Financial Data Store (FDS) Reports Training Guide

This Training Guide details how to navigate the Business Intelligence (Bl) Launch Pad in order to access
FDS reports. The Bl Launch Pad has a tile interface with easy access to On Demand reports, Consolidated
Operating Budget (COB) Analytics reports, Favorites and Recent Documents.

Navigating the BI Launch Pad

To access FDS, go to my.columbia.edu, click the ARC tab, and then click on the Go to FDS icon.
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Navigating Report Folders
1. Click the Folders tile.

Folders
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The Folders screen appears.
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2. Navigate by expanding Public Folders and the ARC folder. Select the subfolder containing your desired report.
3. Click the desired report Title to Enter Values for parameters and run the report.
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Running Reports

Running FDS On Demand Reports

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

L
Crystal Reports 2020
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The FDS On Demand Reports page appears.
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FDS On Demand Reports ~
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Fiscal Year (Required)
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AGENC - Other Agencies

AMERI - American Assembly

COCIN - Columbia Ophthalmology Cor
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Select a Folder/Report from the respective dropdowns for the report you want to run. The Parameters Page appear.
Enter the Required parameters, indicated with red labels, and any optional parameters you desire.
Scroll to the bottom of the Page Parameters and click the Run Report button.
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Running Reports

Running COB Analytics

1. Click the COB Analytics tile. (You can also navigate to the Folders tile > Public Folders > Cob Analytics folder.)

COB Analytics
Dec 20, 2018 4:46 PM
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The COB Analytics folder appears with the list of report Titles you can run.
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w COB Drivers of Change - I...
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2. Click thereport Title you want to run. The Prompts window appears.

Search

¥ Fiscal Year (1)
2019

Dept. Tree - Node (Down to L5 - Sector
Rollup)
Please select at least one value

Dept. Tree - Specific Department

All values)

<

Include MOT Ledgers (1
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K
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&

Cancel

3. Use the pane on the left to navigate to different prompt category sections and enter desired parameters. Required
prompts will be indicated with a note to “Please select at least one value.” You cannot run the report until you complete

required prompts.
4. Click Run.

See the section on Web Intelligence (Webi) Features for more details on viewing COB Analytics.
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Running Reports

Scheduling a Report and Viewing Instances (for those with report scheduling access)

1. Click the Actions button for the report you want to schedule and click Schedule.

View

Properties
Copy Opendoc Link

dule )
Mobile Properties

History
Categories
Mark As Favorite

Details

The Schedule page appears.
$ @y S Schedule + a €° @ @

Schedule

General ~ | | Report Features

Instance Title

Title*

Trial Balance by Account Detail

Destinations
Delivery Destinations

Selected Delivery Destinations

Default Enterprise Location

2. Complete the Schedule fields.

e The General tab contains sections that define a schedule, like the schedule’s Destinations, Recurrence, Events, and
Notifications.

e The Report Features tab contains sections for the report values Prompts, Formats, and Print Settings.
3. Click the Schedule button at the bottom of the page.
4. Click the Instances tile on the Home screen to view your Schedule Instances and their status.

Instances

B

You can filter the Schedule Instance page by date, object type, or name. You can also switch between the list view
and a calendar view.

Schedule Instances
Instace Time Status: Type
11.06.2020 - 12.06.2020 B [elsuen® Ffied® | J
Success
7] Partial Success [ |
7] Failed B &
Instances (2) Pamiing
Title Type Recurring Instance Time. Scheduled By Subscription
22_Charting » Web Eoued Jun 12,2020 4:46 ...  Administrator
22_Charting » Web Expired Jun 12,2020 4:46 ... Administrator
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BI Launch Pad Features

Navigating to Open Documents

Click the Currently Open Documents dropdown at the top of the screen to switch between documents you have previously
run (in the same session) or reports you are currently running.

Bl Launch Pad[]

Currently Open Documents
COB Trend Comparison & ® >

Trial Balance hy Account Detail ® ?

Creating Favorite Tiles

1. Navigate to a Folder or Report that you want to make a Favorite.

2. Click the Actions button for the report you want to make a Favorite and click Mark as Favorite.

View

Properties

Copy Opendoc Link
Schedule

Mobile Properties
History

Categories

Mark As Favorite I

Netaile

The Tile for the Folder or Report will appear in alphabetic order under the Favorites section on the Home page.

Favorites
Bank Account COB Analytics FDS On Demand
Reconciliation Aug 28, 2020 10:37 AM Reports
Sep 20, 2022 4:29 PM Sep 28, 2022 4:23 AM

* - *

Crystal Reports 2020 Folder Crystal Reports 2020
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BI Launch Pad Features

Creating Categories and Categorizing Folders and Reports
1. Click the Categories tile to create a Category to help organize Folders and Reports.

The Categories Page appears and lists your previous Categories and any items you categorized.
PR T — Categorles - Q e @ °

Categories Selected Category

v Ed Personal Categories R e @ L il = |

Finance Training Reperts

Title Favorit ites. Type Description Last Updated
@ Training
s oy

Testing Categories. Oct 3, 2022 12:33 PM

Categories

Finance Training Reports
Trair

[

ning Category for Training  Sep 20, 2022 429 PM  o00

2. Click the Create Category + button. The Create Category window appears.

Create Category

Preview

3. Enter a Category Name and Description and click Save.
To Categorize a Folder or Report:
1. Navigate to a Folder or Report that you want to categorize.

2. Click the Actions button for the report you want to categorize and click Categories.

View

Properties

Copy Opendoc Link
Schedule

Mobile Properties

History

[Categories|

Mark As Favorite

Nataile

The Assign to Category window appears.

Assign to Category

~ Personal Categories

~/| Finance Training Reports

Training

3. Select the Check Box for the desired Category or Categories. Navigate to the Categories page to view.
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BI Launch Pad Features

Web Intelligence (Webi) Features
COB Analytics reports utilize Web Intelligence (Webi) to run and display information. Webi comes with features to help
you navigate, display, filter, and analyze your data.

Use the Export button to export Use the Query button to change Use the Filter button to display and  Display Settings allow you to Show Main Panel to view
your report to Excel, PDF, HTMLor  Prompt Values after running your set filter values. Freeze Header, Fold/Unfold Rows, report properties.
other formats. report. and run in Presentation Mode (full
\ screen). Tosale between Readi
: oggle between Reading or
File Quel Anal Displa
Use the Reset o . e — Design (for Webi
button to reset v 5 2L e ¥ 2 8" &8 O (] 7T Reading ™~ Developers) mode.
all controls and s
remove filtering @ Prompts B Include Internal Transfers Freeze Header & 1st Column Drill Filters Drill Filters are available
. . S Prompts Mo on No filter ‘
when in Reading when you activate the
mode. COB Line Dir. Expense Category Transfers Filter button.
COB Trend Comparison - COB Line
Use Tabs to navigate Use the Vanishing Toolbar
to doecuments in the - at the bottom of the page
report. GoTo 1 of1 @ 2 8 4 | to navigate the report
when in Reading mode.
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