‘ key (collapse) which is located at the bottom of the screen.

The table below provides a brief description of the data the spreadsheets provide:

	Category
	Spreadsheet Name
	Description of the Spreadsheet Data

	
	
	

	Standard
	Crosstab-Acct Chrg by Cost Center
	Spreadsheet invoice data for projects by cost center, clustered by the key rate groups.

	
	
	

	Standard
	Crosstab-Acct Units by Cost Center 
	Spreadsheet data for units charged for projects by cost center, clustered by the key rate groups.

	
	
	

	Standard
	Monthly Chrgs Summed by Acct
	Spreadsheet data of total monthly charges by account.

	
	
	

	Standard
	Monthly Charges by Cost Center
	Spreadsheet data of the monthly charges by cost center, grouped by account (ie: project).

	
	
	

	Standard
	Monthly Units by Cost Center
	Spreadsheet data of the monthly units charged by cost center, grouped by account (ie: project).

	
	
	

	Custom 
	IT YTD Projection by Project 
	Spreadsheet data of the YTD and projection activity for IT projects for a department.

	
	
	

	Custom 
	IT YTD Projection by Cost Center
	Spreadsheet data of the YTD and projection activity for IT projects for a department by cost center, subtotaled by project.

	
	
	

	Custom 
	TEL YTD Projection by Project
	Spreadsheet data of the YTD and projection activity for TEL projects for a department.

	
	
	

	Custom 
	TEL YTD Projection by Category
	Spreadsheet data of the YTD and projection activity for TEL projects for a department by cost category.

	
	
	


The following are the steps to run a spreadsheet report:
(1) From the spreadsheet menu, select the spreadsheet.  For this example, we will select the custom spreadsheet titled ‘IT YTD Projection by Project’ by clicking on that menu option.  The following screen will appear:
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(2) The next step is to populate the parameters for the desired result.  In this example, we will run this spreadsheet report for the Controller using the following parameters as shown in the next screen:
· Starting department = 123

· Ending department = 123

· Report Year = 2005

· Projection Period = June
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(3) We will then click ‘OK’ and will get the following file download dialogue box:
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The options on the dialogue box are:
a. Open – open the report in CIMS Server as an excel spreadsheet.
b. Save – save the excel file to a specified file location.
c. Cancel – cancel the report action.  Click on the ‘Back’ key and it will take you back to the report parameter page.
d. More Info – this option will give you more detail information about downloading files in CIMS Server.

(4) Select one of the file download options.  For this example, we will choose the ‘Open’ option and will get the following result:
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(5) From the screen above, to select other options for the spreadsheet download or select other report parameters, click on the ‘Back’ arrow to return to the report parameter screen.
  5.  HELP SOURCES AND TIPS FOR CIMS SERVER
The following are some examples of the challenges you may encounter using CIMS Server, but can be easily resolved with these recommendations:

A.  If reports do not run properly or you see only a small box with a red X in it:

Check your ActiveX settings:

1.  Ask your LAN administrator to add the CIMS URL (http://dtis-cims) to the Trusted Sites.  Go to Internet Explorer Tools menu.  Choose "Security", highlight Trusted Sites, click on "Sites" button.  Type in:  http://dtis-cims. 

2.  If that does not fix the problem click the tools menu and go to Tools/Security and click "Custom Levels".  Scroll down to "ActiveX Controls and Plug-Ins".  Choose "enable" for the following three options:
· Download signed ActiveX controls

· Run ActiveX Controls and Plug-Ins

· Script ActiveX Controls marked safe for scripting 
B.  If you get a blank report, make sure your end date does not precede your start date, ie: 07/01/04 – 06/30/04
C.  If your report does not print, make sure you print from within CIMS, not IE

D.  If you get a runtime error, please report it to us.  Logging out and logging back in usually fixes it.

E.  If the macro will not run:

· In Excel, go to Tools/Macro/Security

· Set the security level to “medium”

· Exit Excel and close any Excel files that are running

· Reopen both Excel files: the macro and the CIMS export spreadsheet

· Go to the CIMS export spreadsheet and hit “Control-A”

F.  YOUR CONTACTS:

· For technical assistance, contact the DTIS HELP DESK
554-5700

· For assistance with the CIMS data, contact your assigned Project Manager
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