




IA: DSS-01A Procedures
DSS Basics
1. Scroll across the Dimension Bar to the right, if necessary, until the desired dimension is 
visible.

2. Position the cursor over the Dimension to view the Dimension’s list.

3. Click the item from the list for which you are filtering.

If the folder on the Dimension bar becomes a rectangle, the data for which you are 
filtering is at the lowest level for this Dimension.

The most frequently filtered Dimensions are:

• Budget Codes/Funds
• FISCAL YEAR
• FISCAL PERIOD (months)

Procedure 2: Filtering for a Dimension in DSS Report
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IA: DSS-01A Procedures
DSS Basics
1. Click the Dimension Viewer button on the Toolbar.

2. Position the cursor over the right border of the Dimension Viewer. Notice that the cursor 
shape changes to a crosshair.

3. Click and drag the border to the right until all the Dimension titles are visible.

4. Double-click the desired Dimension in the Dimension Viewer to view lower levels of the 
Dimension.

The plus sign indicates a parent category with child categories below.

5. To filter data, double-click on a dimension until you reach the desired level within the 
dimension.

6. Click the filter button (the Funnel Icon) on the Dimension Viewer toolbar. The DSS dis-
plays the data for which you have filtered.

The Dimension Viewer can be more efficient than the Dimension Line when a 
dimension is filtered more than one level down.

7. Click the Dimension Viewer button on the toolbar to close dimension viewer.

Procedure 3: Using the Dimension Viewer to Filter Data in 
DSS Reports
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IA: DSS-01A Procedures
DSS Basics
Swapping rows, columns, and layers can change the perspective of the data pre-
sentation.

1. Click Explore on the menu bar.

2. Position your cursor over Swap from the dropdown menu.

3. Depending on how you want your data to change, click Rows and Columns, Rows and 
Layers, or Columns and Layers.

Procedure 4: Swapping Rows, Columns, and Layers in
DSS Reports
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IA: DSS-01A Procedures
DSS Basics
1. Click the label to highlight it.

2. Click Edit on the menu bar.

3. Click Rename Label from the dropdown menu.

4. Type the new name in the New category label box.

5. Click the OK button.

Procedure 5: Renaming a Label in DSS Reports
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IA: DSS-01A Procedures
DSS Basics
1. Click the Dimension Viewer button on the Toolbar to open dimension viewer.

2. Position the cursor over the right border of the Dimension Viewer. Notice that the cursor 
shape changes to a crosshair.

3. Click and drag the border to the right until all the Dimension titles are visible.

4. Double-click the desired Dimension in the Dimension Viewer to view lower levels of the 
Dimension.

The plus sign indicates a parent category with child categories below.

5. Click the desired Dimension(s).  If multiple dimensions are needed, click and hold the 
S or C key and select the desired dimensions.

6. Click either the Add as rows, Add as columns or Add as layers button on the Dimen-
sion Viewer toolbar. The DSS displays the data you have added.

7. Click the Dimension Viewer button on the toolbar to close dimension viewer.

Procedure 6: Using the Dimension Viewer to Add
Layers, Columns, and Rows in Reporter Mode
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IA: DSS-01A Procedures
DSS Basics
1. Double-click a label of a dimension on a row or a column.  The DSS inserts and highlights 
rows or columns of detailed data below the summary row or to the right of the summary 
column.

Only dimensions that are summary points can be drilled. A summary point is indi-
cated when the cursor shape becomes a plus sign when the cursor is positioned 
over the dimension label.

When the cursor is positioned over a detailed point, its shape changes to a plain 
arrow, indicating that the detailed point cannot be drilled down any further.

2. Continue to drill down as needed by double-clicking on a label until the desired details are 
uncovered.

Notice that, when you drill down on a dimension in Reporter, both summary and 
details are displayed.

Procedure 7: Drilling Down in Reporter Mode
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DSS Basics
1. Position the cursor over a summary point. The cursor becomes a plus sign with an up 
arrow.

2. Double-click this summary point. Notice the detail points/children disappear.

Procedure 8: Drilling Up in Reporter Mode
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IA: DSS-01A Procedures
DSS Basics
1. Click a label (row, column, layer) to select it.

2. Press D on the keyboard.

To delete multiple labels under one category, select the desired labels and press 
D on the keyboard.

In Reporter mode, you can delete all rows, columns and layers at one time by 
clicking Edit>Select and then choosing from Rows, Columns, Layers, or All.  After 
selecting the data to be deleted, press D on the keyboard.

In Reporter mode, the C + A keys highlight all rows, columns, and layers.  
Press D on the keyboard to delete everything.

Procedure 9: Deleting Data in Reporter Mode
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IA: DSS-01A Procedures
DSS Basics
1. Select the rows or columns you wish to use in your calculation.

Use the S key to select a range, or the C key to select non-contiguous rows 
or columns, as appropriate.

2. Click Calculate on the menu bar.

3. Click one of the calculation options to select it from the dropdown menu.

4. Select and/or fill in the options, as appropriate, for the type of calculation you have 
selected.

5. Type a name for your calculated row or column in the Label name box.

6. Click the OK button.

Procedure 10: Adding a Calculation Row or Column  in
DSS Reports
Office of the State Controller 199 NCAS Training.7 - May 5, 2010





IA: DSS-01A Procedures
DSS Basics
1. Click a row or a column label. (Select the row above the place where you want a blank 
row added, or choose the column to the left of where you want a blank column added.)

2. Click Insert on the menu bar.

3. Click Blank(s) from the dropdown menu. The DSS inserts the blank row or column.

Data cannot be entered on a blank row or column.

Procedure 11: Adding a Blank Row or Column
in DSS Reports
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DSS Basics
1. Select a Dimension from the Dimension Line or Dimension Viewer.

2. Click and drag the Dimension to the side of the row label(s) or below the column label(s) 
until a long bar is displayed.  Release the mouse button.

When using long bar nesting in a row or column format, the nesting applies to the 
entire series of rows or columns.

Procedure 12: Adding a Long Bar Nesting in Reporter Mode
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DSS Basics
To drill down on a nested Dimension:

1. Double-click a row or a column label to drill down. Notice that the summary/parent label 
remains and the detail/child labels also display.

To drill up on a nested Dimension:

2. Position the cursor over a row or a column label until you see the cursor become a plus 
sign with an up arrow.

3. Double-click that label to drill up.

Procedure 13: Drilling Down/Up on a Nested Dimension in 
Reporter Mode
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IA: DSS-01A Procedures
DSS Basics
1. Select a Dimension from the Dimension Line or Dimension Viewer.

2. Click and drag the Dimension to the side of the row label(s) or below the column label(s) 
until a short bar is displayed.  Release the mouse button.

When using short bar nesting in a row or column format, the nesting applies only to 
the rows or columns on which the short bar is displayed.

Procedure 14: Adding a Short Bar Nesting in Reporter Mode
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DSS Basics
1. Position the cursor over the right border of a row or the lower border of a column. Notice 
that the cursor shape changes to a crosshair.

2. Click and drag the border until the row or column is the desired width or height. You can 
drag the border to the right or to the left or, double-click the cross hair and the row or col-
umn will auto adjust.

Procedure 15: Resizing a Row/Column  in DSS Reports
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DSS Basics
1. Double-click the title. The DSS displays a Title Editing box.  If <NEW TITLE> displays, 
highlight it and type the new title name.

The Title box has 3 different areas: the title area, a format menu, and an Insert but-
ton. The Insert button is a tool for adding variables or pictures to a title.

2. Click the Insert button to view the variables for the following:

• Report
• MDC
• Variable
• Numbers
• Dimension
• Picture Object

Each variable has a dropdown menu from which selections can be made to add items to the 
report title area.

3. To format, highlight the title, text, or a variable and choose a formatting option from the for-
mat menu.

4. Click the OK button to close the Title box.

Procedure 16: Editing Titles  in DSS Reports
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DSS Basics
1. To view using the Print Preview method, click the Print Preview button from the tool bar.

2. Click the Close button to close the Print Preview window.

Procedure 17: Viewing Headers and Footers for a Report  in 
Explorer or Reporter Mode
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DSS Basics
1. Click Edit on the menu bar.

2. Position the cursor over Select from the dropdown menu.

3. Click one of the following options:

• Rows
• Columns
• Layers
• All

4. Click Format on the menu bar.

5. Position the cursor over Categories from the dropdown menu.

6. Choose and click one of the following:

• Labels Only
• Values Only
• Labels and Values
• Default

The DSS displays the Format Categories dialog box.

7. Click one of the following tabs (based on the selection made in step 6):

• Font
• Format
• Alignment
• Patterns

8. Make desired changes and click the OK button.

Procedure 18: Formatting Categories  in DSS Reports
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DSS Basics
1. Highlight the row(s) or column(s) you wish to hide.

2. Click Format on the menu bar.

3. Position the cursor over Hide.

4. Click Selected Categories.

The DSS gives the choice of hiding selected or unselected categories. This is a 
useful tool when there are few rows or columns that need to be displayed.

Do NOT resize rows or columns to hide them.  Use Format/Hide.

Procedure 19: Hiding Data in DSS Reports
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DSS Basics
1. Click Format on the menu bar.

2. Click Unhide from the dropdown menu.

Procedure 20: Viewing Hidden Data  in DSS Reports
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IA: DSS-01A Procedures
DSS Basics
3. Click Explore on the menu bar.

4. Position the cursor over Suppress Zeros from the dropdown menu.

5. Click one of the following:

• Rows and Columns
• Rows Only
• Columns Only

Using the Suppress Zeros command slows processing. It can be used most effec-
tively as a preliminary to printing a report.

Procedure 21: Suppressing Zero Values in DSS Reports
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DSS Basics
1. Click View on the menu bar.

2. Click the Page Layout or Page Width view. The DSS displays the page with the selected 
view.

While a view is displayed, you can access a different View on the menu bar with-
out having to close the current view. To return to the default view (Normal), click 
View on the menu bar and select Normal.

Procedure 22: Changing the Crosstab Views  in DSS Reports
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DSS Basics
1. Click Format on the menu bar.

2. Click Display Options from the dropdown menu. The DSS displays the Display Options 
dialog box.

3. Click once in the Show label gridlines checkbox to remove the check mark.

4. Click once in the Show data gridlines checkbox to remove the check mark.

5. Click once in the Show row detail gridlines checkbox to remove the check mark.

6. Click once in the Show column detail gridlines checkbox to remove the check mark.

Notice that you can remove the summary row or column in this dialog box and you 
can take the automatic indent off as well.

If you click the Totals tab, you can give the summary row and column a label name.

7. Click the OK button.

Procedure 23: Changing Display Options  in DSS Reports
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DSS Basics
1. Click File on the menu bar.

2. Click Save As from the file dropdown menu.

3. Type the file name in the File name box of the Save As dialog box.

You may save a report anywhere on your LAN in any directory where you have 
write access.

In the DSS, you are not limited in the number of characters used to name your 
report. However, you may be limited to 8 characters by your operating system.

4. Make sure that PowerPlay Portable Report (*.ppx) is displayed in the Save as Type dia-
log box.

5. Click the SAVE button.

Procedure 24: Saving a Custom Report  in DSS Reports
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DSS Basics
To select the page setup:

1. Click File on the menu bar.

2. Click Page Setup from the dropdown menu.

3. Change the left, right, top and bottom margins to .5 in the Margins tab of the Page Setup 
dialog box.

The margins setup depends on the printer you are using.

To change the paper size:

4. Click the down arrow on the Paper type list box to view list of available paper sizes.

5. Click the desired paper type to select it.

To view the potential paper sources:

6. Click the down arrow on the Paper source list box.

To change the paper orientation:

7. Click Portrait or Landscape in the Orientation box.

To select the printer:

8. Click File on the menu bar.

9. Click Print from the dropdown menu.

10. Click the Name list box to change the printer.

11. Click the Properties button if you want to change printer properties and print quality and 
complete the necessary changes.

Procedure 25: Printing a Report  in DSS Reports
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DSS Basics
To view the report before printing:

12. Click the Preview button in the Print box.

13. Click the Close button.

To change print options:

14. Click the Options button in the Print box.

The Print page layout view option will print all displays as they appear in the page 
layout view.

The “Print selected display(s)” option will print all data for the selected display.

15. The Selected display printing options box becomes active and you can select the 
desired options.

To set to print more than one layer:

16. Click the Options button in the Print box.

17. Click the Rows and Layers tab.

18. Click the Print the specified rows and layers selection box.

19. Click the Layers you want printed.

20. Click the OK button.
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DSS Basics
1. Click File on the menu bar.

2. Click Save As from the dropdown menu.

3. Click the down arrow beside the “Save as type” box.

4. Click Excel files(*.xls) to select it.

The number of characters you can use to name your report is limited only by your 
operating system.

5. Select the directory from the list box for which you have write access.

6. Click the Save button. The DSS displays the completion message -Report successfully 
saved to Excel file.

7. Click the OK button.

DSS files saved to Excel will not be updated.

Procedure 26: Saving to Excel  in DSS Reports
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IA: DSS-01AA Quick Reference Guides
DSS Basics
QRG 1: MDC Naming Conventions for Universities

University University ID

UNC - General Administration UA

UNC - Chapel Hill UB

NC State University UC

UNC - Greensboro UD

UNC - Charlotte UE

UNC - Asheville UF

UNC - Wilmington UG

East Carolina University UH

NC A&T University UI

Western Carolina University UJ

Appalachian State University UK

Pembroke State University UL

Winston-Salem State University UM

Elizabeth City State University UN

Fayetteville State University UO

NC Central University UP

NC School of the Arts UQ

NC School of Science and Math 87
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DSS Basics
QRG 2: Management Analysis Folder
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DSS Basics
QRG 3: Financial Analysis Folder

Adobe Reader 
Reports

Name of Report

CAFR 11A Statement of Changes in Assets & Liabilities
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DSS Basics
QRG 4: BD725 Reports Folder
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DSS Basics
QRG 5: Trial Balance Reports Folder
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DSS Basics
5b.  
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DSS Basics
5c. 
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5d.
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DSS Basics
CENTER STRUCTURE BY AGENCY

QRG 6: Center Structure (COA) by Agency
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