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Opening BWO M7 on the Web

1. Open your internet browser and go to

https://ubw.unit4cloud.com/ie mtu prod web

UNIT4

In business for people.

[ psername |

Client

Password

2. Enter your BWO! Credentials

Reports Area

On the left hand menu, you should see an option for Reports. Under this heading, the Global Report
folders are listed.

Menu
Global reports
Your employment ] My Department Reports ¥
] Wy Lookup Quernes v
Common m My Project Reports ¥
Reports
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Menu

Global reports

Your employment

—] My Department Reports ¥
- ) W
M My Lookup Queries e
Co - )
mmen m My Project Reports v
Reports

To expand on an area, click on the folder. You will see the reports available displayed

& My Department Reports R~
-— } e
B Commiment Reports "
G W01 - Budget Check (MS) 2023/24
@ W11 - Prompt Payment Interest
[ W30 - Transaction Listing (MS)

Running Reports

Most of the reports will require some input from the user. For example, W30 Transaction Listing
requires the user to enter the cost centre they want to generate the report for.

W30 - Transaction Listing (MS)

# Selection criteria

Cost Centre like

Period greater than or equal to 202105

Period less than or equal to 202112

Budget Category in list CAP,GEN, HOSP , KNOW , PROF ., SDEV", TRAV"
1D like el

Company like MT

Results

Detailleve! | Level 1-Budget Cat| = | | Copy to clipboard

If you are unsure of the code you want, in some reports you can click on the three dots next to the
field, which will bring up the value lookup window. Choose Attribute from the drop down and hit
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Search. This will display all cost centres/project codes you have access to. You can also refine your
search by filling out part of the code or description

Value lookup

Attribute

Attribute Cost centre (CC) -
Attnibute value

Description

Attribute value Descriotion

Once a report has run, you can use the filter options. These are the blank fields above the generated
report. You can use partial entries, but will need to use the wildcard value * (see note on wildcard
value at end of document). Once you have entered your filter options, hit search and the report
should filter accordingly.

Detzil level | Level 1 - Account Cat| * Copy to clipboard
Department Account Account Transaction Order Invoice Supplier Supplier Staff / L
o (T} Category (T) Name (T) Iz Nbr Mbr Nbr Mame Name (T) Student Name (T) BT LI

&

Wildcard Value
For some fields, if you are searching for a partial order number, requisition number etc. you will
have to use the wildcard value *

For example, if you were looking for a requisition number starting in 3498, you would enter 3498* in
the criteria field. If you were looking for a requisition number ending in 3498, you would enter
*3498, and if you were looking for a requisition number with 3498 anywhere in the number, you
would enter *3498*

My Department Reports

Commitment Reports
M13A — Open Orders
This report returns a list of all open orders with a balance greater than zero on the system
for the specified cost centre. This figure corresponds to the Commitments Column on the
W01 - Budget Check Report
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M13A - Open Orders
4 Selection criteria

PO Bal incl VAT greater than

Status like o

Coste fike: .
Company like MT

Results

W Detsillevel | Alllevels | v | | Copyto clipbosrd

Supplier PO Order
5 stc
: m Number Bz Date Co

Account Description FIEE)

inct VAT
2

M13B — Registered Invoices

This report returns a list of all registered but not fully approved invoices on the system for
the specified cost centre. Once an invoice is matched against a PO, the amount moves from

the Open Order list to the Registered Invoice list. This figure corresponds to the Unapproved
Invoices column on the W01 — Budget Check Report

M13B - Registered Invoices
# Selection criteria

Account not in list ‘B621°.'B622".'B823.B624°'BA25.'BE2T

4 A-Unauthorised items |
Coste like .

B - General Ledger
C - Histarical GL
Company like MT

Results

BTl Cewillevel | Alllevels |« | | Copy to cipbeard

P

# FF?{'D TransNo Trans.date Account Coste Budacc
J

t Amount
ez

M13C — Registered Requisitions

This report returns a list of all registered but not fully approved requisitions on the system
for the specified cost centre. Once a requisition is fully approved, it is converted to a
purchase order and will show on the M13A report. This figure corresponds to the
Unapproved Requisitions column on the W01 — Budget Check Report

M13C - Registered Requisitions
# Selection criteria

Workflow statusinlist "W, R""T'

Status (T)in ist

“ACTIVE
Company like MT

Results

XU Detaillevel | Alllevels | | | Copy to clipbosrd
# SupplD Requisition Delivdste B‘f%“s Coste Account Description Ordered ATz
.

inc. VAT
e}

WO1 — Budget Checking

Shows the budget for the current Academic Year for a specific department. The results are displayed
by Budget Category, which can be expanded.
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W01 - Budget Check (MS) 2023/24

# Selection criteria

Coste like

Bzio
Period greater than or equal to 202401
Period less than or equal to 202412
Budget not empty
Budget in list "CAP", GENKNOW""SDEV", TRAV”
Company like MT
Results

f=CU M Detail level | Level 1-F Copy to clipboard

Budget Unapproved Unzpproved
# Coste o Account Budget Spend pp. Commitments Pe
(1] Invoices

Tea Balance
Requisitions

W11 — Prompt Payment

Prompt Payment is generated on invoices which are over the 30 days due date. The Prompt
Payment report displays the Prompt Payment generated on invoices for the current academic year.
Results are grouped by Budget Holder and can be expanded by clicking the + on the left-hand side.
W11 - Prompt Payment Interest

|§| Selection criteria

Year like 2021 A - Unauthorised items
Account in list 78057 T80T oL B - General Ledger £
C - Historical GL
1D1 like c1 i
Company like MT
Results
Detail level | Levell-CostC| ~ Copy to clipboard
Cost Cost Budget Supplier .
# & Centre (T) Holder (T) ™ Trans.date Description Amount
1]
W30 — Transaction Listing (MS)
Lists all Non-Pay Transactions for the current Academic Year for a specific department.
W30 - Transaction Listing (MS)
# Selection criteria
Cost Centre like e A - Unauthorised items
B-G I Led, 4
Period greater than or equal to 202105 c H-ener.acalﬁfer
- Histos
Period less than or equal to 202112 ™
Budget Category in list "CAP, GEN", HOSP™,KNOW™, PROF,"SDEV", TRAV™
1D6 like: QA
Company like MT
Results
Detaillevel | Level 1 - Budget Cati + Copy to clipboard
Caost Cost Budget Account . Supplier Staff/Student
#* Centre Centre (T) Catagory (T) T m Date Transho OrderNo InvoiceNo M m Desct
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The results are displayed by Account Category, which can be expanded by clicking the + on the left-
hand side, or by selecting a level under Detail Level. Again, clicking on the transaction number will
take you to the transaction details screen, which will include any attached documentation.

Results
Detaillevel | Level 1 - Budget Catr = | | Copyto clipboard
Cost Cost Budget Account . Supplier Staff/Student
# Confre Centre (T) Category (T} T o Date TransNo OrderNo InvoiceNo m m Description Amount
i
+ Il Capital 1,427.80
+ i1 General Non P... 50,813.17
+ Il Staff Develop... 3,301.19
+ 51 Travel 2,924.90

My Lookup Queries

W92 — Invoices Paid

Search for invoices at status ‘C’ (Paid). You can narrow the search by changing the invoice date. This
report will display all invoices for all the cost centres you have access to. Once you have run the
report, you can filter by entering the cost centre, supplier name etc.

W92 - Invoice Paid

# Selection criteria

Invoice Date greater than or equal to|1/1/2021 E A - Registered Invoices
o B - Open ltems
TTin list MNP coH el e >
- Histori ms
Company like MT
Results

Detail level  Alllevels Copy to clipbeard

+ Costc Suppier Invoice Pay Invoice Trans

Date date Mbr Nbr Description Currency

Time executed 5/24/2021 2:68:27 PM

If you click on the Trans Nbr (Transaction Number), you will be brought to the Transaction details
window, which displays the various details of the invoice, including the invoice image and any other
attached documentation.
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Transaction

Fiscal year Period
2018

Transaction date Valuedate
23/08/2018 |123/08/2018
Invoice
InvoiceNo

1910753
AP/ARID AP/AR Type
57633 P
CLUB TRAVEL LTD
Amounts

Curr. amount (EUR)

-477.97
Amount (EUR) ExchRate
-477.97
Amount 3 ()
000
Amount 4 ()
000

W33 — Open Orders (Over 90 Days)

% Image
201809 T
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This report displays all orders over 90 Days old which are either fully or partially open (ie. Either no
invoice has been matched against the order, or the order has only been partially matched and a

balance remains open)

W33 - Open Orders (Over 90 Days)
El Selection criteria

Order Date less than or equal to 3/4/2021

PO Bal incl VAT greater than 0.00
Status like o

101 ke Cc1

Company like MT

Results

Detail level Al levels Copy to clipboard

Order Account
#* OrderiNo
Date (T)
1 1MR90M 1RRTAT Prrfacsinnal Fass - Cancifancy

My Project Reports

Commitment Reports
M13A — Open Orders

Costc

R7?721 T Sarvires - Karne

Costc
m

This report returns a list of all open orders with a balance greater than zero on the system
for the specified cost centre. This figure corresponds to the Commitments Column on the

W05 — Budget Check (SF) Report
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M13A - Open Orders
4 Selection criteria

PO Bal incl VAT greater than

000
Status like o

Coste fike: -
Company like MT

Results

LSRN Detail level | All levels - Copy %o clipboard

Supplier FO Order N PO EBal
# St . n 5071
i o™ Number Pos. B Co. Account Description

inct VAT
2

M13B — Registered Invoices

This report returns a list of all registered but not fully approved invoices on the system for
the specified cost centre. Once an invoice is matched against a PO, the amount moves from

the Open Order list to the Registered Invoice list. This figure corresponds to the Unapproved
Invoices column on the W05 — Budget Check (SF) Report

M13B - Registered Invoices
# Selection criteria

Account not in list ‘B621°.'B622".'B823.B624°'BA25.'BE2T

4 A-Unauthorised items |
. S

€ - Historical GL
Company like MT
Results

BTl Cewillevel | Alllevels |« | | Copy to cipbeard

P

# FF?{'D TransNo Trans.date Account Coste Budacc
J

t Amount
ez

M13C — Registered Requisitions

This report returns a list of all registered but not fully approved requisitions on the system
for the specified cost centre. Once a requisition is fully approved, it is converted to a
purchase order and will show on the M13A report. This figure corresponds to the
Unapproved Requisitions column on the W05 — Budget Check (SF) Report

M13C - Registered Requisitions
# Selection criteria

Workflow statusinlist "W, R""T'

Status (T)in ist

“ACTIVE
Company like MT

Results

RN Detail level | All levels = | | Copyto clipbosrd
n SupplD . i Status N o i Amount
# e Requisition Delivdate P Costc Account Description Ordered e
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W05 — Budget Checking (SF)

Similar to the W01 — Budget Checking, but specifically written for projects which run over a longer
period of time than one academic year. It will pick up all transactions and budget entries over the
lifetime of the project. This reports also includes Income and Pay costs.

W05 - Budget Check (SF)

# Selection criteria

Account not ke 1330

Account not ke 1331

Account not between and

Coste like | -

Budace in list "CAPGENINC " KNOW”,"PAY" "PINC”"SDEV", TRAV","SOHD"
Period greater than or equal to 202105/ ,..

Period less than or equal to

Company like MT

Results

CTGUI  Detsillevel | Level 1-E Copy to clipboard

Costc Budacc Amount Unapproved

= Costc Budacc Account Budget LRI s

(1] (T} Paid Invoices ETUREIE Requisitions Spend iy
Lists all Transactions for a specific project.
WO?7 - Transactions Listing (SF)
# Selection criteria
Budsce not empty A - Unauthorised items
Budace not like HA B - General Ledger +
Eudace not like Dis C - Historical GL
Eudace not like c
Eudzce not fike K
Budaccin list "CAP"GEN, KNOW" "PAY","SDEV", TRAV", INC","SOHD"
1D6 like U
Coste likes -
Company like MT
Resulis
El Detsillevel | Alllevels | v | | Copyto clipboard
# Budsce ™ Account "'°“f_?)“" TrsnsNo | Orderllo | InwoiceNo | Period | Trans.date “:‘_’r‘; + Cat3 C‘fr‘)s Text Costc C?_;:: Amount
]

The results are displayed by Account Category, which can be expanded by clicking the + on the left-
hand side, or by selecting a level under Detail Level. Again, clicking on the transaction number will
take you to the transaction details screen, which will include any attached documentation.

Results

Detail level | Level 1 - Budget Catr = Copy to clipboard

# C(;‘::rte Caxsetﬁj Ca?eugdog;‘m T Ac;%um Date TransNo OrderNo InvoiceNo Suf%\ier S(aﬁ}’(ST‘;udsnt Description Amount
i
+ 51 Capital 1,427.80
+ Il General Non P... 50,813.107
+ 11 Staff Develop... 3,301.19
+ I Travel 2,924.90
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W11A — Prompt Payment
Prompt Payment is generated on invoices which are over the 30 days due date. The Prompt
Payment report displays the Prompt Payment generated on invoices for the lifetime of the project.

W11A - Prompt Payment Interest

# Selection criteria

Cost Centre like* . A - Unauthorised items
E - General Lad, L
Period greater than or equal to 202105 enersl Ladger
" C - Historical GL
Account in list “TE05‘TEOT o
101 like €1
Company like MT
Results
Detaillevel | Level 1-Cost| « Copy to clipboard
. Cost Cost Supplier o L
# o Cantre (T) ™ Trans.date Description Amount

Exporting Results

You have the option to export the report results using the ‘Export’ button on the bottom of the
screen. You can export in a number of different formats:

Browser [.xlIsx] — this will export the report results to excel in a specific browser format. Categories
are summed up and can be expanded using the + on the left.

Pivot [.xIsx] — this will export the report results to excel as a pivot table.
Default [.xIsx] — this will export the report results to excel as plain data

Default [.pdf] — this will export the report results to Adobe Acrobat in pdf format.

Access Queries

If you wish to request access to specific reports, please have the budget holder complete the System
Access Request Form specifying the department code and reports the end user needs to access. The
form can be found here

If you have any further queries in relation to the web reporting facility, please email
denis.cronin@mtu.ie
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