EMORY UNIVERSITY | enterprise Data Analytics and strategic Support

Documenting Saved Customizations
Overview

Dashboards are generically designed for wide-spread campus use. Users have the option to customize most dashboards
to meet their individual reporting needs. These customizations are specific for the user that created them and are not
available for others to view or use in EBI. It is recommended that users document how they create all of their
customizations. The documentation can then be shared with other users for them to recreate the customization.

Create a list of your Customizations
1. Login to EBI: https://dwbi.emory.edu/analytics
2. Click on the Dashboards menu in the upper right corner and select the dashboard with saved customizations

Search All v Q. Advanced RequestaNewReport Reportanissue Help v Sign Out  »»»

Home  Catalog Favorites v New v Open v SignedIn As Chelsea Long ¥

New w Open » SignedIn As Che

23] Most Recent(Faculty Financial Summary - Financial Summary)

IET?I My Dashboard

1 4 alEmory

. ;j:‘ Faculty Financial Summary
? P csw - Aggregated Data

» Error Reporting

*» Executive Dashboard

P FMS- Management

4 FMS - Operational

[E5] *** SpeedType Ref Lookup ***

55| Balance Sheet Transaction Detail Report

Budget Position Summary & Detail Report
23] Budget Position Summary - All Fund Codes
I25] Budget Position Summary Report by Operating Unit

@ Budget Transaction Detail Report
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3. Click on the Page Options Menu and select “Edit Saved Customizations...”
Dashboards v New w Open w Signedin As Chelsea Long

]

] Export to Excel >

= Print

¥ Refresh
Create Bookmark Link
Create Prompted Link
Apply Saved Customization b

Save Current Customization...

I Edit Saved Customizations... I

Clear My Customization

4. Copy the names of your Saved Customizations for this dashboard.

Edit Saved Customizations 9@ X

Rename, delete and control group access to Saved Customizations, as
well as specify which Saved Customization, if any, should be used as your
default for the current Dashboard page.

Saved Customizations
Name My Default Shared
[ No Personal Customizations ® -
[ March Class O
I FY17UOB ' O
< > 3

OK Cancel
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5. Create your list of Customizations in Microsoft Word (or other tool of choice) for each Dashboard, example
below.

Dashboard: Budget Position Summary & Detail Report — Unrestricted Operating Budgets
Customization Name: March Class (followed by layout and prompt screenshots)
Customization Name: FY17 UOB (followed by layout and prompt screenshots)

Document the layout of your Customizations
1. Apply one of your customizations to the Dashboard by clicking the Page Options menu and selecting “Apply
Saved Customization...”

Jashboards » New » Open » Signedin As Chelsea Long
1= Print 3
-] Export to Excel r
¥ Refresh

Create Bookmark Link

Create Prompted Link

FY17 UOB Apply Saved Customization |

March Class Save Current Customization...

Edit Saved Customizations..

Clear My Customization

2. Take a screenshot of the dashboard to show the layout of your customization. This will show the order of your
columns and anything that may have been included or excluded. Paste this into your Word document under the
Customization Name.

Accoust Ovgingl Dudgel  Budgetfevinion . MTDAcks  (TIDAckl  LTDEncembrasce  Bodget Verince () Favorabie Ut
S— Class e—— e el ) ncesedl] L 5 W [irea— i
Expense —
Stmsent Suares loes 195000 102700 WATIEG [T TS T 200 155087 whass
Smary &/ rmge Basehiy L0 00 WIITEe WMATTSE L LLER R Ll 187 A
Totsi
Comuuttmg Srreces Total oo e oo 25 157407 coe nsram
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Document the Prompt Values of your Customizations

1. Scroll to the bottom of the Prompts section and take a screenshot of your Prompt Values. Paste this into your

Word document under the screenshot of your customization layout.

* Indicates Required Field.
Also note: Report will return results of the
entire Accounting Period of the Begin or End
date. For example "12/10/2012" would include
all dates greater "12/01/2012" and less than or
equal to "12/31/2012', the last day in the
Accounting Period.

PROMPT VALUES:

AS OF DATE 08/09/2018
BUSINESS UNIT (All Column Values)
PROGRAM (All Column Values)
OPERATING UNIT 10000- Emory College
DIVISION (All Column Values)
DEPARTMENT 833020- ECAS: Classics
EVENT (All Column Values)

FUND (All Column Values)
CLASS (All Column Values)
OPERATOR ID Chelsea Long

2. For any prompts that have multiple values, select the prompt drop-down menu and click “Search...”

Department
833020- ECAS: Classics v

[(]1832080- ECAS: Sociology A
[[]1832090- ECAS: Women's Studies

[[]823000- ECAS: African American Studies
[(1833010- ECAS: Art History

[(]1833011- ECAS: Art Hist Slide Library

[]833020- ECAS: Classics v
| search...
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3. Click on the Pencil icon in the top right corner. Select all of the text, then right click and select Copy. Paste the
text into your Word document. You can use this process to paste the text for that prompt in a new
customization, instead of searching for each value.

Select Values @ x
Available o selected
Name Starts v 833020- ECAS: Classics
Search [AMatch Case
NULL Al I

033030- DAR: School of Nursing Non Sal

723000- SOM: Biochem: Admin

734000- SOM: Neurosurgery: Admin ¢
830000- ECAS: Fund for Excellence

830010- ECAS: Finance Administration

830011- ECAS: Recovered Funds

B30012- ECAS: Cenfral Allocated Costs

AVARAT FOAAD: Llainalialasskan

»

«

OK Cancel

Edit O X

31 S8 33020- ECAS: Classics)

Undo

Cut

i s
Paste

Delete

Select All

Search Google for “833020- ECAS: C..."

View Selection Source ‘

¥ Check Spelling

Languages >

Inspect Element (Q)
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A sample of what your documentation could look like is provided below.

EBI Dashboard Customization Documentation Sample

Dashboard: Budget Position Summary & Detail Report — Unrestricted Operating Budgets
Customization Name: March Class

’ [ — ET e T T e S W 1 f—— » -
- o - — - - - . - - e i

(e "

:
.
B
§
ii

(e "

e . - ] - e " e

* Indicates Required Field
Als0 note: Report will retum results of the
entire Accounting Period of the Begin or End
date. For example “12110/2012 would include
all dates greater "12/01/2012 and less than or
equal 10 12312012, the last day in the
Accounting Penod
PROMPT VALUES
AS OF DATE 08092018
BUSINESS UNIT (All Column Values)
PROGRAM (All Column Values)
OPERATING UNIT 10000- Emaory College
DANSION (Al Columin Values)
DEPARTMENT 833020- ECAS Classics
EVENT (AN Column Values)
FUND (ANl Column Values)
CLASS (&)l Column Values)
OPERATOR ID Chelsea Long

Department Prompts:
833020- ECAS: Classics
831000- ECAS: Biology
832000- ECAS: Anthropology

832050- ECAS: History

Customization Name: FY17 UOB

REPEAT THIS PROCESS FOR ALL SAVED CUSTOMIZATIONS.
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More Information:
For additional assistance, please contact the Analytics & Reporting team via the Finance Support Center. Choose Emory

Business Intelligence (EBI)/Reporting as your ticket category.
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