Dartmouth Colleae — Workina with IRA Reports

Institutional Reporting and
Analysis (IRA)
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Dartmouth Colleae — Workina with IRA Reports

Training Agenda

Introduction to the IRA Reporting Tool

Logging onto the system (4-5)
Navigating the Dashboard (6-10)
Running Reports (11-12)
Working with Reports (13-14)
Working with Filters (15-23)
Exercise 1, part 1 (24)
Working with Reports, continued (25-32)
Saving Filters and Report Views (33-35)
Working with Downloadable Tables (36-37)
Downloading Reports (38)
Printing Reports (39)
Logging Out (40)
Exercise 1, part 2 (41)
Modifying Downloadable Tables (42-56)
Exercise 2 (57)
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Dartmouth Colleae — Workinag with IRA Reports

IRA Resources

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

Newsletters, training materials and other information about IRA posted
at http://www.dartmouth.edu/~control/training/courses. html
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Dartmouth Colleae — Workinag with IRA Reports
Accessing IRA

Open a browser window (Internet Explorer or Firefox) and navigate to:
https://ira.dartmouth.edu/analytics/saw.dlI?Dashboa rd

vy (=R . e
. I < Lo - 4 ‘,,( BUSINESS INTELLIGENCE
*Enter your full DND name - John R. Smith |/~ | |
and your BlitzMail password. Oracle Business Intelllgenf:e-- “

Flease enter your User 1D and Password below, and then press the Log In button,

*Verify the DND name syntax through

User 1D [John R. Smith

“Name” in BlitzMail Lookup. Password | ------- |

=31 glitzMail - Look up a name

File Edit EltzMail Folders Windo

ﬁ Look up a name

Site: IDaernuth College

Select a Language IEninSh LI

Oracle Business Inteligence 10,1.3.3.2

Copyright @ 1997, 2007, Oracle, All vights reserved, The Programs [which include both the

. ) software and docurnentation)) contain proprietary information; they are provided under a license
Mame:  |Jakin smith

: agreement cantaining restrictions on use and disclosure and are also pratected by copyright,

e patent, and ather intellectual and industrial property laws, Rewverse engineeting, disaszembly, ar
Status: Ok

s T decompilation of the Pragrams, except to the extent required to obtain interoperability with other

independenthy created software ar as specified by law, is prohibited,
i}
Slne

John B. Smith

= |l
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Dartmouth Colleae — Workinag with IRA Reports

Accessing IRA

Default Dashboard appears—do not ‘Click here’. Choose Dashboard
dropdown, Launchpad.

ORACLE" Interactive Dashboards MFRINEHIERIS, b

Launchpad

My Dashboard

7

Welcome, [

Choose Dashboard
Launchpad

This is an empty Dashboard Page.

Click here to add content.

Do NOt click here!

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu 5



Dartmouth Colleae — Workinag with IRA Reports

NAVIGATION — Application Level Navigating

ORALCLE" Interactive Dashboards My Dashboatd

Dashboards

Application Level
Navigation Links

Launchpad

Reports Home Page

GL Reports

GL Transaction

Accounting Services ]i 0GA Reports ” Finance and Admin ]

¥

GL Transactions by Date Randgs

GL Rollup Report

GL Rollup Operstions Report

GL Budaget vs Actuals
5L Funding Balances

GL Full Funding Balances
FEFh Funding Report

CIP Project to Date

Balance Sheet Reconcilation

FASTLook

Fastlook

segment Lookups

Sedmert Lookup Deshiboard

2l & -

F

b

Welcome,

0GA Repurl;s

QA Oy Reconcilation Report

QOGS Balances Rollup Report

O34 Budaet ve Actuals

Q38 Commitments

QA Indirect Warnings Report

OGS Actuals by Month

Q34 PTA Balance SUMMETY

Q4 PTA Crverdraft Report

OGS Tranzaction Detail - Expenditures
OGS Budiget wa Actual by korith

Facilities Reports

Work Qrder Detail Repart

Arts & Science

IRR Facutty Metnber Report
|FR Responsible Person

Dashboards - Anzwers - More Products = - WMy Account - Log Out

—
Page oplions

B

B

B

powsred by ORACLE

Note: Because of security setups, your dashboards may vary from this example.
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Dartmouth Colleae — Workina with IRA Reports
NAVIGATION — Dashboard Overview

Available

Selected
Dashboards
Dashboard
= o o Da hoard )
Launchpad Welcome,
Reports Home Page | Accounting Services " 0OGA Reports ” Finance and Admin ]
GL Report OGA Repurl;s
Fy
LR T e — Section Reconcilstion Report
GL Transactions by Date Range | Name
ettt s oidoet vs Actuals
GL Follup Operstions Report OGS Commitments
GL Budget va Actuals ) Q38 Indirect Warnings Repart
3L Funding Balances Report Link OG8 Sctusls by Month
GL Full Funding Balances Q4 PTA Balance Summary
RFM Funding Report QA PTA Overdratt Report
CIP Project to Date OGS Transaction Detail - Expenditures
Balance Sheet Reconcilation Q38 Budiet ve Actual by Morth
FASTLook Facilities Reports
o
Fastlook Wark Order Detail Report
segment Lookups Arts & Science
A
Seqment Lookup Dashboard Section |RR Facutty Member Report
|FR Responsible Person
B

Dashboards L

+ Launchpad

Dashboards - Anzwers - More Products = - WMy Account - Log Out

Page Options ™

B

B

B

powsred by ORACLE

Dashboard
Controls

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu 7




Dartmouth Colleae — Workinag with IRA Reports

NAVIGATION — Dashboards Overview

Select the Launchpad
Dashboard.

ORACLE" Interactive Dashboards bty

shboari  Dashboards

Dashboards L
+ Launchpad

Launchpad

GL Reports

GL Transaction
L Transactions by O
GL Follup Repart

GL Rollup Operstions R
L Budget w= Ach
Gl Furding Baiend  CUMTENL tab shows
L Full Funding B in blue

RFM Funding Repor
CIP Project to Date
Balance Sheet Reconcilation

FASTLook

Fastionk

Segment Lookups

Segment Lookup Deshiboard

2l & -

Reporks Home Page | Accounting Services " OGA Reports ” Finance and Admin ]

i

Welcome,

OGA Reporl:_s

Additional reports are

= Rollup Report

grouped by subject area on s Mctuals

separate tabs.

ments
A WWarnings Report

b

F

oncilation Report

QS Actuals by Month
Q4 PTA Balance Summary
OGS PTA Overdratt Report

OGS Transaction Detail - Expendiures
Q38 Budoet e Actual by Morth

Facilities Reports

Wiork Order Detail Report

Arts & Science

IR Facufty Member Report
|EE Responzible Person

Dashboards - Answers - More Products = - My Account - Log Out

Page Options ™

b

B

B

powared by ORACLE
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Dartmouth Colleae — Workinag with IRA Reports

NAVIGATION — Dashboards Overview

 Related reports are [ ColaaiBym
grouped in sections

Launchpad

Reports Home Page Accounting Services " DGA Reporks " Finance ar_\Admin

GL Reports

p

L Transaction

L Transactions by Date Randge
L Rollup Report

L Rollup Operations Report

L Budget ws Actuals

L Funding Balances

L Full Funding Balances

EFM Funding Report

CIP Project o Date
Balance Sheet Reconcilation
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Dartmouth Colleae — Workinag with IRA Reports

NAVIGATION — Dashboards Overview
Report Links

appear in sections OGA tab
containing report
and on page tabs links

The Reports Home
Page tab is visible

Reports Home Page | Accounting Services | OGA Reports Finance and Admin

GL Reports DOGA Reports
to everyone A
. GL Transaction QA DV Reconciation Report
Re port LI n kS are GL Tranzactions by Date Rande QOGS Balances Rolup Report

. GL Rollup Report OGA report Q038 Budiet ws Actuals
G rO U pe d by- GL Raollup Operations Report links QG4 Comnitmert s
GL Budget vs Actuals QiF8, Indirect Warnings Repaort

Report Type L Funding Balances 058 Actuals by Manth
GL Pull Funding Balances QA PTA Balance Summary
Q8 PTA Overdraft Report

A / RFM Funding Repart GL Reports
rea CIP Project to Date report links Q%8 Transaction Detail - Expenditures

De partm e nt / Balance Sheet Reconcilation Q8 Buddet ws Actusl by Morth

FASTLook Facilities Reports
Users =
. Fastlook wiork Order Detail Report
Tabs’ SeCtlonS’ Or Segment Lookups Arts & Science
Ea

re po rtS m ay be Sedment Laokup Dashboard IER: Faculty Member Report
hldden depend I ng [ER Responsible Person

on user’s security
access
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Dartmouth Colleae — Workinag with IRA Reports

NAVIGATION — Running Reports

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.

Tab
[ g Reports Home Page [ Accounting Services " OGA Reports "_

GL Reports

Section

L Transaction
{ Report Link =L Transactions by Date Range
=L Bollup Report

L Rollup Operations Report
=L Budoet v= Actuals
=L Fundling Balances

L Full Funding Balances
EFM Funding Eeport

CIP Project to Date

Balance Sheet Reconcilstion

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu 11



Dartmouth Colleae — Workinag with IRA Reports

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.

rd  Dashboards

ORACLE'" Interactive Dashboards L

Launchpad

Reports Home Page [ Accounting Services ]! 0OGA Reports ![ Finance and Admin 1
GL Reports

GL Transaction
L Transactions by Date Range

File Edit / Yiew Favorites Tools  Help

Welcome,

0GA Reports

3 Dracle BI Interactive Dashboards - Microsoft Internet Explorer

@Ba‘//‘ O-HNRAG

GL Rollup Repart

@ < . ‘ =
7 Search 1. Favorites £}

e

=

5L Rollup Operstions Report
GL Budiet vs Actuals

Addres: /E.‘https:lea.dartmnuth‘adufanalyt\csfsaw‘dll?PnrtaIPages&_sc|d=sT*ucERI]MM&Pﬂrta\Path=J‘

L Funding Balances

GL Full Funding Balances
EFM Funding Report

CIP Project to Date

Balance Sheet Reconcilation

ort 100 GLO10b v2.0.0

FASTLook Filter Selection

Fastlook
Effective Date

Segment Lookups

Betwesn = and I
Entity Org

=

Funding

Institutional Reporting and Ang

GL Transactions by Date R|

Activity

This report contains fransactional feve! detall for & speci;

Subactiy

Segment Lookup Dashboard

Report opens in a
new window in
Internet Explorer

Report opens in
anew tab in
Mozilla Firefox

|_1‘] Oracle BI Interactive Dashboards

£ | |j Oracle BI Interactive Dashboards  [£3 |

Report ID: GLO10b w2.0.0

Filter Selection

Report

Institutional Reporting a
GL Transactions by

This repovt contains transactional level detail F

Effective Date
Between I

Entity

Drg
I L] |

JE Transaction Type

B and I =
Funding Activity

ol | |

=]

Clear

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — Sections

Report Header %

-
Prompts or

Filter Section
.
4

Report Section

(output)

.

Page Options ¥

Institutional Reporting and Analysis (IRA)

Report ID: GL220 w2.0.0

GL Rollup Report

This Report contains budget, actual and encumbrance totals, Rolled up by Segment Level,

11/19/2008 2:15:41 P|

Filter Selection

Fiscal Year
2008

Fiscal Period

Org Funding Activity
[611-Admin o [, | [366000-Subver [ ] |354652-Admini [, ] [ Go
Clear

»

Report

Group by |Cral1 'I

Select a View | Report -

Org L1 PRV-OFFICE OF THE PROVOST
Hatclass Category Description COMP AND FRINGE

Hatclass LS Prior Year Budget
EB14-SAL ANDWWAGES EXEMPT STAFF 0.00
EB16-SAL MOMEXEMPT STAFF REGULAR 0.00
EB15-SAL MOMEXEMPT STAFF TEMPORARY Q.00
EGS0-FRINGE BEMEFIT DEPT CHARGES 0.00
Org L1 PRV-OFFICE OF THE PROVOST

Natclass Category Description ALL OTHER

Hatclass L5 Prior Year Budget
E703-EQUIPMENT UNDER 5000 .00
E&16-CONFERENCE REGISTRATION FEES 0.00
E&44-0THER OPERATING EXPENSES 000

Grand Total 0.00

Prior Year Budget Prior Year Actuals
oo 0.00

Modiity - Refresh -

Prior Year Actuals
ooo
oo
oo
oo
000

Prior Year Actuals
oo
oo
oo
0.00

Budget

Budget Balance

Budget Actuals Encumbrance Available
0 643 0.00 a7
il 16 0.00 a4
000 B0.00 0.00 -60.00
514 0.00 507
0.00 -
Budget Balance
Budget Actuals Encumbrance Available
il 0 0.00 1.00
00 000 0.00 Q.00
1,500.00 o.oo 0.00 1,500.00
.69 4 .59 .76
Budget Balance
Actuals Encumbrance Available
24

Prirt - Download - Add to Briefing Book - Copy

My Orgs

NOTE: Some Reports may

Fastlook PTAEO Balance

Fastlook Segment Balance

Fastlook String Balance

have Multiple Report Tabs
above the Report Header.

Report ID: FLOOL w2.0.0

Institutional Reporting and Analys

GL Segment Balance Sumirr

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — Report Headers

Report Name

Date & Time
Executed

Optiens ™

Report ID: GL220 w2.0.0

Institutional Reporting and Analysis (IRA)
GL Rollup Report

/\ \ This Report containg budget, actual and encumbrance totals, Rﬁd up by Segment Level,

/4

1171972008 2:15:41 P

Report ID (AReport Version ]

Brief Report
Description

]

The report name, 1D, 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 Help/User Support.

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workina with IRA Reports

WORKING WITH REPORTS — Filters

Criteria for running the selected report

Filter Selection

Fiscal Year Fiscal Period Entity Org Funding Activity

| al = = = = =] [ce]

Clear

Filter Lookup
List of Values
(LOV) button

Select Go to

Run the Report

Returns
selected filter

values back to
default values

Filter selections can be saved for future use.

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.
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH FILTERS — Filter Types

Dropdown
to choose

one value

v

Fiscal Peyj
2-AUG |-

.

Fiscal Period

Text Box
(can type
directly in)

Calendar
search

Posted Date

15302009 =2z
pd
Hnu 2008 Multi-Select
ﬂ n Selected
S M TWwT F S
1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 A7 18 (1% |20 21 22
23 24 25 26 2T 28 29
Edit |
30

Multi Select to
choose one or
more values

Funding

" 261 00-Carp - | | |

] /[ 2]

Match: I begins with

= |

101 003-Cleman CRA 1951 Program &

101004-Tuck Auburn ks
101 005-Citrin Stauton Plaza

101 006-Sugar 1zland Prsp Spiegel
101007 -Sugar 1zland Prsp Callender

101003-Sugar 1sland Prsp Whittemare
1010039-Alexanian Horizon TX

1 I'Iil M4 N-rZncline Falmen g bd o

4

o™

Choices Returned: 1 - 236+ | More...

M Cancel

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workina with IRA Reports

WORKING WITH FILTERS — Multi Select Filters

Entity Org Funding Activity Subactivity Matclass JE Source =

| =] | =] | =] | =] =] | ]| ]

JE Transaction Type

-] (6o

Multi Select filters are set up to populate a selection list of values based on
the user’s security and those values which have been used in transactions.
These values will populate when the List of Values (LOV) icon is clicked.
These multi select filters also allow searches on all existing values.

Because the lookup is searching the data warehouse, these lists may take
time to generate. Please be patient! As long as there is activity on your
browser, the system is working to bring back the applicable list of values.
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH FILTERS — Multi Select Filters

Move values from right to left to select them, and

left to right to de-select.

Select options: Multi-Select
Select All Selected
Select one or

Moves ALL values

<]
=
=[]

more values

Moves highlighted value(s)

an individual Removes highlighted value(s)

value to move it
from right to left
or left to right

[
Doubleclick on {
[

Removes ALL values

Working Together
Match ( Search Search
Options Box Button

Match: I beginzs with \J

101003-Dleman CRA 1981 F‘ru:ugram A
101004-Tuck Auburm b

101 003-Citrin Stauton Plaza

10 006-Zugar lzland Prisp Spiegel
101007 -Sugar Izland Prsp Callender
101 0058-Zugar I=land Prisp Whittemore
101009-Alexanian Harizan T

A0 04 N-Sadine Falmon b hd o I_ILI
L ]

;I
—

Choices Returned:

1 - 256+ | More...

Edit allows

Copy; paSte or M Cancel |

direct data . S ]

entry into list YPe, Py, oTpaste a 187 o vaies Adds available values in
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, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH FILTERS — Multi Select Filters

Select a Single Value :
g Multi-Select [ Highlight Selected

Select the Selected Match: Ihegins with Value ]ﬂ
value from the

001 -institutionl

Availabl.e J Q02-Irter Entity Iﬂ
Values list. Move Selected Value to 005-Capital Projects !
[ 048-Hitchoock Foundation
Select the Selected Area gl
Slngle Left 050-DhS Central
ArrOW button to J 055-Meuroscience Center . )
move th e J 057-Clinical Trials Lt O\flg\azllsable ]
selected item to R o
tShel IlStt C()jf Edit | Choices Returned: 1 - 256+ | More...
electe
ValueS. Or 0K Cancel |
double-click on Multi-Select
the Value Selected Mateh: Ibegins with ;I I M
Select the OK 001 Jnstitutional J 002-Irnter Ertity -
o 003-Capital Projectz
bu,tton tO add 020-TDI Administrstion
th IS value as a <] |021-7DI Eslucation
f||ter (prompt) J 022-TDI Leadership Imprave
023-TOI Health Palicy Rzch
Displays the List of ~ 024-TC! Infarmed Choice |
[ Selected Values |_,| J "';T Tttt s ot e | _,I_I
w Choices Returned: 1 - 256+ | More...
OK Cancel

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu 19



Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH FILTERS — Multi Select Filters

Move Multiple Selected

Selecting Multiple

Select

Values

Select the values
from the Available
Values list. (Ctrl +
click or Shift +
click)

Select the Single
Left Arrow button

Edit

to move the

selected items to Multi-Select

the list of Selected
Selected Values. 003-Capital Projects
SeleCt the OK 021-TDI Education

023-TDI Health Palicy R=ch

button to add
these values as
filters (prompts).

4|

Edit

Displays the List of
Selected Values

M“'ﬁ-i Values to Selected Area

b BB E

[ List of Available Values ]

;I I Go
001 -Institutional ﬂ
Q02-Irter Entity

003-Capital Projectz
020-TO! &cministeation
021-TC Education

022-TDI Leadership Imprave
023-TDI Health Policy Rzch

ﬁﬂld o Y N RS ) PP

Choices Returned: 1 - 256+ | More...

Match: | hedins with

¥ B BB

| of

o | Cancel
=l Go
001 -Institutional i’
002-Irter Entity
020-TOI &dminiztration
022-TDI Leaderzhip Improve
024-TO! Informed Chaice

025-TDI Medicine and Mediz
026-TDI &ging Research

e s

Choices Beturned: 1 - 256+ | More...

Match: | begins with

| uf”

OK | Cancel |
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH FILTERS — Multi Select Filters

Searching for Values

Set the Match
Type

Begins with
Ends with
Contains

Is LIKE (%
wild card)

Type the Search
Criteria

Muhi-Select

Click Go to
get the
results

Select Go to see
. Selected Match: | bedins with | \
matching results T

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

002-Iny contains
on3-c|iz LIKE (pattern match)
020-TCI Administration

021 -TDI Education

022-TDI Leadership Imprave
023-TDI Health Policy Rsch

nnld ol ) I PR B P S

] B BB

Edlit Choices Returned: 1 - 256+ | More...

vl

M Cancel

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workina with IRA Reports

WORKING WITH FILTERS — Multi Select Filters

Edit Function — Save a list of values, copy
and paste values from another source, or
type in a list of values.

Select the Values and move them to

Preselect the
Values to edit

Multi-Select

the Se'ected area Selected Match: |kegins with =l [Go|

. ) 53005 Central Funding Institutional ;;;;;ETRP El:c:ov;me o =]
Click the Edit Button e s B |ocom e operainns

o o . Q0E352-TRP Donor Advized Funds
Highlight, then copy and paste the BOS000 Balnce Shest Funding e | g vie o
items into Notepad, Word, or Excel [2] |206004-Jsk Ledyard Posi

0F003-2d Pine Pool
Save this file to have the list ready " Lz2] s0e00-Samzon Ocoom P .
fOI’ fUtU re USG Choices Returned: 1-23
To reuse this list in a future filter, \ selcctedt | Lo#] [Concel]
click on the Edit button and paste
the values from Notepad, Word, or _
Excel into the Edit box and click OK. e
Or click Edit and paste a list from an sopo0T tmiers
external source into the Edit box.
: . . =l

Or type directly into the Edit box ok ] [fancei
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Dartmouth Colleae — Workina with IRA Reports

WORKING WITH FILTERS — The Cascading Effect

Filters will Cascade:

Each filter selection
will narrow the
choices available in
subsequent filter
selections

Works both
Forward and
Backwards (left and
right)
Cascading follows Org
Security rules

There may be a lag while
values populate based on
previous choices

Initial
Selection of
UPNE Entity

Subsequent list of
values includes only

UPNE Org Values

org |

712-UPME Central

71 3-Editorial Acouisition
714-Production
T15-Marketing and Zales
T16-General and Admin

Entity I

{

23-University Press of Mew England

717 -Ordder Fulfillment

e

Lists only UPNE
Org Funding
Values

+ Fusilimag |

JB0S00-Axilizry Funding
909000-Balance Sheet Funding

effect when using the Go function.

Note: When in a Multi Select box and choosing values using the Match Function, Go will return ALL
applicable values, not just those previously used with other selected filters. Cascading is not in

You will be able to select ALL values, not just those allowed by

the user’s security. Returned data, however, will be controlled by security.

Match: | baesigirs: with

=

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workina with IRA Reports

Exercise 1, part 1

Open a browser window and go to: www.dartmouth.edu/~reports (slide 4)
Select the IRA Financial Reports Link (slide 4)
Enter your full DND name and your BlitzMail password (slide 5)
Select Dashboard Launchpad (slide 8)
Select the GL Transaction report (slide 11)
Filter Selection (beg. Slide 15):
Choose Fiscal Year 2010.
Choose up to three fiscal periods.
Allow your Orgs to populate and choose one or two of them.
Allow your Activities to populate and choose up to three of them.
Allow your Natural Classes to populate and choose up to ten of them.
Click Go to execute your report.
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — Report Sections

View Selector
Group By Selector

Controls
how the
data is

summed

Totals
Subtotals

Section
Totals

Report
Totals

Control Buttons
Modify

Print to PDF

Download/
Export

Report Totals j

Report

Group By

Selector
= of the Downloadahle Table inthe browser may r
ovnload Data" option to Excel will vield more immediste results.

View Selector
1 IMPORTAHNT:

For large results sets, tryving to i
in unscceptable response times.

Group by |2ro L1

Select a View IReport - l

TR DA O O LG
THER

Caglld
Mstrlann Cfegary Descniplicon &1L

org
T16-General and Admin

Effective Encumb
Hatclass Date JE Source Short Hame JE Batch Hame JE Line Description Budget Actual
Sealed Air - Jiffylite Bubble-Cushioned
7511-SUPPLIES Office TH42005  Payahles 31521 Payables 5316623 & 120507 hizilers with Self-Seal Closures - 12-112 0.00 3837
19 S0fCarton, Satin Gold Kratt, 6
3M - Refill for Scotch C-40 Deluxe
7511-SUPPLIES Office TH42005  Payahles 31521 Payables 5316623 & 120507 Desktop Dispenser - 1, 340 1000 L, 0.00 2965
Transparent, 16 Pack
Sealed A - Jiffylite Bubkle-Cushioned
7511-SUPPLIES Office TH42005  Payahles 31521 Payables 5316623 & 120507 hizilers with Self-Seal Closures - 10112 0.00 5481
x 16 100/Carton, Satin Gold Kraft, 5
7511-SUPPLIES Orifice TH42008  Payables 313521 Payahles 5316623 E 120507 Journal Import Crested 0.00 0.00
7511-EUPPLIES Orifice THA2005  Payahbles 31521 Payahles 5316623 E 120507 Journal mport Crested 0.00 0.00
7511-SUPPLIES Orffice THAR2008  Payables 31521 Payables 5316623 E 120507 Journal mport Crested 0.00 0.00
T511-SUPPLIES Office 0.00 122.83
.00 122.83

Section Total

Grand Total

Encumb

Org Budget A it Actual A it A it
T16-General and Admin 0.0 12283 -12283
Grand Total .00 122.83 -122.83

aciify - Refresh - Print - Downlosd - Add to Briefing Book

0.00

0.00

Control Buttons ]

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — View Selector
4 )

Fepart Information
Report
Dowenloadahle Takle
Fivat Table

\ Zelection Criteria

\i) IMPORTANT:
For results sets greater than 4000 roves, trying o wies "2 Pa
Using the "Dovwnlosd Data® option to Excel will yield more immedist

Rows Returned = 52

ort or all rowes of the Downloadable Table inthe browveser may result in unacceptable response times.

Group By | <rd <

I Report Information + l

This Report contains budget, actual and encumbrance totals
Grand Total
Builget Balance
Budget Actuals Encuml branc: e Available

0.00 -101 327 .59 -0 101,327 60

Powfify - Refresh - Print - Dovwnload - Add to Briefing Book - Cogy

»

Some reports will not have a view selector since they
only have one view.

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workina with IRA Reports

WORKING WITH REPORTS — View Selector

Report Information is usually the default option.

Select a View |Repu:urt Infarmation ;I

Thiz report showes Fizcal Year Begining Balance, summary of ¥ TD Changes by category, and Ending Balance for
funding values.

Select Parameters at the top of thiz page. Fizcal Year and Period MUST be selected.
Report Output:
- & Report of Funding Balances

- & Dovwynloadable Takle
- & Pivot Tahle

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

I Selection Criteria LI I

Org is equal to 001-Institutional
andl Fizcal Year iz equal to 2010
andl Fizcal Period is equal to 1-Jul
and Matclass Category Code iz equal to COMP, OTHR, REV

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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WORKING WITH REPORTS — View Selector

No Results

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

)
No Results

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

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.

i IMPORTANT:
\'“4') For results sets greater than 4000 roves, trying to viewe "All Pages" of the Repaort or all rovws of the Dovenloadskle Takle inthe browser may result in unacceptable response times.

Us=ing the "Download Data" option to Excel will vield more immediste results.

Rows Returned = 2167
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — Group By Selector

Allows for variation on how report output is grouped or organized,
subtotaled, and sorted.

Group By | =fd x
Group By frg ikl Select a View IREpDr‘t ;I
Funding
Activity Org |34D-Elerr§.-' Blast LI

Org
340-Berry Blast
Effective

Hatclass Date JE Source Short Hame JE Batch Hame JE Line Description
Choose toview . e[os =
a” pag e31 or Select a View IHep-:ur‘t ;I
by a Sing le Org [340-Berry Blast |

) R
segment value: org e
34-Berry Blast J4a-vwheelock Snack Bar
All Pages
Effective
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — Report Totals

Group By | Activity =

Activity

210203-Snowmaking Facilities

Select a View IRepnr‘t

=l

Activity |210203-Snowmsking Facilties |~ |

Row Totals

Effective
Hatclass Date JE Source Short Hame JE Batch Hame JE Line Desgcription Budget Amount  Actual Amount
B0 S-IMTERMAL FOM DIST FAMIS Wiork Crder Billing on 1130007 Lakor S95002911: SKIWLY
Trades Labor 12007 |FAMIS_DC FAMS_DC 4202509; & 4967 SMCWRLKING - LABOR oo
B0 S-IMTERMAL FOM DIST FAMIS Wiork Crder Billing on 1130007 Lakor S95002911: SKIWLY
Trades Labor HAEANE o D FAMS_DC 4202509; 4 4967 SMCWRAKING - LABOR 0
801 5-INTERMAL FOR DIST FAMIS Work Crder Billing on 11/30/07 Lakbor S95002911: SKIAWLY
Trades Labor eyl FAMS_DC 4202509: & 4967 SHCWRAKING - LABOR R
B015-INTERMAL FOR DIST FAMIS Work Crder Billing an 11/30/07 Lakor S95002911: SKIAWLY
Trades Labor (A FAMS_DC 4202509: 4 4967 SHCWRARING - LABOR 0
801 5-INTERMAL FOR DIST FAMIS Work Crder Billing on 11/30/07 Lakbor S95002911: SKIAWLY
Subtotals Trades Labor e a0 FAMS_DC 4202509: 4 4967 SHCWRLHING - LABOR T
On Natclass 801 5-INTERMAL FOR DIST FAMIS Work Crder Billing on 11/30007 Lakbor S95002911: SKIAWLY
( 8015) Trades Labor LLEE T R FAMS_DC 4202509; & 4967 SHCWRLHING - LABOR ek
8015-INTERHAL FOM
IST Trades Labor 0.00 "
Total
. Grand Total 0.00 "
Section
Totals
(on Activity Grand Total
210203)
Encumb
Activity Budget Amount  Actual Amount Amount
290202-McLane Lodge Upkeep 0.00 0.00
210203-Znovwmaking Facilities 0.00 0.0

Report Grand Totals (by
Activity since Group By:

Grand Total 0.00 0.00

k Activity chosen)

(-
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — Report Totals

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 =

Select a View | Report Information LI
Broken Down by

segment based on the
Group By selection

Thiz report list GL tranzactional level detail

Report Gutput:

- & Report
Report Grand - & Dowenloadakle Table
Totals section - & Pivet Takle

Grand Toetal

Encumily

Activity Budget Amount  Actual Amount Amount
20202-MeLane Lodge Upkesg 0.00 .00
M 0203-Snovemaking Facilties 0.00 .00
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH REPORTS — Additional Tabs

Some Reports
Consist of
Additional Tabs
or Pages

Visible above the
Report Header if
available

Examples:
Fastlook

Segment
Lookup

P

Multiple Tabs /
Pages

My Orgs I Fastlook PTAEO Balance I Fastlook Segment Balance I Fastlook String Balance |

Institutional Reporting and Analysis (IRA)

Report ID: FLOOL w2.0.0

My COrgs

This Repaort will list the Orgs that yvou have permission to view,

trglL4 rg L4 Org Responsible Org Respon
Org L1 Org L2 Org L3 Org Code Description Person Hinman Ade
7EO-Alum Cort Ed 760 Alum Cont Ed and Foberta M. Moore HE GBORE
and Traw Tra
TET-Alumni et n i v, riel Barrera- L o
Multiple Tabs /
Pages
All Segments | Entity | Org | Funding || Activity | Sub Activity | Matural Class | COA Lookup Tool | Segment Lookup Help
Institutional Reporting and Analysis (IRA)
Sagrentsookup-Dashbosard
Select the tab above to run the individual segment lookup report.
Entity
Text Search
Go
Entity L1 Entity L? Entity L3 Entity =
TO-TRUSTEES OF DARTRMOUTH COLLEGE T1-CORNSOLIDATED | A1-COMNSOLIDATION 10-Conzalidation
TO-TRUSTEES OF DARTRMOUTH COLLEGE T1-CONSOLIDATED | A2-DEBT BANMK 11-Debt Bank
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SAVING FILTERS AND REPORT VIEWS

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.

2. Run the
Report

1. Choose
q q Fiscal Year Fiscal Period
applicable Filter 200 m== =]
VaIUeS Entity Org Funding Activity Subactivity Natclass JE Source
| J 1141 -Medicine! J | J | J |7472-5UPPLIES J | J

JE Transaction Type

Actual

3. After data is returned, choose the
report View and Group By value you
would prefer to save

4. Choose

i

Group By | 9rg &7

Select a View |Repor‘t j

Org |141 Medicine vl

Page
Options,
Save
Current
Selections,
For Me

Products = - Settings = - Log Cut

| Faor Me...
For Cthers...

Edit Saved Zelections and Defaultz. ..

i Paae Options j
Edlit Dashhoard...

1 Apply Saved Selections
1 Save Current Selections I:IB

Clear My Selections
Creste Bookmark Link

5. Name the
filter/view
combination

Save Current Selections

Specify a name for this Saved Selection.

Mame [141 Medicing

[ hiake thiz my default for this page

OK Cancel

6. (Optional) Check to set as Default. This
means this filter/view will run when the 7. Click OK to
report link is clicked on the home page. save.
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Dartmouth Colleae — Workina with IRA Reports
SAVING FILTERS AND REPORT VIEWS

To run a saved report, open the report link and choose Page Options -> Apply
Saved Selections -> saved report name:

Page Options ™ |

141 Medicine Al Apply Saved Selections

4 Save Current Selections
1

Clear My Zelections

Creste Bookmark Link

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.

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

«)
~/'I 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.

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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Dartmouth Colleae — Workinag with IRA Reports

SAVING FILTERS AND REPORT VIEWS

To manage your saved report and filters, open the report link and choose Page
Options  Save Current Selections  Edit Saved Selections and Defaults:

Pade Onptions "J
1 Apply Saved Zelections

For ke .. 4 Save Current Selections

| Edit Zaved Selections and Defaults. . Clear My Selections 13

Create Bookmark Link

Edit Saved Selections and Defaults 7]

Cancel

Rename, delete and contral group access to Saved Selections, aswell as specify which Saved Selection, if any, shauld
he used as your default for the current Dashboard page.

Saved Selections
My Defaart
{* Hone - Ho Personal Selections
My Selections

141 Medicine ﬁ [x]

_ Click OK to
Radlcl) bUtrt]‘_)nh Rename an Delete an Save your
controls whic existing saved existing saved changes

saved report is the
default

report report
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH DOWNLOADABLE TABLES

Select the Downloadable Table view from  select a view |Report nformation = |

the report View Selector Report informfion
FRepo

All data is shown, regardless of Group By BoTlosebs Lo

SeleCtlon Selection Criteria

Page forward in
increments of 25
lines

Page backward in
increments of 25
lines

Buttons in bottom
center of table:

(]

@ Records 1 - 25
AN

Returns to the first . :
Display all lines at once.

age
Y Before choosing this
' option, review the rows
n

returned message.

i IMPORTAHNT:
\‘) Far results zets greater than 4000 roves, trying to vieww "All Pages" of the Report or all roves of the Downloadakble Takle in the browser may result in unacceptable response times.

Uszing the "Dovwnload Data" option to Excel will vield more immediste results.
Rows Returned = 2167
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Dartmouth Colleae — Workinag with IRA Reports

WORKING WITH DOWNLOADABLE TABLES

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

Fiscal
Effective Period Posted Budget
Date Hame Date Amount
QM 2008  SEP-08 Qrsi2008 .00

Encumil
Actual Encumby) Type
Amount Amount] Hame

,690.00 0.00§ Ir=licd

Budget
JE Source Short Hame Hame
Payables Irealicd

Data in the Downloadable Table is sorted by the Group By

segment value selected.

Group By | Activity ™

Group By Funding -

Same
data,
sorted
Entity O Funii Activi Funii Subactivity Hatcl
by Entity Org Funding  Activity Activity Subactivity Hatclass ity Org unding ity unding ubactivity class
165059- 1B5053-
7433 L g - L
a0 254 3E000-  4475012- on. |emEs i Friendsof [T g of oooo- T
Group College Intercollegiste Subvention Electric Plant ollege|Men 1o opan |rodrEm e kel |Default 3
only | Admin College  Cper Default FACILITES Only Baszebal ; Acdministration . Prirting
B ¥ o P Fuel Designated Designated
Yy 7433- 165059- 165058-
éDnIlege Izrfgr-cnllegiate gﬁ?ﬁgneﬁinn Eli?lr::tsrcif-Plant 47tz bopo- SUPPLIES EDD;IE e 5-15;1- Friends of ;?; DrE::n:uTeam Friends of \0000- TE55-NT
Only  Admin Colege  Oper Eleciisflart Defeul!  FROLIES ot By Baebal  UEET . Basebal Defaut  DEPT Fees
Ciper Fuel ¥ Designated Desigrated
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Dartmouth Colleae — Workina with IRA Reports
DOWNLOADING REPORTS AND TABLES

Download options can be used with any report view:

Download Data (comma-separated text, unformatted). For views other than the
Downloadable Table, Download Data may download the detail data behind the
report and not the exact information shown on the screen.

Download to Excel (with formatting); downloads what is on the screen.
Download to Powerpoint or HTML will save the report or table in that file format.

MWiodify - Refresh - Priot_- Dovvnload - Add to Briefing Book
Dovenload to Excel

5 Se|<|3thtih|§ ) Dovwvnlosd to Powerpoint
ownload lin Diovnlosd to Excel 2000 Mac users, choose
and choose
e O Download to Excel

download option

2000; PC users,

Dowenload Web Page (MHTML)
choose Download

to Excel
x|
oo want o open or save fis He? File opens in Excel, or is saved.
Fh] e et ot stcomnespasesvisesrr.. | DEPENING ON the browser used, an
From:  ira.dartmouth,edu additional white screen may open
o sove | [Tana ] during this process and can be closed

when Open or Save is complete.

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workinag with IRA Reports

PRINT OPTIONS

/ \ Feturn - Back - Modify - Refresh - Print - Download - Add to Briefing Book - Copy
For PDFs: Select the HTML
Print link and P
choose PDF
option
Hﬂ@-i@] |1_;1_=4|mv_lﬁ'|lfd|ﬁnd -

PDF opensin a
separate

window and
can be printed
or saved
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Dartmouth Colleae — Workinag with IRA Reports

EXITING IRA (Log Out)

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

| e |tinks|

- Log Ot

Page Options ™ |

Dashboards - Answers - More Products = — My Account

B

ORACLE

BUSIMNESS INTELLIGEMCE

Oracle Business Intelligence: -
g e

e
Log Out
Confirmation
Message Thank you For using Oracle Business Inteligence software, You have successfully logged
out,

If wou chose 'Remember Password' when wou logged in, wour password is no longer stored
and wou will need ko enker it again the next time wou access the Oracle BI Server,

To log backin, click here.

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workina with IRA Reports

Exercise 1, part 2

Explore Report Views using View Selector (slide 26)

Explore Group By Org, Group By Funding, and Group By Activity (slide 29)
Choose a view and save your report (slide 33)

Download to Excel (slide 38)

Download Data (slide 38)

Print to PDF (slide 39)

Close the GL Transaction report window.

Return to main dashboard, open GL Transaction link, and choose saved
report; run. (slide 34)
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IRA - MODIEFYING DOWNLOADABLE TABLES

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu 42



Dartmouth Colleae — Workinag with IRA Reports

Modifying Downloadable Tables

Run report and choose Downloadable Table view:

Select a View IDDwnIDadable Takle ;I I

At the bottom of the report, choose “Modify”; Return - BacH- hiocify - Befresh - Print - Download - Add to Briefing Book - Copy |

This will take you to Oracle Answers, showing current report columns and filters:

' ! Results 3 ;- Answers - hore Products = - iy
ORACLE Answers
| | @ GL Transactions by Date Range [

Columns
Click on column names in the selection pane to add them to the request. Once added, drag-and-drop columns to rearder them. Edit a calu
formula and filters by clicking the buttons below its name. (2

Entity Organization Funding Activity Subactivity Hatural Class Time GL Transaci
Entity |41 Org |+t Funling |+ 1 Activity |41 Subactivity 41 Hatclass {1| Effective Date 11 Posted Date 41| Budget Amy

el ¥ x| S FX HE X [ HE X | [EFX | SHERX HEMX | HEFX | S

Display Results | Remove All |

Filters
Add filters to the request criteria by haolding dowen the CTRL key and clicking on column names in the selection pane, ar by clicking on the fil
included columns. Add a saved filter by clicking on its name in the selection pane. (2

Entity i prormpted = X

AND Orgis equaltof is in 365-Dartmouth Skiway Sl
AND Funding is LIKE (pattern match) % ==
AND Activity is egual to f is in 210202-MeLane Lodge Upkeep, 210203-Snowmaking Facilities = &
AND Subactivity is LIKE (pattern match) % =X
AND Matclass is LIKE (pattern match) % ==
AND JE Source Short Marne is LIKE (pattern match) % ==
AND JE Trangaction Type is LIKE (pattern match) % E]FS|
Edlit Filter Group

AND Effective Date is hetween 11408 and 11/30/08 EJES|

Note: It is recommended that report filters be saved before choosing Modify.
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Dartmouth Colleae — Workina with IRA Reports
Modifying Downloadable Tables - Filters

To add or change
the filters being
applied to the
data.

clicking the hutto
Entity
Enti |I| Funding +1

=P | A=A S

Funding

elowy its na

1]
S

Apply new filter
to the variable

I Criteria | Results I Prompts I Advanced

8| (@) (@) ()

Columns

Click on column names in the selection pane to add them to the request. Once added, drag-and-drop columns to rearder them

clicking the buttons below its name. (2
Entity
Enl'rlyEl Funiding [+1

A | HEFx HAFX | SHEFx | SR S X

Display Results | Remove All |

Funiding Subactivity Time GL Transactions

Filters

Add filters to the request criteria by holding down the CTRL key and clicking an calumn names in the selection pane, ar by click

colurnns, Add a saved filter by clicking on its name in the selection pane. (2

Entity is LIKE {pattern match) %

L:E.

AND Qri is equal to s in 365-Dartmouth Skiway

AND Funding is LIKE (pattern match) % = &

AND Activity is equal tofis in 210202-McLane Lodge Upkeep, 210203-Snowmaking Facilities = ]

AND Subactivity is LIKE (pattern match) % =X

AND Matclass is LIKE (pattern match) % =

AND JE Source Short Marme is LIKE (pattern match) % = &

AND JE Transaction Type is LIKE (pattern match) % =]

Edit Filter Group

AND Fiscal Yearis equal tofis in 2008 = =]
AND Fiscal Period is equal to 1is in 5-HOWV = [
Save Filter... Remove Filters |

Combine with Similar Request |

JE Line Details

Subactivity +1| Effective Date 11| Posted Date 11 Actual Amount 1 JE Transaction Type +1

& [ [ x]

Edit or Delete
Existing Filters

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu

44



Dartmouth Colleae — Workinag with IRA Reports

Modifying Downloadable Tables - Filters

clicking the buttons below its nap

Entity Funding Su
Apply new filter Entity [+ ] Funding +1| 54 Genera}te list of
to the variable EEIA ] AMEFAHEI L values
Create /Edit Filker Help
Column Hatelass Match: |begins Wi‘thj I?S V

Operator Iis equalto fizin

[

“alue I

Add ¥ | Clear Values

Advanced ¥

[x]

All Choices Limited Choices
7501 -SUPPLIES Bottled Beverages Water
7502-SUPPLIES Cleaning
7503-SUPPLIES Food and Beverage
7504-SUPPLIES Compting
To05-SUPPLIES Computer Software
7506-SUPPLIES Decarations
7507-SUPPLIES Electronics

Create Edit Filter

Column Hatclass

=

Operator Iis equal to fisin

Yalue I?SD4-SUF‘F‘LIES Computing

Click value
once to add it
to the filter

Helg

Match: with | [75
All Choices Limited Choices
7al1-/ APPLIES Bottled Beverages Water

UPPLIE= Cleaning
TSP3-SUPPLIES Food and Beverage

~ 7504-SUPPLIES Computing
Ta05-SUPPLIES Computer Software

Ta0F-%1LIPPLIES Decoratinn

Click X to remove
existing filter value J

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Modifying Downloadable Tables - Columns

Once filter modifications
are complete, click
Results . . .

Criteria | Results | Prompts | Advanced

&) E(=)E)

Columns

Click an column names in the selection pane to add them to the request. Once added, drag-and-drop columns
clicking the buttons below its name. (2

F“titlllg' Subactivity Time GL Transactions JELine [
unding

A_' Funding +1|  Subactivity +1 Effective Date 41 Posted Date 11| Actual Amount 41 JE Trans

‘%#y‘i ) HEFX HEFx HEFEX  SHEFX | [SE X =)

Display Results | Remowe All |
A

Or click Display Results to J

generate results

Re-order Columns — Criteria tab (to change all views) or Results tab (to

change Downloadable Table view only
Drag and drop columns to re-order them left to right.

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Modifying Downloadable Tables

Under the Results tab, use the pull-down menu to choose Table.
This will display the downloadable table results.

ORACLE" Answers L Criteria | Results

L Table « [ [3] 2l

E'rther you do niat have _ s Compound Layout L
permission to use the subject x| [ )
area GL within Answers, or the £ @ Title
zubject area does not exist. I 2 Table I
141 Chart | ﬂ
@ Piwot Table -
it Gauge
I
1 =@ Filters
Cther Wiewws b

21-Al o Pivot Tahle: 2
@ Pivot Table: 3
@ Marrative: 2

JES-Dartmouth

l._"l.-j IP=ut

21-ALxiliary

34122 VFA | | | (AN 1A | B A1 A NS ) il 0= A | M A0S P4 B3| S

NS PR IR RS IFA VS A= A T
Fizcal B
Entity Org Funiling Activity Activity Subactivity Hatclass Effective Date Hame
. TFES-PUR SRYCS
21 -Builiary U DRI | Sy AR e 0000-Default OTHR Laboratory 113002007 M- 07
Skiveay Funding Lodge Upkeep )
Analysis
47
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Modifying Downloadable Tables - Columns

Use the commands
on each column to
modify the table.

Delete the column —
NOT recommended.
Hide instead — see
Column Format tab

Formula for
calculated
items

Sort Ascending or
Descending—click
icon to scroll
through options

Add
totals to
the data
field

Edit Column Format
’J Style | [ Column Format | [ Data Format | [ Condtional Format |

Apply
formatting

Ordered sorting: This example shows sort by Entity, then Org, then Activity:

2| EIESFA e (2] EANESNFA B3 | MESHEIES AN = IS FA I

Entity g Funiding Activity
o - A il AB3-Dartmouth SE0500-Auxiliary 210202-MeLane
) ¥ Skiveay Funding Lodge Upkeep

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu 48
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Modifying Downloadable Tables — Column Format

Style — font color, style, and size,
heading and data alignment,
borders, and highlighting.

Edit Column Format Help

| style | [[Column Formet | [ Data Format | [ Coneltiorsl Format |

Edit Column Format Help

[ style || Column Formet | Data Format | | Conditiorial Format |

Font

;I Size I
Clor |:| Style IDefaurt 'I Effects IDefaurt 'I

Cell

Horizortal Alignmert IDefaurl "I Background Color I:I
“ertical Alignment IDefauﬂ 'I Image |

Boarder

Pozition IDefauIt vl Border Style IDefaurl vl
J:A—I Border Color l:l

Additional Formatting Options

Fatnily | Detault

Customn CSS Style Options (HTML Onhy)

Headings r Hicle:

fal
Eal

Tahle Heading |Funding

Column Heading |Funding

r Custom Headings
Value Suppression

e X O
KX [xwnn KX | mmmx
o X |
KX A M|

i Suppress ¥ Repest 7 Defaut

Column Heading Interaction

Type I Default vI

Value Interaction

Type I Default vI

ﬂ Cancel

ﬂ Cancel

Column Format — hide and unhide

columns, change headings,
suppress duplicate values

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Modifying Downloadable Tables — Column Format

Data Format — change how Edit Column Format relp
nu mbers are dISp|ayed | Style | | Column Format | | Diata Format | | Conditional Format |

1.[ Actual Armount is less than 0[] | Value 123 fd] x]

Add Condition » | | Clear All |

Edit Column Format Help

[ Style | [ Column Format || Data Format ||| Conditional Formet |

F Owerride Detault Data Format

Treat Mumbers A I Mumber ;I

Megative Format I Minus: -123 ;I

Decimal Places I u] vI

r Usze 1000's Separator

M Cancel

Conditional Format — makes
the data stand out if a
certain condition is met.

ﬂ Cancel
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Dartmouth Colleae — Workinag with IRA Reports

Modifying Downloadable Tables — Save Request

ChO ose S ave iC on Dashboards - ANSWers - More Products = - Settings = - Log Ot
from upper-right_ GL Transactions by Date Range ] =yl | B
hand corner:

Specify My e =

Folders or a folder  =iiie®

created under My = s

Folders, and save ="

under unique file rotter [y Faers

name. Click OK. o e B

Diescrigtion .  —

|
M Cancel

Create sub-folders
(optional)

=

Enter a
description of

report (optional)

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Dartmouth Colleae — Workinag with IRA Reports

Modifying Downloadable Tables — Print Options

Dazhboards - Answers - More Products = - My Account - Log Cut

Criteria Prompts | Advanced

21 GL Transactions 15y ol E

Z ﬁ gﬂ & | Display IHeader Toolbars with Resurtsll

I [ (5 ][x] ][ = [[SAA] 1 E SR = S x1E A )z ] ] |z ﬁﬂ/ﬂ/ I Z (4] [x]

Funiding Entity Subactivity Effective Date Posted Date JE Transaction Type Full Chart Fizcal Period
3E0500-2uxiliary Funding 21 -Auxiliary 0000-Defautt 11553002007 120352007 Encumbrance 21 3652460500 210202.0000.7769 S-ROY
3B0500-Auxiliary Funding | 29 -Auxiliary 0000-Crefautt 11172007 11/30/2007 Actusl “365.360500.210203.0000.5015 S-MOY
3B0500-Auxiliary Funding | 29 -Auxiliary 0000-Crefautt 11/30/2007 124352007 Actusl 21.365.360500.210202.0000.7769 S-MOY
3B0500-Auxiliary Funding | 29 -Auxiliary 0000-Crefautt 11/30/2007 11/30/2007 Encurmkr s 21.365.360500.210202.0000.7769 S-MOY

=y [ E

HThL
to PDF: oo

] e =
Print results | = ‘—'JI
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Dartmouth Colleae — Workinag with IRA Reports

Modifying Downloadable Tables — Download Results

Criteria Prompts Advanced Dashboards - Answers - More Products = - My Account - Log Cut
21 GL Transactions 15y ol E
/
Z ﬁ gﬂ & | Display IHeader Toolbars with Resurtsll
AHZ [ (£ [x] ]2 [ [£] x4 Z [ [ (X 12 S (A X 2 S (A X L E A ] (x] 4t Z ﬁﬂ;// 4 Z &[] (]
Funiding Entity Subactivity Effective Date Posted Date JE Transaction Type Full Chart String Fizcal Period
360500-Auxiliary Funding 21 -Auxiliary 0000-Cefaut 1143002007 120352007 Encumbrance 21 365360500 .2 00007759 S-pOs
3E0500-Luxiliary Funding 21 -Auxilisry 0000-Defaut 114 52007 11i30/2007 Actusl 21 365 36050 03.0000. 8015 | S-RCN
360500-Auxiliary Funding 21 -Auxiliary 0000-Cefaut 1143002007 120352007 Actual 21 365360 020200007769 | S-RON
0000-Cefaut 1143002007 1143002007 Encumbrance 23653 10202.0000.7769 S-RO

3E0500-2uxiliary Funding 21 -Auxiliary

Entity Org Funiding Activity  Sul
30- 126202- 02751 - Soog
Dartmouth 141- . Drugs For
) .. Foundationz . Extg
Medical  Medicine ™ Pancreatic
- Fixed Fun
School Cancer
30- a02751-
Drartrmouth 144- 126202 Crugs For 00§
. .. _ |Foundstions .
Medical  Medicine = _ Pancreatic
- Fixed Fun
School Cancer
Refresh - Printl- Doy miloizcd

Choose the camera

icon to view the
results on a
dashboard.

A separate window
will open with Print
and Download
options at the
bottom.
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Dartmouth Colleae — Workina with IRA Reports

Modifying Downloadable Tables — Choosing Saved Reque st

To retrieve a saved report, at the IRA main page, choose Answers:

In Answers, choose All applicable report views are available, with saved
saved report: datafields and filters applied:

Click Modify to
change filters or

s
L modify report

design

available report

Select a view to see
views
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Downloading the Results of a Saved Request

Open Answers and click on Choose downloadable table view
the report name: and download:
[ |
1]

For help, blitz "Financial Reports”, or email Financial.Reports@dartmouth.edu
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Modifying Downloadable Tables — Manaqging Saved Report s

To manage saved reports or subfolder, choose Answers and click on
Manage Catalog:

Delete an

I:I existing report or

sub-folder

Copy or Move
existing report or
sub-folder
Rename existing report
or sub-folder
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Exercise 2

From the IRA Launchpad, choose GL Transaction. (slide 11)
Run your saved report from Exercise 1, and choose the Downloadable Table view. (slide 43)

Click Modify. (slide 43)

On the Criteria tab, edit the filter on Natural Class, removing two Natural Classes and adding two
others. (slide 45)

Choose the Results tab, and choose Table from the top pull-down menu. (slide 47)
Move “Full Chart String” column to the left of “Entity”. (slide 46)
Remove default Ascending sort on Org column (fourth from the right). (slide 48)
Sort first Ascending by Funding and then Ascending by Activity. (slide 48)
Add a Total to Activity. (slide 48)
Hide columns “Budget Name” and “JE Unique ID". (slide 49)

Save your created report in My Folders. (slide 51)

Print the results to a PDF (slide 52) and to Excel (slide 53)
Close Answers window.

From the IRA homepage, choose Answers. (slide 55)

From My Folders, choose the report you have saved in this exercise. Choose Downloadable Table
view and Download to Excel. (slide 55)

Use Manage Catalog to rename your saved report. (slide 56)
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EXITING IRA (Log Out)

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

Log Out
Confirmation
Message
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