

[bookmark: _GoBack]Cost Transparency Quick Navigation Tips
Below is a quick start guide to navigate in the new Cost Transparency project. The link to Apptio is: https://stofwa.apptio.com 
In Figure 1, you can see the single sign on panel that you’ll be prompted with the first time you access Apptio. Users can login with whatever single sign on method is appropriate for their agency. 
Figure 1
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In Figure 2, first time user may encounter the Welcome screen. 
Figure 2
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In Figure -3, using the arrow, you can navigate to the Cost Transparency project for statewide spend for actuals, and the CTS Billing project to see the billing for WaTech Services. The Collection Summary provides access to different reports.  It is important to look at the Time Period Selection to identify what month and year data is being displayed.  The reporting is on the state fiscal year, this means July is the first month of the fiscal year and June is the last. 
Figure 3
[image: ]


In Figure 4, the Statewide Reports has several reports that show all IT Cost per agency, including X (IT acquisitions), Y (maintenance & operations), EL (interagency to central service) charges Unmarked IT Spend which must be IT per OFM guidance. Collectively, these transactions are represented in Apptio as Cost. 
The bottom highlighted section indicates two buttons that will take you to a collection of reports that provide data quality insights, spend by fund, cost center, a breakdown by spend type, yearly trends, and revenue reported in AFRS. Custom Exec Level Reports are designed to inform a statewide audience, while Custom Reports is designed to inform an agency audience. 
Figure 4
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In Figure 5, users are introduced to slicers. The slicer on these reports are global, and allows you to filter down to a specific agency. This slicer should follow you across the application when navigating. This value will be retained by Apptio when you leave the application and only needs to be interacted with once. This allows for benchmarking opportunities with any agency in the TBM Program. 
Figure 5
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Any time you see blue text (Figure 6), you can click on these hyperlinks and drill down to more detail about that report component, all the way down to the transaction level in some cases. 
Figure 6
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