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[bookmark: _Toc266871573][bookmark: _Toc279498453]Chapter 1—Getting Started
[bookmark: _Toc266871576][bookmark: _Toc260153700][bookmark: _Toc279498454]Activity 1: Log into the Warehouse
1.	The CSU Portal is the site that will provide campus access to system wide applications and information. Inform users when CSU Portal will be available.
[bookmark: _GoBack]2.	Follow your instructor’s directions to access the Finance Data Warehouse training environment. 
3.	Login with your username and password as provided by your instructor.
4.	Click on Login.
[bookmark: _Toc260153701]Bookmark the Data Warehouse Homepage (Optional)
1.	From your browser add a bookmark to the data warehouse.
2.	Add it to your favorites for this training session.

[bookmark: _Toc266871577][bookmark: _Toc279498455]Chapter 2—Introduction to the Dashboards
[bookmark: _Toc260153702][bookmark: _Toc266871579][bookmark: _Toc279498456]Activity 2A: Move through the Dashboards
1.	Switch back and forth between Manage My Budget and Operations. Notice that there are unique pages (tabs) in each dashboard.
2.	Click on Manage My Budget.
3.	Click on the pages (tabs) within Manage My Budget.
4.	Go to the Home page and move to dashboard pages via the Report Index.
5.	Return to the Manage My Budget Home page.
[bookmark: _Toc266871581][bookmark: _Toc279498457]Activity 2B: Set Dashboard Defaults
1.	Go the Manage My Budget Home page.
2.	Select the following values: 
	Primary business unit
	SOCMP – Sonoma State University

	Primary budget
	Actuals Ledger

	Budget scenario
	Blank


3.	Click Go to execute your selection.
Save your Settings as Default
1.	Click the Page Options button.
2.	Click Save Current Selections followed by For Me . . . By default the name of the selection will include some of the prompt values.
3.	Choose Make this my default for this page.
[image: ]
4.	Click OK. These settings are saved as your dashboard defaults.
[bookmark: _Toc266871584][bookmark: _Toc279498458]Chapter 3— Introduction to Running Reports
[bookmark: _Toc279498459]Activity 3A: Running a Sample Report
In this activity, you will use learn how to run a sample report from the Department page.  
1.	Go to the Department page.
[bookmark: SectionElements]2.	Click on Revenue and Expense Summary by Department, Fund, and Account (3 Columns ).
3.	Click ‘…’ next to Department.  Using the Match field, do a “contains” search on CMS. Double click on 3120 – Common Mgmt Systems (CMS) and click OK.
Set the following report filters for the other fields:
	Page
	Department

	Page Prompts:
  Fiscal Year = 2009
  Period (as of) = 5
  Fund = S0100
  Department = 3120 – Common
    Mgmt Systems (CMS)
	[image: ]


4.	Click Go and confirm the report results:
[image: ]


[bookmark: _Toc279498460]Activity 3B: Changing Column Selectors
1.	Using the report from Activity 3A, change Column 1, Column 2, and Column 3 as follows
[image: ]
2.	Click Go and note the difference in the layout of the report:[image: C:\Users\fergusoe\Desktop\5.png]

3.	Change the Report View to Standard and click Go.  Note the difference in the report:
[image: ]


[bookmark: _Toc279498461]Activity 3C: Using Multiple Departments
1.	Using the report from Activity 3B, use the Matching Field for Department to add 3108 - IT Web Services to the Department list.
2.	After running the report using both CMS and Web Services, notice the option to select between each of the Departments from the Dept Fdescr column selectors
[image: ]
3.	Note that the report output is automatically updated when selecting between the Dept Fdescr

[bookmark: _Toc266871591][bookmark: _Toc279498462]Chapter 4— Running Multi Department Reports
[bookmark: _Toc279498463]Activity 4A: Using the Fund Page with Multiple Departments
1.	Go to the Fund page.
2.	Click on Revenue and Expense Summary by Fund (3 Columns).
3.	Create a report with the following report filters:
	Page
	Department

	Page Prompts:
  Fiscal Year = 2009
  Period (as of) = 5
  Fund = SO100
  Department = 3120 – Common
    Mgmt Systems (CMS),
    3108 - IT Web Services
	[image: ]



4.	Click Go and verify the output:

[image: ]

5.	Note that the report contains both departments.
[bookmark: _Toc279498464]Activity 4B: Updating the Output
1.	Rerun the report from Activity 4A with the following column selectors:
[image: ]

2.	Verify the output:
[image: ]

[bookmark: _Toc279498465]Chapter 5— Running Multi Fund Reports
[bookmark: _Toc279498466]Activity 5A: First Steps of a More Complex Report
1.	Go to the Department page.
2.	Click on Revenue and Expense Summary by Department, Fund, and Account (3 Columns ).
3.	Create a report with the following report filters:
	Page
	Department

	Page Prompts:
  Fiscal Year = 2009
  Period (as of) = 5
  Fund = RDD01
  Department = 4000 – University
    Wide
	



4.	Use the following column selectors:
[image: ]
5.	Verify the output:
[image: ]









[bookmark: _Toc279498467]Activity 5B: Using Multiple Funds
1.	Using the report from Activity 5A, add fund RAA34 and rerun the report.
2.	Note that both funds are visible on the report.  Verify the output:
[image: ]

3.	Rerun the report using the following column selectors:

[image: ]

4.	Note how the output combines the Funds such that they’re both included in the same Revenues and Expenditures sections.
[image: ]


















[bookmark: _Toc279498468]Activity 5C: Using More Funds
1.	Using the report from Activity 5B, rerun the report after adding the following funds to the report filters:
	RDD01, RAA34, QZ024, NT014
2.	Note that all four funds are reflected in the output.  An easy way to verify this is by change the first column selector to Fund Fdescr
[image: ]














[bookmark: _Toc279498469]Chapter 6— Working with Tables and Drills
[bookmark: _Toc266871594][bookmark: _Toc279498470]Activity 6A: Drilling Down
	Page
	Department

	Page Prompts:
  Fiscal Year = 2009
  Period (as of) = 5
  Fund = RDD01
  Department = 4000 University
    Wide
	


	Column Selectors 3:
  Column 1 = Fund Fdescr
  Column 2 = Acct Cat Fdescr
  Column 3 = Acct Fdescr
	



1.	Go to the Department page and set your page up indicated above.
2.	Drill down on Student Union Fee Waiver
[image: ]

Verify the drill down results:
[image: ]

3.	At the bottom of the screen use the icons to move forward and back through the returns results.
[image: ]
4.	Click on Actuals Amt to sort by this column in ascending order.
[image: ]
5.	Click on Actuals Amt again to sort in descending order.
6.	Return to the original report by clicking Return in the bottom left corner.
	
	Clicking the Back button on your browser may cause problems so clicking the Return link is the best option.


[bookmark: _Toc266871595][bookmark: _Toc279498471]Activity 6B: Drilling with Multiple Funds
1.	Using the report from Activity 6A, add fund RAA34 to the report filter.
2.	Rerun the report using the following column selectors:
[image: ]
3.	Verify the report output and drill on the Tot Actuals Expenditures
[image: ]
4.	Click on the Fund Fdescr column to see that both RDD01 and RAA34 are included in the drilldown.
5.	Click on the Return link in the bottom left to return to the report output.
6.	Click on 60 – Expenditures to produce a new report with only Expenditures.  Note that you can choose new column selectors for the Expenditures sub report.
7.	Click Return to return to the original report output.



[bookmark: _Toc266871596][bookmark: _Toc279498472]Chapter 7— Action Links
[bookmark: _Toc266871598][bookmark: _Toc279498473]Activity 7A: Download Data from Drill Down
1.	With the Actuals drilldown on screen, download to Excel or Excel 2000. Study format results.
[image: ]
2.	From the same drill down, choose the Download Data link. Study the results. 
How would you use these two different formats?
[bookmark: _Toc266871601][bookmark: _Toc279498474]Activity 7B: Print Individual Report to PDF
1.	Click on the Print hyperlink immediately below the report.
2.	Select PDF. 
Another window will open up with the report to be printed.
3.	Click on the Print icon. Select PDF.
4.	Notice the additional content that is included in the full page PDF.

[bookmark: _Toc266871602][bookmark: _Toc279498475]Chapter 8—Personalizing Report Options
[bookmark: _Toc266871604][bookmark: _Toc279498476]Activity 8A: Create a Saved Selection
	Page
	Fund

	Page Prompts:
  Fiscal Year = 2009
  Period (as of) = 8
  Fund = SO100
  Department = 3108 – IT Web 
     Services
	


	Column Selectors 2:
  Column 1 = Dept Fdescr
  Column 2 = Acct Cat Fdescr
	




1.	Go to the Fund page and click on Revenue and Expense Summary by Fund (2 Columns).
2.	Generate a report based on the criteria above.
3.	After the results display, click the Page Options button.
4.	Click Save Current Selections followed by For Me . . . 
By default the name of the selection will include some of the report filter values.
5.	Enter a different name for the selection: Fund by Dept by Acct Cat
[image: ]
6.	Choose Make this my default for this page.
7.	Click OK.
[bookmark: _Toc266871605][bookmark: _Toc279498477]Activity 8B: Create a Second Saved Selection
1.	Change the column selectors as indicated below:
[image: ]
2.	Click Go to execute the request.
3.	After the results display, click the Page Options button.
4.	Click Save Current Selections followed by For Me . . . 
5.	Enter a different name for the selection: Fund by Dept Only. Do NOT choose the “my default” checkbox.
[image: ]

6.	Click OK.
[bookmark: _Toc266871606][bookmark: _Toc279498478]Activity 8C: Apply Saved Selections
1.	Click Page Options > Apply Saved Selections > Fund by Dept by Acct Cat
The selection saved as the page default appears in bold.
	
	A default saved selection will be activated the first time that you access a page within an OBIEE session OR when moving back and forth between dashboards.
Saved selections are specific to an individual dashboard PAGE.
There is no limit to the number of saved selections per page.


2.	Switch back and forth between the two saved selections you created in this exercise.
[bookmark: _Toc266871607][bookmark: _Toc279498479]Activity 8D: Change Page Default
1.	Click the Page Options button.
2.	From the Save Current selections option, select Edit Saved Selections and Defaults. 
The Edit Saved Selections and Defaults dialog will display.
[image: ]
3.	Change the page default to Fund by Dept Only
[image: ]
4.	Click OK to save your changes. 
[bookmark: _Toc266871620][bookmark: _Toc279498480]Chapter 9— Extra Features
[bookmark: _Toc266871622][bookmark: _Toc279498481]Activity 9: Change Default Dashboard (Optional)
If you prefer to have a different dashboard display when you first start an OBIEE session, you can change your default dashboard.
1.	Select My Account.
2.	Select the default dashboard dropdown.
3.	Select desired dashboard.
4.	Select Finished to save your settings.
5.	Log out of OBIEE when finished.
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