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Goals

 To become familiar with a variety of tips, tricks, and 
troubleshooting techniques that will help you spend 
more time analyzing data than gathering it!  

 To explore User Aids and other Learning Resources.

 To provide an opportunity to share tips and tricks you
have discovered in your use of Analytics. 
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Agenda

• Tips & Tricks for: 

– All Activities Reports (Non-Spon)

– R50 Reports in Award Detail & Budget to Actuals Detail

• Misc. Troubleshooting Techniques

• Quick tips for Transaction Union Detail reports

• Any tips you have to share? 
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All Activities Tips
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All Activities Reports

 Drill to Expenses Only!  Use Object Level A – then Apply

Then - Drill “Through” on Labels – Drill “Down” on numbers

Tip:  you can use source 
to query just your Fed 

grants – 315 & 335
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All Activities Reports

 Drill “Through” columns AND rows!!
vs. Drill “Down” on numbers (opens in another browser tab)

 Lots of Right Click technique options

 All reports provide Return & Back hyperlinks

 Budget to Actuals Summary Drill Down to SOAPF Detail Tip

 Multiple “Report Selectors” – referred to as “radio buttons” 
in Budget to Actuals (B2AD) Detail only
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All Activities Tips/Techniques Cont.

1. Left  Click (LC) a blue column label (hyperlink) 3 times, 
to “Drill” to the Object Level   OR

2. Right Click (RC) a blue column label and select “Drill”
(hyperlink) 3 times to get to the Object Level

Then, RC > Exclude the columns you don’t need

3. If you “Exclude” a column, it is always 
available to “Include” later

4. RC to Sort a column and/or Move

5. Budget to Actuals Summary:  
Use Dashboard Prompts to limit the answer BEFORE
you ask the question!  
(ex. - choose to NOT include Revenues – Object Level A – then Apply)



8

All Activities Tips/Techniques Cont.

1. In Budget to Actuals Detail and/or Summary
Find a SOAPF by first entering an Activity 
or Purpose (and Org if needed) – the list of 
available SOAPFs will then be filtered for you!

2. Use the ROW hyperlinks to zero in on specific
Object Level C budgets (such as Operating Expenses)

3. Use the Return and Back Hyperlinks
located under each answer (table)
(Note - not available for Sponsored reports)
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All Activities Tips/Techniques Cont.
Drill Down on numeric values:

• For Budget to Actuals Summary – opens to the SOAPF list in a separate browser tab.  
You can drill down again on the SOAPF Code (to open in Budget to Actual Detail) or a 
numeric value to look at Transaction by Transaction reporting.

• In Budget to Actuals Details - Drill Down opens the “Show Me All My Transactions” 
report in a separate browser tab.  Pivot or All Columns (Trans Detail) Views.
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R50 Report Tips
Found in Award Detail and

Budget to Actual Detail reports
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R50 Tips/Techniques 

 Enjoy the “View(s)” 
5 “View By” in Budget to Actuals Details 6 in Award Details

Accessed on the left side using “Report Selectors”

 “These are secondary reports found in:
Award Detail                Budget to Actuals

“All Columns” is Transaction 
Union Details!  56 columns
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R50 Tips/Techniques Cont.

 Right Click (RC) to Include other columns 

 RC and Move to Prompts to reduce “clutter”

 RC and Move to Sections to have one long list 
broken down by sections – no need to click the 
double headed blue arrow to expand the list 

 Use the for R50 column definitions

https://www.umaryland.edu/media/umb/af/quantum/analytics-user-aids/Transaction-Details-Union-Encumbrance-Report-Cheat-Sheet.xlsx


13

R50 Tips/Techniques Cont.

 Use the for 
R50 column definitions

 Examples of Columns you may wish to 
include are:

 Account Combo = OSOAPFUFI

 Attribute 4 = Req #

 Attribute 6  = Invoice Paid (Y)

 Attribute 7 = Posted Pay Period End Date

https://www.umaryland.edu/media/umb/af/quantum/analytics-user-aids/Transaction-Details-Union-Encumbrance-Report-Cheat-Sheet.xlsx
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Misc Tips/Troubleshooting
• Use Control + Page Up or Page Down to manually move 

from one browser tab to another (Edge, Chrome, Firefox)

• Clear Customizations to begin a brand new report or 
to start over – also helpful if the spinner doesn’t stop!

• Clear Cache Daily – use Control + Shift + Del

– Also, clear cache, close and reopen browser is helpful!
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Misc Tips/Troubleshooting Cont.
 Have more than one Analytics session open

 Copy/Paste columns from Analytics to Excel 
(select one column at a time or use Shift + Click to select 
multiple columns)

 Dashboard Prompt “Search” Tip – copy paste a SOAPF or 
Award number instead of typing

 Save Customization Tip – type an existing report name in the 
Save section to “Replace” the report (update) with the same 
name (“yes” to replace)

 Any Requisitions with leading zeros were “converted” at Go-
Live (so they begin with zeros)

– Example:  0000043670 – all others begin with a “1” (1000000762)

 Leverage Quantum Financials “Campus Reports” 
(e.g. QFN129 Project SOAPF Combo; 
QFN130 Pcard Transactions, and more!)

New Reports in Sponsored 
Dashboard
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Transaction Union Detail Tips

• Now includes Actuals, Encumbrances, and Both reports

• Use a minimum number of Dashboard Prompts
– Fiscal Year Prompts; Award, Project, SOAPF – then apply

• When the report opens, RC on Transaction Type and 
– Apply Subtotals

– Move to Prompts

– Move to “Sections

• When you Move to columns, it always lands in the left most 
column in the dataset (the report)
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Recommended User Aids

https://www.umaryland.edu/quantum/training-and-support/quantum-analytics-user-aids/
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WebEx Recordings for Move To Prompts

To review the Move to Prompts technique:

– Minute 31:40 in the Transaction Details Union Encumbrance 
Workshop (3/4/21) WebEx recording

– Minute 30:09 in the What Are My POs and PRs on an Award or 
SOAPF? - May 2021 WebEx recording

https://www.umaryland.edu/quantum/training-and-support/quantum-webex-seminars/
https://umaryland.webex.com/recordingservice/sites/umaryland/recording/ae7a0b8e097a4de3a4e33385272782d9/playback
https://umaryland.webex.com/recordingservice/sites/umaryland/recording/971e497996431039b37f0050568114a0/playback
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Resources
Code Definitions

 OSAOPFUFI (Segment) Names and Definitions

 Source (Fund) Values, Descriptions and Definitions

 Function Values, Descriptions and Definitions

 Object (Acct) Expense Accounts list

 Object (Acct) Revenue Accounts list

 Balance Sheet Accounts

 Departments (Org) Definitions – use         in Campus Reports in 
Quantum Financials (log in and select Campus Reports icon)

Quantum Help Desk email 
submissions to:
help@umaryland.edu

https://www.umaryland.edu/media/umb/af/quantum/SegmentDefinitions_110918.pdf
https://www.umaryland.edu/media/umb/af/quantum/SourceValues_120718.pdf
https://www.umaryland.edu/media/umb/af/quantum/FunctionValues_110918.pdf
https://www.umaryland.edu/financialservices/eumb-financials/expense-accounts/
https://www.umaryland.edu/financialservices/eumb-financials/revenue-accounts/
https://www.umaryland.edu/financialservices/eumb-financials/balance-sheet-accounts/
mailto:help@umaryland.edu


20

Quantum Non-Sponsored Accounting String
(Former eUMB Chartstring) 

Object
(Acct)

Source
(Fund)

Organization
(Owner Dept)

Activity
NEW

Purpose
NEW

Function
(Program)

Unit
(GLBU )

Future
TBD

Interfund
(Crossing 

Funds)

xxxx xxx xxxxxxxx xxxxxx xxxxxxxx xxx xx xxxxx xxx

O S O A P F U F I

SOAPF = eUMB PROJECT ID
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Questions
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