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INTRODUCTION

Oracle Business Intelligence Enterprise Edition (OBIEE) is a web-based Business
Intelligence tool that provides a full range of reporting and analytics capabilities that allow
you to:

e C(ollect up-to-date data from your organization

e Present the data in easy-to-understand formats

e Deliver data in a timely fashion
These capabilities enable better decisions, informed actions, and the ability to implement

more-efficient business processes.

USER INTERFACE
e Web-based application
e Works from all browsers (IE, Chrome, Firefox, Safari)

e Allow pop-ups from rpi.edu (see Browser Settings section for more information)

HOW TO LAUNCH OBIEE
e Web Application (no installation or special setup required)
e URL: https://obiee.server.rpi.edu/analytics/
e Sign In (RCS User ID and RCS password)

Sign In

Enter your user id and password.

User ID

Password

| |
Sign In
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HOW TO NAVIGATE

e Will open to the Home page, from here, select Catalog

- cER
e © https://obiee-devserverrpiedu/analyti ~ @ & || @ Oracle BIEE Home D vy i
File Edt View Favorites Tools Help

ORACLE" Business Intelligence

X @Convert ~ [ Select
#| Advanced Help~ Signout O

carch [All v

Create...

Lﬁ Published Reporting
E Report Job

Actionable Intelligence
_Q_ Action

Browse/Manage...
| Al Content «
@ My Reports
® M Scorecards
@ Mobile Apps Library
Get Started...

a Introduction to Oradle BI

% Oracle BI EE Documentation
ﬁ Download BI Desktop Tools
® Help Contents «

SUBJECT AREAS

e Finance

e Advancement

e Student

e Research

e Position Control

e Admissions

Recent
Dashboards

Finance Summary and Transac...
=L Open | More»

oo Finance Summary and Transac...
ag

Open | More~

D’ Most Popular

Finance Summary and Transac...
901 open | Morer

Catalog

avorites

Finance Summary and Transac..
B Open | Morew

Finance Summary and Transac..
=[] Open | More~

E Budget Summary Detail Analysis
Open | Morew

Dashboards « E New »

BS Open ~

Finance Summary and Transac_..
(m]

(m]m}

Open | Morew

Finance Summary and Transac...

&
(m=]

Open | More~
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Finance Subject Area

e Open Dashboard named: Finance Summary and Transaction Detail, Restricted and
Unrestricted Funds

o From Folders, open Shared Folders, Finance, and select the Dashboards
folder

o Select Open from the options below the Finance Summary and Transaction
Detail, Restricted and Unrestricted Funds dashboard

o Report Purpose: To replace published EPM Fund Summary reports (with
transaction detail reports added)

o Subject Area: Finance Operating Ledger Monthly & Operating Ledger
Transaction

ORACLE" Business Intelligence

-_OJ Advanced Administration Help »  Sign Out o

Catalog

Home | Catalog | Favorites v | Dashboards v | ¥ New v | BB Open v | SignedIn As
User View vmm. Bl |leh 25 ® [ | Location /Shared Folders/Finance/Dashboards v | [show tidden Items @
v/ Folders EE Type All v | Sort | Type A-Z v | [] show More Details
- | "My Folders A = 8
o e l?@ Current Chart of Accounts | Last Modified 7/31/2017 8:18:16 AM | Owner weblogic
*- [ Admissions Graduate Expand | Open | Edit | More v
z ':Admsslons Ui actale Finance Summary and T Detail, d and d Funds l Last Modified 1/17/2018 2:33:02 PM | Owner Martin, Colleen
&> [ _JAdvancement I
= r:lCNMS Expanf| | Open |[Edit | More v
iy =) Components Finance yand T Detail, d Funds | Last Modified 7/31/2017 8:18:16 AM | Owner weblogic
ce. I Use the Finance Summary and Transaction Detail, Unrestricted Funds dashboard object to view and analyze your budgets and YTD expenses. As built, this

0
D

reporting tool is for unrestricted funds, only,
Expand | Open | Edit | More v

The dashboard will open as:

ORACLE" Business Intelligence

Finance Summary and T ction Detail, and
Fund Summary Fund and Fiscal Period Report Transaction Detal: Expense, Trarsfer

£
m
> @

Fund Summary (Restricted and Unrestricted Funds)

Please select from the options below (only one fiscal year should be selected to cakculate the correct available balance), then select the Apply button,

Fiscal Yor 2018
Fiscal Period
Fund Status Active

Fund

Fund Category

(R I T 0

Fund Financial Manager or P1

Fund Home Portfolo

Fund Home Org

Fund Home Org Descrption

[l e

> Grant Code >

Grant Home Org =

=] Fund Subcategory Fund Home Portfolo Fund Home Org Financial Manager =] Account Line Category )
Fund Classcator = Fund Descrpton Fund Home Portfolo Financ
Agply | Reset~

Please select Report from this list > None v
Refresh -Print -Eaport

1f you have any questions or comments, please contact the data warehouse group via:
Emai: 3
Web:

e There are four different report tabs:
o Fund Summary
o Fund and Fiscal Period Report
o Transaction Detail: Expense, Transfer and Revenue
o Encumbrance Transaction Detail
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Fund Summary
e Select options from the prompts (only one fiscal year should be selected to calculate
the correct available balance), then select the Apply button
e Selectareport from the drop down list

Please select Report from this list -->  None ™
None
| Fund Summary by Grant, Fund
Fund Summary by Org, Grant, Fund
Fund Summary by PI, Fund Financial Manager
Grant Information
Fund Summary by Grant, Fund, Account Category
Fund Summary by Org, Grant, Fund, Account Category
Fund Summary by Port, Grant, Fund
Fund Summary by Port, Org, Grant, Fund
Chart: Budget vs, Expense

Fund and Fiscal Period
e Select options from the prompts (only one fiscal year should be selected to calculate
the correct available balance), then select the Apply button
o Results are limited to 75 rows on this report, so edit prompts as needed so
row limit is not exceeded
e Select the report from the drop down list

Please select Report from this list --> | None s

None
Report by Fund, Fiscal Pericd

Transaction Detail: Expense, Transfer and Revenue

e Select options from the prompts (only one fiscal year should be selected to calculate
the correct available balance), then select the Apply button

e Selectareport from the drop down list
Please select Report from this List --> | None ™

Expense & Transfer Transaction Detail

Revenue Transaction Detail

Expense, Transfer & Revenue Transaction Detail

Financial Transaction Request (FTR) Backup

Expense & Transfer Transaction Detail with Account Category

Expense, Transfer & Revenue Transaction Detail, with Account Category
Expense & Transfer Transaction Detail by Fund

Expense, Transfer & Revenue Transaction Detail by Fund
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Encumbrance Transaction Detail
e Select options from the prompts (only one fiscal year should be selected to calculate
the correct available balance), then select the Apply button

e Select the report from the drop down list

Please select Report from this List --> None W
None

e To view only Encumbrances with balances:

o Select the Encumbrance Number column
o Right click on column name
o Select Keep Only, Members where encumbrance amount is greater than, A

Value..., type in “0“(the number zero) in the box

Full Funds
e Select options from the prompts, then select the Apply button

e Select the report from the drop down list

Please select Report from this list --> None v

Portfolio, Revenue, Expenditure, Acct Line Category

Revenue, Expendiure, Acct Line Category

Portfolio, Expenditure, Acct Line Category

Revenue, Expendiure

YTD as % of Budget, E&G by Portfolio

Portfolio, Revenue, Expenditure, Acct Type L1 Desc

Revenue, Expenditure, Acct Type L1 Desc
J’ortfoio, Expenditure, Acct Type L1 Desc

e These reports will show Year to Date (YTD) actuals and the Annual Budget
o For restricted funds, this will return the annual budget vs. actual comparison

(it will not calculate the actual fund balance)

At the bottom of each report, you will see options to Refresh, Print or Export. By default,
only a certain number of rows will be visible. If there are additional rows available, you will

see the arrows below. Select the double arrow to view the next 500 rows of data.

Refresh - Print - Export S b P Rows1-25
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About tab
e The About tab is included in the dashboard to explain the purpose and how to use

the reports

Finance Summary and Transaction Detail, Restricted and Unre... Home g B New ~ BSOpen~ | SignedIn As
«  Fund Summary Fund and Fiscal Period Report Transaction Detai: Expanse, Transfer and Revenue [Encumbrance Transaction Detai Full Funds About

Finance Fund Summary Report, Restricted and Unrestricted Funds

Tab Named: Fund Summary

Subject Area: Finance Qperating Ledager Monthly

Fund Classification = Al

Purpose: To show current balance and summary level information

Select only one fiscal year to derive the correct balance

If Fund Financial Manager i selected, by default, the Current PI = Fund Financial Manager

Revenue i excluded to calculate the comrect fund balance (YTD Budget field is used which indudes the Beginning Fiscal Year balance
plus YTD Revenue)

OD0OD0DD0DDO0

Tab Named: Fund and Fiscal Period Report

o Subject Area: Finance Operating Ledger

o Fund Classification = Al

o Purpose: To show current balance and si iod

o Select only one fiscal year to derive the ¢

o If Fund Financial Manager is selected, by . PI = Fund Financal Manager
(=}

Revenue i excluded to calculate the Con e v wunninw « (TD Budget field is used which includes the Beginning Fiscal Year balance
plus YTD Revenue)

Tab Mamed: Transaction Detzil: Expense, Transfer and Revenue
o Subject Area: Finance Operating Ledger Transaction
o Fund Classification = Al
o Purpose: To show transaction detail

Tab Named: Encumbrance Transaction Detail

Subject Area: Finance Operating Ledaer Transaction

Fund Classification = Al

Purpose: To show encumbrance balance and payments

The "Commitment” field s used which = Encumbrance (outstanding transactions against PO) + Reservation (outstanding transactions
against reguisition)

o000

Tab Narmed: Full Funds
o Subject Area: Finance Operating Ledger Monthly
o Fund Category = Designated, Gift, Restricted Endowment Income, Sponsored, Auxilary, Education and General, and Institute Wide
funds
o Purpose: To show YTD Actual and the Annual Budget comparison for Expenditures, Transfers and Revenue
o For unrestricted funds, this will return the fund balance for the fiscal year selected
o For restricted funds, this will return the annual budget vs. actual comparison, not the actual fund balance

To Process:
1. Select data from the Prompts
3. By Default, Fiscal Year = current fiscal year
i. This may be changed as needed
b. Select from the drop-down list or
c. Type directly into the prompt box
i. A semicolon *;" (without spaces) should be used for mulftiple selections in 3 prompt or
ii. Select search which will launch a new search box to search for a specific value
d. Select the "Apply” button when prompt selections are complete
2. Select a report from the drop down list in the next section. By default "none” s selected.

The bottom of each report will have options to print or export

By default, reports with more than 25 rows wil only show the first 25 rows. When there are more rows available, at the bottom of the
report will be a double arrow, just select the double arrow to show up to the next 500 rows. v
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TOOLS AND MENUS

Prompts (drop down lists)
e Select one or more values from the drop-down list or
e Type directly into the drop-down box or
e Search for something specific (at the bottom of the drop down list is a search box)
e Select Apply (this will process the report based on what you selected in the
prompts)
Page Options

#| Advanced Help~  Signout ©
Page Options
..... =2
b

B 1dd To Bricfing Bock
Create Bookmark Link
Create Prompted Link
Apply Saved Customizabion »
Save Current Customization...
Edit Saved Customizations..,
Chear My Customizaticn

Print and Export
e Dashboard (will print or export entire dashboard, all pages)
e Page (will print or export the current page you are on)
e Report (will print or export only the report section you have selected)

e Print
o Printable PDF

o Printable HTML (includes more options for resizing, headers and footers)

e Export
o PDF
o Excel 2007+ (formatted data, totals are static)
o PowerPoint 2007+
o Web Archive (.mht)
o Data

= (CSV Format (raw, unformatted data, no totals)
= Tab delimited Format
= XML Format
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Rows Visible (how to view all rows of data)
e By default, only a certain number of rows will be visible. If there are additional rows
available, you will see the arrows below. Select the double arrow to view the next

500 rows of data.

b B Rows1-25
Drill to Detail

e Ifafield in areportis blue, there is additional detail available. Click on the field and

a new browser window will open.

Add Column
e Rightclick on a column name, select Include Column, then select from the available

columns

Move Column
e Hover cursor over a column name until you see the double arrow cross icon 4%”
e Then left click to select and drag column below the column name until you see a
highlighted area where you want to drag it to

e Or, right click and select Move Column, then select Left or Right

Remove Column

e Rightclick on a column name, select Exclude Column

Hide/Unhide Sections

e Select the down arrow at the top left of the section to hide
Summan,-‘ by Org & Fund

e Select the right arrow at the top left of the section to unhide

Summarv by Org & Fund
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Save Current Customization

e From the Page Options menu (upper right), select “Save Current Customizations...”

Open v Signed In As | ~

(=2

)| Page Options

/' Edit Dashboard

E;J Print »
lﬂ Export to Excel »
i) Refresh

[ Add To Briefing Book !
Create Bookmark Link
Create Prompted Link

Apply Saved Customization »

I Save Current Customization... I
Edit Saved Customizations...
Clear My Customization L A

e Then add a meaningful name

e To apply this customization to this dashboard each time you open it, select “Make
this my default for this page”
Save Current Customization @

Name E&G Instructional
Save for ® Me
O Others  Set Permissions

Make this my default for this page

OK Cancel

Clear Customization

e From the Page Options menu (upper right), select “Clear My Customization”

Open~  Signed In As (NG -
&)

! Page Optans

/' Edit Dashboard
h':!, Print "
[ Export to Excel »
Eﬁ Refresh
I Add To Briefing Book !
Create Bookmark Link
Create Prompted Link
Apply Saved Customization »
Save Current Customization...
Edit Saved Customizations...
| Clear My Customization |

z
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Open Custom report

e To view reports that have been saved as customizations

e The newly created customization, plus any others you have available to you, will
now be accessible from the Page Options menu

e Select “Apply Saved Customization” and select customization from the list

=

/ Edit Dashboard |

Q, Print »

[21 Export to Excel »

Qﬁ Refresh |

E Add To Briefing Book |
Create Bookmark Link

Create Prompted Link

E&G Instructional <——] Apply Saved Customization » |

Subtotal

e Right click on a column name, select “Show Subtotal”, then select location

) Sort Column ]
Keap Only v
Ramowe U

[ stow subtotal ™
Show Row level Grand Total * After Valwes
Show Column level Grand Taotal  » Befors Walues
Exelude column Ak tha Baginning
Tzl codumin " Az tha End
Mowe Column k
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Grand Total
e Right click on a column name, select “Show Row level Grand Total”, or “Show

Column level Grand Total”, then select location

) Sort Column v

Kaap Only L

Ramows b

Show Subtotal ¥

Showw Row lervel Grand Total r Hone

Sheww Column level Grand Total  » Bafere Wl

Excliude column ¥ Afver Volues
Indude calumn k
Micrve Column b

Add Pivot Table Section
e Hover cursor over a column name until you see the double arrow cross icon %b
e Then left click to select and drag column above the column name until you see a
highlighted area named “Sections”
o This will move the column above the report

=/ Budget Datad

Sections

Org Fund  Account Account Description Program Level 3 Activity Document Code  Document Reference Humber

e Or, right click and select Move Column, To Sections

Add Pivot Table Prompt
e Hover cursor over a column name until you see the double arrow cross icon 4%9
e Then left click to select and drag column above the column name until you see a
highlighted area named “Pivot Table Prompts”
o This will move the column above the report as a prompt (drop-down list)

¥ Budget Detad

Pivot Table Prompis

Org Fund Account Account Description Program Level 3 A:Hvi‘bf_ﬂnmrlﬂl! Codde | Document Referenoe Numbser

e Or, right click and select Move Column, To Prompts
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Browser Settings

Pop-Up Blocker

Internet Explorer

Chrome

Mozilla Firefox

Delete browsing histery...
InPrivate Browsing
Turn on Tracking Protection

ActiveX Filtering

Add site to Apps
View downloads
Pop-up Blocker
SmartScreen Filter
Manage media icenses

Manage add-ons

Compatibility View settings

Co .GI'_
Windows Update
Performance dashboard
F12 Developer Tools
OneMote Linked Notes

Send to OneNote

Report website problems
Internet options

File Edit View Favorites ”

From the Tools Menu, hover over the

Pop-up Blocker item, and select “Pop-

up Blocker settings” option in the fly-

out menu. Add *.rpi.edu to the list of
Allowed sites

- o Il

pinfo.rpi.edu

Ctrl+Shift+Del
Ctrl+Shift+P

Ctrle)

Ctrl+Shift+U

Tum off Pep-up Blocker

Pop-up Blocker settings

Settings, select “show advanced
settings...” at the bottom, under
Privacy select content settings, under
Pop-ups select manage exceptions,
type *.rpi.edu, select Allow

Bookmarks »

Zoom -

p o

Cast

Find.

More tools »

Content ssttings
Flash
Allow sites to run Flash
®) Ask first before allowing sites to run Flash (recommended)
Block sites from running Flash

Manage exceptions...

Fop-ups
Allow all sites to show pop-ups
%) Do notallow any site to show pop-ups (recommended)

Manage exceptions...

Options, content, exceptions, add
https://obiee.server.rpi.edu

@ Moxilla FirefoxWeb .. X @ Mozilla Firefox Start.. X | £k Options

€ ox | aboutipreferences¥content Search
o Content
a DRM content
v | Play DRM content
A
=] Pop-ups
& v | Block pop-up windows
t') Fonts & Colors
Default font: Times New Roman > | Size:| 16
&

Languages

Choose your preferred language for displaying pages

@ Firefox automatically sends some data to Mozilla 5o that we can improve your experience.

wBa O 3 A S

- N

Learn more

Exceptions.

Advanced.

Colors...

Chgose.

?

Choose What | Share | ¢
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Mozilla Firefox: Adobe Flash (Shockwave Flash) must be enabled (to view graphics like charts)

1. Top Right of screen, will
open menu of options. Select
“Add-ons”.

ﬁE}Ulﬁ@

Cop

Plugins

- 100% +
O = B
New Window  New Private Save Page
Window
8 0 @
~
Print History Full Screen
b Find Options Add-oms
. Manage your add-ons (Ctrte Shifte A) |
‘ p il
Developer

. Q Signintosync

E3 Customize (7} O
“

2. From top left, select

& O Firetox | about:addons

3. Select “Update Now”:

Shockwave Flash 18.0 rD

More

Options

A Shockwave Flash is known to be vulnerable and should be updated. Update Now
sa Shockwave Flash

Ask to Activate -

Adobe Flash Player

Version 25.0.0.127
System requirements

Your system:
Windows 64-bit , English, Firefox

Need Flash Player for a different computer?

Are you an IT manager or OEM?

Choose your region

Terms of use | Privacy | Cookies.

5. Select “Save File”:
[rm i
Opening flashplayer25_xa_install.exe
You have chosen to open:

277 flashplayer25_xa_install.exe

which is: Binary File (1.1 MB)
from: https://admdownload.adobe.com

Would you like to save this file?

6. It will ask do you want to install, answer
yes

7. Select auto update o

Adobe Flash Player Installer

Update Flash Player Preferences

Security updates and enhancements are periodically released for Adobe Flash Player
that can be downloaded and installed automatically.

IMPORTANT : Your update options have recently changed Learn More

Choose your update option:

@® Allow Adobe to install updates (recommended)
O Notify me to install updates
O Never check for updates (not recommended)

Next

ption, then “Next”
=

Optional o‘lhs

4. Recommend, do not leave boxes checked under “Optional
offers”, elect “Install now”

Step:10f3

Terms & conditions:

| Yes, install the free McAfee Security
Scan Plus utiity to check the status of
my PC security. it will not modify

By clicking the “Install now” button, you

to the Adobe Software Licensing
existing antivirus program or PC Agreement.
settings.

Learn more

Yes, install True Key” by Intel Security
to say goodbye to the hassle of
passwords.
Learn more

(illle|)Sc(un(y v

Note: Your antivirus software must allow
You to install software.

Install now

Total size: 196 MB

Copyright © 2017 Adobe Systems Incorporated. All rights reserved.

8. Select “Finish” and restart

L Adobe Flash Player Installer -

Adobe Flash Player: installed Please restart your browser.

Finish

acknowledge that you have read and agree

rowser
-

v
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Internet Explorer, Clear Cache
(If menu in isn’t visible or there is no content, in IE, the cache may need to be cleared)

1. Hit F12 (on your keyboard) to display developer tools (or from the menu bar, select Tools, then F12 Developer Tools
2. Select the “Network” tab

3. Click the “Clear Browser Cache” button (4™ from the left)

4. Restart browser

Metwork Profiler Emulation (i

Ul Responsiveness

Memory

SUMMARY

DET‘I Clear browser cache... (Ctrl + B i
and / or

Under Tools, Delete browsing history... Check all of the boxes in the Delete Browsing History window
Click Delete on the bottom of the window
i Delete Browsing History
@@l® st o L] o P~ Preserve Favorites website data
e B e ] Keep cookies and temporary Internet files that enable your favorite
Fide Edt View Favorit websites to retain preferences and display faster.
i @ ABCN. G Google Delete browsing history... Ctri+Shaft-Del  Bu.. 2 Fide.. [ SYMI [¥| Temporary Internet files and website files
Ctrl=Shift+ P B T — Copies of webpages, images, and media that are saved for faster
viewing.
I Tumn on Tracking Protection [¥] Cookies and website data
(©) Renf Actwex Fitering e
T History
—_ List of websites you have visited.
« RENSSELAER'
o b Download History
4 Lo s & — List of files you have downloaded.
View downloads Ctris) o
rm
HOME DIRE: Pop-up Blocker ’ Saved information that you have typed into forms.
RPInfo: Ren  Smertseen fiter > (¥l Passwords
Manage media licenses Saved passwords that are automatically filed in when you sign in
- +o & website you've previously visited.
Webmail | Events Ca Manage add-ons LMS | SIS | Respite [¥] Tracking Protection, ActiveX Filtering and Do Not Track
A list of websites excluded from fitering, data used by Tracking
Compatsbility View settings Protection to detect where sites might automatically be sharing details
Academics & R ; Students about your visit, and exceptions to Do Not Track requests,
« Degree Programs e AN, Advising & Leaming
« Academic Calend Feed discovery Bursar
: ‘
o Admissions: Unde Windows Update Career Developmer About deleting browsing history Delete Cancel
« Computational Ce Center for Commun ; ; R )
* Edociton for Vol Piakemers e s S | 0o of Suceats You will eventually after a short period of time, depending on your
) F12 Developer Tools - -
* Course Web Stej |- Firsk-Year Experien personal amount of history since the last cache clear, see a pop-up on
the bottom of your browser. Click the x to remove the pop-up.
Internet Explorer has finished deleting the selected browsing histery.
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CONTACT INFORMATION

If you have any questions or comments,
please E-mail the data warehouse group:
Email: Data Warehouse Support

lacs-dw-sup@lists.rpi.edu
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NOTES
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