Bl Dashboards

SUNY BUSINESS INTELLEGENCE DASHBOARDS

Business Intelligence (Bl) has replaced SMRT for account viewing. The steps
below show how to login to Bl through the SUNY Portal.

You will only get information for accounts that you have access to.

Getting to SUNY BI:

Log on to SUNY employee portal through SUNY website - Click on reports

< SUNY SECURE Py .
A

Employee Services Portal

. ;o . . _ Welcome WALDRUFF
& Academic Services B Y Appl E-Bi Services Enroliment Management More >> 28360 - Canton, 7/3/17
My Profile (-)
Data Transfer System (DTS) Confiqure initial web access
Data Transfer System (DTS) - NY-Alert My Tools (-)
Overseas Academic Program Approval Process System SUNY Online Directory
My Links (-)  (edit)
Bl Dashboards
=1 Training/Presentation Materials & Employee Directory

Click on Business Intelligence tab:

< SUNY SECURE
MaRT 4 0 @
S a ) Portal Home  Sign Off Contact Us

~/ S Fixed Ad Hoe Business Transition
M Reports Reports Intelligence Notice
s ( R Fixed Reports Menu Fixed Reports Details
< T (+)Expand All () Collapse All Accounting Reports
by B Accounting Reports (+) SUNY CANTON

.%%ngﬁiésﬂm :: Daily Batch Control List
TOENG B Bar s This report name has no reports at this time

[#Expand all = Collapse all | [PEDS HR Reports (+) : CER Reports P P Date

Click on Dashboards box:

< SUNY SECURE

f o
SMaRT S L

Fixed Ad Hoc Quick Business Transition
Reports Reports Finance Intelligence Notice

Business Intelligence

P
Vs
EE B

itiative (SBII)

Our Mission is to facilitate strategic an&operational decision-making at the campuses and System Administration by making information available in a timely, consistent and
mission-driven manner. This is accompli§}hed through excellence in business intelligence practices, striving to be a leader among higher education institutions.

“ SUNY Business Intelligence

[ Expand all [= Collapse all
Vision

. The SUNY Business Intelligence Initiative (§B11) works to create an atmosphere where decision makers at all levels, including front-line academic units to senior management
Academic Programs are empowered with the information they neéll to analyze and manage their administrative tasks related to information.
Graduate Programs The SUNY Business Intelligence Initiative (SBIRadrves as a knowledge resource in the areas of data warehousing and business intelligence for the University. We maintain
Undergraduate Programs | knowledge of trends and new techniques to 28 he best of these for the University environment.
3 @> Training & SBIl Community
Finance Dashboards ‘@:‘ Getting Started Guide Space
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To set-up access directly (one-click) to Bl, on portal homepage click edit in “My Links”

« SUNY SECURE

Employee Services Portal

Welcome WALDRUFF
28360 - Canton, 7/7/17

My Profile (-)
Configure initi b access

# Academic Services Business Systems Applications E-Business Services Enrollment Management More >>

Data Transfer System (DTS)
Data Transfer System (DTS) - NY-Alert

Overseas Academic Program Approval Process System

My Links (-) (edit)
Bl Dashboards

= Training/Presentation Materials & Employee Directory

Type the following address in URL: https://www.suny.edu/analytics/saw.dlI?bieehome

< SUNY SECURE

Home Personal Links Administration

A ¥
\‘:_ﬁ Your Current Links: ok Add afNew Link:

To delete a link, click the checkbox next to the link you would like to delete, and then click the *Delete” button.

URL
[http /lwww.suny_edu/analytics ]

[ BI - https://www suny edu/analytics/saw dll?bieehome

Displayed Description
[J HR portal - https:/iwww2 sysadm.suny edu/hrportal/ ‘BI Ay 2 |

[[] Reports - https://www2.sysadm suny edu/distributionReports/ReportsDistribution.cfm?ShowAll=Yes Add

Account Summary Dashboard

Bl Homepage, will look different depending on your level of access.
e o Business Intelligence

@ Advanced | Helpv | Sign Out o

Search I}

Home | Catalog | Favorites v | Dashboards v ‘* New v | Signed In As WALDRUFF-Canton +

Create... % Recent

E.ﬁ Analysis and Interactive Reporting Dashboards
Analysis | Dashboard Prompt

Iﬁ Published Reporting
Report Job

Account Summary - Account S... Account Summary - Introduction

Open | Morev Open | Morev

| {%} Actionable Intelligence Others
Action Cash Reserve - Jan-uly plus la. Campus expenditures Offset w... n Campus year end totals
Browse/Manage Open | Edit | Morev Open | Edit | Morev Open | Edit| Morev
| All Content v Canton All Cash Balance Accou Canton Expense Summary by...

@ My Analyses
@ My Reports

Get Started...
” Introduction to Oracle BI

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

Oracle Technology Network

Open | Edit | Morev

Canton Utilities-Multiple Years

Open | Edit | Morev

D\ Most Popular

i

Open | Morev

Payroll Transaction Summary-1

B

Open | Edit | Morev

Account Summary - Account S...

B

Open | Edit | Morev
Canton Utilities
Open | Edit | Morev

Accounting Journal - Expenditu
Open | Edit | More v
Accounting Journal - Pending...

Open | Edit | More v

n Canton Fund Balance Target T.
Open | Edit | Morev

Expenditures by acct current pl

Open | Edit| Morev

Account Summary - Introduction

Open | Morev

Management Summary - Intro...

Open | Morev
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Bl Dashboards

For most users, the Account Summary will be the dashboard used. This dashboard is designed to
“mimic” SMRT finance. To get to Account Summary Dashboard, click on Dashboard drop down menu:
The click on “Account Summary”

ot O

In As WALDRUFF-Canton v

namunesy,  BUSINESS Intelligence Help v | Sign
oty

_i Most Recent{Account Summary - Account Summary}
@ My Dashboard

Create... @ Recent
) ) F—

% Analysis and ive
Analysis | Dashboard Prompt .

Account Summary - Account S... -ount Summary - Introduct|

Published Reporting Open | Morev

E Report Job
I Actionable Intelligence Others

Ar® Action % Cash Reserve - Jan-July plus la... Campus expenditures O
l| Browse/Manage... Open | Edit | Morev Open | Edit | More v

Canton Expense Summary by.

| All Content v % Canton All Cash Balance Accou
Open | Edit | Morev

@M Analyses Open | Edit | Morev

My Reports
@ My Repo Canton Utilities

Open | Edit | Morev

% Canton Utilities-Multiple Years

Get Started... Open | Edit | Morev

| ” Introduction to Oracle B Q Most Popular
@ Oracle BI EE Documentation Account Summary - Account S...

Open | Morev

ﬁ Download BI Desktop Tools v
Il % Payroll Transaction Summary-1

Accounting Journal - Expendit] Two Year Expend Comparisons
Open | Edit | More v HR IPEDS

Accounting Journal - Pending|

@ Help Contents v Open | Edit | Morev Open | Edit | Morev Legislative Data

a Procurement

lﬁ Oracle Technology Network SIRIS Submlsslons
¥ Quetam

Click on Account Summary tab:

SUNY ) ez Business Intelligence

Account Summary#This allows the user to view Account Summary information by Account and Fiscal Year with the ability to drill down to the detail record level. Payroll detail is restricted to users with payroll-viewing permission, Selections are
provided by Account Numbe, acel Year, Campus, Sub Fund Group and Reporting Levels, Entry of Account Number determines the selection list of Fiscal Years and campuses.

Multiple Accounts Summary — has the same functionality as the praceding page except it allows multiple, explicit Account Numbers o be entered in the prompt. It sllows the user to view Account Summary information byAr::ouths and
Fiscal Year with the ability to drill den to the detail record level, Payroll detail is restricted to users with payroll-viewing permission. Selections are provided by Account Number, Fiscal Year, Campus, Sub Fund Group and Reporting Levels. Entry of

Account Numbers determines the selection list of Fiscal Years and campuses.

Payroll Search - This page :srﬁtncbsdhusersmﬂ'\ payroll-viewing parmission. It allows the user to view Payroll information by Account and Fiscal Year. Selections can also be made by Campus, Line Number, Employee Name, Pay Period, Payroll
Agency, Subobject and Reporting Level

Open PO's - This page allows the user to view Open PO's. Selections are provided by Account Number, Fiscal year and Campus.

Actual Alloc/Exp/Enc -This page allows the user to view Actual by Category (Alk ditures, and Selections are provided by Account Number, Fiscal Year, Month, Campus, Cost Center,
Transaction Date range, Charge Type, Sub Fund Group, Subobject Range Sub Object Gmup, Vendor Name, Transaction Description, Transaction Cods, Document Number, Procurement Number, Requisition Number, Chack Number and Reporting
Levels.

Pending Alloc/Exp/Enc - This page allows the user to view Pending Transactions by Transaction Category (Allocations, Expenditures, and Encumbrances). Selections are provided byN:cnmt Number, Fiscal Year, Month, Campus, Cost Center,
Pending Transaction Date range, Charge Type, Sub Fund Group, Subobject range, Object levels, Pending Vendor Description, Transaction Code, Pending Procurement Number and Reporting Levels,

All Alloc/Exp/Enc - This page allows the user to view All by Category Selactions are provided by Account Number, Fiscal Year, Month, Campus, Transaction Date, Charge
Type, Sub Fund Group, Subob]ect, Object levels, Transaction Desc, Transaction Code, Document Number, Procurement Numbe( Requisition Number, Check Number and Reporting Levels.

=/ Tips and Tricks v
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Click in Account begins with box, the default is always all zeros. This keeps the system from searching
for account data when you first open the page:

Helpv | Signout O

Favorites v Dashboards « Signed In As WALDRUFF-Canton v

=/ Selections A
Account begins with[000000 | Fiscal Year [16-17 |
Campus | —Select Value ¥|| Cost Center Month Desc |—Select Value— Sub Fund Group 54
Reporting Level 1 | —-Select Value— ¥l| Reporting Level 2 | -5 alue— >l| Reporting Level 3 |5 Value— ¥l| Reporting Level 4 | —Select Value— >l| Reporting Level 5 | —Select Value— ||
L Apply | Resetv
1=/ Account Summary
@® No Results

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

Account begins with 000000
and Fiscal Year is equal to 16-17

Analyze -Refresh

Type in 6 digit account code, if you are looking at an account with subs, you need to use the 8 digit
codes as such: 900760-45, the “dash” must be included if you are looking at a sub account. Tab to
Fiscal year, default is current year, but can be changed via drop-down (arrow).

Account begins with 90076045 ® Fiscal Year (Blank for CF) 14-15 =

-

»| Reporting Level 4 |-Select Value »| Reporting Level 5 | -Select Valve av Apply

Enter does not work in Bl, must click “APPLY” button s

Campus | —-Select Value | Cost Center Month Desc > ve-- ®!  Sub Fund Group | —-Select Value—

Reporting Level 1 ¥ Reporting Level 2 ¥ Reporting Level 3

Result from Bl defaults to “SUMMARY OF MAJOR OBJECTS”

(SUNY mesmuesy  Business Intelligence

Helpv | signout O

Account Summary atalog ashboards v | i New v | Signed In As WALDRUFF-Canton v
2 " =
Introduction © Account Summary . Multiple Accounts Summary | Payroll Search { Open PO's | Pel ding Alloc/Exp/Enc | All Alloc/Exp/Enc (@)
; |
= Selecti ] |
Account begins with|860760 | Fiscal Year [16-17 )
Campus | —Select Value— 1| Cost Center Month Desc [-Seect Valve—]i¥|  sub Fund Group | = =

Reporting Level 1 | alue-—- | Reporting Level 2 | —-S& Value—- || Reporting Level 3 | - it Value-—- ™| Reporting Level 5 |—5

(=] Account Summary
‘Account ‘A{count Local Ds(‘(.‘ost Center ‘Ac(a it Manager
|850760 [PURCHASING | 28-436366-1R-16 |
Analyze - Refresh - Print - Export
Select View: | Summary by Major Object v
Charge Agency Name]FiscaI Year]Major Object]f‘ iginati Agency]Allocation Total |Pending Allocation diture Total | Pending Expenditure | Encumbrance Total | Pending Encumbrance | Available Balance | % Used
Grand Total [ 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56| 107.8
Canton Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton 16-17 PSR Canton 95,712.00 0.00 90,064.58 0.00 0.00 143.58 5,503.84 94.2 o
Ts Canton 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 o
OTPS Canton 2,350.00 0.00 2,624.22 1,319.32 0.00 0.00 -1,593.54| 167.8 o
Account begins with 860760
and Fiscal Year is equal to 16-17
and ("Cost Center Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier”."Sub Fund Group™ IN ('Res Hall Rehab and Repair Cash', 'Capital Projects Bonded’, ‘Comm. Projects Fund')) or ("Charge Agency"."Campus™ =
"Construction Fund’)
Analyze - Refresh - Print - Export
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Drop down menu for “Select View” as three options
1) Summary by Major Object (default)
2) Summary by Object
3) Summary by Detailed Object (most closely reflects look of SMRT)

Summary by Object

Business Intelligence

Helpv | signout O

Ho F As WALDRUFF-Canton v

ry ome g av s
Introduction ~  Account Summary ' Multiple Accounts Summary | Payroll Search { Open PO's | Actual Alloc/Exp/Enc | Pending Alloc/Exp/Enc Al Alloc/Exp/Enc =

= -
Account begins with[860760 @/ Fiscal Year [16-17 8]
Campus |5 v - ¥ Cost Center Month Desc |~ Sub Fund Group | =
Reporting Level 1 e ¥l| Reporting Level 2 | —Se Value-- >l| Reporting Level 3 =) 54
(= Account Summary

\Account [Account Local DSc]Cost Center |Account Manager
|850760 |PURCHASING | 28-436366-1R-16 |

Analyze -Refresh - Print - Export

Select View: | Summary by Object v

Charge Agency ‘ Fiscal Major ‘ Object Allocation Pending Expenditure Pending Encumbrance Pending Available %
Name Year Object Total Allocation Total iture Total Enc Balance
Grand Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56  107.8
Canton Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56  107.8
Canton 16-17 PSR ‘ PSR Non- Canton 95,712.00 0.00 50,064.58 0.00 0.00 143.58 5,503.84| 94.2 o
Instructional
PSR Total 95,712.00 0.00 90,064.58 0.00 0.00 143.58 5,503.84| 94.2
TS TS Non- Canton 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 o
Instructional
TS Total 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86
QOTPS QTPS Canton 1,700.00 0.00 2,329.57 1,319.32 0.00 0.00 -1,948.89| 214.6 °
Recharges Canton 650.00 0.00 294.65 0.00 0.00 0.00 355.35 453 o
OTPS Total 2,350.00 0.00 2,624.22 1,319.32 0.00 0.00 -1,593.54 167.8
Account begins with 860760
and Fiscal Year is equal to 16-17

and ("Cost Center Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier"."Sub Fund Group™ IN ('Res Hall Rehab and Repair Cash', 'Capital Projects Bonded', ‘Comm. Projects Fund')) or ("Charge Agency”."Campus” =
“ on Fund)

Analyze - Refresh - Print - Export
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Summary by Detailed Object:

Business Intelligence

| introduction . Account Summary meﬁmmﬁm&-ﬁ

=]

Account begins with(860760 @/ Fiscal Year |16-17 (84}

v

Campus | - x| Cost Center Month Desc | = Sub Fund Group | -

v

v

v

v

—Selec

Reporting Level 1 Reporting Level 2 Reporting Level 3 | —5¢ Reporting Level 4 | — Reporting Level 5 | —Selec =

_Apply | Resetw
I
[= Account Summary
I
|Account |Account Local Desc |Cost Center \Account Manager
|860760 |PURCHASING 28-436366-1R-16 |
Analyze -Refresh - Print - Export
L2 I AU TVE | Summary by Detailed Object N
| Charge Agency | Fiscal N . N Originating Allocation Pending Expenditure Pending Encumbrance Pending Available %
Name Year Object Detailed Object Agency Total Allocation Total dit Total Encumbrance Balance Used
Grand Total 98,062.00 0.00| 104,206.66 1,319.32 0.00 143.58 -7,607.56  107.8
Canton Total 98,062.00 0.00| 104,206.66 1,319.32 0.00 143.58 -7,607.56  107.8
Canton 16-17  |PSR Non- PSR Non-Instructional |Canton 95,712.00 0.00 89,513.97 0.00 0.00 143.58 6,054.45| 93.7 °
Instructional
PSR Unassigned Canton 0.00 0.00 550.61 0.00 0.00 0.00 -550.61 o
PSR No Total 95,712.00 0.00 90,064.58 0.00 0.00 143.58 5,503.84| 94.2
TS Non- Other TS Non- Canton 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 °
Instructional Instructional
TS N | Total 0.00 0.00 11,517.86 0.00 0.00 0.00| -11,517.86
QOTPS Supplies Canton 200.00 0.00 -496.90 327.32 0.00 0.00 369.58| -84.8 o
Travel Canton 1,000.00 0.00 938.47 0.00 0.00 0.00 61.53| 93.8 °
Contractual Canton 500.00 0.00 1,888.00 992.00 0.00 0.00 -2,380.00| 576.0 °
OTPS Total 1,700.00 0.00 2,329.57 1,319.32 0.00 0.00 -1,948.89 214.6
Recharges Postage Recharge Canton 50.00 0.00 0.00 0.00 0.00 0.00 50.00 0.0 0
Central Dup & Print Canton 500.00 0.00 13.00 0.00 0.00 0.00 487.00 26 0
rge
Automotive Recharge |Canton 100.00 0.00 281.65 0.00 0.00 0.00 -181.65| 281.7 °
h Total 650.00 0.00 294.65 0.00 0.00 0.00 355.35| 453
Account begins with 860760
and Fiscal Year is equal to 16-17
and ("Cost Center Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier"."Sub Fund Group™ IN ('Res Hall Rehab and Repair Cash', 'Capital Projects Bonded', ‘Comm. Projects Fund')) or ("Charge Agency”."Campus”™ =
< >
To look at expenditure detail, click on amount, menu will pop-up .
1=/ Account '
[ Account [Account Local Desc |Cost Center |Account
|860760 |PURCHASING  |28-436366-1R-16 |
Analyze - Refresh - Print - Export
Select View: | Summary by Detailed Object VvV
Charge Agency |Fiscal . . N Originating Allocation Pending Expenditure Pendi Encumbrance Pending Available %
Name Year Object Detailed Object Agency Total Allocation Total iture Total Enc Balance Used
Grand Total 98,062.00 0.00| 104,206.66 1,319.32 0.00 143.58 -7,607.56  107.8
Canton Total 98,062.00 0.00| 104,206.66 1,319.32 0.00 143.58 -7,607.56  107.8
Canton 16-17  |PSR Non- PSR Non-Instructional |Canton 95,712.00 0.00 89,513.97 0.00 0.00 143.58 6,054.45 93.7 Q
Instructional
PSR Unassigned Canton 0.00 0.00 550.61 0.00 0.00 0.00 -550.61 o
PSR Non-Instructional Total 95,712.00 0.00 90,064.58 0.00 0.00 143.58 5,503.84| 94.2
Other TS Non- Canton 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 o
Instructional
| Total 0.00 0.00 11,517.86 0.00 0.00 0.00| -11,517.86
Supplies Canton 200.00 0.00 -496.90 327.32 0.00 0.00 369.58| -84.8 o
Travel Canton 1,000.00 0.00 938.47 0.00 0.00 0.00 61.53| 93.8 Q
Contractual Canton 500.00 0.00 992.00 0.00 0.00 -2,380.00| 576.0 o
3% Document Detail |
OTPS Total 1,700.00 0.00 2,32 {‘} Charge T | 0.00 0.00 -1,948.89 214.6
Recharges Postage Recharge | Canton 50.00 0.00 1 rge Type |7 000 0.00 s000[ 00| Q)
Central Dup & Print Canton 500.00 0.00 13.00 0.00 0.00 0.00 487.00 26 o
Recharge
Automotive Recharge |Canton 100.00 0.00 281.65 0.00 0.00 0.00 -181.65| 281.7 o
Recharges Total 650.00 0.00 294.65 0.00 0.00 0.00 355.35| 453
Account begins with 860760
and Fiscal Year is equal to 16-17 v
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Document Detail: anytime lettering is in Blue, it is a drillable field J
SUNY ) iz Business Intelligence Al i D )

Account Summary ALDR anto

Campus 1[')raa£sach0n ’I_;’;mw" Transaction Desc mnt Vendor | N el ﬁi?:";:'?o" ‘(f‘:llt.‘:nd(ba Account | Subobject | Amount
Grand Total 1,888.00
Canton |03/17/2017 304A SUNY PURCHASING ASSOCIATION  |7002730 SUNY PURCHASING ASSOCIATION 20 8429720 05325274 860760 |5003 210.00
Canton |03/17/2017 304A SUNY PURCHASING ASSOCIATION | 7002731 SUNY PURCHASING ASSOCIATION | 8429719 8429719 05325274 860760 |5003 210.00
Canton [12/14/2016 304A NATIONAL ASSOCIATION OF 7001877 NATIONAL ASSOCIATION OF 112116M 112116M 3441012 860760 |5006 735.00
EDUCAT EDUCAT
Canton |12/06/2016 3191 MCAFEE INTEL SECURITY W283946 NO VENDOR 860760 |5005 48.59
Canton |12/06/2016 3191 SEC CRED MCAFEE INTEL SE W283946 NO VENDOR 860760 |5005 -48.59
Canton |12/06/2016 319] SEC CRED UPS 1ZCF657T1520 W283946 NO VENDOR 860760 |5601 -144.92
Canton |12/06/2016 319] SEC CRED UPS 1ZCGT3081520 W283946 NO VENDOR 860760 |5601 -144.92
Canton |12/06/2016 3191 SEC CRED UPS 294504LQKQ3 W283946 NO VENDOR 860760 |5601 -6.70
Canton |12/06/2016 3191 SEC CRED UPS 29550006125 W283946 NO VENDOR 860760 |5601 -6.70
Canton |12/06/2016 3191 UPS 1ZCF657T1520017210 W283946 NO VENDOR 860760 |5601 144.92
Canton |12/06/2016 3191 UPS 1ZCGT3081520006017 W283%46 NO VENDOR 860760 |5601 144.92
Canton |12/06/2016 319] UPS 294904LQKQ3 W283946 NO VENDOR 860760 |5601 6.70
Canton |12/06/2016 319] UPS 29590006125 W283946 NO VENDOR 860760 |5601 6.70
Canton |11/09/2016 3191 NATIONAL ASSOCIATION OF E W249161 NO VENDOR 860760 |5006 538.00
Canton |10/14/2016 304A SUNY PURCHASING ASSOCIATION 7001126 SUNY PURCHASING ASSOCIATION | 9132016 9132016 04821070 860760 | 5006 195.00
Charge Agency Name is equal to / is in Canton

and Transaction Category is equal to / is in Expenditure

and Fiscal Year is equal to / isin 16-17

and Object is equal to / is in OTPS

and Detailed Object is equal to / is in Contractual

and Account begins with 860760

and Originating Agency is equal to / is in Canton

Retumn - Analyze - Refresh - Print - Export - Create Bookmark Link

Click on Procurement Number or Requisition Number, takes you to PO Summary in pop-up window.

‘ Requisition Summary

l

*{ Document Information I

Requisiton -
Number: LLZHbM
Date Created: 11/21/2016 SR
Created By: BARNEL68 Lsst Updated: 11/21/2016
Total _ Updated By: BARNE16S
Encumbrance: $735.00

Document Status : SUNY Only
Voucher Amount: $735.00
Budget Requisition : N
NAEZD Membership Renswal Invoice #
300002491

*{ Item Information |

Comments:

Item Description Item Amt
NAEP membership dues, 2017 Invoics # 200002781 §735.00
*{ Account Information }
Account Information Fiscal Year Sub-Object Amount
86807600000 2018 550080 $735.00
‘{ Vendor Information
Vendor Name: NATIONAL ASSOCIATION OF EDUCATIONAL

Vendor Name Additional: PROCUREMENT
Vendor Address Line: 8840 STANFORD BLVD SUITE 2000

City: COLUMBIA
State: MD

Zip: 21045
Country: USA
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Click on Document Number: ¢
Business Intelligence

Campus 1[')raatf:achon "g;r;samun Transaction Desc \ mnt Vendor :rﬁn:r;ment ﬁi?::::'o" ‘(f‘:llt.‘:nd(ba Account | Subobject | Amount
Grand Total a 1,888.00
Canton |03/17/2017 304A SUNY PURCHASING ASSOCIATION 730 SUNY PURCHASING ASSOCIATION | 8429720 0 05325274 860760 |5003 210.00
Canton |03/17/2017 304A SUNY PURCHASING ASSOCIATION 731 SUNY PURCHASING ASSOCIATION | 8429719 8429719 05325274 860760 |5003 210.00
Canton [12/14/2016 304A NATIONAL ASSOCIATION OF 7001877 NATIONAL ASSOCIATION OF 112116M 112116M 3441012 860760 |5006 735.00
EDUCAT EDUCAT
Canton |12/06/2016 3191 MCAFEE INTEL SECURITY W283946 NO VENDOR 860760 |5005 48.59
Canton |12/06/2016 3191 SEC CRED MCAFEE INTEL SE W283946 NO VENDOR 860760 |5005 -48.59
Canton |12/06/2016 3191 SEC CRED UPS 1ZCF657T1520 W283946 NO VENDOR 860760 |5601 -144.92
Canton |12/06/2016 3191 SEC CRED UPS 1Z0GT3081520 W283946 NO VENDOR 860760 |5601 -144.92
Canton |12/06/2016 3191 SEC CRED UPS 294504LQKQ3 W283946 NO VENDOR 860760 |5601 -6.70
Canton |12/06/2016 3191 SEC CRED UPS 29550006125 W283946 NO VENDOR 860760 |5601 -6.70
Canton |12/06/2016 3191 UPS 1ZCF657T1520017210 W283946 NO VENDOR 860760 |5601 144.92
Canton |12/06/2016 3191 UPS 1ZCGT3081520006017 W283%46 NO VENDOR 860760 |5601 144.92
Canton |12/06/2016 319) UPS 294904LQKQ3 W283946 NO VENDOR 860760 |5601 6.70
Canton |12/06/2016 3191 UPS 29590006125 W283946 NO VENDOR 860760 |5601 6.70
Canton |11/09/2016 3191 NATIONAL ASSOCIATION OF E W249161 NO VENDOR 860760 |5006 538.00
Canton |10/14/2016 304A SUNY PURCHASING ASSOCIATION 7001126 SUNY PURCHASING ASSOCIATION | 9132016 9132016 04821070 860760 | 5006 195.00
Charge Agency Name is equal to / is in Canton

and Transaction Category is equal to / is in Expenditure

and Fiscal Year is equal to / isin 16-17

and Object is equal to / is in OTPS.

and Detailed Object is equal to / is in Contractual

and Account begins with 860760

and Originating Agency is equal to / is in Canton

Retumn - Analyze - Refresh - Print - Export - Create Bookmark Link

Get the Voucher Summary:

l Voucher Summary

l

~1 Document Information |

Voucher Number: 7001877 Document Stsius : Matched

Total Voucher Amount: $735.00 Payment Dste :12/15/2016

I :$7
tems Amount: $735.00 Voucher Crested Dste: 12/13/2016

Eunding A t: $73
unding Amount: $735.00 ‘Voucher Updated Date :12/13/2016

Invoice Amount: $735.00 Crested By: KEITH

Invoice Number(s): 300002791 Lsst Updated: 12/17/2016

NATIONAL ASSCTATION OF
Payee: Voucher Updsted Ey: ilizti
= EDUCATIONAL oucher Updat y: VoucherReconiliation

{ Payee Information |

NATIONAL ASSOCIATION OF
Payes Name:
EDUCATIONAL

Payee Name Additional: PROCUREMENT
T/ heck:
Payee Address Line: 3340 STANFORD BLVD SUITE Check: 3441012
Check Dste:12/13/2016
City: COLUMBIA
Check Amount: 735.0

State: MD

Zip: 21045

Country: USA

% Account Information i

\ Account # | Fiscal Year [ Sub Object [ Amount |
\ 8607600000 | 2016 | 550060 | 5735.00 |

{ Invoice Information I

[ Invoice # I Invoice Date [ Receipt Date ] MIR Date I Invoice Amount ‘
\ 200002791 | 111142018 | 121052016 | 121052018 | 573500 |
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To return to previous page, always click return, do not use “back” button on browser

neses,  Business Intelligence Advanced | Helpv | Signout O
N ork
d In As WALDRUFF-Canton v
Campus 1D-ate cton ‘Tc;nesactlon Transaction Desc Numbele L3 Vendor zﬁ?;f‘;m Number Account | Subobject | Amount
Grand Total 1,888.00
Canton |03/17/2017 304A SUNY PURCHASING ASSOCIATION | 7002730 ]SUNY PURCHASING ASSOCIAT] 8429720 05325274 860760 |5003 210.00
Canton |03/17/2017 304A SUNY PURCHASING ASSOCIATION 8429719 8429719 05325274 860760 |5003 210.00
Canton |12/14/2016 304A NATIONAL ASSOCIATION OF 112116M 112116M 3441012 860760 |5006
EDUCAT
Canton |12/06/2016 319] MCAFEE INTEL SECURITY 860760 |5005
Canton |12/06/2016 319] SEC CRED MCAFEE INTEL SE W283946 860760 |5005
Canton |12/06/2016 319) SEC CRED UPS 1ZCF657T1520 W283946 860760 |5601
Canton |12/06/2016 319) SEC CRED UPS 1ZCGT3081520 W283946 860760 |5601
Canton |12/06/2016 319) SEC CRED UPS 294904LQKQ3 NO VENDOR 860760 |5601
Canton |12/06/2016 319] SEC CRED UPS 29550006125 NO VENDOR 860760 |5601
Canton |12/06/2016 319) UPS 1ZCF657T1520017210 NO VENDOR 860760 |5601
Canton |12/06/2016 319) UPS 1ZCGT3081520006017 W283946 NO VENDOR 860760 |5601
Canton |12/06/2016 319) UPS 294904LQKQ3 W283946 NO VENDOR 860760 |5601
Canton |12/06/2016 319] UPS 295900061 W283946 NO VENDOR 860760 |5601
Canton |11/05/2016 319) W249161 NO VENDOR 860760 |5006
Canton |10/14/2016 304A Sul 7001126 SUNY PURCHASING ASSOCIATION | 9132016 9132016 04521070 860760 |5006 195.00
Charge Agency Name is equal to / is in Canton
and Transaction Category is equal to / is in Expenditure
and Fiscal Year is equal to / is in 16-17
and Object is equal to / is in OTPS.
and Detailed Object is equal to / is in Contractual
and Account begins with 860760
and Originating Agency is equal to / is in Canton
Return - Analyze - Refresh - Print - Export - Create Bookmark Link
Charge Type: N
(=] Account Summary \
\Account |A:count Local Desc [Cost Center \Account Managef]
|860760 [PURCHASING  [28-436366-1R-16 |
Analyze - Refresh - Print - Export
Select View: | Summary by Detailed Object vV
Charge Agency |Fiscal . - . ting Allocation Pending Expenditure Pending Encumbrance Pending Available %
Name Year (Qhleck Detalied Object Ag: Total Allocation Total i Total Encumbrance Balance Used
Grand Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton Total 98,062.00 0.00| 104,206.66 1,319.32 0.00 143.58 -7,607.56| 107.8
Canton 16-17  |PSR Non- PSR Non-Instructional |Canton 95,712.00 0.00 89,513.97 0.00 0.00 143.58 6,054.45| 93.7 Q
Instructional
PSR Unassigned Canton .00 0.00 550.61 0.00 0.00 0.00 -550.61 °
PSR Non-Instructional Total 95,712. 0.00 90,064.58 0.00 0.00 143.58 5,503.84) 94.2
TS Non- Other TS Non- Canton 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 o
Instructional Instructional
TS N i Total 0.00 00 11,517.86 0.00 0.00 0.00| -11,517.86
QOTPS Supplies Canton 200.00 A -496.90 327.32 0.00 0.00 369.58| -84.8 0
Travel Canton 1,000.00 0.00 938.47 0.00 0.00 0.00 61.53| 93.8 Q
Contractual Canton 500.00 0.00 00200, 0.00 0.00 -2,380.00| 576.0 o
Document Detail
OTPS Total 1,700.00 0.00 2,3 Charge Type 0.00 0.00]  -1,948.89| 214.6
Recharges Postage Recharge Canton 50.00 0.00 Ooo oo 0.00 0.00 50.00 0.0 o
Central Dup & Print Canton 500.00 0.00 13.00 0.00 0.00 0.00 487.00 26 o
Recharge
Automotive Recharge |Canton 100.00 0.00 281.65 0.00 0.00 0.00 -181.65| 2817 °
h Total 650.00 0.00 294.65 0.00 0.00 0.00 355.35| 45.3
Account begins with 860760
and Fiscal Year is equal to 16-17 v

Business Intelligence d | Helpv | signouwt O

A t Summary v oards New - Signed In As WALDRUFF-Canton v

Charge Type Campus | Amount

Journal Voucher - Charge Canton 538.00
Standard Voucher - Purchase Order |Canton | 1,350.00
Grand Total 1,888.00

Charge Agency Name is equal to / is in Canton
and Transaction Category is equal to / is in Expenditure
and Fiscal Year is equal to / is in 16-17
and Object is equal to / is in OTPS
and Detailed Object is equal to / is in Contractual
and Account begins with 860760
and Originating Agency is equal to / is in Canton
Return - Analyze - Refresh - Print - Export - Create Bookmark Link
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Click on blue clickable number:’

signout O
WALDRUFF-Canton
14
Charge Type Campus |Amount
Journal Voucher - Charge Canton iy nnl . -
Standard Voucher - Purchase Order |Canton | 1,34 468 Expenditure Detail Records
Grand Total 1,888.00]
Charge Agency Name is equal to / is in Canton

and Transaction Category is equal to / is in Expenditure
and Fiscal Year is equal to / is in 16-17

and Object is equal to / is in OTPS

and Detailed Object is equal to / is in Contractual

and Account begins with 860760

and Originating Agency is equal to / is in Canton
Return - Analyze - Refresh - Print - Export - Create Bookmark Link

Results: can drill down on Document Number & Procurement Number from here as well:

signout O

Signed In As WALDRUFF-Canton +

Campus |Transaction Date |Transaction Code | Check Number [Do Number |Vendor rement Number | Transaction Desc |Account [Subobject [Amount
Grand Total 1,350.00
Canton |03/17/2017 304A 05325274 7002730 SUNY PURCHASING ASSOCIATION 8429720 SUNY PURCHASING ASSOCIATION 860760 |5003 210.00
Canton |03/17/2017 304A 05325274 7002731 SUNY PURCHASING ASSOCIATION 8429719 SUNY PURCHASING ASSOCIATION 860760 |5003 210.00
Canton |12/14/2016 304A 3441012 7001877 NATIONAL ASSOCIATION OF EDUCAT |112116M NATIONAL ASSOCIATION OF EDUCAT |860760 |5006 735.00
Canton |10/14/2016 304A 04921070 7001126 SUNY PURCHASING ASSOCIATION  |9132016 SUNY PURCHASING ASSOCIATION  |860760 |5006 195.00
Charge Agency Name is equal to / is in Canton
and Transaction Category is equal to / is in Expenditure
and Fiscal Year is equal to / is in 16-17
and Object is equal to / is in OTPS
and Detailed Object is equal to / is in Contractual
and Charge Type is equal to / is in Standard Voucher - Purchase Order
and Account begins with 860760
and Originating Agency is equal to / is in Canton
Return - Analyze - Refresh - Print - Export - Create Bookmark Link
To save information, you can use print
(= Account Summary
int \Account Local Desc \Cost Center \Account Manager |
|PURCHASING | 28-436366-1R-15 |
Analyze -Refresh - Print - Export
View: | Summary by Major Object Vv
| |
1 Charge Agency Name} Fiscal Year ‘ Major Object ‘ Originating Agency |Allocation Total |Pendiffl Allocation | Expenditure Total | Pending i Encumbrance Total | Pending Encumbrance | Available Balance | % Used
Grand Total 98,062.00 ‘ 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton Total 98,062.00 ‘ 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton 16-17 PSR Canton 95,712.00 0.00 90,064.58 0.00 0.00 143.58 5,503.84 94.2 0
TS Canton 0.00 0 11,517.86 0.00 0.00 0.00 -11,517.86 °
I QOTPS Canton 2,350.00 0.0 2,624.22 1,319.32 0.00 0.00 -1,593.54| 167.8 °
Account begins with 860760
and Fiscal Year is equal to 16-17
and ("Cost Center Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier”."Sub Fund Group™ IN ('Res Hall Repair Cash', 'Capital Projects Bonded', '‘Comm. Projects Fund')) or ("Charge Agency"."Campus”™ =
"Construction Fund’)
Analyze -Refresh -
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Or Export: &
(= Account Summary
\Account lAccaunt Local Desc lC/ast Center \Account Manager
|850760 |PURCHASING  |28-436366-1R-16
Analyze -Refresh - Print - Export
Select View: | Summary by Major Object vV
Charge Agency Name[FiscaI Year[Major Object[f‘ iginating Agen tion Total |Pending Allocation i Total |Pending i Encumbrance Total | Pending Encumbrance | Available Balance | % Used
Grand Total 062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56| 107.8
Canton Total 9 .00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56| 107.8
Canton 16-17 PSR Canton 95,71, 0.00 90,064.58 0.00 0.00 143.58 5,503.84 94.2 o
TS Canton 0.00 \ 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 [+
QOTPS Canton 2,350.00 2,624.22 1,319.32 0.00 0.00 -1,593.54| 167.8 °
Account begins with 860760
and Fiscal Year is equal to 16-17
and ("Cost Center Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier”."Sub Fund Group™ IN ('Res Hall Rehab Cash', 'Capital Projects Bonded', ‘Comm. Projects Fund')) or ("Charge Agency”."Campus™ =
"Construction Fund’)
Analyze -Refresh - Print -

[~ poF

[ Excel >

Powerpoint >

(@] web Archive (.mht)

[ pata >

Several option exist for export including PDF, Excel (2003 or 2007), Powerpoint (2003 or 2007), data
(includes CSV, Tab Delimited, or XML). If you would like to keep all formating, use Excel, if you want
data only, use CSV format:

Excel download:

Home  Insert  Page Layout Formulas Data Review  View  QuickBooks Q Tell me.. Waldruff, Terry ,O+ Share
: - o= General  ~| [fZ Conditional Formatting~  &=Insert ~ X ~ 37~
‘?{’ Arial -8 TAA T - %‘ ek [ 9 f
; B $ - 9% » [EPFormatasTable~ EX Delete ~ - O~
aste S I - - 5 oy
¢ BIU- - O-4 <o 0 (2 Cell Styles ~ [ Format- &~
Clipboard & Font I Alignment % Number & Styles Cells Editing ~
- Py ABC
Hd B D o-c-8B R T Y BEBE-T V O
K14 v fe v
A B C D E F G H 1 J K L M N
1 Charge Agency Name ]Vear [MaiorDbiect]OviginalingAgenoy Allocation Total| Pending Allocation it Total |Pending it Total | Pending Encumbrance | Balance % Used 1
2 |Grand Total 98.062.00 0.00 104.206.66 1.319.32 0.00 143.58 -7.607.56| 107.8
3 |Canton Total 98.062.00 0.00 104.206.66 1.319.32 0.00 143.58 -7.607.56| 107.8
4 |Canton 1617 PSR Canton 95,712.00 0.00 90,064.58 0.00 0.00 14358 550384 942/
5 TS Canton 0.00, 0.00 11517.86 0.00 0.00 0.00) -11517.86
6 OTPS Canton 2350.00 0.00, 2624.22 1319.32 000/ 0.00) 159354 1673
7 Account begins with 860760
8 and Fiscal Yelarisequalto15-17
9
10
11 Page1 AN2017 10:04
12
13
14
15
16
17
18
19
20
21 |
22 v
e
Finance Summary Detail by Objec ©) « ] »

Ready H Ml ———3F—+ 80%

CSV is data only, none of the above formatting
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What if you only have one account and don’t want to have to go through the

steps every time to access your account: once you've displayed your account the way you
want to see it, click on box in right hand corner next to question mark:

Business Intelligence

Home | ( Favor
| introduction \ Account Summary (. Multple Accounts Summary | Payroll Search | Open PO's | Actual Alloc/Exp/Enc | Pening Alloc/Exp/Enc | Al
== [4] " Printable PDF S, print ,
[@] " Printable HTML Export to Excel N

Refresh
Account begins with[860760 v Fiscal Year 1677 ]l @

Create Bookmark Link
Create Prompted Link
=] Repe Apply Saved Customization > T
Save Current Customization...
Edit Saved Customizations...
Clear My Customization

%

Campus | - ¥l Cost Center Month Desc |- Sub Fund Group

[«

Reporting Level 1 | — ¥/ Reporting Level 2 | —5¢

¥l Reporting Level 3 | -

v

Reporting Level 4 | -5

(= Account Summary
‘Account Iﬁc:ount Local Desc ‘Cnst Center ‘Ancount Manager‘
|850760 |PURCHASING  [28-436366-1R-16 |
Analyze -Refresh - Print - Export
Select View: | Summary by Major Object Vv
|
Charge Agency Name[Fiscal Yeaf|Major Object[l‘ iginating Agency | Allocation Total |Pending Allocation i Total | Pending dit Encumbrance Total | Pending Encumbrance | Available Balance | % Used
Grand Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton 16-17 PSR Canton 95,712.00 0.00 90,064.58 0.00 0.00 143.58 5,503.84 94.2 o
15 Canton 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 o
I QOTPS Canton 2,350.00 0.00 2,624.22 1,319.32 0.00 0.00 -1,593.54| 167.8 o
Account begins with 860760
and Fiscal Year is equal to 16-17
and ("Cost Center Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier”."Sub Fund Group™ IN (‘Res Hall Rehab and Repair Cash', ‘Capital Projects Bonded', ‘Comm. Projects Fund')) or ("Charge Agency”."Campus™ =
"Construction Fund’)
Analyze - Refresh - Print - Export

Choose “Save Current Customization”

e [£] Printable PDF &, Print >
(@] Printable HTML % Export to Excel >
Refresh
Account begins with([860760 v| Fiscalvear 1617 vl
E I Create Bookmark Link
Campus | - ¥ Cost Center Month Desc |- Value-- 2/ Sub Fund Group |- = S
Reporting Level 1

>/ Reporting Level 2 e~ >l Reporting Level 3 >l| Reporting Level 4 Apply Saved Customization » -

Save Current Customization... |,
Edit Saved Customizations...
Clear My Customization

(= Account Summary
lA:oount [kcount Local Desc [Cost Center ]Account Manager\
|850760 |PURCHASING | 28-436366-1R-16 |
Analyze -Refresh - Print - Export
Select View: | Summary by Major Object Vv
| |
Charge Agency Name |Fiscal Year |Major Object | Originating Agency |Allocation Total [Pending Allocation diture Total | Pending di Encumbrance Total | Pending Encumbrance | Available Balance | % Used
Grand Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton Total 98,062.00 0.00 104,206.66 1,319.32 0.00 143.58 -7,607.56 107.8
Canton 16-17 PSR Canton 95,712.00 0.00 90,064.58 0.00 0.00 143.58 5,503.84 94.2 Q
TS Canton 0.00 0.00 11,517.86 0.00 0.00 0.00 -11,517.86 o
I QOTPS Canton 2,350.00 0.00 2,624.22 1,319.32 0.00 0.00 -1,593.54| 167.8 o
Account begins with 860760
and Fiscal Year is equal to 16-17
and ("Cost Center Time"."Cost Center Year 4" >= 2008) or ("Fund Identifier”."Sub Fund Group™ IN (‘Res Hall Rehab and Repair Cash', ‘Capital Projects Bonded', ‘Comm. Projects Fund')) or ("Charge Agency”."Campus™ =
"Construction Fund’)
Analyze - Refresh - Print - Export
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Name your customization in popup window and click “OK”

A v ®
Account Summary K
Introduction © Account Summary Multiple Acco der All Alloc/Exp/En S
Selections
Account Summary
| Save Cul [x
Name {My Test Account| x|
ct a locati| Save for @ Me re |Encumbrance Total | Pending Encumbrance | Availa % Used
Grand Total 98, Others [[SetParmEsions 2 0.00 143.58 -7,607.56 107.8
Canton Total 98, 2 0.00 143.58 -7,607.56 107.8
Canto 6-17 PSR Canto [ Make this my default for this page 3 5,503.84 94.2
15 Canton Help 0K | Cancel -11,517.86 J
vith 860760
and 6-17
and nter Year 4" >= 2 Fund 'Sub Fund Group" I as und Campus™ =

To open new customized page, go to account summary dashboard, click on customization toolbar
Then click on Apply Saved Customization / your customized dashboard|

Help v

Business Intelligence
WALDRUFF-C

Account Summary Home
Introduction  Account Summary ' Multiple Accounts Summary | Payroll Search | Open PO's | Actual Alloc/Exp/Enc | Pe
| Jerocucaon | & Print >
5] i | Export to Excel >
Refresh
Account begins with|000000 ¥/ Fiscal Year |~ |5} w Create Bookmark Link
ate In|
Campus | —Select Value- >l Cost Center Month Desc [ e ¥/ Sub Fund Group | —5¢ = Create Prompted Link
Reporting Level 1 | -5 olue-—- =] ct Value— %] Reporting Level 3 |—-Se =] Reporting Level Banking Apply Saved Customization >
My Test Account(default) Save Current Customization...
Pell Edit Saved Customizations...
Clear My Customization
=] Account Summary
® No Results

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

Account begins with 000000
Analyze - Refresh

Your customized report will appear.

Other selections on selection box in Account Summary:

g =
Account begins with| 860760 @/  Fiscal Year [16-17 Ad
Campus |5 t Value ¥l Cost Center Month Desc |~ it Value-- ¥l Sub Fund Group =
Reporting Level 1 |- Value—- ¥l| Reporting Level 2 | - ¥ Reporting Level 3 |- v =] Reporting Level 5 | —Select Value— =
_Apply || Resetv |
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1) Fiscal Year — multiple years can be selected at the same time

Business Intelligence

Account Summary
| Introduction " Account Summary |- Multiple Accounts Summary | Payroll Search | Open PO's | Actual

= Selections =
Account begins with 860760 o] Fiscal Vear 11515161617 |v
v Cost Cent: oef U 1 bl Sub Fund Group| ~Select Value v
112
Reporting Level 1[—Selec Value~ (3] Reporting Lef "7 =] Reporting Level 3[~-Select Value— 3] Reporting Level 4[-Select Value-- (3] Reporting Level 5 [-Select Valve— (3]
Aoply || Reset~
1214
7 1415
@ 1518
5 Account Summary °
@ 1617
1718 -
Berer unt [ Account Local Dasc|Cost Canter | Account Manager
BE0760 [PURCHASING [26-436366-1R-14
26-436366-1R-15
2e: -1R-16
Anaivze -Refresh -print -Export
Select View: Summary by Major Objsct ¥

Charge Agency Name [Fiscal Year [Major Object [Originating Agency |Allocation Total [Panding Allocation [Expenditure Total [Pending Expenditure [Encumbrance Total [Pending Encumbrance |Available Balance [ Used!
Grand Total 288,015.00 0.00| 294,159.70 183.50 0.00] 143.58 -6,471.78 102.2
Canton Total 1 288,015.00 0.00| 294,159.70 183.50 0.00 143.58 -6,471.78 102.2
(Canton 115 [psR Canton 85,434.00 0.00 88,433.50 0.00 0.00 0.00 00 100/ @
s Canton 255300 0.00 3,000.00 0.00 0.00 0.00 “Loo[ 1009/ @)
oTes Canton 444100 0.00 444085 0.00] 0.00 0.00( 03| w000/
15-16 PSR Canton 87,597.00 0.00' 0.00 0.00 0.00/ 0.03| 100.0 o
i3 Canton 2,863.00 0.00 0.00 0.00 0.00 0% 1000[Q
oTPs Canton 3,613.00 0.00( 0.00 0.00 0.00( oz 100 @
1617 [psR Canton 95,712.00 0.00 0.00 0.00 14358 sso3es %2 Q
s Canton I 0.00 0.00 0.00 0.00 0.00| -11517.86 I [+)
OTPS Canton 2,350.00 0.00. 2,624.22 183.50 0.00 0.00 -457.72| 119.5 o
Account begins with 860760
and Fiscal Year is equal to 14-15, 15-16, 16-17
o ‘and ("Cost Center Time".'Cost Center Year 4 >= 2008) or ("Fund Identifier"."Sub Fund Group" IN (Res Hall Rehab and Repair Cash', ‘Capital Projects Bonded!, ‘Comm. Projects Fund!)) or (*Charge Agency”.'Campus” =
'Gonstruction Fund)

2) Campus will always be Canton so can be left blank
3) Cost Center Month Desc - can choose a month end during the year to get a point-in-time snap
shot for account
4) Sub Fund Group - can choose all accounts under a specific funding source (depends on your
access)
e Revenue Offset Fund — state operating accounts (prior to 2012, State Purpose Regular should
be used)
e General IFR —state IFR accounts
e SUTRA —Summer accounts
e Dormitory Operations — Res Hall accounts
¢ Dormitory Sponsored — Res Hall IFR accounts

DUSINESS Inemnyernce

Catalog

Dashboards v

——— - - =
_Introduction = Account Summary ' Reporting Structure =0
|l Selections
Account begins with 860720 ®| Fiscal Year (Blank for CF) 11-12 =
Campus | -Select Value ®|| Cost Center Month Desc —>€/ect Vae ™ Sub Fund Group | State Purpose Regu ¥/

Reporting Level 1| ~Select Valve— ¥l Reporting Level 2| ~Select Vale— ¥ Reporting Level 3| [CJ State Purpose Regular ol |¥| Reporting Level 5| —Select Valie—  |=| | Apply
{VERevenue Offset Fund =
[7] General IFR
[[] SUTRA
(=] Account Summary [”] Stabilization Fund

[”] Dormitory Operations
[”] Dormitory Sponsored
Account [Account L [ Hospital Operations 2
Search...
860720 |FINANCE & rormrsrrorrrror
Analyze -Refresh -Print -Export

Select View: Summary by Detailed Object ~

14 Updated 7/3/2017



Bl Dashboards

15

5) Reporting Level 1 - can choose all accounts under a specific Vice President (depends on your

access)

SUNY ) D™
Account Summary

Business Intelligence

Al D

Introduction AmnuntSummary\(\MI‘i)leAmmS\mlnay j Payroll Search jOpulPO's j Actual Alloc/Exp/Enc j Pending Alloc/Exp/Enc | All Alloc/Exp/Enc

[EJ Selections
Account begins with|{000000 ¥\ Fiscal Year [16-17 ]
Campus | —5¢ ™| Cost Center Month Desc |- Sub Fund Group | —5¢
Reporting Level 1 evel 2 |- ¥|| Reporting Level 3 | - ¥/ Reporting Level 4 | ¥ Reporting Level 5
[JNuLL
- A
[] President
[] P for Academic Affairs
[] VP for Admin Services
=] Account Summa| [] Student Affairs
@ [[] P for Advancement / Alumni
No Results | 1, wige Accounts v
The specifieq [ ] Capitol Projects la. This is often caused by applying filters and/or selections that are too restrictive or that contain incorrect values. Please check your
Analysis FiltdSearch... rently being applied are shown below.

6) Reporting Level 2 — can choose all accounts under a specific Director, AVP, or Dean (depends
on your access)

Business Intelligence

H

Fav

Introduction AocountSummary\(\wmﬁnm j Payroll Search jOmeO's jkmdllodEprEl: j Pending Alloc/Exp/Enc j Al Alloc/Exp/Enc

Teal
Account begins with000000 vl Fiscalvear 1617 |l
Campus | —5& Y| Cost Center Month Desc L Sub Fund Group | —5& =l
Reporting Level 1 | —-Select Value ¥)| Reporting Level 2 | -—Select Value: ¥ Reporting Level 3 ¥| Reporting Level 4 | —Select Value ¥l Reporting Level 5
["] Diversity A
[[] VP for Academic Affairs
[[] School Bus & Liberal Arts
e [[] School of Engineer Tech
[[] Science, Health, CJ
® [[] Institutional Research
No Results )
[] Office of the Registrar v
The specified criteria didn't result in any data. Thi{_[_] Academic Susned. and/or selections that are too restrictive or that contain incorrect values. Please check your
Analysis Filters and try again. The filters currentlysearch... |

7) Reporting Level 3 — can choose all accounts under a specific Department (depends on your

access)

Business Intelligence
Introduction Aomuntﬁlmmary\‘\mﬁ)lemmsum j Payroll Search ] Open PO's j Actual Alloc/Exp/Enc j PemlthlodBmlEnc\{ All Alloc/Exp/Enc =
E |
Account begins \vvthL Fiscal Year L
Campus | —~Select Value: >l| Cost Center Month Desc [ alue-- @) Sub Fund Group |- A4
Reporting Level 1 ¥| Reporting Level 2 ¥/ Reporting Level 3 ¥ Reporting Level 5 | —5&
["] Diversity A
[[] VP for Academic Affairs
[[] Enroliment Initiatives
[[] Training & D
(=] Account Summary O ip Infstives
| H P
® No Results [[] Honors Program
[ Facuity Senate v
The specified criteria didn't result in any data. This is often caused by applying filters ar|_[ ] goces. e or that contain incorrect values. Please check your
Analysis Filters and try again. The filters currently being applied are shown below. More/Search... |
|

8) Reporting Level 4 & Reporting Level 5 - are currently not utilized
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To utilize reporting level alone (no account), you can pull all accounts together in one report (summarize
all accounts together). Account number must be blank so remove all zeros from account # or the query
will not run. Choose the department under Reporting Level 3, you would like to see, then click “apply”

SUNY ) iy Business Intelligence Al v D O
Account Summary ALDR anto
| Introduction © Account Summary |- Muitiple Accounts Summary | Payroll Search | Open PO's | Actual | Pending Alloc/Exp/Enc | All Alloc/Exp/Enc 520
[T Sefecti |
Account begins with| —Select Value— v/ Fiscal Year 1415wl
Campus | —Sele - ¥l| Cost Center Month Desc | e @) Sub Fund Group | —

Reporting Level 1 ¥l Reporting Level 2 | -Select Value—- || Reporting Level 3 | - —Select Value— | Reporting Level 5
|:’ Law Enforcement Leadership A
[[]Homeland Security
[[] Dental Hygiene
[] Dental Hygiene BT
(=] Account Summary P )
@Blulogy
@ No Results [ Chemistry

[] Sports Management v

The specified criteria didn't result in any data. This is often caused by applying filters ar| [ Heaih 2 Fitneee i e or that contain incorrect values. Please check your

Analysis Filters and try again. The filters currently being applied are shown below. More/Search... |

Shows all accounts associated with department, summarizes IFR accounts separately and summarizes all
expenditures, all®&¢ation, etc together:
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| Intotuction  Account Summery Aczounts Payrall Sesrch | Open PO's | | penging ] =Q
— N A
R e a—
Campus =l co8 oth Desc [Soect Valbe— Jw)  Sub Fund Group [—Seiect Vaive- 3]
Reporting Level 1 | ~Seiect Valus IMgoorting Level 2 [ —Seiect Vaive [=]| Reporting Level 3 [Siokegy =] Reporting Level 4| et Vot x| Reporting Level 5[5 =
. N /A
= Account Summary . N y A
N Account | Account Local Desc [Cost Center | Account Mansger|
630040-02 [BIOLOGY |26-436366-1R-24 | |
910040-02 |EIOLOGY LAS FEE |28-436366-0R-14 | |
Snshyze - Refresh - Print - Bxpart
[Fizcal Yaar |Baginning Cash Ssiance (+) | Prior Yr Dis (=) |Pries ¥r () |Agjusted Beg Cash [Revenue (=) [Fring= 2 0/4 ) it ) |Enging Cash Selance (=)| | (-) Fringe & O/H & nces () |Cazh Bal lexs Encumbr (=)
[1415 3,831.38 0.00 0.00] 3831.38]  7.145.00] 1,024.61 7,082.47| 288830 | 0.00] 0.00] 2,889.30
Azzessments |Rate Total
O/H| 560%| 40125 000 40:25
Fringe Benefis |56.86% 0.00 coo| om
Maintensnce O/F | 8.70% |  623.36 000| e2336
Grand Totsl | 1,024.61 0.00(1,024.61
Select View:
Charge Agency Name Fizcal Year [Major Object| ing Agency |Alozation ing iture Total [Pending Expenditure [Encumbrance Totsl [Pending vilatle Belence [% Uzed
Grand Total 412,894.00 000/  412,890.18 0.00 0.00 0.00 3.82| 100.0
Canton Total 412,894.00 0.00|  412,850.18 0.00 0.00 0.00 3.82| 100.0
Canton 415 R Canton 34,125.00 0.00 343,12454 0.00 0.00 0.00 035 1000
s Canton 46,443.00 0.00 4644292 0.00 0.00 000 008 1003(Q
oTrs Canton 17.326.00 0.00 17324 0.00 0.00 0.00 358 100 Q)
Fiscal Yesr is equel to 14-15
#nd Reparting Level 3 iz =quel to Biology
and (*Cost Canter Time""Cost Carter Yesr 4° >= 2008) or ("Fund Identifie”"Sub Fund Group” IN (‘Res Hell Rehed and Repsi Czen, ‘Capital Projects Bonded!, Comm. Projects Fund) or ("Charge Agency”"Campus” = ‘Construction Fund)
inshyze - Refresh - Print - Bxpart
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Account can be added to the summarized display by clicking on the header. Click on “Include column”
for the Account column to be added.

= Account Summary

Account | Account Local Desc [Cost Center | Account Mansger|
630040-02 |EIOLOGY 28-435366-1R-14 |

910040-02 | SIOLOGY LAS FEE |28-436366-0R-14 | |

[Rate
ive O/H | 5.60% 401.25° 0.00]
Fringe Benefls 56.86% 0.00 0.00 .00
Maintenance O/H | 8.70% |  623.36
Grand Total | 1,024.61

Select View:
Yone [Minine Tnirininati Thiests = Belence [ Uzed
B0 sot Column 7 12,894.00 0.00 0.00 3.82| 100.0
R O X YY1 0.00 0.00 382 100.0
>
Koo Only $43,125.00 0.00 0.00] 0.5[ 1000/ Q)
Remzve >
" Shaw Subtatsl > |46.443.00 0.00 4644292 0.00 0.00 0.00 oos| 200
Show Rowlevel Grand Total > |47 3 0.00 1732242 0.00 0.00 0.00] 35 100 Q
Shew Column level Grand Total >
Fiscal Yeor is equel to 14-1§  *oled8 selumn
nd Repartiog Level Sz e ) L0025l > Aeczunt
#nd ("Cost Center Time' "Cost G2 10% Colmn Account Local Desc 2ntt Repsic Castt, Capisl “Coemm. ("Charge Agency’“Campus” = ‘Canstrustion Fund)
Mave Column > Object
Object Sort
Detailed Otject Sort
Detailed Otject
Sub Fund Graup
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The Account Summary for IFRs

This Dashboard attempts to recreate the cash balance IFR pages in SMRT, although visually it is very
different. Output is horizontal instead of vertical as in SMRT. This is a limitation of Bl and cannot be

changed.

troduction * Account Summary ' Reporting Structure

Account begins with 90076045

Campus | ~Select Value- I¥)| cost Center Month Desc

Reporting Level 1 | ~Select Value— %! Reporting Level 2 | —-Se/

= Account Summary

Fiscal Year (Blank for CF) 14-15

Sub Fund Group | -

Reporting Level 3 | -Se

Reporting Level 5 | —Se!

Beginning Cash Balance |Prior Yr Disbursements  |Prior Yr Encumbrances
(+) (€] )

Adjusted Beg ‘Reveﬂue ‘Fﬂnge &OH
ash ) I Q

[Account _|Account Local Desc [costcenter |
|900760-45 | MARKETING INITIATIVES IFR |28-321210-0R-14
Analyze -Refresh -Print -Export

Expenditures Fnumg Cash Balance
(©] =)

Encumbrances [ange &OM

Cash Bal less Encumbr
(=)

Q (€]
252,012.86| 42,741.23 0.00  209,271.63] 143,000.00] 0.00]  128,357.05 223,914,583 109,589.96 0.00 114,324.62
Analyze -Refresh -Print -Export
Aflessments  |Rate | Expenditure [Encumbrance [Total
Frllge Benefits  |56.86% 0.00 0.00{0.00
|adinistrative OMH | 0.00% 0.00 0.00{0.00
Mahtenance OH 0.00 0.00/0.00
Ei ind Total 0.00 0.00/0.00
Analyze -Refresh -Print -Export
Select View: Summary by Major Object v
|charge Campus [Major Object [origina cy |Allocation Tol Total [Pending Total [Pending iable Balance |% Used
|Grand Total 360,260.00|  121,300.92 7,056.13 99,646.09 9,943.87|  122,312.99| 66.05
|New Paltz Total 360,260.08|  121,300.92 7,056.13 99,646.09 9,943.87| 12231299 66.05
New Paltz oS Neydfoltz 360,260, 121,300.92 7,056.13 99,64.09 9,943.87 12231299 66.05| Q)
y A .
Year is equal to 14-15
a t begins with 900760-45
SMRT output
28210 SUNY NEW PALTZ - IF] Year to Blate Cash Balance
900760 45 MARKETING INITIA’ Fiscal Year 14 -15
Description Cash Pending Available YTD
Beginning Cash Balance $252,012.86
Prior Yr Disb/Exp 4274123
Prior Yr Encumbered 0.00
Adjusted Beg Cash 209.271.63
Revenue
YTD Program Revenue 143,000.00
YTD Revenue Transfers 0.00
Total Revenue 143,000.00
Gross Cash Available 352,271.63
Affected By:
Fringe Benefits ( 56.86%) 0.00 0.00
Administrative O/H ( 0.00%) 0.00 0.00
Maint O/H ( 0.00%) 0.00 0.00
Net Available for Operations 0.00 352,271.63
Current Year: Allocation | Encumbered [ Total Committed | Balance |
PSR 0.00 0.00 0.00 0.00
TS 0.00 0.00 0.00 0.00
OTPS 360.260.00 109.589.96 237.947.01 122,312.99
Total 360,260.00 128,357.05 109,589.96 237,947.01 122,312.99
Ending Cash Balance $223,914.58 $- 109,589.96 $114,324.62
IFR Reserve Accounts:
910740 - 00 Equipment Replacement and Repair 0.00
910741 - 00 Facility Renovation and Rehab 0.00
910742 - 00 Budget Stabilization 0.00

There are timing differences between Bl and SMRT, typically there is a day or two lag between SMRT
and Bl. Again, it’s a system limitation at the time. We are no longer able to view accounts in Real Time.
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As you begin to use Business Intelligence, if you notice issues or problems with the data, please contact
Office of Procurement & Travel Services, so System can be notified and corrective action can take place.

Tips & Tricks:

Browser/Error Resolution

- Firefox is the desired browser

- If Bl stops working due to inactivity, hit F5 to refresh or click the clockwise circular arrow at the top
of the screen

- If you are experiencing problems, clear your browser cache before you do anything else

Editing

- Click Return to get back to the previous page after you have drilled down. Don't use the back button

- Always use the 6 digit Account Number unless want to view a specific Sub Account, then enter 6 +
2 digits in format 999999-99

- It is not necessary to populate every parameter before clicking on Apply

- Hit Tab after entering or blanking out Account Number. This will populate the Fiscal Year and
Campus fields for choices if necessary

- When drilling to details, you can drag a column (when getting crosshairs on top of column) to the
top and create a section or pivot table

- You can save Prompt values by clicking on the 3-line icon to the left of the question mark and click
Save Current Customization

- Click on the up/down arrow at the end of a list to return all rows

Exporting

- If you experience problems exporting to Excel 2007, export to Excel 2003
- When exporting, if you want values to populate on all rows then export to CSV not Excel

- You can export or print all sections of a dashboard page by clicking on the 3-line icon to the left of
the question mark and clicking Print or Export
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