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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 BI 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/
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Finance Dashboards currently available in SUNY BI:  
**Not everyone has access to all dashboards. The campus security administrator sets up access on an individual 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/Vendor, 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
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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
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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 
SUCF 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 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 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
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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. 
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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. 
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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 ID, 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 Reqs. Selections are provided by Campus, 
Account, Fiscal Year, Req Only Number, Created By, Funding Line Number, Cost Center, and 
Sub Fund Group. 
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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 procurement 
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 

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.   
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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, SFS 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 

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
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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 Comparison – 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 
sector. 
 
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 

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. 
 
Trial 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
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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 

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 SFS 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 ID, Create 
Date, Check Date, Check Number, State Code, City, Subobject, Detailed Object, Sub Fund 
Group, Expenditure Fund Code, and Reporting Levels. 
 
Top ‘N’ Vendors – 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.  
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Getting to SUNY BI: 
 
Option 1:  Go to Firefox and type in the following web address:  www.suny.edu/analytics/      

• Sign-in using your Brockport netID / Password. 
 
Option 2: Log on to the SUNY employee portal. Click on reports. 
 

 
 

• Click on the Business Intelligence tab. 
 

 
 
  

http://www.suny.edu/analytics/
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• Click on the Dashboards box, which will take you directly into BI. 
 

 
 
Option 3:  Set-up access directly (one-click) to BI on the portal homepage. 

• Log on 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. 

• Click edit in “My Links.”  
 

 
 

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

  

 
 
  

https://www.suny.edu/
https://www.suny.edu/analytics
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• This will create a shortcut you can use to log into BI under “My Links” in your 
SUNY Portal.  

 

 
 
 
Once in BI, every user should have access to the following dashboards: 

• Financials – Account Summary 
• Financials – End of Month 
• 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. 
 

• 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: 
 
**If a user has requested one-on-one BI training, the Account Summary may have been selected to be the default starting page. 
The following two bullets may not be necessary. 
 

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

  

 
• Click on the Dashboards drop down menu and then click on “Account Summary.” 
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• Click on the Account Summary tab.  
 

 
 

• 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:   
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• 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

i.e., 900760-01. A “dash” must be included before the subaccount’s last two
digits versus a space, period, etc.

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

• 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.

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

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, Summary by Major Object  
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Example – Account Summary, Summary by Object 

Example – Account Summary, Summary by Detailed Object (Recommend this as the view you use.) 
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To look at expenditure detail, click on any hyperlinked (blue) amount. (These represent drillable 
fields.) 

• The menu below will pop-up.

• 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.
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• 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 account expenditure detail. 
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• Clicking on Document Number takes you to the Voucher Summary.

Example - Voucher Summary: 
• To exit this view, close the browser tab. This will take you back to the account expenditure detail.
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• Clicking on Requisition Number takes you to the Requisition Summary.

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

 
 
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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• 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 Excel, 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?   

• Once you’ve displayed your account the way you want to see it, it is possible to save your 
view settings. 

• Click on the dropdown menu in the right-hand corner next to the question mark.  
• Select “Save Current Customization.” 

 

 
 

• A box will appear for you to name your customization. Enter the name and click “OK.” 
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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 Dashboard – Additional Information: 

The dashboard parameters: 
• 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
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• 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: 

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 every dollar 
of cash you want to spend.   

Multiple Accounts Summary Dashboard: 

This dashboard allows you to pick and view multiple accounts at once.  
• Enter the desired accounts in the Account box (each account must be separated by a

semicolon.)
• Enter any other desired parameters and hit “Apply.”
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The result will summarize all accounts together: 

 

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

• Right click on the first column of the results. 
• Choose “Include Column.” 
• Select “Account.” 

 

 



33 
 

New Resulting View: 

 
To add totals to each account, right click on account column; choose “show subtotal.” 
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Choose how you want to see the results; in the example below, “after values” was selected: 

 

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: 

 
 

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.   

• 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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• 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. 

• 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: 

• Many options are available to you on these dashboards.  
• 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. 

 

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.   

• Saving, printing, and exporting options are all the same as in the Account Summary 
Dashboard above. 
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Example of an All Alloc/Exp/Enc Dashboard query using Account and Fiscal Year: 

 

NOTE:  In any of the results, the double arrow means there is more data to be viewed. To view 
this data, use the arrows 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.   
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Accessing/Using the End of Month Dashboard: 
• Click on the Dashboards drop down menu and then click on “End of Month.” 

 

 

 

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

Current Account Summary EOM : 

• 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. 

 
• Saving, printing, and exporting options are all the same as in the Account Summary 

Dashboard above.   

Current Management EOM Summary : 

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

Cash by Account EOM : 

• 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. 

 

• 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.   
 

 
 
There are two options for dashboards here:  Management Summary and Cash by Account Summary. 
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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:  
 

 
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.    
 

 
 

• Once all selections are made, click “Apply.” 
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An example of results is included below.   
• Different views are available. Click on the dropdown menu to explore options. 

o “Rollup” views return 1 line for accounts that are subbed.   
 

 
 
Cash By Account Summary -    

 
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.    
 

 
 

• Once all selections are made, click “Apply.” 
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An example of results is included below.  
• Different views are available. Click on the dropdown menu to explore options.

o The “Master” view does not display sub accounts.

Accessing/Using the Payroll Dashboard: 
• Click on the Dashboards drop down menu and then click on “Payroll.”

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 Transaction Summary : 

• 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 Detail Transactions : 

• 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.   

 

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.  

 

 
 
What if you wanted to break the report up by account description? 

• Using the up/down arrows that appear, you can sort the data. 
• 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.  

 

 
 

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

 
 
Right clicking on column - a column will give you more editing options. 

• You can Exclude the column, include new columns, or move measurement labels.   
  

 
 
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 Dashboard: 

 
 

 

 
 
 
 
 
 
 
 



46 
 

Training Modules and Documents: 

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

 
• 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 Example: 

• For instance, on the Support Table Dashboard you will see PSR Instructional is 
Subobject 0400 / Subobject Desc is Instructional.   

Helpful Video! 
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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.   
 

• From the BI homepage, click your ID at the top right of the page (right under sign out) 
and choose my account 
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• Change Auto Complete too “Off”. 

 
 

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

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

• Changes will take effect the next time you logon to the system. 
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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 1st of 
each year. From July 1st to September 1st, 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 
order. 
 
- 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 “Trans Desc/Vendor” 
selection, the Search Feature comes in handy. 

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

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

Case box by clicking on the check mark. 
 

 

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. 
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4. Next, type in what you want to search for in the box indicated. 

 

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. 

 

 

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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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. 

 

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

 

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. 

 

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’. 

 

 

 

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: 

 

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. 

 

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

 

3. Repeat the process to add the account local description. 

 

4. Now the display includes the Account and Account Description. 
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5. Exclude a column by hovering over the column heading and clicking the right mouse 
button, then click on Exclude Column. 

 

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

 

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: 



57 
 

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. 

 

2. Input your selections, click apply. For this example, account 900837, fiscal year 20-21 and 
campus System Administration are used. 
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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. 

 

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. 

 

 

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. 

 



59 
 

6. The preset display you customized will display. 

 

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. 

 

 

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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2. 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. 

 

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. 

 

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. 

 

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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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. 

 

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. 

 

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. 

 

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

 

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

 

 

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. 
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a. Example of subtotals ‘Before Values’: 

 

b. Example of subtotals ‘At the Beginning’: 

 

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

 

d. To remove subtotals, right click on the column header of the field that is subtotaled. 
Hover over subtotal and click ‘None’. 



66 
 

 

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. 

 

a. Example of Grand total by Row ‘Before Values’: 
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b. Example of Grand total by Column ‘Before Values’: (From Cash Reporting 
Dashboard) 

 

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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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.  

 

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. 

 

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. 

 

 

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 
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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: 

 

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

 

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

 

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. 

i. 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 
warehouse 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. 
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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. 

 

3. Find 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. 
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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. 

 

 

a. To edit a filter, hover over the filter, click the . To delete a filter, click the . 
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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. 

 

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. 

 

Compound Layout 

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

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

in the compound layout to remove view from the report. Click on the  in the ‘Views’ 
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pane to delete the view completely. Click on the  to customize the layout name, and 

then click on the  to edit the layout. 

 

8. Always remember to save your report to your catalog. 

 

Tip#10: Column Sort Feature:  

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: 

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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b. The data will report with the oldest data first. 

 

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

 

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

 

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

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

a. Default Home/Start Page 
b. Selections (begins with, contains, search, etc.) 
c. Include/Exclude/Move Columns 
d. Pivot Table Prompts/Sections 
e. Subtotal/Grand Totals 
f. Dashboard Customizations 
g. Reset Button 
h. 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 rkillion@brockport.edu.  

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