Selecting a Filter Value Directly from a BI Report
Pull up a BI report as you normally would.  In this example, the GL-SDR is used.  In this example I want to filter on “Vendor” US Bancorp.  Hold your cursor over the item you wish to filter on then left click the mouse.  This opens the option window, from that select “Filter” and then “Keep Filter Value” 
[image: ]



This returns a report in which now filtered to show those transactions that contain US Bancorp as the vendor.  Also note it removed the vendor field from the report.  See below.  If you wish you can drag (from the Free Characteristics List) and drop it (into the Rows section) back into the report. 
[image: ]
To remove the filter, open the filter window by clicking on the Filter option 
[image: ]


Notice Vendor: US Bancorp is populated. 
[image: ]
Use the drop down on the Vendor field to clear the filter.
[image: ]


The filter is now cleared and you get back to the original report.  If you wish click the Close button to close the Filter Window. 
[image: ]
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Then you can drag the Vendor field back on to the report if you have not already done so.  
[image: ]

This works on almost any field and is a little quicker that going through the filter selection process.  


Also, you may have noticed that sometimes you may inadvertently click on a report and you lose all or part of your data.  Below, I inadvertently clicked on the Commitments column and it removed all of the financial columns from the report.  See below. 
[image: ]
To correct this, open the filter window and look for the item that has a filter set.  In this case the filter is set on the Spending Detail KF Structure.  It is set to Commitments. 
[image: ]


Set the Spending Detail KF Structure to Clear and the report below that contains none of the financial columns is now displayed. 
[image: ]
To get the financial columns back, drag and drop the “Spending Detail KF Structure” from the list of Free Characteristics to the Columns section, NOT the Rows section. 
[image: ]
Now the report is back to normal.  This is quicker than rerunning the report.  
If you have questions, please contact anyone at the FSAB. 
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+ Spending Detail KF Structure  Budget Period = Long Description = Document Type = FMMI Doc No. = s s s s s s
~ Rows 12 ARTHUR PRIDEMO HP HO  Not assigned 1902470033 0.00 0.00 3420 0.00 3420 3420
* Budget Period ARTHUR PRIDEMO MAC M Not assigned 1902470034 0.00 0.00 2,569.98 0.00 2569.98 2569.98
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S Commitments ~ Obligations ~ Expenditures  Disbursements  Total Obligations  Total Spending
+ Spending Detail KF Structure  Budget Period = Long Description = Document Type = FMMI Doc No. = s s s s s s
~ Rows 12 2001040400 TE 1902518679 0.00 0.00 1318.98 0.00 1318.98 1318.98
* Budget Period Not assigned 1902519982 0.00 0.00 136757 0.00 136757 136757
* Long Description 22 2000100001 EN 0100735769 0.00 000 11827520 0.00 118,275.20 118,275.20
* Document Type 22 2000120060 EN 0100742373 0.00 0.00 9.527.25 0.00 952725 952725
- RELLEER 222000125065 I 0100735770 0.00 0.00 2313971 0.00 2313371 2313371
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