OBI Financial Reporting > Quick Start Guide

Running a Report
Follow these steps to run and view predefined financial reports in OBI.
1. Go to http://bi.stanford.edu and log in using your SUNet ID and password.

2. Go to the "Dashboards" menu and select the appropriate dashboard, for example, the “Payroll
and Labor Management" report dashboard under the Finance business function.

T

LI New > | B Open ~ | Signed In As R

Most Recent(Payroll and Labor Management - Summary)

My Dashboard
= Authority
Autharity
=] Finance
Payroll and Labor Managementl

3. If there are multiple tabs on the dashboard, select a report category from the tabs.

Payroll and Labor Management

Home Summany Acruzl Pay Labor Schedule Scheduled v Actusl Timecard Lezve

4. Complete one or more report criteria using the prompts.

| Selection Criteria - Use this section to define the group you would like to analyze
Prompts marked with an asterisk * are mandatory. If Apply button is greyed out, it indicates that one or more mandatory fields are blank.

ale x| Employee ID |52 e~ x| *=Timecard Punch Start Date 06/15/2013 )
- Employee Name |--5&2 — = *Timecard Punch End Date 07/15/2013 %

aile x| Apply | Reset

- =] Project Mumber |5
e- |l Task Number |-
Sle—- =l Award Number [

School VP Budget Unit | -5

Organization |-

Organization Perspective | =

e Note the information about mandatory fields and other guidelines above the prompts.

e For best accuracy and system performance, use the Search feature in the drop-down
menus, especially for an Organization code, since the “Organization” field requires a
combination of Org code and name.

e Apply will search based on the information entered in the fields.

e The Reset button provides a drop-down menu with three options: going back to last
applied values, default values, or clearing all.

5. Click Apply. The report(s) will run.
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Interactive Features

Reports have several interactive features that allow you to modify how data is displayed and drill
down to more data.

\ﬁﬂ Actual Pay
Actual Pay for Pay Period between 09/15/2011 and 09/30/2011
Time run: 8132013 2:19:40 PM
Select from rganization Perspective Work Assignment Org » Time Period Type Pay Period End Date + Subtotal by Earnings Type -
view menus See Actuals By Employee - Pivot Table view Click on any
to modify. blue hyperlink
h?w data is J Click a column title to reverse the to drill down
displayed. sorting order, or move the cursor just 8/15/2011 to more data.
Employee Name Assignment Work Assignment Projd above the title, and drag the column to /u
Mumber Org ;ﬂn] .
a new position.
o 05144423 ~0 ARAAABC 1024 $3,625.00 £3,625.00| %7,250.00
1070201 [100.121 [CABIE  |OTH-Other Comp $50.00 $50.00
Total $3,675.00  $3,625.00| $7,300.00
Total $3,675.00 $3,625.00| $7,300.00
Pitt, Brad 05230801~0 AAAAARC 1025909 1 AABMNM SAL-Salary £3,168.50 £2,583.55| $5,752.05
SOV-5alary On Vacation SOV $534.95| $584.95
VCR-Vacation Salary Credit VCR -5534.95| -$584.95

By right clicking a column or a prompt, you have several options to reconfigure a report by
sorting, excluding, including, or moving a column. You can even move a column to the view area
and create a custom prompt.

| scheduled Labor Expenditures and Actual
Scheduled Labor Expenditures and Actual 1
Time run: 8/13/2013 5:06:38 PM Dragand drop a
( sward [AAGEA ] column to create a
- - AW
2 Right click over prompt.
P sort Column !Jf: Earnings Amount
Project Wi the prumpt to Irask rowardl “xpenditure T — Actual Scheduled
of display several Excluds calumn e
1111111 |RS - . - t AALAL (51525 Schedule Distribution | $2,528.66 |$2,528.66
Include column »
op‘tlons, InCIUdlng s e 1 AAMAA|51525 Schedule Distribution £2,528.66 [§2,528.66
moving the column & Move Column i AnAAA[51525 Schedule Distribution | $2,362.50 |$2,362.50
back ETENTERYY 1 AALAA|51525 Schedule Distribution §2,362.50 [§2,362.50
L ) ) 55555565|9/15/2011 1 AABAL (51515 Schedule Distribution | $5,962,20 |$5,962.20
9/30f2011 1 AALAA (51515 Schedule Distribution $5,962.20 (§5,962.20
Joke, Aingelina 5566655 9/15/2011 1 AARAL[51515 Schedule Distribution | $5,120.50 |§5,120.50
9/30/2011 1 51515 Schedule Distribution | §5,120.50 |$5,120.50
51555 Schedule Distribution -
$2,363.31 -
] m | 3

| Actual Pay
The Subtotal by view prompt allows

Actual Pay for Pay Period be . .
ua’ Fay for Fay "en multiple table configurations.

Time run: 8/14/2013 3:48:59 PM

Organization Perspective Work Assignment Org E| Time Period Type Fay Period End Date Subtotal by PayGroup
Earnings Type
See Actuals By |Employee - Pivot Table view [ | Earnings Categor

Classified Indicator |

Expenditure Type

Employee Name Assignment Number |\Work Assignment Org |Project | Task Award |PayGroup af15/20 Award Type

Joke, Angelina 11111111~0 AAAAARC 11111111 ALAAA |EX 1-Exempt Salaried | $3,625.00 | £3,625.00 |$7,250.00
g 1111111100, 121 |AAARA [EX1-Exempt Salaried | $50.00 $50.00
Total %3,675.00 |%$3,625.00 |$7,300.00
Total $3,675.00 | $3,625.00 |$7,300.00
Pitt Brad 11111111~0 AMAAABC (11111111 |aaas4 |EX1-Exempt Salaried | $3,168.50| $2,533.55|$5,752.05
' [1111111] |aaa88 | Ex1-Exempt Salaried $584.95| $584.95
Total %3,168.50 |$3,168.50 |$6,337.00
Total $3,168.50 | $3,168.50 |$6,337.00
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Printing and Exporting

Printing and exporting can be done for an individual report, an entire page, or an entire
dashboard. For an individual report, use the Print or Export options below the report.

Total
Wark Assignment Org |Earnings Type Code |9/15/2011 9/30/2011
Annn ARC BDS §282.23 $282.23
BYS £525.45 £525.46
FLX £50.00 £50.00 $100.00
VR -£2,334.17| -£5,131.04| -%$8,965.21
VS £2,334.17| £5,131.04| £8965.21
WEL £200.00 £200.00
ALAAARC £105,297.96 |$105,047.96 |$210,345.92
Grand Total £105,297.96 |$105,047.96 |$210,345.92
. Refresh -Print -Export
Use this Print or (4] poF '
Export menu for an Excel N
individual report. ' =
P Powerpoint r
Refresh Web Archive (.mht)
.
t Labor Schedules D Data g

For a page or dashboard, use the Page Options menu.

STANFORD UNIVERSITY BIUAT
Payroll and Labor Hanagement

#| Advenced Adminstaton Hep -

Huzmaz SamiTay il Pary Labor Scheshuls = @
Organasten Perspectve Wk lesgmerd Org =] spaed bumber = l._{'.m L B
[38] Expurt Current Page | 3 Exewt b vl v i
= Actual Pay Overview EYre—— T -
Actual Pay Overview for Pay Penod between 097012011 and 0930/ 2011 : B ki o reing ook 1
Time nur 852013 T 544TPM | Creste Bockmark Lnk |
Organizabion Perspective ok Assgrment Ong = | Sublodal By Esrmwgs Type Code [ | Time Period Type Pavwmw:__cif:‘:ﬁ_ﬁf_ﬁ'-_'f ________ |
I Saved
Show Data As Pt Table [=] {. vl e
a : Sarve Curment Cushomization 1
|t Saved Customantons 1
Vebrk Assigrment Crg [Earmings Type Code |9/15@001 aoojain | "o | ey Customaznon ; 1
AAAA BB BOS. $BL13 N 2020 memcsssssssssee—
B $E25.4 | $5XSAE
- e L
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Customization and Saving Settings

You can save report settings (search criteria, views, and column sorting and position) by using the
Customization menu available from the Page Options menu.

LSTAN FORD UNIVERSITY BIUAT e | =] | advaced Admnmiraton Hep - Sgrie 1O
Payroll and Laber Managrment b v D
Hizma Summany Aol Pay Labar Schadule Schadulad v Aimaal Tirnescard Leave =
Organization Peripsctivs WOrk AsSgrrera O =] Award humber = &S rme v =
- Save report settings asa B pert o e |
Actusl Fry Customization and then reuse them. | G Reffesh
ctual Pay Owerview Tor Pay Period between 09/01 /2011 and 09730/ 2011 [ e Tio g ook
Tz ron: BS0LY 334042 PH b Bexlsnark: Link
Organization Perspective ok Assgreent Org | = | Subliokal By Esrrings Type Code | » | Time Period Type Fay Create Prompled Link

Summary Fecort Customizaionidefut) | Apoly Saved Customization »
Swvt Currgi! CLabomenten. .,

Wicrk Assigrvmiet Ovg Emriegs Type Code /157001 [Waoymons | /050 Clear My Cutromzanon I
Ol T BCS §232.23 $283.37
=l ilmdan UV R L R

You can use your account link to specify the Starting Page you see when you log into OBl PLM
reports.

STANFORD UNIVERSITY BIUAT Search [ Use your sccount link to set
- rarrT— . your default Starting Page.
Home  Sumeary  Acssl Pwy | Lsbor Scheduls | Scheduled v Acsl  Timsmcad  Leswe

Organicaton Bermpectve Wik Aasrrmet Ong = award barber = _’1&}_: et -

= ctual Pay Derview

Actual Pay Oreerview for Pay Period bebweeen 00,/01 2001 and 0% 730/ 2011
Tiersit Furic BR01Y J5a43 P8 s

| My Accounk @m|
| Ve ID= rosendo

| Desgiry Marve: Rosends E Ganzser

|

| Prelerences BI Publisher Prefererces DCrelivery b Risles and Catslog Groups DCregate Lisers

|

: Suwrmng Page My Dadhbesrd [

I Locals (ocaton) | Default - Enghsh - Lrited States =]

1

1 Usesr Interface Language  Defaclt - Engleh 3

: Time Tone  Default - Unknown Tire Tore [w]

: Analyss Editer | SEart on Rlesuins b when edtng Analyss (v |

1 Arresshilty Hade On & off

1

1

1

|

1

i

Loeeeey RAFIATIATT R = = = = = = === TR FIESAYE R0 T T T T T ey

Grand Total SIOSIF 5 §105,047,96 §210,345.92
Befresh -Priot - St
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OBI Financial Reporting Quick Start Guide
Using Help
There are four help options in OBI financial reporting.

1. Click the Help link in your browser to be taken to the FINGATE OBI Financial Reporting web site
which contains several help resources.

STANFORD UNIVERSITY BIUAT Gearch | Al [=l | Adverced Admindtabicn Hep - Sign Out
Payroll and Lab<sr Hanagement a Ly A
Homa Summary Acnsal Pary Labor Schadule Schaduled w Actual Timecard Leave =3

= Help ™
T rein

define the greup you weuld ke 1o anshyee.

Use this link to go to the
Fingate OBl Financial
reporting web site,

are mandatory. If Apply button & greyed out, it indicates that one or more mandatory ficids
are blank.

spectve OR Progect, Tesk or dward o see the resifs

Dear My Se
St B Budcpn® Lim? o Proamst Murmber ¥ ® Fewt Pay Pered Erd Date 090120110 Iil;'.\
Orgarirabon RsA-ERL i T MarnbeeT = Last Pay Perod Erad Date 090303011 :ﬁ
O pamzaton Perapective WOk Assormesnt Ong ﬂ Avvard Murmber b _'“.‘il'_l —“ml =

2. You can rollover items to view context-specific help text.

Payroll and Labor Management Rollover help text is available arites rds E riew ~ BS Open » | Signed In As Rosendo E Gonzalez ~ |
Home Summary Actual Pay Labar ﬁhathle on many items. Jve = @

*~ Help | = Selection Criteria - Use this sectic' __ = — =
This tab provides labor schedule summary and detail information, as well as relevant

Criteria marked with an . details about the related employees. It provides laber schedule information for
Towvew = management to see which employees labor schedules are complete, and if the

7 Hel e B '
¢ Help School/VP Budgsr Unit | -S2c Vale schedules are not complete, it highlights the project/task/award attributes that may
HELPSU Organization RAAA-Sdhodl o cause a problem.

Crganization Perspective |Work Assignment Org =l Award Number |-Select Valie— =]

3. Use the HELPSU link to launch the HelpSU site to file a help ticket.

STANFORD UNIVERSITY BIUAT Gearch | Al =l 4| Adverced Adminivation Hep - SignSut 1O

-] Favornited «

Sgyreed s Al Resendo E Gonsales -

Payroll and Lab<sr Hanagement L =
Hosmaz Summany Acosal Pary Labor Schedule Schaduled v Aol Timecard Leave = |3

= Help = e e define the group you would ke (o analyre.

Use this link to file T A
an HelpsU ticket. risk * are mandatory. If Apply button & greyed out, it indicates that one or more mandatory fiekds

are blank.

HELPRY
Plesse select either Orpanizaion Code and Penpectve OR Project, Tesk or dward o see e renifs
o7l I Dewr My 5e
St Bl Budepn® Lim? Joud | Proamst Murmber ¥ ® Fewt Pay Peresd B Date 090112011 Iil;'.\ o
Oegarirabon RsL-ERA i Tk Mk ®| = Last Pay Pered End Date 097302011 -e;'.\

OF panmzaton Perapectne WOk Assormesnt Ong 2| sward Hurmber xi _Apgly | Reset- |
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OBI Financial Reporting Quick Start Guide

4. Oracle documentation about general OBI functionality

1] Advarced  Admsrestabon  Help = S-ﬂ"Dul.Gi

a|

STANFORD UNIVERSITY BIUAT Search | Al

Payroll and Labor Hansgement
Home Surarany Aectusl Pary Labor Schedule Schadubed v Acual Timsacaed Leawe

ouendo £ Gonraler -

b Oracle OBl decumentation is
available through this link.

e Ilrb_ “‘."-;iq.'ll.-ﬂlu.-l:rk!rh- ﬁ;hmﬁ-hk;hwwprwwﬂ.hb;nﬁ!!:

Oracled) Busdness Inteligence Enterprise Edition Help
11g Release 1 {11.1.1)

Dashboard page
Ml Use o dashibonrd page tn view Bind navigate & dashboard,
For more information, see:
= “Vihak Ase Dashboards?®

= "Opening and Using Dashboards™

Components

|| Page Tabs
ol Ui thee tabs scross the top of the vieser 1o sebect the dashbosnd page bo view snd nmdgate,

| Toomar
8] Thie toolar contbies the Page Opthns buttes, which diapliys e Tolkwing options:

s Edit Dashboard — Use this button to display the “Dashboard builder®, where you modify the
deshboard, & you have the approprists permissions.

$200.00 mnn
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