Dartmouth College — IRA Basic Trainina

IRA Basic

Running Financial Reports

Dartmouth College maintains a data warehouse of institutional
finances, student data, advancement giving and other important
measures. Institutional Reporting and Analysis (IRA) is the
reporting system used to access this data.

These materials are focused on using IRA for financial reporting.

Updated 6-20-2018
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IRA Resources

Help/User Support:
m  Send e-mail to financial.reports@dartmouth.edu

m  Or contact the financial analyst assigned to your division or school
for help customizing reports.

http://www.dartmouth.edu/~control/departments/financialrep/index.html

m  Training materials and other information about IRA are posted at
m  http://www.dartmouth.edu/~control/training/index.html
m  http://www.dartmouth.edu/~control/accounting/
m  hitp://www.dartmouth.edu/~control/accounting/ira-rpt-info.html

For help email Financial.Reports@dartmouth.edu
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Accessing IRA

m  Open a browser window (Internet Explorer or Firefox) and navigate to:
https://ira.dartmouth.edu/analytics/saw.dll?Dashboard

*Net ID is your Employee ID - DID# preface with the letter “d” or “f” if it begins with a number.
*Password is your E-Mail password.

*This is the same User ID and Password you use to log in to your computer and log in to

email

Password:

Dartmouth

WEB AUTHENTICATION

NetlD:

Lookup my NetlD

Wher€ GG TEMtEr my password? 5/23/2018 19:08 (EDT)

ENTER

A link to IRA can also be found on the Controller’s Office List of Financial Systems:
http://www.dartmouth.edu/~control/systemaccess-tools/restrictedaccess/index.html

For help email Financial.Reports@dartmouth.edu 4
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NAVIGATION — Application Level Navigating

OR’ACI_E'Business Intelligence Search Al v Q. Advanced Help v  Sign Out
Launchpad Home Catalog Favorites v Dashboards v New w Open v Signed In As Gwendolen D. Gensler |
.

Home Page OSF Procureto Pay Ops Report Fixed Assets  Finance Centers ol

4 GL Reports 4 OGA Reports 4 GL Analysis (ACCOWNTING SERVICES)
GLO10a - GL Transactions @ . . . . .
2) OGA Report Help

GLO10b - GL Transactions by Date Range 0GA230 - OGA Bal Rollup R i Appllcatlon Level NaV|gat|°n Llnks
GLO15 - GL Transactions with Facilities Information ko0 oo Eadanctes n; ”pl £po ICCEalance Repo
@L220 - GL Rollup Report 'L"‘Q o Hegetys Acuals GL260 - Trial Balance Verification
GL210 - GL Rollup Operating Report ggng:g ) 22; f;mrr”"f'ﬁ?tsm LUD2D - COA Maintenance Segment Detail
GL200 - GL Budget vs Actual GG.ﬁI“?U oon .F;Tauaes| e . GL030 - GL Journal Entry Detail
GL100 - GL Funding Balances OG.ﬂlf“U Coonrs 03 azceﬂ“;mm;”
GL100a - GL Funding Balances Quick View Aeel - DRATIA Lverdralt Repo _ 4 Financial Year End Reports (YEAR_END_USERS)
GL120 - GL Full Funding Balances OGAD10 - OGA Transactions Detail - Expenditures -

= ) g ’ OGA205 - 0GA Budget vs Actual by Month GAP010 - Statement of Financial Position -
GL170-GL Fundm.g by Responsible Person DGAB21 - OGA AR Receipts GAP020 - Statement of Operating Expenses
GL140 - RFM Funding Report OGASED - OGA PTAD Listings GAPO030 - Statement of Activities
GL530 - CIP Projectto Date - ne \ a
61230 - GL Budaet Bal ayailable Report (¥SP001 - Project Close Dates by Manager GAP040 - Loan Supplement Report

= udget balance Avalianle Repo GAPOS0 - Trial Balance Report
GL440 - Balance Sheet Reconciliation 4 OGA Projects by Pl
€L442- GL Balance and Transaction Report . : 4 Financial Reporting Admin (FINANGE_ADMINISTRATORS)
GL250a - Budgetvs Actual by Funding OGABOT - OGA Projects by PI
DGABO8 - OGA Projects by Pl Snapshat L9971 -Financial Reports Usage
4 Unrestricted GL Reports .
4 OGA Closeout Reports 4 Arts and Sciences

GL220a - GL Rollup Report Multi-Year P
GL020 - GL Journal Entry Detail DCABDN - OGA Award Closeout GL160 - IRR Faculty Member Report
GL110 - GL Funding Balances Unrestricted OGABD2 - OGA Award Closeout Snapshot e
GLUO10a - GL Transactions Unrestricted OGAG03 - OGA Project Closeout 4 Facilities Reports (FACILITIES)
GLUO10b - GL Transactions by Date Range Unrestricted QGABD4 - OGA Project Closeout Snapshaot FACO010b - WO & Project Detail without Cost
4 Lookups 4 RAPPORT Self-Service 4 FAS Reports (FAS_USERS)
FLO10 - Fastlook RAPGO0 - RAPPORT Current and Pending FAS010 - FAS Transactions
LUDOD1 - Segments Lookup Dashboard RAPE10 - RAPPORT - Awards by Pl FAS020 - FAS-T Look Report (GL)
COAPTAEO Lookup Tool RAPG20 - RAPPORT - Proposals by PI .

Note: Because of security setups, your dashboards may vary from this example.

For help email Financial.Reports@dartmouth.edu 5
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NAVIGATION — Dashboard Overview

Dashboards v Mew v

[E5] Most Recent(Launchpad - Hd

Selected

ORACLE Busines; Dashboard

Launchpad

Home Catalog

Home Page

OSSP  Procure to Pay

Ops Report  Fixed Assets

Finance Centers

4 GL Reports

4 OGA Reports

| cLo10a - GL Transactions |
GLO10b - GL Transaci
GL0O15 - GL Transact
GL220 - GL Rollup Report
GL210 - GL Rollup Operating Report
GL200 - GL Budget vs Actual
GL100 - GL Funding Balances
GL100a - GL Funding Balances CQuick View
GL120 - GL Full Funding Balances
GL170 - GL Funding by Responsible Person
GL140 - RFM Funding Report
GL530 - CIP Project to Date
GL230 - GL Budget Balance Available Report
GL440 - Balance Sheet Reconciliation
GL442 - GL Balance and Transaction Report
GL250a - Budget vs Actual by Funding

Report Link

4 Unrestricted GL Reports

GL220a - GL Rollup Report Multi-Year
GLO30 - GL Journal Entry Detail

GL110 - GL Funding Balances Unrestri
GLUO10a - GL Transactions Unrestrict
GLUO10D - GL Transactions by Da

4 Lookups
FLO10 - Fastlook

CREYEEY  Section Name
OGAZ30 - OGA Balances Rollup Kepo
OGAZ00 - OGA Budget vs Actuals
OGAD30 - OGA Commitments
OGAD20 - OGA Actuals by Month
0OGAZ210 - OGA PTA Balance Summary

OGA220 - OGA PTA Overdraft Report

OGAD10 - OGA Transactions Detail - Expenditures
0OGA205 - OGA Budget vs Actual by Month
OGAS21 - OGA AR Receipts

OGASED - OGA PTAD Listings

OSPO01 - Project Close Dates by Manager

4 OGA Projects by Pl

QOGAGOT - OGA Projects by Pl
OGAGDE - OGA Projects by Pl Snapshot

4 OGA Closeout Reports

OGABDT - OGA Award Closeout
DOGAGDZ - OGA Award Closeout Snapshot
OGAG03 - OGA Project Closeout
OGAGO4 - OGA Project Closeout Snapshot

4 RAPPORT Self-Service
RAPG0O0 - RAPPORT Current and Pending

Search All v

Favorites w Dashboards = MNev 4

[E8 My Dashboard

"
4 a DwWBl
[E= IT Financials

delp =

5] Launchpad

=] Obiee Lineage

E=| RAPPORT Seli-Service
4 GL Analysis (ACCOUNTING SERVICES)

GL415 - GL Future Period Postings Summary
GL410 - GL Future Period Postings Detail
GL400 - DWIGL Balance Report

GL260 - Trial Balance Verification

LUDB0 - COA Maintenance Segment Detail
GLO30 - GL Journal Entry Detail

4 Financial Year End Reports (YEAR_END_USERS)

GAPO10 - Statement of Financial Position
GAPO020 - Statement of Operating Expenses
GAPO30 - Statement of Activities

GAP040 - Loan Supplement Report
GAP0&0 - Trial Balance Report

4 Financial Reporting Admin (FINANCE_ADMINISTRATORS)
GL991 - Financial Reports Usage

4 Arts and Sciences
GL160 - IRR Faculty Member Report

4 Facilities Reports (FACILITIES)
FACO10Db - WO & Project Detail without Cost

4 FAS Reports (FAS_USERS)
FAS010 - FAS Transactions

Available
Dashboards

Sign Out

vendolen D. Gensler v

o)

For help email Financial.Reports@dartmouth.edu
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NAVIGATION - Dashboards Overview

Select the Launchpad

Dashboard.

Search

DRACLE Business Intelligence

Launchpad Home  Catalog  Favorites v

Home Page | OSP  Procureto Pay Ops Report Fixed Assets  Finance Centers

4 GL Repd

GLO10a- GL Tran Additional reports are

GLO10b - GL Trans 2N by Date Range grouped by subject
GLO1S - GL Transactio acilities Information area on separate tabs.

GL220 - GL Rollup Regaas
ARLEs  Current tab is white
GL200 - GL Budget VI W TR ST Te

ZL100 - GL Funding moves to “front”
GL100a - GL Fundind

GL120 - GL Full Funding Balances

GL170 - GL Funding by Respaonsible Person
GL140 - RFM Funding Report

GL530 - CIP Project to Date

GL230 - GL Budget Balance Available Report
GL440 - Balance S3heet Reconciliation

DGAD30 - OGA Commitments

OGADZ0 - OGA Actuals by Month

DGAZ10 - OGA PTA Balance Summary

DGAZ20 - OGA PTA Overdraft Report

OGADN0D - OGA Transactions Detail - Expenditures
OGAZ05 - OGA Budget vs Actual by Month
QGAS21 - OGA AR Receipts

DGASE0 - OGA PTAOD Listings

SP0O01 - Project Close Dates by Manager

4 OGA Proiarts hv PI

4 Dashboards

2] Launchpad

== Mhida | inoana

All v

\
Dashboards w M

4 GL Analysis (A

GL415 - GL Future Pe
GL410 - GL Future Pe
GL400 - DWIGL Balar
GL260 - Trial Balance
LLIOSO - COA Mainten
GLO30-GL Journal E

4 Financial Year

GAPO10 - Statement ¢
GAPOZ20 - Statement ¢
GAPO30 - Statement ¢
GAPO40 - Loan Suppl
GAPOB0 - Trial Balanc

For help email Financial.Reports@dartmouth.edu
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NAVIGATION - Dashboards Overview

» Related reports are
grouped in sections

Collapse /

Expand Button

Home Page OSFP Procureto Pay Ops Report  Fixed Asse

4 GL Reports

GLO10a - GL Transactions

GL010b - GL Transactions by Date Range
GLO15 - GL Transactions with Facilities Information
GL220 - GL Rollup Report

GL210 - GL Rollup Operating Report

GL200 - GL Budget vs Actual

GL100 - GL Funding Balances

GL100a - GL Funding Balances Quick View
GL120 - GL Full Funding Balances
GL170-GL Funding by Responsible Person
GL140 - RFM Funding Report

GL530 - CIP Projectto Date

G230 - GL Budget Balance Available Repaort
GL440 - Balance Sheet Reconciliation
GL442 - GL Balance and Transaction Report
GL250a - Budgetvs Actual by Funding

For help email Financial.Reports@dartmouth.edu
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NAVIGATION — Dashboards Overview

Report Links
appear in sections
and on page tabs

The Reports Home

Page tab is visible
to everyone

Report Links are
Grouped by:

Report Type

Area /
Department /
Users

Tabs, sections, or
reports may not be
visible depending
on user’'s security
access

Launchpad

4 GL Reports

GLO10a- GL Transactions
GLO10b - GL Transactions by'N
GLO15 - GL Transactions with Fac
GL220 - GL Rollup Report

GL210 - GL Rollup Operating Report

GLZ00 - GL Budgetvs Actual

GL100 - GL Funding Balances

GL100a - GL Funding Balances Cuick View
GL120 - GL Full Funding Balances

GL170 - GL Funding by Responsible Persaon
GL140 - RFM Funding Report

GL530 - CIP Project to Date

GL230 - GL Budget Balance Available Report
GL440 - Balance Sheet Reconciliation

GL Reports
report links

Procure to Pay
tab containing

report links

Home Catalog Favorites =

Home Page OSP Procureto Pay Ops Report  Fixed Assets  Finance Centers

4 OGA Reports

(@) 0GA Report Help

DGAZ30 - OGA Balances Rollup Report
OGAZ00 - OGA Budget vs Actuals

OGAD30 - OGA Commitments

OGADZ0 - OGA Actuals by Maonth

OGAZ10 - QGA PTA Balance Summary

U - OGA PTA Overdraft Report
GADT0 - OGA Transactions Detail - Expenditures
GAZ205 - OGA Budget vs Actual oy Month
0GA521 - DGA AR Receipts

OGABED - OGA PTAD Listings

5P001 - Project Close Dates by Manager

4 A Praiarte hu PI

For help email Financial.Reports@dartmouth.edu
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NAVIGATION — Running Reports

m  To Run a Report:

Select the appropriate Report tab. This would typically be the Home Page tab.
Select the link that corresponds to the report name.

ome Page OSF Procureto Pay Ops Report  Fixed Ass

GL0O10a - GL Transactions
GLO10b - GL Transactions by Date Range
GLO15 - GL Transactions with Facilities Information
GL220- GL Rollup Report RJ
TGL210 - GL Rollup Operating Repart
GL200 - GL Budgetvs Actual
GL100 - GL Funding Balances
EL100a - GL Funding Balances Cluick View
GL120 - GL Full Funding Balances
GL170 - GL Funding by Responsible Person

For help email Financial.Reports@dartmouth.edu 10
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NAVIGATION — Running Reports

When selected, the report will open in either a separate window or on a separate
tab depending on your browser version and settings.

Note: Not all browsers may support IRA.

Here, report Eile Edit View History Bookmarks Tools Help
opens in a new
window Oracle Bl Interactive Dashboar.. X | =

6 :':ﬂ nttpsi| Hle Edit View History Bookmarks Tools Help

Cracle Bl Interactive Dashboar... < +

ORACL

Launchpad

OF- https://ira.dartmouth.edu/analytics/saw.dll?PortalPages&PortalPath=%2fshared%2fDas

Home Page ©OF

Institutional Reporting a
Report ID: GLO10av2 4.0 Gl Transac

GLO10a-GLTr This report containg transactional level detail i
GLO10b-GLTr
GLO15 - GL Trar

GL220 - GL Rol .
GL210 - GL Raol Fiscal Year 2018 4 Entity 99-Conversion -

4 GL Repor

4 Filter Selections

GL200 - GL Bud Fiscal Period —SelectVaw Org —SelectValue— v JET

For help email Financial.Reports@dartmouth.edu 1
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WORKING WITH REPORTS - Sections

Institutional Reporting and Analysis (IRA)

ReportiD: GLO10a v2.4.0 GL Transactions
Re po rt H ead e r Thiz report containg tranesctional level detail for 3 specified fizcal yesr and period.

4 Filter Selections

Fiscal Year 2018 v Entity ~Select Value— v JE Source —Select Value— v
Fiscal Period 11-MAY w Org S45-Financial Reporting ¥ JE Transaction Type Actusl v
Funding —Select Value—- v
Activity —Select Value— v
Filter Selection or Subactivity ~Select Value— -
Report Prompts Natclass —Select Value— v Apply Resetw

4 Report

(@ IMPORTANT:
For results sets greater than 4000 rows, trying to view “All Pages” of the Report or all rows of the Downloadable Table in the browser may result in unacceptable response times.
Using the "Download Dats” option to Excel will yield more immediate results.

Rows Returned =3

Group By Org -
Select a View Pivot Table -
Report SeCtlon = 11-MAY 11-MAY 11-MAY
(o Utp Ut) Orga ¥ Funding Activity i:nd:ﬁt Actual Amount i:'n':”u'"nf'
545-Financial 368000-Subwvention College 343612-Financial Reporting 0.00 144.40 0.00
Reporting
Grand Total
Budget Encumb
Grand Total Org s Actual Amount "o
545-Financial Reporting 0.00 144.40 0.00
Grand Total 0.00 144.40 0.00

Analyze - Refresh -Print -Export

Note: Some repOrtS may | All Segments | Entity Org Funding Activity Subactivity Natural Class
have muItlpIe report tabs Institutional Reporting and Analysis (IRA)
above the Report Header Report ID: LUDOT v2.2.0 Segments Lookup Dashboard

For help email Financial.Reports@dartmouth.edu
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WORKING WITH REPORTS - Report Headers

Date & Time

Report Name Executed

-~

InstitutioOnal Reporting and Analysis (IRA)

GL Transactions 7:35:30 PM 5/23/2018|
This report contains transactional level detail for a specified fiscal year and period.

Report1D: GLO10av2.4.0

Report ID Report Brief Report

Version

Description

The report name, ID, and version, and date and time executed are key pieces of
information in resolving issues when running reports. Please include this info
when e-mailing User Support (Financial.Reports@dartmouth.edu).

For help email Financial.Reports@dartmouth.edu 13
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WORKING WITH REPORTS - Filters

m  Criteria for running the selected report

4 Filter Selections

Fiscal Year —SelectVaw Entity
Fiscal Period —SelectVaw Org
Funding

Activity

Filter Lookup subactiviy
List of Values Natclass

Button

m Filter selections can be saved for future use.

—SelectValue—
—SelectValue—
—Select Value—
—SelectValue—
—SelectValue—

—Select Value—

PO B e L Ll DU T L L P LI T 1 Bl L el N L e el e L Bl f LUl LA T e 1

JE Source —SelectValue—

JE Transaction Type —SelectValue-w

Select Apply to
Run the Report

Reset or
Clear All
Filter Values

Apply FResetw

Reset w
Resetto last applied values
Reset to default values

Clear All

m Leaving a filter value blank will return all data for all relevant values under
that filter. The report will run faster than choosing all values for a filter.

For help email Financial.Reports@dartmouth.edu

14



Dartmouth Colleae — IRA Basic Trainina
WORKING WITH FILTERS - Filter Types

Select one or

Effective Date Betwedn fa Text Box more values
(can type (Note: may

. —Select Value-- i s } i
Select Date * | directly 3 Lox S;:?;\S(j:u Facimes \ijE faﬂsacmi need to De-

< May v 2018 v > [[] 254-Intercollegiate Admin

Calendar Activity i
SUN MON TUE WED THU FRI SAT S B [w] 255-Men Baseball Def\alu:t Filter
29 30 1 2 3 45 BactVily 3 256-Men Basketball alue)
6 7 8 9 10 1 12 \
13 14 15 16 A7 18 19 | nicin [[] 257-Men Cross Country
AD 2 25 26 [[] 258-Men Football
27 28 29 30 31 1 2 i
1 I More/Search...
OK  Cancel Ol' C||CK On
More/Search
Dropdown for Select
s Dialog Box
to choose Select Values
* Fiscal Year one value | i
Available o Selected s
2018
Name Starts v 255-Men Baseball
2013 256-Men Basketoall
Search [ Match Case
2014 = X
Ul"t SI - 001-Institutional =[5
2015 | = 002-Inter Entity 1
IRTAM 2016 003-Capital Projects »
esults a 004-Capital Assets :
nloads 2017 ] 020-TDI Operations
L -1 021-TDI Education «
5 Retu§ Q?'?EU'1B W 022-TDI Leadership Improve
Search... 2 Choices Returned: 1-256 +  More...
OK | Cancel

For help email Financial.Reports@dartmouth.edu 15
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WORKING WITH FILTERS — Multi Select Filters

m SeleCting or 1 Entity —Select Value— ° JE !
Searching for org  []10-Consolidation -
Vel Funding  [111-Dett Bank Click to Display
Values will Activity [112-Fringe Benefit Pool List of Values
“‘Populate” bactivity L 13-nstitutional

Click to Select latclass

and/or De- Auil .
Select Values Click to De-Select
or Select. Then

from the Drop click outside the

Down List : .
O r Filter List
After Values
Se|e.Cted Click B I i SR
outside the ~ Select Values @ x
Filter List to 2 Avaiiable . y
agjd as a Name Starts v Click on Search to
Filter(Prompt) — o open Select
— - Values
10-Consolidation 5
11-Debt Bank =
T bl
12-Fringe Benefit Pool
13-Institutional ¢
22-Rassias Foundation
«
23-University Press of New England
30-Geisel School of Medicine
22-Thayer School of Engineering
OK | Cancel

For help email Financial.Reports@dartmouth.edu
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WORKING WITH FILTERS — Multi Select Filters

m Move values from left to right to select them, and right to left to de-select.

Working Together

m Select options:

|55|ected | 4 MOVG A”

Available

Move one or
[IMatch Case

more values
002-Inter Entity — m— Double click
003-Capital Projects 2 Moves highlighted value(s) on an
HiSS s e < Removes highlighted value(s) individual
020-TDI Operations
022-TDI Leadership Improve - |t fl’0m I'Ight tO
e left or left to
Choices Returned: 1-256 + More.. o

right

Adds available values in Ok [iEancal

increments of 256

NOTE: If there are more than 256 applicable values, you need to click on the
More button to display all available values.

For help email Financial.Reports@dartmouth.edu 17
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WORKING WITH FILTERS — Multi Select Filters

Select Values Click to highlight Selected Value 0 x

V4

Select a Slngle Available Selected
Value. Name Starts A
Search
Select the e Move SelectecL \rI:;ue to Selected
Value from the 3891-Dartmouth Broadcast ’
Available 392-Student Activities »
Values I|St 383-Campus Center )
394-Student Funded Prgms
Select the 396-Office Student Life «

Single Left
Arrow button to
move the
selected item
to the list of
Selected
Values. Or,
double-click on
the value.

Select the OK
button to add

this value as a
filter (prompt).

400-Dean of Faculty

List of All Available

Choices Returned: 1-256 + More...

Values

OK | Cancel
Select Values @ x

Available N Selected e

Name Starts v 394-Student Funded Prgms

Search [1Match Case

390-Forensic Union ~

Displays List of

391-Dartmouth Broadcast Selected Values

392-Student Activities »
393-Campus Center

396-Office Student Life

400-Dean of Faculty «
402-Guarini Institute

Choices Returned: 1- 256 + More...

OK | Cancel

For help email Financial.Reports@dartmouth.edu 18
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WORKING WITH FILTERS — Multi Select Filters

select Values 9 x
Se|eCt MUIt|p|e Available < Selected V4
Values’ Name Starts -
Select the - Sea'_c"u | [t Case ) Move Multip:e Sele;ted Values to
Values from the 391:Doar:rr:1€:;h rl;l:]onadcasl ’ Se eCted rea
Aval Ia b I _e 392-Student Activities »
ValueS IlSt 393-Campus Center ”
(Ctrl + click or 396-Office Student Life
Shift + click) 400-Dean of Faculty List of Available
Select th S Values — Selected
.e eCt t e Choices Returned: 1-256 + More... values nghllghted
Single Arrow /
Move button to OK|| Cancel
move the
selected
Select Val 9 x
Value(s) to the seeees
list of Selected Available RN 4
ValueS Name Starts v 390-Forensic Union
392-Student Activities
SeIeCt the OK Search L 396-Office Student Life
button tO add 391-Dartmouth Broadcast ~ S
these Values as 383-Campus Center
a filters LR TR ” Displays List of
(prompts) 402-Guarini Institute - Selected Values
404-Registrar UG
406-Undergraduate Advising and Research «
407-WISP =
N v Click ok to add
Choices Returned: 1- 256+ More... values as filters

For help email Financial.Reports@dartmouth.edu 19
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WORKING WITH FILTERS — Multi Select Filters

m  Searching for Values
m Starts
m Contains
m Ends

m Is LIKE (%
wild card)

Select Search to
see matching
results

Once the results
are returned,
continue with a
single, multiple, or
ALL selection.

" Select Values

Available

Name Contains ¥ Financial

Starts
Contains atch Case
Ends
391-L is Like (pattern match) i

393-Campus Center

Select Match Type

Select Match Case if
desired

Displays List of
Selected Values

Select Values

Available

Hamg Contains w IFinancial
Contains latch Case
Ends

391 is Like {pattern matc
393-Campus Center

400-Dean of Faculty »
402-Guarini Institute

Click on Search to
get the results

Search

404-Registrar UG
406-Undergraduate Advising and Research «
407-WISP

P N S N S T

Choices Returned: 1-256+ More...

OK | Cancel

For help email Financial.Reports@dartmouth.edu
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WORKING WITH FILTERS — Multi Select Filters

Select the
m  Edit Function — Save a list of values, copy VEIES (9 SEre
and paste values from another source, or
type in a list of values.

Select Values

Available

Select the Values and move them to e sars <
the Selected area Search [IMatch Case

805000-Al4 AMP Income

C“Ck the Edlt Button 905051-AlA AMP Operations

905052-AMP Prepaid Tuition

nghllght, then Copy and paste the 905053-AMP Student Health

items into Notepad, Word, or EXcel  aemmrreco

905056-Al4 - Series 20128

m|>»

Save this file to have the list ready :
for future use

To reuse this list in a future filter, Edit

CIICk on the Edlt bUtton and paSte dit 353000-Central Funding College only

the values from Notepad, Word, or ssooriniust
. . . -galance eel Funaing
Excel into the Edit box and click OK.

Or click Edit and paste a list from an
external source into the Edit box.

Or type directly into the Edit box

Selected

363000-Central Funding College only
908001-Annuities
908007-Unitrust

» 909000-Balance Sheet Funding

OK Cancel

X

: Highlight to
| Copy and Paste

OK  Fancel

For help email Financial.Reports@dartmouth.edu
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WORKING WITH FILTERS — The Cascading Effect

= Filters will

Cascade:
Each filter . Entity 23-University Press of New Engl w '“itlija;SE"E‘r‘lttii‘:;‘ of
selection will
narrow the Entity 23-University P f Mew Engl
ChOiceS nti ~-UINIVersity Fress a ewengl -«
available in Org —Select Value— v U
subsequent ‘unding [ 002-Inter Entity ~
filter . Activity [ ]712-UPNE Central Subsequent list of
selections activity [ 713-Editorial Vt:gilSEifé?;(\i;Tqu;ly
Works both tclass 1714-Production
orward an []715-Marketing and Sales
F d and
BaCkwardS [1716-General and Admin e
(|eft and Search...
right)
| CaSCading fO"OWS Entity 23-University Press of Mew Engl w
Ol’g SeCUFIty rUIeS Org —SelectValue— v JETI
Lists includes only =7 (. Value— e
m There may be a UPNE Org Funding Funding -SelectValue
Iag Whlle ValueS Values Lbactivity || 360500-Auxiliary Funding
pOpulate based Natclass L 909000-Balance Sheet Funding
on previous []909001-Operating Funding
choices

For help email Financial.Reports@dartmouth.edu 22
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WORKING WITH REPORTS — Report Sections

m View Selector
m Group By Selector

Controls
how the
data is
sorted and
summed

m Totals
Subtotals

Section
Totals

Report
Totals

m Control Buttons
Analyze
Print
Export

4 Report

(@ IMPORTANT:

For results sets greater than 4000 rows, trying to view "All Pages™ ofthe Report or all rows of the Downloadable Table in the browser may result in unacceptable response times.
Using the "Download Data” option to Excel will yield more immediate results.

Rows Returned =121

Org  545-Financial Reporting

Org

S45-Financial Reporting

GroupBy Org ‘ roup By Selector

Report View Selector

Selecta View Report

Natclass&™ Efcti JE Source Short Name JE Batch Name JE Line Description Budget LT Er=rs
Date Amount Amount Amount

T331-MAINT CONT TH2I2017  Payables Payables A 12228036 212026732  INVOICE #5410128700 0.00 5,735.00 0.00
OTHER Computer
Software
T331-MAINT CONT TI31i2017  Budget Journal Load Budget ADJ Budget Journal Load FY18 Budget BOT 200.00 0.00 0.00
OTHER Computer B 12227998 21200475
Software
T331-MAINT CONT Bl82017 Payables Payables A 12252934 212957112 INVOICE # 1436470617 o.00 6,418.00 0.00
OTHER Computer
7331-MAINT CONT OTHER Computer Software Total 200.00 12,153.00 0.00
7503-5UPPLIES Food  11/3/2017  PCARD_DC PAVT P-Card 11106117, Exp Pay 46359 - GOODNESS, GAIL C. - 700 T5.00 0.00
and Beverage 10-HOW-17 NOWV-17 PCARD_DC A HANOVER CQOP FOOD STORE

282088 21611822
T7503-SUPPLIES Food  1/10i2018 PCARD_DC PAYT P-Card 01/18/18, Exp Pay 46359 - GOODNESS, GAIL C. -
and Beverage 19-JAN-18 JAN-18 PCARD_DC A HANOVER COOP FOOD STORE

284876 21912670
7503-SUPPLIES Food  1/18i2018 PCARD_DC PAYT P-Card 01/18/18, Exp Pay 46359 - GOODNESS, GAIL C. -

and Beverage

ES Food and Beverage Total

Section Total

MEDIA
rial and

10M6i2017 PCARD_DC

29-DEC-17 JAN-13 PCARD_DC A
284882 21912676

PAYT P-Card 10/20/17, Exp Pay
27-0CT-17 OCT-17 PCARD_DC A

HANOVER COOP FOOD STORE

Subtotals

46359 - GOODNESS, GAIL C. - 0.00

TCO*TTA-RESEARCH &CPE

231385 21552507
7531-B0OKS MEDIA Digital Material and Data Total 0.00 329.00 0.00
I Grand Total 200.00 12,516.67 0.00 I
Grand Total
or Budget Actual Encumb
a Amount Amount Amount
545 _Financial Reporting 200.00 12,516.67 0.00 Control Buttons
Report Totals B46-Accounting Operations 0.00 14,000.00 0.00
Section 547-Controllers Ofc 23,385.00 12,791.08 0.00
Grand Total 23,585.00 39,307.75 0.00

Analyze - Refresh - Print - Export

For help email Financial.Reports@dartmouth.edu
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WORKING WITH REPORTS - Select a View

Select a View Report Information  w

This report list Gk ELEIEl
Report
pe Corrections
Downloadable Table
_ A Do Pivot Table
_, Selection Criteria

epol

(i) IMPORTANT:
For resulis sets greater than 4000 rows, trying to view “All Pages” of the Report or all rows of the Dow
Using the "Download Data™ option to Excel will yield more immediate results.

yable in the browser may result in unacceptable response times.

Rows Returned = 32

Group By Org v

Select a View Report Information w

This report list GL transactional level detail.

Report Output:
- A Report
- A Downloadable Table
- A Pivot Table

Grand Total

Org Budget Actual Encumb
Amount Amount Amount
545-Financial Reporting 200.00 12 516.67 0.00
546-Accounting Operations n.oo 14,000.00 0.00
547-Controllers Ofc 23,385.00 12,791.08 0.00
Grand Total 23,585.00 39,307.75 000

Analyze -Refrezh -Print -Export

m  Some reports will not have a view selector since they
only have one view.
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WORKING WITH REPORTS — Select a View

m  Report Information is usually the default option.

Select a View Report Information  w

This report list GL transactional level detail.
Report Qutput:
- A Report

- A Downloadable Table
- A Pivot Table

m  Selection Criteria view shows the filter selections (prompts) applied
when the report ran.

Select a View Selection Criteria .

Fiscal Year is equal to 2018
and Crg is equal to 545-Financial Reporting. 547-Controllers Ofc. 546-Accounting Operations
and Matclass is equal to T331-MAINT CONT OTHER Computer Software, 7503-5UPPLIES Food and Beverage, 7531-B00OKS MEDIA Digital Material and Data
and JE Transaction Type is eqgual to Actual, Budget

For help email Financial.Reports@dartmouth.edu
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WORKING WITH REPORTS — Group By Selector

Group By Org

L4

Org

Org

Funding
Ackivity
Subactivit

545-Financial Reporting

S545-Financial Reporting

Natclass& ™

T331-MAINT CONT

Select a View Report

N

v

OTHER Computer

Software

T331-MAINT CONT
OTHFR Comnnter

Choose to view
all pages, or
by a single
segment value:

Effective 1 cource ShortName  JE Batch Name

Date

71M2i2017T Payables Payables A 12223036 21202673 2
713112017  Budget Journal Load Budget ADJ Budget Journal

R 42227998 M 200475R

Select a View Heport

Org 5S48-Accounting Operations

Org
S45-Accounting Operations

Natclass& ™ Efﬁffectwe JE Source Short Name JE Batch Name
T331-MAINT CONT 3I20i2018  Payables Payables A 12481188 221333386 2

OTHER Computer
Software

T331-MAINT CONT OTHER Computer Software Total

Grand Total

Controls how report output is grouped or organized, subtotaled,
and sorted.

IHV O
Org S545-Financial Reporting v
545-Financial Reporting
Load Org |546-Accounting Operations
545 F 347-Controllers Ofc

7 All'values

v

JE Line Descripi

Annual Fundrive
for endowment

For help email Financial.Reports@dartmouth.edu
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WORKING WITH REPORTS — View Selector

m No Results

If no Data was returned, the View Selector will not be visible.
Instead, the No Results information will be displayed.

Report

&
No Results
The specified criteria didnt result in any data. This is often caused by applying filters and/or selection steps that are too restrictive or that contain
incarrect values. Please check your analysis filters and selection steps, and try again. The filters or selection steps currently being applied are shown

below.

Filters

ar is equal to 2005
is 2qual to 11-MAY

pe is equal to Actual

m  Rows Returned Message

This is information regarding the amount of data returned. It is also a
warning regarding large data sets, recommending downloading the data
rather than selecting a report view to display the report in your browser.

(@ IMPORTANT:

For results sets greater than 4000 rows, trying to view “All Pages™ of the Report or all rows of the Downloadable Table in the browser may result in unacceptable rezponsze times.
Using the "Download Data™ option to Excel will vield more immediate results.

Rows Returned = 207203
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WORKING WITH REPORTS — Report Totals

Group By Org v
Selecta Vi R rt
e a e | epd v Row Amounts

Org 545-Financial Reporting v

Org

S45-Financial Reporting

Effective . A Budget Actual
P

Natclags Date JE Source Short Hame JE Batch Name JE Line Description [t e —— e —
T331-MAINT CONT 71212017  Payables Payables A 12228036 21202673 2  INVOICE #5410128700 0.00 5,735.00 0.00
OTHER Computer
Software
T33M-MAINT CONT 8/812017 Payables Payables A 12252934 21295711 2 INVOICE # 1436470617 0.00 5,418.00 0.00
OTHER Computer
Software
T331-MAINT CONT OTHER Computer Software Total 0.00 12,153.00 0.00
7531-B00KS MEDIA 10/16/2017 PCARD_DC PAYT P-Card 10/20/17, Exp Pay 46359 - GOODNESS, G C.- 0.00 325.00 000
Digital Material and 27-0CT-A7 OCT-17 PCARD_DC A TCD*TTA-RESEARCH &8
Data 281385 21552507
7531-BOOKS MEDIA Digital Material and Data Total 0.00
Grand Total 0.00

Grand Total

Section Totals (On

Budget Actual Encumb

Org Amount Amount Amount Org 545) SUbtcétlaalsss(c;23'tll?tural
B45-Financial Reporting 0.00 12,482.00 0.00

B46-Accounting Operations 0.00 14,000.00 0.00

B4T-Controllers Ofc 0.00 ¥,100.00 0.00

Grand Total 0.00 33,582.00 0.00 Report Grand Totals

(by Org since Group
By: Org chosen
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WORKING WITH REPORTS — Report Totals

m  Report Grand total

Usually a separate section at the end of the report.

Is often displayed immediately after the report is run even when the Report View

has not yet been chosen.

In some reports the Report Grand Totals are linked to the Group By selector.

Group By Activity v

Report Grand

Totals section

Grand Total

vt [l e
J43605-Controller Central 0.00 7,100.00
J43608-Endowment Administration 0.00 14,000.00
343612-Financial Reporting 0.00 325.00
343623-Tax Activities 0.00 12,153.00
Grand Total 0.00 33,582.00

Broken Down based on

the Group By selection

0.00
0.00
0.00
0.00
0.00

Select a View Report Information w

This report list GL transactional level detail.

Report Qutput:
- A Report
- A Downloadable Table
- A Pivot Table

Analyze - Refresh - Print - Export

For help email Financial.Reports@dartmouth.edu
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WORKING WITH REPORTS - Additional Tabs

Multiple Tabs
| Pages
Some Reports —
. All Segments | Entity Org Funding Activity Subactivity Matural Class
Consist of ~ _ _
e Institutional Reporting and Analysis (IRA)
Add |t|0na| Ta bS Report [D: LUDDT v2.2.0 Segments | ookup Dashboard
I Select the tab above to run the individual segment loockup report. I
or Pages
. All Eegm&nts‘ﬂrg Funding Activity Subactivity MNatural Class
Visible above the — e :
. Institutional Reporting and
Report Header |f Report D: LUGT0 v2.2.0 Entity Segment Lt
. This report lets you search for and list Entil
avallable « Filter Selection
Examples: Text Search
contains any
Segment

Lookup
RF M | Pages

- —
RFM Summary RFM Detail
Report
Institutional Reporting and Analysis (IRA)

Report ID: GL140a v2.1.0 RFM Funding Report - Summary
This report is used to do Restricted Funds Management (RFM) Analysis

Multiple Tabs

. e
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SAVING FILTERS AND REPORT VIEWS - Save

m  To make running reports more efficient, both filter values and preferred report
views can be saved. They can then be used in future IRA sessions.

4 Filter Selections

1. Choose

applicable Filter Fiscal Year 2018 v Entity —Select Value— v JE Source —Select Valug— >
Values Fiscal Period —SelectViw Org 545-Financial Reporting;546-Acc v JE Transaction Type Actual -
Funding —Select Value— -
Activity —Select Value— -
Subactivity —Select Value— -
Natclass 7531-BOOKS MEDLA Digital Mate w Apply
3. After data is returned, choose the Group By Activity  w

report View and Group By value you
would prefer to save Selecta View Report v

Activity 343605-Controller Central L

w A ¥ H# 5. Name the

Page Options Icon is on top right of screen e filter/view
Save Current Customization combination

) i 4. Choose Page

=, Print Options, Save Name Books repord
n sk Current Save for (@ Me

3 Refresh Customization [

Others
7. Choose for

|:| Make thiz my default for thiz page Me

Create Bookmark Link

Create Prompted Link

Apply Saved Customization 2 0K Cancel
- —— 6. (Optional) Check to set as Default. This means
Edit Saved Customizations... q
; this filter/view will automatically run when the 8. Click OK to
Clear My Customization report link on the Launchpad is clicked save.
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SAVING FILTERS AND REPORT VIEWS — Run Saved Report

= To run a saved report, open the report link and |
choose Page Options -> Apply Saved T [
Customization -> saved report name: s Refest /
Create Bookmark Link
Create Prompted Link

1. Page Options (located top right)

Home Page 0OSP Procure to Pay Ops Report Foo

Books report e Apply Saved Customization [

GL Reports 2 Apply Saved Customization Fund Act Actuals by Year Save Current Customization...

GLIM0a - GL Transactions FY18 Actualsidefault) Edit Saved Customizations...

3. Choose Saved Report : Training 021318 Clgar My Customization

Training 041018

Transaction research

m  This will automatically run the report using saved filters, and return data in the
saved report view format. Data will be refreshed with up-to-date information.

m  To adjust the filters of a saved report before processing, run a saved report and
click here to cancel processing. Change your filters and click Apply to process.

Report
Searching... To cancel, click here,

For example, a report of several funding values could be saved and selected, but the
Searching cancelled so the user could update the specific period to run.

m  Note: Saved selections are specific to each report. For example, criteria saved
under the GL Transactions report will not be available under GL Rollup Report.
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SAVING FILTERS AND REPORT VIEWS - Manage

m  To manage your saved report and filters, open the report link and choose Page
Options - Edit Saved Customizations:

Home Page 0OSP Procureto Pay Ops Report Fixe

Edit Saved Customizations 0 x
4 GL Repnrts Rename, delete and control group access to Saved Customizations, as well
: as specify which Saved Customization, if any, should be used as your
GLO10a - GL Transactions default for the current Dashboard page.
T T T e neeee Saved Customizations
= .ﬁ Hame My Default Shared
=y Print 3
i E — A Delete an
[ Export to Excel pB Mo Perscnal Customizations ) eXiSting saved
+4 Refresh
4 Books report i report
Create Bookmark Link
Create Prompted Link Fund Act Actuals by Year ':' =

A Saved Customization 3
ERY VFY18 Actuals

Radio button
Training 021318 Y controls which
saved report is the
Training 41018 9 default

Save Current Customization...

Edit Saved CustnmizatinnD

Clear KMy Customization

(]| >

Rename an Click OK to

save your

existing saved

report changes
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WORKING WITH DOWNLOADABLE TABLES

Selecta View Report Information Q

m Select the Downloadable Table view from This repot st Reprnfermaion .
the report View Selector R Corections
. -ADo F'ivot'l’_able o
m  All data is shown, regardless of Group By | Selecion Grteri
selection

Display first 100 Page forward in
rows of data increments of 100

rows

Default displays the

Buttons located bottom % & Rows1-100 first 100 rows of data

center of table:

Display All up to a

maximum 5000 rows

Page back in
increments of 100
rows

IMPORTANT:
' For results sets greater than 4000 rows, trying to view "All Pages™ ofthe Report or all rows of the Downloadable Table in the browser may result in unacceptable response times.
= Uzing the "Download Data™ option to Excel will yield more immediate results.

Rows Returned = 12149
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WORKING WITH DOWNLOADABLE TABLES

For rows that are not Budget or Encumbrance transactions, the Encumb Type and Budget
Name will be populated with “Invalid” or “Unknown”. This does not indicate an error.

Encumb

Budget
Posted Budget Actual .. Encumb Type e
Date Amount Amount Amount
Hame
Unknow
713112017 000 714187 0.00 Unknown —oroen

Data in the Downloadable Table is sorted by the Group By
segment value selected.

MUYYD NEwIneu — 1L 1539
Group By Or .
Same p By Org v Group By Activity v
data,
by Entity Org Funding Activity Subactivity  Natcla
Entity Org Funding Activity
Group 20-College 540-Budget 363006- 343608- 0000-Default 6145-%
. only and Offsetto Endowment EXEMF 20-College 546-Accounting  909000-  313601-AR
By Planning Endowment Administration STAFF only Operations Balance ACE
Return Reqgul: Sheet General
20-College 540-Budget 363006-  343608- 0000-Default G145-¢ Funding ~ Promotion
Only and Offsetto Endowment EXEMF
Planninn Frndmaument  Administratinn STAFF E?:FD”EQE ii?"-CnntrDllers EBEDPE‘_‘_‘“ 13—4410.-.?1:
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PRINT OPTIONS

Located at bottom, middle of report/ screen

) Select the Analyze -Refref
FelAEPI Print link and T Printable PDF
choose PDF Printable HTML

option

T4 Untitled Analysis.peff - Adobe Acrobat Pro
File Edit View Window Help

BOpen ‘@Creat:v ‘D@%@‘@@@E@@@
V[ |/s|NO @®[=]-]| 5B

PDF opens in a
separate
window and

Report ID: GLO10 v2.3.0

Entity Org Funding Activity Subactivity Natclass

20-College | 546-Accounting | 909000-Balance 313601-AR ACE 0000-Default | 1082-CASH ON HAND
Only Operations Sheet Funding General Promotion Petty Cash

can be printed
or saved

20-College | 547-Controllers | 368000-Subvention | 341051-External 0000-Default | 7712-PROF FEES
Only Ofc College Audit ACCOUNTING Auditing

20-College | 547-Controllers | 368000-Subvention | 341051-External 0000-Default | 7712-PROF FEES
Only Ofc College Audit ACCOUNTING Auditing

20-College | 547-Controllers | 368000-Subvention | 341051-External 1000-College | 7712-PROF FEES
Only Ofc College Audit Audit ACCOUNTING Auditing

20-College | 547-Controllers | 368000-Subvention | 341051-External 1000-College | 7712-PROF FEES
Only Ofc College Audit Audit ACCOUNTING Auditing

20-College | 547-Controllers | 368000-Subvention | 341051 External 1000-College | 7712-PROF FEES

Almmn AFCALIRITINS A eedidin
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EXPORT REPORTS AND TABLES

m  Export options can be used with any report view:
Excel downloads what is on the screen with formatting.

CSV (comma-separated text, unformatted). Downloads the detail data behind the
report not what is shown on the screen.

Tab delimited format (tab-separated text, unformatted). Downloads the detalil
data behind the report not what is shown on the screen.

Download to PDF or PowerPoint will save the report or table in that file format.

Option: Choose
Excel to keep

formatting

4 PDF
< Excel 2007+

“1 Powerpoint 2007+
[5 Web Archive (mht)

I Data » § CsV Format

Analyze -Refresh -P

[an] XML Format

1. Select the Export
link and choose
option

i Tab delimited Form3

Opening GL Transactions Combined.csv x

You have chosen to open:

(® Processing X f1-] GL Transactions Combined.csv

which is: Microsoft Excel Comma Separated Values File

ETIImEST from: https://ira.dartmouth.edu

What should Firefox do with this file?

® Openwith | Microsoft Excel (default) v

Cancel

atically for files like this from now on.

|| Cancel |

Option: Choose

CSV Format if plan
to do more analysis
outside IRA

Open with Excel or Save
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EXITING IRA (Sign Out)

u Close all open IRA browser windows except the main dashboard page.
u Select the Sign Out option at the top right of the main IRA browser window.

@  Q Search B8 ¥+ & O

Search Al L 4 O, Advanced Help v

Matalan Crunritne = Mackhhaardes - Flonar wr Mrnnan = Cinnad ln ¢ Cuwrandalan N Canclar -

Dartmouth

Confirmation
Message

WEB AUTHENTICATION

Logout successful

You have successfully logged out of Dartmouth’s Web Authentication Service.

For security reasons, exit your web browser.
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IRA - CUSTOMIZING STANDARD REPORTS

For help email Financial.Reports@dartmouth.edu
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Dartmouth Colleage — IRA Basic Training
Customizing Standard Reports — Overview

1. Any report and view can be customized

2. Run the report you want to customize

3. Save the report before making changes

4. Right click on column header to view customize options

5. Click on column header to “drag” and “drop” and reorder rows or columns

Use the commands
available on each column.

Org

Org 540-Budget and Planning w

Org

540-Budget and Planning

T1 Sort Column Effective

Natclass & Natclass® ™ Date JE Source
AS60aNTD eeP ol 4869INT DEPT 3131/2018  Recurring
Services Remave el
agsomtD Located on each data field
6145_SAL [ Some have option to 6145 SAL EXEMPT 3/31/2018 OLD
STAFF Reqn  Show Row level Grand Tatal 4 “Return” to previous STAFF Regular Staff

Show Column level Grand Total » view -don’t use
6145-SALE browser “back” 6145_SAL EXEMPT 3/31/2018 OLD

STAFF Redl  Exciude column it STAFF Regular Staff

»
6145.SAL E Include column ‘
6505.FB DE Move Column »
CHARGES Exempt Full
Ranafit

‘-‘-.nal;.':e -Refresh -Print -Export

Note: Detailed instructions on following slides
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Customizing Standard Reports - Sorting

-

Hatcla@ JE Source Short Nanig* ¥)
Use arrows to sort

4869NT DEPT Recurring Ascending or Descending
Services by any one column

ADED IMT NENDT Camrice

Add ascending or
add descending to

Right Click to sort

Choose Sort option

sort within an
existing sort

by multiple columns

24U-0Uadgdet and Flanning

JE Source Short aw Effective

Name Date Natclass JE Batch Name JE Line Descrig
Sort Column L4 Sort Ascendin
MassAllocation 331120 N g Intl Mgm
Dirill Sort Descending
MassAllocation 3131120 Keep Only » | Add Ascending Sort
oLD 3131120 _ Journal Import Created
Remaove p  AddDescending Sort
Show Subtotal p  ClearAll Sors in View
OLD 331120 EU T Larsiuan Journal Import Created
Show Row level Grand Total » LDM_29MAR18_081414 OLD
5139 22176616
oLD 331120 Show Column level Grand Total » ar Staff Total
oLD 331120  Exclude column 2018 Calendar Journal Import Created
LDM_29MAR18_081414 OLD
Include column ¥ 5130 22176616
OLD 3120  Move Column b 2018 Calendar Journal Import Created
e v g casiprus woenusLDM_29MAR18_081414 OLD
Benefit A 12495130 22176616
oLD 33112018  6505-FB DEPT CHARGES Exempt Full Benefit Total
Recurring S31/2018  4869-INT DEPT FY18 Recurring Entries: 29-MAR-18  Allocation to debt bank

Expand: Sorting is essentially a pivot - In this example sort is first by JE Source Short Name, then by Effective Date
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Dartmouth Colleae — IRA Basic Trainina

Note: Sort data before subtotaling

Select a View Downloadable Table

Entity

20-College
Only

20-College
Only

20-Cuollege
Only

Selecta View Report

11 Sort Column »
. - - dget Actual
Org Funding Activity Subactivity Natcla Keep Only Bt | Aot
540-Budget 363006- 343608- 0000-Default [ ¥982F Remove P 00D -B17410
and Planning Offsetto Endowment SRVCY
Endowment Administration Mamtf  Show Subtotal b None
Return to End
Show Row level Grand Total »  After Values
540-Budget 363006- 343608- 0000-Default | Fo84-F
and Planning Offsetto Endowment SRVCH E
xclude column
Endowment Administration Mgmi f
Return AR |nciude column »
540-Budget 363006- 343608- 0000-Default | 7T985-F " Col . 0.00 -B86.00
and Planning Offsetto Endowment SRVE! oI
Endowment Administration MgmitFees
Catiirn ‘tm CCl D
COrg
v .
540-Budget and Planning
JE Source Short 1| SortColumn >

JE Batch Name:

Hame
. Drill
Massallocation 25 Int MA: 22200364 -
Keep Only ) ndow MAR-18 DCGL
MassAllocation -5 Int Mgmt Fees to Endo
Remaove »
Recurring e FUAD M s e Y
Show Subtotal »  None
Recurring Show Row level Grand Total F After Values AT
JEEIT Show Column level Grand Total »  Before Values ing
Recurring Exclude column Atthe Beginning | p
Grand Total Include calumn »  Atthe End
Move Column >

Encumb
Type ;i jrtt}lljur::]e Reference 1 2Ref|
Name

Unknown MassAllocation

Add or remove subtotal

Unknown Recl

For help email Financial.Reports@dartmouth.edu
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Customizing Standard Reports — Grand Totals

Selecta View Downloadable Table w

Adds Grand Total to
- udget Actual bottom of Report

11 Sort Column

Entity Org Funding Activity Subactivity  MNatcl
Keep Only > mount Amount Amou
20-College 540-Budget 3630086- 343608- 0000-Default [¥982° Remove p 0.00 -8717410
Only and Planning Offset to Endowment SRVC
Endowment Administration Mgmt Show Subtotal »
Return to En1
20-College 540-Budget  363006-  343608- 0000-Default [7og4l  ShowRowlevel GrandTotal > None
Only and Planning Offset to Endowment SRVC v After Values
Endowment Administration Mgmi  Eclude column
Return to AlA
Include column b
20-College 540-Budget 3630086- 343608- 0000-Default | T985 0.00 -686.00 0.
only and Planning  Offsetto Endowment SRYC Move Column L4
Endowment Administration Mgmt rees —
— S
Grand 0.00 -48,255.82 0.00
Total
Select a View Report -
o Report View has Grand
54[]_Budget and Planninn epo Iew as ran
JE Source so 1+ S ’ JE Batch Name JE Line Description Budget Amount  Actual Amount | Eneumb Ul Eraie (@ mae
Name Drill Amount to top or remove
= KeepOnly [ 2
MassAllocatior SRVCS Int MA: 22200364 180 - Endowment Intl Mgmt Fees Treasury 0.00 -8,174.10
Remave » to Endow MAR-18 DCGL
Masshliocation o . = bioial , SRVCS Int Mgmt Fees to Endow Total 0.00 8,174.10 0.00
Recurring RS EE R L None i)cnrrlng Entries: 20-MAR-18  Intl Mgmt Fees TR AlA 0.00 -710.00 0.00
Recurring Show Column level Grand Total »  « Before Values  to AlA Total 0.00 -710.00 0.00
Recurring Exclude column After Values scurring Entries: 29-MAR-18  Intl Momt Fees TR EFLP 0.00 -G86.00 0.00
Recurring Include column ' SRVCS Int Mgmt Fees to EFLP Total 0.00 -686.00 0.00

Move Column »
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Customizing Standard Reports — Column Totals

Pivot Table ( Budget and Encumbrance Columns Excluded)

Selecta View Pivot Table v
Before - No Column
6-DEC 7-JAN 8-FEB 9-MAR TOtals
Sort Column »
Orga~ ”’ Activity Actual Amount  Actual Amount  Actual Amount  Actual Amount
540-Budge Keep Only » 343608-Endowment Administration -9.570.10 -9,570.10 -9.570.10 -9,570.10
Planning
Remove »
540-Budge 343611-Fin Planning and Budget 165.00 9.00
Planning Show Subtotal >
545FiNanc  snow Row level Grand Total b 343608-Endowment Administration -2,875.07 -2,875.22 -2,875.16 -2,375.17
Reporting
>
B 5o Columalevel Grand Toial None acial Reporting 2.00 2.20 2.20 24.40
Reportin -
9 Eclude column Before Values After - Column Total
546-Accou mwwment Administration -26,47217 -25,672.33 -27,604.49 -26,472.33 added
Operations  'nclude column p  AfterValues
546-Accow Move Column » 343607-E1S Payroll Office -42.911.97 1044063 -9,362.62
Operations
Selecta View PivotTable v
6-DEC 7-JAN 8-FEB 9-MAR Actual Amount
Remove or Add Total
Orga~ Funding Activity Actual Amount  Actual Amount  Actual Amount  Actual Amount
Column
540-Budget and 363006-Offset to Endowment 343608-Endowment Administration -9.570.10 -9.570.10 -9.570.10 -9.570.10 -38,280.40
Planning Return
540-Budget and 368000-Subvention College 343611-Fin Planning and Budget 165.00 a.00 174.00
Planning
545-Financial 363006-0Offset to Endowment 343608-Endowment Administration -2,875.07 -2,875.22 -2,875.16 -2,875.17 -11,500.62
Reporting Return
545-Financial 368000-5ubvention College 343612-Financial Reporting 2.00 220 220 2440 30.80
Reporting
546-Accounting 363006-Offset to Endowment 343608-Endowment Administration -26,472.17 -25672.33 -27,604.49 -26,472.33 -106,221.32
Operations Return
546-Accounting 368000-Subvention College 343607-EIS Payroll Office -42,911.97 10,440.63 -9,362.62 -41,833.96
Operations
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Customizing Standard Reports — Exclude Column

Select a View Report v
Right Click on column
to exclude
Selecta View Report -
Org 545-Financial Reporting w
COrg
845-Financial Reporting
JE Source Short Effective . i
.
Name Date Natclass JE Batch Name JE Line Description Budg 1| Sort
Grand Total Show Row level Grand Total
Manual 12/6/2017  T877-INT DEPT TwoodwardVisioMonthly Manual A Visio Monthly Fee Sep Show Column level Grand Tatal
Computer Software 12384931 21709819 ——
Manual 12/6/2017  7&77-INT DEPT Computer Software Total Exclude column
Manual 112312018 7877-INT DEPT TwoodwardVisioMonthly Manual A Visio Monthly Fee Oct Include column
Computer Software 12442087 21929602
Move Measure Labels
Manual 1/23/2018  7877-INT DEPT Computer Software Total SE— cocu

Choose Exclude
column

Note: Excluded columns can be re-included using the Include column option

1
it
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Customizing Standard Reports— Include Columns

Report with Budget and Encumbrance Columns Removed

select a View Report v

org

o8I~ indncid mepurting

JE Source Short aw Effective
Name Date
Grand Total

Manual 121612017
Manual 112312018
Manual 211412018
Manual . 31612018
Manual

12018
1. Right click in

header area

3112017

545-Financial Reporting

JE Source Short

Name
Grand Total

Manual

Manual

Manual

Manual

A Effective

Date Natclass

12/6/12017  7877NT DEPT
Computer Software

1/23/12018  787TNT DEPT
Computer Software

2M4i2018  T87TINT DEPT
Computer Software

31612018 TETTINT DEPT

Camnutar Snfturara

Natclass JE Batch Hame

T8TTANT DEPT
Computer Software

T8TT-INT DEPT
Computer Software

T8TTANT DEPT
Computer Scf

woodwardVisioMonthly Manual A
12465012 22004942

TwoodwardVisioMonthly Manual A

puter Software 12475053 22079692

T863-INT DEPT Sales  APFC TPIPPY DPRESTON Manual A

12496054 22189141

T877-INT DEPT
Computer Software

TwoodwardVisioMonthly Manual A
12496120 22190558

7982-PUR SRVCS Int
Mamt Fees to Endow

MA: 21851549 180 - Endowment
DEC-17 DCGL

JE Batch Name JE Line Description

TwoodwardVisioMonthly Manual A
12384931 21709819

Visio Monthly Fee Sep

TwoodwardVisioMonthly Manual A
12442087 21929602

Visio Monthly Fee Oct

TwoodwardVisioMonthly Manual A
12465012 22004942

Visio Monthly Fee Nov

TwoodwardVisioMonthly Manual A
APATRNRR 27NTORQT

Visio Monthly Fee Dec

Full Chart String

JE Line Descr T4 Sort Calumn

Show Column level Grand Total

Dirill
Visio Montnly ~ "€&P Dnly
Remaove
Visio Monthly
Show Subtotal
Visio Monthly
Visio Monthly
Exclude column
RECORDS MG
SALES Include column
\lisio Monthly  Move Column
Intl Mgmt Fees Tax

4. Column
Added

Show Row level Grand Total

Actual Amount

-11,469.82

20.545.368000.343612.0000.7877 2.00
20.545.368000.343612.0000.7877 220
20.545568000.343612.0000.7877 220
00.343612.0000.7877 220

Reference 1
Reference 2
Reference 3
Reference 4
Reference 5
Inventory Ticket
Work Order Number
JE Header Name
JE Transaction Type
Created By

Full Chart String
Fiscal Period

scal Year

| Parind Mimiber

2. Highlight

Include column

3. Select Item(s)
from list
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Customizing Standard Reports — Move Columns

Use right click functionality

cial Reporting

hort Effective

Date

-

121612017

1i2312018

211412018

3i6/2018

3i312018

3i31/2018

ion 123112017

inn 412117018

Natclass

T877-INT DEPT
Computer Software

T8TT-INT DEPT
Computer Software

T8T7TINT DEPT
Computer Software

T877T-INT DEPT
Computer Software

T&63-INT DEPT Sales

T877-INT DEPT
Computer Software

7982-PUR SRVCS Int
Mgmt Fees to Endow

Tao7? DIIR SRV S int

JE Batch Name

TwoodwardVisioMonthly Manual A
12384931 21709819

TwoodwardVisioMonthly Manual A
12442087 21920602

TwoodwardVisioMonthly Manual A
12465012 22004942

TwoodwardVisioMonthly Manual A
12475053 22079692

APFC TPIPPY DPRESTON Manual A
12496054 22189141

TwoodwardVisioMonthly Manual A
12496120 22190558

MA: 21851549 180 - Endowment
DEC-17 DCGL

MA* 2107RROZ 180 Endrsrmant

Or use “handle” for drag and drop

functionality

S

atclass JE Batch Name

B77-INT DEPT
omputer Software

TwoodwardVisioMonthly Manual A
12384931 21709819

BT7-INT DEPT
omputer Software

TwoodwardVisioMonthly Manual A
12442087 21929602

BT7-INT DEPT
omputer Software

TwoodwardVisioMonthly Manual A
12465012 22004942

JE Line Description

Visio Monthly Fee Sep

Visio Monthly Fee Oct

Visio Monthly Fee Nov

Full Chart String

20.545.368000.343612.0000.7877

20.545.5
lass

20.545.5

“INT DEPT

puter Software

JE Line Description

Visio Monthly Fee Sep

Visio Monthly Fee Oct

Visio Monthly Fee Nov

Visio Monthly Fee Dec

RECORDS MGMT March BOX

SALES

Visio Monthly Fee Dec

Intl Mgmt Fees Tax

Intl Minmt Foac Tav

Actual Amount

JE Batch Name

TwoodwardVisioMonthly Manual A

12384931 21709819

11 Sort Column »
Full Chart Stril
Keep Only 3
?
Remove 2
20.545.36800 ]
Show Subtotal »
- :
Show Row level Grand Total 2 !
20.545.368001 Show Column level Grand Total by
Exclude column
20.545.362001 ]
Include column »
=
20545.1681% Move Column b Left

29 To Prompts
To Sections

-2,875.0
To Columns

N RAR TRINNA TATRNS NNAN TORT

Right Click on
Column to

move
2. Choose move
option

Full Chart String JE Line Description

20.545.368000.343612.0000.7877 Visio Monthly Fee Sep

Actua
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Customizing Standard Reports — Move Columns Cont

Example - move Org from row to sections area 3. Result — Separate sections by Org
1. Standard view-Org in rows area Grand Total
Org
Grand Total 545-Financial Reporting
Budget Amount ~ Actual Amount i'r';:;’l‘li’
Budget Amount Actual Amount i’rf:;?: 0.00 -11,469.82 0.00
0.00 -11,469.82 0.00 Org
- 546-Accounting Operations
o e DU
0.00 176,973.90 0.00 0.00 -104 52532 0.00
Org
547-Controllers Ofc
2. Use handle to drag and drop to sections area Budget Amount  Actual Amount D
0.00 -60,978.76 0.00
Grand Total
| — ] To get back to standard view, use handle to drag and drop
back down into rows section
Org / Budget Amount Actual Amount ,E\rrlr::;ﬂlt}
545 Financial Reporting 0.00 -11,469.82 0.00 Crand Total
546-Accounting Operations 0.00 -104,525.32 0.00 g
547-Controllers Ofc 0.00 -60,978.76 0.00 S-Financial Reporting
Grand Total 0.00 A76,973.90 0.00 Budget Amount Actual Amount E::;ﬂ?
0.00 -11,469.82 0.00
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Customizing Standard Reports — Move Columns Cont

Example - move Org from row to prompts area

1. Standard view-Org in rows area

Grand Total

3. Result — Org in prompts area

Budget Amount Actual Amount  Encumb
Amount
0.00 -11,469.82 0.00 Grand Total
546-Accounting Operatibns 0.00 -104,525.32 0.00 - s S
rg -Financial Reporting L
547-Controllers Ofc 0.00 -60,978.76 0.00 545 Financial Reporing
Gsand Total 0.00 -176,973.90 0.00 546-Accounting Operations Encumb
| 547-Controllers Ofc t Amount
0.00 -5,097.85 0.00
2. Use handle to drag and drop to prompts area
Grand Total ]
| . To get back to standard view, use handle to drag and drop
Pivoct Table Prompts 0 .
' back down into rows section
Org udget Amount  Actual Amount  Encumb
Amount
] ) i Grand Total
545 Financial Reporting 0.00 -11,469.82 0.00
. . Org 545-Financial Reporting - H

546-Accounting Operations 0.00 -104,525.32 0.00

547 -Controllers Ofc 0.00 -60,978.76 0.00 SRS S a— iﬂ”ﬂ?
Grand Total 0.00 176,973.90 0.00 000 e oer e .00
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Customizing Standard Reports — Saving

To save a customized report, after all changes are made

Page Options Icon is on top right of screen
4B 4+ A O 1.Choose

Page
Options

|=} Print A
2.Save Current :
g ) [ 2] Export to Excel L4
Customization G i
Create Bookmark Link | | 3 Name the

Create Prompted Link

filter/view
combination

Apply Saved Customization 3

Save Current CustomizatiD

Edit Saved Customizations...

Clear My Customization

@ x !

' Save Current Custg

4.Choose for Me Name 54 Orgs|
Save for (@ Me

Others

] Make this my default for this page

5. (Optional) Check to set as OK  Cancel
Default. This means this -
filter/view will run when the

report link is clicked

6. Click OK to save.

For help email Financial.Reports@dartmouth.edu
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Customizing Standard Reports — Run Saved Report

m  Torun a saved report, open the report link and choose Page Options -> Apply
Saved Customization -> saved report name:

1. Page Options
/ .

B

§= Print
' Export to Excel
+ 5 Refresh
Create Bookmark Link
Create Prompted Link

Books report I Apply Saved CustomizatioD »

Fund Act Actuals by Yea_p/ Save Current Customization...

2. Apply Saved Customization

; [ To adjust the filters of a saved report before
T SR e rocessing, choose a saved report and
3. Choose Saved Report P g, p
Training 021313 Clear My Customization C”Ck here to Cance| processing_ Change
Training 041018 your filters and click Apply to process.

Transaction research o,

.
Searching... To cancel, click here.
*a

=  This will automatically run the customized report For sEmile: g iepat of el
. . . funding values could be saved and
using saved filters, and return data in the saved selected, but the Searching
report view format. Data will be refreshed with up- cancelled so the user could update
to-date information. the specific period to run.

m  Note: Saved selections are specific to each report. For example, customizations saved
under the GL Transactions report will not be available under GL Rollup Report.
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Customizing Standard Reports - Manage

m  To manage your saved report and filters, open the report link and choose Page
Options - Edit Saved Customizations

Edit Saved Customizations O x
9

! Rename, delete and control group access to Saved Customizations, as
-] Exportto Excel » well as specify which Saved Customization, if any, should be used as your
default for the current Diashboard page.

Saved Customizations

{=) Print

¥4 Refresh

Create Bookmark Link

Create Prompted Link IS Lz SRR
e L A Delete an
Apply Saved Customization » Mo Personal Customizations ) . .
existing saved
Save Current Customization...
Books report ] report
Clear My Customization Fund Act Actuals by Year 0
Radio button
Y18 Actuals ® controls which
saved report is the
Training 021313 ) defau |t
Training 041013 9]
- b
£ m >
N OK | Cancel .
- - Click OK to
NGO save your

changes
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EXITING IRA (Sign Out)

Close all open IRA browser windows except the main dashboard page.

Select the Sign Out option at the top right of the main IRA browser window.

- Q, Search B ¥+ /& O =

Search Al v O, Advanced Help v
Sign Out

s et & nin G N R e - Confirmation
Message

Dartmouth

WEB AUTHENTICATION

Logout successful

You have successfully logged out of Dartmouth’s Web Authentication Service.

For security reasons, exit your web browser.

For help email Financial.Reports@dartmouth.edu
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IRA - ADDITIONAL NAVIGATION OPTIONS
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Navigation - Home Page

Oracle BIEE Home A
€ ©a https:/fira.dartmouth.edu/analytics/saw.dll?bieehome c Q, Search ‘ﬂ’ E 4+ # s
DRACLE Business Intelligence Search Al v Q. Advanced Help v SignOut #

Home Catalog Favorites w Dashboards w New w Open w Signed In As  Gwendolen D. Gensler v
Create...

Data Exploration & Discovery Dashboards
Visual Analyzer Projects El GL Transactions - GL Tran... Launchpad - Home Page Launchpad - GL Funding B...
e

% Open More v Open More v Open More v

@ Analysis and Interactive Reporting .
Analysis Filter Dashboard Prompt El Launchpad - OGA Transact... Launchpad - GL Budgetwvs ... Launchpad - Procure to Pay
- Open More ¥ Open More ¥

Hid
Hi:

Hid
Hit

Open Maore ¥

Published Reporting More Dashboards -~
Report Job
Others
e Ac_tlonable Intelligence g ORG 003 Monthly Transact... @ 527s et al Funding Balances @ 192s Funding Balances
e Open Edit More ¥ Open Edit More v Open Edit More ¥

Jobs Most Popular

El Launchpad - Home Page El Segment Lookups - All Se._.. El GL Transactions - GL Tran...
=& Open Morew =& (Open Morew =2 Open Morew

Launchpad - GL Funding B... Segme
E=] [E2]

Open More w Open

Allows you to quickly
Download BI Deskiop Tools ¥ navigate to “Recent’’ p|aces

or to “Popular” items (for
your group)
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Navigation - Home Page

Oracle BIEE Home =+

€ (@ & https;/fira.dartmouth.edu/analytics/saw.dli?bieehome

ORACLE Business Intelligence

Home

Create...

Data Exploration & Discovery
Visual Analyzer Projects

a

Analysis and Interactive Reporting
Analysis Filter Dashboard Prompt

Published Reporting
Report Job

Catalo g

Dashboards

Recent

GL Transactions - GL Tran...
Open More v

Quick link to do your

own Analysis

Others

Actionable Intelligence

Action @

ORG 003 Monthly Transact...
Open Edit More w

Most Popular

Jobs
(==]

o

E=

a

Launchpad - Home Page
Open More w

Launchpad - GL Funding B...
Open More w

Download Bl Desktop Tools ¥

Search Al v

Favorites

H

H

©

Hi

H

For help email Financial.Reports@dartmouth.edu

Dashboards « Mew w

Launchpad - Home Page
Open More v

Launchpad - GL Budgetvs ...
Cpen More ™

527 etal Funding Balances
Open Edit More w

Segment Lookups - All Se...
Open More w

Segment Lookups - Matura. ..
Open More w

Open »

H

Hid

©

H

H

wBe $§ & 09

Q, Advanced Help v

Signed In As Gwendolen D. Gensler v

Launchpad - GL Funding B...
Open More ¥

Launchpad - Procure to Pay
Open More ¥

192s Funding Balances
Open Edit More w

GL Transactions - GL Tran...
Open More w

Segment Lookups - Funding
Open More w

»Go to the New Home Page

Sign Qut  #ee
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NAVIGATION — Catalog

ORACLEJBUSMESS|I'ItE||igEI'ICE Search  All v
Catalog Home Favurites v Dashboards ¥ MNew ¥
v & W BE v v X |k Location MMy Folders
Descriptive
4 Folders Dietails all » Sort Name A-
3 . e [ Afeature of the Catalog
b Shared Folders Wy Dashbosr | Is the ability to view the
Subject Area Contents ' details of a folder in
L | various ways (e.g.,
e . Descriptive with larger
% Audit Counts |

icons, Details, List)

i Award Project Org Listing

& Check NAs & iExpenses Reports - AP detail & Ops benefits
& Check NAs by SA & Interentity balances & Ops by Funding L2
§ & constats i Interentity by String & Ops Internals
& Dee AP report & Internal billings & Ops 5A listing
& demo 121316 & Internal Income sweptto endowment g Ops Statement
4 Tasks & Expenses - Walt i Internals 14 15 16 %7 Ops Statement-FY15 b
5 My Folders Sl i FAD16 - Depreciation Expense Report g Inv Held — detail & Ops Statement - summ
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NAVIGATION — Catalog

ORACI_E Business Intelligence

ffied 11/30/2017 2:18:09 PM

Catalog
o taMm O B3~ . v X B
4 Folders E: B2 Type Al
4 My Folders ~ =
» Subject Area Contents |= Expand More ¥
@ My Dashboard .:.[
Archive Expand Maore ¥
Training -=|:|
Expand Maore ¥
A Shared Folders
» a-DWBI

| Collis Center

4 Dashboard
senhear Expand More ¥
4 Financial Reparting 4
-@ ‘='|:| Schl
’ . - Expand More ¥
< I > By SonK
y L
4 Tasks Expand Mare
= ~ j
. 290 Expand Maore ¥

#m Expand 2 Create Shortcut @ ran

x Delete 8 Properties = Use for Security Gifts
Open Edit More w

[ Copy ¥ Permissions

E[iRename Finan CAib Mars w

b Praview

Home

Location fShared Folders/Financial Reporting/990

w» Sort Name A-7Z

Last Modified 11/30/2017 2:18:05 PM
Sch B LastModified 12/11/2017 3:21:35 PM

Sch D Last Modified 11/30/2017 2:18:.07 PM

d 11/30/2017 2:18:09 PM

Last Modified 11/30/2017 2:18:10 PM
Last Modified 11/30/2017 21813 PM

Sch R Last Modified 11/30/2017 2:18:14 PM

ADVANCE Transactions Entity < 40 LastModified 11/30/2017 2:18:14 PM

@ BS Update - Due to-from Last Modified 11/30/2017 2:18:14 PM

Catalog is where custom reports are stored

Search All - Q,  Advanced Help v

Catalog  Favorites v Dashboards = New w Open ¥

w [ ] Show More Details

Owner Gwendolen D. Gensler

Owner Gwendolen D. Gensler

Owner Susan Mockus

Owner Susan Mockus

Owner Jing Gao

Owner Susan Mockus

Owner Jing Gao

Owner Susan Mockus

Owner Susan Mockus

Owner Josh M. Joslin

3

Signed In As Gwendolen D. €

w [ ]Show Hidden Itenr
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NAVIGATION — Favorites

DRACLE\BusinessIntelligence Search  All
Catalog Home  Cata Dashboards v
e~ e © @@~ - *+ X K Location /My Folc Manage Favorites...
G Journal Entry Report
4 Folders t= Ez  Type Al v Sort NameAZ _
4 My Folder - Archive LastModified 11/30/2017 2:22:52 PM  Owner Gwendolen D. Gensler
b Subject Area Contents | = Expand Wore ¥

E= my Dashboard My Dashboard LastModified 11/30/2017 2:22:48 P Owner

Expand Open Edit More w

Archive
Training ‘2[:] Subject Area Contents LastModified 11/30/2017 2:22:57 PM  Owner
Shared Fold Expand MWore v
4 Shared Folders
b 2-DWEI ='[:] Training LastModified 11/30/2017 2:22:47 PM Owner Gwendaolen D. Gensler
Expand More v
b Collis Center
b Dash ner Gwendolen D. Ger
ashboar, . -
Allows you to save quick links to your
P Financial -
Favorites Page r Gwendolen D. Gens
» 990

< m R &M Mwnar Cwand

When you are on a dashboard, you can use
the “Add to Favorites” function

or from the Catalog, you can right click on
an Analysis and select “Add to Favorites”

Type Al

oW i F

4

© ©

© ©

©

v Sort Name A-Z
Archive LastModified 11/30/20
Expand More ¥

My Dashboard Last Modified -
Expand Open Edit More ¥

Subject Area Contents Las
Expand More ¥

Training Last Modified 11/30/20
Expand More ¥

*e*0*F &5 Open d
Open E ,\ Edit
Audit¢ "
Oven | 1= Print >
Award [ Expor ’
Open E %¢ pelete
ek o
= E[1 Rename ifie
Open { » Add to Favorites
EOAs: ¢/ Create Shortcut P
pen

& Properties

b Preview: Audit

¥ Permissions
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NAVIGATION — Favorites

= Business Intelligence

Search Al -

Favorites w Dashboards w New w

: Manage Favorites..

)

w Joumnal Entry Report

Home Catalog

e @y BELAESy 72 X B Location My Fole

T= B3 Type AN w Sort NameA-Z £
§ e =E1] Archive LastModified 11/30/2017 2:22.52 PM  Owner Gwendolen D. Gensler
t Area Contents |= Expand More ¥
hboard El My Dashboard LastModified 11/30/2017 2:22:49 P Owner

e Expand Open Edit More ¥
g Subject Area Contents LastModified 11/30/2017 2:22:57 PM | Owner
Expand More ¥ x x
lders
Training Last Modified 11/30/2017 2:22:47 PM Owner Gwendolen C
!
Expand More ¥
enter
T *FAHOYF Ren Ral | astModifisd 11009017 21828 PM | Mwnar (e

Allows you to organize your oW e oo
Favorites in “folders” pams ||

OK | Cancel
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NAVIGATION - Dashboards

ORACL & Business Intelligence Search Al v QA

Launchpad Haome Catalog Favorites w Dashboards v New w Open v Sign

Home Page ©OSP Procureto Pay Ops Report Fixed Assets  Finance Centers IEI Most Recent(Launchpad - Home Fage)
4 GL Reports 4 OGA Reports E5) Wy Dashooard ICES)
GLOA0 4 a DWBI by
. . [E5] IT Financials
Easiest way to access the available es Rollup Report
dashboards tvs Actuals 4 Dashboards
=] Launchpad
S by Month 5 oniee L
Note that you may have to expand the blance Summary == Oviee Lineage

“Dashboards” listing erdraft Report 2] RAPPORT Self-Senvice AR _EN

¥actions Detail - Expenditures
0OGAZ05 - OGA Budget vs Actual by Month

GL1

' 5] Service Now
GL170 - GL Funding by Responsible Persan

P . . . !
GL140 - RFM Funding Report gg;f; ggﬁ 'F;sfcef.e'fts =2 Tips & Tricks
- . AB6B0 - OGA PTAD Listings
GL530 - CIP Project to Date
OSP001 - Project Close Dates by Manager GAP040 - Loan Supplement Report

GL230 - GL Budoget Balance Available Report
GL440 - Balance Sheet Reconciliation 4 OGA Proiects by Pl
GL447 - GL Balance and Transaction Report rojects by

™1 EMA Dodaatue Arhoal ke Condina MGARNT - MA Proiarts e PI

GAPOA0 - Trial Balance Report

4 Financial Reporting Admin (FINANCE_
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NAVIGATION — Open

Search  All v Q. Advanced Help v  SignOut #e
Home Catalog Favarites = Dashboards « Mew w signed In As  Gwendolen D. Gensler v
ed Assets  Finance Centers Open...
z . Recent Most Popular
4 OGA Reports 4 GL Analysis (ACCOUN

E3 Launchpad-Home ... Launchpad - Home ...

GL415 - GL Future Period Postil
GL410 - GL Future Period Postil E® GL Transactions - G...
GL400 - DW/GL Balance Repon

Provides another way to access GL260 - Trial Balance Verificatio = Launchpad - GLFun...
LUDED - COA Maintenance Seqgr

available Dashboards GLO30 - GL Journal Entry Detail
Displays most “Recent” and B Launchpad-GL Bud...

“Most Popular” ittt iy E2 Launchpad- Procur. .

(@) 0GA Report Help

Segment Lookups - ...
GL Transactions - G...

Ex Launchpad-OQGATT... Launchpad - GL Fun...

Segment Lookups - ...

E3
E2
E2
E3
E2
E2

Segment Lookups - ..
GAPO10 - Statement of Financia

GAPO20 - Statement of Operating Expenses

OGASE0 - OGA PTAQ Listings GAPD30 - Statement of Activities

OSP0O01 - Project Close Dates by Manager GAF040 - Loan Supplement Report
GAPO80 - Trial Balance Report

4 OGA Projects by PI

OGABOT - OGA Projects by Pl
OGAB08 - OGA Projects by Pl Snapshot GL991 -Financial Reports Usage

4 Financial Reporting Admin (FINANCE_ADMINISTRATORS)

4 OGA Closeout Reports 4 Arts and Sciences
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NAVIGATION — New

1

g Favorites w Dashboards = @pen b SignedIn As

Data Exploration & Discovery

Yisual Analyzer Projects
4 GL Analysis

Analysis and Interactive Reporting

GL415 - GL Fut
GL410- GL w
Report

GL400 - DWIGL B:
Filter

: GL260 - Trial Balai
LUOB0 - COAMaig == Dashboard Prompt
GLO30 - GL Joug ) )
nmary Published Reporting
ypart , .
4 Financi Report Job
tail - Expenditures .
oy Month GAFD10 -3 Actionable Intelligence

Create a new
Analysis/ (Report)

SEFR

Select Subject Area

L

L Fixed Assets

L

L Fixed Assets Tank

ra

L4 GL Adhoc

L]

L 4 [Expense

ra : :

L 4 Invoice Details

L OPS Model
UPDATED: Thur, Apr 30, 2015

ra

i, P-Card P2P

[ ]
] PO &REQ

L] '
L 4 Procure to Pay

Available “Subject”

Areas

For help email Financial.Reports@dartmouth.edu

63



