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Overview of SWIFT Reporting

SWIFT stands for Statewide Integrated Financial Tools. SWIFT refers to the State of Minnesota’s online financial
management system for business processes across State agencies. SWIFT is a PeopleSoft-based application by
Oracle. Agencies may use SWIFT for procurement, accounting, and reporting functionalities. In this guide, we
focus on reporting.

Generally, we think of “reporting” as a process of compiling and organizing data by some sort of coherent visual,
written, or spoken representation. In this guide, we use the term reporting more broadly as the action of looking
up and finding information in SWIFT. SWIFT supports three ways to find and access information.

e Inquiries — Look up and view information.
e Queries — Request and extract information.
e Reports — Request and receive formatted and organized information.

In the next section of this guide, Support Tools, we cover the tools that are available to you in SWIFT and can
help you view, find, and gather information. After, we describe Inquiries, Queries, and Reports in more detail
and demonstrate an example of each.

Support Tools

Before you can request (run) queries and reports, you need to understand the SWIFT provided support tools.
These tools help you find and collect the information needed. In this section, we describe these tools for your
general understanding. Refer to SWIFT Video Tutorials and Quick Reference Guides for step-by-step instructions
for various types of transactions.

e Run Control ID — An ID you create to remember certain values when submitting requests in SWIFT. You may
request a process, process job (group of processes), a query, or a report.

e Process Scheduler — Enables you to submit requests either on-demand or by scheduling.

e Process Monitor — Provides a list of your submitted requests and allows you to track their progress.

e Report Manager — Provides an inbox to access various process logs and reports.

Run Control IDs

A Run Control ID is a database record that remembers and provides values for a request you make in SWIFT. You
use Run Control IDs to request scheduled queries, reports, processes, and process jobs. You can use a single Run
Control ID to make a variety of requests. Alternatively, you can create multiple Run Control IDs to remember
various sets of values for a single request. For example, if you have two business units for which you run
processes and reports, you may want a separate Run Control ID to remember the desired values associated to
each business unit. In addition, there are some requests that require unique and special Run Control IDs. SWIFT
will prompt you when a special Run Control ID is required. You need at least one Run Control ID to make your
first request in SWIFT. Please be aware that Run Control IDs cannot be deleted, and we suggest you create Run
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Control IDs sparingly. When you enter a Run Control ID, a dialog page for the process you chose displays. A
dialog in an application, such as SWIFT, refers to either a web page or window that requires the user to provide
information before moving on to the next page or window. On this dialog page, you will enter or update
parameters for your request. You can choose to save the values for next time. Once you have verified these
parameters, select the Run button.

Run Control ID  Default Report Manager Process Monitor
Process Request Parameters Q 10f1 w View All
*Group Unit | G1001 Q + -

Process Scheduler

When you select the Run button, the Process Scheduler Request dialog window opens. From this window, you
select the specific request you want to make. Available options depend on your security. You can choose to run
the request immediately for one-time only, or you can choose to schedule the request. The Process Scheduler
Request page allows you to schedule a Run Date and Run Time, schedule a Recurrence, and/or choose a
Distribution method. Some requests allow you to choose a *Type and *Format. For example, in some instances,
you can have the results emailed as a link to the output. After making your choices you will confirm that you
want to submit your request by selecting the OK button.

Process Scheduler Request X
Help
User ID  TRAINER_TRN3 Run Control ID Default
Server Name v Run Date  03/24/2023
Recurrence v Run Time | 8:00:13AM Reset to Current Date/Time
Time Zone Q
Process List
Select] Description Process Name Process Type “Type ‘Format Distribution

ﬁ single Action w/ Comm Cntl BIOB03K PSJob (None) (None) Distribution
Billing Jobs for PC Bl_4_PC PSJob (Mone)  w (Mone)  ~ Distribution

Note: There are multiple batch processes that run in the background and overnight in SWIFT. These processes
and jobs help transactions progress through SWIFT without the user having to submit requests manually.
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Process Monitor

After submitting the request, SWIFT assigns a Process Instance Number, and you are returned to the dialog
page. You may select the Process Monitor hyperlink to track the progress of your submitted request.

Report Manager Process Manitor

Run Control ID  Default

Process Instance: 40207631

The Process List page displays with a list of your submitted requests based on certain parameters. For example,
the system defaults to your user ID and 1 day’s list of submitted requests. Generally, the submitted requests
remain on the Process List for up to two weeks. There is some variability in retention. In the Process List section,
you can see the Instance number, Process Name, the Run Date/Time, the Run Status, and Distribution Status.
When you see a Run Status of “Success” and a Distribution status of “Posted,” you can find the output for your
request in a few places. You can navigate through the Report Manager, select the Details hyperlink, or check
your email (email for distribution would need to have been selected).

|I Process List ‘l Server List

View Process Request For

TRAINER_TRNZ  Q v Last v 1 Days ~ Refresh

Report Manager

User ID Type

Server hd Name Q Instance From Instance To

v v Save On Refresh

Run Status Distribution Status

Process List

5 Q 1-90f9 v View Al

Select Instance Seq.

I 40207766

40207754

40207753

Process Type

PSJab

PSJob

Application Engine

Process Name

BLJOBOZK

BIJOBO3K

M_KK002

User

TRAINER_TRN3

TRAINER_TRN3

TRAINER_TRN3

Run Date/Time

03/24/2023 10:44:24AM CDT

03/24/2023 10:17:06AM CDT

03/24/2023 §:15:25AM CDT

Run Status

Success

Distribution Status

Posted

Details

Details

Warning

Success

Posted

Posted

Details

Details

Report Manager

The Report Manager provides an inbox of produced reports and process logs that you have access to. There are
four tabbed pages in the Report Manager. These tabs display the List, Explorer, Administration, and Archives
pages. You will select the Administration tab to find downloadable files. You can access your file by selecting the
title hyperlink in the Description column. Commonly found files on the Administration page include:

e Report PDFs

e Scheduled Queries

e Printed Invoices or Purchase Orders, also PDFs
e Process logs, text files
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List Explorer ‘ Administration Archives
View Reports For
User ID Type v Last ~ 1 Days v Refresh
Report List
B Q 1-120f12 ~ View Al

Select FDEPDH :T_E;‘che Description [R):?elﬁ?;e Format Status Details
38357495 42162631 Manager's Financial Report 24:;3;;22; ?_Cé;ft;at Posted Details
38357493 42152629 Invoiced Bills not Processed 24;;3532’2; (Tf'j;]ﬁ‘es Posted Details
38357492 42152627 BI_PRNXPNO1 - BI_PRNXPNO1 pdf ga{;;eﬁgﬁ ‘?23;“ Posted Detsils

In the below sections for Inquiries, Queries, and Reports, you will begin to see how these tools interact with
each other in the demonstrated examples.

Inquiries

Inquiries are pages in SWIFT that allow you to look up and view information about a transaction or transactions.
Useful inquiry pages are embedded throughout various modules in SWIFT. Some inquiry pages are easily
identified because you find the word inquiry on the page. For example, Voucher Inquiry or Payment Inquiry in
the Accounts Payable module. Any page in SWIFT that allows you to search and find information about a
transaction or group of transactions is an inquiry page. Some inquiries allow you to drill deeper into a
transaction, however, most of the information returned is view only. In some instances, you can download the
inquiry table through the Grid Action Menu. For example, in the Review Accounts Payable Info tile of the
Accounts Payable module, you can view payments using the Payment Inquiry page and download the result
table in Excel.

Payment Inquiry Result
|5 efrm—
| Grid Action Menu hddmunal Info Supplier Details Financial Gateway | I
- Payment Reference Payment - Payment Payment Reconciliatio
Actions Source D Method = Amount Currency Creation Date Date Status™ L
¥ ACtions VCHR 24894393 T 35400 USD USBI2Br2023 USI2Yr2023 Fala unreconciied
Payment Inquiry Result
H Q
Personalize tails Financial Gateway | II*
Zoom Payment Inquiry Result Paymeni Amount COEncy Creation Date Payment PaymeEt I}econclllatlo
Method™ Date Status~
Download Payment Inquiry Result Table to Excel C-necK 38400 USD USr2812023 USr292023 Faia unreconcied
. . System :
¥ Actions VCHR 24394386 e 37.28 USD 03/28/2023 03/20/2023 Paid Unreconciled
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Inquiry Process Steps:

Example: Use the Purchase Order Inquiry to get information about a single purchase order or a group of
purchase orders.

Step 1: Navigate to Purchase Order Inquiry page.

Navigation Option Navigation Path

Navigation Collection | Procurement, Purchasing, Purchase Orders, left menu, PO Inquiry, Purchase Orders

Step 2: Enter search parameters.

1. The Purchase Order Inquiry page displays. This inquiry will return only the first 300 results. Your
Business Unit should default, and you can update as needed. Other fields are optional and will help you
narrow your results. For example, you may want to look at Purchase orders that are in an Open Status.
Other common searches include Purchase Order by PO ID, Buyer Name, Supplier Name, Supplier ID, or
Date.

2. After entering your search criteria, select the Search button.

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value || Keyword Search
~ Search Criteria

Use Saved Search: v

Business Unit| = ¥ G1001 Q

POID || begins wih ~

Origin || begins witn v Q
Contract SetlD | begins with v Q
Contract ID || begins wih v Q
Release Number || = v
m Purchase Order Date || = v oz [
PO Status || = v v

Short Supplier Name || begins with ~
supplier ID || begins wih
supplier Name || begins win v

Buyer || begins win v

Lo 2 o o

Buyer Name || begins with v

Purchase Order Reference || begins with ~

[l Case Sensitive

Search Clear | Basicsearch [ Save Search Criteria  Delete Saved Search
L

Step 3: View the results.

Results will appear below in the Search Results section.

sic 3 & saves c Saved S
‘ Search ‘ Clear BasicSearch (& Save Search Criteria  Delete Saved Search
Search Results |
View All 1-30f3 v
Business Unit Origin PO ID Contract SetlD Contract ID Purchase Order Date PO Status Short Supplier Name SupplierID Supplier Name Buyer PO Type Purchase Order Reference Hold From Further Processing
G1001 s14 385 | SHARE 0000000000000000000188457 | 03/31/2023 Dispatched | ZENGER FOL-001 0000798945 | ZENGER FOLKMAN COMPANY 01141983 General | ETD 23CONT2S N
G1001 514 3000007364 SHARE (blank) 03/31/2023 Dispatched | MM IT SERV-001 3460000000  WN IT SERVICES 01141983 General | LAN Instalation 4th Floor N
G1001 s14 7363 | SHARE (blank) 033172023 Dispatched | MINNESOTA-001 100000000 MINNESOTA MANAGEMENT & BUDGET | 01141983 General | ETD Super Core - J Taver (70) | N
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Queries

Queries allow you to request and retrieve information from SWIFT. There are thousands of queries available to
you. Many queries came standard from Oracle. Many queries were written by SWIFT Module and Procurement
Support teams due to common need and user request. Queries are located in the Query viewer. Available
queries are based on your roles and permissions. We suggest you look for queries that have been created by
SWIFT Module and Procurement Support teams. In this section, we first demonstrate how to navigate to the
Query Viewer. Then we show you a couple of ways to search for queries. Finally, we demonstrate how to run a
query. You can find more detailed information about running and scheduling queries in the Schedule Queries
Quick Reference Guide (QRG).

Note: Rather than requesting new queries, we encourage you to use the EPM Data Warehouse for your specific
reporting needs. Separate security is required to use the EPM Data Warehouse.

Navigate to Query Viewer

You can navigate to the Query Viewer in a couple of ways. One, you can select the NavBar, located in the upper
right-hand corner of the global menu.

Navigation Option Navigation Path

Navigation Collection | Navigator, SWIFT, Reporting Tools, Query, Query Viewer

E n NavBar: Navigator £¥| |NavBar: Navigator o ]
NavBar [g

SWIFT Query
W NI A ¢
‘i}( My Favorites Quality 3 WMy Favorites

My Favorites

CB O Reporting Tools > CB

Recent Places

»
»

Recent Places | | REcent Places

Resource Management 3

@ ® Risk Management > @

; Navigator
Navigator Navigator

Important! When navigating to the Query Viewer through the NavBar, it is first necessary to choose Navigator
and SWIFT before selecting Reporting Tools.

Two, you can navigate to the Query Viewer using the Need Help button that is available when you are working
on a transactional page within a module. At the bottom of the QRGs, select Common Utilities and then select
Query Viewer.
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* QRG - Enter and Complete Pmts

€ Need Help?

ON d Help? i=—| Process Monitor

- — Vi
Mew Window Help i Query Viewer

i—| Report Manager

+ SWIFT Help Desk

Some common queries are embedded within the modules. Some of the WorkCenters include queries. There are
a few QRGs devoted to queries, for example, Common Queries for Purchase Orders and Common Queries for

Supplier Contracts.

Query Naming Conventions

To choose a query in SWIFT, you need to know the naming convention for the query. Naming conventions for
queries use the following abbreviations:

e M stands for Minnesota. Queries supplied by SWIFT Module and Procurement Support teams generally
begin with M.

e XX or XXX is the two- or three-letter abbreviation of a SWIFT module. For example, AP = Accounts
Payable, VND = Supplier module (previously Vendor module).

e GBL stands for global. Some queries have this in their name after the module abbreviation. However,
you can use any query that is available to you and is public.

e Use the underscore symbol (_) between these parts of the query name.

Search for Queries

In this section, we demonstrate two ways to search for queries. Before searching, navigate to the Query Viewer.

Navigation Option Navigation Path

Navigation Collection NavBar, Navigator, SWIFT, Reporting Tools, Query, Query Viewer

Need Help Common Utilities, Query Viewer

Method One - Search for a Query using Basic Search by Module

Step 1. Enter “M_AR_" in the Query Name field and select the Search button.
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Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By Query Name e begins with [M_ARI

Advanced Searc
rirel] dvan arch

Step 2. View the list of available queries in the Query table. You can view up to 100 at a time.

Query
B Q 1-1000f143 v~ | B ]l View
Query Name Description Owner  Folder ﬁ#anl_o E:EE‘ID im_to Schedule Definitional References ?:3;3‘95
M_ARGL_DIRECT_JRNL_INFO Direct Journal Information Public HTML Excel XML Schedule Lookup References Favorite
M_ARGL_RECON_ITM_MISC M_ARGL_RECON_ITM_MISC Public HTML Excel XML Schedule Lookup References Favorite
M_AR_120097_GL_DATE_FY On_Account_Fix_FY GL Date Public HTML Excel XML Schedule Lookup References Favorite
Method Two — Search for a Query using Advance Search.
Step 1. Select Advance Search on the Query Viewer page.
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
* '
Search By Query Name w ) ) [l
begins with

Search | Ii.d-.ﬂr'cedEearcr' I

Step 2. Choose an operator in one or more of the search fields.

1. Enter “M_" for Minnesota using “begins with” in the Query Name field to find queries that were created
by SWIFT Module and Procurement Support teams.

2. Inthis example, we used the operator “contains” in the Description field and entered the phrase “direct

|”

journal” as a value. We are searching for queries related to direct journal deposits.
3. After entering search criteria, select the Search button.
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Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name begins with w M_ ]
Description contains v DIRECT JOURNAL
Uses Record Name | "cOne Wit v |
Uses Field Name | PE9"nS Wi v
Access Group Name beging with “
Folder Name | Degins with v
User w

*Query Type =

Owner =
When using the IN or BETWEEM operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JRNL_LN.

ic S
| sl | Gl Basic Search

Note: If you are unsure if a query is right for you, you can select the Run to HTML hyperlink to view the fields
that are included in the query. The query will open in a new browser window.

Step 3. View the results. The Search Results display queries that include the phrase “Direct Journal” in the
Description field.

Search Results
Query

H Q 1-140f14 v View Al
Query Name Description Owner  Folder 5::!'[" ER:EE'I" ::n"Lm Schedule Definitional References ?::Dﬁ’ms
MH_DIRECT_JOURN_ACCTG DIRECT JOURNAL ACCOUNTING Public HTML Excel XML Schedule Lookup References Favorite
M_ARGL_DIRECT_JRNL_INFO Direct Journal Information Public HTML Excel XML Schedule Lookup References Favorite
M_AR_DEPOSIT_DJRNLS_DETAIL_ET7Y Direct Journal Deposits Detail Public HTML Excel XML Schedule Lookup References Fawvorite
W_AR_DEPOSIT_DJRNLS_DETAIL_H12 Direct Journal Deposits Detail Fublic HTML Excel XML Schedule Lookup References Favorite
M_AR_DEPOSIT_DJRNLS_DETAIL_P0O1 Direct Journal Deposits Detail Public HTML Excel XML Schedule Lookup References Favorite

Run a Query Process Steps

Example: Run the Accounts Receivable Direct Journal Deposits query.

After you have searched for a query, you can choose to run the query. Depending on the query you’ve chosen,
you may need to enter a Run Control ID or you may need to enter a value in a required prompt.

Step 1. You can request the query to run in HTML, Excel, and XML by selecting the associated hyperlink.
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[Query

H Q i140f1d v View Al
Runto Runto Runto Add to
Query Name Description Owmer  Folder HTML Excel XML Schedule Definitional References Favorites
MN_DIRECT_JOURN_ACCTG DIRECT JOURNAL ACCOUNTING Public HTML Excel XML Schedule Lookup References Favorite
M_AR_DEPOSIT_DJRMLS_DETAIL_H12 Direct Journal Deposits Detail Public HTML Excel XML Schedule Lookup References Favorite
M_AR_DEPOSIT_DJRMLS_DETAIL_P01 Direct Journal Deposits Detail Public HTML Excel XML Schedule Lookup References Favorite
M_AR_DIRECT_JRML_MNO_GL AR direct journals no GL Journ Public HTML Excel KML Schedule Lockup References Favorite
M_AR_DJ_100001 Direct Journals to 100001 Public HTML Excel XML Schedule Lookup References Favorite
M_AR_DJ_120001 Direct Journals to 120001 Public HTML Excel KML Schedule Lockup References Favorite
Step 2. SWIFT will open a new browser window. Enter required values and select the View Results button.
. H uos” H -
Note: In some queries, you can use “%” for wildcards to refine or broaden a search.
M_AR_DIRECT JRNL_NO GL - AR direct journals no GL Journ
Unit |(G1001
View Results
How unit Deposit 1D Seq Account Fin DeptlD Fund ApproplD PC Bus Unit Project Activity Category

Step 3. Results will display or download, depending on the format you chose.

For example, XML and Excel will download a separate file. If you chose HTML, the results display below the View
Results button. You can choose to download in a variety of formats from there.

M_AR_DIRECT_JRNL_NO_GL - AR direct journals no GL Journ

Unit |G1001

View Results

Download results in:  Excel SpreadShest CSW Text File XML File (3 kb) I

WView All

Row Unit
G1001
G1001
G100
G1001
G100
G1001
G100
G1001

R =

G0 =~ @ oih e

Deposit 1D

Seq

= fed = a3 fa =

Fin DeptlD Fund
GSR33MT 2005
GBR3I3MT 2005
GOR3I3MT 2005
GHR33MT 2005
G1036802 4700
G1086217 3500
G1036802 4700
G1036204 5500

ApproplD PC Bus Unit

GISR0550

Project

G100043
G100055
G100044

Activity

Reports

SWIFT contains some predefined reports. The reports you have access to, is depended upon your security roles
and permissions. When you run a report, you will enter certain parameters and then select the Run button.
Reports contain SWIFT data that are organized, coherent and concise. Reports are preformatted and intended
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for sharing, presenting, or publishing. Reports are embedded in the associated modules. For example, using the
KK Process tile of the Commitment Control module, you can find a few reports under the Review Budget
Activities folder. In this section, we demonstrate how to run the Manager’s Financial Report (MFR). The MFR is
one of the more commonly used reports in SWIFT. Running the MFR in SWIFT provides real-time budget and
expenditure information. For more detailed information regarding running the MFR, refer to the Run the
Manager’s Financial Report (MFR) QRG.

Note: Reports in SWIFT are limited and preformatted. For more flexible options in creating reports, we
encourage you to use the EPM Data Warehouse. Separate security is required to use the EPM Data Warehouse.

Run a Report Process Steps
Example: Run the Manager’s Financial Report.

Step 1: Navigate to Review Budget Activities. Select Manager’s Financial Report in the left-hand menu.

Navigation Option Navigation Path

Navigation Collection | Accounting, Commitment Control, KK Process, left menu, Review Budget Activities,
Manager’s Financial Report

< Commitment Control

] Budget Journals ~
Manager's Financial Report
] Review Budget Activities - Enter any information you have and click Search. Leave fields blank for a list of all values.
Appropriation Cvenview | Find an Existing Value | Add a New Value
Budget Details * Search Criteria

Budgets Overview Search by: Run ControlID begins with

[l Case Sensitive
Allotments w/in Approp Report

Manager's Financial Report Advanced Search

Approp Transfer Detail Report

Activity Log Find an Existing Value | Add a New Value

Step 2: The Manager’s Financial Report page displays. Select an existing or add a new Run Control ID.
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Manager's Financial Report

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
* Search Criteria

Search by: Run Control ID begins with |d

Case Sensitive

R Advanced Search

Search Results

Wiew All 1-1o0f1

Run Control ID Language Code
English
1]

Step 3: Enter values in the Report Parameters section on the Manager’s Financial Report dialog page.

1. Yourvalues will differ based on your reporting needs. Asterisks mark all required fields. In this example,
we’re running an MFR to include all Funds, DeptlIDs (Financial Department IDs), and ApproplIDs
(Appropriation IDs) for agency G10. Your agency can direct you as to the parameter values that you
should use.

2. Place a checkmark in the Break column if you want page breaks between DeptID pages and/or AppropID
pages.

Tip: To include any Fund, use 0 to Z. You can do the same for DeptIDs and ApproplDs by using your 3-digit
agency code plus 0 to Z.

Manager's Financial Report

Run Control ID  default Report Manager Process Monitor Run

IReporr. Parameters

* Break:

*Budget Period: 2023 a

*Fund From: v Q *Fund To: z Q
v

*DeptID From: G100 Q| peptid To: G10Z Q /]
v

*ApproplD From: 5100 Q *ApproplD To: G10r Q a

| Save | Return to Search Notify Add Update/Display

Step 4: Select the Save button if you want to save these values in the Report Parameters section.
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Report Parameters

*ApproplD From:

Return to Search Notify

| save |

*Budget Period: 023 Q

*Fund From: v Q

*DeptlD From: G100 Q
G100 Q

*Fund To:
*DeptlD To:

*ApproplD To:

* Break:
z Q
G10Z Q
G10Z Q
Add

Update/Display

Step 5: Select the Run button.

Manager's Financial Report

Run Control ID  default

Report Manager

Process Monitor

Run

Step 6: The Process Scheduler Request window displays. There is one default process automatically selected.

Select the OK button to initiate the request (run the MFR) and return to the dialog page.

UserlD 01152500

Server Name

Recurrence

Time Zone Q

Process List

Select Description

Manager's Financial Report

OK ] Cancel

Process Name

M_KKO02

Process Scheduler Request

Run Control ID  default
Run Date | 04/03/2023
Run Time |2:32:43PM
Process Type “Type
Application Engine Web

Reset to Current Date/Time

-Format

PDF ~ Distributi

Distribution

ion

Help

Step 7: A Process Instance number is assigned. Select the Process Monitor hyperlink to track the progress of this

process.

Manager's Financial Report

Run Control ID  default

Report Manager

Process Monitor

Process Instance:42093820

Run
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Step 8: When you see “Success” in the Run Status and “Posted” In the Distribution Status, you can navigate to
the report. Select the Report Manager hyperlink.

UserID Q Type bl Last bl 6| | Days b Refresh
Server ¥ Name Q Instance From Instance To Report Manager
Run Status hd Distribution Status N Save On Refresh

Process List

H Q 1-40f4 v View All

Select  Instance Seq.

42093820

Process Type

Application Engine

Process

Run Date/Time
Name

User Run Status

M_KK002 01152500 04/03/2023 2:32:43PM CDT Success

Distribution Status Details

Posted Details

Step 9: The List page of the Report Manager Displays, select the Administration tab.

List Explorer

View Reports For

' Administration

Archives

Step 10: From the Administration tab, select the Manager’s Financial Report hyperlink.

List Explorer I Administration I Archives
View Reports For
User|p | 01152500 Type | || Last v 1| [ vears  ~ Refresh
Status ol Folder ~| Instance to
Report List
::l Q 1-4 of4 w View All
Report Prcs o Request .
Select D Instance Description DateiTime Format Status Details
n — 04/03/2023 Acrobat )

38304085 42093820 II. anager's Financial Report I 0 40:04PH (*.pdfy Posted Details

Your report will open in a new browser window. You can choose to save or download the report from there.

You should now have a basic understanding of the various ways to get information from SWIFT. You should also
understand the differences among inquiries, queries, and reports.
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SWIFT Help Resources

For further assistance with SWIFT, there are a variety of training and support resources available for State
employees on MMB’s webpages and inside the Administrative Portal.

SWIFT Help Desk

Contact the SWIFT Help Desk for any SWIFT-related questions or issues.

e Email: SWIFTHelpDesk.MMB@state.mn.us
e Phone: 651-201-8100, option 2
e Hours: 7:30 a.m. to 4:00 p.m., Monday through Friday (closed holidays)

When contacting the SWIFT Help Desk, make sure to include details about your question or issue including:

e Your Business Unit

e Description of the issue/question

e SWIFT Module (Accounts Payable, Purchase Orders, etc.)
e Transaction ID (Voucher ID, PO ID, etc.)

e Error message print screen

SWIFT Training and Support Resources

Quick reference guides provide brief procedures for a specific task in a SWIFT module or SWIFT basics. Find
quick reference guides by module on the Training Guides and Resources page.

SWIFT training videos show you how to use SWIFT by SWIFT basics or module. You can find video tutorials on
the Training Videos page.

REMINDER. You can find module-specific quick reference guides inside the SWIFT module using the Need Help?
button. This button includes Help Desk contact information and common utilities.

SWIFT and EPM Data Warehouse Training

Enroll in online training for SWIFT and the EPM Data Warehouse for SWIFT in Learning Management. Webinars
and labs run for 60 to 120 minutes. They include live demos of SWIFT and EPM Data Warehouse processes.
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https://mn.gov/mmb/accounting/swift/training-support/trainingguides/
https://mn.gov/mmb/accounting/swift/training-support/trainingvideos/

SWIFT training options are webinars. Some of the EPM Data Warehouse training are labs so that you can follow
along.

SWIFT Updates and EPM Data Warehouse System Status Update

The SWIFT Updates newsletter provides news and updates about SWIFT from Minnesota Management and
Budget, Administrative Department’s Office of State Procurement, and MNIT.

The EPM Data Warehouse System Status Update communicates about scheduled data loads and subject areas
that may be impacted.

You can sign up for these updates on MMB’s Email Lists page. Select “Accounting — SWIFT Newsletter” and/or
“Systems — EPM Data Warehouse.”

EPM Data Warehouse Quick Reference Guides

The EPM Warehouse Training page provides quick reference guides for the Enterprise Performance

Management (EPM) Data Warehouse financial, procurement, and Human Capital Management (HCM) reports.
These guides are for agency staff who are either new to the EPM Data Warehouse or are experienced users who
need to confirm or add to their knowledge.

Supplier Support for SWIFT

You can help suppliers with their questions related to their SWIFT Supplier Portal on the SWIFT Vendor
Resources page. This page lists contact information based on the topic.
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