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Expense Reporting — you have questions

 Every unit has a need to monitor, evaluate, and investigate
expenditures (examples: Invoice vouchers, PCard, Payroll)

e Every unit has a need for lists of expenses to review

e Every unit has a related need for summaries of those detailed
expenses

e Some units have a desire for more than the
standard listings and summaries
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Expense Reporting — you have guestions

How do | know if | need the data warehouse ? What
options do | have?

e There are a variety of solutions depending on your level of
need, the sophistication of your questions, and your ability to
dedicate resources to obtaining your answers

e Pick and choose a mix that best meets your need
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N
Expense Reporting — make your selections

If your primary need is to review a list of expenses and
Investigate any anomalies, then your needs will likely be met
with Banner forms and the standard reports available in EDDIE
or View Direct.

#4 Banner forms

#& EDDIE reports (refreshable daily)
& View Direct reports (end of month)
(@ Data warehouse access
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N
Expense Reporting — make your selections

If your primary need is mostly met by the standard reports, but
you have additional questions, need data to sort in a
spreadsheet, are feeding a local data set, or want to customize
an existing report written by another data warehouse user,
then you may need to pursue access to the data warehouse

& Banner forms
& EDDIE reports (refreshable daily)

#& View Direct reports (end of month)
@ Data warehouse access
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Expense Reporting — make your selections

If your primary need is to answer complex or uniqgue questions
through custom report writing, supply data to a local database
or you have additional questions which are answered no where
else and you are willing to invest time resources in
understanding business processes, data, reporting tools and
report writing, then you very likely need to access the data
warehouse and the Business Objects report writing tool.

&) Banner forms
(2) EDDIE reports (refreshable daily)

(2) View Direct reports (end of month)
d Data warehouse access




Expense Reporting — Check out

If you've considered the possibilities and added the
data warehouse to your selections, lets explore
some of the expense reporting solutions the data
warehouse has to offer




oRMay,

$ %

DECISION SUPPORT
o (7] UNIVERSITY or ILLINOIS

2

Data Warehouse
Solution Library
and
Query Clearinghouse




-
What is Solution Library?

DS Solution Library

e DS Authored step by step instructions and sample Business
Objects reports designed to meet specific reporting needs

e Users asked for pre-assembled report samples to use as a
starting point for learning and customization

e Solution Library grows based on user feedback

Solution Library link: P
http://www.ds.uillinois.edu/web/Home/SolLib.aspx o
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Accessing Solution Library

UNIVERSITY OF ILLINOIS

CHICAGO « SPRINGEIELD « URBANA-CHAMPAIGN

port=s Download Data

DECISION SUPPORT

05 Horme | Contact |to EODIE | Site Map

WELCOME

Decizion Support (D) is a customer zervice unit with & focus on data warehousing, businezs inteligence, and information managemert. Decizion
Zuppott iz part of the Univerzsity Office for Planning and Budgeting. ks responsibilities include managing the University's Data Warehouse, providing
data access, helping staff create their own reports, and providing data education and general information about University data and reporting.

#* Geot Started #* Ahout Data

Allthe information you need to start: Dwynamic information akbowt:

& Cregting Custom Reparts & Nhletadata & Documentation

& Creating Data Downloads # Data & Systemn Availahbility and Load Status

* Viewing Standard Reports & Data Quality Advisories

++ Assistance & Training +* Benefit
Cne-stop resource for: Find out hiow:
® Training Sessions, Webcasts, Demos, and Hands-on Assistance # The University Benefitz from the Data Warehouse

Lklezhodting Guides & Your Unit Can Uze Data to Support Businezs Goals
* Templates & Solutions

s Cther Higher Ed Institutions Use Data Warehouses




Accessing Solution Library

UNIVERSITY OF ILLINOIS

, : . : g Al 5 ETE T
CHICAGD « SPRINGEIELD «» URBANA-CHAMPAIGN - ;
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Create Reports | View Reports Download Data Get Help Get Access About Data 0w Changes Benefit AboutDs

Create Custom DECISION SUPPORT D5 Home | Contact |to EDDIE | Site Map
Reports

CREATE CUSTOM REPORTS > TEMPLATES & SOLUTIONS

Create Reports Home

Getting Started

Get Access

Define Your
Report

Report
Development
Steps
Tool Options

Feport Deweloper
Rezponsibilities

Support & Training

Templates & Solutions

Creating Business
Objects Reports

Creating ODOBC
Reports

Using Custom Reports

Lagin to EDODOIE




Availablle Solutions on the DS website

Create Feports Home SDLUTIDN LIBRARY Quick Links

Salution Library Home

The Decizion Support Solution Library provides step-by-step instructions far many Query Clearinghouse
Employee- common reparting needs. Each reporting solution contains: Universe Information

BRelated

Solutions . A sample I’EFIIIII"t Solution Library Home

# Detailed instructions on haw to open, modify, and zave the report General Infa

* Buziness concepts and data rules associated wwith the report

BO How To & Tips

# Helpful inks to additional Business Ohjects, Universe, and security information.
Faculty Tenure Track

Current Job Listing

#* Solutions Now Avwvailable:
Jobtsdob Detail Listing

Extra Help Hours

Employees
* Emplovee Attributes
& Employes Mailing Address Labels

& Faculty Tenure Track Information
Money-Related
ZSolutions « Poszition/Job Attributes

& Current Job Listing
Payroll Listing by Org * Employes Class (E-Class) Listing

! Paying * Employees Jobfob Detail Listing
5 [F
* Time/Attendance Recorded

PCard Listing Outside
Ard Hsting Bt & Employes Extra Help Hours Worked

I:Irg
FCard Unreconciled & Employves Leave Balances
Purchasze Order Listi.g

General Ledger
Transa

fasethits Payable Purchasing
& P-Card Transactions Posted by Cardholders Cutside an Organization

Detailed Expenditures . .
pen & P-Card Un-Reconciled Tranzactions

Combined Finance &

e Purchase Order | istinn
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Avallable Solutions on the DS website

* Emplovee Clazz (E-Cla=sz) Listing

Money-Related e Employes Jobiob Detail Listing
Solutions

&« Time/Attendance Recorded
Payroll Listing by Org « Employes Extra Help Hours Wiorked

all Paying & Employee Leave Balances

PCard Listing Outside
org Money
- * Accounts Payable Purchasing
PCard Unreconcilad ® P-Card Tranzactions Posted by Cardholders Outside an Organization
Purchase Order Listing # P-Card Un-Reconciled Transactions

* Purchaze Order Lizting

& Cash and General Ledger

Detailed Expenditures s Ceneral Ledger Transactions by Fund and Account

Combined Finance &

& Rogue C-FOAPAL |isting for Fund 3
* Fogue C-FOAPAL Listing for Funds 4, 5 & B0

s Grants
# Direct & Indirect Expenses for Grant Funds

Grant Expenzes

Permanent driginal

State Fund Budget » Grants Proposals

Salary Planner Prep * Payroll

& Emploves Payrall Listing by Paying Organization (who am | paying?)
Student-Belated & Pavying C-FOAPs for Employvees in an Organization (who is paying my
Solutions employeesy)

& Salary Planner and Budget
* Permanent Original State Fund Budget

Informal Class ar

Informal Class Roster

with Gra * Salary Planner Preparation




Expense Solution — finance with payroll detail

A BOSExpenses (Combined Detailed Monthly Expenses) - Windows Internet Exploren provided by Yahoo! EJ@|E|
File  Edit ‘Wiew Fawvorites  Tools  Help ,".'
- 1 A, ) \,-'n'—) i ) > E= b
Q Back. =) |£| \ELI | Search y & Favarites é:‘\t M @? /f 3 % ."i
Address @Ll hitkps f femewn, s willinois, edufweb/Home SolLib/MonevSol|BOSExpenses, aspx A Go
Y‘, - é?v w | Searchweb « &7 Eﬂ' i g @ @ My ¥ahoo! + [=Mail - g" LALNCHCasE - 9 Maps - '@ Fantasy Sporks = s
WP (13 unread) ATT Yahoo! Mail ...| "¥P My Station > Recently Played...| | | Search Metadata | | BusinessChbjects InfoView | | BOSExpenses (Combined Det... || 4k add Tab m

UNIVERSITY OF ILLINOIS

CHICAGO « SPRINGEIELD « URBANA-CHAMPAIGN

nload Data Get Help

DECISION SUPPORT 0% Home | Cortact |to EODIE | Site Map

CREATE A DETAILED MONTHLY EXPENSE e
ST ELA REPORT COMBINING FINANCIAL & PAYROLL Revenue
EXPENSES FOR A CHART, ORG, AND FISCAL LTS

Employee-
Related YEARH;PERIOD

Solutions

Title Detailed Morthly Combined Expenses

Mailing Lizt of combined Finance and Payroll detailed expense transactions by

Descrinti
ESCTIPLION | ok This report is limited ky Chart, Org, Fiscal Year and Fiscal Period. milar Templates in
H

Universe(s) |ECVY— HRFIM —BOS Expenses
Listing eneral Info
- Authored By Decizion Support
s Listing S0 T & UEE
) Sample

ob Detail Listing Report Detailed torthly Expernses.rep

Help Hours

++ Additional Information

The BOS Detailed Expense Tracking materialz include presentation slides from Decision
Support's BOS Expenditures custom reporting lab and web cast sessions. Here you wwill find




Expense Solution — finance with payroll detail

<3 BOSExpenses (Combined Detailed Monthly Expenses) - Windows Internet Explorer provided by Yahoo!

File  Edit Miew Faworikes Tools  Help

A = i x
- | 2 X ) = F, i 4 - - B ﬁ o A
G Back > x et 0 | Search .¢ Favorites {? = @; % ,*‘i

*+ Additional Information

The BOE Detailed Expense Tracking materials include presentation slides from Decision
Support's BOS Expenditures custom reporting lab and web cast sessions. Here you weill find
Money-Related additional detailz on the BOS Expenze univerze and combined Finance and Payroll
Solutions Exzpenditure reports.

Pawyroll Listing by

+* Step-by-Step Instructions

= Obtain the required security
g Dutside ® You must have access to the either the HR or Finance ECWY and the ECWY -
HEFIM - B Expenses universe
® Don't have access, or don't knowy if wou have access? See Access &
Purchase Order Listing Security
General Ledger = Open the Sample Report
s [Double click the link to the sample report, Detailed_Morthly _Expenses.rep
Detailed Expenditures * Click Open
s Enter your Business Okjects/EDDIE user name and password.
& Don't knowy your EDDIE login?Cortact DS via the on-line Help Desk.

= |f the Report Wizard opens, click Cancel

= Enter the requested information into the report prompts:
s Erter & 1-digt Chart Code
# The chart code refers to a specific campus. Yalues are "' - Urbana-
Champaign, '2' - Chicago, '4' - Springfield, and "9' - University

fddress :ghl http: ! fuwena, ds. uillinois . edufwebfHome [SolLib/MoneySol [BOSE xpenses . aspx e eta}
Y_’ - ;_;?v - | Search Weh |+ | &7 Eﬂ’ g @ @ My Yahoo! - [ Mail - ? LAUMCHEasE - 9 Maps - @ Fantasy Sparks - »»
EP (15 unread) ATT Yahoo! Mail ... "¥F My Station = Recently Plaved..| | | Search Metadata || BusinessOhbiects Infaview | | BOSExpenses (Combined Det. . | | 4k 4dd Tab m

o~

Grant Expe
" Adminisiration
rmanent Ori
ate Fund Bu » Enter a =ingle 2-digit State Flscal Periodis)
- Mot mml Neviea] im e Fraoem Al —dedm Fimmad mmvimdl dmosed s Al Fe bl v
_Ll Done £ Internet
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Expense Solution — finance with payroll detail

2} BOSExpenses (Combined Detailed Monthly Expenses) - Windows Internet Exploren provided by Yahoo!

File Edt Miew Favorites Tools  Help

Y - 2

Grant E:

Permanent Origi
ate Fund Budget

Salary Planner Prep

Student-Related
Solutions
Informal CI

rmal «
Grad

rmal Clas

Dean= List

Student Term GPA

udent Listing

. 0 -
= \ N, ] = i £ - = [& A

Q Back <’ |£| IELI (0 | Search l;;,_\f:” Favorites {T = @; /ia % ,*’i

Address féj hikkp: v, ds Lillinois, edufweb Homef SolLib/MoneySol[BOSExpenses , aspex

v | Searchweb ~ &7 E' & @ @My vahoo! = [ Mal - @LF\UNCHcast - G)Maps - @Fantasy Sporks -+ bed

"®P (13 unread) ATT ‘Yahoo! Mail ...| &P My Station = Recently Played... | | Search Metadata | | BusinessObjects Infoview | | BOSExpenses (Combined Det... || = add Tab m

= Enter the requested information into the report prompts:
e Enter a 1-digit Chart Cade

» The chart code refers to & specific campus. Yalues are 1" - Urbans-
Champaign, '2' - Chicago, '4' - Springfield, and "9 - University
Administration

Erter a single 2-digit Stabte Flscal Periodrs)
& Posted Period is the two digit state fiscal periodimonth code to which
the Qperating Ledger Transaction was posted. Example valid values
are 01 = July, 02 = sugust, 03 = September, etc.

Erter a single 4-digit Stade Fiscar Year Code
»  The four-digit state fizcal yvear code associated with the expenses you
wyizh to view . Examples of fizscal vear codes are "2005' for fizcal year
2005, and 2006 for fizcal year 2006,

Erter one or more B-digit Organization Codel's)
® The B-digit organization code iz used to track infarmation by functional
unit. Examples of B-digt organization codes are '448000' - UIC Campus
Housing, '448004' - Robinson Residence Halls.

& |f you are entering more than one Organization Code, be sure to
separate values with & semi-colon ;).
Click "Ck" ta run the report

Expected run time for this report is between 5 and 10 minutes. Please wait at
least 10 minutes to recieve report results.

Your completed report is nowy available for on-line viewing.
& Did you receive a blank report, an error message, or a "MNo data to
fetch" Troubleshooting sdwvice.

= Data RBules to Understand when using this report:

LB
'l:r

W GD

P

@I‘l Dane

‘ Inkernek
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Expense Solution — finance with payroll detail

<3 BOSExpenses (Combined Detailed Monthly Expenses) - Windows Internet Explorer provided by Yahoo!

File Edit Wiew Favorikes Tools  Help i';'

. — a .
- ] : by ) = i - > - B ﬁ ay A
@ Back =’ » <) | 7 Search 1. Favorites {? = @g % ,*‘i

Address :El htkp: v, ds., villingis , edufweb HomeSolLibMoneySol/BOSE xpenses, asm: ~ Go
Y_" - (_S?v L | Search web ~ &7 0~ &~ @ @My tahoo! ~ (=D Mail ~ &° LAUNCHeast ~ @) Maps ~ '@ Fantasy Sports - s
WP (13 unread) ATT Yahoo! Mail ...| "¥P My Station > Recently Played..| | | Search Metadata | | BusinessObjects Infaview || BOSExpenses (Combined Det... || &k add Tab E3

Student Listing bw . . . . r
Attribute & Expected run time for this report is between S and 10 minutes. Please wait at

lemst 10 minutes to recieve report resutts.
arded Dagre
& Your completed report is now available for on-line wieswing.

2pt not & Did you receive a blank report, an error message, or & "Mo data to
fetch" Troubleshooting advice.
ed & Enrolled
ent Listing Data Rules to Understand when using this report:
Enralled & Payrol expense transactions are associsted with the manth when the
expenditure hits your CFOAPAL (hy aperating ledger transaction date) NOT
by payroll number (the impacted pay period).

Data for BOS Expenses is loaded once per week, on the weekends. The
data in this report (and the EOW is "as of" the previous week. Current day
Pragram for activity will not be included in this report.

udents

The BOS Expenses EOWW and universe will only contain dasta for the current
fizcal year, and the fizcal year immediately preceeding the current fizcal year
(e.g., FY¥0O7 and FY0B). Older fizcal year data will be deleted on September 1
of each year. Reports to return data for fiscal years more than 1 year prior to
the current year will not return results.

Suggestions for verifying the accuracy of your report data
& Zelect a CFOAP from your report, then look-up this same CFOAP in Banner
Finance and Banner Payroll. The CFOAP expenses for the chosen Fiscal
YearPeriod(=) in your report should match the combined CFOAP expenses in
Banner. Keepin mind that vour report is "as of" the previous week,
therefare, current day activity izsn't included.

& Zave, Print, or Send your report to ancther user.

&] Dane & Internet
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Expense Solution — finance with payroll detail

UNIVERSITY OF ILLINOIS

CHICAGO « SPRINGEIELD «» URBANA-CHAMPAIGN

Create Reports  Yiew Reports Download Data Get Help Get Access | About Oatz | DW Changes Benefit AboutDs

Solution Library DECISION SUPPORT DS Hame | Cortact [to EDDIE | Site Map

RIS CREATE A DETAILED MONTHLY EXPENSE Expense &
LEENUEINILIN REPORT COMBINING FINANCIAL & PAYROLL EEGSG
EXPENSES FOR A CHART. ORG. AND FISCAL Analysis

Employee- -
Related Y EAR, FPERIOD

Eolutions

Title Detailed Monthly Combined Expenses

zactions
Emplayes hailing Li=t of combined Finance and Payroll detailed expensze tranzactions by

vals 1] ipti . L . ) -
Labels escription CFOAP. This report iz limited by Chart, Org, Fiscal Year and Fiscal Period. Similar Templates in
culty Tenure ch OCcH
Faculty Tenure Track Universe(s) |ECW — HRFIN — BOS Expenses
Emplo D% General Info
Mailing Is Authored By | Decizion Suppart
. i e BO How To & Tips

B Jal s Sample .
Current Job Listing y Detailed Morthly Expenses.rep

Report
S :_L

Click Here to open the pre-authored report in the Business Objects report writing tool

19




This Expense Solution answers the question:

'T" is most likely defined with a Chart When you describe what you spend money on,
and an Organization A you will want to see all of the details.

How much did | spend last month on what and whom?

A

When you use the phrase ‘last
month’, you will most likely

need a condition on year and :
month. By asking on what AND on whom,

the HRFIN - BOS Expenses
Universe is the only Universe that
contains both sets of detail level
data.

20



Presenter
Presentation Notes
[Review the slide]

Now do the fiscal periods and “buckets” make sense?  Questions?

Would you like me to show you these ideas with a Business Objects report?


I
Expense Solution — finance & payroll detail

After opening the solution, a prompt box will
come up and you will need to enter your unit’s
specific values then press OK.

Enter or 5elect Values E|
Select 1 digit Chart af Accounts Code
Select 2 digit State Fizcal Period Cancel

Help

Select 4 digit State Fizcal vear

Walues. ..

Select B digit Organization Code

21
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Expense Solution — finance & payroll detail

r* BusinessObjects - BOS3 UAT 1.rep - [mpollard @eddie. ds. uillinois.edu] - [BOS3/UAT 1.rep]

@ File Edit View Insert Farmat Toaols Data Analysis  Window  Help

D &

~l o ]

o =

425 Data ]@ Map]

LV VR VR R VRV VR VR V.

=4z Y ariables

CFOaF

Employes Mame

0L Detail Dezcription

OL Detail Transaction D ate
Original Document Mumber
Payroll Accounting Categary Code
Payproll &icctg Transaction Date
Payrall 14

Paprall Humber

FPayrall vear

Pogition Mumber-Job Suffix
State Fizcal Period

State Fizcal Vear

UIN

0L Expensze Amount

+ Formulas

R |[E=E s

=+ Q

100% -

8 O

Report Title

State
Fiscal
Year

Period

OL Detail
Transaction
Date

State
Fiscal

0L Detail Description

Original
Document
Humbhber

OL Expens
Amount

Results: a basic report that can be
formatted any way you want or
downloaded to MS Excel

9-100006-661000-141500-661001  |2007 01 7172006 GRPCY: SURVEYMOMNKEY|PCADITCF $19.5
59-100006-661000-146301-661001 (2007 01 JBS2008 Intro to Business Objects |PDO0S0SE $197 .4
9-100006-661000-146301-661001 (2007 01 7725/2006 Farmatting in Business OtPDO0SEAE $149.5
9-100006-561000-153800-661001 (2007 01 7i28/2006 Computer Assaciates 11509165 §5 390.C
9-100006-661000-211300-661001 (2007 01 J172008 HR Payrall 2006 MMM 2599 (|FOO70E77 -F3 5727
9-100006-661000-211300-661001  |2007 01 7172008 HR Payrall 2006 kM 299 (|FOO7TOEYY -52.995 4
59-100006-661000-211300-661001 (2007 01 7172008 HF Payrall 2006 MMM 259 (|FOO70EYT -5 7B0.£
9-100006-661000-211300-661001  |2007 01 7172006 HR Payrall 2006 MM 299 (|FOOFO0E7T -85 2351
59-100006-E61000-211300-661001 (2007 01 JM72008 HF Payrall 2006 MM 259 (|FOO70ES7 -F3 0555
9-100006-661000-211300-661001 (2007 01 7172008 HR Payrall 2006 MM 299 (|FOO706E77 -F2 B19.C
9-100006-561000-211300-661001 (2007 01 T 2008 HR Payrall 2006 MK 999 (|FOO7OE7T -§3.130.£
9-100006-661000-211300-661001 (2007 01 J172008 HR Payrall 2006 MMM 2599 (|FOO70E77 -F3 241k
9-100006-661000-211300-661001  |2007 01 7172008 HR Payrall 2006 kM 299 (|FOO7TOEYY -54 097 4
59-100006-661000-211300-661001 (2007 01 7172008 HF Payrall 2006 MMM 259 (|FOO70EYT 54,146 .4
9-100006-661000-211300-661001  |2007 01 7172008 HR Payrall 2006 MM 599 (|FOOTO0EYY -F3 6121
59-100006-E61000-211300-661001 (2007 01 JM72008 HF Payrall 2006 MM 259 (|FOO70ES7 -5 136 .
9-100006-661000-211300-661001 (2007 01 7172008 HR Payrall 2006 MM 299 (|FOO706E77 -F3 225k
T 2008 HR Payrall 2006 MK 999 (|FOO7OE7T -§2 995 4
J172008 HR Payrall 2006 MMM 2599 (|FOO70E77 -53 ,QDTIL‘
»
04:02 PM ML
22
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Expense Solution — finance & payroll detail

'3 BusinessObjects - Detailed. Monthly, Expenses[1].rep - [mpollard@eddie. ds. uillinois. e du]

jj File Edit “iew Insert Format Tools Data  Analwsis  Window  Help _& ﬂ
O = . & < R A E® | ko -

[tial = =]lmru|=s=== Ti-A & 4

(sl sl LA - BT N H A B 0F@ G| Wl - 84

D L N A AR 1211 i 52900 95 BE280 26 (U1 023002006 [N E'

a7 Data ] & Map ]

=y Wariables Aaoos (MR Payroll 2008 MN 7 epnonz77 $2.301 59 72552344 |UD0545-00|2006  |MN

= 0

CFOAP
Employee Mame
0L Dretail Description S1472006
0L Detail Tranzaction Date
Original Document Mumber
Payroll Accaunting Category Code napzopg  |{R Payroll 2008 MN 7 \eppzzz7 | g2.50270
Payroll Acctg Tranzaction Date
FPagrall Id

BES7E1872 (U75489-00(2006 MM

DHR Payrall 2006 MM 7 FOO70777 £2 380,95

B597 18662 (U41021-00(2006  |MM

= VRV T T VT V= V< R

Paproll Humber M 442006 DHR Payrall 2008 MN 7 |ennzn777 $3 678 57 BERIEE222 |US0429-00[2006 MK
Payroll *rear

Poszition Mumber-Job Suffis

State Fiscal Period A14/2008 DHR Payroll 2006 MN 7 | cnnenz77 §2 991 29 53296750 |U93116-00|2006 M
State Fizcal Year

LIN

M 442006 DHR Payrall 20068 MN 7 |ennzn777 $3.789.78 59366752 |U70701-00[2006 MK

For example,
you can format

Sum:| $81,338.93

Il Detz . ‘ d o u u N
the report to haacion OL Datil Descrpion Document  Exporss oI A —
break and total 2172006 |HR Payroll 2006 B png g 73 |- E5082793 |UBBES3-00[2006  |Bw -
on each CFOAP 0 S

Sum: $1,483.73 .
' T e 5T
(:@ FE' Hepurﬂ
Pace 10 a1 Lask Exec: 12082006 0Z:45 PM MLIM
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Expense Solution — finance & payroll detail

BusinessObjects - Detailed_Monthly_Expenses[1].rep - [mpollard @eddie. ds. uillinois.edu]

Fage Setup | Hest Page |

| Zoam [n

Zoom Out |

Cloze

ComM

S-100006-E61000-141500-E6100

Surn:

$19.95

CFOAF on OL Detsil Description Document Peprel | 72
=] Hum
Hurnber
0-100008-661000-146304-66400[2007 |04 7iE2006 'D"';’JC'E;’S Business FDO0S0S6 F197 .40 -
2007 |01 vresizong  |Formatting in Business|oppoee a0 F149.94 -
Objects
5-100005-551000-145301-56100) Sum: $347.24

CFOAPRP

H-100006-6561000-152200-565100]

Fr2Es2006

Computer Associates

15029165

FE,200.00

- 100006-E8 1000-1532200-88-100]

Surm:

$=,390.00

CFOAP on OL Detail Description Documert Payroll  Pa !
Hurnber
Nurmber
9-100006-5561000-211300-6510012007 |01 T 2006 SQRQT:IE\NO“ 2006 b FOOFOGT T SERETETE GSOG5E Y9 U9455-0C 2006 M 999 2006
2007 (01 FHIZ006 SSQFISEVW“ 2008 MH FOOFQSTT -F2 905 45 |- STO0S2090%| U017 -0C( 2005 1] p=t=te] FAr20068
2007 (01 FHIZ006 SSQFISEVW“ 2008 MH FOOFQSTT -FS TE0.5S |- 55121995 |U5425-0C( 2005 1] p=t=te] FAr20068
2007 |01 T 2006 ggg%avm“ 2006 b FOOFOGT T -FS, 23810 GSO090206| U201 94002006 M 999 2006
Fage 1 of11

5  ssssssssSSE ) B

Lask Exec: 12/3/2006 0z2:45 PM

Page 1 /11

ML
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Expense Solution — finance & payroll detail customized

‘A Query Panel - EDW - HRFIM BOS Expenses Universe

WIE |Scclpe of Analysis: Mone j ﬁ

Clazzez and Objects Fesult Objects

@ UM @ Pozition Mu... @ Fayroll vear @ Payroll 1d
CFOAPAL Titles
=55 CFOAPAL Hierarchies & Payroll Hurn... & Payroll Acco... & Payroll Acct. .. —

&) Fund
@ Fin Fund Type Level 1 Code Conditions
& Fir Fund Type Level 2 Code
B Fin ELyaalem =
B#Financial Fund Embedded Dy Code
Grant Fund
@ Grant Code
& Grant Short Title
& Grant Long Title
@ Grant Start Date
B Grant End Date
@ Principal lrvestigator Mame
B Prncipal [nvvestigator UIM
s8] Wygatization
Acco
Program
Location
Repart Quick Start

| 41| @] P

5%

S Select State Fizcal Year|

?SelectStateFiscalF‘eriDd| You Can aISO add Some
?SelectEhartnf.-‘l'«ccnuntslinde| Grant infOrmation tO your

report.

nid

1

=

Ani

Bl

57 Select Organization D:ude|

@ v

Optionsz. . Save and Cloze | Wigw, | Bun Cancel |
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Avallable Solutions on the DS website

* Emplovee Clazz (E-Cla=sz) Listing

Money-Related e Employes Jobiob Detail Listing
Solutions

&« Time/Attendance Recorded
Payroll Listing by Org « Employes Extra Help Hours Wiorked

all Paying & Employee Leave Balances

PCard Listing Outside
I:Irg

Money
* Accounts Payable Purchasing
PCard Unreconciled i

Purchase Order Listing

& Cash and General Ledger

Detailed Expenditures s Ceneral Ledger Transactions by Fund and Account

Combined Finance & ,
* Expense /Revenue

& Detailed Expenditures by C-FOAP

& Comkined Finance & Payroll Expenses

* Fogue C-FOAPAL Listing for Funds 1 & 2

& Rogue C-FOAPAL |isting for Fund 3

* Fogue C-FOAPAL Listing for Funds 4, 5 & B0

s Grants
# Direct & Indirect Expenses for Grant Funds

Grant Expenzes

Permanent driginal

State Fund Budget » Grants Proposals

Salary Planner Prep * Payroll

& Emploves Payrall Listing by Paying Organization (who am | paying?)
Student-Belated & Pavying C-FOAPs for Employvees in an Organization (who is paying my
Solutions employeesy)

& Salary Planner and Budget
* Permanent Original State Fund Budget

Informal Class ar

Informal Class Roster

with Gra * Salary Planner Preparation




Expense Solution — PCard transactlons

UNIVERSITY OF ILLINOIS

CHICAGD - SPRINGFIELD « URBANA-CHAMPAIGN

ZEolution Library

Create Reports Home

Solution Library Home

Employvee-
Related
Solutions

Em
Labe

Faculty Tenure Track

Current Job Listing
ECla== Listing

Jabtdob Detail Listing

E-tra Help Hours

Money-Related
Solutions

nlo=ad Data Get Help Get AboutDs

DECISION SUPPORT DS Home | Cortact [to EDDIE | Site Map

CREATE A LISTING OF
UN-RECONCILED P-CARD TRANSACTIONS

Purchasing
Analysis

Purchasing Unive

Title P-Card Un-Reconciled Tranzactions PCard Tr:-ln zactions

1] &
List of un-reconciled P-Card tranzactions for a specific chart, list of funds "

Description and list of organizationz. The report is grouped by CFOAPAL and sorted by
P-Card Purchasze Date.

Similar Templates in
OcH

0% General Infao

Universe ECWY — Finance— PCard Transactions

Awuthored BO How To & Tips

By

Sample
Report

Decision Support

Peard_Unreconciled_Transactions rep

+* Step-by-Step Instructions

* Obtain the required security
* “Youmust have access to the Finance EOVWY and the P-Card Transactions
universe

¢ [Dont have access, or not sure if you have access? =ee Access & Security



This Expense Solution answers the question:

'T' is most likely defined with a Chart
and an Organization

You may want to include objects for Fund code(s)
\ when looking at specific transactions

Do | have any un-reconciled PCard transactions?

When you use the phrase ‘un-reconciled’, it
generally means a PCard transaction with a
status code of zero

28



Presenter
Presentation Notes
[Review the slide]

Now do the fiscal periods and “buckets” make sense?  Questions?

Would you like me to show you these ideas with a Business Objects report?


I
Expense Solution — finance & payroll detail

After opening the solution, a prompt box will
come up and you will need to enter your unit’s
specific values then press OK.

Enter or Select Values

1. Enter a 1 digit CH&ART CODE [1.2.4 ar 9)

2 Enter 1 or more & digit FUMD CODES [i.e.. 301637 3027E...

2. Enter 1 ormore & digit DRG CODES [1e., 251000:251002] zeparate with ] - no spaces

| [ | L | PO |




Expense Solution — finance & payroll detail

[1-100007-123456-123456-123456

FCard

Cardholder Card FILaE 7Lad Docurnent
r-l- T rtlurntu'ur Requestar User Log Mumber Purchasze PCard tern Description rniile FCard Comments Hl- -'I:'- ttern Tra
ame Lot 4 Name Date Hrnher Frice Quartity  Amount

122 202002007 |- - e - 22007 m‘ld:rﬂgﬁiim?ﬁﬁﬂ PCAIBEET G6.00 1.0000 EB.DDE
a152 202002007 |- — - ST2007 mifﬁzgﬁangs FCAIBERD 33.00 1.0000 33.I:IIZI§
122 202502007 |- - - 2252007 m@gﬁz?a?ﬂaz PCAOBLY G 45.00 1.0000 %.DDE
a152 20272007 3132007 (CITRIX ONLINE.COM  (PCADBRE 599.50 1.0000 599.50
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Avallable Solutions on the DS website

* Emplovee Clazz (E-Cla=sz) Listing

Money-Related e Employes Jobiob Detail Listing
Solutions

&« Time/Attendance Recorded
Payroll Listing by Org « Employes Extra Help Hours Wiorked

all Paying & Employee Leave Balances

PCard Listing Outside
org Money
- * Accounts Payable Purchasing
PCard Unreconcilad ® P-Card Tranzactions Posted by Cardholders Outside an Organization
Purchase Order Listing # P-Card Un-Reconciled Transactions

* Purchaze Order Lizting

& Cash and General Ledger

Detailed Expenditures s Ceneral Ledger Transactions by Fund and Account

Combined Finance & ,
* Expense /Revenue

& Detailed Expenditures by C-FOAP

& Comkined Finance & Payroll Expenses

* Fogue C-FOAPAL Listing for Funds 1 & 2

& Rogue C-FOAPAL |isting for Fund 3

* Fogue C-FOAPAL Listing for Funds 4, 5 & B0

s Grants
# Direct & Indirect Expenses for Grant Funds

Grant Expenzes

Permanent driginal
State Fund Budget » Grants Proposals

Salary Planner Prep *« P

Employee Payroll Listing by Pavying Organization (who am | paying?)

Student-Related * Paying paying my

Solutions employeesy)

& Salary Planner and Budget
* Permanent Original State Fund Budget

Informal Class ar

Informal Class Roster

with Gra * Salary Planner Preparation




I
Expense Solution — Payroll transactions
UNIVERSITY OF ILLINOIS W

CHICAGO - SPRINGFIELD « URBANA-CHAMPAIGN

v+ Reports Download Data Get Help Get Ac S About DOata Ow Changes EBenefit AboutD s

Solution Library DECISION SUPPORT DS Home | Cortact |to EDDIE | Site Map

ML CREATE AN EMPLOYEE PAYROLL Payroll Analysis
Solution Library Home LISTING FOR A PAYING ORGANIZATION AND

FisCAL YEAR HR Payrell Universe
Employee- HRFIN BOS Payrall

Related Title Employes Payrall Listing by Paying Organization Univarse
Solutions

Lizt of employes payroll transactions for & paying organization, for & fizcal similar Templates in
1C

vear. The report is sorted by paying CFOAP and employes name. The UEH

report includes payroll expense sub-tatals by CFOAP and a grand total for 0% General Info

the ertire organization. BO How T & Tips

3 LE g Description
Faculty Tenure Track

B Universe(s) EOW —HRE—Payroll (HR_PAY7

Authored

Decizion Suppart
Current Job Listing By i

ECla== Listing Samljlg

Report Payroll_Listing_Paying_Org

Jobtsdob Detail Listing

Extra Help Hours

#+ Additional Information
The HR Payroll Custom Lab presentation materialz includes presentation slides from Decizion
Support's HR Payrall custom reporting lab. Here wou swill find additional detailz on the HR

Money-Related Paryroll Universe and HR: Payrall reports
ZSolutions




This Expense Solution answers the question:

'T' is most likely defined with a Chart
and l an Organization

Who am | paying this fiscal year?

Indicates a list of transactions within a
specified four digit fiscal year
33



Presenter
Presentation Notes
[Review the slide]

Now do the fiscal periods and “buckets” make sense?  Questions?

Would you like me to show you these ideas with a Business Objects report?


N
Expense Solution — payroll transactions by CFOAP

After opening the solution, a prompt box will
come up and you will need to enter your unit’s
specific values then press OK.

Enter or Select Values

1. Enter a 4 digit FISCAL YEAR [ie.. 2006]

2 Enter a1 digit CHART CODE [1.2.4 ar 9]

3. Enter 1 or more B digit DRG CODES [1Le..251000:251002] ...




N
Expense Solution — payroll transactions by CFOAP

' Employee PayrollListing | e
by Paying Organization iLast Refresh: §3/1/2007

Ermployes ame  Empleyee fosion Job_ Fayrll Payrll Fyrell Seauonce fcig Dol xpanse

1-1000068-123456-123456-123456 |- - 22004 (00 hr 2005 10 0| Original Action 345238
1-10000E-123456-123456-123456 |- - 22004 (00 kAR 2005 10 1 |%oid -3,452.38
1-1000068-123456-123456-123456 |- - 22004 (00 hr 2005 11 0| Original Action 483333
1-1000068-123456-123456-123456 |- - 22004 (00 hr 2005 11 1% oid -4 833.33
1-1000068-123456-123456-123456 L94pdn (00 hr 2005 7 0 |Original Action 340372
1-1000068-123456-123456-123456 L94pdn (00 hr 2005 a 0| Original Action G807 .44
1-100008-123456-123456-123456 34546 (00 kAR 2005 9 0 |Qriginal Action 701167
1-1000068-123456-123456-123456 L94pdn (00 hr 2005 10 0| Original Action 701167
1-1000068-123456-123456-123456 L94pdn (00 hr 2005 11 0| Original Action 701167
1-10000E5-123456-123456-123450 94546 (00 kAN 2005 12 0 |Original Action 701167
1-1000068-123456-123456-123456 L94pdn (00 hr 200k 1 0| Original Action 701167
1-100006-123456-123456-123456 U34B46 (00 kAR 2006 2 0 |Qriginal Action 7011.67
1-1000068-123456-123456-123456 L94pdn (00 hr 200k 3 0| Original Action 701167
1-1000068-123456-123456-123456 L94pdn (00 hr 200k 4 0| Original Action 701167
1-100005-123456-123456-123450 94546 (00 kAN 2006 5 0 |Qriginal Action 701167
1-1000068-123456-123456-123456 L94pdn (00 hr 200k 5 0| Original Action 701167
1-1000068-123456-123456-123456 L94pdn (00 hr 200k 999 0 3R72 78

[« _
=] Reportl |
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What is QCH?
DS Query Clearinghouse

e A place for users to share report templates

e Any data warehouse user can post Business Objects
files for others to use as a starting point

e Share and work together!

e Query Clearinghouse link:
https://www.ds.uillinois.edu/Reports/Authentication/L
ogin.aspx?ReturnUrl=%2freports%2fQCH%2fQCHBro

WSer.aspx
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Accessing Query Clearing House

UNIVERSITY OF ILLINOIS

, : . : g Al 5 ETE T
CHICAGD « SPRINGEIELD «» URBANA-CHAMPAIGN - ;

B 3 ) T R

Create Reports | View Reports Download Data Get Help Get Access About Data 0w Changes Benefit AboutDs

Create Custom DECISION SUPPORT D5 Home | Contact |to EDDIE | Site Map
Reports

CREATE CUSTOM REPORTS > TEMPLATES & SOLUTIONS

Create Reports Home

Getting Started

Get Access

Define Your
Report

Report
Development
Steps
Tool Options

Feport Deweloper
Rezponsibilities

Support & Training

Templates & Solutions

Creating Business
Objects Reports

Creating ODOBC
Reports

Using Custom Reports

Lagin to EDODOIE




N
Press on the “Login Using Bluestem”

S,
ecision supporT  Standard Report Directory

UNIVERSITY or ILLINOTS

quq M—"C'éb Reporting Central Standard Report Directory Query Clearinghouse

uthentication

Please Login
Access to this page is restricted, Authorized users may gain access by providing their
University MetID and password using Bluestem,

 |yer LOgin using Bluestem

Having trouble? Check out CITES password information

To Decision Support Home | To EDDIE Login

The Board of Tru:epgigfhtthzenajiversity of lllinais UNIVERSITY OF ILLINOIS

Last Modified: 05/22/2005 20:45.00 CHICAGO *» SPRINGFIELD * URBANA-CHAMPAIGN
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I
Query Clearinghouse

e
DE:ISION suppoRT Query Clearinghouse
o

Reporting Central Standard Report Directory Query Clearinghouse

@l Browse
dh Search

Browse Search

A Warning:

[+ Finance (53)

[:I Human Resources (57) Users in the University of Illinois reporting community have 5| 5, Help
i {77 Student (134) queries, report templates, and other information contained irrooerT
______ [0 Other (3) Clearinghouse. These queries have not been validated by external sources,

and may not function as advertised. Decision Support makes no guarantee as
to the accuracy or validity of any query contained in Query Clearinghouse.

(?) Get Help Using this Form

Query Clearinghouse should not be used to publish completed reparts for
distribution to others, Contact Decision Suppart for additional infor matian
about publishing reparts 1o other University users,

[ IDan't show this message again

aktegory Mame Documents
Finance =]
Human Resources 57
Student 134
Qther 3
To Decision Support Harme | To EDDIE Login
Copyright 2004
The Board of Trustees of the University of Hlinais UNIVERSITY OF ILLINOIS
39



Query Clearinghouse — Finance or HR

Browse Search

=<3 Finance {59)

----- ] Accounts Payable (1)

----- [ Accounts FReceivable {3}
----- D CFOAPAL Listings 4)

----- [ Custom Year Funds (0)
----- ] Encurbrances {0}

----- [ Federal Agriculture {0}
----- (] Finance Other (2}

----- [ ] Fixed Assets (4)

----- ] General Ledger (7}

----- [ Grants (7)

----- | | Operating Ledger (19} |
----- [ Purchasing (&)

----- (] Budget (5}

----- [C] Budget Operating Statement (1)
-] Human Resaurces (57)
-] Student £134)

----- [ Other (3

@ Get Help Using this Form

Documents For Operating Ledger {19},

F

File .

Posted e

File Mame

% Short Description

This Si repart includes a subquery that uses Org

Visit Query Clearinghouse and get a

1/31/2005 . Subquery I¥'s.rep conditions to return all transactions on a Y where a
specific Organization was utilized Details, .
2/8,/2005 I&E-by-Month - 05.rep Income & Expense by Manth with Carryover Balance -
L % i Details. .
10/11/2005 R B B e e b Bt ol ey Surnmary af Fiscal Year non-payroll expenses wikh
b % graphs Details. ..
3/24/2005 ExpenseshyDraEYEP.re E_:q_:uense u:h_atai! & Fiscal Period and ¥TD Expenses by 3
I % —HDENSEShYLUror TE-Iep digit organization Diekails.. .
5/12/2005 .S Roque CFOPs Fund Type.rep Returns Rogue CFOPs by Year and Fund Code Type |
L Dekails. ..,
Excel application for Expense rollup by college, dept,
5,17,/ 2005 FOAPAL Rollup.xls org and Fund, I wou have queskions, email
OBFSEISEnterprisesupport@uilinois.edu, Cekails.. .
= Gets recards From CFOAP Ehat match the parameter,
1216,/ 2005 s roqueFOAPmatchDefault.rep then queries the OL for all funds returned from
CFOAP, lists unmatched org andfor program records, | Details, ..
= Gets records From OL that match the parameter, then
12/20,/2005 s roqueFOAPmatchTrans.rep lists those records where the Fund does nok match the
default Fund, Details. ..
o . Expense transactions, Expense by month, Expense
i) ¥ gitOrg.rep ; i
LI be ExpensesbyChart6DigitOrg.re ¥TD by a single Chart & & Organization Dekails. ..
= This document contains ¢ repart babs to lisk expenses
2/23/ 2006 N Detail Expenses - 4 tabs.rep by Chart 2 & digit organization, by State, ICR,
() . -
Rewvolving. & Grantiother Details.. .
sample report with which to begin! : .t roisup balance databy
organiz2ation codes, DEtEIilS. »

Jf
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DECISION SUPPORT
o (7] UNIVERSITY or ILLINOIS

2

Getting Access to the Data
Warehouse

41




N
Getting started in the data warehouse

 You will need to obtain access to the data warehouse by asking
your USC (Unit Security Contact) to obtain access for you
http://www.ds.uillinois.edu/web/Home/GetAccess/ForUSCs.aspx

e You will need to install Business Objects on your machine
eYou will need administrator rights on your machine to install the software
*Business Objects is not currently compatible with IE7

* Decision Support strongly suggests you attend available
training on the Business Objects tool and the data that you are
Interested In

http://www.ds.uillinois.edu/web/Home/Help/Classes.aspx




Getting started in the data warehouse

Decision Support suggests the following training for first time
users of the Business Objects report writing tool:

1. Introduction to Business Objects

2. Formatting in Business Objects

http://www.ds.uillinois.edu/web/Home/Help/Classes.aspx
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Getting started in the data warehouse

Decision Support suggests the following training for first time
report writers:

1. Online Demos & Tutorials
2. Archived WebhCasts

3. CPR Sessions (Come Practice Reporting)

4. Review of Universe Metadata
e DUGs — Detailed Universe Guides

e Quick Reference Guides

A—-\/

http://www.ds.uillinois.edu/web/Home/Help/SelfTraining.aspx
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N
Getting Help using the data warehouse

e Decision Support has lots of documentation, what we call
Metadata, on our website. In addition, our universe products
have lots of definitions and information.

http://www.ds.uillinois.edu/web/Home/Metadata.aspx

e We have dedicated personnel available to help answer your
guestions, all you have to do is ask!

e Email to: DSFACClerk@helpdesk.uillinois.edu



mailto:DSFACClerk@helpdesk.uillinois.edu

Who can | follow up with?

Beth Ladd — Finance FAC
hessqaill@uillinois.edu
217-265-6537

Mark Pollard — HR FAC
mpollard@uillinois.edu
217-265-6538
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mailto:hessgill@uillinois.edu
mailto:hessgill@uillinois.edu

Questions? Discussion?

Thank Youl!




oRMay,

$ %

DECISION SUPPORT
Appendix — Additional
Training Offerings and

Resources
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Training & Information - Standard Reports
OBFS suggests the following training:

e (GL102 — Retrieving General Ledger Reports

— This course provides instructions to retrieve operational reports using
ViewDirect and Banner Queries

e (GL106 — Reporting For Managers

— This course will provide more detail information on the reports that we
discussed earlier and provides hands-on opportunity to use EDDIE

e GL104 — Understanding University Financial
Statements and the Reconciliation Process

— This course provides an understanding of University financial statements and
how to utilize them to reconcile your unit’s Funds and locate budget balances

http.//www.obfs.uillinois.edu/obfshome.cfm?level=1&path=training& XML Data=trainingl
49




Resources for Data Warehouse Users

For additional documentation and information about universes, objects, tables, loading of EDW
data, training, data models, and metadata search, please visit the DS website:

http://www.ds.uillinois.edu/web/Home/Metadata.aspx
UNIVERSITY OF ILLINOIS =+ 5

CHICAGOD « SPRINGEIELD « URBANA-CHAMPAIGN

Creste Reports  “iew Reports Download Data Get Help Get Access  About Data 0w Changes EBenefit AboutDs

Metadata DECISION SUPPORT D% Home | Cortact |to EDDIE | Site Map

Metadata Home I\.IE’I}L[}A’I‘A— Quick Links

Metadata for Business

Objects .
Query Clearinghouse

hetadata for ODBC
Universe Information

hetadata by Subject i . .
Frea Solution Library Home

General Info
Employes-Related

Metadata ! -. ! BO How Ta & Tips

Mionew-Related
Metadata

Student-Related
hietadata

on gbout student-relsted

About hetadata



https://www.aits.uillinois.edu/services/reports_and_data/

Decision Support - Password reset

DS is pleased to announce the availability of a
Password Management Application!

 The Self Service Application enables you to unlock,
set, and synchronize your EDDIE/BusinessObijects
and Data Warehouse passwords in the production
environment.

 The link to the Self Service Application is below. The
application can also be accessed via the DS website
under the ‘Get Help’ menu or directly from the EDDIE

login screen.
https://www.ds.uillinois.edu/PwdMgmt
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e
DS Resources and Contacts: General

« Want general info on reporting?
— Check out Reporting Central at www.ds.uillinois.edu

 Want to know the status of issues and when the

Warehouse data was last updated?
— Visit the System Status page at

http://www.ds.uillinois.edu/web/Home/AboutData/Data.aspx
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DS Resources and Contacts: Standard Reports

 Want to know what standard reports are available?
— Try the Standard Report Directory at www.ds.uillinois.edu

« How can | get access to standard reports?

— Follow the instructions at
http://www.ds.uillinois.edu/web/Home/GetAccess/StdReports.aspx




-
DS Resources and Contacts: Custom Reports

How can | get access to create my own reports using the
Data Warehouse?

— Follow the instructions at
http://www.ds.uillinois.edu/web/Home/GetAccess/ForUsers.aspx

How can | find out what training is available for using
Business Objects?

— Browse the Training Calendar on the DS website at:
http://www.ds.uillinois.edu/trainingnet/default.aspx
Need help creating a report, or having a problem?

— Drop in at regularly scheduled “practice labs” to get one-on-one help from the
experts in an open lab setting. See the Events page at
http://www.ds.uillinois.edu/web/Home/Help/lonl.aspx for times and locations.

— File a case with the AITS Help Desk (be sure to include “Decision Support” in the
description so it gets routed to DS)

. Call: 312-996-4806 (UIC) or 217-333-3102 (UIS or UIUC)

» E-mail: helpdesk2@uillinois.edu %\‘—%/ .
it @;

t\
v
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DS Resources and Contacts: Change Management

 Need to know what changes have been made to the
Data Warehouse?

— Go the Change Management page and click on “Release Notes”
http://www.ds.uillinois.edu/web/Home/ChangesUpdates/ImplChanges.aspx

— What enhancements have been requested and what is their status?

— DS has a Change Management Advisory Committee (CMAC) that helps prioritize
change requests, check out the CMAC page to find out more about changes in
the queue and for lists of members:
http://www.ds.uillinois.edu/web/Home/ChangesUpdates/CMAC.aspx

( f)\/f%J/m
EN g

NN 2
é\%r?(\s

/_D 55




-
How to Contact DS for Report writing help

By filing an on-line Help Desk case

http://onlinesupport.uillinois.edu/ds.html. To complete the form:
— Authenticate via Bluestem

— Click "Start Here" on the left-hand margin

— Select "New Case"

— Be sure "Decision Support" is listed on Help Desk line (first line of New Case entry form). If
it does not, click "Change Help Desk™ and select Decision Support from the list of options.

— Enter your contact information and the nature of your problem
— Click "Create Case" to submit the case to Decision Support for response

Create a Clarify Ticket
Phone the AITS Help Desk:
e Chicago: (312) 996-4806
e Urbana: (217) 333-3102
e Springfield: (217) 333-3102
Email the AITS Help Desk:
e helpdesk2@uillinois.edu (one address for all 3 campuses to use)
If you have access to Clarify,

Send a Clarify Ticket directly to the ‘Decision Support’ Queue—we’ll take it from there;
the appropriate person will respond.
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