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. How do | access Bl launch pad General Ledger reports?

Legacy eDog(General Ledger/GL) reports which include financial data through fiscal year 2023
(June 30, 2023). are available in Bl launch pad here: https://enterprisebiprod.app.vumc.org/BOE/B

Steps:
SAP BusinessObjects
1. Bl launch pad uses VUMC's single sign Bl launch pad
on system. If you are not already Enter your user information, and click "Log On".
If you are unsure of your account information, contact your system
logged on, enter your VUNetID and adminictrator.
ePassword.
User Mame: robertab
Password: |sesssss
Note: Make sure that Authentication: | Windows AD =

the authentication is
set to Windows AD.

EE‘! ,7 Help
(1]

2. The default landing page for all users will be the Documents tab. If you land on Categories,
navigate to Categories to show all Bl launch pad universes to which you have access.

Home l Documents l

View = New Organize Send More Actions |
Note: If you land on My Documents
the Home tab, simply e

Categories
select the Documents - a

S5 DMS

tab and navigate to
General Ledger.

¥ 2% Epic estar Hospital Billing

B @ Epic eStar Professional Billing

= Click to expand the
[ 1= 5% General Ledger > p
T General Ledger folder

to view the subfolders.

e, -
5 Allocations

[

* Budget Reporting

* Capital Asset Reporting

E
[
c
)
L

" Center and Account Information
[ Contract and Grant Reporting
LI Departmental Reports

4[5 pRAFTS - Sandbox

&% eDog

" * Financial Reporting

e

3. Select and expand the General Ledger Universe folder.

4. Select the eDog subfolder to view the list of available GL documents within that folder appears in
the Documents window.
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Note: Bl launch pad uses the term ‘Documents’ when referring to the list below. Once a Document is
generated, individual tabs within the Document are referred to as ‘Reports.’ Use this terminology
when navigating, saving, or printing from Bl launch pad.

Home I Documents l

View v New Or More Actions - Details
My Documents Title ~
Folders Reference Reports
Categories
Working Versions-0ld
[ B
B DMS ¥ |MD340
1% Epic eStar Hospital Billing 5 | MD3as
"2 Epic estar Professional Billing ¥l |MD3oR
= General Ledger ¥ | MDSOU
% | MD90U Detail and Summary Reports

5 Allocations

2 Budget Reporting
2% Capital Asset Reporting
{2 Center and Account Information

Note: Documents appear when the

% Contract and Grant Reporting folder or subfolder is selected.

> Deparimental Reports
{2 DRAFTS - Sandbox

" * Financial Reporting

ey

Nt e S e

Il. How do | run General Ledger Documents?

Documents have unique prompts that must be entered to run each specific Document. As an
example, below are the steps to run the Transaction Detail Document. The Transaction Detail
Document provides transaction details by Account, Fiscal Year and Report Period for given center(s),
sumto(s), or division(s).

Categories

=@ General Ledger

Steps: 7 Allocations

I . ‘ Contract and Grant R rti
1. Select the ‘Transactional’ folder from the General ontract and Grant Reporting

Ledger Category in Bl launch pad. % rinancial Reporting

~ 22 Fund Balance
= gign-off

- Summary and Trial Balance

Tax and Regulatory=Reporting

. .
Transactional

B PR L PRI Y
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2. Scroll down the alphabetical list of Documents and double click ‘Transaction Detail’ to run
the Document.

Title ~
¥ | Journal Entry Detail
¥ | Monthly Invoicing and Revenue by Division

a by Center or Sumto

Transaction Deta

Y R P SN

¥ | Transaction Detail - by Effective Date or Post Date

¥ | Transaction Detail - Search by JE ID using Wildcards

¥ | Transaction Detail - Search by JE Source , Trans Descriptig

¥ | Transaction Detail - Search by Specific Amount ;

¥ | Transaction Detail - with Account Category }
T T .

3. Todisplay the Prompts when the Document opens, either:

(a) Click ‘Advanced’ at

the top left corner of the ‘User
Prompt Input’ box;

Home " Documents | Transaction Detail .= = & |

web Intelligence ~ | [ = (& ~ | &~ 40 | #2

Enter value(s) for Division: (optional)
N/A

Ny

OR

(b) Click on the ‘Refresh’ icon at the
bottom right corner of the screen.

.

OR Enter Sumto(s): (optional)
N/A

-

OR Enter values for Center: (optional)
N/A

Y WY e At e e e e e

Enter values for Fiscal Year: {h\;m,wnw_u_-__wm

R, M 4 Pagelofl P M || = 5] |100%
Enter values for Report Period: (optional)

H

3

H

Enter value(s) for Account (Start) (optional) j
O T

e T e e v oy ]
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All prompts must have a green check mark % indicating a value has been selected. The first three
prompts on the Transaction Detail Document all default with a value of N/A. You are required to
choose a value on only one of these prompts (Center, Sumto, or Division) and leave N/A as the value
for the other two.

4. Click ‘Enter value(s) for Center’ to highlight it, and then enter the legacy center number(s) for
which you want to run the Document. You may select more than one legacy center number if
desired. Use the arrow > to select. You may also use the search box at the bottom to search
for a legacy center number using the first few digits of the center number followed by an *.

Prompts ¥X
ot pomptverans <] 8 X
(/] Enter value(s) for Division: NJA 1234567890 N/A
@  OREnter Sumto(s): N/A Freriato &) o~
e Ol OR Er el o CeNGENJAT | e i e =)
+  * Enter values for Fiscal Year: search s case senstive. —
- Here are examples of <
(/] Enter values for Report Period: *| | search criteria: Search =
(/] Enter value(s) for Account (Start) °| | @ = retrieves all values
(/] Enter value(s) for Account (End) < | "
* Required prompts
oK Cancel
5. Once avalue is selected, click N/A and use the arrow = to remove this value.
Prompts 2.4
Available prompt variants | '| B-B X
O Enor vl for Gnter: o)
(/] Enter value(s) for Division: NJA
(/] OR Enter Sumto(s): N/A Use search criteria to al | 1234567890
retrieve values. The search is =
[/} I Th h
% * Enter values for Fiscal Year: case sensitive. Here are .
- .| | examples of search criteria: <
(/] Enter values for Report Period: < | search = &* -> retrieves all
/] Enter value(s) for Account (Start) ' ;‘;'UET] sta:cing by EE}"‘ !
(/] Enter value(s) for Account (End) areh = 7a o= IEreves iﬁ =
ey 1 >
* Required prompts

OK Cancel

Last updated: 6/17/2025
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6. To run the Document by legacy Sumto or legacy Division, click the appropriate prompt. Use the
arrow | > | to select once your choice is entered or highlighted.

Prompts Enter the desired
Available prompt variants Sumto here.
/] Enter value(s) for Division: N/A /A
©  OR Enter sumto(s): NJA <
Prompts e
/] OR Enter values for Center: 1234567890
# * Enter values for Fiscal Year: Available prompt variants -l =5 -3
/] Enter values for Report Period:
] Enter value(s) for Account (Start) ) Enter value(s) for Division: N/A _
/] Enter value(s) for Account (End) ) OR Enter Sumto(s): N/A LR
: Refresh Values 3.
< OR Enter values for Center: 1234567890 =
+  * Enter values for Fiscal Year: 0[1\\:|5|0n =
(/] Enter values for Report Period: e
/] Enter value(s) for Account (Start) 03
* Required prompts /] Enter value(s) for Account (End) 04 .
o5 Click Refresh values Te to see

June 17, 20

0500 the Division(s) to which

you have access.

* Required prompts

oK Cancel
7. Click ‘Enter value(s) for Fiscal Year’, and select the desired fiscal year. Use the arrow > to
select the chosen fiscal year. You may select more than one fiscal year if desired.
Prompts S
Available prompt variants - B
/] Enter value(s) for Division: N/A
& OR Enter sumto(s): NfA Refresh Values %3,
©  OREnter values for Center: 1234567890 | = @
ﬁ <+ * Enter values for Fiscal Year: ;:I;C;i \GEY =
/] Enter values for Report Period: 2022 ;
/] Enter value(s) for Account (Start) 2021 . .
/] Enter value(s) for Account (End) 2020 Data is available
2019 v
) through 3/31/2023.
05:00
-
* Required prompts
oK Cancel
Once all prompts have a green check mark @ you may run the Document (see Step 10). Other
optional prompts for this Document are demonstrated below. “All" is the default for the three
remaining prompts unless altered.
5
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8. Click ‘Enter value(s) for Report Period’ to designate a specific report period. The Document will
run for all report periods by default unless specifically designated here. Click to select your
desired report period, and use the arrow > to select your choice.

Prompts WZINS
Available prompt variants | '| -3 X
s sy T et o s )

o Enter value(s) for Division: NJA | |
&  OREnter Sumto(s): N/A

T m—
Refresh Values ,_y

o OR Enter values for Center: 1234567890 | | o~ =
& = Enter values for Fiscal Year: 2019 Repoth Reriod o Renark Pe'ﬁd h
e A we i
| P Auqust ]
(/] Enter value(s) for Account (Start) ‘3 September
] Enter value(s) for Account (End) 4 october |
4 CEE—— Ty
IMET7 2075 T00 TZ BT GMT-
05:00

[ Im-

* Required prompts

oK | | Cancel

9. Click ‘Enter value(s) for Account (Start)’ or ‘Enter value(s) for Account (End)’ if you wish to
limit the Document to show a limited range of account numbers.

Prompts LI

Available prompt variants | '| & - [ﬂ X
Enter value(s) for Account (End) (optional)

Enter value(s) for Division: NfA
OR. Enter Sumto(s): NfA

OR Enter values for Center: 1234567890
* Enter values for Fiscal Year: 2019
Enter values for Report Period:
Enter value(s) for Account (Start)

00000

* Required prompts

(! OK !DCancel

10. Click OK L__%__| when ready to run the Document.

Last updated: 6/17/2025 6
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How do | work with a Document once generated?

Once a document has been generated and displayed in the right panel based on the selection
criteria, Bl launch pad provides many functions for working with the Document.

Steps:

1. When the Document is
displayed, a series of buttons
on the top and bottom of the
Document are available for

performing various functions.

Welcome: Warren Peace

Applications > Preferences  Help menu~

Home [Dacumems ” Transaction Detail

” Transaction Summary [~ =

a

Log off

Web Inteligence ~ I (= E] -

ELICEEERICE

(7 Advanced | & Run
Enter value(s) for Division
NfA

{--Show List Of Values--)

[

=

OR Enter Sumto(s): {optional)
A

OR Enter values for Center: (optional)

1234567890

Enter value(s) for Fiscal Year
2014

Enter value(s) for Report Period (o]

6

Enter value(s) for Account (Start)

Transaction Summary-Actusl and YTD ~ [ Track changes: Off | M 4 Page 1of1+ F M |I|

ntior

ptional

Enter value(s) for Account (End) (o

= 'I [ETrack * 3 Dril = 7 Filter Bar [ | Freeze

-

Fiscal
Year

Report
Period

2014 ]

‘optiona

< [ m

Division

08
08
08
08
08
08
08
08
08
08

Transaction Summ

Account

50000

50100

52100

52160

59005
59081

l [ Transaction Summary-Actual and YTD

m

1234567890 - SAMPLE CENTER !

Account Descr

ADMINMGNT SALARY

FAC AND EXEC ADMIN E
PROF NON FAC SALARY
PROF NON FAC SALARY
OFFCE CLERICAL OT
CLERICAL VTS

STF-CR UNFIL POSE (U)
SALARY CR CAPINT 50
FBR STAFF [:

FBR MC FAC 175R EXMFT +
L
[3 Transaction Summary-Ar ~

(E]]

100% - & < 1iminute ago,

2. Buttons from both menus are described below:

=)

Print: exports the resulting file to a PDF for printing.

Export: export as a PDF, Excel, or CSV format to computer.

Undo/Redo: allows you to undo or redo the last action performed.

Zoom: zoom defaults to 100% and may be altered as desired.

Find: use to search data within the resulting Document to find a specific item.

Quick Display Mode/Page Mode: Quick Display Mode displays in full page
mode while Page Mode displays in a print view.

el Refresh: Brings up the user input boxes in order to generate a new Document;
also enables the user to refresh a list of values within the prompt window. The

Refresh in the lower right shows the amount of time since the report was
last refreshed. Bl launch pad will time out after 20 minutes of inactivity.

Last updated: 6/17/2025
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3. The Navigation Map 5] displays the available tabs and section breaks of the
Document making it easy to navigate between each section by simply clicking the
desired section.

Welcome: Warren Peace Applicatio
2]

' Home | Documents | Transaction Detail = + & |

Web Inteligence - | E—C" _QJ & i) é'_-':' é i %

= ﬂTransactinn Detail

= Transaction Detail-Totals by Report Period
a 1234567890

+ 1234567800

= Transaction Detail-Totals by Account
* 1234567890
* 1234567800

4. The icon displays the User Prompt Input o Welcome:
menu which may be used in lieu of bringing up  Home | Documents | Transaction Detail = =

an additional prompt box for defining values to

Web Inteligence - ‘D E—:" E - 5 iy Ig-':'
run the Document.

User Prompt Input - <«

(7 Advanced | = Run

E Enter value(s) for Division:

(--Show List Of Values—)

OR Enter Sumto(s): (optional)
N |

0OR Enter values for Center: (optional)
| 1234567890; 1234567800 |

Enter values for Fiscal Year:
2014 |

Enter values for Report Period: (optional)
6

Enter value(s) for Account (Start) (optional)

Enter value(s) for Account (End) (optional)

Last updated: 6/17/2025 8
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IV. How dol export and save Documents?

To export your current results, click the Export button </ on the Web Intelligence tool bar to display
the Export pop-up window. Two Select options display at the top of the pop-up window. Choose

either Reports or Data.

Export

Select

® Reports o

Data

#| Select Al
#| Transaction Detail-Totzls by Report @

#| Transaction Detail-Totals by Accouw

1. To export the results in report format;
select Reports (see page 11 for Data).

2. In the selection box, choose which
report tabs of the document to export.

3. Select a File Type from the drop-down

Fie Type: [Taxt v menu. Choices include PDF, Excel (.xIsx
Ere () ® or xIs), CSV Ar.chlve, o.r Text. Depen.dlng
csv archive on your selection, options below will
change:
oK | Cancel
= A A A APt A A kA A B
Filz Typs: | POF v
® PDF: Choose Current Report to only export the e @
current tab of the document. Image DPI can be o
adjusted to sharpen images. Note that sharper Fom: 1
images (larger DPI) also results in a larger file size. T
Choose the page range and click L_e__|, imoges 0P1: | Defau
At o | ok || cancel

File Type: | Bxcel (xlsx) v

Prioritize the formatting of the document

®) Prioritize easy data processing in Excel

@ Excel (.xIsx or .xlIs): Image DPI can be adjusted
to sharpen images. Note that sharper images
(larger DPI) also results in a larger file size.

Images DFL: Default -
Choose the priority for the export and click
> Lo |
O Cancel
Filz Type: |C5\.' Archive v
® csv Archive: Set the export parameters for Tt et L
the CSV file and click 1. Note: Best pimens @
Charsst: = v
Practice is to leave the settings at the default o
Enter a new charsat
and open the file in Excel.
Set as default values
0K Cancel

AR et A A LA R A AR A
File Typs: | Text v @
| OK Cancel
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® Text: No selections. Click __%__ to export.

Export 4.
o 1. To export the results as raw data; select
=gl
Data.
Reports o
& Data 2. In the selection box, choose which query
4| Select Al (2 to export.
¢ Trensacuons - (Browe) 3. The File Type selection from the drop-
down menu is limited to CSV. Note that
File Type: [C5V v the CSV options are similar to the CSV
N s ® Archive option C on the previous page.
However, your results will not be in
Column delimiter . v
report format.
Charset: UTF-8 v

Enter 2 new charsst

set as default values

oK Cancel

V. Howdo I use Input Controls?

Input Controls enable you to save time by customizing the displayed Document data to meet your
needs without re-running the Document from the database. Input controls, when created by the
report writer, can be set for the Document (all tabs) or for the current Report (active tab). Choose
from the Input Control panel which you want to utilize.

e
it

Map Reset

IEE * Document Input Controls (0) h
@+ Report Input Controls {11) T

ol

(7 Fiscal Year
o Select (all)

#| 2019
St W L S S S S S

1. Input Controls allow you to quickly display only desired criteria on the Document based
on the dynamic selection criteria boxes that are checked or unchecked.

Last updated: 6/17/2025 10
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Welcome: Warren Peace

[Home | Documents | Transaction Detail = = = |

Applications ¥ Preferences Helpmenu™ | Log off | £

Webtnihgenee - [0 2 - SR PE-0 ] 0o @-

| [ZTrack - Forl - T Filter Bar [ Freeze - EH Outla

73 Click icon to add simple report filters
Map Reset b
/ .|| 1234567890 — SAMPLE TWO
& Fiscal  Report
Year | Period on  Account  Account Descr Trans Descr
PED 1311Z31ERN
2014 &8 08 0000 ADMINMGMT SALARY 0020
PED 13/11Z31ERN
2 o8 0100 FAC AND EXEC ADMIN 0331
E o PROFMNONFAC SALARY - FED 131231ERN
L3 = NON ADMIN 1408
soieg PROFNONFAC SALARY - FED 131Z31ERN
s E ADMIN 1754
& FED 13/1Zi31FRE
o 5005 rpR STAFF 4150
FED 1312/31FRG
o 50 FERMC FAC USRENFT 5132
PED 1311231FRG
o %28 NFFER STAFF 5183
R o NF FER, MC FAG 1/5R FED 1312:31FRG
& s B EXMPT &n07
DOCUMENT 50
= 0 80000 DUPLICATING & XEROX 08252534
DOCUMENT SO
o 8000 BUPLICATING & XEROK 08252534
. oobumen 4o
o8 DUFLICATING & XERGK 08426473
32 0020 FRINTING -
o i v
Trdns Type S . - . .
- || [@ Transaction Detail-Totals by Report Period [3 Transaction Delal-1
[1] Sedert £8)

Transaction Detail Totals by Report Period =

[ Track changes: Off |K 4 Pagelof21 P N\ = 100% ~| & Lminute ago

2. Unchecking “Select (All)" and then selecting only desired account numbers in the example
below will quickly display only the desired account numbers without having to re-run the

Document.

Welcome: Warren Peace

[m“}innﬂﬂs | Transaction Detail & = = |

Applications ¥  Preferences Help menu~ Log off \ |p

Input Controls -

Map Reset

WebInteligence ~ | (1 (= | - | b b | 50 L& - J|r) R

‘ [&Track - § Drill ~ W Fiter Bar || Freeze - B Outl

2l | 7% Click icon to add simple report filters

1234567890 — SAMPLE TWO

»

& Fiscal  Report
Year  Period Division | Account  Account Desor Trans Descr
= FED 13/1Z/31ERN
2014 6 08 € ADMINMGMT SALARY 0030
FED 13/1Z/31ERN
2 o8 e FAC AND EXEC ADMIN aaat
= 6
2014

= 1234567800 — SAMPLE ONE

Fiscal ~ Report
Year Period Division | Account  Account Descr Trans Desor

= %
=)
FY
O soz00 4 4
Q 50200 | Z - -
< i v
Trans T ES
Ur‘am ypjm i Transaction Detail-Totals by Report Period Transaction Detail

Transaction Detail Totals by Report Period =

[ Trackchanges: OFf | M < Pagetof1 b W | [ = "EJ] [100% -] 2 2minutes ago

Last updated: 6/17/2025
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VI. How can | work with multiple Documents at the

same time?

The Documents tab may be used to open multiple Documents in Bl launch pad simultaneously.
Each open Document will reside on its own tab at the top of the application.

Steps:

1. With any Document still open, click on the Documents tab.

Welcome: WarrenPeace | Applicstions™  Preferences Helpmenu™ | Log off fel
(- —
Homa Dommenmhransacthn Detail & = & 1
Web Inteligence ~ = P = 0 | @ - ||[ETrack - 3 Onil ~ T FiterBar [ Fresze - 8 Outh
= Input Controls ~ 20 | 7% Click icon to add simple report filters
Map Reset ~
%E 1234567890 — SAMPLE TWO
2 = A e Division  Account  Account De: Trans De:
B Setect (al) Year  Period Division Account count Descr rans Deser
FED 13(1Z/31ERN
. 2014 2014 & 08 50000 ADMINMGMT SALARY 0030
= 0100 - - FED 13/12/31ERN
Report Period 2 oz FAC AND EXEC ADMIN 0331
Selec = T FROF NON FAC SALARY - FED 13/12Z/31ERN
t Ay 03 B30 NON ADMIN 8 =
¢ 2 FROF NON FAC SALARY - FED 1312/31ERN
s e ADMIN 1754
Center S T PED 13/1231FRG
08 a0 FBR STAFF 4150 -
Salect (Al)
-, FED 1312131FRG
1085100000 08 =50 FBRMC FAC USREXMPT 5132 L4
- FED 1312/31FRG
1234500000 oz £az08 NF FER STAFF 5783
. - NF FBR, MC FAC 1/SR FED 1312131FRG
Account S 08 =8 EXVFT 6707
Select (Al) - oD DOCUMENT 50
(=1 08 g DUPLICATING & XEROX 0825253
. DOCUMENT 50
o8 e DUPLICATING & XEROX 0328834
— ocbument do
[ S DUFLICATING & XERDK 05428473
0550 A - FRINTING -
< n '
Trans Type S
= [2] Transaction Detail-Totals by Report Period Transaction Detail-1 =
[F]_Saiect £a8) 1 ] by Repo @ L
Transaction Detail-Totals by Report Period = [ Track changes: Off | 4 4 Pagelof1+ » M || = [5/| 100% -| & 2minutes ago

2. Open and run an additional Document from the existing menu, or navigate to a different

universe in the Categories menu.

@
Home [ Documents H Transaction Detail

2 = ceneral Ledger
& Allocations
) Budget Reporting
2 capital Asset Reporting
" Center and Account Information
& tontract and Grant Reporting
2 poM - Findata
& Financal Reporting
" B Fixed Assets
B Integrity Checks
B provost
B sign-off
B Summary and Trial Balance
@ Tax and Regulatory Reporting
& Transactional

@Treasury Reparting

* | HR Payroll Audit

¥ | Journal Entry Detail

# | School of Medicine Audit of
¥ | Transaction Detail

¥ | Transaction Detail - Search

8 | Transaction Summary

| [Transter Salances by Type
¥ | Transfer Detail for Analysis

| VHS Intercompany Invoices

m

C RS var d Trend Apal
| R s T

#* | Transaction Detal by Effective Date

View + Plew Organize Send More Actions = | Details
My Documents - Title ~
Folders
# | BANK-GL Monthly Bank Account Download
Categories

Account Usage

by Spedific Amount

. % | WC Financials Actual only w/Transaction Detail

T N R s S Lo

s e T N g

§
|

Last updated: 6/17/2025
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3. Once open, both Documents can be accessed using the tabs at the top of the application.

W\Nelcow licationeTmiiataanes Helpmenu~ | Log off | LS
% *ﬁi\
Home [Doqme@lTrarﬂacﬁon Detail " Transaction Summary -~ @
WebInteligence ~ |01 22 5] - | (3 08 | oF o~ oF - | | 0o g - ‘ [ Track -~ '3 orl - g Filter Bar am Freeze
= User Prompt Input ~ <« |
(7 Advanced | 2 Run
%g Enter value(s) for Division Transaction Summ
| MK
= 0| | | (-Show List Of Values-—-) L
(?)
07| 1234567890 - SAMPLE CENTER !
Fiscal Report
Year P d Division
OR Enter Sumto(s): (optional)
/A 2014 6 08 50000 ADMINMGMT SALARY I:
4
5 !
OR Enter values for Center: (optional) " £0100 FAC AND EXEC ADHIN
1234557390 08 52100 PROF NON FAC SALARY
Enter value(s) for Fiscal Year 08 52160 PROF NON FAC SALARY
2014 3 52502 OFFCE CLERICAL OT
Enter value(s) for Report Period (optional) 08 52680 CLERICAL VTS
]
08 53750 STF-CR UNFIL POSE (U}
P N
Enter value(s) for Account (Start) (optional) 0 54931 SALARY CR CAP INT SO
oe 55005 FBR STAFF 4
Enter value(s) for Account (End) (optional)
08 59061 FBR MC FAC 1/8R EXMPT +
4 M ] +
B T ction y-Actual and YTD Transaction Surrnarynat
Transaction Summary-Actual and YTD ~ [ Track changes: Off | M 4 Pagelofi+ P M | B| 100% ~| 2 < 1minute ago

VIl. How do | use hyperlinks within a Document?

Some Documents will include Hyperlinks to other Documents within Bl launch pad.

1 . Hyp e rI i n ks are WWEMONE: Warren Peace Applications ¥ Preferences  Help menu~ Log off | ‘p
@
displayed by blue Home [Doc\.ments"TrmsacﬁonDeiai "'IransacliunSummary A =B 1
H Web Inteligence ~ ‘ DeEld-1SH| PL-=- ‘ > I B = | [ Track = '3 Dril = 7 Filter Bar Freeze
text which when : ¥ rter o [
I . k d d User Prompt Input - «
clicke ! Open an (3 Advanced | £ Run
.. 'EE Account Account Descr
generate additional Enter value(s) for Division
NJA 80000 DUPLICATING & XEROX Tl
=2 .
Docu ments. =0 | | (Show List Of Values—) 50020 PRINTING T
3] 60030 POSTAGE $119.64
80040 OFFICE SUPPLEES 54,507.94 =
60050 FORMS $595.50
OR Enter Sumto(s): (ontional) 60080 PHOTO & ILLUSTRATION $371.00
NjA 80070 COMPUTER SOFTWARE £0.00
OR Enter values for Center: (optional) 60145 BOOKS/PERIODICALSMAGAZINES $82.35
1233567850 60225 FED EXPRESS $94.66
,EINLW'"EKSJ for Fiscal Year 60230 FREIGHT & SHIPPING $0.00
2014
| 61200 LICENSES/ FEES $355.24
sod ( y
Eﬁnter value(s) for Report Period (optional | £1300 TELEPHONE LOCAL £2.607.00
61310 TELE LONG DISTANCE 14348
Enter value(s) for Account (Start) (optional) S
50000 | || s131s TELEPHONE CELLULAR 532546
q 14
Enter value(s) for Account (End) (optional) Ol FHETBEGIES &Vy
59999 61350 TELE-ADDS-WOVES $225.00 ]
< [ T | 3
Transaction y-Actual and YTD Transaction Surrnarvt
Transaction Summary-Actual and YTD ~ [& Track changes: Off | 4 4 Pagelof1+ b M || = | = < 1minute ago
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2. Clicking the hyperlink opens a new Document. In this example, the Transaction Detail
Document for the Duplicating and Xerox account is now open on an additional tab. Tabs
may be closed by clicking the [&] in the right corner of the tab.

Welcome: Warren Peace Applications ™ Preferences  Help menu ™ Log off rel
<] e
Home lDocurnenis " Transaction Detail " Transaction Summary b.nading_ A8 D

= S —— = = =
Web Inteligence i~ |0 = & - | S # [ #P &~ 9 - 9 & | @ | [ETrak + 3 0l - [V Filter Bar | [] Freeze - & Outi
= DT % cickicon to acd smple repert iters

- ﬁ Advanced | = Run

IEE Enter value(s) for Center it
1234567890

OR Select value(s) for Sumto and/or Centers:
(23| INA
—— | | (—-5how List Of Values—)
1234567890 — SAMPLE TWO

Fiscal  Report

Year Period | Division | Account  Account Descr Trans Descr
- DOCUMENT §
2014 6 03 LD DUPLICATING & XEROX 06252534
3 0e o DUPLIGATING & XEROX e
8 JUPLICATING & 2525:
OR Enter value(s) for Division e pazmzmzd
A 0000 . CHICCRENTE
08 DUPLICATING & XERCX 0B42647:
(~5how List Of Values--) us LEETE
&
2014
Enter value(s) for Fiscal Year b
2014 B
hd -
Enter value(s) for Report Period (optional)
5 < | mn | r
- || [ Transaction Detail-Totals by Report Period Transaction Demll—TI -
Enter valuals) for Acconnt [Stark) (notinnzl)
Transaction Detall-Totals by Report Period [ Track changes: Off | M« Pageicfi b M| | = [5]] 100% +| & < iminuteago

VIIl. How do I Pin and Unpin Documents?

You may save time by pinning your frequently used Documents to your Bl launch pad view. Once
pinned, the Document tab will be available whenever you open Bl launch pad enabling you to
quickly enter prompts and run the Document.

1. Click the Pin [-] icon to pin the Document to your Bl launch pad view.

2. Clicking the Pin .= icon again will unpin the Document from your default view.

Welcome: Warren Peace Applications ™ Preferences  Help menu~ L

@ S—
[ Home " Documents " Transaction Detail " Transaction Summary P(—EI)EB

i A I o I - I . T

w Welcome: Warren Peace Applications *  Preferences  Help menu~ Loy
]

[ Home " Documents " Transaction Detail " Transaction Summary F@D

Web Inteligence - ﬁﬁ“ﬂv S @é'ﬂ’ 0 G = -
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IX. What are the most frequently used reports?

The following are some of the reports available in the GL universe. See Section Xl for a link to the
comprehensive Bl4 (launch pad) Report Inventory spreadsheet.

Transaction Detail - Provides transaction details by Account, Fiscal Year and Report Period
for given center(s).

Transaction Summary - Provides net transaction amount by Account, Fiscal Year, and
Report Period for given center(s). Drills to the Transaction Detail report.

Center Account Variance - Med Center - Provides actual project-to-date or fiscal year-to-
date, as appropriate, vs. revised annual budget amount by Center and Account.

Center Attributes by Center, Sumto or Division - Provides current attributes for a given
center.

Contracts and Grants - Charges in Unallowable Accounts on Federal Awards - Provides
transaction detail for any charges on federal awards in accounts that are deemed
unallowable per federal and institutional policies.

X.  Useful Links and Support

Bl launch pad Quick Guide:
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Legacy/Bl Launch Pad Q
uick_Guide.pdf

Additional Legacy System Reporting Guides:
https://www.vumc.org/myworkday/additional-resources/#BlLaunch

Business Objects Security Form:
https://vumc365.sharepoint.com/:b:/s/VUMCOfficeofFinanceWebsiteStorage/EQAOVVBTB6XNhFA9H
pyaDw4BsX moD80Mkv5htfsw8EFiQ?e=n9UKsR
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