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Running the OBIEE Accounts Receivable Reports - Step by Step

Introduction

The Accounts Receivable reports from the SWIFT Data Warehouse are now available via OBIEE (Oracle
Business Intelligence Enterprise Edition), the SWIFT Data Warehouse query and reporting tool. This
suite of reports (referred to as analyses in OBIEE) is comprised of Accounts Receivable (AR) data from
SWIFT. Users with proper security clearance will access these reports from the Accounts Receivable
Statewide OBIEE dashboard. This document provides step by step instructions for accessing the
dashboard and finding and running the reports.

Full descriptions of each of the reports are provided in a separate document, Accounts Receivable (AR)
OBIEE Dashboard and Analysis Report Summary, available on the SWIFT website:

http://www.swift.state.mn.us/obiee-reports

What is a dashboard?

A dashboard, in OBIEE, is basically a customized page that holds pertinent information. Dashboards
typically display reports and/or links to reports. The Accounts Receivable dashboards do just that.
(Users may access shared dashboards, such as the Accounts Receivable Statewide dashboard, or they
may access and customize their own, known as My Dashboard.)

Accounts Receivable Dashboard

This dashboard, available statewide to all users with security clearance, is the starting point for running
the OBIEE Accounts Receivable reports. The dashboard provides users with selection criteria fields that
are pre-loaded with default values that filter the data presented in this suite of connected reports.

Accessing and Running the AR Dashboard and Analyses — Step by Step
Follow these steps to access the Accounts Receivable reports:

1. Navigate to the SWIFT Administrative Portal at http://portal.swift.state.mn.us and sign in using the

same user ID and password that you use for other applications accessed via the SWIFT Portal such as
Financial Supply Chain and Employee Self Service.
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Administrative Portal

Steof Minnesota . ST

Main Menu
-

aigoln | System Announcements

UseriD: |

Password: i

|Enterprise Menu

— Forgot Your Password?
— SWIFT Help

Once you've signed in, the Administrative Portal will appear with links to the applications for
which you have security clearance under the | Enterprise Menu:

Administrative Portal SWIFT>

Home | Add to My Links | Sign out
My Links | Select One: @

Main Menu
-

Home SEMA4

Enterprise Menu [ =] |MN SWIFT Message Center [ =
[ SWIFT Data Warehouse Access
Ortal DEOPIET 0015
— Einancial Supply Chain Access :i Step 2
— Learning Management

— SEMA4 Employee Access

— ELM External Learner Security
— My Profile

— SWIFT Help

2. Click SWIFT Data Warehouse Access to open the SWIFT Data Warehouse Access page.
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SWIFTS

Home | Add to My Links | Print | Sign out

Administrative Portal

i i - f .
Main ldenu > SWIFT Data ‘u".avrehnuse Access My Links Select One: ]
Home SEMA4 Self Service
Main Menu =
ﬁ SWIFT Data Warehouse Access
E" Warehouse Reporti E Warehouse Traini E Manage Warehouse Password
Warehouse Reporting - OBIEE Access link Warehouse Training - Oracle OBIEE Tutorial Establizh or change data warehouse password

for ODBC connections

3. Click Warehouse Reporting to launch OBIEE.

ORACLE’

OBIEE Support

Business Intelligence @ Advanced | Administration | Help~ | signout O
E vew~ | BS Open~
N =

Welcome to the g

Step 4 ¥
SWIFT Data Warehouse

Signed In As v

This reporting tool, called OBIEE (Oracle Business Intelligence Enterprise Edition), allows you to easily access the data in the SWIFT data warehouse. To begin,
click on the "Catalog" link from the toolbar to browse reports, click on "Dashboards" to find an agency dashboard, or click on "New" to begin creating a new
analysis.

=/ News

Labaor Distribution, Salary Projections and Roster Staffing subject areas are available in OBIEE.

=] OBIEE Toel Training [= Subject Area Training [=] Access/Support Documentation
Getting Started - a PDF document intended to help HCM - Labor Distribution Subject Data Access Request - If you need additional access while in OBIEE,
you understand how to access and use the OBIEE | Area Desc-Description of the please request the appropriate role using the security access form.
Tutorial, the initial training for the Swift Data labor distribution subject areain || oBIEE will pick-up the data privileges granted in PeopleSoft the day
Warehouse reporting tool. OBIEE. following when PeopleSoft privileges were given.
Aagency Administrator Guide - Agency administrators =] OBIEE Support Contact / Change Requests - For OBIEE Support please B
can manage folder, report and dashboard HCM - Labor Distribution Subject contact the SWIFT Help Desk at 651-201-8100, option 7.
privileges. This guide explains the basics associated || Area Tips- Tips for navigating the || agency Administrators-This is a report that shows all the Agency
with these tasks. labor distribution subject areain || administrators by Agency number.

OBIEE.

SWIFT Data Warehouse Security Role Matrix -a PDF document that gives
you an overview of the OBIEE specific SWIFT Data Warehouse

carcuriby rolac

=]

AR e Do sioe s cabioe

[<]

The OBIEE Support page, also known as the OBIEE Welcome dashboard, appears by default. At this
point, you’ve accessed OBIEE. Welcome!

This page provides news and links to helpful information for SWIFT Data Warehouse users.

4. Click the Dashboards link at the top of the page to expand its drop down menu.
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e | [ new . | BS Open~ | Signe
Most Recent{OBIEE Support - OBIEE Support)
My Dashbeard

_Information Access - IA
= _Statewide
Accounts Payable
Accounts Receivable
Accounts Recenable Certification Step 5
Commitment Control and General Ladger

in

The dashboards that you have clearance to are displayed in an expandable tree structure. Look under
the Statewide folder for the Accounts Receivable dashboard link.

5. Click Accounts Receivable to open the dashboard.

ate 0 Mimesofa_Business Intelligence O e | adinstation | e« | somout O
Accounts Receivable
 Open Receivable Activity ' Open Recehable Actiity Detai | Wirke OFs | Past Due Account Collectons | Reconcll Cash and Receipts | Intrest and Late Fees | AR Reportng Itam All Actvty - Detal \ Recognized vs Recewy v (2)

Home | Catalog | Faverites v | Dashboards . | [ Mew. | B® Open~ | SignedInAs EPMTEST3 / Ellen Schwandt

;/ \ E
- Reporting Business Unit is equal to GLO01 - Minnesota Management & Budget
Reporting Business Uit GLOO1 - Minnesota (v, and Accounting Period is equal to 5
Fiscal Year 2014 = and Fiscal Year is equal to 2014
Accounting Period 5 = and AR Ttem Status Cd is equal to [ isin O
Fund = 5
Appropriation 1] e A=
] e Open Receivable Activity - Summary
oL = Time rum: 11/12/2013 12:53:53 PM
Billing Type 7]
Customer —5 i
Accounting Day Dt Between % and E’b Business Unit - Reporting | Billing Type Fact AR Reporting
; o % Reporting Business Unit  |Billing Type Id Billing Type Long Desc Monetary Amt
GL Posted Day Dt Between Qand 61001 £51 Labor Relations Investigations 5,803.00
opiy [ Reset G1001 Fs2 Training-Misc 5271140
\ / G1001 MSC Miscellanzous 4,700.00
N _/ Grand Total 63,214.40

Selection Business Unit - Calendar for Fund - AR Account - AR Appropriation (CF3) - AR |Department - Financials - AR |Fact AR
Reporting Accounting Date Reporting Reporting Reporting Reporting Reporting

Criteria Box Reporting i Monetary
Business Unit Accounting Day Dt Fund Cd Account Cd Appropriation 1d Fin Department Id Amt

The Accounts Receivable dashboard displays. Note that this dashboard is comprised of eight tabbed

pages:
e QOpen Receivable Activity (displayed in the screen shot above)

The Open Receivable Activity tabbed page opens by default. It includes a selection criteria box (upper
left corner) and the Open Receivable Activity report, which serves as your gateway to the other Accounts
Receivable reports. The Open Receivable Activity report runs as soon as you open the dashboard.
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Let’s take a look at the Selection Criteria box in the upper left corner:

Accounts Receivable

Open Receivable Activity ' Open Receivable Activity Detail | Write Offs | Past Due A

Reporting Business Unit G1001 - Minnesota M
Fiscal Year 2014
Accounting Period
Fund
Appropriation -

Fin Department

FEFEEERRER

Billing Type
Customer -
Accounting Day Dt Between F@and E"(B
GL Posted Day Dt Between I?‘(})and E"(!-)

Apply || Reset

The selection criteria appearing in this box determines the data that will be returned on the Accounts
Receivable reports that you run. The initial values in these fields are defaulted for you based on the:

e first available AR Business Unit allowed by your security clearance
e current Budget Period

e current Fiscal Year

e current Accounting Period

The data displayed on the Open Receivable Activity report is based on these selection criteria. You may
update the criteria indicated as you wish and click the Apply button to rerun the report based on the
changed criteria. Please note that the Business Unit and Chartfield selections include their respective
descriptions.

Next, let’s turn our attention to the Open Receivable Activity (report.
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ed | Administration | Help v | Sign Out o

S[ﬂfE OfMinnESO[a Business Intelligence

Accounts Receivable BS Open + | Signed In As EPMTEST3 / Ellen Schwandt
| Open Receivable Activity ' Open Receivable Actvity Detail | Wiite Offs | Past Due Account Collections | Reconcle Cash and Receipts | Interest and Late Fees | AR Reporting Item All Actvity - Detail | Recognized vs Recavey = (2)
=] B
~ Reporting Business Unit is equal to G001 - Minnesota Management & Budgst
Reporting Business Unit G1001 - Minnesota P x| and Accounting Period is equal to 5
Fiscal Year 2014 bl and Fiscal Year is equal to 2014
Accounting Period 5 = and AR Ttem Status Cd is equal to [ isin ©
Fund | —-5ef k=l =]
A ati _ s
b ‘Open Receivable Activity - Summary
Fin Department = Time run: 11/12/2013 12:53:53 PM
Billing Type b=l
Customer L)
Accounting Day Dt Between @B = % Business Unit - Reporting | Billing Type Fact AR Reporting
B B Reporting Business Unit Billing Type Id Billing Type Long Desc Monetary Amt
G- Poste Dy B Betineen and G100 Fsi Labor Relations Investigati 5,803.00
][Rt 1001 Fs2 Training-Misc 52,711.40
G1001 MSC Miscellaneous 4,700.00
Grand Total 63,214.40
Business Unit - Calendar for Fund - AR Account - AR Appropriation (CF3) - AR | Department - Financials - AR |Fact AR
Reporting Accounting Date Reporting Reporting Reporting Reporting Reporting
Reporting = = Monetary
s Accounting Day Dt Fund Cd Account Cd Appropriation Id Fin Department 1d i
G1001 11/5/2013 2001 512605 G100013 61038100 5,703.00
G1001 11/8/2013 2001 512606 G100012 G1034400 -6,800.00
G1001 11/5/2013 2001 512606 G100013 G1038100 100.00
G1001 11/8/2013 5200 512605 100086 G1037610 11,500.00
G1001 11/1/2013 5200 513304 G100086 G1037610 52,711.40
Grand Total 63,214.40
Reporting Business Unit is equal to G1001 - Minnesota Management & Budget
and Accounting Peried is equal to 5
and Fiscal Year is equal to 2014
and AR Item Status Cd is equal to / isin O
Analyze -Edit - Refresh - Print - Export - Copy

If you see values in blue in OBIEE it indicates you can link/ drill to additional detail. If a drill choice exists
you will see the reports you can drill to listed, if only one choice exists the link is not displayed and by
clicking the value the linked report gets run.

If you click on the Monetary Amount Value the Open Receivable Activity — Detail report will be run with
the selection criteria from the row you selected.

Business Intelligence

Open Recervabie Activity - Detail

Tine rum: 11/12/2013 1:16:30 PH
Catenidar
Calendae | Colendae
Cursomes - 3 fortmt  Calendurfor |Accosnt. [Fund-  |appropeisben  |Department -
Dusiness Unt. | BBSG ¢,y Bl To (AR |48 Ttem for tavokce forDUE . | nuy  (iccourmng (AR an (cF1) - AR Fnancisk - an | TSCLAR
- Reporag | Tige Tem) Gate (AR |Date (A2 |nye fan | Date: Mrgorting |Repseting (Reperting Reoing  (RESOHNG
Rem) Mem)
ttem)
il To -
Regong  mleq | Cuntornee nem by (Eoty Dee  Lam Fin
Dusiness  [Type  |pomer  |[CuRoner Addess  (lemid  (me  Type  (Reason OOY Day  lhchdy et At (A [MAMORNRA |oey ey HeMAN
una 14 1 Sequence nom  cd 4 = Dy 0 "
ot G Ga310i081 | ADMINISTRATION 1 |[LRI000021S | 1w s TUSE0I3 |13/S00 150N 1483003 (5108 301 |Ga800lR cumies | 3ssem
Dert
Gaoet 51 AIi0I00M01 | COMMERCE DEWT 1 juemnsans i - TSI I R0 (a0 (sie0s  (om  (Gisoois G0 310098
Grand Total s,as.00

AR Tt Saatus Cd i ecut to [ s i O
and Repsring Business Unit 34 is equal 1o /5 n GL001
and Frcal Your i equel 1o 2034

and Acounting Pencd i squsl to 5

and Fund Cd s eqwel to ] s in 2000

Bnd Aprosnation 14 i scual 1o | & in GLOOULS

and Fin Department 14 & eaual 10 / & In G1038200
and Aecounticsg Diry D is el b | i 2003-11-05
and Repirting Dusiness Unit i¢ eqes to GLOOL - Minnassts Managament & budca
and Account Cd i equal 10 | s In 512605

Beturn - Anghze - Ed8 - Befresh - Prist - Bxpoes - Creme Boskmank Unk - Cooy
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As you can see the Item ID value on the Open Receivable Activity — Detail report provides another

opportunity to drill, in this case to the AR Reporting Item All Activity — Detail report.

ftate of Minnesota  Business Intelligence

Accounts Receivable

search | ETHENENNEY I © ~dvanced | Adm

Home | Catalog | Favorites - Dashboards v | [ New~ | B open~ | Signed In

AR Reporting Item All Activity - Detail
Time run: 11/12/2013 1:33:17 PM

18- = Project
. ’ AR Ttem Account - Fund - Appropriation Department - Project - =
Business Unit |, o\ mer AR Ttem Al Them Activity  |ARTtem AR AR (CF3) - AR Financials - AR |AR Bty | Gact AR
- Reporting Activity % = 5 Y AR Reporting
Entry Type Reporting Reporting | Reporting Reporting Reporting 3
Reporting
AR
Reporting Item Item e Fin
Business %lstomer Eustnmer Ttem 1d liie CEmence gc::lwty Entry ggcounl El;nd ;\;propnaﬁon Department IP;O]ect IA:t\\fltv ;10rt|etary
Unit 1d =i Num  |Num Tt SEE Id 2
Type
cd
G1001 G020100001 |ADMINISTRATION |LRE10000215 1 1{IN o 512605 2001 G100013 G1033100 = B 3,556.02
DEPT
‘Grand Total 3,556.02

Item Id is equal to { is in LR810000215
and Item Line Mum is equal to [ isin 1
and Reporting Business Unit Id is equal to / is in GLO01
and Reporting Business Unit is equal to G1001 - Minnesota Management & Budget
Return - Analyze - Edit - Refresh - Print - Export - Create Bookmark Link - Copy

Reminder: Check the Accounts Receivable (AR) OBIEE Dashboard and Analysis Report Summary
document for full descriptions of these reports. http://www.swift.state.mn.us/obiee-reports

At the bottom of the report is the Return link. This link appears at the bottom of all of the reports. It’s
important to use this link to navigate between the reports and the Open Receivable Activity page.

6. Click that link to return to the Open Receivable Activity page of the Accounts Receivable dashboard.

If you wanted to change your selection criteria back to the defaults, you could click the Reset button in
the selection criteria box:

tate OfM\ﬂnESUIa Business Intelligence

search [

Accounts Receivable

Home | Catalog | Favor
izl Adivity IS gl By ety S Ui ek pollocoes B B ool Garlieny il 1
= E
Reporting Business Unit G1001 - Minnesota M
Fiscal Year 2014
Accounting Period 5
Fund - =

Appropriation
Fin Department —

Billing Type

Customer —>&/e

SRERNEREREE

Accounting Day Dt Between Eyan

GL Posted Day Dt Between (25 and )

Apply | Reset.

Reset to default values

Clear All
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You are presented with three options:

e Reset to the last applied values
e Reset to default values
e ClearAll

Next, choose an option and click the Apply button. This causes the Open Receivable Activity report to
run again, based on the updated criteria.

The steps for running the rest of the Accounts Receivable reports are the same.
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Wrap-Up
If you are new to OBIEE, additional training material and other resources to help you get started are
available on the SWIFT website: http://www.swift.state.mn.us/data-training

e Introduction to OBIEE: Learning to Access, Navigate, and Find Data in the SWIFT Data
Warehouse

This 8-lesson series provides the basics of OBIEE for State of Minnesota users. Topics
include:

= SWIFT Data Warehouse Overview

= Howtologinandout

= Security

=  Navigation

= How to run an OBIEE analysis (report)

= How to print and export data from an OBIEE analysis

e Creating Analyses and Dashboards

This self-guided tutorial, provided by Oracle, is designed for users who will be creating
and or editing OBIEE analyses and dashboards. Check out the Getting Started in the
SWIFT Data Warehouse guide on the SWIFT Website for information on how to access
and use the tutorial.

Have questions? Before you call the SWIFT Help Desk, please check out the SWIFT Data Warehouse
FAQ and Glossary on the SWIFT Website: http://www.swift.state.mn.us/doc/data-warehouse/fag.pdf

If you have questions after reviewing the FAQ, contact the SWIFT Help Desk at 651-201-8100, option 2

Help Desk team members log and route all issues and will get back to you as soon as possible.
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