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Overview:

SUNY Business Intelligence (BI) is the system provided for campus use in obtaining financial data
on the operating accounts of the campus. This system provides dashboards created through
collaboration with SUNY Finance, SUNY IT, and SUNY campuses. These dashboards provide a
platform to view financial information in multiple formats.

Various resources are available to aid in learning the Bl system including training manuals and
modules. These are available through the SUNY Portal, and on the Reference and Training
Dashboard within the BI Tool.

The Finance Data Warehouse for BI contains data starting with the Cost Center Fiscal Year 2008-
2009 through the most recent data load. **BI data loads happen nightly.


https://www.suny.edu/

Finance Dashboards currently available in SUNY BI:

**Not everyone has access to all dashboards. The campus security administrator sets up access on an individunal level.
Permissions are granted based on job duties and responsibilities.

Account Summary Dashboard:

Account Summary — This page will allow the user to view Account Summary information by
Account and Fiscal Year with the ability to drill down to the detail record level. Selections are
provided by Account Number, Fiscal Year, Campus, Sub Fund Group and Reporting Levels.
Entry of Account Number determines the selection list of Fiscal Years and campuses.

Multiple Accounts Summary — This page has the same functionality as the preceding
dashboard except it allows multiple, explicit Account Numbers to be entered in the prompt. It
will allow the user to view Account Summary information by Accounts and Fiscal Year with the
ability to drill down to the detail record level. Selections are provided by Account Number, Fiscal
Year, Campus, Sub Fund Group and Reporting Levels. Entry of Account Numbers determines
the selection list of Fiscal Years and campuses.

Payroll Search — This page allows the user to view Payroll information by Account and Fiscal
Year. Selections can also be made by Campus, Line Number, Employee Name, Pay Period,
Payroll Agency, Subobject and Reporting Levels.

Actual Alloc Exp Enc — This page allows the user to view actual transactions by transaction
category (Allocations, Expenditures, and Encumbrances). Selections are provided by Account
Number, Fiscal Year, Month, Campus, Cost Center, Transaction Date Range, Document
Number, Procurement Number, Pending Procurement Number, PO Line Number, Transaction
Category, Charge Type, Transaction Code, Transaction Charge, Trans Desc/Vendot, Sub Fund
Group, Subobject Range, Sub Object Group, Major Object, Object, Detailed Object, and
Reporting Levels.

Pending Exp Enc — This page will allow the user to view Pending Transactions by Transaction
Category (Expenditures and Encumbrances). Selections are provided by Accounts Number,
Campus, Cost Center, Fiscal Year, Month, Pending Transaction Date, Pending Document
Number, Pending Procurement Number, Transaction Category, Charge Type, Transaction Code,
Transaction Charge, PND Trans/Desc/Vendor, Sub Fund Group, Sub Object Range, Major
Object, Object, Detailed Object, and Reporting Levels.

All Alloc Exp Enc — This page allows the user to view transactions (Actual, Pending, All) by
transaction category (Allocations, Expenditures, and Encumbrances). Selections are provided by
Account Number, Fiscal Year, Month, Campus, Cost Center, Transaction Date Range,
Document Number, Procurement Number, Pending Procurement Number, PO Line Number,
Transaction Category, Charge Type, Transaction Code, Transaction Charge, Trans Desc/Vendor,
Sub Fund Group, Subobject Range, Sub Object Group, Major Object, Object, Detailed Object,
and Reporting Levels.

Budget Dashboard:


https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FAccount%20Summary&Page=Multiple%20Accounts%20Summary&PageIdentifier
https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FAccount%20Summary&Page=Multiple%20Accounts%20Summary&PageIdentifier

Trends — This page will show Form1 Allocation, Actual Allocation, and Expenditures for three
completed Fiscal Years and the current Fiscal Year. The user can select to view the data by
Reporting Level 1, Sub Fund Group, Account, Detailed Object, and NACUBO Function
Description. Selections are provided by Campus, Account, Fiscal Year, Sub Fund Group, Major
Object, Object, Detailed Object, NACUBO Function Code, NACUBO Function Description,
and Reporting Levels.

FORM1 Alloc Exp — This page will compare FORM1 Allocation, Actual Allocation, and
Expenditures for two completed Fiscal Years and the current Fiscal Year. The user can select to
view the data by Reporting Level 1, Sub Fund Group, Account, Detailed Object, and NACUBO
Function Description. Selections are provided by Campus, Account, Fiscal Year, Sub Fund
Group, Major Object, Object, Detailed Object, NACUBO Function Code, NACUBO Function
Description, and Reporting Levels.

Reporting Level 1 Graph — This page will show a line graph of FORM1 Allocation, Actual
Allocation, and Expenditures for two completed Fiscal Years and the current Fiscal Year by
Reporting Level 1. Selections are provided by Campus, Reporting Level 1, and Fiscal Year.

Cash Reporting Dashboard:

Cash Flow Yearly — This page will display cash flow data (Beginning Cash Balance, Receipts,
Disbursements, Receipt Transfers, Disbursement Transfers, and Ending Cash Balance) by Sub
Fund Group and SUNY 12 Month FY. Selections are provided by Campus, Sub Fund Group,
and SUNY 12 Month FY. Data is also displayed for Receipts by Major Receipt Group and
Disbursements by Object. Pie charts are displayed with Ending Cash Balance data by SUNY 12
Month FY.

Cash Flow Monthly — Similar to Cash Flow Yearly, except data will be displayed by Month
rather than by Year. Selections are provided by Campus, Sub Fund Group, SUNY 12 Month FY
and Month. Monthly Receipt and Disbursement totals are drillable to the detail transactions.

Cash Flow Daily — Similar to Cash Flow Yearly and Cash Flow Monthly, except data will be
displayed by individual Date rather than by Year or Month. Selections are provided by Campus,
Sub Fund Group, SUNY 12 Month FY, Month, and Posted Date. Daily Receipt and
Disbursement totals are drillable to the detail transactions.

Receipts — This page will allow the user to view all Revenue by Fund Transactions. Selections are
provided by Campus, State Fiscal Year, SUNY 12 Month FY, Month, Sub Fund Group, Receipt
Group, Document Number, Transaction Code, Revenue Fund Code, SFS Fund Code, Revenue
Class, SUNY Revenue Class Description, and Posted Date.

Disbursements — This page will allow the user to view all Disbursement transactions. Selections
are provided by Campus, SUNY 12 Month FY, Sub Fund Group, Document Number,
Expenditure Fund Code, Posted Date range, Account Number, Month, Transaction Code, SFS
Document Number, Charge Type, Sub object Range, Cost Center, Current or Lapsed Indicator,
Major Object, Object Detailed Object, Sub object Desc, and Reporting Levels.


https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FAccount%20Summary&Page=Multiple%20Accounts%20Summary&PageIdentifier

Cash Balance History — This page will display graphs of Ending Cash Balances by Fund for
completed years. Line and bar graphs, as well as a data table.

Receipts by Group — This page will display summary data for Receipts by Major Receipt Group,
Receipt Group, and Sub Receipt Group, by Month. Selections are provided by Campus, SUNY
12 Month FY, Month, Sub Fund Group, Major Receipt Group, Receipt Group, Sub Receipt
Group, and Revenue Class. Monthly Receipt amounts are drillable to the detail transactions.

Disbursements by Group— This page will display summary data for Disbursements by Major
Object, Object, and Detailed Object, by Month. Selections are provided by Campus, SUNY 12
Month FY, Month, Sub Fund Group, Major Object, Object, Detailed Object, and Sub object
Range. Monthly Disbursement amounts are drillable to the detail transactions.

Projections — This page will display Projected and Actual Receipts by Major Receipt Group and
Disbursements by Major Object, as well as a calculation of the Variance between Actual and
Projected. Projected amounts are from the Web Cash Projections Tool. Selections are provided
by Campus, Projections FY, Projection Month, Sub Fund Group, and Type Desc.

Cash by Account— This page will allow the user to view IFR account Cash Balances by Fiscal
Year. Selections are provided by Account, Fiscal Year, Campus, Sub Fund Group, IFR Restricted
Flag, and Reporting Levels.

IFR Billing — This page displays Revenue and Disbursement activity by IFR Account and
estimated Accruals for Fringe Benefits, Administrative Overhead, and Maintenance & Operations
based on current assessment rates on the Chart of Accounts. Selections are provided by Account,
SUNY 12 Month FY, Sub Fund Group, Calendar Month, and BI Posted Date.

CF Project Analysis

CF Project Analysis — This page will allow the user to view Construction Fund information by
SUCF Project with the ability to drill down to the detail record level. Selections are provided by
SUCEF Project.

End of Month

“Current” refers to the reporting levels at the time the query is run.
“Snapshot” refers to the reporting levels at the time of the YearMonth that is queried.

Current Account Summary EOM — This page will allow the user to view Fiscal Year-to-
Month-End Account Summary information by YearMonth (yyyymm), Account and Fiscal Year
with a current view for reporting levels. Fiscal Year and YearMonth are required fields. Selections
are provided by Account Number, Campus, YearMonth (yyyymm), Fiscal Year, Sub Fund Group,
and Current Reporting Levels.

Current Management EOM Summazry — This page will allow the user to view Fiscal Year-to-
Month-End Management Summary information by YearMonth (yyyymm), Account and Fiscal
Year with a Current view for reporting levels. Fiscal Year and YearMonth are required fields.


https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FAccount%20Summary&Page=Multiple%20Accounts%20Summary&PageIdentifier

Selections are provided by YearMonth (yyyymm), Fiscal Year, Sub Fund Group, Object levels,
Account Number, and Current Reporting Levels.

Cash by Account EOM — This page will allow the user to view Year-to-Date Month-Cash
Balances by IFR account. Fiscal Year and YearMonth (yyyymm) are required fields. Selections are
provided by Account, Fiscal Year, YearMonth (yyyymm), Campus, Sub Fund Group, IFR
Restricted Flag, and Reporting Levels.

Snapshot Account Summary EOM — This page will allow the user to view Fiscal Year-to-
Month-End Account Summary information by YearMonth (yyyymm), Account and Fiscal Year
with a Current view for reporting levels. Fiscal Year and YearMonth are required fields.
Selections are provided by Account Number, Campus, Snapshot YearMonth (yyyymm), Fiscal
Year, Sub Fund Group, and Snapshot Reporting Levels.

Snapshot Management EOM Summary — This page will allow the user to view Fiscal Year-to-
Month-End Management Summary information by YearMonth (yyyymm), Account and Fiscal
Year with a Snapshot view for reporting levels. Fiscal Year and YearMonth are required fields.
Selections are provided by Snapshot YearMonth (yyyymm), Fiscal Year, Sub Fund Group, Object
levels, Account Number, and Snapshot Reporting Levels.

Expenditures and Disbursements

Expenditures and Disbursements— This page will allow the user to view Expenditure and
Disbursement information by various perspectives. Selections are by Campus, SUNY 12 Month
FY, State Fiscal Year (with Lapsing), YearMonth (yyyymm) Range, Cost Center Month, Calendar
Year, Calendar Month, Sub Fund Group, Expenditure Fund Code, Subobject Range, and Object
Levels.

Expenditures — This page will allow the user to view Expenditure information by various
perspectives. Selections are provided by Campus, SUNY 12 Month FY, State Fiscal Year, Fiscal
Year (with Lapsing), YearMonth (yyyymm) Range, Cost Center Month, Calendar Year, Calendar
Month, Sub Fund Group, Expenditure Fund Code, Subobject Range, and Object Levels.

Disbursements — This page will allow the user to view Disbursement information by various
perspectives. Selections are provided by Campus, SUNY 12 Month FY, State Fiscal Year, Fiscal
Year (with Lapsing), YearMonth (yyyymm) Range, Cost Center Month, Calendar Year, Calendar
Month, Sub Fund Group, Expenditure Fund Code, Subobject Range, and Object Levels.

Financial Statements (GL)

GL Function Details — This page reports SUNY FMS expenditures posted to the General
Ledger/Financial Statements, summarized in multiple views by GL Function code, Fund, and
Sub Object Groupings. Selections are provided by Campus, SUNY 12 Month FY, Calendar
Month, GL Fiscal Year, GL. Month.

Transfer Objects by Campus — This page shows all the transfer objects. Selections are provided
by Campus, SUNY 12 Month FY, Calendar Month, GL Fiscal Year, and GL Month.



GL Fringe Benefits — This page reports the Fringe Benefit costs being paid by the State on
behalf of the State University at a fringe benefit rate determined by the State. Selections are
provided by Campus, SUNY 12 Month FY, Calendar Month, GL Fiscal Year, and GL Month.

GL Expenditures — This page reports the daily expenditure transactions that impact the General
Ledger. Selections are provided by Campus, Account Number, GL. Month, SUNY 12 Month FY,
Calendar Month, Trans Desc/Vendor, Document Number, Work of Date range, Effective Date
range, GL Function Desc, Fund, Sub Object Code range, and Amount range.

along with your campus.

Management Summary

Management Summary — This page will allow the user to view Management Summary
information by Account Number and Major Object. Selections are provided by Fiscal Year, Sub
Fund Group, Object levels, Account Number and Reporting Levels. Default selections are
current Fiscal Year along with your campus.

Cash by Account Summary — This page will allow the user to view IFR Summary information
by Account Number. Selections are provided by Fiscal Year, Sub Fund Group, Account Number,
IFR Restricted Flag and Reporting Levels. Default selections are current Fiscal Year along with
your campus.

Payroll

Payroll Transaction Summary — This page will allow the user to view payroll information by
Account and Fiscal Year with the ability to drill down to the detail record level by individual.
Selections are provided by Account Number, Fiscal Year, Campus, Sub Fund Group, Object
Levels, Employee Name, and NYS EMPL ID.

Payroll Detail Transactions — This page will allow the user to view detail level payroll
information by individual payroll period, including Payroll Journals. Selections are provided by
Account Number, Fiscal Year, Campus, Employee Name, Line Number, Subobject and
Description, Payroll Period Range, Payroll Agency Desc, Sub Fund Group, Distribution Code,
NYS EMPL ID, Object Levels, Subobject Range, and Reporting Levels.

Payroll Detail Distribution — This page will allow the user to view detail level payroll
information by individual payroll period, excluding Payroll Journals. Selections are provided by
Account Number, Cost Center, Fiscal Year, Campus, Line number, Employee Name, Pay Period
Range, Payroll Agency Desc, Sub Fund Group, Distribution Code, NYS EMPL ID, Subobject
and Description, Object Levels, Subobject Range, and Reporting Levels.

Distribution Discrepancies — This page will allow the user to view payroll distribution
discrepancies between SUNY and OSC by pay period. Selections are provided by Fiscal Year,
Campus, Pay Period, NYS EMPL ID, and Line Number.



Parking Services — NRA Scholarships — This page will allow the user to view the Payroll
Deductions for SUNY Parking Services and SUNY NRA Scholarships from February 2020
through the most recent data load. Selections are provided by Campus, Check Date, Month,
Fiscal Year, Pay Period Number, Deduction Code, and Deduction Description.

Procurement

PO Summary — This page will display summary and detailed views of Purchase Orders.
Matched, Change, and Change Notice Transmitted Status POs are available. To view Incomplete
and Completed Status PO’s and Requisitions use the Finance and Management System.
Selections are provided by Campus, Account, Cost Center, Fiscal Year, PO Number, Requisition
Number, SFS PO Number, Document Status, Vendor Name, SFS Vendor ID, State Contract,
PSP Method, Item Doc Line Number, Funding Doc Line Number, Created Date Range, PO
Created by, Req Created by, Sub object Range, Object, Detailed Object, and Sub Fund Group.

Requisition Summary — This page will display a detailed view of SUNY Only Requisitions. This
page displays only SUNY Only Requisitions. To view requisitions tied to PO’S use PO Summary.
Selections are provided by Campus, Account, Cost Center, Fiscal Year, Req Only Number,
Created Date Range, Created By, Misc. Reg Flag, Item Reg Vendor, SFS Vendor 1D, Misc. Req
Vendor, Sub object Range, Object, Detailed Object, and Sub Fund Group.

Contract Summary — This page will display summary date of Contracts, with the ability to drill
into the Contract Number to detailed Version information. Matched, Change, Change Notice
Transmitted Status Contracts are available. To view Incomplete and Completed Status Contracts
use the Finance and Management System. Selections are provided by Campus, Account, Cost
Center, Fiscal Year, Contract Number, SFS PO Number, Created By, Document Status, Vendor
Name, SFS Vendor ID, PSP Method, Created Date Range, Begin Date Range, End Date Range,
Subobject Range, Object, Detailed Object, and Sub Fund Group.

Created Per Day — This page will display four reports showing how many procurement
documents a user created in a day. Each type of document has its own report on the page.
Selections are provided by Campus, Account, Cost Center, Fiscal Year, PO Created Date Range,
PO Created By, PO Req Created Date Range, PO Req Created By, Req Only Created Date
Range, Req Only Created By, Contract Created Date Range, Contract Created Aby, Subobject
Range, Object, Detailed Object, and Sub Fund Group.

Open Enc PO — This page will display POs with open encumbrance balances. The report is
limited to Balance Amounts not equal to 0.00. Note: this is not a true Open encumbrance report
as BI does no report incomplete PO’s. Selections are provided by Campus, Account, Fiscal Year,
PO Number, SFS PO Number, PO Created By, Cost Center, Funding Doc Line Number, and
Sub Fund Group.

Open Enc Req — This page will display Requisitions only with open encumbrance balances. The
report is limited to Balance Amounts not equal to 0.00. Note: this is not a true Open
encumbrance report as BI does not report incomplete Regs. Selections are provided by Campus,
Account, Fiscal Year, Req Only Number, Created By, Funding Line Number, Cost Center, and
Sub Fund Group.



Open Enc Contract— This page displays Contracts with open encumbrance balances. The
report is limited to Balance Amounts not equal to 0.00. Note: this is not a true Open
encumbrance report as BI does not report incomplete Contracts. Selections are provided by
Campus, Account, Fiscal Year, Contract Number, SFS PO Number, Created By, Cost Center,
Funding Line Number, and Sub Fund Group.

Property Control

Property Control - Vouchers — This page will allow the user to view Vouchers by Procurement
document for equipment transactions by various selections. Query is limited to document status:
Check/ACH Issued and Check/ACH Reconciled. Users can drill in on the procutement
document linked to the FMS document. Selections are provided by Campus, Account, SUNY 12
Month FY, Month, Document Type, Voucher Number, Contract Number, Purchase Order
Number, SUNY Only Req Number, Invoice Number, Vendor Name, Item Desc, Created By,
SUCF Project, Create Date, Invoice Date, Merchandise Received Date, Subobject, and Voucher
Amount.

Property Control — P-Card — This page will allow the user to view the P-Card Journals for
equipment transactions by various selections. Selections are provided by Campus, Account,
SUNY 12 Month FY, Month, Document Number, Line Number, SUCF Project, Vendor Name,
Journal Name, Journal Funding Desc, Transaction Date, Subobject, and Amount.

Reference
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Training Modules and Documents — General training modules are provided to familiarize
users with some of the features and characteristics of the Oracle Business Intelligence (OBI)
Dashboards. The general training modules are not specific to the Finance Data Warehouse.
However, you will find links to finance-oriented BI Training Manual here too. There are 8
manuals: a “General How-to Manual” for the BI Finance Dashboards created in 2017; a “Cash
Reporting Dashboard,” “Procurement Dashboard,” “Data Dictionary,” “List of Available BI
Finance Dashboards and Pages,” and a “Stars and Dimensions” training, all created in 2018; a
“Property Control” focus and an “HR Pending Payroll Encumbering Process” created in 2019;
and lastly a “BI Finance Dashboards Basics Training WebEx” created in 2020.

Tips and Tricks — This page (duplicated on the Account Summary introduction page) provides
general data, browser, editing, and exporting helpful hints.

Transaction Codes — This is a reference page for Transaction Codes including Transaction
Category and Charge Type.

Expenditure Fund Groups and Codes — Expenditure Fund Groups by Fund Name with Fund
Codes can be found here.

Sub-Objects — The Finance Data Warehouse uses various Support Tables. Included here is the
Sub-Object table with its various hierarchies and groupings.



Revenue Fund Groups and Codes — Revenue Fund Groups by Fund Name with Fund Codes
can be found here.

Revenue Classes — This is a reference page for Revenue Classes and Descriptions as well as
Receipt Groups for all campuses. Selections are provided for Revenue Fund Code, Revenue
Class, and Receipt Group.

Reporting Structure —This is a reference page for the Account Group Reporting Level structure
for your campus. Selections are provided for Reporting Levels 1 — 5 and Account Number. The
results will show the Account Numbers associated with the Reporting Levels.

IFR Assessment Rates — This is a reference page for a campus’s Chart of Accounts. Selections
are provided by Charge Agency Campus, Cost Center, Fiscal Year, Chart Status, Account
Number and Description, Open Date, Modify Date, various flags, Sub Fund Group, NACUBO

Function Desc and Reporting Levels 1-5.

Chart of Accounts — This is a reference page for a campus’ Chart of Accounts. Selections are
provided by Charge Agency Campus, Cost Center, Fiscal Year, Chart Status, Account Number
and Description, Open Date, Modify Date, Various Flags, Sub Fund Group, NACUBO Function
Desc, and Reporting Levels 1-5.

Transaction Inquiry

Transactions — This page will allow the user to view Transactions by Transaction Category
(Allocations, Expenditures, Encumbrances, Disbursement and Revenue). Selections are provided
by Campus, Account Number, Cost Center, Fiscal Year, Month, Transaction Date Range,
Document Number, Procurement Number, Requisition Number, PO Line Number, Check
Number, BI Posted Date, SF'S Document Number, Transaction Category, Charge Type,
Transaction Code, Vendor Name, Transaction Description, Batch Number, Allocation Type, Sub
Fund Group, Expenditure Fund Code, Subobject Range, Object Levels, Revenue Sub Fund,
Revenue Fund Code, Revenue Class and Reporting Levels.

Pending Transactions — This page will allow the user to view Pending Transactions by
Transaction Category (Allocations, Expenditures, Encumbrances and Revenue). Selections are
provided by Campus, Account Number, Cost Center, Fiscal Year, Month, Transaction Date
Range, Document Number, Procurement Number, Procurement Line Number, Transaction
Category, Charge Type, Transaction Code, PND Trans Desc/Vendor, Sub Fund Group,
Expenditure Fund Code, Subobject Range, Object Levels, Revenue Fund Group, Revenue Fund
Code, Revenue Class and Reporting Levels.

Accounting Control —This page allows lookups of 000Y00’s, replacing SCOR. Selections are
provided by Campus, Fiscal Year, Cost Center, Transaction Date Range, BI Posted Date Range,
Document Number, Procurement Number, Requisition Number, SFS Document Number,
Major Object, Sub object Range, Transaction Code, and Sub Fund Group.

Trends
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https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FTransaction%20Inquiry&Page=Transactions
https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FTransaction%20Inquiry&Page=Pending%20Transactions
https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FTransaction%20Inquiry&Page=Pending%20Transactions

Yearly Totals — This page will allow the user to view a month-end analysis of their current
budget progress by either Total Annual Budget or Year to Date Expenditures. Year Ago
Expenses are included with the Year-to-Date Expenditures analysis. Selections are provided by
Account, Charge Agency Name, Fund levels, Object levels, and Campus Organizational
Reporting Levels.

Monthly Expenditures —This page includes a multi-year line graph of Monthly Expenditures by
Fiscal Year along with its associated detail. Selections are provided by Account, Fiscal Year,
Charge Agency Name, Fund Levels, Object levels, and Campus Organizational Reporting levels.

Two Year Expend Comparisons

Campus to Campus Compazrison —This page will allow the user to compare Expenditures at
any two SUNY campuses for two years. In addition, these comparisons can be limited by fund
categories. Default selections are prior and more recent complete Fiscal Years along with your

campus.

Campus to Sector Comparison — This page will allow the user to compare Expenditures at any
SUNY campus to any SUNY Sector for two selected years. In addition, these comparisons can be
limited by fund categories. Default selections are prior and most recent complete Fiscal Years
along with your campus and its sector.

Sector to Sector Comparison — This page will allow the user to compare Expenditures at any
two SUNY sectors for two years. In addition, these comparisons can be limited by fund
categories. Default selections are prior and most recent complete Fiscal Years along with your
sectof.

Campus to Total University Comparison — This page will allow the user to compare
Expenditures at any SUNY campus to Total University Expenditures for two selected years. In
addition, these comparisons can be limited by fund categories. Default selections are prior and
most recent complete Fiscal Years along with your campus.

URAS
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Status Report —This page will provide the approval statuses for a SUNY Quarter End Date.
Selections are provided by Campus, SUNY Quarter End Date, Approval Requested, and
Approved Flag.

Ttial Balance —This page will display URAS Account Balances by Entity. Selections are
provided by Campus, SUNY Quarter End Date, and Account Range.

Receipts by Rev Class —This page will display summary data for receipts by revenue class, by
month. Selections are provided by Campus, SUNY 12 Month FY, Month, Sub Fund Group,
Revenue Fund Code, Revenue Class, and SUNY Rev Class Desc.

Transfers — This page will report quarter ending balances for transfer accounts. Selections are
provided by Campus, SUNY Quarter End Date, and Entity.


https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FTransaction%20Inquiry&Page=Transactions
https://www.suny.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FFinancials%2F_portal%2FTransaction%20Inquiry&Page=Pending%20Transactions

Fluctuation Analysis —This page will show the change of an account with activity at a point in
time compared to the same time period one year prior. Selections are Campus, SUNY Quarter
End Date, Entity, and Account Range.

Other Information:

URAS Crosswalk —'This file contains a crosswalk between URAS accounts and the
corresponding revenue class.

Voucher Inquiry
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Standard Voucher —This page will allow the user to view Standard Vouchers by various
selections. Selections are provided by Campus, Account, Cost Center, Fiscal Year, Cost Center
Month Desc, Document Status, Payment Type, Document Type, Voucher Number, SFS
Voucher Number, Contract Number, Purchase Order Number, SUNY Only Req Number,
Invoice Number, Payee Name 1, SFS Vendor ID, Discretionary Indicator, Create Date, Check
Date, Check Number, Created By, IRS Code, OSC Route Code, Subobject, Object, Detailed
Object, Sub Fund Group, Expenditure Fund Code, Voucher Amount Range, and Reporting
Levels.

Employee Reimbursement — This page will allow the user to view Employee Reimbursement
vouchers by various selections. Selections are provided by Campus, Account, Cost Center, Fiscal
Year, Cost Center Month Desc, Voucher Number, SFS Voucher Number, Document Status,
Business Purpose, Expense Description, Create Date, Check Date, Check Number, Created By,
IRS Code, Subobject, Object, Detailed Object, Sub Fund Group, Expenditure Fund Code,
Voucher Amount Range, and Reporting Levels.

Refund Vouchers —This page will allow the user to view Refund vouchers for Standard and
Employee Reimbursement vouchers. Selections are provided by Campus, Account, Cost Center,
Fiscal Year, Refund Number, Original Voucher Number, SFS Refund Number, Cost Center
Month Desc, Vendor SES ID, Refund Reason, Refund Amount range, Refund Date, Check Date,
Check Number, Expenditure Fund Code, Subobject, Object, Detailed Object, and Sub Fund
Group.

Voucher Processing Performance —This page will allow the user to view the days to complete
the process for Standard Vouchers from MIR date to Check Date. Selections are provided by
Campus, Account, Cost Center, Fiscal Year, Cost Center Month Desc, Document Status,
Voucher Number, SFS Voucher Number, Contract Number, Purchase Order Number, SUNY
Only Req Number, Invoice Number, Payee Name 1, SFS Vendor ID, Check Number, Interest
Eligible Flag, Created By, Invoice MIR Date, Check Date, Invoice Received Date, Merchandise
Received Date, Days to Complete Process Range, Subobject, Object, Detailed Object, Sub Fund
Group, Expenditure Fund Code, and Reporting Levels.

Vouchers Per Day —This page will allow the user to view how many Standard
Vouchers/Employee Reimbursements a user created in a day. Selections are provided by
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Campus, Account, Cost Center, Fiscal Year, Create Date, Invoice Date, Created By, Cost Center
Month Desc, Subobject, Object, Detailed Object, Sub Fund Group, and Expenditure Fund Code.

Vendor —This page will allow the user to view vendor information for Standard Vouchers.
Selections are provided by Campus, Account, Cost Center, Fiscal Year, Cost Center Month Desc,
Payment Type, Voucher Number, SFS Voucher Number, Contract Number, Purchase Order
Number, SUNY Only Req Number, Invoice Number, Payee Name 1, SFS Vendor 1D, Create
Date, Check Date, Check Number, State Code, City, Subobject, Detailed Object, Sub Fund
Group, Expenditure Fund Code, and Reporting Levels.

Top ‘N’ Veadors —This page will allow the user to view the Vendors, in descending order by
dollar amount, for which the highest voucher payments were incurred by your campus in a given
Fiscal Year. Selections are provided by Campus, Fiscal Year, Payment Type, Top ‘N’ Entry,
Certified Vendor, Certified SDVOC, Certified Minority, and Certified Women. Employee
reimbursement vouchers are excluded from this report. Default selections include you sign-in
campus, current Fiscal Year, Vendor Payment Type, and 10 as the Top ‘N’ entry.



Getting to SUNY BI:

Option 1: Go to Firefox and type in the following web address: www.suny.edu/analytics/
e Sign-in using your Brockport netID / Password.

Option 2: Log on to the SUNY employee portal. Click on reports.

+ SUNY SECURE

Employee Services Portal

% Academic Services

Academic Program Campus View
Data Transfer System (DTS) -
Data Transfer System (DTS) -
Data Transfer System (DTS) -
Data Transfer System (DTS) -
Daia Transfer System (DTS) -
Data Transfer System (DTS) - Student Revenue
Data Transfer System (DTS) Student

Course
Degree
Financial Aid
NY-Alert
Section

= Training/Presentation Materials

Data Transfer System — SUNY Emergency Alert
Pr. n Is - Demonstrations - Document

University Systems Strategic Business Plan
SUBOA Working Committee Status Meetings

Finance and Management
SMRT Training Document
Web/Legacy Training Documents and Procedures

Institutional Research
Academic Programs Enterprise System (APES) Campus View

Business Systems Applications

Demanstration
Data Transfer System (DTS) Demonstration

Institutional Research SUNY Management Resource Tool (SMRT]

Demonstration

SUNY Business Intelligence Initiative (SBII) Dashboard Basics Training

Security
Security Administration Tool Manual
Security Administration Tool Web Training

SUNY Web Site Content Management
OmniUpdate Web-based Training
Web Navigation Application Training

E-Business Services Enroliment Management More =>
Account Activity Quick View
Account-Sub Account-  Total Total Total
Fiscal Year Allocated  Expended  Encumbered  Balance
There are no accounts assigned at this time.
“ALL quired
Account: Y add
Sub- Account: J Delete

& Employee Directory
The online directory provides the ability to search for employees in the SUNY

Campus Directories

SUNY Campus Directories

Enter one or more search criteria

@® Begins with ) Conlains

Clear Form

pen in & new window)

Welcome WALSHJ
28210 - New Paliz, 2/6/15

My Profils (-)
Configure initisl web secess
My Tooks {-)

SUNY Cnline Directory

My Links ()

Bl
HR portal
Reports

(edit)

VRN

e C(lick on the Business Intelligence tab.

<+ SUNY SECURE

o

-]

Portal Home  Sign Off
~ S Fixed Ad Hoo Quick Business Transition
M Reparts. Reports Finance Intelligence Notice
N ( Fixed Reports Menu Fixed Reports Details
S ¥ +1Expand Al (-} Collapse Al Accounting Reports
= Accounting Reports (+) SUNY NEW PALTZ

Budget Reports (+)

Course and Section Analysis (+)
Human Resources (+)

PEDS HR Reports (+)
nstitutional Research (+)
University-Wide Personnel (+)
RRC Data Download Center (+)
Student Data File (+]

Tax ReliefAct {+)

+ Expand all = Collapse all

Academic Programs

Graduate Programs

Undergraduate Programs
Finance

SMRT - SUNY

Management Resource
Tool
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:: Daily Batch Control List

This report name has no reports at this time

:: CER Reports
s _F1314_JAN15 pdf
s> _F1415 DEC14.pdf
s> _F1314 DEC14.pdf
s> _F1415 JAN15 odf
:: Campus Managerial Reporting System
s> _WEEKLY D121114 pdf
EKLY D121114.txt
> EKLY_ 0122414 pdf
EKLY_ 0122414 txt

= EKLY_D013015 pdf

Date
02/04/2015
01/05/2015
01/05/2015
02/04/2015

Date
12/15/2014
12/15/2014
12/29/2014
12/29/2014
02/02/2015

@G Reports €


http://www.suny.edu/analytics/

e C(lick on the Dashboards box, which will take you directly into BI.

< SUNY SECURE

SMaRT

Porlal Home

~/ 5 Fixed Ad Hoe Quick Business Transition
M Reports Reports Finance Intelligence Motice
<5 ( R Business Intelligence
& T SUNY Business Intelligence If§tiative (SBII)

rational decision-making at the campuses and System Administration by making information available in a timely, consistent and

Qur Mission is to facilitate strategic and of
through excellence in business intelligence practices, striving to be a leader among higher education institutions

mission-driven manner. This is accomplish
Expand all E Collapse all P

Vision
. The SUNY Business Intelligence Initiative (SBIfvorks to create an atmosphere where decision makers at all levels, including front-line academic units to senior management,
Academic Programs are empowered with the information they need td§gnalyze and manage their administrative tasks related to information.
Graduate Programs The SUNY Business Intelligence Initiative (SBII) as a knowledge resource in the areas of data warehousing and business intelligence for the University. We maintain
Undergraduate Programs | knowledge of trends and new techniques to adapt est of these for the University environment.
=1 = Training & , SBIl Communit,
Finance Dashboards @ Getting Started Guide &D Space Y

SMRT - SUNY

Option 3: Set-up access directly (one-click) to BI on the portal homepage.
e Logon to the SUNY employee portal. To find the SUNY employee portal, go to
https://www.suny.edu/ , scroll to the last section of the page, and select “SUNY
Portal” in the third column of links.
e C(lick edit in “My Links.”

"~ SUNY SECURE

mployee Services Portal

. a — _ . Welcome WALSHJ &
& Academic Services Business Systems Applications E-Business Services Enrollment Manage More >> 28210 - New Paliz, 2i6i15

My Profile (-}

Configure initial web access

Academic Program Campus View Account Activity Quick View
Data Transfer System (DTS) - Course

Account-Sub Account-  Total Total Total
Data Transfer System (DTS) - Deqgree Fiscal Year Allocated Expended Encumbered Balance
Data Transfer System (DTS) - Financial Aid There are no accounts assigned at this time. My Links (1) (edit)
Data Transfer System (DTS) - NY-Alert “ALL Fisids are Required Bl
Data Transfer System (DTS) - Section N ; § g_?@

ctount ( eports

Data Transfer System (DTS) - Student Revenue ub IE . Add
Data Transfer System (DTS) Student - Account - petete

e Type the following address in the URL box: https://www.suny.edu/analytics
e Type “BI Sign-on” in the Displayed Description box.

< SUNY SECURE

Hama Personal Links Administration

A ¥
Your Current Links: 4= Add an Link:

To delete & link, click the checkbox next to the link you would like fo delete, and then click the “Delete” butfon.

URL
‘Impu‘ﬂ‘.'.'ww suny edu/analytics |

[ BI - https:/fwww suny edufanalyticsisaw dll?bieehome

Displayed Description
[ HR portal - https:#www2 sysadm.suny.edu/hrportall ‘B\ i a |
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https://www.suny.edu/
https://www.suny.edu/analytics

e This will create a shortcut you can use to log into Bl under “My Links” in your
SUNY Portal.

+  SUNY SECURE

Employee Services Portal L1 0 8

A . > . > Welcome CHALLENB 5
& Business Systems Applications E-Business Services Enroliment Mar Specialty Web Mol >> 28150 - Brockport, 9/20116
My Profile (-}
. Confiqure initisl web access
Finance & Management System Announcement Account Activity Quick View 7o
Form1 Submission IS
Account-Sub Account- Total Total Total . .

Human Resource Systems Fiscal Year Allocated  Expended  Encumbered  Balance ZUNY Online Dirsctory

IDL Inguiry Form 50.00 $8,30412  533,853.70 (342 A My Links () (edit)

JCOPE - Financial Statement Disclosure Filing (NYS Directory 35949700 35103560 s000 $5,461.40

8l

Services!
Revenue Projection Tool

A t: - Submit
SMRT - SUNY Management Resource Tool cooun - Add S
1 Sub- Account ) Delete Clear
Workflow

=1 Training/Presentation Materials & Employee Directory

Data Transfer System - SUNY Emergency Alert The online directory provides the ability to search for employees in the
Presentation Materials - Demonstrations - Documents SUNY Campus Directories

University Systems Strategic Business Plan SUNY Campus Directories

SUBOA Working Committee Status Meetings

Enter one or more search criteria.
Finance and Management

SMRT Training Document Last Name: ‘ |
Web/legacy Training Documents and Procedures
Finance Bl Training Template - Detailed First Name: ‘ |

Finance Bl Training Template - Basic
Finance Bl Transaction Inquiry Training Template

Beginswith O Contains
Institutional Research
Academic Programs Enterprise System (APES) Campus View (Results open in a new window)
Demonstration
Data Transfer System (DTS) Demonstration
Institutional Research SUNY Management Resource Tool (SMRT)
Demonstration
SUMY Business Intelligence Initiative (SBII} Dashboard Basics
Training

Once in BI, every user should have access to the following dashboards:
¢ Financials — Account Summary
e Financials — End of Month
e Financials — Management Summary
¢ Financials — Payroll
¢ Financials — Reference

**Certain users may have access to additional dashboards and as SUNY develops new dashboards this general listing may
change.

e Contact the campus Security Administrator if you do not have this basic access.
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Accessing/Using the Account Summary Dashboard:

For most users, the Account Summary will be the main dashboard used. To find/use this
dashboard, follow these steps:

**[f a user has requested one-on-one Bl training, the Account Summary may have been selected to be the defanlt starting page.
The following two bullets may not be necessary.

e Access the BI Homepage. (This will look different for each user depending on your
level of access).

Business Intelligence

Create...

% Analysis and Interactive Reporting
Analysis | Dashboard Prompt

E Published Reporting
= Report Job

Actionable Intelligence
Action

Browse/Manage...
| AllContent v
@ My Analyses
@ My Reports

Get Started...

m Introduction to Oracle BI
@ Oracle B EE Documentation
@ Download BI Desktop Tools v
® Help Contents +
a

Oradle Technology Network

e C(lick on the Dashboards drop down menu and then click on

The Sute Lnersty.

DUsINEs> Iieinyer ice
o How ek

SUNY

Create...
Analysis and Interactive Reporting
Analysis | Dashboard Prompt
Published Reporting

Report Job

Actionable Intelligence
Action

Browse/Manage...
| All Content +
@ My Analyses
@ My Reports

Get Started...

a Introduction to Cracle BI
% Oracle BI EE Documentation
% Download BI Desktop Tools +
® Help Contents +

o,

lﬁ Oracle Technology Network

18

@ Recent

Dashboards

Expenditure Inquiry - Introduc...
B0 gpen | Morew

Others

% Class Practice 6
Open | Edit | Morew

Q\ Most Popular

FS5] Account Summary - Introduction
OOl open | Mores

5]

Class Practice §
Open | Edit | Morew

]
B
]

CMH_Practica_Assignment 7
Open | Edit | Morew

Accounting Journal - Expenditu...
Open | Edit | Morew

Recent
Dashboards
Expenditure Inquiry - Introduc...

Open | Morew

Class Practice 9
Open | Edit | Mare~

CMH_Practice_Assignment 7
Open | Edit | More~

Class Practice 6
Open | Edit | More~

Q\ Most Popular

Account Summary - Introduction

=1
&
=]

EEE"
@

COpen | Mores

Accounting Journal - Expenditu...
Open | Edit | Mores

Management Summary - Mana...

Open | Morew

CMH_Practica_Assignment 8
Open | Edit| Morew

B
Ef
B

CMH_Practica_Assignment &
Open | Edit| Morew

Class Practice 5
Open | Edit| Morew

‘Account Summary - Account S..
Open | Morew

Management Summary - Mana..

Open | Morew

Home | _alog | Favorites «

Management Summa

Open | More

CMH_Practice_Assignment
Open | Edit | More

CMH_Practice_Assignment
Open | Edit | Mare

Class Practice 5
Open | Edit | Mare~

Account Summary - Accour|
Open | Mare

Management Summary -

Open | Mare

My Dashboard - page 1
Open | Edit | More v

Class Practice 8
Open | Edit | More
Class Practice 7
Open | Edit | More
Class Practice 4
Open | Edit | More v

Management Summary - Intro..
Open | Morew

Transaction Inquiry - Introduct...
Open | Mare~

“Account Summary.’

>

Academic Programs
Archive SDF

cials
Account Summary
CF Project Analysis
Expenditure Inquiry
IFR Cash
Management Summary
Fayroll
Refersnce
State and DIFR Account List
Transaction Inguiry
Trends
Two Year Expand Comparisons
uman Resources

IRIS Submissions

[+ System Ad Instit

[= Training

Training
ransfer
Transfer Mobility




e Click on the Account Summary tab.

L]

ites v | Da ~ | B New~ | Signed I

Multiple Accounts Summary j Payroll Search j Open PO's j Actual Alloc/Exp/Enc j Pending Alloc/Exp/Enc | All Alloc/Exp/Enc =

Introduction
= Account Summary A
Account Summary Dashboard Page
Click on 2 tab above to select a dashboard page
L Account Summary — This page will allow the user to view Account Summary information by Account and Fiscal Year with the ability to drill down to the detail record level. Selections are provided
by Account Number, Fiscal Year, Campus, Sub Fund Group 2nd Reporting Levels. Entry of Account Number determines the selection list of Fiscal Years and campuses.
b Multiple Accounts Summary — This page has the same functionality as the preceding page except it allows multiple, explicit Account Numbers to be entered in the prompt. It will allow the user
to view Account Surmmary information by Accounts and Fiscal Year with the ability to drill down to the detail record level. Selections are provided by Account Number, Fiscal Year, Campus, Sub
Fund Group and Reporting Levels. Entry of Account Mumbers determines the selection list of Fiscal Years and campuses.
. Payroll Search - This page allows the user to view Payroll information by Account and Fiscal Year. Selections can also be made by Campus, Line Number, Employss Mame, Pay Period, Payroll
Agency, Subobject and Reporting Levels.
Open PQ’s — This page allows the user to view Open PO's. Selections are provided by Account Number, Fiscal year and Campus.
b Actual Alloc/Exp/Enc -This page will allow the user to view Actual Transactions by Transaction Category (Allocations, Expenditures, and Encumbrances). Selections are provided by Account
Number, Fiscal Year, Month, Campus, Cost Center, Transaction Date range, Charge Type, Sub Fund Group, Subobject Range, Sub Object Group, Vendor Name, Transaction Description, Transaction
Code, Document Number, Procurement Number, Reguisition Number, Check Number and Reporting Levels.
L Pending Alloc/Exp/Enc - This page will allow the user to view Pending Transactions by Transaction Category (Allocations, Expenditures, and Encumbrances). Selections are provided by Account
Number, Fiscal Year, Month, Campus, Cost Center, Pending Transaction Date range, Charge Type, Sub Fund Group, Subobject range, Object levels, Pending Vendor Description, Transaction Code,
Pending Procurement Number and Reporting Levels.
b All Alloc/Exp/Enc — This page will allow the user to view All Transactions by Transaction Category (Allocations, Expenditures, and Encumbrances). Selections are provided by Account Number,
Fiscal Year, Month, Campus, Transaction Date, Charge Type, Sub Fund Group, Subobject, Object levels, Transaction Desc, Transaction Code, Document Mumber, Procurement Number, Requisition
Number, Check Number and Reporting Levels.
= Tips and Tricks
Browser/Error Resolution
- Firefox is the desired browser
- If BI stops working dus to inactivity, hit F5 to refresh or dick the clockwise circular arrow at the top of the screen
- If you are experiencing problems, clear your browser cache before you do anything else v

e Click in the Account begins with box. The default will always be zeros. This keeps
the system from searching for account data when you first open the page:

As CHALLENB-Brockport

2@

Campus

Reporting Level 1 | — =5 )| Reporting Level 3 | - ®| Reporting Level 4

Sub Fund Group | —

¥ Reporting Level 5

=/ Account Summary

@ No Results

@ No Results

The specified criteria didn't result in any data. This is often caused by applying filters and/or selections that are too restrictive or that contain incorrect values. Please check your
Analysis Filters and try again. The filters currently being applied are shown below.

Account begins with 000000
and Fiscal Year is equal to 15-16

Analyze - Refresh
The specified criteria didn't result in any data. This is often caused by applying filters and/or selections that are too restrictive or that contain incorrect values. Please check your
Analysis Filters and try again. The filters currently being applied are shown below.

Fiscal Year is equal to 15-16
and Account begins with 000000

Analyze - Refresh
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e Type in the 6-digit account code.

o If you wish to look at a subaccount, you will need to input the 8-digit code
ie., 900760-01. A “dash” must be included before the subaccount’s last two
digits versus a space, period, etc.

o0 You may also select the drop-down (arrow) function and select an account.
You will only have access to your department accounts.

e Tab to Fiscal year. The default here is the current fiscal year, but this can be changed
via the drop-down (arrow) menu. The account number determines which fiscal years
are available.

e Enter does not work in BI. Instead, click the “APPLY” button to generate your

results.
Account bagins with 900760-45 > Fiscal Year (Blank for CF) 14-15 =l
Campus | —Select Vale— L=l cost Center Month Desc —Select Value— =l Sub Fund Group | -Select Vale— L=
Reporting Level 1 |-Select Valve-—- ®] Reporting Level 2 | —-Sefect Value-- | Reporting Level 3 | --Select Valie— > Reporting Level 4 | -Select Valve—- ®| Reporting Level 5 | --Select Vale— x| | Apply
There are three different views for the query results:
1) Summary by Major Object (default)
2) Summary by Object
3) Summary by Detailed Object (Suggested View)
Example - Account Summary default, Suzmary by Major Object
Account Summary om s ew CHALLENB-Brockport -
Introduction © Account Summary ' Multiple Accounts Summary | Payroll Search | Open FO's | Actual Alloc/Exp/Enc | Pending Alloc/Exp/Enc | Al Alloc/Exp/Enc =
El
Accourt begins withB6060L______ || Fical Year(B\ar\k forc[lEe s
Campus | —5alec =) Cost Center Month Desc |- =l Sub Fund Group | —5¢ =

I=| Reporting Level 4 | ~Soiect Vale— (x| Reporting Level 5 | 5

Reporting Level 1 |- aive— || Reporting Level 2 | - I=| Reporting Level 3|~

= Account Summary
|Account [Account Local Desc |cost Center [Account Manager
|860601 | ADMINISTRATION & MANAGEMENT M&O|28-315154-1R-15 | BDYD[R]CFITOJ‘W[LLIS|
Analyzs - Refrach - Frint - Export
Select View: | Summary by Major Object ™
|charge Agency Name [Major Cbject [Originating Agency [Allocation Total jiture Total [Pending di Encumbrance Total |Pending Enc ilable Balance [% Used
|Grand Total 637,092.00|  496,73334 0.00 77615 000 13958251 78
637,092.00|  496,733.34 0.00 77615 000 13958251 78
PSR Brockport 563,724.00 443,655.41 0.00 0.00 0.00 120,068.5% " Q
s Brockport 9,000.00 860.08 0.00 0.00 0.00 8,139.92 ©Q
oTPs Brockport 64,368.00 52,217.35 0.00 776,15 0.00 137400 82| Q)

Fiscal Year is aqual to 15-16
and Account. begins with 860601

Analyze - Refresh - Print - Export
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Example — Account Summary, Summary by Object

Account Summary CHALLENB-Brockport -

Introduction ‘Account Summary V\ M m Accounts Summary j P_aﬂ Search Open PO's mﬁﬂz I’Bljg &‘ME"[ M{ =

= Selections
Aceount begins withB80B0L ]| Fiscal Year (Blank for CF) m
Campus |- [¥)| cost Center Month Desc Sub Fund Group | —5 =]
Reporting Level 1 [*| Reporting Level 2 [#|| Reporting Level 3 ¥ Reporting Level 4 l*| Reporting Level 5
) Account Summary
| Account |Account Local Desc |cost Center | Account Manager
|860601 | ADMINISTRATION & MANAGEMENT M&Q |28-315154-1R-15 | BovnfRIorrofwuus\
‘Angivze - efresh - Print - Export
Select View: | Summary by Object hd
Charge Agency Name | Major Object | Object Originating Agency |Allocation Total | Expenditure Total | Pending Expenditure  Encumbrance T Available Balance | % Used
Grand Total 637,092.00  496,733.34 0.00 776.15 0.00 139,582.51| 78
Brockport Total 637,092.00  496,733.34 0.00 776.15 0.00 139,582.51| 78
Brockport PSR ‘PSR Non-Instructional |Brockport 563,724.00 443,655.41 0.00 0.00 0.00 120,068.59 =Q
PSR Total 563,724.00  443,655.41 0.00 0.00 0.00]  120,068.59 79
TS ‘TS Non-Instructional |Brackport 9,000.00 860.08 0.00 0.00 0.00 §,139.92 v Q
15 Total 9,000.00 860.08 0.00 0.00 0.00 8,139.92) 10
oTPs OTPs Brockport 54,368.00 47,141.23 0.00 776.15 0.00 16,450.62 »Q
Recharges Brockport 0.00 5,076.62 0.00 0.00 0.00 5,076.62 [+
OTPS Total 64,368.00 52,217.85 0.00 776.15 0.00 11,374.00] 82
Fiscal Year is equal to 15-16
and Account begins with 860601
Analyze -Refresh - Print - Export

Example — Account Summary, Summary by Detailed Object (Recommend this as the view you use.)

Account Summary
~f =
Immdl:hml ‘Account Summary V\ M Accounts Summary j m j (_IIE j Mﬂ& j ing ﬂ_nqm j_ﬂw@f&t B3
(=] Account Summary
‘Account|N:cuunt Logal Desc |Cnst Canter ‘Accnunt Manager |
850601 [ADMINISTRATION & MANAGEMENT MRO|28-315154-1R-15 | BOYD/RICTTO/WILLIS|
Analyze - Refresh - Print - Export
Select View: | Summary by Detailed Object v
(Charge Agency . - Originating Allocation Expenditure Pending Encumbrance Pending Available %
Name Object Detailed Object Agency Total Total Expenditurs Total Encumbrance Balance
Grand Total 637,092.00 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport Total 637,092.00 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport PSR Non- PSR Non-Instructional Brockport 563,724.00 422,315.85 0.00 0.00 0.00 141,408.15 75 o
Instructional
PSR Unassigned Brockport 0.00 21,339.56 0.00 0.00 0.00 -21,338.5% °
PSR N i Total 563,724.00 443,655.41 0.00 0.00 0.00 120,068.5% 79
TS Non-Instructional | TS Undergraduate Students |Brockport 4,000.00 0.00 0.00 0.00 0.00 4,000.00 o o
Other TS Non-Instructional  |Brockport 5,000.00 860.08 0.00 0.00 0.00 4,139.92 17 o
TS Non-Instructional Total 9,000.00 860.08 0.00 0.00 0.00 B,139.92 10
QaTPS Supplies Brockport 45,368.00 20,157.22 0.00 0.00 0.00 25,170.78 45 o
Travel Brockport 8,000.00 1,342.30 0.00 0.00 0.00 6,657.70 17 o
Contractual Brockport 10,000.00 22,573.07 0.00 776.15 0.00 -13,348.22 233 o
Equipment Brockport 1,000.00 3,028,654 0.00 0.00 0.00 202884 303 o
OTPS Total 64,368.00 47,141.23 0.00 776.15 0.00 16,450.62 74
Recharges Telephone Recharge Brockport 0.00 2,223.96 0.00 0.00 0.00 -2,223.96 °
Postage Recharge Brockport 0.00 162.21 0.00 0.00 0.00 -162.21 °
Central Dup & Print Brockport 0.00 1,480.45 0.00 0.00 0.00 -1,48045 o
Recharge
Automotive Recharge Brockport 0.00 1,210.00 0.00 0.00 0.00 -1,210.00 o
Recharges Total 0.00 5,076.62 0.00 0.00 0.00 -5,076.62
- ~
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To look at expenditure detail, click on any hyperlinked (blue) amount. (These represent drillable

tields.)

Account Summary

The menu below will pop-up.

1 o - = = =]
Introduction Amounlsummar{\‘\MnlmleAu:uﬂsSumm\{ Payltﬂsu'dl\[OmeDs\{ Actual \{ PaldngAllnc.lapiEnc\{ All Alloc/Exp/Enc B
=] Account Summary
Account| Account Local Desc \Cnst Center |N:count Manager
850501 | ADMINISTRATION & MANAGEMENT M&O ‘ 28-315154-1R-15 | BOYD/RIOTTO/WILLIS
Analyze - Refresh - Print - Export
Select View: | Summary by Detailed Object v
Charge Agency [ P Originating Allocation Expenditure Pending Encumbrance Pending Available %
Name i . e Agency Total otal Expenditurs Total Encumbrance Balance Used
Grand Total 637,092.00 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport Total 637,092.00 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport PSR Non- PSR Non-Instructional Brockport 563,724.00 422,315.85 0.00 0.00 0.00 141,408.15 73 Q
Instructicnal
PSR Unassigned Brockport 0.00 21,339.56 0.00 0.00 0.00 -21,339.56 o
PSR N Total 563,724.00 443,655.41 0.00 0.00 0.00 120,068.59 79
TS Mon-Instructional | TS Undergraduate Students |Brockport 4,000,00 0.00 0.00 0.00 0.00 4,000.00 [1] O
Other TS Mon-Instructional |Brockport 5,000.00 860.08 0.00 0.00 0.00 4,139.52 17 O
TS Non-Instructional Total 9,000.00 860.08 0.00 0.00 0.00 8§,139.92 10
QTPS Supplies Brockport 45,368.00 20,197.22 0.00 0.00 0.00 25,170.78 45 0
Travel Brockport 8,000.00 1,342.30 0.00 0.00 0.00 6,657.70 17 o
Contractual Brockport 10,000.00 Mo T 776.15 0.00 -13,349.22 233
e o QT %% Document Detail | [+ ]
Equipment Brockport 1,000.00 3,{ 8% Charge Type | 0.00 0.00 2,028.64| 303 °
OTPS Total ©64,368.00 47,141.23 0.00 776,15 0.00 16,450.62 74
Recharges Telephone Recharge Brockport 0.00 2,223.96 0.00 0.00 0.00 -2,223.96 °
Postage Recharge Brockport 0.00 162.21 0.00 0.00 0.00 -162.21 o
Central Dup & Print Brockport 0.00 1,480.45 0.00 0.00 0.00 -1,480.45 o
Recharge
Automotive Recharge Brockport 0.00 1,210.00 0.00 0.00 0.00 -1,210.00 o
Total 0.00 5,076.62 0.00 0.00 0.00 -5,076.62

Account Summary

e |

To see line-item expenditure detail, click “Document Detail”. The Document Detail will
appear. For Payroll (PSR & TS), click Payroll Info.
o Again, anytime lettering is in Blue, it is a drillable field, and you can review more

detail.

Campus Efé‘sad’“" T’a'sa““" Transaction Desc mb":”t Vendor Rﬁ‘“‘i‘:rme"t ﬁi‘,"““:ﬂ:‘m ﬁ':’f“"ljﬁr ‘A((ﬂunt Subobject | Amount
‘Grand Total 22,573.07
Brockport [08/29/2016 309A FEDERAL EXPRESS CORPORATION 7001047 FEDERAL EXPRESS 04806090 860601 [5601 24.38
CORPORATION
UNITED PARCEL SERVICE INC 7001046 UNITED PARCEL SERVICE INC 3250742 860601 | 5601 70.82
08{03/2016 30494 RICOH USA INC 7000783 RICOH USA INC 04751930 860601 |5136 196.73
08/05/2016 3044 VERIZON WIRELESS 7000483 VERIZON WIRELESS 3211450 860601 |5425 1,070.37
3193 USHERWOOD COPIER MAINT 1516 W205377 NO VENDOR. 860601 |5136 36.72
4TH QTR
07/21/2016 3044 UNIVERSITY OF ROCHESTER 7000316 UNIVERSITY OF ROCHESTER 009115 150277 3186343 860601 | 5881 97.50
UNIVERSITY OF ROCHESTER 009115 150277 3186343 860601 |5881 12.50
06/23/2016 3044 VERIZON WIRELESS VERIZON WIRELESS 860601 |5425 1.28
06/15/2016 | 304A RICOH USA INC RICOH USA INC 0091324 1503454 04612898 860801 |5136 277.23
05/27/2016 3048 UNITED PARCEL SERVICE INC UNITED PARCEL SERVICE INC 04574520 860601 | 5601 73.56
05/23/2016 3048 VERIZON WIRELESS VERIZON WIRELESS 3078591 860601 | 5425 1,086.12
05/13/2016 3044 VERIZON WIRELESS VERIZON WIRELESS 3074110 860601 | 5425 1,086.12
05/17/2016 __|304A UNIVERSITY OF ROCHESTER UNIVERSITY OF ROCHESTER. 008115 150277 04540110 | 860601 |5881 205.00
05/13/2016  |304A UNIVERSITY OF ROCHESTER UNIVERSITY OF ROCHESTER. 009115 150277 04533382 | 860601 |5881 12,50
UNIVERSITY OF ROCHESTER. 009115 150277 04533382 | 860601 |5881 32.50
05/03/2016  |304A NEW YORK STATE CANAL CORPORATI 5006518 NEW YORK STATE CANAL 04504051 | 860801 |5638 57.00
CORPORATL
05/02/2016  |319) USHERWOOD COPIER MAINT 15/15  |W099356 NG VENDOR. 360601 |5136 27.65
3RD QTR
04/28/2016 3191 IN DOOR SPECIALTIES INC WO043359 NG VENDOR 860601 |5250 1,457.50
04/25/2016 30498 VERIZON WIRELESS 5006332 VERIZON WIRELESS 3031668 860601 |5425 1,086.57
04/13/2016 __|304B PRITCHARD Z. 3. 5005958 PRITCHARD Z. 3. 3004520 350601 5850 106.25
04{08/2016 3044 VERIZON WIRELESS 5005768 VERIZON WIRELESS 3000574 860601 |5425 1,124.73
03/25/2016 3191 APPA BBT |WUL3CIS4 NO VENDOR 860601 | 5006 1,962.50
03/14/2016 3048 PRITCHARD Z. 3. |ECIC|5‘|33 PRITCHARD Z. J. 2958775 860601 | 5850 12.50
03/03/2016 3044 THE REMI GROUP LLC 5005432 THE REMI GROUP LLC 0090114 150922A 2953956 860601 |5136 276.15
02{25(2016 3190 USHERWOOD COPIER MAINT 15/16 W0O30504 NO VENDOR 860601 (5136 30.50
2ND QTR

TFqir b Rows1-26

Account Summary: Account Summary > Accounting Journal - Expenditure-1

Charge Agency Name is equal to { is in Brockport
and Transaction Category is equal to [ is in Expenditure
and Fiscal Year is equal to 15-16.
and Object is equal to / is in OTPS
and Detsiled Objact is squal to / is in Contractual
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e Clicking on Procurement Number takes you to the PO Summary in pop-up window.
O To exit this view, close the browser tab. This will take you back to the acconnt expenditure detail.

| P.Q. Summary |

*{ Document Information ]|

P.O. Number: 009115 Date : 07/23/2015
Document Status @ M Date Created: 2015-07-23 11:06:23.0
Encumbrance Total: $515.00 Created By: RWILSON
Qutstanding Amount: $0.00 Last Updated: 05/04/2016
“oucher Amount: $515,00 Updated By: SUPD_POST
Item Amount: §515.00 Recsiving Status
Requisition Mumbers: 150277 Last Receipt Date :
Comments: Budget Purchase Order : N
*{ Item Infoermation I
ltem & ltem Description Item Amt
Blanket crder for Occupational Medicine Services for pericd of 77115 thru 6/30/16, to include:
respirator fit tests, audi Hepatitis B vaccinations and titers, drug and alcohol testing.

1 *Please reference PO # on all invoices™ Vendor please provide a consclidated monthly bill for all $515.00
purchases or transactions made against this PO. Price per quote #150277 by Debbie Klein on
TI20M5. Uze: C Bazzie, Facilities & Planning, Env. Health, FO01 Commissary.

*[ Account Information I

Account Information Fizcal Year Sub-Object Amount
5606010000 2013 558810 $360.00
5709010000 2013 538810 $155.00

*{ Vendor Information |

“Wendor Mame: UNIVERSITY OF ROCHESTER

“endor Address Line: UNIVERSITY OF ROCHESTER GEMERAL ACCOUNTING

“endor Address Line 2= 910 GEMESEE ST. SUITE 200



Clicking on Document Number takes you to the Voucher Summary.

Account Summary

Account Summary: Account Summary > Accounting Journal - Expenditure-1

Campus Br:tr;sachun |‘CF:;r:achun |Tmnsa:h'un Desc mb"e'?m Vendor ;LD’C“WEMEM E?[\‘JI::EW ﬁ::ndljer Account ‘Subob]act Amount
Grand Total 22,573.07
Brockport [08/29/2016  [304A FEDERAL EXPRESS CORPORATION 7001047 FEDERAL EXPRESS 043060230 |860801 |5801 24,38
CORPORATION
UNITED PARCEL SERVICE INC 7001046 UNITED PARCEL SERVICE INC 3250742 860601 | 5601 70.82
08/09/2016 3044 RICOH USA INC 7000783 RICOH USA INC 04751930 860601 |5136 196.73
03/05/2016 3044 VERIZON WIRELESS 7000483 VERIZON WIRELESS 3211450 860601 |5425 1,070.37
319 USHERWOOD COPIER MAINT 15/16 W205377 NO VENDOR 860601 |5136 36.72
4TH QTR
07/21/2016 309A UNIVERSITY OF ROCHESTER 7000316 UNIVERSITY OF ROCHESTER 009115 150277 3186343 860601 | 5881 97.50
UNIVERSITY OF ROCHESTER 005115 150277 3186343 860601 | 5881 12.50
06/23/2016 304A VERIZON WIRELESS VERIZON WIRELESS 860601 | 5425 1.28
06/15/2016 3044 RICOH USA INC RICOH USA INC 0091334 1503454 04612899 860601 |5136 277.23
05/27/2016 3044 UNITED PARCEL SERVICE INC UNITED PARCEL SERVICE INC 04574520 860601 |5601 73.56
05/23/2016 3044 VERIZON WIRELESS VERIZON WIRELESS 3078591 860601 |5425 1,086.12
05/19/2016 3044 VERIZON WIRELESS VERIZON WIRELESS 3074110 860601 |5425 1,086.12
05/17/2016 3044 UNIVERSITY OF ROCHESTER UNIVERSITY OF ROCHESTER 009115 150277 04540110 860601 | 5881 205,00
05/13/2016 3044 UNIVERSITY OF ROCHESTER UNIVERSITY OF ROCHESTER 009115 150277 04533382 860601 | 5881 12,50
UNIVERSITY OF ROCHESTER 008115 150277 04533382 860601 | 5881 32.50
05/03/2016 304A NEW YORK STATE CANAL CORPORATI |6006519 NEW YORK STATE CANAL 04504051 860601 | 5638 57.00
CORPORATI
05/02/2016  |318) USHERWOOD COPIER MAINT 15/16  |W099356 NO VENDOR 860601 5136 7.5
3RD QTR
04/28/2016 319 1IN DOOR SPECIALTIES INC Wi043359 NO VENDOR 860601 | 5250 1,457.50
04/25/2016 3044 WERIZON WIRELESS VERIZON WIRELESS 3031668 860601 | 5425 1,086.57
04/13/2016 3048 PRITCHARD Z. J. PRITCHARD Z. J. 3004520 860601 | 5850 106.25
04{08/2016 304A VERIZON WIRELESS VERIZON WIRELESS 3000574 860601 | 5425 1,124.73
03/25/2016 318) APPA BBT NO VENDOR 860601 | 5006 1,962.50
03/14/2016 3048 PRITCHARD Z. 3. PRITCHARD Z. J. 2858775 860601 | 5850 12,50
03/09/2016 3044 THE REMI GROUP LLC THE REMI GROUP LLC 009011A 1504224 2853356 860601 |5136 276,15
02/25/2016 319 USHERWOOD COPIER MAINT 15/16 NO VENDOR 860601 |5136 30.50
2ND QTR
T B Rows1-26
Charge Agency Name is equal to / is in Brockport
and Transaction Category is equal to [ is in Expenditure
and Fiscal Year is equal to 15-16
and Object is equal to / is in OTPS.
and Detailed Objact is equal to / is in Contractual

Example - VVoucher Summary:
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To exit this view, close the browser tab. This will take you back to the account expenditure detail.

| Voucher Summary

% Document Information |

“oucher Mumber: 7000315

Total “foucher Armount: £195.00
tems Amount: $195.00
Funding Amount: £195.00
Invoice Amount: $195,00
Invoice Mumber(s). 00012004-00

Payee : UNIWVERSITY OF ROCHESTER

Document Status
Payment Date :
“oucher Created Date:
“Voucher Updated Date :
Created By:

Last Updated:

“Woucher Updated By:

Matched
072142016
D7 20/2016
OF/ 20/2016
MKEMSL
OF/26/2016

WoucherReconiliation

% Payee Information I

Payes Name: UNIVERSITY OF ROCHESTER

Payee Address Line: 801 Elmwood Avenue PO Box

Gheck: 3186343
City: Rochester Check Date: 07/26/2016
State: MY Check Amount: 195.0
Zip: 146420002
Country: USA
% Account Information I
Account # Fiscal Year Sub Object Amount

8506010000 2015 558810 597.50
8705010000 2015 558810 597.50

Invoice Information I

[ Irsmiee 2 | brsnice Miate Beraint Nate

RAIE Miate

| Inurnice Annosod




e C(licking on Requisition Number takes you to the Requisition Summary.

Account Summary

Campus Br:tr;sachun |‘CF:;r:achun |Tmnsa:h'un Desc mb"e'?m Vendor ;m£ME"t E?[\‘JI::EW ﬁ::ndljer Account ‘Subob]act Amount
Grand Total 22,573.07
Brockport [08/29/2016  [304A FEDERAL EXPRESS CORPORATION 7001047 FEDERAL EXPRESS 043060230 |860801 |5801 24,38
CORPORATION
UNITED PARCEL SERVICE INC 7001046 UNITED PARCEL SERVICE INC 3250742 860601 | 5601 70.82
08/09/2016 3044 RICOH USA INC 7000783 RICOH USA INC 04751930 860601 |5136 196.73
03/05/2016 3044 VERIZON WIRELESS 7000483 VERIZON WIRELESS 3211450 860601 |5425 1,070.37
319 USHERWOOD COPIER MAINT 15/16 W205377 NO VENDOR 860601 |5136 36.72
4TH QTR
07/21/2016 309A UNIVERSITY OF ROCHESTER 7000316 UNIVERSITY OF ROCHESTER 009115 150277 3186343 860601 | 5881 97.50
UNIVERSITY OF ROCHESTER 005115 150277 3186343 860601 | 5881 12.50
06/23/2016 304A VERIZON WIRELESS VERIZON WIRELESS 860601 | 5425 1.28
06/15/2016 3044 RICOH USA INC RICOH USA INC 0091334 1503454 04612899 860601 |5136 277.23
05/27/2016 3044 UNITED PARCEL SERVICE INC UNITED PARCEL SERVICE INC 04574520 860601 |5601 73.56
05/23/2016 3044 VERIZON WIRELESS VERIZON WIRELESS 3078591 860601 |5425 1,086.12
05/19/2016 3044 VERIZON WIRELESS VERIZON WIRELESS 3074110 860601 |5425 1,086.12
05/17/2016 3044 UNIVERSITY OF ROCHESTER UNIVERSITY OF ROCHESTER 009115 150277 04540110 860601 | 5881 205,00
05/13/2016 3044 UNIVERSITY OF ROCHESTER UNIVERSITY OF ROCHESTER 009115 150277 04533382 860601 | 5881 12,50
UNIVERSITY OF ROCHESTER 008115 150277 04533382 860601 | 5881 32.50
05/03/2016 304A NEW YORK STATE CANAL CORPORATI |6006519 NEW YORK STATE CANAL 04504051 860601 | 5638 57.00
CORPORATI
05/02/2016  |318) USHERWOOD COPIER MAINT 15/16  |W099356 NO VENDOR 860601 5136 7.5
3RD QTR
04/28/2016 319 1IN DOOR SPECIALTIES INC Wi043359 NO VENDOR 860601 | 5250 1,457.50
04/25/2016 3044 WERIZON WIRELESS VERIZON WIRELESS 3031668 860601 | 5425 1,086.57
04/13/2016 3048 PRITCHARD Z. J. PRITCHARD Z. J. 3004520 860601 | 5850 106.25
04{08/2016 304A VERIZON WIRELESS VERIZON WIRELESS 3000574 860601 | 5425 1,124.73
03/25/2016 318) APPA BBT NO VENDOR 860601 | 5006 1,962.50
03/14/2016 3048 PRITCHARD Z. 3. PRITCHARD Z. J. 2858775 860601 | 5850 12,50
03/09/2016 3044 THE REMI GROUP LLC THE REMI GROUP LLC 009011A 1504224 2853356 860601 |5136 276,15
02/25/2016 319 USHERWOOD COPIER MAINT 15/16 NO VENDOR 860601 |5136 30.50
2ND QTR
T B Rows1-26
Charge Agency Name is equal to / is in Brockport
and Transaction Category is equal to [ is in Expenditure
and Fiscal Year is equal to 15-16
and Object is equal to / is in OTPS.
and Detailed Objact is equal to / is in Contractual

Account Summary: Account Summary > Accounting Journal - Expenditure-1

Example - Reguisition Summary:
o T exit this view, close the browser tab. This will take you back to the account expenditure detail.

| Requisition Summary |

~| Document Information I

Requisition Mumber: 150277
Date - 07/23/2015
Date Created: 07,/23/2015
Last Updated: 08/04/2016
Created By: RWILSOMN
Updated By: SUPO_POST
Total Total: §515.00
Document Status - Matched
“oucher Amount: §515.00
Budget Requisition - N
Comments:

~| Item Information I

Item & tem Description Item Amt

Blanket order for Occupational Medicine Services for period of 7/1/15 thru 6/30/M1 6, to include:
respirator fit tests, audicgrams, Hepatitis B vaccinations and titers, drug and alcohol testing.

1 **Please reference PO # on all invoices™™ YWendor please provide a consolidated monthily bill for all $515.00
purchases or transactions made against this PO. Price per guote #150277 by Debbie Klein on
TI20M5. Use: C.Bazzie, Facilities & Planning, Env. Health, FO01 Commissary.

~| Account Information I

Account Information Fiscal Year Sub-Object Amount
8606010000 2015 558810 $360.00
8709010000 20135 558810 $155.00

~| Vendor Information I

“endor Mame: UNMNERSITY OF ROCHESTER

“endor Address Line: UNMNERSITY OF ROCHESTER GEMERAL ACCOUNTING
“endor Address Line 2. 910 GEMESEE ST. SUITE 200

Gty ROCHESTER

State: L

Zip: 14611

Country: USA
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To return to the previous page, always click return, or use the navigation bar at the bottom of the
page. Do NOT use the back button on the browser to return to last page. It will cause an error and
you will need to log back in.

Account Summary
2z JRSERIEES
Grand Total & 22,573.07| 4,
Brockport |08/29/2016 | 304A FEDERAL EXPRESS CORPORAT] 7001047 FEDERAL EXPRESS / 04805090 |860801 |5601 2438
CORPORATION
UNITED PARCEL SERVICE I 7001046 UNITED PARCEL SERVICE INC I 3250742 860601 | 5601 70.82
08/09/2016 3048 RICOH USA INC 7000783 RICOH USA INC 04751930 860601 5136 196.73
03/05/2016  |304A VERIZON WIRELESS 7000483 VERIZON WIRELESS 3211450 |B6050L 5425 1,070.37
319) USHERWOOD COPIERJAINT 15/16 | W205377 NO VENDOR 360601 5136 3672
4TH QTR
07/21/2016  |3044 UNIVERSITY OF TIEFFER 7000316 UNIVERSITY OF ROCI 005115 (50277 N 5185343 860601 (5681 [1187.50,
7000317 UNIVERSITY OF ER 000115 150077 3186343 860501 5881 12.50
06/23/2016 3048 860601 |5425 1.28
06/15/2016 3048 0091324 1503454 04612899 860601 5136 277.23
05/27/2016 |304A 04574520 |B6050L | 5601 73.56
05/23/2016 304A 3078591 860601 | 5425 1,086.12
05/19/2016 __|304A 3074110 |86060L 5425 1,086.12
05/17/2016 __|304A UNIVZRSITY OF ROCHESTER 009115 150277 04540110 | B6060L | 5681 205.00
05/13/2016  |304A UNJJERSITY OF ROCHESTER 009115 150277 04533382 | 860501 | 5881 12.50
008115 150277 04533382 860601 |5881 32.50
05/03/2016 3048 FW YORK STATE CANAL CORPORATI ﬁﬂﬂﬁSlQ/ NEW YORK STATE CANAL 04504051 860601 5638 57.00
CORPORATL
05/02/2016 319) I USHERWOOD COPIER MAINT 15/16 NO VENDOR 860601 5136 27.65
3RD QTR
04/28/2016 3190 ) |IN DDOR SPECIALTIES INC NO VENDOR 360801 5230 1,457.50
04/25/2016 3048 l VERIZON WIRELESS VERIZON WIRELESS 3031668 860601 | 5425 1,086.57
04/13/2006 3045 4 PRITCHARD Z. J. PRITCHARD Z. . 3004520 |B6050L | 5690 106.25
04/08/2016 __|304g80 VERIZON WIRELESS y 4 VERIZON WIRELESS 3000574 |B6050L | 5425 1,124.73
03/25/2016 |3 APPA BET Wo13064 NO VENDOR 360601 | 5006 1,962.50
03/14/2016 B PRITCHARD 2. J. l 5005483 PRITCHARD Z. 1. 2958775 860601 | 5830 12.50
03/03/2016 A THE REMI GROUP LLC 5005432 THE REMI GROUP LLC 0030114 1504228 2953956 |B6050L 5136 276.15
02/26/2016 A 319) USHERWOOD COPIERMMAINT 15/16 | WD30504 NO VENDOR 860601 5136 3050
IND QTR
b5 Rows1-26
Charge Agency Name is equal to / is in Brockport
and Transaction Category is equal to [ is in Expenditure
and Fiscal Year is equal to 15-16
and Object is equal ta / is in OTPS
and Detailed Ohject is equal to / is in Contractual
and Account begins with 860601
and Originating Agency is equal to | is in Brockport
Retum - Analyze - Refresh - Pri - Create Bookmark Link M

Account Summary: Account Summeary > Accounting Journal - Expenditure-1
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To save information on the Account Summary dashboard or on the new dashboards that come up
by clicking on a drillable field, you can use the print button.

Signed In As CHALLENB-Brock;

Y \[\Mmmmm

[4

Account begins with[860601 x| Fiscal Year (Blank for CF)

=] Cost Center Month Desc [

(EST.
|

Campus | —Sefec - *| Sub Fund Group | —Selsct

Reporting Level 1 [ x| Reporting Level 2 |-

=l Reporting Level 3 | —

>l Reporting Level 4 | —5 >l Reporting Level 5 | —

[=] Account Summary ‘

|Account|N:cDunt Local De‘ |Cnst Center \Acccunt Manager \
|8s0601 | ADMINISTRATIONYg MANAGEMENT M&O | 28-315154-1R-15 | BOYD/RIOTTOYWILLLS |
lyze - Refresh - Print - Export

Select = | Summary by Object e

Charge Agency Name|MajDr Object|0bject |0r1'qinating Agency | Allocation T Expenditurs Total | Pending Expenditure | Encumbrance Total |Pending Encumbrance | Available Balance | % Usad
Grand Total 637,092 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport Total 637,092.00° 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport PSR |PSR Nen-Instructional [Brockport 563,724.00 443,655.41 0.00 0.00 0.00 120,068.59 79 o
PSR Total 563,724.00 ‘ 443,655.41 0.00 0.00 0.00 120,068.59 79
s |TS Non-Instructional |Brcckport 9,000.00 \ 860,08 0.00 0.00 0.00 8,139.92 uQ
TS Total 9,000.00 ‘ 860.08 0.00 0.00 0.00 8,139.92 10
QTPS OTPS Brockport 64,368.00 \4?,141.23 0.00 776.15 0.00 16,450.62 74 o
Rechargas Brockport 0.00 ‘, 076.62 0.00 0.00 0.00 -5,076.62 °
OTPS Total 64,368.00 5?*17.85 0.00 776.15 0.00 11,374.00 82

Fiscal Y Printablz POF
and Account Printable HTML

Analyze - Refresh - Print - Export
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NOTE: If you use the print option within the dashboard, you will not get all information; only the
section of the dashboard directly above the print button will print. A better option is to use the
dropdown menu at the top of the dashboard (3 lines next to question mark). Choose Print and then
Printable PDF.

s E new

Account Summary

Introduction munlsumn\anv\"ulﬁhmmmm j Payroll Szarch jOpenPO's j Actual Alloc/Exp/Enc | Pending Alloc/Es

Printable PDF

[Fselections Printable HTML
= e
Account begins with(860601 x| Fiscal Year (Elank for CF) [15-16 =
Campus =] cost Center Month Desc [~ | >/ sub Fund Group [

Reporting Level 1

[=l| Reporting Level 3 - = Reporting Level 4 -

Signed In A= “SWAL1 END) Brockport

&l

[ Exportto Excel

W) Refresh
Create Bookmark Link
Create Prompted Link

Apply Saved Customization »
Save Current Customization... |
Edit Saved Customizations...
Clear My Customization

=] Account Summary

Account |Account Local Desc \Oosl Center |Acoount Manager
860601 |ADMINISTRATION & MANAGEMENT M&O ‘25—315154—1R-IE |BOYD,’RIOTI'O/WILL[S
Analvze - Refresh - Print - Export

Select View: [ Summary by Object ~

Charge Agency Name | Major Object | Object QOriginating Agency  Allocation Total | Expenditure Total | Pending Expenditure | Encumbrance Total | Pending Encumbrance | Available Balance | % Used
Grand Total 637,092.00 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport Total 637,092.00 496,733.34 0.00 776.15 0.00 139,582.51 78
Brockport PSR ‘PSR Non-Instructional | Brockport 563,724.00 443,655.41 0.00 0.00 0.00 120,068.55 73 o
PSR Total 563,724.00 443,655.41 0.00 0.00 0.00 120,068.59 79
T= ‘TS Nen-Instructional ‘Brudq)urt 9,000.00 860.08 0.00 0.00 0.00 8,139.52 10 o
TS Total 9,000.00 860.08 0.00 0.00 0.00 8,139.92 10
aTPs aTPs Brockport 64,368.00 47,141.23 0.00 776.15 0.00 16,450.62 74 o
Recharges Brockport 0.00 5,076.62 0.00 0.00 0.00 -5,076.62 °
OTPS Total 64,368.00 52,217.85 0.00 776.15 0.00 11,374.00 82

Fiscal Year is equal to 15-16
and Account begins with 860601

Analyze - Refresh - Print - Export

Another option is to Export the data. This can be done through either the Export link at the bottom
of the query or through the dropdown menu found at the top of the dashboard.
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Brockport

Sub Fund Group | —
Reporting Level L

x|l Reporting Level 3 | Reporting Lavel 4

| Reporting Level 5| —

=] Account Summary

[Account [Account Local Desc [Cost Center [Account Manager
860601 |ADMINISTRATION & MANAGEMENT M&0 |28-315154-1R-15 | Bovn/morro;wuus|

Anslyze -Refresh - Frint - Export

Select View: [ Summary by Object v

Charge Agency Name | Maior Object [Object ‘Agency |Allocation Total | Expenditure Total | Pending Expenditure [Encumbrance Total |Pending Er ilzble Balance % Used
Grand Total 637,092.00  496,733.34 0.00 77615 0.00| 13958251 78
Brockport Total 637,092.00  496,733.34 0.00 77615 0.00| 13958251 78
Brockport =3 |PSR Nnn-Insh'uttinna\‘Emd(pnrt 563,724.00 443,655.41 0.00 0.00 0.00 200658 75| Q)
PSR Total 63,724.00  443,655.41 0.00 0.00 0.00| 12006859 79
Ts |rs Nen-Instructional ‘Bmd:pnrt ,000.00 36008 0.00 0.00 0.00 ses  10/Q
TS Total 2,000.00 860.08 0.00 0.00 0.00 8139.92 10
otes oTes Brockport 54,3 47,141.23 0.00 77615 0.00 e Q)
Recharges Brackport 0.00 5,076.62 % PDF 0.00 0.00 -5,076.62 Q
Excel >
OTPS Total 64,368.00 217.85| | it 77815 0.00| 1137400 82
Fiscal Year B [@ weeb Archive (mht)
and Account begi [ oaa >
Analvze -Refresh - Print - Export




e Several options exist for export including PDF, Excel, Powerpoint, data (includes CSV, Tab
Delimited, or XML). **If you would like to keep all formating, use Exccel, if you want data only, use
CSV format.

What’s an easy way to access my account without going through all these steps
each time I log-in?
e Once you’ve displayed your account the way you want to see it, it is possible to save your
view settings.
e C(lick on the dropdown menu in the right-hand corner next to the question mark.
e Select “Save Current Customization.”

Account Summary Home | Catalo Fawt ¢ | Dashboards~ | I Mew~ | Signed In As CriPaENE Brockport +
E— - - =
Introduction ©  Account 1 Multiple Accounts Summary | Fayroll Ssarch | Open PO | Alloc/Exp/Enc | Pending Alloc/Exp/Enc | All Alloc/Exp/Enc =
&l Print >
=l selections | Export to Excel .
Refresh
B — T — e ® el
Campus | —5&/ =l Cost Center Month Desc [—= =] Sub Fund Group | —Sele = Create Promptad Link

Reporting Level 1 | —Select Vale— =il Reporting Level 2 | —5¢ fue— =l Reporting Level 3 | —Select Value— | Reporting Level 4 | —Sslect Apply Saved Customization »
Save Current Customization... [,
Edit Saved Customizations...

Clear My Customization

= Account Summary
Account |Account Local Desc \O:sl Center \Aﬁ:munt Manager
860601 | ADMINISTRATION & MANAGEMENT M&0 | 28-315154-1R-15 | BOYD/RIOTTO/WILLIS
Analvze - Refresh - Print - Export
Select View: | Summary by Object ~
Charge Agency Name | Major Object [Object |Originating Agency |Allocation Total Total [Pending i umbrance Total | Pending Encumbrance | Available Balance | % Used
Grand Total 637,000.00  496,733.34 0.00 776.15 0.00 13958251 78
Brockport Total 637,092.00|  496,733.34 0.00 776.15 0.00 139,582.51| 78
Brockport PSR |PSR Nan-Instructional | Brockport 563,724.00 443,655.41 0.00 0.00 0.00 120,068.59 = Q
PSR Total 563,724.00  443,655.41 0.00 0.00 0.00 120,068.59 79
TS |TS Non-Instructional | Brockport 9,000.00 860.08 0.00 0.00 0.00 §,139.92 ©Q
TS Total 9,000.00 860.08 0.00 0.00 0.00 8,139.92) 10
oTes oTPs Brockport 64,368.00 47,141.23 0.00 776.15 0.00 16,450.62 Q@
Recharges Brockport 0.00 5,076.62 0.00 0.00 0.00 5,076.62 Q
OTPS Total 64,368.00 52,217.85 0.00 776.15 0.00 11,374.00] 82
Fiscal Year is equal to 15-16
and Account begins with 860601
Analyze - Refresh - Print - Export

e A box will appear for you to name your customization. Enter the name and click “OK.”

Sclections

we Current Customization [E)

Name [TEST | T
Save for (@) Me

Othars [ Sot Farmissions

1 make rhis my defaulr far this page

rein o || cances e

637,092.00 256,700.04 .00 0.00
PSR Total 563.724.00 3a3.655.41 0.00 0-00 0.00
TS Total 9,000.00 sc0.08 0.00 0.00 0.00
oTPs Total G4,568.0 ©.00 77645 ©.00
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To open a customized page, go to the account summary dashboard and click on the
dropdown menu.

o Click on “Apply Saved Customization.”

o Click on the name of the file you saved.

o Your customized settings should appear.

Account Summary

Home | Catalog | Favorites+ | Dashboards~ | I New . | Signed In As CHALLENB-Brockport -
b 5 o - =
Introduckion ©  Account . Muliple Accounts Summary | Payrall Search | Open PO's { Actual | Pending Alloc/Exp/Enc | All Allog/Exp/Enc =
e
§ b Prin >
=l Selections Export to Excel »
) Refresh
Account begins with|B60601 =/ Fiscal Year (Blank for CF) [15-16 =
count begins wit iscal Year (Blank for CF) Create Bookmark Link
Campus | —5= - - =

= Create Prompted Link

x| Reporting Level 4 —5= ‘Apply Saved Customization »
Save Current Customization... |,
Edit Saved Customizations...
Clear My Customization

=] Cost Center Month Desc [Sekct Valie— ]l Sub Fund Group |

L=/ Reporting Level 2 |~

Reporting Level 1 - sluie— 7] Reporting Level 3 |-

= Account Summary
Account [Account Local Desc [ Cost Center |Account Manager
860601 |ADM‘N‘§|‘RAT[ON 8 MANAGEMENT M&D‘ 28-315154-1R-15 |BQYD[R]Q'|TG]\NIU_IS
Analyze - Refresh - Print - Export
Select View: [Summary by Object v
Charge Agency Name|Major Object [Object [originating Agency |Allocation Total [E» Total |Pending Expenditure |Encumbrance Tatal |Pending vailable Balance | % Used
Grand Total 637,092.00|  496,733.34 0.00 776.15 0.00| 13958251 78
Brockport Total 637,092.00|  496,733.34 0.00 776.15 000 13958251 78
Brockport = PSR Non-Instructional |Em:kuurt 563,724.00 443,655.41 0.00 0.00 oo umgsss| 7| Q)
PSR Total 563,724.00|  443,655.41 0.00 0.00 000 12006859 79
s |rs Nen-Instructional |Em:kuurt 9,000.00 850.08 0.00 0.00 0.00 s 10 Q)
TS Total 9,000.00 860.08 0.00 0.00 0.00 8,139.92 10
oTes oTes Brackport 64,368.00 47,141.23 0.00 77615 0.00 6082 7 Q)
Recharges Brackport 0.00 507662 0.00 0.00 0.00 5,076.62 [+
OTPS Total 64,368.00 52,217.85 0.00 776.15 000 1137400 82

Fiscal Year is equal to 15-16
and Account begins with B60601

Analyze - Refresh - Print - Export

Account Summary Dashboard — Additional Information:

| DERCLIUNS

Account begins with 860720 | Fiscal Year (Blank for CF) 14-15 =

Campus | —-5efe *|| Cost Center Month Desc Valug-—- = Sub Fund Group | -5 e .d

Reporting Level 1 |--Select Value—- |®1 Reporting Level 2 | -Sefect Vale— ®l| Reporting Level 3 | -Sefect Vale—- ®|| Reporting Level 4 | -Select Vale—- ®| Reporting Level 5 |--Select Vale—- = | Apply

The dashboard parameters:
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Due to security setup Campus will automatically default to Brockport. Because of this, this

field can be left blank.

Cost Center Month Desc - By selecting a month in this field, you will get a point-in-time
snapshot for the selected account.

Sub Fund Group — Using this parameter you can choose all accounts under a specific funding

source.
o Revenue Offset Fund — state operating accounts.
o General IFR — state IFR accounts
o SUTRA — Summer accounts
o Dormitory Operations — Res Hall accounts



e Reporting Levels — These give different viewing options for the data based on the BI account

structure. Queries can be run on each level.

o To utilize reporting level alone, account number must be blank. Remove all zeros
from the account box or the query will not run. Choose the Reporting Level you
would like to see and click “apply.” All accounts related to this selection should
appear.

Account Summary & IFR account lookup —

BI Output:

) Account Summary

[Account _[Account Local Desc |Cost Center | Account Manager
1900163-02 | TECH FEE-BIOLOGY 28-315154-0R-21 | CUSHIAN (CORNELL/SIATS)

|Fm\ ‘Suhﬁmd ‘BeqmmnECashBa\ancz Revenue  [Fringe Benefit [Overhead [Maintenance [Prior Yr Disbursements  [Current Disbursements |Ending Cash Balance: ‘Pvmr‘(r(nmmhvanczﬁ Current Encumbrances ‘anqek:med (Overhead Accrued [Maintenance Accrued |Prior Yr Expenditures |Current Expendituref”'|Uncommitted Balance
Year |Group ) =) ) ) ©) o 3) ) © o () ) (8] © (5] =)
2122 lceneraite | 550000 -150000] 000 000 000) w00 000) Gom000 | 00 w00 v00] o0 000, 000 .| 500000
Anayze ~Refresh - Print -Export
Fiscal Year | Assessments Rate [i [Total
2 6.50% 0.00 0.00[ 000
Fringe Benefits _[6270% 0.00) 0.00[ 000
Maintenance OH | 8.50% 0.00 0.00[ 000
2122 Total 0.000.00
(Grand Total 0.000.00

[ch ame |Fiscal Year Viaor Object| T Total|Pending Expenditure Encumbrance
|Grand Total | 4,000.00 0.00] .00
|Brockport Total | 200000 0.00] 0.00|
[Brockport [or22 s [ 400000 a00] o0

Account begins vith 900168-02

‘and Fiscal Year i equal t0 21-22
‘and ("Cost Genter Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier”."

ded,, Comm. Projects Fund) or (*Charge Agency”"Campus” = Construction Fund)

The green circled item on the BI Screen is your actual cash balance. The orange circled item is

your allocation balance. Remember you need to have a dollar of allocation for evety dollar
of cash you want to spend.

Multiple Accounts Summary Dashboard:

This dashboard allows you to pick and view multiple accounts at once.

e Enter the desired accounts in the Account box (each account must be separated by a

semicolon.)

e Enter any other desired parameters and hit “Apply.”

Business Intelligence @ Advanced | Helpv | signout O
Home | Catalog | Favorites+ | Dashboards~ | [ New v | Signed In As CHALLENB-Brockport +
Introduction | Account Summary * Multiple Accounts Summary | Payroll Saarch { pen PO's | Actual Alloc/Exp/Enc | Pending Alloc/Exp/Enc | All Alloc/Exp/Enc =
El
Account B60601850625 || Fiscal YearL
Campus | —Select Valve—- ¥ Cost Center Month Desc L Sub Fund Group | —5efs 1=
Reporting Level 1 | —~5efect Value—- (X1 Reporting Level 2 | —Select Value—- x| Reporting Level 3 | —Select Value— x| Reporting Level 4 | —~Select Value— x| Reporting Level 5 |—Select Value— x| _Apply
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The result will summarize all accounts together:

Introduction | Account Summary *  Multiple Accounts Summary ' Payroll Search | Open PO's | Actual Alloc/Exp/Enc | Pending Alloc/Exp/Enc | All Alloc/Exp/Enc

=
=

Account (860801;860625  |>|  Fiscal Year (Blank for CF) [13-16 =l

Campus | —5e/s: ™| Cost Center Month Desc f Valte— Sub Fund Group |- =)

Reporting Level 1 |- ! Reporting Level 2 | — x| Reporting Level 3 ™| Reporting Level 4 | - ™| Reporting Level 5 | —% J5d|

(= Multiple Accounts Summary

Account | Account Local Desc Cost Center Account Manager
860601 |ADMINISTRATION & MANAGEMENT M&0 | 28-315154-1R-15 | BOYD/RIOTTO/WILLIS
860625 | GROUNDS MAINTENANCE 28-315154-1R-15 | BOYD/RIOTTO/WILLIS

Analyze - Refresh - Print - Export

Select View: | Summary by Major Object v

Charge Agency Name|Ma;'|nr Dhjact|0riginaﬁng Agency | Allocation Total | Expenditure Total | Pending Expenditure | Encumbrance Total | Pending Encumbrance | Available Balance | % Used

Grand Total 1,294,908.00 1,064,089.43 0.00 8,924.29 -8,148.14| 23004242 82
Brockport Total 1,294,908.00| 1,064,089.43 0.00 8,924.29 -8,148.14| 23004242 82
Brockport PSR Brockport 1,088,540.00 511,324.00 0.00 0.00 0.00 177,216.00 84

L3 Brockport 23,000.00 11,494.15 0.00 0.00 0.00 11,505.84 50

QaTPS Brockport 183,368.00 141,271.27 0.00 8,924.29 -8,148.14 41,320.58 77

0 Qe

Fiscal Year is equal to 15-16
and Account is equal to 860601, 860625

Analyze - Refresh - Print - Export

To get separated view of the accounts, you can add a column that includes account number.

e Right click on the first column of the results.
o Choose “Include Column.”
e Sclect “Account.”

Analyze - Refresh - Print - Export

Select View: | Summary by Major Object

Account Summary [ CHALLENB-Brockport|
Introduction 1 Account Summary © Multiple Accounts S \PaymllSem:h\{ Cpmm's\{ Adl.dAInql'Emem:\f PaﬁmMExijm\’ All Alloc/Exp/Enc EG
(=] Selections

account 80604860825 |l=|  Fiscal vear (lank: for CF) [§
Campus Sub Fund Group |- |hd|
Reporting Level 1 Reporting Level 3 | - >| Reporting Level 4 | - *| Reporting Level 5 | — = Ap
=l Multiple
Account | Account Local Desc ‘Cost Center Account Manager
860601 | ADMINISTRATION & MANAGEMENT M&0 | 28-315154-1R-15 | BOYD/RIOTTO/WILLIS
60625 | GROUNDS MAINTENANCE 28-315154-1R-15 |BOYD/RIOTTO/WILLIS

Charge Ag, &6 Sort Column N W\ocatlon Total | Expenditure Total | Pending Expenditure | Encumbrance Total | Pending Ency Available Balance | % Used
Grand Tol |1,294,908.00 1,064,089.43 0.00 8,924.29 -8,148.14 230,042.42 82
Keep Only » \[1,294,908.00] 1,064,089.43 0.00 8,924.29 -8,148.14|  230,042.42 82
Brockport Remove 4 1,088,540.00 911,324.00 0.00 0.00 0.00 177,216.00 84 o
Show Subtotal 4 \ 23,000.00 11,494.15 0.00 0.00 0.00 11,505.84 | Q
Show Row level Grand Total 3
Show Column level Grand Total  » y:,ssa.nu 141,271.27 0.00 8,924.29 -5,148.14 41,320.58 77 o
Exclude column v
Include column > Account & equal to 15-16
Hide Column Object fqual to 860601, 860625
Move Calumn___J 4 Object Sort gfresh - Print - Export
Detailed Object Sort
Detailed Object
Sub Fund Group
Pending Allocation
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New Resulting View:

Account Summary

| Irroducton | Account Summery " Multiple Accounts Summary | Payral Search | Open PO's | Actual Alloc/Exp/Ene | Pending Aloc/Exp/Enc “f| All Alloc/Exo/Ene 50

=]

Campus | -

Reporting Level 1

Account [360601;850625 > Fiscal Year (Slank for CF) [13-16 (b4

x| Cost Center Month Desc

r! Reporting Level 2

| Reporting Level 3 ™ Reporting Level 4 ™| Reporting Level 5 |- i 54|

= Multiple Accounts Summary

Account | Account Local Desc Cost Center Account Manager
860601 |ADMINISTRATION & MANAGEMENT M&0 | 28-315154-1R-15 | BOYD/RIOTTO/WILLIS
860625 | GROUNDS MAINTENANCE 28-315154-1R-15 | BOYD/RIOTTO/WILLIS

Analyze - Refresh - Print - Export

Select View: [ Summary by Major Chiect /|

Charge Agency Name |Account | Major Object | Originating Agency |Allocation Total [Expenditure Total | Pending Expenditure | Encumbrance Total [Pending Encumbrance | Available Balance | % Used
Grand Total 1,294,908.00 1,064,089.43 0.00 8,924.29 -8,148.14 230,042.42 82
t Total 1,294,908.00 | 1,064,089.43 0.00 8,924.29 -8,148.14 230,042.42 82
Brockport 860601 | PSR Brockport 563,724.00 443,655.41 0.00 0.00 0.00 120,068.59 79 0
TS Brockport 5,000.00 860.08 0.00 0.00 0.00 8,135.92 10 o
OTPS Brockport €4,368.00 52,217.85 0.00 776.15 0.00 11,374.00 82 o
860625 | PSR Brockport 524,816.00 467,668.59 0.00 0.00 0.00 57,147.41 89 o
TS Brockport 14,000.00 10,634.08 0.00 0.00 0.00 3,365.92 76 0
OTPS Brockport 115,000.00 89,053.42 0.00 8,148.14 -8,148.14 29,546.58 75 o
Fiscal Year is equal to 15-16

and Account is equal to 860601, 860625

Analyze - Refresh - Print - Export

To add totals to each account, right click on account column; choose “show subtotal.”
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Infroduction | Account Summary © Multiple Accounts Summary . Payroll Search | Open PO's || Actual Alloc/Exp/Enc |
= Select y 4
account [B80G0LB60625 _|v| Fiscal Year (Blank for /) [I516___ v

Campus | —Sefact Valt

lect Vall

Sub Fund Group | —

Reporting Level 1|~

Reporting Level 3 | 5= = Reporting Level 4| — Reporting Level 5| — L=

(= Multiple Accounts

Account |Account Local Desc Cost Center Account Managsy

860501 | ADMINISTRATION & MANAGEMENT M0 |28-315154-1R-15 | BOVD/RIOTTQ

860625 | GROUNDS MAINTENANCE 28-315154-1R-15 | BOYD/RIOT I WILLTS |
Aralyze - Refresh - Print - Bxport

Select View: [Summary by Major Object

Charge Agency Name |Account | Major Object|Originating Agency |Allocation Total |Expenditure Total | Pending Expenditure |Engfiibrance Total [Pending Encumbrance | Available Balance % Used

Grand Total 1,294,908.00| 1,064,089.43 0.00 8,924.29 -8,148.14)  230,04242| 82
Brockport Total 1,294,908.00 1,064,089.43 0.00 4" 892429 -8,148.14) 23004242 82
Brockport 860601 PSR Brockport 563,724.00 443,655.41 0.0 0.00 0.00 120,068.59 79

TS Brockport 9,000.00 860.08 0.00 0.00 8,139.92 10

oTPS Brockport 94 Sort Column N .00 776.15 0.00 11,374.00 82

©0e

PSR Brockport Keep Only >
TS Brockport Remave ’
. = Show Subtotal > None
irockno) Show Row level Grand Total > After Valuss
Keep Only Show Column level Grand Total  » Before Valuss
Ramave Exclude column A& the Beginning
Create Group... TInclude column N At the End
Create Calculated Item... Hide Column bort
Account B Move Column » |
< >




Choose how you want to see the results; in the example below, “after values” was selected:

Account Summary

Home | Catalog 5 . | Dashboards v | [ New janed In As CHALLENB-Brockport +
Introduction | _Account Summary  Multiple Accounts Summary (. Payroll Scarch | pen P0's | Actual Allog/Exp/Enc | Pending Alloc/ExpfEnc | All Alloc/Exp/Enc =

(- Selections

Account [860801;860625 ! Fiscal Year (Blank for CF) [15-16 =]
Campus |5 Cost Center Month Desc [-Seect Vabe— x| sub Fund Group B3]
Reporting Level 1 slue— |®1 Reporting Level 2 | —Select Value— @ Reporting Level 3 =l| Reporting Level 4 | —Sslsct Value— =l Reporting Level 5 | —Select Valus-- =
I Multiple Accounts Summary
Account | Account Local Desc Cost Center Account Manager
850601 | ADMINISTRATION & MANAGEMENT M&0 | 28-315154-1R-15 | BOYD/RIOTTO/WILLES
860625 |GROUNDS MAINTENANCE 28-315154-1R-15 | BOYD/RIOTTO/WILLIS

Analyze - Refresh - Print - Export

Select View: [ summary by Major Object v

Charge Agency Name |Account | Major Object | Originating Agency |Allocation Total |Expenditure Total | Pending Expenditure | Encumbrance Total [Pending Encumbrance | Available Balance | % Used
Grand Total 1,294,908.00 | 1,064,089.43 0.00 8,924.29 -8,148.14)  230,042.42| 82
Brockport Total 1,294,908.00 | 1,064,089.43 0.00 8,924.29 -8,148.14|  230,042.42| 82
Brockport 860601 | PSR Brockport 563,724.00 443,655.41 0.00 0.00 0.00 120,068.59 =Q
TS Brockport 9,000.00 350,08 0.00 0.00 0.00 3,139.82 0 Q
oTRS Brockport 64,368.00 52,217.85 0.00 776.15 0.00 11,374.00 2(Q
860601 Total 637,092.00|  496,733.34 0.00 776.15 0.00 13958251 78
860625 | PSR Brockport 524,816.00 467,668.59 0.00 0.00 0.00 57,147.41 =Q
TS Brockport 14,000.00 10,634.08 0.00 0.00 0.00 3,365.52 % Q@
oTPS Brockport 119,000.00 89,053.42 0.00 8,148.14 8,148.14 29,946.58 s Q
860625 Total 657,816.00|  567,356.09 0.00 8,148.14 -8,148.14 90,459.91| 86

Fiscal Year is equal to 15-16
and Account is egual to 860601, 860625

Analvze - Refresh - Print - Export

Everything you can do on the Account Summary Dashboard can be done on the Multiple Account
Summary Dashboard (drill down, set-up as customized dashboard, etc.). Follow the directions from

above under Account Summary.

Subtotals can also be a handy tool in the Transactions Dashboard under Transaction Inquiry.
Subtotals (found the same way as shown above here) can be found by the Transaction Code and
therefore will give a subtotal for each type of transaction.

Payroll Search Dashboard:

Account Summary Fome | Cataog | Favortes - | Dashboards | [t New - | Signed In As RKILLION-Brockport ~
Introduction | Account Suromary | Multiple Accounts Summary  Payroll Search | Actual Aloc Exp Enc | Pending Exp Enc | All Alloc Exp Enc =@

| other Information
0SC Earn Code Index — This file contains the payroll earn codes to descriptions provided by OSC.

| Selections

Account Re
begins with 000000-00 >

Fiscal Year s Res
w2 el - e

=
=]

[ CIR Ol

L

NYS EMPLID

lSect vae— x| (S Va2l poply | Resetv

This dashboard can be used to identify payroll transactions that have posted to an account. This can
be done by inputting an account number and hitting apply.

e Other queries can be run based on employee line number or employee name. This will
generate data specific to a single employee.
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e Another option is to run this query for a certain pay period. This can be done on its own or
in conjunction with an account number, line number, etc.

e The same is true for subobject. Subobject (codes for PSR, TS, STS) can be selected on its
own or can be run in conjunction with other available dashboard items.

Dashboard results will vary depending on the criterion selected. As with the other dashboards,

anything in blue font is drillable and more data is available if desired. Saving, printing, and exporting

options are all the same as in the Account Summary Dashboard above.

All Alloc Exp Enc Dashboard:
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e Many options are available to you on these dashboards.

e Selecting the “All” dashboard is inclusive of both pending and actual (posted) transactions.
The “Pending” and “Actual” dashboards only show the information corresponding to their
titles.

o The results generated by any of these dashboards are not drillable. If further detail is

needed, you will want to return to the Account Summary Dashboard.

Home | Catalog | Favorites v | Dashboards + | [ New + | Signed In As RKILLION-Brockport

Account Summary

Introduction | Account Summary | Multiple Accounts Summary | Payroll Search | Actual Alloc Exp Enc | Pending Exp Enc Al Alloc Exp Enc =X )

~ selections

i Sub Fund Group, Reporting Level 1
= =]

Acct # (999999-99)

begins it 000000 2 beg

‘Subobject Range Reporting Level 2
Between = el
Cost Center Major Object Reporting Level 3

Object Reporting Level 4.
= =

Detailed Object Reporting Level 5

| K1 O CU R CEE 1)

el _tpoly | Resetr |

For this dashboard, use the available selections to narrow the data to the results you want. You
can stay general (just account number and fiscal year) or be a little more specific and add other
criterion (account number, fiscal year, month, and major object). There are no limits to the
number of parameters you can set here. Just be careful to not select conflicting data (i.e., PSR
Major Object, a Subobject range that falls outside of this major object). Your query will not
work/will not be accurate if there are selections that are not in agreement.

e Saving, printing, and exporting options are all the same as in the Account Summary
Dashboard above.



Example of an All Alloc/ Exp/Enc Dashboard query using Account and Fiscal Year:

i] Account Summary ) ;i CHALLENB-Brockport
_\l_m)'jur_\lﬂm_\lL\l_"ﬂEn@_'ﬁE@ﬁ_ All Alloc/ Exp/ Enc 5@
Detailed Object T Desc Code Line Number Document Number Number isition Number Transaction Charge A
" =] contain any ~ = g~ ]l=|  begins with begins with begins with —
- = e = [ v =l [ = =
evel 2
Transaction Date | Transaction Desc Document Number | Transaction Code |Procurement Number | Requisition Number [ Account | Subobject | Allocation Amount |Expenditure Amount | Encumbrance Amount
***Grand Total*** 1,021,068.00 983,694.20 0.00
D8/24/2016 INC ALLOC FOR TS INSTRUCT EXP 1611 520025 |2410 510.00
D8/17/2016 GREECE SCHOOL DISTRICT 7000875 304A 520025 |5883 100.00
DB/16/2016 DSA JOURNAL TRANSFER FOR 15/16 W217431 3191 520025 |0400 2,300.00
1551 -2,300.00
D8/05/2016 #52941, 04, SCIFIONE FRMOLES 3181 520025 |2081 -500.00
2400 500.00
PR#15 CORR M. KRICKMIRE OB CODE W205458 3191 520025 |2089 700.00
2400 700,00
USHERWOOD COPIER MAINT 15/16 4TH QTR.|W205377 5181 520025 |5136 45.83
D8/04/2016 RALFHP. G. 7000633 3048 520025 |4204 100.00
D7/26/2016 #93993, 23, LEARY 9021 520025 |2699 34125
Worizs/2016 POSTAGE - JUNE 2016 W130774 5181 520025 |3400 9.20
TELECOM 6/16 W130779 5181 520025 |9300 236
D7/21/2016 | TELECOM 5/16 187188 3191 520025 |9300 384
H7/14/2016 COLIN GORDON 6006777 304A 520025 |5647 500.00
FAYROLL PRO6 0147841 3885 o 520025 |1700 180,40
0163032 3850 [ 520025 |0100 29134
0171821 3899 0 520025 |1903 1262
0199194 3896 0 520025 |0400 2,345.66
D7/13/2016 575P 520025 |0100 28657
0400 2,406.18
1700 -178.63
1503 -12.62
COLIN GORDON 6006777 304A 520025 |5647 -500.00
GG romios
i Analyze™ h - Print - Export v
I < >

NOTE: In any of the results, the double arrow means there is more data to be viewed. To view

this data, use the atrows located at the bottom of the screen or use the print/export options.

o Saving, printing, and exporting options are all the same as in the Account Summary
Dashboard above.



Accessing/Using the End of Month Dashboard:

e C(lick on the Dashboards drop down menu and then click on “End of Month.”

Home Home | Catalog | Favorite

@ Most Recent{Account Summary - Ac

My Dashboard
»| Academic Programs
»| Basic Student Charges

End of Month - Current 1z | Cohort Tracking
00 gpen | Horew >| Course

Create...
Account Summary - Account S Account Summary - Multiple A
an| =E]

S Published Reporting open | More~ Open Hore
5| reportJob

FEg] End of Honth - Introduction
[=T=]
{%} Actionable Intelligence open| Horew

Action

Recent
lysis and Interactive Reporting Dashboards
ysis | Dashboard Prompt

>/ Degree
») Enrollment
> Financial Aid
| Financials
T 0@ Account Summary
Budget
Accounting Journal - Expenditu expended details o gb Lin Cash Reporting
Open | Edit | Mare Open | Edit | Mare~ Gpen | Edit| T CF Project Analysis
[ ol Trnsacon Sy 1 Accounting Journal - Allocation-1 Accounting Journal - R ;”:;f ':"”"‘
) IFR Cas
Open | Edit | More~ Open | Edit | More~ Open | Edit | Morew Management Summary
Accounting Journal - Pending Accounting Journal - Encumbr g Nav Revenue Details from Fayroll
Open | Edit | Morew Open | Edit | Mare~ Gpen | Edit | Morew s“’(“';‘:":"tt .
3 Property Control
Reference
Q Most Popular Transaction Inquiry
@ o recommendations are currently available. Most Popular items wil be displayed here when results become avalable. Trends
[ Two Year Expend C
Download 1 Desktop Tools v 1o fear Bxpend Comparisons

(i@ uras
Voucher Inquiry

While there are multiple dashboard options here, a few will be most beneficial.

Current Account Summary EOM :

e This dashboard can be used to view a cumulative month end summary of a single account.
Search by account, month, and reporting levels. Note: this is an overview of information and
the data fields will not be drillable.

=nd of Month Home | Catalog | Favorites

Tntroduction  Current Account Summary EOM | Current IFR EOM Summary | Current Management EOM Summary | Snapshot Account Summary EOM | Snapshot IFR EOM Summary | Snapshot Management EOM Summary  Cash by Account EOM

>/ ALERT
Please note that Fringe. Admin Overhead, and Maintenance and Operations Encumbrances (i.e., IFR billings) are under development. the amounts reporting for these may be incorrect at this time. We will remove this message when the assessment encumbrances are reporting correu

| Selections

Account begins with|000000 x| *Fiscal Year [19-20 x| = Year Month (yyyymm) 201912 | campus =5

=] sub Fund Group (=52
Reporting Level 1 |—Seect Value— =l Reporting Level 2 [—Select Valve— | Reporting Level 3 [

| Reporting Level 4 | Reporting Level 5 [—Sekc

Apply | Reset .

e Saving, printing, and exporting options are all the same as in the Account Summary
Dashboard above.

Current Management EOM Summary

e This dashboard can be used to view a cumulative month end summary of multiple or all
accounts depending on the query. Search by Sub Fund Group, Majotr/Object/Detailed
Object or leave blank in order to run for all accounts and information. The XXXXX will
need to be removed from Sub Fund Group in order to run all accounts for all information.
This is an overview of information, the data fields will not be drillable.

End of Month

Home | Catalog | Favorites ~ | Dashboards ~ | Jif New v | Signed I

Introduction  Current Account Summary EOM  Current IFR EOM Summary  Current Management EOM Summary  Snapshot Account Summary EOM Snapshot IFR EOM Summary Snapshot Management EOM Summary  Cash by Account EOM

~/ Selections
= Fiscal Year [18:20 2] = Year Month (yyyymm) 201912 x| sub Fund Group D090 = wajor Object [=Seect =] object [ =Sefect Ve =] Detailed Object [=Felect Va =l campus Brockport =l account begins with=5=ct Valie~ x]
Reporting Level 1 [~5elect Value= =] Reporting Level 2 [=Select Value =l reporting Level 3 [=5elect Value =] Reporting Level 4| =Select Value— =] eporting Level 5 [=Select Value =

Apply | Reset~

I Current Management EOM Summary
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e Saving, printing, and exporting options are all the same as in the Account Summary

Dashboard above.

Cash by Account EOM :

e This dashboard can be used to view a cumulative available cash balance by IFR account.
Search by account. The data presented here will be an overview and is not drillable to access
detailed information.
endor onth
Introduction Current Account Summary EOM Current Management EOM Summary ‘Cash by Account EOM Snapshot Account Summary EOM Snapshot Management EOM Summary
¥! Selections
Account begins with/000000 | = Fiscal vear [21-22 =] = vear Month (yyvymm) 202204 =] campus [Brockport =l sub Fund Group =] 1R Restricted Flag [~Select Value =
Reportng tevel 1| ST A= =] reportng Level 2 FFE VA= =] eartingLevel s ST AE= =] meporing Level s "S5 VHGE= =] reparng Level s | SR B3]
Apply | Reset+

e Saving, printing, and exporting options are all the same as in the Account Summary
Dashboard above.

Accessing /Using the Management Summary Dashboard:

For some users, the Management Summary will be more useful than Account Summary. This
dashboard will show the details of all accounts (not summarized) for a reporting level.

Home

Home | Catalog | Favorites + | [kl | [ New + | Sioned In As CHALLENB-Brockport +

Most Recent{Account Summary - All Alloc/Exp/Enc)
Create... @ Recent My Dashbeard !
Academic Programs
o . - rogs
% Analysis and Interactive Reporting Dashboards ‘Archive SDF
Analysis | Dashboard Prompt: Account Summary - All Allac/E Account Summary - Open Cohort Tracking
ﬁf Published Reporting S0 open | Morew 900 open | Morew [ Course
B ReportJ0b Degree
Enroliment
¢ Actionable Intelligence Others =l Financials
s Action Class Practice 9 CMH_Practice_Assignmert: Account Summary
. @ CF Project Analysis
Open | Edit | More Open | Edit| Morew Gl
Browse/Manage... pen | ! pen | ! Expenditure Inquiry
| Al Contant % CMH_Practice_Assignment 7 CMH_Practice_Assignmert IFR Cash
@ My Analyses ‘Open | Edit | More~ Open | Edit | More~ Management Summary
(3 Pavroll
@8 My Reports Class Practice 6 Class Practice 5 Reference
Get Started... Open | Edit | Mores Open | Edit| Morew State and DIFR Account List
Transaction Inquiry
m Introduction to Oracle BI Q\ Most Popular Trends
Two Year Expend Comparisons
% Oracle B EE Documentation Account Summary - Introduction Account Summary - ACCOU 5 Human Resources
201 open | Morew S8 open | Morew Identity Mgmt
% Cownload BI Deskiop Tools v B Legislative Dat.
% Accounting Journal - Expanditu. Managament Summary - p::;:e::m“ 8
® Help Contents Open | Edit | Morew 08 open | Morew SIRIS Submissions
o System Administration Institutional Research
:ﬁ Oracle Technology Metwork E Training
Training
Transfer
Transfer Mobility

There are two options for dashboards here: Management Summary and Cash by Account Summary.
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Management Summary Home | Cotalog | Favorites | Dashboards + | I New - | Signed In As RKILLION-Brockport ~

Introd: Management Summary | Cath By Account Summary =@

| Management Summary

Management Summary Dashboard Page
Click on 2 tab above to select a dashboard page

Management Summary - This page wil allow the user to view Management Summary information by Account Number and Major Object. Selections are provided by Fiscal Year, Sub Fund Group, Object levels, Campus, Account Number and Reporting Levels

Cash by Account Summary - This page will llow the user to view IFR account Cash Balances by Fiscal Year and Reporting Levels 1-5 with the ability to drill down to the detail record level. Selections are provided by Fiscal Year, Sub Fund Group, Campus, Account Number, IFR Restricted Flag and Reporting Levels.

Management Summary -

The system will automatically default to XXXX in Sub Fund Group. This is to keep the query from
running before selections are made:

Management Summary Deshboerds [ Mew v | Signed In As CHALLENE-Brockpart +

I— tSummary | IFR Surmary -

- Selections “
Facal farr [t-16 | Sub Fund Group NXO0 =l Major Dot | -5 x| Otyect | -Gt Vnive- % Dbt Obfect | =St bnive— %) Compus Brockpot b .-’lx::unfD:;nsnithl

Remporting Level 1 | -~Ssiect Vb [*| Reporting Level 2 | —-Sniscf Vsfu=-- |[¥] Reporting Leved 3 | —~Ssfect alve— [¥| Reporting Level 4 |—-Sstecf Vabe— |¥] Reporting Level 5 | -Seiect Vb |¥ _ Agply || Resetv |

To run this query, you can either choose a sub-fund group (see page 30 for explanation) or just
uncheck the XXXX under sub-fund group. Other fields, such as Major Object (PSR, TS, etc.) and
Reporting Level can also be selected. It all depends on the results you are hoping to get.

K tew v | Signed In s CHALLENB-Brockport +

0]

Management Summary

| —y
Infroduction | Management Summary | IFR

|5 Selections h
Focal Vear 1506 %] Sub Fund NEM_;OO( - Object =l object =l Detiled Object [-5= Campus [Brockport [ Aecount beging with[=Seieer vaioe x|
Rzporting Level 1 | —Seinct Lok |w] Reporting /] 200000 e |w| Reparting Level 4 | Select Vinbs— | Rmporting Level Vislesz— | | gty || Reset
[ caliection Fung
[E Sammaary [ Dt Lanaing
) [] Ravenue Offsat
Mo Results [ zenerat P
The specified criteria didn't result in any data| LI SUTA and/or selections that are too restrictive or that contain incorrect values. Please check your Analysis Filters and try again. The filters currently being applied are
shown below. [ stzbiization Fung
[] Darmitary Operations
[Smarch.
Fexcal Yeor i mqual 1o 15-16

e Once all selections are made, click “Apply.”
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An example of results is included below.

e Different views are available. Click on the dropdown menu to explore options.
o “Rollup” views return 1 line for accounts that are subbed.

Management Summary HALLENB-Brockport «
 trodudion
= s, EQ
© Selections -~
Fiocsl veer [IF1E |iw| sutFung Group |Revenue Offs=t =l Major Object |- - = k- =] Campus | Brockport. =l Account begine with
Flsgorting Lavel 1 Reparting Level 2 x| reparting Levei 3 |- [ =
] Summary
Select View: | Menagement Summary Including Pending v
Management Summary Including Pending
Allacetion i Aveileble | Personal Service Reguler Temperery Servies Other Than Perznzl Servics
e | TEEED Total Total Balance Alocatizn = [Aveistle  [llocation Euailazle llocation B Ausilabie
|‘°‘°"“’“"t |"‘:'“"‘"t Lol ber Kagishic Tatal Tetal Total Balance. Total Total Tatal Balance Total Totst Total Eslanca
Grand Totsl 4492302  45732423|  -36,717,447| -4,532,375| 5910,236| 35,541,703 -35411,843| 5,780,375 044,439 3,664,003  -144,323) -2575,332 2,362,373 6,526,328 1,161,283 -7,727.418
(000¥00- [ACCOUNTING CONTROL 1n 0 -a6,228 a5,228 o 54,267 o 64,267 a 18,035 o -18039 o a 0 o
oo
196602 |EOC ACADEMIC 1= o 152,634 128,969 -23,664 [ 130,708 128,868 1740 a 18411 o -18.411 o 2513 [} 2513
DEPARTMENTS
156803 |EDC HSE TESTING 1= o 35,927 -22,913 -17,014 [ =33 22,513 =15 a 16,589 [ 16,585
19580+ [EOC SUSINESS AND WD 1R o 186,940 186,792 -2,148 [ 186,350 185752 1558 o 520 [} =90
o1 ITECH PaM
i o 35,843 -35,789 -4 o 32,841 38788 -4
156B0E- [EDC NAIL TECH i) o 31,352 -31,652 301 [ 31237 EH EH [ 115 450 =5
o1
196806~ |EOC COSMETOLOGY 1= o 66,682 -35,335 31,347 [ 35374 3533 40 a 30,667 o 30587 o ER 0 =0
02
155807~ |5.0.C-RESTALRANT o o az,701 -a7,083 618 o 50,247 27,737 13510 o 2545 -12.345 EYEn
o1
£0.C-RESTAURANT-F000 |18 o 4,488 [] -4,488 [ 2463 [} 4,438
ISERVICE
EOC LICENSED PRACTICAL |18 0 206,126 152,519 53,607 [ 152,953 -152,107) 46 a 52,561 o 52561 o 512 -2 200
URSING
155808~ |EDC NURSING ASSISTANT |12 o 35312 30,113 -5,198 o 30113 30,113 a [ 5138 o EEE
¢ ROGAAM
105E0E- [EDC SURGICAL TECHNICIAN 17 o 33,040 [] 33,040 [} 33,040 [ 3040
o
f o 3,253 ] -3,253 [ 3353 o 225
e} ] 58,231 -54,961 -3,270 [ 5.108 -54,551 348 [ 122 [ [EFT)
156E11 [EOC - ENROLLMENT i) o 1,404 [] -1.404 [ 1404 [} 1404
MANAGEMENT
196612 |EOC-SUNY OUTREACH 18 0 82,931 -82,298 632 [ 82,690 =) [ 1 [ N
155813 |0 C-REGISTRAR 1= ] a8,276 -a7,722 -353 [ 5.276 =53
15514 |EOC MARKETTNG/EMPLOVER 17 o 75,856 43,586 31970 [ = e ] T T EIC
RELATIONS
196615 |EOC ADMISSIONS 11 o 123,493 138,179 24,687 o 12493 24587
196816 |EOC CAREER SERVICES e o 102,308 100,805 -1,504 [ 102,112 1308 [ 155 [ T
166B17 [EDC EARLY CHILDHOOD i) o 34,965 30,113 -4,852 [ 218 K [} 454 [ 4845
[TRAINING
196615~ |E.O.C.-MAINTENANCE & 1= o 212,070 122,692 -89,378 [ =5 Rt o 115,076 = 38,258
o2 |oPERATIONS
156B16- |£.0.C-MBD UTILTTIES 1= o 75,042 -15,000 64,042 ] 73047 15000 54081
0z
156B15- |£.0.C-MAINTENANCE & 17 4,036,056 [] o| ao03s056 371128 [ o 3211788| 283242 o [ 26342 SELSEE a [} 551,526
£ |OPERATIONS
195615 |EOC-CENTRAL SERVICES 18 ] 127,307 o| -127,307 [ 127,307 [T
osmon_Isnrcsnmr s casere 1o n a1 32 4 axs ETETY] - B B EEET
Management Summary Home | Catalog | Favorites v
Infroduction | Management Summary | Cash By Account Summary
| Selections
Fiscal Year 2122 | Sub Fund Group (0000 =l Campus [Brockport =l Account begins with|—5elect Val x| 1FR Restricted Flag < Val =l

=] _Apply | Reset~

Reporting Level 1 =] Reporting Level 2 [=Select ¥ =] Reporting Level 3 =] Reporting Level 4 =l Reporting Level 5

ol oot b Arrraimt Cormmams

To run this query, you can either choose a sub-fund group (in this case you will want to select
General IFR or SUTRA) or just uncheck the XXXX under sub-fund group. Other fields, such as
Major Object (PSR, TS, etc.) and Reporting Level can also be selected. It all depends on the results
you are hoping to get.

Cash By Account Summary

Fiscal Year 2122 =] Sub Fund Group, =] Campus Brockport =] Account begins with|-

x| 1FR Restricted Flag |-
- | Reporting Level 4 ——Select Val

=] _apoly | Resets

Reporting Level 1 =l Regortin | Reporting Level 3 - =] Reporting Level 5

General IFR
SUTRA

[[) Domitory Spons
in't result in any data. This is often caused by applying filters and/or s§ (] ynanital Snans ™ | t00 restrictive or that contain incorrect values. Please check your analysis filters and selection steps, and try again. The filters or sele
4 »

5earch...

e Once all selections are made, click “Apply.”
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An example of results is included below.

e Different views are available. Click on the dropdown menu to explore options.
o The “Master” view does not display sub accounts.

Management Summary Home | Catalog | Favorites | Dashhoards

Tniroduction | Management Summary . Cash By Account Summary =

| Cash by Account Summary

Select a View: [Cash by <
el ets™ oy [ohuesendt [ohend frterce [0 () [ommenens) [ [N ) [Smeamasy [ [ty ety E s
] 24,145,166.7713,960,104.76 | -2,671,053.15 X X 6811,625.35  5,584,278.79. 750, 1,197,535. X . 227,289.
@T ﬂ o .00 00 0.0 0.0 00| o
[RELEASE TIME-INSTRUCTION 360,381.26 94,087.75 0.00] 0.00 0.00] 0.00 5,586.00 660,055.01 0.00 0.00 0.00 0.00] 0.00 n@‘ 0.00, 660,055.01
2122 ‘CHEM!STRVLABORATORVFEE 28,714.26 2027822 0.00] -1,310.60 1,915.48| 14,577.49 78671 30,402.20 0.00 4,110.00 0.00 79.96 116.86 0.00] 0.00] 26,095.38
‘Dnnnla 2122 ‘Egelr;vﬁxsmvmaanaamsz 0.00 0.00 0.00] 0.00 0.00 0.00 0.00 0.00, 0.00 0.00 0.00 0.00 0.00 0.00] 0.00, 0.00

SOoB B Rz

Fiscal Year is equal to 21-22
‘and Charge Agency Name s equal to Brockport

Accessing/Using the Payroll Dashboard:

e (Click on the Dashboards drop down menu and then cligk on “Payroll.”

Home s CHALLENB-Brockport
[I Wost Recent(account Summary - All Alloc/Exp/Enc)
Create. @ Recent My Dashbeard |

Analysis and Interactive Reporting Dashboards
Analysis | Dashboard Prompt Account Summary - Al Allo

E*— Published Reporting Open | Mare~
ﬁ Report Job [ Enrollment

Actionable Intelligence Others = Financials

Account Summary - Open

Open | More

Action Class Practice 9 - Account Summary
Open | Edit | Morew % CF Project Analysis

Browse/Manage... Expenditure Tnquiry

"] Al Content v CMH_Practice_Assignment 7 CMH_Practice_A IFR Cash

@ My Analysss Open | Edit | Morew Open| Edit | More~ Management Summary

My Reports Payroll

9 My Repo Class Practice 6 Class Practice 5 Reference

Get Started... Open | Edit| Morew Open | Edit | Morew State and DIFR Account List

Transaction Inquiry

m Introduction to Oracke B D\ Most Popular
@ Oracle BI EE Documentation
ﬁ Download BI Desktop Tools v
® Help Contents v

:ﬁ Oracle Technology Network

Two Year Expend Comparisons
ACcount SUMMArY - ACCOUN [ Human Resources

Open| Morev Identity Mgmt

Account summary - Introduction
Open | Morev

Accounting Joumal - Expenditu..
Open | Edit | Morew

Management Summary -
Qpen | Mare v

There are five options for dashboards here: Payroll Transaction Summary, Payroll Detail
Transactions, Payroll Detail Distribution, Distribution Discrepancies, Parking Services — NRA
Scholarships. The most commonly used are Payroll Transaction Summary and Payroll Detail
Transactions with details below.
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Payroll

Introduction | Payroll Transaction Summary | Payroll DetailTransactions | Payroll Detai Distribution ' Distribution Discrepancies | Parking Services - NRA Scholarships

| Payroll Dashboard

Payroll Dashboard Page
Click on 2 tzb above Eo select 2 dzshboard page

Payroll Transaction Summary - This page will allow the user to view payroll information by Account and Fiscal Year with the ability to drill down to the detail record level by indiidual. Selections are provided by Account Number, Fiscal Year, Campus, Sub Fund Group, Employes Name, NYS EMPL ID and Object Levels.

™ Payroll Detail Transactions - This page will allow the user to view detail level payroll information by individual payroll period, including Payroll Journals. Selections are provided by Account Number, Fiscal Year, Campus, Line Number, Employee Name, Pay Period Range, Payroll Agency Desc, Sub Fund Group, Distribution Code, NYS
EMPL ID, SubObject and Description, Object Levels, SubObject Range and Reporting Levels.

™ Payroll Detail Distribution - This page will allow the user to view detail level payroll information by individual payroll period, excluding Payroll Journals (repla ces UAR220C report). Selections are provided by Account Number, Cost Center, Fiscal Year, Campus, Line Number, Employee Name, Pay Period Range, Payroll Agency Desc, Sub
Fund Group, Distribution Code, NYS EMPL ID, SubObject and Description, Object Levels, SubObject Range and Reporting Levels.

Distribution Discrepancies - This page wil allow the user to view payroll distribution discrepancies between SUNY and OSC by pay period (replaces legacy report ZCP356R1 OSC/SUNY Dist. Discrepancies). Selections are provided by Fiscal Year, Campus, Pay Period, Pay Period Type, NYS EMPL ID, and Line Number.

parking Services - NRA Scholarships — This page will llow the user to view the Payroll Deductions for SUNY Parking Services and SUNY NRA Scholarships from February 2020 through the most recent data load. Selections are provided by Campus, Check Date, Month, Fiscal Year, Pay Period Number, Deduction Code and Deduction
Description.

Payroll Transaction Summary

e This dashboard can be used to generate payroll information by account number. Results
generate drillable lump sum salary payments by employee. Clicking on the lump sum
amount, will make an option for Expenditure by Line appear. Selecting this option will give
you the breakdown of that employee’s expense by payroll distribution code.

Payroll Transaction Summary Payroll Detail Transactions Payroll Detail Distribution Distribution Discrepancies Parking Services - NRA Scholarships

Account Campus Employee Name Major Object

begins with|000000-00 x| [Select Value— =] Select Value = [“select value— =l
Fiscal Year MNYS EMPL ID Object
2122 ]| x| [-Select value— =l [Select value— =l

Detailed Object

—Select Value— = Apply Reset v

Payroll Detail Transactions :

e This dashboard provides more options than the previous for querying data. Results are not
lump sums, but rather a breakdown of the payroll transaction by payroll date and employee.
There are no drillable fields within the results, as all data is displayed.

Payroll Detail Transactions Payroll Detail Distribution Distribution Discrepancies Parking Services - NRA Scholarships

Account Pay Period Range Subobject and Description Reporting Level 1
begins with 000000-00 x| Between|-Selec x||--Selec x|  [--Select Value =l —-Select Value— =
Fiscal Year Payroll Agency Desc Major Object Reporting Level 2
21-22 =l Select Valte— =l Select Value = --Select Value— |
Campus Sub Fund Group Object Reporting Level 3
Select Value— x| -Select Value— =l Select =l —Select Value— R
Line Number Distribution Code Detailed Object Reporting Level 4
Select Va | Select Value— ~ = = —-Select Value— =

Employee Name

-

NYS EMPL ID Subobject Reporting Level 5

Between|--Select Value— x|{-select Value— = S e & Apply | Resst~

L

For both dashboards, saving, printing, and exporting options are all the same as in the Account
Summary Dashboard above.
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Other Functions in BI:

One of the benefits of BI is being able to customize your dashboards by moving columns,
removing, and adding columns.

The following uses Management Summary as an example.

Management Summary 5 - CHALLENB-Brockport ~
son =
Introduction © Management Summary . IFR Summary =
| Selections ~
Fiscal Year |15-16 x| Sub Fund Group |Revenus Offsst x| Major Object x| Detailed Object x| campus |Brockport = A
Reporting Level 1 |- - || Reporting Level 2 =l Reporting Level 3 | Valus— |*| Reporting Level 5 | ~Select =l
=] Management Summary
Select View: | Managsment Summary Including Pending %
Management Summary Including Pending
[errrrrrrrrrrrrrr—| Allocation i e |Available | Personal Service Regular Temporary Service Other
S Total Total Total Balance  |allocation |Expenditure |Encumbrance |Avai Allocation |Expenditure [Encumbrance [Available | Alloce
et o e KL Totsl  Tobl Totzl Totsl  Toml Total Balonce | Total
Grand Total 4,492,302 45,738,219| -36,688,236| -4,557,681 | 5,910,236 | 35,541,703 | -35,411,842 | 5,780,375 944,439 3,664,093| -144,322|-2,575,332| -2,3(
000Y0D- [ACCOUNTING CONTROL 1R 0 -46,228 0 46,228 [ 64,267 0 64,267 0 18,039 [ -18,038
00
196802 |EQC ACADEMIC 1R 0 152,634 -128,969|  -23,664 0 130,708 -128,95% -1,740 0 19,411 0 -18,411
DEPARTMENTS.
196803 |EOC HSE TESTING 1R 0 39,927 -22,913|  -17,014 ] 23,339 -22,913 -425 ] 16,589 ] -16,589
196804- | EOC BUSINESS AND INFO |1R 0 188,940 -186,792 -2,148 0 188,350 -185,792 -1,558
01 TECH PGM
196804~ | EOC OFFICE 1R 0 39,843 -39,799 -a4 [ 38,343 -39,799 44
£l TECHNOLOGY PROGRAM
196806- | EOC NAIL TECH 1R 0 31,352 -31,652 301 ] 31,237 -31,202 -35
01
196806- | EOC COSMETOLOGY 1R 0 66,682 -35,335|  -31,347 0 35,374 -35,335 -40 0 30,667 0 -30,667
02
195807~ |E.O.C.-RESTAURANT 1R 0 47,701 -47,083 -619 [ 50,247 27,737 -22,510
01
196807- |E.O.C.-RESTAURANT- 1R 0 4,488 0 -3,488
El FOOD SERVICE
196808- | EOC LICENSED 1R 0 206,126 -152,519|  -53,607 [ 152,953 -152,107 396 0 52,561 [ -52,561
03 PRACTICAL NURSING
196808- |EOC NURSING 1R 0 35,312 -30,113 -5,199 ] 30,113 -30,113 -0 0 5,139 ] 5,188
04 ASSISTANT PROGRAM
196808- | EOC SURGICAL 1R 0 33,040 0| -33,040 0 33,040 ] -33,040
05 TECHNICIAN v
196803 |E.O.C.-SUMMER SESSION |1R 0 3,253 0 -3,253 0 3,253 0 -3,253
<

What if you wanted to break the report up by account description?
e Using the up/down arrows that appear, you can sort the data.
e Another option is to move the column.

o Hover over the top of “Account Local Desc” until you see a gray box above it.
o When the crosshair appears, drag, and drop the column where you want it.

Management Summary Signed In As CHALLENB-Brockport
Ty =
Intreduction Management Summary \(\ IFR Summary == @
[ Selections ~
Fiscal Vesr (1516 |l <ub Fund Group |Revenuz Offsst 1®)| Major Object | =] Detailed Object = A
Reparting Level 1| b= |®| Reporting Level 2 |- ®| Reporting Level 5 | — jh.d |
=L Y
Select \ﬁew:l Management Summary Including Pending (v
Management Summary Including ing
Allocation |Expendit : - i Personal Service Regular Temporary Service Other
A Total Total Total Balance Allocation  |Expenditure  |Encumbrance |Available  |Allocation |Expenditure |Encumbrance |Awailzble Alloce
Faesls |A°°°“ el V= Totol Total Total Balance  [Total  |Total Total Bobonce |Total
Grand Total 4,492,302 | 45,738,219| -36,688,336| -4,557,681 5,910,236 | 35,541,703 -35,411,B42| 5,780,375 | 944,439 | 3,664,093 -144,322|-2,575,332|-2,31

Example — dragging it above to the Sections area:
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e Now each acount by name is broken out as a separate line item.

Select View: Management Summary Including Pending -
Summary Includi ding —
ACADEMIC COMPUTING
Allocation | Expenditure b i Personal Service Regular Temporary Service Other Than Personal Service
[ Total Total Total Balance Allocation  |Expenditure |Encumbrance |Availsble | Allocation |Expenditure |Encumbrance |Available |Allocation |Expenditure |Encumbrance |Available
Total Total Total Balance Total Total Total Balance Total Total Total Balance
Grand Total 461,892 266,538 177,015 18,339 426,692 245348 177,015 4,329 35,200 21,191 0 14,009
860135 |1R 461,892 266,538 177,015 18,339 425,692 ﬂg* 35,200 21,191 0 14,009
ACADEMIC TECHNOLOGY INITIATIVES
Allocation | Expenditure b il Personal Service Regular Temporary Service Other Than Personal Service
R —— Total Total Total Balance  |location |Expenditure |[Encumbrance |Avalable | Allocation |Expenditure |Encumbrance |Available |Allocation |Expenditure |Encumbrance |Availzble
Total Total Total Balance Total Total Total Balance Total Total Total Balance
Grand Total 100,000 10,648 o 89,352 100,000 10,648 0 89352
860137 | IR 100,000 10,648 0 89,352 100,000 10,648 0| 89,352
ACCOUNTING
Allocation | Expenditure b il Personal Service Regular Temporary Service Other Than Personal Service
R —— Total Total Total Balance  |plocation |Expenditure |[Encumbrance |Avalable | Allocation |Expenditure |Encumbrance |Available |Alocation |Expenditure |Encumbrance |Available
Total Total Total Balance Total Total Total Balance Total Total Total Balance
Grand Total 214,236 118,743 83,547 11,947 203000 116370 83547 3,083 11,236 2,372 o 8864
860755 | IR 214,236 118,743 83,547 11,947 203,000 116,370 83,547 3,083 11,236 2,372 0 8,864
ACCOUNTS PAYABLE
Allocation |Expenditure b il Personal Service Regular Temporary Service Other Than Personal Service
I — Total Total Total Balance Allocation |Expenditure |[Encumbrance |Available |Allocation |Expenditure |Encumbrance \Avalable |Allocation |Expenditure |Encumbran<:w|Availzble
Total Total Total Balance Total Total Total Balance Total Total Total Balance
Grand Total 97,540 55,337 37,339 4,864 89,755 53,790 37,339 -1,373 7,785 1,548 0 6237
860765 | IR 97,540 55,337 37,339 4,864 89,755 53,790 37338 1,373 7,785 1,548 0 5,237

Right clicking on column - a column will give you more editing options.
®  You can Exclude the column, include new columns, or move measurement labels.

¥ 9
ACADEMIC COMPUTING
Allocation |Expenditure |Encumbrance |Awvailable |Personal Service Regular ‘TemporaryI Service Other Than Personal Service
a0 Total Total Total Balance  |alcation Encumbrance |Available |Alocation |Expenditre [Encumbrance |Available  |Alocation |[Expenditure [Encumbrance |Available
s lache Total Exdude column otal Total Total Balance  [Total Total Total Balance
and Total 461,892 266,538 177,015 18,339 426,692 Indude column . 35,200 21,191 0| 14,009
0135 \1R 461,892 266,538 177,015 18339| 425,692 Move Measure Labels  » 35,200 21,191 0 14,009

These are just a few ways to manipulate the data. There are many more, so feel free to
explore. All information contained in BI is query only, meaning you cannot do anything to
permanently change the data.
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Reference I)ashboqrd:

OUNY e

CHALLENB-Brockport -

Mast Recent(Refarence - Introduction)

Create... @ Recent Wy Dashboard
Analysis and Interactive Reporting Dashboards x,:e: :nprmgrams
Analysis | Dashboard Prompt Reference - Introduction Management Summary - ohort Tracking

Published Reporting Open | Morew Open | Morev ourse
B Report Job egree
nrollment
&> Actionable Intelligence Others [l Financials
“rd Action % Class Practice 9 gIH_Practice_Assignment Account Summary
CF Project Analysis

Open | Edit | Morew it | More
Expenditure Inquiry

Browse/Manage...

| Al Content % CMH_Practice_Assignment 7 CMH_Practigassignment IFR Cash
@ My Analyses Open | Edit | More~ Open | Edit | Mor® Management Summary
Payrall
- My Reports % Class Practice 6 Class Practice 5 Reference
Get Started... Open | Edit | More~ Open | Edit| More~ State and DIFR Account List

Transaction Inquiry

w Introduction to Oracle BI D\ Most Popular
@ Oracle BI EE Documentation

Account Summary - Introduction Account Summary - Accou

Open | Mores Open | Marew
Download BI Desktop Tools v
% Accounting Journal - Expenditu Management Summary -
® Help Contents v Open | Edit | Morew Open | Marew
System Administration Institutional Research
:ﬁ Oracle Technology Network = Training
Training
ransfer
ransfer Mo
Introduction ' Training | Tipsand Tricks | Transaction Codes  Expenditure Fund Groups ~ Sub-objects | Revenue Fund Groups | Revenue Classes | Reporting Structure | IFR Assessment Rates | € » =

| Reference Dashboard

Finance Data Warehouse Reference Dashboard Page
Click on z tab above or 2 link below to select 2 dashboard page

|:] Training_Modules and Documents — General training modules are provided to familiarize the new user with some of the features and characteristics of Oracle Business Intelligence (OBI) Dashboards. The general

icon training modules are not specific to the Finance Datz Warehouses. However, you will find links to finance-oriented BI Training Manuzls here too, crezted by System Administration. There are 7 manugls: a detailed manual
originally created in 2017; two detailed manuals created in 2018 specific to the Cash Reporting and Procurement dashboards; @ general manual created in 2019 with 2 Property Control focus; a detailed Data Dictionary
defining all BI Finance Warehouse fields, created in 2018; a detailed list of available BI Finance Dashboards, created in 2018; and the Star and Dimension matrix showing how the facts and fields work together, created in

- Tips and Tricks - This page (duplicated on the Account Summary Introduction page), provides general datz, browser, editing, and exporting helpful hints.

a
ican

~,  Transaction Codes - This is a reference page for Transaction Codes including Transaction Category and Charge Type.

icon

|:] Expenditure Fund Groups and Codes — Expenditure Fund Groups by Fund Name with Fund Codes can be found here,
icon

' Sub-objects - The Finance Data Warehouse uses various Support Tables. Included here is the Sub-object table with its various hierarchies and groupings.
icon

- Revenue Fund Groups and Codes — Revenue Fund Groups by Fund Name with Fund Codes can be found here.

icon

|;] Revenue Classes — This is a reference page for Revenue Classes and Descriptions as well as Receipt Groups for all campuses. Selections are provided for Revenue Fund Code, Revenue Class, and Receipt Group.
icon

|:] Reporting Structure — This is a reference page for the Account Group Reporting Level structure for your campus. Selections are provided for Reporting Levels 1-5 (some campuses use 5 levels, others use less) and
icon  Account Number. The results will show the Account Numbers associated with the Reporting Levels.

-, IFR Assessment Rates — This is a reference page for assessment rates (administrative overhead, fringe benefits, and maintenance and operations) for IFR accounts. Selections are provided for Account, Fiscal Year,

jcan  Campus, and Sub Fund Group.

|:] Chart of Accounts — This is a reference page for a campus’s Chart of Accounts. Selections are provided by Charge Agency Campus, Cost Center, Fiscal Year, Chart Status, Account Number and Description, Open Date,
icon Modify Date, various flags, Sub Fund Group, NACUBO Function Desc and Reporting Levels 1-5.
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Training Modules and Documents:

This dashboard provides training modules for the BI System. May deliver further detailed
information if needed.

Reference

Introduction Training Tips and Tricks Transaction Codes Expenditure Fund Groups Sub-objects Revenue Fund Groups Revenue Classes

~| For Assistance
For assistance, please contact Stephanie Raven at 518-320-1231 or Stephanie. Raven@SUNY.edu or Kari Coleman at 518-445-4128 or Kari.Coleman@SUNY.edu

~| Finance Training Manuals

There are training manuals availzble for BI Finance. When the BI Finance Training Manuals are updated, the link will take you to the updated versions.
A General How To manual for the BI Finance Dashboards was created by Stephanie Raven in 2017,

BI Finance Dashboards Basics Training WebEx presentation demonstrating how to use BI Dashboards created by Kari Coleman in 2020
Another manual is specific to the Cash Reporting Dashboard created by Katie Vitello in 2018,

Another manual is specific to the Procurement Dashboard created by Stephanie Raven in 2018,

A general BI use manual, with 2 Property Control focus, created by Stephanie Raven and Michelle Baker in 2019,

The Data Dictionary defines every figld within the BI Finance Data Warehouse, creztad by Stephanie Raven and Debra Hayes in 2018,

There is also & List of Available BI Finance Dashboards and Pages created by Stephanie Raven in 2018,

Stars and Dimensions defines what fields report with which facts to assist with analysis reporting, created by Elizabeth Nolan in 2018.

HR Pending Payroll Encumbering Process provides an explanation of PSR and TS payroll encumbering process, created by Gail Alguire in 2019,

Please make use of these manuals as needed. You can access the manuals by clicking on the BI Training Manual Links below:
Bl Finance Training Manual - General

Bl Finance Dashboard Training WebEy <«u— Helpful Video!

Bl Finance Training Manual - Cash Reporting Dashboard

BI Finance Training_Manual - Procurement Dashboard

Bl Finance Training_Manual - Property Control

Bl Finance Data Dictionary

List Of Awvailable BI Finance Dashboards and Pages

Bl Finance Stars and Dimensions in Subject Areas

HR Pending Payroll Encumbering Process

e BI Finance Dashboard Training WebEx: SUNY’s 26-minute video demonstrating some
basic “How-To’s” in BI. This could be a very helpful tool.

Tips and Tricks:
This page includes helpful pointers for the BI System (see pages 49 & 50 of this manual).

Transaction Codes — Report Structure:

These dashboards will help you understand the hierarchies for each topic (Sub Objects, Vendor
Classification, Funds, and Reporting Levels).

Support Table Excample:

e TFor instance, on the Support Table Dashboard you will see PSR Instructional is
Subobject 0400 / Subobject Desc is Instructional.
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Introduction | Tips and Tricks © Support Tables

HALLENB-Brockpof

Funds Training =
[ Support Tables
‘Be\uw are support tables usad in the Finance Data Warehouse. Use to understand hierarchies for each topic. Included on this page: Sub Objects and Vendor
=1 Sub Objects = vendor dl
Major Object| Object Detailed Object Desc Sub Classif
=3 PSR Instructional | PSR Instructional (0400 | INSTRUCTIONAL Vendor Vendor
0410 |PSR INSTRUCTIGNAL M/WBE Vendor
0428 |ACCESSORY INSTRUCTION Preferred Source
= PSR Non-Instructional | PSR Non-Instructional (0000 | PERSONAL SERV-NON INSTRUCTIONAL Foreign Vendor
0001 | PERSONAL SERVICE Campus Related Research Foundation
000 |ADMINISTRATIVE Foundation
0500 |SUPPORTING ACADEMIC Auxiliary Services Com
U600 |PROFESSIONAL-OTHER Alumni Associations
0753 | PERSONAL SERVICE Employees Employees
0795 |INTERDEPARTMENTAL TRANSFERS State Agency/Authority Authorty
U883 | PERSONAL SERVICE Other State Agency
1500 |MAINT,, SECURITY, TRANS. Community Colleges | Community Colleges.
1700 |CLASSIFIED-CLERICAL NON VENDOR NON VENDOR
1830 |EXTRA SERVICE Analvze -Refresh - Export
1936 |EXTRA TIME-PART TIME EMP
=3 PSR Non-Instructional | PSR Holiday/Overtime 1748 | CLASSIFIED-OVERTIME
1921 |PRE SHIFT BRIEFING
1947 |HOLIDAY PAY
1948 |OVERTIME
1970 |HOLIDAY/OVERTIME
1385 |OVERTIME MEALS
= PSR Non-Instructional | PSR, Unassigned 1610 |PSR UNASSIGNED
1901 |ACTING STIPEND
1902 |ALSO RECEES
1903 |CHAR STIPEND
GO PP Rows1-25
Analze - Refresh - Prnt - Export

Changing your BI

profile:

It is recommended that you change your profile with the following settings to allow for quicker use
of the account summary tab. If you decide not to make these changes, the auto-fill functions may
cause your page to run slowly.

Create...

@ Recent

Analysis and i
Analysis | Dashboard Prompt

Published Reporting
Report Job

Actionable Intelligence
Action

Browse/Manage...
"] All Content v
@ My Analyses
_@ My Reports

Get Started...

u Introduction to Oracle B
% Oracle BI EE Documentation
ﬁ Dewnload BI Desktop Tools v
® Help Contents

.ﬁ Oradle Technology Network
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FS5| Reference - Training
Open | Morew

Others

Class Practice 9

Open | Edit | More~
CMH_Practice_Assignment 7
Open | Edit | Morew

Class Practice 6

Open | Edit | More~

Q‘ Most Popular

Account Summary - Introduction

Open | Morew

Accounting Journal - Expenditu...
Open | Edit | More~

Refarencs - Reporting Structurs
Open| Morew

CMH_Practice_Assignment &
Open| Edit| Morew
€MH_Fractice_Assignment 6
Open | Edit| Morew

Class Practice 5

Open | Edit| Morew

Account Summary - Accourt S.
Cpen| Morew
Management Summary - Mana...
Qpen| Morew

From the BI homepage, click your ID at the top right of the page (right under sign out)
and choose my account

‘CHALLENB-Brockport

My Account
)

My Dashboard - page 1
Open | Edit | More

Class Practice 8
Open | Edit | Morew
Class Practice 7
Gpen | Edit | Morew
Class Practice 4
Open | Edit | More

Management Summary - Intro.
Gpen | Morew
Transaction Inquiry - Introduct.
Open | More v



e Change Auto Complete too “Off”.

Create...

£

E Analysis and Interactive Reporting
ysis shic Prompt

]

Starting Page | W Dashboard N

Browse/Manage...

all Content Locale {location) | D&gult - English - United States V]
Al anten
My Anahses. User ntefoce Language (D@ Engish V]
Time Zone m“ Unknown Time Zone w
Get Started... Prompts Auto-Complete O on B off

Analysis Editor [ Start on Results tab when editing Analysis V|
Accessibility Mode O on @ off

"; Introduction to Oracle BI
(R
\gi)‘ Oracle BI EE Documentation

Download BI Deskiop Tools v

BB R R

Help Contents ~

o]

racle Technology Network

#:Qld

Help | | oK || cancel

From this same menu, you can also change your BI homepage (the first page seen when logging in).

e Using the dropdown menu next to “Starting Page,” select what you would like to be
your homepage (i.e., account summary).

e Changes will take effect the next time you logon to the system.

Home Home | Catalog | Favorites~ | Dashboards v ‘*N

Create...
ljém Analysis and Interactive Reporting
Analysis | Dashboard Prompt
ﬁ Published Reporting
Report Job
Actionable Intelligence
4 Action

]

B M Starting Page [My D v
rowse/Manage...
_"';_ . 9 Locale (Jocation) | Default - English - United States V]
Al oy
& v User Interface Language | Default - English v
@ M Time Zons | Default - Unknawn Time Zons v
Get Started... Prompts Auto-Complete O on B off

Anzlysis Editor |5l3rt on Results tab when editing Analysis V|
Accessibility Mode O on ®) off

WL Introduction to Oracle BI
5 Iniroducti racle B

A
i) Oracle BI EE Documentation

Download BI Desktop Tools w

3 = R Y

Help Contents +

(o]

adle Technology Network

©:Qluk

Help OK | Cancel
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Tips & Tricks:

Browser/Error Resolution
- Mozilla Firefox is the desired browser.

- If BI stops working due to inactivity, hit F5 to refresh or click the clockwise circular arrow at the
top of the screen.

- If you are experiencing problems, clear your browser cache.

Editing

- Navigating through the dashboards: Click Return (located at the bottom of the dashboard) or
use the page path at the bottom of the screen to get back to the first or previous page after you
have drilled down. DO NOT use the browser’s back button.

- The default Fiscal Year selection will update to the current fiscal year around September 1% of
each year. From July 1* to September 1%, the default Fiscal Year will be the lapsing year.

- Fiscal Year, Campus, and Account Number are linked fields. If an account is entered that only
applies to one fiscal year, only that fiscal year will show in the selection prompt.

- When searching by Account Number, always use the 6-digit Account Number unless you want
to view a specific Sub Account. In this case, enter 6 + 2 digits in format 999999-99.

- In a Range Prompt (i.e., Transaction Date or Sub Object), you can enter only a ‘from’ value to
effectively change the operator to ‘greater than or equal to’ or only a ‘to’ value to effectively
change the operator to ‘less than or equal to’. Also, in most Date Range prompts you can type the
dates directly into the prompt, as an alternative to using the calendar date selector.

- It is not necessary to populate every parameter before clicking Apply. Keep in mind that too
broad a selection could create a data max error.

- A default value for either Account Number (000000) or Sub Fund Group (XXXX) has been set
for each page to prevent automatic running of long, unnecessary queries. These fields need to be
blanked out or replaced with selections for the query to return data.

- Hit Tab after entering or blanking out Account Number. This will populate the Fiscal Year and
Campus fields for choices if necessary.

- When drilling to details, you can drag a column (when getting crosshairs on the top of the
column) to the top and create a section, pivot table or to move the column to change the field

ordet.

- You can save Prompt values by clicking on the 3-line icon to the left of the question mark and
click Save Current Customization.
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- Right Click on column headings to include more fields (field will include to the right of clicked
column) or exclude the selected column from the report.

- Right Click on column heading to add/remove Subtotal or Grand Total to the report.
- Click on the up/down arrow at the end of a list to return all rows.

- All required Prompt fields are prefixed by an asterisk (*¥). The Apply button will not be available
unless required fields are filled in.

Exporting

- When exporting, if you want values to populate on all rows then export to CSV not Excel.

- You can also get all values to populate on all rows when you view and export by 'including' a
unique field (e.g., Account Group) toward the left of your spreadsheet.

- When exporting with CSV, the results will include all columns, even the 'Include Fields' that you
might or might not have explicitly 'included.’

- You can export or print all sections of a dashboard page by clicking on the 3-line icon to the left
of the question mark and clicking Print or Export.
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Tips & Tricks Provided by the SUNY BI-Finance Team:

Tip#1: How to use the Search Feature in BI:

When searching through a large list of items, for example a vendor in the “T'rans Desc/Vendor”

selection, the Search Feature comes in handy.

1. To use the search feature, click the drop-down arrow and click on Search.

Trans Desc/Vendor

contains any
Valu I le
Please Wait J

per

[

2. Note that Bl is case sensitive, so if you are unsure of the capitalization, unmark the Match

Case box by clicking on the check mark.

Sefect Vakses. » @

e STAITS

Loading.

-~

3. Choose how you want BI to search for the transaction Description/Vendor name by
clicking on the drop-down arrow and clicking on Starts, Contains, Ends, or is Like.

“Select Values |
" Sebected Fd
?
Hove
s Like (pattern match]
Move N
¢
Remove
&
Revvne Al
Hep O Cancel
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4. Next, type in what you want to search for in the box indicated.

Seleat Valses
Aakalse "
Hame: Coreare [E‘-‘a.m-c __'I

Halch Coer

Selecied '

1314 NYERO KEVBANK DEPCIIT -
DEPCRIT

%
E

2014-200 5 WYISD KETIANE DEFOS!
2014200 5 WTl KEVBAME DEFOSTT
2052005 WVTS0 KEYRANE DEPOST
2017 -8 NS0 KEYIRANE DEPCST
2017- 18 W0 Keylank Deposs

8 e

305, wvies keyhoord and Moure
AL 1617 WYTS0 KEYRANE DEFOSIT
A0 16-17 TS0 KETIANK DEPOSIT WI15462

R B e e e e

5. To select the search criteria that will be used for the selection there are two ways depending
on the selection operator being ‘is equal to’/’contains any’ or ‘begins with.’
a. For selections that allow multiple values to be selected, these are selections that
require an exact match or ‘contains any’ there are Move, Move All, Remove, and
Remove All arrows, these will move item(s) between ‘Available” and ‘Selected.” Click
on the item(s) you want to query, BI will highlight it in light blue, and click the Move
arrow. Click OK when the item(s) you want to query are in the Selected area.

Cost Center

pr1174647CS04 A
|p1174847CS05
| P1174647CS06
1174647CS07
J01174847CS08
[Jotnrasarcsos

[Mlo1174847Cs810 ¥
<

Trans Desc/Vendor

Select Values DB setect values @
Available L] Selected & | available ) Selected 4
Mame| Contains~ keybank Morme| Contalrs._ [Keybork KEYBANK NATIONAL ASSOCIATION
[ Match Case. ] Match Case.
201920 NV KETEBANK DERUSI T KE TORIN =
o e K e I . — B
AD) 16-17 NYISO KEYBANK DEPOSIT - 202621 NY1SO KEYBANK DEPOSIT 2
S s S S ADJ 1617 NYISO KEYBANK DEPOSIT
berest from KeyBank Accounts, BNY Investment Acc » AD) 16-17 NYISO KEYBANK DEPOSIT W315462 b
KEYBANK NATIONAL ASSOC Interest from BNY Investment
KEVBANK NATICNAL ASSOCIATION KEVBANK NATIONAL
RECORD WYSTF INTEREST - APRIL 2019 KEYBANK ] RECORD NYSTF INTEREST - APRIL 2019 KEYBANK ]
NYSTF INTEREST - MAY 2019 KEYBANK RECORD NYSTF INTEREST - MAY 2019 KEYBANK )
& RETURN 12-13 NYISO
RETURN 13-14 NYISOD KEYBANK DEP RETURN 13-14 NY1SO KEYBANK DED &/
RETURN 14-15 NYISO KEYBANK DEP RETURN 14-15 NY150 KEYBANK DEP
RETURN 14-15 NYISD KEYBANK DEPOSIT RETURN 14-15 NY1SO KEYBANK DEPOSIT
RETURN 15-16 NYISO KEYBANK DEPOSIT RETURN 15-16 NYISO KEVBANK DEPOSIT
16-17 YISO K DEPOSTT REV 16-17 NYISO DEPOSIT
CENTER v TICKETS NTER v
ok | _caca P

b. For selections that use a ‘begins with’ operator or are limited to single selection exact
match, the search box limits you to only select one value. Click on the item you want
to query, BI will highlight it in light blue, and click OK.
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Select Values @n
Values a8

Name|Contans keyban

Fiscal Year [ Match Case
x | 14-15 NYISO KEYBANK DEPOSIT -
- 15-16 NYISO KEYBANK DEPOSIT
| 16-17 NYISO KEYBANK DEPOSIT
00-01 2014-2015 NYISO KEYBANK DEPOSIT
2017-18 NYISO KEYBANK DEPOSIT
0102 2017-18 NYISO KeyBank Depost
2019-20 NYISO KEYBANK DEPOSIT
0200 2020-21 NYISO KEYBANK DEPOSIT
AD) 16-17 NYISO KEYBANK DEPOSIT
03-04 AD) 16-17 NYISO KEYBANK DEPOSIT W315462
RETURN 14-15 NYISO KEYBANK DEPOSIT
04.05 o RETURN 15-16 NYISO KEYBANK DEPOSIT
Joumal Ndme REV 16-17 NYISO KEYBANK DEPOSIT
05-06
e.or v | | Degns with ;
aech. .. r Valu - Cancel
1 x| ot

Tip#2: What to do if Campus Name is Null in a BI-Finance Dashboard:

First note that since the Campus, Account Number, and FY are linked and the ‘000000’ account is
not a valid account, the Campus field will return only the “Null” option. The default value for either
Account Number (000000) of Sub Fund Group (XXXXX) has been set for each page to prevent
automatic running of long, unnecessary queries.

pEETe - ____________________________________________ = Cdaj FeoRa  Owiowin e [ feio S

Introduction PO SAnTETaTY e ACCOUNS Sy Payeol Sesth Bt Mo E25 Erc Periirg Exg End M ex: Eag Ere

¥ NLERY

IFR Assessmert rates for M 31 Sa raporing roomactly. Wie vl sasnove B 2ot e commmad

= Selertions

Aty | et +

1. Either remove the ‘000000’ from account or replace with a valid account and the Campus

name will appear.

Account Summary
Iftroduction  Account Summary | MuBpk Accounts Summary. | PayrolSearch ActuslMoc ExpEnc | Pending Exp Enc | Al Alec EXp Enc

ALERT

TFR Asgegsimind rates for 20-21 are reportrg noorecth, We sl rsmove this skt once corrected,
= Selections
Mcrount beging wih 200837 x| Fucal Year 20-21 -
Campis Bt b =l Cost cenadl Month Dess 3 =] ‘Sub Fund Group t =
Reports =l Hiporting Level 2 =l peparting Level 3 | neporting Level 3 =] Repoeting Level 5 ! =l

2. If these is a valid account in the Account Field or the field is blank and the campus is still
‘NULL’, ask your campus security administrator to check your permissions and accounts

assigned and update if necessary. If your permission should be:
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a. Account Level Users, the account needs to be assigned to your user id. To add an
account to a user the campus security administrator uses the ‘SUNY FMS and BI
Account Security’ link.

Employee Services Portal

Finance & Management System Anneunsement

Human Resourco Syslems

IDL_Inquery Form

JCOPE - Financial Statement Disclosure Filing (NYS Directory Services)

SUNY FMS and Bl Account Security

b. Campus-Wide Level Users, you were assigned OBI_FIN_ACCT by mistake, your
campus security administrator needs to remove this permission. To check your
permissions for ‘OBI_FIN_ACCT’, click on your user id in the upper right-hand
corner, click on ‘My Account’, click on ‘Application Roles’.

Home | Catalog  Favortesw  Dashboards» B New~  Signed In As COLEMAKA-System. Adm

My Account

My Account > 8

User ID: COLEMAKA-System Admin
Display Name: COLEMAKA-System_Admin

Preferences BI Publsher Preferences Moble Preferences Dedvery Oplions Applcation Roles

[ authentcated User A
4 BI Consumer Role

(& omi_a_cc

&l oeLa i om

& oe1_A_FN_DW

B oB1_A_FNHR_SADM

Tip#3: How to use the Include and Exclude Column Feature:

The user can change the display of the output of a dashboard by including or excluding columns
available in the dashboard. This is done by using the include column or exclude column feature.

1. To Include a column: Hover over any column heading (the new column will be inserted to
the right of the column you are on) then right mouse button click on a column heading, a
menu will appear. Hover over the ‘include column’ option and click on the name of the
column you wish to include.

2. To Exclude a column: Right mouse button click on the column you wish to exclude, a menu
will appear. Click the ‘exclude column’ option.
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Example: To include the Account and Account Description, and exclude the Fiscal Year from the
default display of Account Summary>Account Summary Dashboard Page:

Default Display:
:Charge Agency Name | Fiscal Year Major Object Alocation Total | Expenditure Total| Pending Expenditure| Encumbrance Total Pending Encumbrance Avalable Balance | % Used |
|Grand Total 121,366,430.00 | 2,306,224.22 | 22,631.31  2,767,533.52 2,271,157.98 |13,998,882.97 | 34.48
|System Admin Total 121,366,430.00  2,306,224.22 22,631.31|  2,767,533.52 2,271,157.98 13,998,882.97 34.48
System Admin [2021  [Psr | 14,919,234.00|  3,314,882.12| _6.00| _0.00] 2,271,156.98| 9,333,194.90| 37.44
TS | 0.00] 28,368.62 0.00] 0.00 | 0.00| -28,368.62 | [
|oTPS 6,447,196.00| -1,037.026.52 | 22,631.31| 2,767.533.52 | 1.00  4,694,056.69 27.19]

1. Include the Account column by hovering over a column (in this example we will hover over
Major Object), click the right mouse button, hover over include column, click on Account.

SEIBCT VIEW: | SHMMANS My MAnr CIMect.

Charge Agency Name | Fiscal Year M -

O Account Local Desc
Grand Total 94 sort Coumn g 1

‘| Encumbrance Total [Pending Encumbrance |Avalable Balance | % Used |

] | 2,767,533.52 2,271,157.98 13,998,882.97 | 34.48
System Admin Total NACUBO FunctionDesc 117 9 767:533.57 | 2,271,157.98 13,998,862.97 34.48
System Admin [20-21 f Keep Only NACUBO Function Code O 0.00 | 2,271,156.98| 9,333,194.90| 37.44
Remove , . ol 0.00/ 000  -28,368.62| [
Originating Agency 1| 276753352 1.00|  4,694,056.69| 27.19
Show Subtotal *  Object
hso Show Row level Grand Total »  Object Sort
me is equal to System Admin
l'to 20-21 Show Column level Grand Total * Detaled Object Sort
1"."Cost Center Year 4" >= 2008) or ("F Gickidie pokinA Detailed Object ‘Capital Projects Bonded', ‘Comm. Frojects Fund')} or (*Charge Agency”."Camp
Include column »  SubFund Group :
Move Column ’

2. Account number is displayed to the right of the Major Object column.

:(}argeﬂge-tvﬂameﬁxan‘ear Major Objecf Account jon Total | Expenditure Total Pending Expenditure Encumbrance Total Pending Encumbrance Available Balance % Used
‘Grand Total 2,839,998.00 701,907.42 0.00 250,401.30 0.00 11,887,689.28 7.42
System Admin Total 2,839,998.00 701,907.42 0.00 250,401.30 0.00 11,887,689.28 7.42
|System Admin 2021 PSR 900300-02 -11,250.00 0.00 0.00 0.00 0.00 -11,250.00 0.0
900533 16,435.00 0.00 0.00 0.00 0.00| 16,435.00  0.00
900632 103,616.00 10,573.06 0.00 0.00 0.00 93,4299 10.20
000640 +56,250.00 0.00 0.00 0.00 0.00 <56,250.00  0.00
900650-01 3,393.00 3,866.66 0.00 0.00 0.00| -473.66 113.96
900650-02 -159,000,00 0.00 0.00 0.00 0.00 -159,000.00  0.00
900650-03 136,775.00 20,048.24 0.00 0.00 0.00 116,726.76  14.66
D00650-04 -4,500,00 0.00 0.00 0.00 0,00 -4,500.00 0,00
000650-15 144,965.00 17,146 0.00 0.00 0,00 127,023.54 1238
900650-20 +26,250.00 0.00 0.00| 0.00 0,00 -26,250.00  0.00
900650-80 ~24,000.00 0.00 0.00 0.00 0.00 -24,000.00  0.00
900660-01 -30,000,00 0.00 0.00 0.00 0.00| -30,000.00  0.00
900704-01 163,324.00 16,665.68 0.00 0.00 0.00 146,658.32 10,20
3. Repeat the process to add the account local description.
@ e e
B sort Column . i besc {ata.
NACUBO Function Desc
b Ooky " NACUBO Function Code
Rer L
e Originating Agency
Charge Agency Name Hscdvear'Majord:}éct'w Su ' Object na Total ding Enc | e Balance % Used |
Grand Total Show Row level Grand Total v Object Sort 250,401.30 0.00 11,887,689.28 7.42
System Admin Total  Show Column level Grand Total  »  Detailed Object Sort 250,401.30 0.00 11,887,689.28 7.42
System Admin 2021 PSR o0 0.00 0.00 | -11,250.00.  0.00
Exclude column Detailed Object 0,00 0.00 16,435.00  0.00
0.00 0.00 93,042.94 1020
Sub Fund Group 1 A |
R L 2 : 0.00] 0.00 -56,250.00 0,00

4. Now the display includes the Account and Account Description.
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Charge Agency Name Fiscal Year Major Object

Grand Total
System Admin Total

System Admin 20-21 PSR

Account | Account Local Desc

900300-02 CONFERENCES
900533
900632 CAPITAL FACILITIES PSR W FB
900640 WAREHOUSE RENT

QA00650-01 OPERATIONS MGMT

900650-02 BUILDING CONTRACTS
000650-03 CLSTODIAL

900630-04 BUILDING MODIFICATIONS
900650-15 MAINTEMANCE

900650-20 ENGINEERING

900650-80 423 OPERATIONS

000660-01 RESIDENCE OPS & MAINTENANCE

OASAS COLLEGE ENV PREV GRANT |

§2,839,998.00
2,839,998.00

16,435.00
56,250.00
~159,000.00

136,775.00

-26,250.00

-11,250.00 |
103,616.00 |
3,393.00
-4,500.00 |
144,965.00 |

-24,000.00 |
-30,000.00 |

701,907.42

701,907.42
0.00|

10,573.06

3,866.66 |

0.00

0.00

0.00
0.00
0.00/
0.00
0.00
0.00
0.00]
0.00
0.00
0.00
0.00
0.00
0.00
0.00

250,401.30
250,401.30 |
0.00|
0.00
000
0.00
0,00
0.00
0.00
0.00

0.00 11,887,689.28
0.00 11,887,689.28

0.00
0.00
0.00]
0.00
CI,DG_
0.00
0.00
0.00,
0.00
n,m_
0.00
0.00

-11,250.00
16,435.00
93,042.94

-56,250.00

-473.66,
-159,000.00|
116,726.76

-4, 500,00

127,023.54.

-26,250.00

24,000.00

+30,000,00|

5. Exclude a column by hovering over the column heading and clicking the right mouse

button, then click on Exclude Column.

Charge Agency Name Fisral Year | Mainr Ohiert  Anceeint.

Grand Total 84 Sort Cotumn
System Admin Total
System Admin 20 Keep Only
Remove
Show Sublotal

Exclude column
Include column
Move Column

Show Row level Grand Total +
Show Column level Grand Total  »

Arcount Local Desc

+ ERENCES
" [AL FACILITIES PSR W FB
SHOUSE RENT

ATIONS MGMT

SING CONTRACTS

ODIAL

JING MODIFICATIONS
TENANCE

NEERING

PERATIONS

+  JENCE OPS & MAINTENANCE

S COLLEGE ENV PREV GRANT

—_‘In\zmon Total | Expenditure Total Pending Expenditure Encumbrance Total Pending Encumbrance Available Balance % Used

7.42
7.42

Allocation Total | Expenditure Total Pending Expenditure Encumbrance Total | Pending Encumbrance | Avallable Balance % Used
0.00 11,887,689.28

12,839,998,00
12,839,998.00

-11,250.00

56,250.00

3,393.00|
~159,000.00|

136,775.00

-4,500.00

144,965.00

-26,250.00

24,000.00

-30,000.00|

16,435.00|
103,616.00

701,907.42
701,907.42

17,941.46

0.00|

0.00

0.00|

0.00

0.00 11,887,689.28
-11,250.00,
16,435.00
93,042.94

-56,250.00
-473.66
~159,000.00
116,726.76

-4,500.00

127,023.54

-26,250.00

-24,000.00

-30,000.00]

7.42
7.42

6. Display now includes the Account and Account Local Description and excludes the Fiscal

Year.

Charge Agency Name Major Object Account | Account Local Desc 3 Total B Total Pending E: i Enc

Grand Total 12,839,998.00  701,907.42 0.00 250,401.30

System Admin Total 12,839,998.00  701,907.42 0.00 250,401.30

System Admin PSR 900300-02 CONFERENCES 11,250.00 0.00 0.00 0.00
000533 OASAS COLLEGE ENV PREV GRANT 16,435.00 0.00 0.00 0.00
900632 CAPITAL FACILITIES PSR W FB 103,616.00 10,573.06 0.00 0,00
900640  WAREHOUSE RENT -56,250.00 0.00 0.00] 0.00
Q00650-01 OPERATIONS MGMT 3,393.00 3,866.66 0.00 0.00
900650-02 | BUILDING CONTRACTS 159,000.00 0,00 0.00 0,00
00650-03 CUSTODIAL 136,775.00 )0,!)18.24_ u.ou_ 000
D00650-04 | BUILDING MODIFICATIONS -4,500.00 0.00 0.00 0,00
900650-15 MAINTENANCE 144,965.00 17.941.46 0.00 0.00
Q00650-20 ENGINEERING -26,250.00 0.00 U.Cﬂ_ 0.00
Q00650-80 | 423 OPERATIONS -24,000.00 0.00 0.00 0.00
900660-01 RESIDENCE OPS & MAINTENANCE 30,000.00 0,00 0.00] 0.00
Q00704-01 UNIVERSITY AUDIT 163,324.00 16,665.68 O.L'D_ 0.00
Q00707 GOVERNMENT RELATIONS PSR'W FB 21,350.00 0.00 0.00 0,00

0.00 11,887,689.28
0.00 11,887,689.28

0.00
0.00
0.00
0.00

-11,250.00
16,435.00
93,042.94
-56,250.00

47366 1

-159,000.00

116,726.76
-4,500.00 |
127,023.54
-26,250.00
-24,000.00
-30,000.00
146,658.32
21,350.00

Total Pending Encumbrance Avallable Balance % Used

7.42
7.42
0.00
0.00

The ‘include’ and ‘exclude column’ feature works great with the customization and setting a default

customization. See Tip#4.

Tip#4: Customization and Setting a Default Customization (display):

Saved customizations allow users to save and view later dashboard pages in their current state with

their most frequently used items such as filters and column sorts. By saving customizations, users do

not need to make these choices manually every time they access the dashboard page. To use the

Customization Feature, first set up the dashboard page the way you want to view it. Put in your
selections, click apply, edit display (include/exclude columns, move columns, add subtotals, etc.).
Next, save the customization and apply the customization at any time. You can also set the

customization to be your default display each time you go into that dashboard page.

How to use the customization feature:
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1. First, choose the dashboard. We will use Account Summary>Account Summary for this
example. Below is the default display when the dashboard page is open.
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2. Input your selections, click apply. For this example, account 900837, fiscal year 20-21 and

campus System Administration are used.

ALTEAITE STRRTATY
IO Mound Susnary  Matgle ecounds Sy Proclsawch  Adi Mbe Daplne PeadepBapine ALAbe bxp Enc

L ALLRT
= Sclections
ACTOUNE Exgid with 900837 = Facul Yow 20-21 =
Camgas Fystem Admin =] Cost Cenber Monkh Dese 8 =] Sl Fung Groos =
Reporang Lvel | | = 2 eporteg Leve 2 0! = meporng Levei 3 =l Reporteg Levei4 = 2l depormrg Leve s | S =
~hpgly | Rewt s
= Actount Summary
Acomgt Acoount Locs Desc COt Canter ACCTAre Marager
OONIT  PARICNG CARMGE 29485454 0820
SOORTT 01 OPERATIONS SUPPLCONTRACTS, 28645455 08 20
WORITOF PNODEG GARAE CQUIPMENT X 4A%45% OR-20
SN0 PROCHG CARME UTAITES TEAAIAS OR-J0
SOOKNT A PARKING CARAGE 2B EAIALE R 20
doais - Rk - et - L
Fac Yoor Bogreing Cash Baleror (=) Frioe Ve Dabursermends () Proe Y1 Encumbraraons (] Adusted Beg G Reeverae (+) Frnge & OM Assemsmets [) Experedtures () Dnding Cash Babnoe (=) () Foweye & O ')muntmt-::
»n WA110E] LI 660 WATQET N KT LAY 112800 109364043 IR 248050 103122040
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Skt View: Susmary by Magor Otject
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3. Edit the display (include/exclude columns, move columns, add subtotals, etc.). For this
example, the account number and account local description are included, and the fiscal year
is excluded.

Charge Agency Name ACCouM | ACCOUNT Local Desc Major Object alccation Total| Expendlure Total Pending Expendure Encumbrance Total Pending Encumbrance | Avalabie Baanoe o thed
System Admin Total 327,208.00  112,762.12 79.00 0.00 59,283.43 15508155 5260
System Admin HO0E3IT-01 OPERATIONS-SUPPL/CONTRALTS PSR 0.00 0.0 0.00 0.0 0.00 0.00

QTP | 4312500 2.400.00| 0,00 0.00| 0.00 4072500 557
MS?-U-Z_H!HKM GARAGE-EQUIPMENT ores 155,000.00 1382 27 .00 0.00 0.00 157,617.73 0.57
(90083750 PARKING GARAGE-UTILITIES OTPS | 1,500.00 504.23| 000 0.0 0.00 995.77| 33.62|
GO0837-99 PARKING GARAGE PSR | 12358300 103,854.85] 0.00 0.00 | 55,2843 3959528 13204
oTes 0,00 4,580.77 7990 000 0.00 -4, 66067
Grand Total 327, 208,00 112,762.12 79.90 000 50,283.43 155,082.55 5260
Ancount beging with S0083I7
nd Charge Ageacy lsme (s equal to System Admin
nd Fescal ear i egqual 1 20-21

nd {"Cost Centar Tima"."Cast Cenber Year 4° »= 2008 of [“Fund Identifier”."Sub Fund Groug™ IN ('Ries Hall Rehab ond Repair Freject, 'Captal Frojeets Bonded, "Come. Prajects Fund')) o ("Charge Agency”.Campus” = ‘Construcben Fund’)

&nabee -Refoesh -Eript - Bmart

4. To save the current display, click on the three lines in the upper right-hand corner of your
screen under your user id. A menu appears, click on Save Current Customization. A pop-up
box appears, type in a name for your customization. For this example, the account number is
the name of the customization.

Home | Catalog | Favortes » | Dashboards « E tew ~ Signed In As COLEMAKA-System_Admin

= & P : 7
) Export to Excel Save Current Customization Ol
) P
i Name |900837
Create Bookmark Link \ == -
Create Prompted Link Save for (@) me

Others

[_] make this my defautt for this page

scoy | Reset Cear My Customization OK Cancel

5. Next time you are on this dashboard page and you want to do the same query, in the upper
right-hand corner of your screen, click on the three lines below your user id. Hover over
Apply Saved Customization, a menu of your customizations will appear. Click on the one
you want the dashboard to display.

5, print v
[38] Export to Excel »
) Refresh

Create Bookmark Link
Create Prompted Link

[ o00s37 Apply Saved Customization »

Account Reporting 1 Save Current Customization...

Account Summary 1 Edit Saved Customizations...
Empire Default Clear My Customization
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6. The preset display you customized will display.
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How to set a Default Customization (default display):

1. Click on the three lines in the upper right-hand corner of your screen, under your user id. A
menu appears, click on Edit Saved Customizations. A pop-up box appears, click the button
next to the Name of the Saved Customization you would like to set as your default. Click
OK. Now, each time you go to that dashboard page the customization query will display.

Home | Catalog @ Favorites » | Dashboards « E New » | Signed In As COLEMAKA-System_Admin ~

Sgned In As COLEMAKA-System_Adr

= Edit Saved Customizations *e
— @& y Rename, delete and control group access to Saved Customaations, as wel as
g Print » specty which Saved Customizaton, I any, should be used as your defaut for the
- aurrent Dashboard page.
)] Export to Excel » Saved Customizations R
@) Refresh
Create Bookmark Link
Create Prompted Link
Account Summary 1
set - Apply Saved Customization » Empre Defaut
Empre Report
Save Current Customaeation... Empre Report 18-19
Edit Saved Customizations... f Tranng 2 v
Clear My Customization ‘ O | Concd |

How to Delete Saved Customization:

1. Click on the three lines in the upper right-hand corner of your screen, under your user id. A

menu appears, click on Edit Saved Customizations. A pop-up box appears, click the button
next to the Name of the Saved Customization you would like to delete.
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Home | Catadog  Favores » | Deshboands »

B o
‘ W -

Sgned In As COLEMAKA-System_Admin «

Edit Saved Customizations.

*8

Rename, defete and control group access to Saved Customeations, as wel as
s | specty which Saved Customation, I any, should be used as your defaut for the
**% | cument Dashboard page.

- Qapm‘ » Saved Customizations. x
%) Export to Excel » o PRl o
% Refresh No Personal Customations

Create Bookmark Link
Create Prompted Link

Apply Saved Customization »

I Edit Saved Customizations... l

Clear My Customization

oK | Cancel |

Then click on the RED X (the delete button), this will delete the selected customization. Do

not close out the pop-up box. This will not save the deleted action. Make sure to click the
OK button after you delete the customization.

Edit Saved Customizations »8

Rename, delete and control group access to Saved Customzations, as wel as

specty which Saved Customzation, I anry, should be used a8 your default for the
curent Dashboard page.

Saved Customizations x

Hame MyDefat  Shared

No Personal Customations

l 00837 (_._‘:

Edit Saved Customizations >R

Rename, delete and control group access 10 Saved CUsIomTZalons, as wel as.
specty which Saved Customiation, I any, should be used a3 your defaut for the
current Dashiboard page.

Saved Customizations x
Name My Defaut Shared
8o Personal Custom@ations

.. 500837 0

==

3. After this is done, you can create a new customization with the new fiscal year and make that

your default.

Tip#5: Moving a Column from Table to Pivot Table Prompt or Sections:

When reviewing larger sets of data, the ‘move column’ to pivot table prompts and to sections
options can be a very useful tool to help sort and easily view data. For fields that are category based
and can have many lines of data associated with one category, (e.g., Campus, Fiscal Year,
Transaction code, Transaction category, document type, date, etc.) moving the column to a pivot
table prompt or sections can allow the user to group and view data by an individual value in that
field without having to filter on value at a time. When a field has many unique values/results and

only a few lines of data associated with it, moving a column to prompt of sections is not as useful of

a tool as you will have to switch or scroll more to view the data or could cause the report to error.
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Example: Used Transaction Inquiry>Transactions Dashboard, with the selections: Campus —
System Admin, Acct.# - 900837, Fiscal Year — 19-20, and them move transaction category column
to pivot table prompt.

1. When initially queried, the data results as the image below.

|Campus | Trarsacton Date| Transaction Codf | Document Mumber | Subs Fund Group [Account  [Subobject  Transacton Amaunt |
(Grand Total 1,354,165.07
System Admin Total | 1354,165.07
[System Admin| 10212020 [4E RID- [190135 |Gener#iFR, |900837-50/8551 | 62057
(System Admin|08/17/2020 1399 AN BIGGS CLARK DWNIS ENGINEERING & EX46532 General FR |900837-99 5855 7.995.00
System Admin OS/14/2020 203V | EXd6532 |Goneral FR. | 900837-99 |SB55 +7,995.00
System Admin OB/14/2020  304A |53 |General FR | 900837.9% 5855 | 7,595.00
System Admin | 08/ 14/3020 39 Weehi4l ‘Genéral [FR, Q0081799 5405 101.99
System Admin DB/14/2020 319 [ WiABES GenerslIFR, 90083795 5425 | 9282
System Admin 08/14/2020 319 | WagIdL |General IFR. | 90083799 5425 10099
|System Admin 08/14/2000 3190 | WIHAB46S |Genersi IFR. | 900837-99 5425 | 92.82
Sysiem Admin | 07/10/2000 (319 | Wiw34748 [Genersl IFR 90082795 3300 | 1497
System Admin 07/10/2020 315 |Ww34748 [Generdl PR (90083795 3562 | 5212
|System Admin|07/10/2020 (319 | w3748 |GenersiFR | 900837-99 3600 | 145.00
|System Admin 07/10/2020 1319 | Wiw34748 |General IFR. | 900B37-99 | 3600 719
\System Admin|07/10/2020 319 WW34748 |General FR | 90083799 5137 21.00
System Admin | O7/10/2020 319 WW34748 General FR. | 90083745 5137 96.59
System Admin 07/10/2020 319 | WW3A748 |GenersIFR | 900837-95 5137 | 21.00
System Admin | 07/10/2020 319 WW3A4Ta8 [Genersl FR.|900837-99 3600 7119
System Admin DF/10/2020 319 | WW34748 |General IFR. | 90083799 5157 96.59.
|System Admin | 07/10/2020 (3190 u | WW34748 |General IFR | 90083799 5137 | 2100,
System Admin 07/10/2020 3199 Expendture JIFFY LUBE 2453 |ww3azas [General [FR. 90083795 5137 | 2160
iSystem Agmin 07/10/2020 319 Expendaure [HE HOME DEPOT #1263 [WW3ATAS  (GeneraIFR 900837993300 1497
System Admin| 07/10/2020 1319 Expendiure ALLEY GREEN - ALBANY | Ww34748 |General IFR | 90087-99 3600 | 145.00
\System Admin 07/10/2000 | 319) Expendiure TOCLS INC | Ww34748 Generdl FR  |900H37-99 3562 5212
System Admin | 07/06/3010 E ] Dibursement POE2420 General FR SO0BIT-95 0600 1.058.30

& T rovsr-as

2. Moving to pivot table prompts allows the user to quickly toggle between the resulting values,
and see all data associated with an individual value in the prompted field. This is like
applying a filter or selection on a dashboard, but the data for all other resulting values in the
prompted field are loaded and easily switched between.

o | Document humber | Sub Fund Group|Account _'Subobject Transaction Amount |

319,702.00
) | 319,702.00
I 059558 IGeneral PR [900837-01 3000 | 45,000.00
Admin | 02/06/20 6616 4059558 General IFR. | 900837-01 5000 12,500.00
Admin 02/06/26er e Y oot el 4059558 (General FR  |900837-02(7200 | 53,000.00|
o R SPERILCSEOR1T 4059558 ‘General FR _ |900837-50/5500 | 2,000.00|
System Admin 02/06/2020 1611 286656560R19 4059558 (General PR |500837-99 0000 | 189,022.00
System Admin 02/06/2020 1611 286656560R19 4059558 \General FR__ |900837-99 1970 | 13,180.00
System Admin 02/06/2020 1611 |286656560R19 | 4059558 (General FR |900837-99 2610 | 5,000,00
Charge Agency Name is equal to System Admin
aind Account begins with 900837
and Fiscal Year is equal to 19-20

Anshyze - Rofresh - Prnt - Export

3. Moving to sections allows the user to continue to view all data at once and on one page but
organizes by the sectioned field into separate tables.
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g anasction Date Trarsacton Code Trams Desc/Verdar | Document Humber | Sub Fund Group Afcourt  Subsckiect Transscnon Amsunt
Grand Total | 319,702.00
System Adnin Total | 319, 702.00
System Admin (2062030 | 1E1 JREESESEORTD 4050558 General PR 90083701 3000 | A5, 000.00
Qp.!unul&nn_ G2/06/2020 _I.E-l!l ;MSSS@R]'! 40!955! Ganeral FR _QQDE_!?-OJ .EMD | LI,SW.DICI.
System Admn 02062020 1610 IBSESESEORLY 4059558 General PR 90083702 7300 | SCH00.00
System Admn 02062020 | 1611 2BEOSHSE0R1Y 4059558 (General PR '900837-50 5500 | 2.000.00
Systam Admin 0206/ 3020 _16|:I .:mmm A059558 Ganersl FR SOOBYT-59 0000 | 1ESL022.00
System Admn 02/06/3020 | 1EN BEEEESLORIG 4059558 ‘Generdl PR 90083759 1970 | 13,180.00

Syt Admin 02/06/2020 158 200656500R1T 4009558 Geneval FR SOORIT-F 2610 S000.00

L saction Dabe | Trarsacton Code Trars Desc/Vendor  Document Numbser | Sub Fund Group Account Subobiect  Trarsaction Amount
Grand Total | 29981275
System Admin Total | M0812.75 |
System Admin G8/17/2020  |3%9 RYAN BIGGS CLARK WIS ENGINEERING & EXA6532 GereralFR | S00837-99 5855 1.595.00
Syshem Admin - O8/14/2020 |39 N0 Ol Phone Recharges W14l Gtntral IFR | BOCEHIT-F 5425 10059
SyStEm Admin 0871472020 ne I#402 MAY 20 Cel Phore Racharpes V4E465 | iereeral IFR BOOE3T-99 5425 9282
System Admin O7/10/2020 315 HECKERS FARM ve3aas GereralIFRt S00BI7-99 1300 14.97
System Admn 07/10/2020 (319 ‘BECKERS FARM W3S General PR 90083795 3562 | 5212
System Admin O7/10/2020 50 BECKERS FARM W48 General IFR SOOEIT-99 3600 145.00
System Admin O7/10/2020 k] BECKERS FARM WindET4aE - General IFR | SOCHIT-59 600 Fi.19
System Admin 07/10/2020 1319 'BECXERS FARM WW34748 |General PR 90083799 5137 | 21.00
“System Admin 071002020 2] 'BECKERS FARM (WWEATE [ General [FR 0083799 5137 1 D
System Admin 07/10/2020 ] BECKERS FARM AT TAE Generdl PR | SOCHIT-99 5137 ! 2100
System Admn 07/06/2020 385 | |POG2420 [GeneraIFR 90083799 0600 | 1.058.30
System Admin 07/06/2020 389 |POG62420 \General IFR___ 90083799 1500 169784
System Admin 0706020 | a9 POEIA20 Gl [FR DOCEIT-00 1008 BE2
System Admin GA30/2020 | 399 NATICHAL GRIDHUFSTATE UTILITY (EWEOALE [GeneralFR | 900837-50 55581 | M52
System Admin O6/24/2020 | 315 VAMAZON,COM MY45ME02 AMTH WG |Genersl IFR | 900837-9% 3065 | 8.98
System Admin | 0634020 119 AMATONCOM MYS5MEROR AMTH — WRESGS Gereral IFR DOOEIT-0% 3410 T4.95 N

4. As seen above, the rows of data show the same data, but now are grouped by Transaction
Category and totals between categories are easily identifiable.

5. When a field has many unique values/results and only a few lines of data associated with it,
moving a column to pivot table prompt or sections is not as useful of a tool as you will have
to switch or scroll more to view the data. If there are too many unique values using the pivot
table prompt or section, it could cause an error on the report. If this occurs, go to another
dashboard, and then go back to the dashboard you were using. This will reset the page to the

default display.
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How to Move Column to Pivot Table Prompt or Sections — 2 ways:

1. Click — hold — drag by the column Heading: This is like moving columns to the left or right.
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a. Left click when the column heading has a bar across the top and your cursor changes
to a double arrowed cross.

Camgun 1rwmnm:lfwm{m|fmm-- e Dt e Deaametd Humiber | Sub Fund G Slobied Ao TraiseTon Asounl
Grand Total ) - 1,354,163.07
System Admin Tolsl ) L350, 16507
SystentAdmn| 102172020 | 20ME Encumixance HATIGHAL GRICHIPSTATE UTILITY 190138 Genersl IR 5551 S008750 42957
Fyseems Admin | 081 T2000 byl Dt artoey AYAN BIGGS CLARK DAYTS ENGIEERING & EX4653F General IR S35 e ] 199500
Symee Admin | CA142020 200V Encumbrace RYAN BEGS CLARK DMWTS ENGINEE T Gererd R MRS S00ANTSS -7,995.00
mmmjwwzm I sl Expeniflure RYAR BIGGS CLARK DANTS ENGINEE ERSRSI2 Gineral IFR ] SORIT-9 TRs 00
Systers Admin | (/1472020 319 | Dedmarserrnt 20 el Phone Recharges Lt Gtreral IR, L] ]
Sysmem Admn | OR42000 319 Deburerrern VA0 MAY 20 Cel Prone Bchanpes ARG General IR 5 RO08Te HLAT
Symem Admn 081472020 (3190 | Enperdtire W20 Cel Phone Rechaned WHss141 GenersiTR WIS S00MA755 10155
ymeim Admn | S1472000 | |Expendture N HAY 0 Gl Phoest Richanges WaBels Ganer s IFR, el b e ] BB
Systers Admin | OT/10/2020 3% Detmmserraent BECKLRS FARM WIT Gereral R e Y] 1497
Sysem AdmA OT10E020 318 Dt BECKERS FARM WITE Gatueral IFR. WET 08N 5212
System Admin 077102020 |19 | Desbrrierrena BECKERS TARM WWIT4E Goneral IR MO0 S0CAITS 145,00
Fytem Adimn | O71072000 ny Dt ity DBECKERS FARH WT4E General IFR, b o] e ] TLi%
Systers Admin |07/10/2020 319 Detumeren BECKERS FARM WA Gerers IR 5137 008075 2100
Sy Admin | 07102030 L] Dmtmsrseraria BECKERS. FARM WAEATE Caniral IFR s WORYT D
Symen Admin 07102020 1% | Dtarneren BECKERS PARM WIS GererdFR (5137 00E3PA 1100
System Admin 00102020 |31 Expendiure BECKERS FARM AT Garoeral IFR, W00 O0AITH TLIN
SystersAdmn O7/102020 3% |Expendtire GRASSLAND ECUIPMINT & IRR W7 GenerdlIR S137 90080759 .
Syieem Admn | 07102000 L Erperadure JIFFY LUBE 8453 WAEAT4E Gaimaral IFR, e a0 2100
Sysers Admin | 07/10/2020 | 309 | Expendture NFFY LUBE #453 WAWATA GererdFR 311 w00AIPES .00
Syimem ASmn 071102000 W Expendtne THE HOME DEPOT #1262 WIN34T48 Gneral IFR, 000 HOOEITee 1497
Gysiens Adein | O7/10/2020 |31 | Experdture VALLEY GREDN - ALBANY WA Geners IR MO0 90083759 145.00
Sysuim Adman | 07102050 3 Erpenaiure TOR0 TOOLS B WRET4E Ganiral IFR, e e ] S2.11
Sysners Admin | 07/062020 |38 Destursermen POGIAT0 GenerdiFR 0600 S00B3T59 1,058.30

b. Drag the column to the white space above the Table and look for a blue highlighted
bar indicating to ‘let go’ of column. The blue highlighted bar will say Pivot Table
Prompt, or Sections. To place into pivot table prompt, drag the column slightly
higher in the white space, to place into section, drag the column slightly lower in the
white space. This area can be sensitive and can easily miss the correct area to drop
the column into. As you drag your mouse you will see the blue bar pop-up and as
used more often, the user will be able to better place the column.

| Preot Table Prompts |
1

! Admin Total

(System Admin[10/21/2020 _ [204€ {EICU R JUATIONAL SR S TATE UTILITY JESanEE JOEN IER S SeR1 T isones 0| 529571
System Admin |08/17/2020 399 |Disbursement |RYAN BIGGS CLARK DAVIS ENGINEERING & EX46532 |General R |5855  900837-99 7,995.00
\System AOmin |08/14/2020 | 203V |Encumbrance |RYAN BIGGS CLARK DAVIS ENGINEE | EX46532 |General FR (5855 900837-99 7.995.00
[System Admin |08/14/2020  |304A [Expendiure |RYAN BIGES CLARK DAVIS ENGINEE 46532 |General FR__ |S855  900837-99 ] 7.995.00|
System Admin 08/14/2020 319 |Dsbursement 3UN20 Cel Phone Recharges Wxd9141 [Generdl FR (5425 90083799 101.99
System Admin [08/14/2020 319 |Dsbursement {3V#402 MAY'20 Cel Phone Recharges | WX48465 [General FR (5425 900837-99 9282
|System Admin [08/14/2020 |319) |Expendure |JUN'2D Cel Phone Recharges |Wxds141 |Generd PR [5425 50083799 101589

c. Release your mouse to put the column into prompts or sections.

| Sections |
|Campus Transaction Date| Transaction Code | Transact mss————jor | Document Number | Sub Fund Group |Subobject/Account | Transaction Amount
[Grand Total I, ST 105107
|System Admin Total o e — —— S o o o § | 1,354,165.07
'System Admin 10/21/2020 | 204€ [Encumbrance [NATIONAL GRID-UPSTATE UTILITY |190135 |General FR 5551 |900837-50| -629.57
System Admin| 08/17/2020 1399 | Disbursement {RYAN BIGGS CLARK DAVIS ENGINEERING & |EX46532 |GenerdIFR 5855  900837-99 | 7.995.00
System Admin |08/14/2020 _ |203V. |Encumbrance JRYAN BIGGS CLARK DAVIS ENGINEE |EXa6532 [CeneralIFR. |S855 190083795 -7.995,00
'System Admin 08/14/2020 |304A [Expenditure |RYAN BIGGS CLARK DAVIS ENGINEE |EX46532 |General TR (5855 |900837-99 | 7,995.00
System Admin 08/14/2020 319 Disbursement 13UN'20 Cel Phone Recharges |Wx49141 |General FR 5425 900837-99 10199
(System Admin 08/14/2020  |319 |Dsbursement |Jv#402 MAY20 Cel Phone Recharges. | WX48465 |Generdl TR |5425 190083799 92.82
|System Admin | 08/14/2020 13191 |Expenditure |JUN'20 Cel Phone Recharges |Widn41 |General IFR 5425 1900837-99 | 101.99

2. Right-Click on column heading and select ‘Move Column’ on drop down.
a. Right-Click on column heading to open drop down menu.



ey S0t Coumn .

Dri
[Compus [ Transacton Date | Transaction Code [Transact gaep ony v | Document Number | Sub Fund Group Subobject /account [ Transaction Amourt |
[Grand Total 1,354,165.07
System Admin Total . . . : | 135416507
|System Admin | 10/21/2020  [204€ LUTTY | 190135 |General IFR  |SS51 |900837-50 629.57 |
[System Admin 08/17/2020 399 3 ENGINEERING & EX46532 |Generdl PR (5855 [900837-59 7,995.00|
|System Admin 08/14/2020 203V 3 ENGINEE | EXag532 |Generl PR (5855 90083799 -7,995.00|
|System Admin 08/14/2020  304A 3 ENGINEE | EX46532 |General FR 5855 |900837-99 7.955.00
[System Admin 08/14/2020 319 e | wicas1a1 [Generd PR (5425 900837-59 10155
System Admin 08/14/2020 319 Rechages | Wi4B465 (General PR (5425 190083759 52.62|
Isyst n08/14/2020 3191 e |W4S14L  (GenendFR (5425 90083799 10195
|System |08/14/2020 1319 2Recharges | WX48465 |General FR 5425 |900837-99 92.62|

b. Hover over ‘Move Column’ to show drop down list of options and left click on

where you would like to move your column to.

|Campus | Transaction Date| Transaction Code | Trans ' | Document Number | Sub Fund Group |Subobject | Account
GrndTotal 98 ot b :
System 0 204 TEUTLIY (190135 [Generdl PR (5551 [900837-50,
‘System Admin 08/17/2020 399 VIS ENGINEERING & [EX46532 |General PR 5855 90083799
[System Admin 08/14/2020 | 203V VIS ENGINEE |Ex46532 |General TR |S855  |S00837-99
System Admin 08/14/2020 | 304A V1S ENGINEE EX46532 General PR 5855 90083799
'System Admin 08/14/2020 (319 arges wras1aL (General PR (5425 |900837-99
System Admin 08/14/2020 319 ne Recharges  WX48465 |Generai PR 5425 |90083799
System Ademin 08/14/2020  |319) anges Wx49141 |General IR 5425 90083799
System Admin 08/14/2020  319) ne Recharges | WiX48465 Genera FR_ 5425 90083799
System Admin|07/10/2020 (319 34748 [General PR (3300 190083799
System Admin 07/10/2020 1319 Ww34748 |General PR 3562 (90083739
|System Admin 07/10/2020 319 WW34748 |General FR 13600 |S00837-59
System Admin 07/10/2020 319 Genera FR_ 3600 90083799
‘System Admin 07/10/2020 319 Left WW34748 |General /R 5137 900837.99
1319 Rght Ww34748 |General TR 5137 (90083799
319 Wwa4748 Generd PR (5137 90083759
£ e Provipes. wWw34r4s |General PR 3600 900837-99
‘System Admin 07/10/2020 319} To Sections WW34748 |General 'R 5137 900837.99
System Admin 07/10/2020  319) i WW34748 |General PR 5137 (50083799
System Admin |07/10/2020  |319) N V34748 GeneralFR 5137 |900837-99

Tip#6: Subtotal and Grand Total Features:

When working in BI dashboards, you have the option to add a subtotal on any chosen field. You
also have the option to add a grand total to the query. This will allow you to display totals the way it
should be shows according to the user’s preferences.

1. Right click on the column header of the field you would like to subtotal. Hover over
subtotal, and the options show to place the subtotal ‘after values,” ‘before values,” “at the
beginning,” or ‘at the end.” Subtotals can be changed at any time by repeating these steps and
selecting a different totaling option.

Conpan | rarmaction Dite| rarsarton Fede | Tamienen fetanees [Trans DescVendon Dotumerd M | ot fund Group Accountebobject | Trarmacion Amount
Grand Total ol S0rt Coumn . BIB217A41
'spu_u-_u Total BIGF17AL
Syt Aderan. SO IOT | ¥y Oy * o MATON.COM MSETORET AHIN Wik48) 1 eireral PR, AT 0N 500
s A DA 20| Rascove p  DSATCHTLCOM MBI TOREY AMIN Wkl4911 il PR, O 0% S0
3 Genera PR WASIT93 395 AT158

Genwrs PR MNSOT99 100 [T

Generd IR, 0081790 M10 5

e P, WOORNTW IO i

Gerers PR O0A0T-59 600 5199

General FRL. OGEAT-59 13005 FrET

General (F,  WOOAT-99 ‘5137 LT

Genera PR WHHITA MI0 159

Gerersd PR ROGRITA M1 L0

Genersl TR 90000759 2095 aFL56

Geners FR WOEYT-59 5107 AT}

Geners PR OO0 WAE 560

Geners TR MOORT Y 3095 2300

Geers PR WOOIITAS MO0 um

General [FR. S00837-55 15006 3500

General IFR. 500837-59 1300 12805

'u._m.un ST | F00040

Genwrm PR WOBIT W FET
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a. Example of subtotals ‘Before Values™:

AT L0 M TONED KM WAL VLT
LAATTIG T MK TIRE) M O T
mmlm “"“
mmmlﬂ 'HII'IIII

i 17 2 T
Rl DR CORMPRMY WAL EE1
WA, STCRT (RS e
JOPC MG FOCACE PEEOT | (WALYEL
[ORC NTIEC REMAE SLth | whlne]
FTRAL EARTHRLANTE L]
-] ¥ LT
THE B (EPOIT #1350 LT

b. Example of subtotals ‘At the Beginning”:

| Document Mumbes Sub Fund Group ACCount | SUBCbJRCt | Transacton Amount

87621741
AMAZON.COM NISETOBED AMZN WAL491 1 (Generd FR (90083799 3095 | 22500
AMAZON COM NGSETOBED AMZN WAL4911 (Gonerd PR 900837993095 | 560

 AMATON COM NKSETOSES AN WALH911 (Geners ¥R 90083799 3095 47156
% AMZN WALE91 [Cemeni¥R 900837993300 12805
AMIN WAL (Geera PR 90083799 M10 3955

AMZN WANLA91L (Geners R 90083798 M10 | 17950

AMAZON.COM MISETOBE S AMIN WAL491L (GenerdWR 90083799 3600 5399
|AMAZON COM NKGETOBED AMZN WAL4911 Generd PR 90083799 5006 22500
AMAZON.COM NIEETOBES AVIN WAL491L Generd WR 9008799 5137 | 7814
AMIN WAL#911 (Gened UR_ S0083790 10 159

__ ey G R (90083790 M10 | 17990

WALIOLL (GenedWR_ 900837993095 | 7156

WAL Geed¥R 90083799517 | 7814

WALSTL Geea ¥R 90083799 3095 5.60

(WAL#91L Generd TR 90083799 3095 2500

WAL#PLL [Generd WR 90083799 %600 5399

(waLe911 (Genera R 50083799 5006 | 22500

WALILL (Generd PR 90083799 3300 | 12808

280849

Revenue - by Accourt Admistrabve Overhead Bings.  WAKS43S [Genei ¥R 50083799 9999 -2.609.4%
[wais (Generd ¥R 90083799 9999 | 433985

c. Please note that on some queries, subtotals or grand totals are already included in the

default display.

Syatem Admn 0M0N2021 319 Ontarrewt AMAZON COM MISETOBED AMDY ViR 4911 CorerW DR 00837 X5 560

System Admin ONOWIO! (319 ! o TOBED AMIN WALAD1 ) Ceorea R 900837499 3098 | 47156
System Adn OMONIOXL 319 : - AMAZON T Corard PR SO0RIT D 3300 17008
System Admn OROWOZL 1D Omtasrsewent wmm WALADLL (Cerars DR 9008379 340 »
System Adewn OMOWIOZI 319 Ot ETOBES AMIN WALABLL CoreE IR 0837 10 | 1790
Sytem Admn OMOWIOI1 19 Ombasreeee AMAZON COM ML TOBE) AMIN | WALAD1L Carard PR 00070 MO0 3
I'mm_ml BT | OmBaayermnt AMAZONCOM ML TORE ) AIN | WAL (Corwrd R GOOKIT Y 006 500
[System Admen 00ONIOZL N1 Omtaswemere AMAZON COM MISETOBES AMIN WALADLL Carerd IR 9008370 5337 ™m.ie
i’wunmm_M| m Enperature AMATON COM NGLETOBED AMZN WAL4D11 ConerdFR 9008379 3410 | i
[System Adewn OMOHI0I1 31 Unperadtue AN MTp U TRAVASWID  WALADIL Corerd PR 90083799 3410 | 1P
System Admen 00J0WI0I1 319D Erpendeue _Mﬂmﬁm WALADY Carwral PR M?rﬂ ol AT
kmh-n._um_mn e Expendture NAPA STORE OS0B0NS WALeRIL Corerd R 9008379 3137 | A
[Systems Adwen ONOW021 31900 Expendtue OFC MSC SERVICE FEEO21 | WAL4B1L Corecs DR BNEV 0 3005 540
Siptem Admin OMOWIORL 3190 Expersstuee ORC WYSIC ROVOMUE BTN WLASIL Carm PR ORI Y9 22400
System Admin OLONIOZE 310 [Expendtue PAYPAL LARTHPLANTE WAL L (Crrerd PR H0GIT40 300 s399
Syatem Ademen  OLUW 021 i HnpensSbe ] WALRIL Cerera PR m!-ﬂ (3004, 1 300
Gystens Adm OXOWI021 3193 Unperasture THE HOME DEPOT #1243 WAL1L (ConerdlFR 9008 1300 | 1005
[System Admin OLOA2021  319A Ravrruss - by Acciaet | L Corerd PR WORY A 240049

d. To remove subtotals, right click on the column header of the field that is subtotaled.
Hover over subtotal and click ‘None’.
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2. To add Grand Total, right click on any field’s column header, and hover over ‘Show Row
Level Grand total’ or ‘Show Column level Grand Total’. The user can choose ‘Before
Values’. Grand Totals can be changed at any time by repeating these steps and selecting a
different totaling option.

2621741

Onruryerment AMAZON COM NOW TOBE S AVUIN WAL#H11 Gored R WOIN XS 175,00

Onturgment AMATON COM ML TORE Y AMUN VeAL#Y] | CererE R WO X 260

Dmtursement AMAZON COM NOUETORED AMIN WAL#311 Cewd TR WOBTN WV LR

Onburvement AMAZON COM NULETONED AIN WAL #H1 1 Cowd ¥R W00MIT99 300 1

Dabussement AMAZON COM NCGUETOBED AN VOAL#%1 1 CoredUR WOK M0 959

t AMAZOR COM NALETOBEY AMIN WALSH1 L CoreA PR WONAH M0 i

t AMAZON COM WOLETORED AMIN VORH 1 e PR SO0R0 W00 S

t AMAZON COM MO TORED AT WAL | Corend ¥R WORIT W W06 2800,

[ AMAZON COM NULETORED AMIN VALY | Gred ¥R WO Y e
AMATON COM NUSETOBE) AMIN WAL #911 Gerevd FR_ WOORIT ) M0 »w

Exgeecsture AIN D US ZROGNSWE)  WALARIL Cereral PR W07 0 17990

Expendture MAD BROTWERS O, COMPANY WAL 1 Gered TR OB XN LTS

Expercitue NAPA STORY CS0R08S ALt CeredVR  wORNM MY i

tapeecture OPC MSC SURVICE FEE 021 W) Cered R WOOKIT X0 40

Angeradtare OFCNYSECREVENUE TN VoL Ged ¥R WONTH XS 500

Expendture PAYPAL EARTHRLANTE WAL L GereradWR 90000740 2000 519

Exgenatucs NS, AT Corerd ¥R 00N 006 500

Tagercitien Tre mOsee OEPOT 20 ___ W] Corerd PR WO0SNT X0 108

el m Dy Actound oG WAKS Gerevd DR wWORXI VPR 2ArRAY
e “Reverae - by Account Frnge Beneft Slngs WA e VR WORV M Y PRLT
- Beveron - by Accoont 89 Parong WA Cored YR WOBDI 9 Y A4

a. Example of Grand total by Row ‘Before Values™




b. Example of Grand total by Column ‘Before Values’ (From Cash Reporting

Dashboard)
20-21
f 2 [Receint Amount|
|Sub Fund Group |Major Receipt Group |Receipt Group |Sub Receipt Group | July August \September |October November  December | |
|Grand Total 11,715,499.65 26,774,738.33 -14,396,835.96 -15,405,443.85 -742,304.72 1,604,91183  -449,438.72
MM‘E@E’_T‘!‘E'_ e |1,715499.65/26 3.85 -742,304.72 1,604,911.83  -449,43872
{Collection Fund-Campus {Undistributed |Undistributed Undstributed | 1,715,499.65 2 | 742,304.72] 1,60491183  -449,438.72|

c. To remove Grand Total, right click on the column header of the field that is Grand
Totaled. Hover over Grand Total and click ‘None’.

Tip#7: Export and Print Feature:

When working in BI dashboards, you have the option to export and print the data you are working
with. The export feature allows you to send the data to a different application for further reporting.
The print feature allows you to print the data that you need to present of file for reporting purposes.
Both features would be useful when presenting on this data to others.

Export Feature:

1. The User has data pulled that need to be exported into Excel, the user has two options.
a. Click on the Export button on the bottom of the dashboard, which gives you a
couple different ways to export the data. PDF, Excel, PowerPoint, Web Archive, and
More Data. More data opens to more options to export to Excel, CSV, Tab
Delimited and XML options. This option will only export the report immediately
above the Export button.
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Gt it WY A Fagerettury Rk T (TP T AT UILETY (LT SEMTF S 454 L
Syrkem idran 071 AL 1t v - by bormad B Pariery AT 00 Larae sl ¥R AT R B
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a7 W e Eugarettur FRATEOLL - PO MORITA 1500 T
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gty e LTS 10 Emdwrarre AT DO WOETTOBEY AMTN WAL P WY S Ml
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AMAZON.COM NK6ETOBE3 AMZN WAL4911 (General IFR | 9008,

| AMAZON.COM NKGETOBE3 AMZN | WAL4911 (General FR 9008,
|AMZN MKtp US ZRAWVSWP3 [ ppF | leneral FR 9008,
| MAIN BROTHERS OIL COMPAr @ Excel pOS:
& § Rows1 '_S Excel ' ) csv ]
@l Powerpont =
Charge Agency Name is equal t g v et Archive L] Tab Delmied
and Account begins with 900837 @ XML

and Fiscal Year is equal to 20-21 L) D38 »
Analyze - Refresh - Print - Export

b. You can select the three lines ‘Page Options’ in the top right corner and get to
export from there. This option will export the entire page including selection
prompts. This is a good option for pages that have multiple reports such as Account
Summary where there are four queries on the page.

As COLEMAKA-System_Admin -

ob Print
[5 Export Current Paqrj éj.:mmn Excel ;l

Revenue Sub fund Report & Refresh

=l Create Bookmark Link
e Revenue Fund Code Report Create Prompted Lnk
=l Apply Saved Customeation »
Revenue Class Report Save Current Customaation.
L) = Edt Saved Qustomeations..
Batch Number Report Cioar My Customaation

- bt VR -

c. These is an option to export the data and get every field of information available. If
you click the ‘Export’ button, go to the ‘Data’ option, and select CSV. This will
download every field within the report including all fields that are available for

inclusion.
2 AMAZON.COM NKGETOBES AMZN |WAL4511 General IFR §008;
> /AMZN MKtp US ZRAWVSWP3 [ por Generdl FR  19008:
: MAIN BROTHERS OIL COMPA! B exce ) Excel 1008:
X
@ F rows1 -
2| Powerpont RI=T8
Charge Agency Name is equal t @ Web Archwe
and Account begins with 900837
and Fiscal Year is equal to 20-21

Anahze - Refresh - Prin

Print Feature:

2. If the user would like to Print, you also have two options for this as well.
a. 'The user can click the ‘Print’ button on the bottom of the screen, which asks if you
would like to ‘Printable PDF’ or ‘Printable HTML’. This option will only print the
report immediately above the Print button.
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b. The user can also access the print option from the three lines ‘Page Options’ in the
top right corner and print from there. This option will print the entire page including
selection prompts. This is a good option for pages that have multiple reports such as
Account Summary where there are four queries on the page.

hs COLEMAKA - Systom_Admin «

yPund Growp Account  Subobiject Transasction Amount Create Bookmark Lird
996,408.79 Create Prompted Lk
B0, %8979

werdl FR 0083750 5551 14897 Ay Saved Customeaton »

W PR 00083750 5558 120.73 Seve ot Outemiion.

wdPR 50083750 5551 14897

wEFR 90081750 5558 1207 oo e

wrd PR GOOBYT Y ¥ 8,540 90 Clear My Customation

waAFR 90083799 0600 24589

wrd FR SOORIT-9% 1500 2.965.00

wrd PR m}?-ﬂ}“ 2205

Tip#8: How to repeat data on each row when in Analysis (trick to quickly do it in Table
view):

When reporting in Analysis, the columns will default to suppressed. In other words, the data is not
repeating on each row. This is how to get the data to repeat on every row with a quick trick to do it
in table view. Data repeating on each row is helpful when exporting the data to excel for further
review and analysis.

Suppressed Vs. Repeated
Campus Fscal Year Account  Cost Center Campus [Fiscal Year Account  Cost Center
System Admin 10-11 976026  28665656VS10 System Admin 10-11 976026  28665656VS10
14-15 900000  286656560R14 |System Admin 14-15 900000  286656560R14
1516 B40641-65 286656561R1S System Admin 15-16 84064165 286656561R15
85070999 286656561R15 |System Admin 15-16 850709-99 286656561R15
850737  286656561R15 ‘System Admin 15-16 850737  286656561R15
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How to get the data to repeat on every row:

1. Go to Analysis from the home page or through the current dashboard you are in:

Home

Create... G)d Recent
—#p) Analysis and Interacve Reporting T Dashboards

yshbowrd Promgt

o~ Reportng

pnable Inteligence

A Most Popular
@) 4o recommendatons are currently avalabie. Most Fopulr |

Ooweiosd 61 Desizop Took »

2. Select whatever fields you need for a query, example:

Compound Layout
b7 %
@SR
Campus Fscal Year Account Cost Center
System Admin 10-11 976026 2B665656VS10

14-15 00000 286656560R 14
1516 B40641-65 2B6656561R15
85070999 286656561R15
850737 286656561R15
850755 2B6656561R15
860674 286656561R15
860708 286656561R15

3. Notice how Campus and FY do not repeat on every line. When exporting in excel, it would
be nice to have the lines repeating. Go to the criteria tab, on each selection hover over the
‘three lines’, click on the ‘column properties’ line, and the Column Properties box opens.
Choose the ‘Column Format’ tab, then click on Repeat. You will need to do this for each
selection you want repeated.

v Selected Columns

Chart of Accounts Charge Agency
E Account i B Cost Center i, [ Fiscal Year i H campus 5

€ sort v
8 edtt formula
[fla Column Properties
_P Fiter

v Filters 3 Delete

el Sllbmms q % = @ m "/ Campusis equal to / isin System Admin

Criteria Results Prompts

70



*®

Clwse |

L 4

_ox | Gancs |

4. When the user is doing a table view, the user can stay in the results tab and click the XYZ
button. In the style tab, choose the ‘repeat in each row’ option. As shown below:

= 20 Reversse Al Funds Doc o

o ) Revernst Fund Grougengy :‘ / x
(20 Asocations Fact

: (23 Cxpendtures fact "W W

P00 | IBASAIORLA
0641 65 IMASLSEIRIS

L= (20 Payroll Dncrepancy Fact BI0TTP VD IBAIAIHIRLS

= (20 Pending Encumtsances Fact 830737 I0LAIAS6IR1S

= (1) Pending Dxpendtuses Fact B5075%  ISGASESLIRLS

e () Ombursement Fact BEOLTA | IAASLSLIRLS

= 23 R Cash Foct 1| BONS  I8ATAS6IR1S

= (2 Reverse FR Funds fact -4 BOTIO0] IMASEISIRIS

< BOTSS  2MASLIEIRLS
~ Catalog ®eh G' 856587 IB445)21 0015
T =] IO PIAILLLORLS
PO06II OF IALILILORLS

& LMy Fokders P03 O IBALSLIORTS
o [} Shared Folders POOEII 04 IBLLSLILORLS

Table Properties @8
Style  Wirte Back

P gmmmmm
Paging Controks | Bottom |
Rows per Page

Display Folder & Column Headngs | Only column headings [~

nulvaies [ include rows with only Nul values
Rowstying [_] Enable aternate stying
Dupicate vaues [] Repeatin each row
Master-Detal ] uisten to Master-Detal Events
Event Channels

_OK |_Cancel |



5. Now all the columns are repeating the data in each row, making it easier to export and
manipulate the data in Excel.

b7
L@/ R

Campus Fiscal Year Account | Cost Center

|System Admin |10-11 (976026 | 28665656VS10
System Admin 14-15 900000 | 286656560R14
System Admin |15-16 | 840641-65 | 286656561R1S
System Admin 15-16  |850709-99 | 286656561R15
System Admin |15-16 850737 | 286656561R1S
System Admin 15-16 850755 | 286656561R1S
System Admin [15-16 | 860674 | 286656561R15
System Admin |15-16 860708 | 286656561R15
System Admin 15-16  |860750-01 | 286656561R15
System Admin |15-16 860755 | 286656561R15
System Admin [15-16 886589 | 286653213X15
System Admin 15-16 | 900633-01 | 286656560R15
System Admin 15-16  |900633-02 | 286656560R15
System Admin 15-16 | 900633-03 | 286656560R15
System Admin 15-16  |900633-04 | 286656560R15

Tip#9: Graphing in BI Analysis:

When working in BI analysis, you have the option to place the data into a graph. The graph allows
the data to present in another format rather than just the simple query. This would be useful when
presenting on this data to others.

Graphing in BI:

1. Tips on Graphing:
a. Have a clear idea what information the graph should give.
1. Identify which Data warehouse would best report the information needed.
b. Keep the data fields simple.
c. Use the BI Finance Stars and Dimensions document as reference.
d. Use the BI Finance Data Dictionary for definitions of available fields.

Create a new Analysis:

1. At the top right of your screen, go to ‘New’ then click on ‘Analysis’. Select the data
warechouse that you would like to use. You can also access ‘Analysis’ from the left of your
screen under ‘Create’ and click on ‘Analysis’ under Analysis and Interactive Reporting.

Jg Recent
— iy Analsifland Interactive Reporting Dashboards
Laj Dashboard Prompt 5] rratyss Josshboard Frompr B A A
Published Repofw & Publshed Reporting Gl Open | More «
¥ [ Report Job i TPt P Transacton nqury - Transact
Actionable Inteligence S open e .
sr¢  Actionable Inteligence {eg pii ; Open | Mg
More Dashboards
& Action
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2. Select the data warehouse that you would like to use. We are going to use the Finance data

warehouse. Start on the ‘Criteria’ Tab.

As COLEMAKA - -System_Ad

Select Subject Arca Ol | SR B
o vmw ‘l“’_" u“a
Search 7 ({3 France Dsta Warchouse A o selecte
> ) Coat Center Tme
.rn.sn:e Accounts Payable > () Tme Perod
> 2 Account Group
Finance Cash Projections 2 (DO of Accounts
iy > (3 Crarge Agency
= - jo'vmmmw
@ Fnance Cash Reporting > L3 Document Info
> | ) Pending Document info
Em;mmma T iy e
> J Document Type
i |23 Fund Wernter xi Filers
@ mance End of Month DW 5 (3 Subobpt
o () Suboblect Groupg
@ Fnance Foed Asset & (3 vendor
& ) Payrol Dezrtation Type
= () Payrol Emgioyee Info -
@ Fnance General Ledger e (2 Paryrol Pay Pevexd <
2 () Payrol Journal info 1
@ Fnance P-Card POS & (33 Payrol Dscrepancy Info
ir () Reveruse R Funds Doc info
2 Reverme Al Funds Doc Info
@ ! nance Payrol Deductons it 3 A
« Catalog w0
@ Fnance Procurement
e N ~]
& [ My Folders

@ Fnance URAS

@ SuNY Enterpeise Data

3. Tind the Subject area menu on the left to find the fields needed to add to the report. Click
the arrows to expand Dimension tables. Then Click and drag the field into ‘Selected
Columns’ pane, you can also double click on the selected field and that will add it to the
Selected Columns area.

et

Criteria Resuts  Prompts

v SubjectAreas O, 00 - @ W FRM &
:'Janmomwuum * | ¥ Selected Columns

7 gcmcm Time

& Cost Center Month Desc Cost Center Trme
d Cost Center Month Sort €
g Vear B Fiscal Year

{3 Cost Center Year 4
[# cost Center vear 9
= |2 Time Perod
& (23 Account Group
b 23 Chart of Accounts

& (D Ongnating Agency ) Filters

t (1 Fund Identfier 4
& ) Subobject L]
& |2 Subobject Grouping

& [ vendor




Create New Filters

4. Apply filters to prevent larger queries from running. Click on the three bards on the right
side of the field. Click filter, and a text box will appear. Select an operator for the filter to be

applied. Select values for the operator to apply to, then view the applied filters in the ‘Filters

pane.

Ui
Criteria Tewity L
T
Ll gt Levet 5 e
7 e Agency
4 corpa
W Cange vy Coe

Aw-9@ Bl
* o Selecrad
Cost Cirter T
ot vew
W secuv Cose 8 o
[ FE TV

i Cotrn Broperten

= Filters X Deiete

New Filter

Column  Fiscal Year £~ |

> Operator
———

sequalto /BN
19-20;20-21

Charge gency  Chart o Acosunty
L o B Jucstimamtex 5 [| anam 5 | serniten S

_Add More Options » | Cear Al |

| Protect FiRter

[} convert this fier to SQL

2

Uspercibie Fat  hund Werther

o8

=~

- JTTF

Coad Carfer T (Chaepe Ageray  (Chaet of Adoowmi

W rmaivew 5 [ Comgen T[] MACUBO Pencien Bes T

> e
o Pl Yoo i oeual 0o f s is 19-00; 20-21

Enpercahuers Fat Fund denther
] Aseeni T Sl Pelitrag

a. To edit a filter, hover over the filter, click the & . To delete a filter, click the x
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Results

5. To run the query, click on the ‘Results’ tab. The default view is a data table layout. To create
a graph, go to ‘New View’ pane on the bottom left of the screen. Select the graph style.
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6. The ‘Layout’ pane will appear. BI will guess how you want to graph. Moving fields around
and the layout pane will change the display of the graph. Work in the layout pane until your
desired display is showing. Click ‘Done’ to save any changes. Click ‘revert’ to return to the
original layout.
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w1 fnmer b -
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.

e

— s s v b

Compound Layout

7. The new view is not automatically added to the compound view layout. Click on the view

% X

in the compound layout to remove view from the report. Click on the in the ‘Views’

name to select, then click on the to add view into Compound layout. Click on the
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pane to delete the view completely. Click on the

then click on the 7 to edit the layout.
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8. Always remember to save your report to your catalog.

ﬁ New

signed In As COLEMAKA-Svstem  Admin -

Tip#10: Column Sort Feature:

to customize the layout name, and

When working in BI dashboards, you have the option to sort the column so the data you are

working with reports in an ascending or descending order. **This can be done on any column in

every dashboard.

Column Sort Feature:
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1.

The user has the option to sort a column in an ascending order, on any column of data.

a.

Hover over the field column header you would like to sort ascending and select the

up arrow next to the field name.
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2. To sort descending, the user would hover over the field column header and select the down

arrow.
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a. This will show the data with the most recent data in the beginning of the query.



Campul Tearmacten Date— " | Tenradeton Code Tiarsacton Catrgery | Traes. Descvender Devisment Wamber Sob fusd Groug Aceoon!  Suleliect | Trarmacton Aol

Grand Total SR H0053
Sybem Sibesen Total AR A
e A (AR D00E Y i - Oy ACCOUNT ARRETEOYVE Cheifad Bl | Waaed e FH TN i i THLTT
Tyutem fdman (LRI MW Beyerae - Iy Aocoend [nge Bendft Blngs WAL Gener sl FR TOCRIT 59 9908 HAOT TR
Syem Adman (eLTSITR -3i5 Raryere - by Aocound OF pees T - By W parlang. | VWG TG Caradl FR, W0RIT - 5250 5.
Tyt Admn QU0 IR M - By Accoord POLEY MIDERAL COLRITHOUS . | Wil Me Caners T WO AL
Tyt ASn ATRBO0E S Morerrum - by A 1075 Saied T WA Gavweesl IR WA R 5000
Syitrm barrm nq,.\':d.i':ws Ty Borrum - by oot Pariong e Rrverme Mach e} [~ VT i AT L
Syabern Adman AST00 1 areE R« by et RE IRANG AT Corurl PR WCATT LAY
Fysoem Adran DR DO2E b ] Embast e POITH Caruy FR ST Gl b L
Syibem Admn DLPRPO0E b ] [T o POOETH Carnirn FR TR IE 90 1500 3 S50
Fybem Ajmin ONTWBE bl Cmdigramnnk POOITH e FR POLENT-3 F0a TR
Syrdem hamn (NERNEE e Esperabae PAYROLE - PRE50 POOATH Gereeed FR SO0NIT 99 D600 LAY
Syl AT W00 I Eapireiture PAVROLL » S50 e lEri] Camarl PR, WO 1500 I 00
Tynden Admin ILTRTE e Enperdfar PAYROLE - M0 POIT) Caruresl 30 TORIT 90 10 PRt
e A OLTLB0 bl [ ] HATIONAL (IO UPSTATE UTILETY EATOSSS it PR ORI 40 SA51 18857
Syabern Aderan 0300 ) [l e e ATICOWAL CER0UPEATE UTRLITY  EATOASE Cotrur sl 0 wRIE A 135F5
Sysbem Advan 00 TRDI2E Btk Esperdtue HATICHAL CRID-UFSTATE UTILITY | EATDSEG Gyl FR SOORTT -5 5551 14857
Sorabem Adimin DO TWOTE Bk,

Euprreibe HATIONA] CRICHUPSTATE UTILITY EATOSSS Caretem FR SOCATT-50 !HI 120,73

Tip#11: BI Finance Dashboard Training WebEx:

When working in BI go to the Reference>Training page, you will see the BI Finance Dashboard
Training WebEx link as well as several other training manuals. This WebEx link will take you to the
recorded session of How-to-Use BI Finance Dashboards Basic Training that is offered by UCO on
a semiannual basis. This recorded training allows you to go at your own pace and reference it
anytime you need.

Ware | Catalog | Favoritos > Dashbosrds ~ I New = Signed [n A COLEMAKA-Systen
Introdusction Training Tips and Tricks Transaction Codes Expenditure Fund Groops: Subrobjects Revenue Fund Groups Revenue Classes. Reporting Struchure IFR Assessment Retes Chas %

| For Assistance
For assistance, please contact Stephanie Raven at 518-320-1231 or Stephanie.Raven@SUNY.edu or Kari Coleman at 518-445-4128 or Kari.Coleman@SUNY.edu

> Finance Training Manuals

There are training manuals available for BI Finance. When the Bl Finance Training Manuals are updated, the Hnk will take you to the updated versions.
A General How To manual for the BI Finance Dashboards was crmttd by Stephanie Raven in 2017.

BI Finance Dashboards Basics Training WebEx p g how to use BI Dast created by Kari Coleman in 2020
Another manual Is spedfic to the Cash Inpoﬁing D'ilhbwlrd created by Katie Vitello In 2018,
Anather manual is specific to the it Dashb ted by h, Raven in 2018.

A general BI use manual, with a Property Control focus, :maled by Stephanie Raven and Michelle Baker in 2019.

The Data Dictionary defines every field within the BI Finance Data Warehouse, created by Stephanie Raven and Debra Hayes in 2018,

There Is also a List of Available BI Finance Dashboards and Pages created by Stephanie Raven in 2018,

Stars and Dimensions defines what felds report with which facts to assist with analysis reporting, created by Elizabeth Molan in 2018,

HR Pending Payroll Encumbering Process provides an explanation of PSR and TS payroll encumbering process, created by Gail Alguire in 2019,

Please make use of these manuals as needed. You can access the manuals by dlicking on the BI Training Manual Links below:
BI Firsince Training Manupl - Genetal

B Finance Dashboarnd Trining WebEx

BI Fraince Tralning Manwnl - Cash Reporting Dashboaed

2 Property. l,rm.ql
£ [ta Dicticaary
Bl Finance Dashboards and Pages
and Dimensions in Sublect Areas
HE, Pending Payroll Encumbering Process

This recorded training reviews the Reference, Account Summary, and Transaction Inquiry
dashboards.

It also demonstrates how to use the following features on any dashboard:

Default Home/Start Page

Selections (begins with, contains, search, etc.)
Include/Exclude/Move Columns

Pivot Table Prompts/Sections
Subtotal/Grand Totals

Dashboard Customizations

Reset Button

5o m e a0 ooP

Export/Print Options.
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Problems/Questions:

It is highly encouraged that you explore the BI system and continue to develop the dashboard
queries into tools that are most useful for you. If you run into any issues, have any questions, or
notice any data discrepancies, please contact:

Crystal Hallenbeck, Director of Budgeting, at x2393 or via email at challenb@brockport.edu;

or

Rachael Killion, Budgeting Financial Analyst, at x2565 or via email at tkillion@brockport.edu.

79


mailto:challenb@brockport.edu
mailto:rkillion@brockport.edu

	Overview:
	Finance Dashboards currently available in SUNY BI:
	Account Summary Dashboard:
	Budget Dashboard:
	Cash Reporting Dashboard:
	CF Project Analysis
	End of Month
	Expenditures and Disbursements
	Financial Statements (GL)
	Management Summary
	Payroll
	Procurement
	Property Control
	Reference
	Transaction Inquiry
	Trends
	Two Year Expend Comparisons
	URAS
	Voucher Inquiry

	Getting to SUNY BI:
	Accessing/Using the Account Summary Dashboard:
	Account Summary Dashboard – Additional Information:
	Multiple Accounts Summary Dashboard:
	Payroll Search Dashboard:
	All Alloc Exp Enc Dashboard:

	Accessing/Using the End of Month Dashboard:
	Accessing/Using the Management Summary Dashboard:
	Accessing/Using the Payroll Dashboard:
	Other Functions in BI:
	Reference Dashboard:
	Training Modules and Documents:
	Tips and Tricks:
	Transaction Codes – Report Structure:

	Changing your BI profile:
	Tips & Tricks:
	Browser/Error Resolution
	Editing
	Exporting
	Tips & Tricks Provided by the SUNY BI-Finance Team:
	Problems/Questions:



