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Procedure
1. 
Start the transaction using the menu path or transaction code. 
Homepage
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2. 
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Costs
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Trend over time and departmental comparison
»Click a measure to drill down to individual departments
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3. 
Click [image: image4.png]Establishment



 to remove it from the pie chart. The chart will redraw showing the remaining items only. It will also recalculate the % based on the remaining items. Click again to reverse the process. 
4. 
Click [image: image5.png]@ Overtime



 to remove that from the pie chart. The chart will redraw, now only for the four remaining items. 
5. 
Once they have been removed from the chart, the legend wording is not as bold as those items still included. 
6. 
Click [image: image6.png]


 to refresh the page. This will reset any selections you have made to any of the charts. 
7. 
Hover over the graph to see precise figures for that period. 
8. 
Click any of the items in the legend to remove them from the graph. 
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	Area graphs are used to show how different parts contribute to the overall total.


Costs
[image: image8.png]Trend over time and departmental comparison

»Click a measure to drill down to indi

jual departments
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9. 
The tables load up with an option preselected (in this case Overtime). Click [image: image9.png]


 to focus the second table and graph to show data for Additional hours instead. 
10. 
As with the other charts on this page (and in the system), you can click a legend item to remove it from the graph. The graph will redraw. 
11. 
Hover over a point in the graph and you will see data for that period. In this instance, data for each department will show. 
12. 
Click [image: image10.png]APEX|



 from any page to get back to the homepage. 
Homepage
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13. 
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Costs - Internet Explorer
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Trend over time and departmental comparison
»Click a measure to drill down to individual departments
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14. 
If you click on a link to navigate to a page, but need to go straight back to the previous page, you can click the browser back button [image: image14.png]
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