Columbia University Finance Training

Training Guide: FDS On-Demand Reporting

The FDS (Financial Data Store) On Demand Reports interface is Columbia’s custom interface for running FDS
reports. The interface provides a number of features such as retained parameter values, visual feedback on required
fields and the ability to launch multiple reports in parallel which enhance reporting productivity and usability.
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Accessing FDS

From the My Columbia page, click on the ARC link, then click on the Go to FDS icon:

COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK Q

MY.COLUMBIA e

Faculty and Staff Enterprise Reporting ER Testing~  FinSys

Home Welcome to the ARC Portal

Welcome to the ARC Portal

This is your point of access to Accounting and Repeorting at Columbia (ARC) as well as the Financial Data Store (FDS).
Please refer to Resources for tools, forms, training and additional help.
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Budget Tool

Business Intelligence LaunchPad appears.
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The Business Intelligence (BI) LaunchPad

Use the Tabs to quickly move to
different sections of the Home page
instead of using the scroll bar.

Use the Currently Open
Documents dropdown to switch
between open documents

You can create Categories and
designate Categories to reports in
order to organize them as
desired.

et Bl Launch Pad

avorites  Recent Documents  Recently Run np,lh(..'mnn:\]
Use the Folders tile to access

Use the Documents tile to
view a comprehensive list of
all the reports for which you

have access.

Use the Bl Inbox tile to access

folders that contain and

81 Inbax

Folders Categories Documents Instances Recycle Bin

organize all the reports for
which you have access.

554
You can add tiles for your
frequently used Folders and

Favoites
Reports to Favorites for quick
access. Cob Analytics and FDS :OBANIT% ;Eri‘,:,' Demand
on Demand Reports are s
automatically included E .
* *

Recent Documents contain
tiles for the Documents and
Reports that you recently ran.

Recent Documents.

FDS On Demand Chantfisid Summary  Trial Bakance by FDS On Demand

Reports Stal Reports
. . . * &
Wiew Al Recent Documents
Recently Run will contain tiles
for documents of Scheduled Recently Run

Instances that have recently
run.

o flems are currently avadabie, You will see the ecenily run documents here,

Running FDS On Demand Reports

the documents and alerts you
have received from other
users.

Use the Instances tile to view a
list of all the Scheduled

Instances and status of the
reports you scheduled.

1. Click the FDS On Demand Reports tile. (You can also navigate to the Folders tile > Public Folders > FDS On

Demand Reports folder > FDS On Demand Reports.)

FDS On Demand
Reports
Sep 28, 2022 4:23 AM

*
* Crystal Rtpnn:)-Z-DZD
The FDS On Demand Reports page appears.
FDS Folder/Report Selection: Department Summary Statement

Select a report..,
Bank Account Reconciliation
Chartfield Detail Statement

Chartfield Detail Statement - Printable
Accounting Chartfield Summary Statement
Chartfield Transaction Stat=ment

ChartField Statements/

F—

epartment Sum

[=] Chartfield Transaction Statement - Printable
COSTAR Summary Statement
BU/Fund Business Unit (Requirsd) Department Summan: Se=rament
Initiative Summary Statement
L1 - Columbis U Consolidatad - Select=d| Open GL Transactions
AGENC - Other Agencies il Project Summary Statement
AMERI - American Assembly |ﬂ Recharge Center Report
COCIN - Calumbia Ophthalmalagy Segment Summary Statement

COLUM - Columbia University
CPMCF - CPMC Fund

CUCIP - Center for International Pr

CUELI - Celumbiz Consol Eliminati -
CUHCI - Celumbia University Heall

Site Summary

CUPRE - Columbia University Pres: ™ [ Remove J[ Removean |
Department/Site Department
Select 2 Department node [=1] Selectad Department(s) =
oo+ Spesiie Departmnt ) :
[ Remove ][ Removean |

Data Options

[ Include MOT Ledger

Run Report

2. Select a Folder/Report from the respective dropdowns for the report you want to run.

Reset Page Parameters

m

The Parameters Page appear.
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3. Enter the Required parameters, indicated with red labels, and any optional parameters you desire.

4. Toaselect a Business Unit or Fund, select a value from the right-side list and click the arrow to move the value
to the left-side Select list.

Business Unit (Required)

L1 - Celumbia U Consclidated - Selected Business Unit(s)
AGENC - Other Agencies

AMERI - American Assembly

CQOCIN - Columbia Ophthalmology Cor

COLUM - Celumbia University |
CPMCF - CPMC Fund
CTDOC - Columbia Dctrs of Connectict

CUCIP - Center for Internaticnal Progr -
CUELI - Columbia Consol Elimination E
CUHCI - Columbia University Healthca ¥ [ Remove I Remove Al ]

To enter a specific Department, Site, Segment or Initiative, etc., enter the value in the bottom of right-side list
and click the lower arrow button to move the value to the left-side Selected list.

Department
Select a Department node ~ Selected Department(s) -
F S
-
I Enter a specific Department I -
Remaove l Remove All ]

5. Scroll to the bottom of the Page Parameters and click the Run Report button.

B Fommummn FDS On Demand Reports v Q Weo @ °

QO

\&%\é\‘_k._]lon [ 100% v [ [

Enter a specific Initiative v Enter a specific Segment

Remove [ Removean Remove | Removeau

Function

L1 - ALL FUNCTIONS Selected Function(s)

L2 - NON_OPS_ACTIVITY

L2 - TOTAL_EXP_AND_USES

L2 - TOTAL_REV_AND_SUPPT

L3 - BELOW_THE_LINE_REV

L3 - DIRECT_EXPENSES

L3 - DIRECT_REV_AND_SUPPT

L3 - INDIRECT_SOURCES -
L3 - INDIRECT_USES

L3 - NET_ASSET_RELEASE Remove I Remove All
Formatting Options Include Sublotals

Run Report

Once a report has been initiated, you can navigate back to the Home page and run additional reports without waiting
for the first report to return.

To switch between multiple report documents that you have previously run or currently running, click the Currently
Open Documents dropdown at the top of the screen.

Bl Launch Pad[~]
Currently Open Documents
COB Trend Comparison i ® >

Trial Balance by Account Detail ® 2
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Retained Parameter Values

Once a report has been run, the parameters used on that report will be retained for subsequent report runs, both when
switching between reports, as well as between log-in sessions. *

The retained values will be highlighted in green when another report is selected.

Reset Page Parameters

FDS Folder/Report Selection:  [Eriai ) |l crartfieid Summary Statement |

Selected FDS Folder/Report: ChartField Statements/Chartfield Summary Statement

Time Perlod Fiscal Year (Required) Accounting Period (Rogquined)
2015 ~0 [i2une ;l‘

BU/Fund Business Unit (Requirec) Fund

L1 - Columbia U Consolidated L1 - Columbia U Consolidated . =l
AGENC - Other Agencies
AMERI - Assembly

COCIN - Ophthalmelogy Consul

COLUM - Columbia versity >

CPMCF - CPMC Funy

CUCIP - Centes Inf gr
CUELI - Colum Cons

CUMCI - Columbia althea
CUPRE - Columbiz University Press Remove Remove All
Department/Site Department Site
Select a Department node =l 441102 Select a Site node =l Selected Site(s)
, <= -

Enter a specific Department 4 Enter a specific Site
Remove Remove All Remove Remove All

Note: Due to variations in report parameter requirements, some parameters are not able to be retained. This
functionality is achieved through the use of browser cookies. If you clear your cookies between browser sessions, the
parameters will be reset.

Reset Page Parameters

To reset all retained values on the current page, click the Reset Page Parameters button:

Exporting a Report

Once a report has run successfully, it can be exported to a number of file formats. The most commonly used formats
are PDF and Microsoft Excel.

To export the report
1. Click the Export [ icon in the toolbar in the report viewing window.

00- 82 [E]|nebas | -0
(2) < Previous Accounting Period [Chartfield Detail Statement]
& CoLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Export X
Report
Run ID
Busine| File Format:
Fund(s
Depart [ Crystal Reports (ReT) | |
s Crystal Reports (RPT
[hak page [¥] Crystal Reports (R9)
Segme PDF
el Microsoft Excel (XLSX)
Functi
Microsoft Excel (XLS)
Microsoft Excel - Data Only (XLSX)
Microsoft Excel - Data Only (XLS)
Microsoft Word (RTF)
[E— Microsoft Word - Editable (RTF) —
e Rich Text Format (RTF)
01 - General Unrestri Separated Values (CSV) emester Split
01 - General Unrestr KL agres
01 - General L icteu runo WUDUU = STMUOT T ee!

2. Select the desired File Format in the dialog box that pops up

3. Click the Export - ®%°% | button,

Note: The Microsoft Excel (XLSX) is the preferred format for exporting to Excel. The Microsoft Excel (XLS) format
supports a maximum of 65,536 rows on a single worksheet.
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Exporting to Excel Corruption Issue Workaround

You may encounter an issue when exporting to Excel where you receive a corruption message and cannot open your
downloaded Excel file.

Microsoft Exce X

| The file is corrupt and cannot be opened.
[A5)

oK

When you click a link within the report to view a related detail report and then navigate back to the original report, a
bread crumb of open reports appears in the upper left corner of the FDS window. If you attempt to export the original
report to Excel without taking the action below, the corruption will occur.

File - | O O-H&‘H.ﬁ‘ [ f1[10f1 |+ [100%

:rh | Chartfield Summary Statementf> (] Detail

In order to export the original report to Excel without the corruption issue, click the breadcrumb link to the original
report from the upper left corner of the FDS window. The report will now export to Excel normally.

Advanced Topics:
Searching for values within a report

1. Click onthe Find % icon on the left side of the report. The Find panel appears.
2. Enter the specific value you are searching for and press Enter or click the Find icon in the Find panel.
3. Click on any of the returned results to navigate to the corresponding page in the report.

Bl launch pad Trial Balance by Account Detail | =

#1 10f1+ |* 100% |*

S44900ISTUDENTS-CASUAL (FT) 5213104  ENG COMS Research GGO01708 |~
54410  STUDENTS-CASUAL (FT) 5213104  ENG COMS Research GGO01708 |
4 ResulsFoundyy | | 54410 STUDENTS-CASUAL (FT) 5213104  ENG COMS Research GG001708 |
) 54410 STUDENTS-CASUAL (FT) 5213104  ENG COMS Research GG001708 |
54410 |‘ 59010 FRINGE BENEFIT CHARGE 5213104  ENG COMS Research GG001708 |
Page 1 50010 FRINGE BENEFIT CHARGE 5213104  ENG COMS Research GG001708 |
3:;61? | | 59010 FRINGE BENEFIT CHARGE 5213104  ENG COMS Research GG001708 |
59010 FRINGF BENFFIT CHARGE 5213104 ENG COMS R GGOO1708 1

Re-running a report with different parameters

You can re-run a report with different parameters by returning to the FDS On Demand Reports interface, update the
parameters, and re-run the report. Or, within the report you have run, you can use the Prompt Panel to update the
parameters.

1. Click on the Prompt @ icon on the left side of the report. The Prompt Panel appears.

2. Change the parameters as needed *

3. Click on the Apply button at the top of the Prompt Panel.
|

Bl launch pad Trial Balance by Account Detail +
e | QO || S| &|(Dvi)101+ |=]100% |+
i - 2
S &2 COLUMBIA UNIVERSITY
(1) a4 IN THE CITY OF NIW YORK
DTL:COLUM
From Account *Requi... m,
Account must be 5 nu... Report ID: GL_RPT1011.1
50000 Run ID: mc4003
Business Unit(s): COLUM - Columbia University
To Account *Required ., From Account: 50000 To Account: 59999
(2)| Account must be 5 nu... = Fund: ALL
59999 Department(s): ALL
Project(s): GG001708 - FA8650-10-C-7024
Fund o ) Activity(s): ALL
Initiative(s): ALL
Segment(s): ALL
Site: ALL
L T Fancoie AL |
For specific departme.. =
BU Fund Account  Account Description Dept Department Description Prc
Department Rollup ‘% '+ CoLUM 20 50020 ASSOC PROF (TENURED) 5213104  ENG COMS Research GG
CoLum 20 50020 ASSOC PROF (TENURED) 5213104 ENG COMS Research GG
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Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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