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INTRODUCTION

Oracle Business Intelligence Enterprise Edition (OBIEE) is a wddasedBusiness
Intelligence tool that provides a full range ofeporting and analyticscapabilities that allow
you to:

1 Collect upto-date data from your organization

1 Present the data in easip-understand formats

9 Deliver data in a timely fashion
These capabilities enable better decisions, informedcéions, and the ability to implement

more-efficient business processes.

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

1 Allow pop-ups from rpi.edu (seeBrowser Settingssection for more information)

HOW TO LAUNCH OBIEE
1 Web Application (no installation or special setup required)
1 URL:https://obiee.server.rpi.edu/analytics/
1 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

1 Will open tothe Homepage,from here, selectCatalog

- cER
e © https://obiee-devserverrpiedu/analyti ~ @ & || @ Oracle BIEE Home D vy i
File Edit View Favorites Tools Help X @Convert ~ [ Select
ORACLE" Business Intelligence carch [All v 9| Advanced Hepv Signout O

Catalog

Dashboards v | [ New~ B Open v

Hom avorites Signed In As dwtest1l ~

Create... @ Recent "
ﬁ Published Reporting Dashboards
L Report Job Finance Summary and Transac... Finance Summary and Transac... Finance Summary and Transac...
Actionable Intelligence =l Open | Morew B Open | Morew =10 Open | Morew
wad (A0 Finance Summary and Transac... Finance Summary and Transac..
BI‘OWSC.-"MBI]EQC... =[e] Open | More~ Qg Open | More~
| Al Content «
@ My Reports
@ My Scorecards D’ Most Popular
Mobile Libra
& e Y Finance Summary and Transac... E Budget Summary Detail Analysis Finance Summary and Transac...
Get Started... 201 open | Morew Open | Morew 90l gpen | Morew

a Introduction to Oradle BI

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

SUBJECT AREAS

1 Finance
Advancement
Student
Research

Position Control

=2 =/ =/ =4 -2

Admissions
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Finance Subject Area

1 Open Dashboard namedrinanceSummary and Transaction DetailRestricted and
Unrestricted Funds

o From Folders, open Shared Folders, Financandselect theDashboards
folder

0 Select Operfrom the options below the Finance Summary and Transaction
Detail, Restricted andUnrestricted Funds dashboard

o0 Report Purpose: To replace published EPFMund Summaryreports (with
transaction detail reports alded)

0 Subject Area: Financ®perating Ledger Monthly & Operating Ledger

Transaction
ORACLE" Business Intelligence ] (#] Advanced Administraton Help » Signout O
Catalog Home | Catalog | Favorites v | Dashboards v | ¥ New v | BB Open v | SignedIn As
User View vmm. Bl |lehZ B> -R 5] Lecation [Shared Folders/Finance/Dashboards v| | [Jshow tidden Items | (3)
v/ Folders E‘E Type All v | Sort | Type A-Z v | [] show More Details
L~ | _|My Folders A = - 18: ;
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 jon Detail, icted and icted Funds l Last Modified 1/17/2018 2:33:02 PM | Owner Martin, Colleen
L [_JAdvancement I
> Cavms Expandst | More +
S Companents Finance yand T Detail, d Funds | Last Modified 7/31/2017 8:18:16 AM | Owner weblogic
R ce. e, 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 dashboardwill open as:

ORACLE" Business Intelligence

Finance Summary and T ction Detail, and W s Dachboards » v
Fund Summary Fund and Fiscal Period Report Transaction Detal: Expense, Trarsfer About 5@

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 Year 2018 - Fund - Fund Fnancial Manager of PL - Fund Home Org -

Fiscal Period Fund Home Portfolo =~ Fund Home Org Descrption =l

Fund Status Active ] Fund Home Org Financial Manager

Fund Classcatior =l Fund Descrpton x| Fund Home Pertfolo Financl Manager

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 Dat
Web: Dz

1 There are four different report tabs:
o Fund Summary
o Fund and Fiscal Period Report
o Transaction Detail: xpense, Transfer and Revenue
o0 Encumbrance Transation Detail
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Fund Summary
1 Select options from the promptg(only one fiscal year should be selected to calculate
the correct available balance), then select the Apply button

1 Select a report 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
1 Sekct options from the prompts(only one fiscal year should be selected to calculate
the correct available balance), then select the Apply button
0 Results are limited to 75 rows on this report, so edit prompts as needed so
row limit is not exceeded
1 Selectthe 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

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

1 Select a report from thedrop 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
1 Select options from the promptg(only one fiscal year should be selected to calculate
the correct available balance), then select the Apply button

1 Select thereport from the drop down list

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

1 To view only Enaimbrances with balances:

o0 Select the Encumbrance Number column
o Right click on column name

0 Select Keep Only, Members where encumbrance amount is greater than, A

~

6 Al OA8h OUPA ET OndOj OEA 101 AAO UAOI q EI

Full Funds
1 Select options from the prompts thenselect the Apply button

1 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

1 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 und 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 belowSelect the double arrow to viewthe next 500 rows of data.

Refresh - Print - Export S b P Rows1-25
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About tab
1 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)

T

)l
1
)l

Selectone or more valuesrom the drop-down list or

Type directly into the drop-down box or

Search for something specific (at the bottom of the drop down list is a search box)
Select Apply (this will process the report based on what you selected in the

prompts)

Page Options

#| Advanced Help~  Signout ©
Page Options

=2

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

Print and Export

T

1
1
il

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

Print
o Printable PDF
0 Printable HTML (includes more options for resizing, headers and footsy
Export
PDF
Excel 2007+ (formatted data, totals are static)
PowerPoint 2007+
Web Archive (.mht)
Data
A CSV Format (raw, unformatted data, no totals)
A Tab delimited Format
A XML Format

O O O O
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Rows Visible (how to view all rows of data)
1 By default, only a certain numler of rows will be visible. If there are additional rows
available, you will see the arrows belowSelect the double arrow to viewthe next

500 rows of data.

& ,-Q:iznuwn-z{

Drill to Detail
1 Ifafieldin a report is blue, there is additional detail availale. Qick on the field and

a new browser window will open.

Add Column
1 Right click on a column name, select Include Column, then select from the available

columns

Move Column
1 Hover cursor over a column name until you see the double arrow cross icé’%‘>
1 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

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

Remove Column

1 Right click on a column name, select Exclude Caia

Hide/Unhide Sections

1 Select the down arrow at the top left of the sectioto hide
Summan,-‘ by Org & Fund

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

Summarv by Org & Fund
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Save Current Customization
T &01 i OEA OACA / POEITO 1 AT O | ObbRADA ®EICIEDLMN
Open~  Signed In As [ ~

(=2

| Pige Options.

/' Edit Dashboard

Ei, 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 Ap

1 Then add a meaningful name
T 417 APpPI U OEEO AOOOI I EUAOEIT OF OEEO AAOEAI
OEEO iU AAZAOI O £ O OEEO bPACAO®
Save Current Customization @
Name E&G Instructional
Savefor ® Me

O Others  Set Permissions

Make this my default for this page

OK Cancel

Clear Customization
T &01 i OEA OACA / POEI 1T O cCléaiMyCuptdnzdidn® OECEOQh
Open~  Signed In As (NG -
=,
# Edit Dashboard | Page Optons
E, Print "
[ Export to Excel »
@ Refresh
I Add To Briefing Book
Create Bookmark Link
Create Prompted Link
Apply Saved Customization »
Save Current Customization...
Edit Saved Customizations...

| Clear My Customization | Api
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Open Custom report

1 To view reports that have been saved as customizations
1 The newly created customization, plus any others you have available to you, will
now be accessible from the Page Options menu
T 3A1 AAO O! PPI U 3A0AA #O0OO0lidnEdimki@kst T 6 AT A OAI

/ Edit Dashboard |

h__% Print 4

@ Export to Excel »

@ Refresh |

E Add To Briefing Book |
Create Bookmark Link

Create Prompted Link

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

Subtotal
1 2ECEO AT EAE 11 A AiT106i1 1TAI AR OAT AAO OS3EIT x

i Sort Calumn "
Keap Only
Ramowve r

[ stow subtotal ™
Show Row level Grand Total * After Valwes
Shew Column level Grand Total  » Befors Walues
Esiclude cohimn Az the Baginning
Irclude cokimn v A tha End
Mowe Column ¥
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Grand Total

T 2ECEO AT EAE 11 A Ai10O0i1 TAIi Ah OAI AAO O3ET x
#1711 0011 1 AOGAT ' OAT A 41 OAil 6h OEAT OAI AAO 11 A
i Sort Colurnn v

Kasp Only

Ramows 3

Shovw Subtotal

Show Row leval Grand Total v None
Shew Calurnn level Grand Total  » Bafore Walues
Exclude column o  After Valuss
Indude calumn k

Pelorve Column

Add Pivot Table Section
1 Hover cursor over a column name until you see the double arrow cross ico?‘uj%>
1 Then left click to select and drag column above the column name until you see a
EECEI ECEOAA AOAA T AT AA O3AAOQEIT 0o

0 This will move the column above the report

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

Add Pivot Table Prompt
1 Hover cursor over a column name until you see the double arrow cross icoi“lqu‘>
1 Then left click to select and drag column above the column name until you see a
EECEI ECEOAA GNORA M AMIA A0 Ao OO

o This will move the column above the report as a prompt (drogown list)

1 Or, right click and select Move Column, To Prompts
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