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Introduction

Welcome to EBI and eMARS Reporting! Whether you are a Basic User or a Report Developer, this guide provides an
overview of basic navigation and the most common actions you will perform in the course of using your agency’s
reports. This is just one of several guides created to assist you; there is also online Help available from the “official”
SAP BusinessObjects web page — just use the “Help” button in EBI to access that page.

1- Logging In
Accessing eMARS Reporting is achieved by logging into EBI. If you do not have the web address for EBI, the login page
can be accessed through eMARS by selecting “eMARS Reporting” from the Search menu on the left panel.

SAP BusinessObjects
Bl launch pad

eMARS Production
Enter your user information, and dick "Log On".

Meszage Center If you are unsure of your account information, contact your system
5 Search administrator,

Page Search

Document Catalog
eMARS Reporting

User Name: |

Password: |

History

Authentication: IEm

Enter your User ID and Password on the login page. Be sure “Enterprise” is selected for Authentication. Click the Log
On button to enter EBI. The EBI Launch Pad window is displayed.

Note: Your EBI password is a separate password from the one for eMARS. Your EBI password is used to access eMARS
Reporting, KBUD Reporting, FAS3, and any other reporting systems which exist within the same EBI framework.
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2- What is EBI?

EBI stands for Enterprise Business Intelligence and is the framework within which many of the Commonwealth’s reports
are built and maintained. Business Intelligence is an SAP® application, part of the SAP® BusinessObjects™ suite.

It is important to distinguish EBI from eMARS Reporting, which is the collection of report documents related to the
eMARS financial system. (There are also other collections of reports in EBI, such as those for KBUD or FAS3.)

It is also important to distinguish EBI and eMARS Reporting from SAP® BusinessObjects™ Web Intelligence®, often
referred to as Web Intelligence (or Webl). Web Intelligence is the application within EBI used to view and develop
queries and reports.

EBI Portal (Bl Launch Pad)
When you initially log into EBI, the EBI Portal (sometimes called the “Bl Launch Pad”, the “Bl Launch Page”, or the “BlI
Launch Panel”) is displayed, specifically the Home tab. This tab has several parts:

e Bl Launch Pad Window — refers to the window as a whole

e Applications — a dropdown at the top of the window

o Preferences — allows you to change various settings controlling how EBI functions

e Help Menu — a link to SAP’s web page for help

e My Applications — icons representing all of the Bl components your security will allow you to run

-
é BI launch pad - Internet Explorer O] x|
G o [Phmsiibitk. O] B ¢ P tllanchpad x| ok

F‘E .! . ’ Welcome: Diana Holberg | Applications »  Preferences  Help menu Log off fe
®

~ My Recently Viewed Docun-- ~ 68 unread messages in My - ~ My Applications
| Sample Report 5 - Combi.. | OET HOURS WORKED - f...
| Payments Referencing M... | MA Payments : 5184215 v

| Sample Report 2 - Merge...
w| Payments Referencing M...
| Teri Harmon - Accounts F..
| 2240 - Exp Analysis Unit ...
| 2260 - Exp Analysis Fund...
| 2550 Monthly Cash Detai...

~* My Recently Run Documents

#1015 - Testing Only
¥ 1015 - Check Inquiry by -..
$ 1015 - Check Inquiry by ...

The list panel is updated.

| B020 - TAH - KHRIS Paym...
| Personnel Report : S052...
w!| KHRIS Payroll - Block 50 ...
| KHRIS Payroll - Overtime...
/| 5305 Expenditure Report..
#| Grant Managament Progt...
w Grant Management Progt..
! 2550 Monthly Cash Detai...

Ses more...

~ 0 Unread Alerts

No unread alerts

See more...

H100% -

eMARS Reporting
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“Home” Tab

By default, EBI opens to the Bl Launch Panel (shown below). From here, you can see your recently viewed or run
reports, reports in your Inbox that haven’t been opened, and any alerts that may have been issued. There is also a
second tab labeled “Documents” (#1) which will take you to all of the folders and reports, and a Web Intelligence button

under “My Applications” (#2) which creates new reports.

Note: You can change the page displayed at log in by setting that option in “Preferences”.

/£ Bl launch pad - Internet Explorer

& = [Prupsiibirk. O] 4 ¢ P etlaunchpsd

s [l

w Welcome: Diana Holberg | Applications v  Preferences Helpmenuv | Logoff |
@

| Home | Documents |

| Sample Report 5 - Combi...
) Payments Referencing M...
¥ Sample Report 2 - Merge...
) Payments Referencing M...
| Teri Harmon - Accounts k..
| 2240 - Exp Analysis Unit ...
¥ 2260 - Exp Analysis Func...
! 2550 Monthly Cash Detai...

~ My Recently Run Documents

7 68 umiend messages in My |

¥ OET HOURS WORKED - ...
¥ MA Payments : 5184215

¥ B020 - TAH - KHRIS Payt...
! Personnel Report : 5052...
! KHRIS Payroll - Block 50 ...
P! KHRIS Payroll - Overtime...
' 530S Expenditure Report...
¥ Grant Management Prog...
$! Grant Management Proge...
¥ 2550 Monthly Cash Detai...

See more...

¥ 1015 - Testing Only
P 1015 - Check Inquiry by -..
% 1015 - Check Inquiry by -..

| UrAponion

“Documents” Tab
You can navigate to your reports folders by choosing the “Documents” tab (#1).

eMARS Reporting
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“My Documents” Panel

The “My Documents” panel (the left panel of the “Documents” tab) displays your “My Favorites” folder (#3) where you
can store reports while working on them. Any folders created in “My Favorites” will be listed in the panel on the right
(#4). You will also find your Inbox (#5) which contains any reports sent to you by other users, the “Folders” section (#6)
containing Public Folders (including the folders storing Agency and Statewide Reports for eMARS Reporting), and the
“Search” bar (#7).

\é BI launch pad - Internet Explorer

& v [Prupsiitinrk., O] 4| ¢ P etlaunchpad

w Welcome: Diana Holberg | Applications v Preferences  Help
®

| Home | Documents |

New v Organize Send More Actions Details

My Documents | Title »
‘ @ | ~\WebIntelligenc
0 = ‘I 758-5W-1540 Al

|

:,wwm &= 3C10-Legisiative
0 s [ | C31 - Cabinet of
@ ) - Transport:
Personal Categories - Cabinet fo
- Finance &
- Tourism, /
- Education
- Health & F
- Dept of Cc
- Personnel
- Labor Cab
| ; C57 - Energy & |

[ | cs8 - Public Prot
[ ! DW System Asst
9] eMARS Function
= 1 eMARS Reportin
[0 ‘ zDeleted Agency
» | KY-Catrct Exp S

<

A tree node is minimized.

Let’s take a look at Agency and Statewide Reports folders by navigating to the “Folders” section (#6).
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“Folders” Panel for Agency and Statewide Reports

In the “Folders” panel, you will see all folders for all the reporting resources to which you have access through EBI in the
“Public Folders”. As an eMARS Reporting user, you will see the “eMARS Financial” folder among them. Your Agency
reports are stored under your Cabinet and/or Department in the “eMARS Agency Reports” folder (#8).

In the “Statewide Reports” folder (#9), you will find subfolders containing statewide reports for various eMARS
functional areas (#10). These are useful as templates when developing custom reports for your department or cabinet.
Within your security limitations, you can copy/paste reports using the “Organize” button (#11), and send copies of

reports to other users with the “Send” button (#12).

eMARS Reporting

(11 B

| £ B1 laun~h ~~4 - Tnternet Exple

al® ome: Diana Ho

2 42| P Bl launch pad x|l

Applications v  Preferences Help menuv | L

View v New v Organize v Send More Actions v | Details

My Documents

| |Title s

Folders

li1 | Chart of Accounts Reports

510 public Folders

[ EBI Monitoring Reports
I eMaRs Financial
" B0 emars agency Reports
#"[) Enterprise Application Maintenance

[ Fas

| | Procard Reports
"I probes curement Reports
Restricted Fund Reports
& | Security and Workflow Report,

1 | Travel Reports
[L2] | Vendor Reports
li) | Year End Reports
i1 |YTD Reports

L] | Daily Reports

l2] | Disbursement Reports

|} Federal Grant Reports

7] | Fixed Assets Reports

=2 [ Management Budget Reports
21 | Monthly Reports

[ | Payroll Reports
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Exercise A: Opening & Refreshing an Agency Report

This section guides you through login, navigation to an Agency Report, opening the report and refreshing it to
obtain results. You can get to the EBI login page via eMARS by clicking “eMARS Reporting” in the Search area
or by entering the address for the login page in your web browser. Agency Reports are located in the Folders
section of the Documents page, under Public Folders > eMARS Financial > eMARS Agency Reports.

|. Logging In
A. Open EBI.
Your EBI login credentials may apply to multiple reporting systems in EBI, so a password reset
in eMARS Reporting may affect other systems as well (such as KBUD Reporting, FAS3, etc.).

1. Open the EBI login page using the address provided.
2. Enter your EBI User ID and password.
3. Click the ‘Log On’ button.

The EBI Portal is displayed showing the Home tab (unless you have changed the Preferences
for login).

ll. Locating the Report
A. Navigate to eMARS Financial reports.
The ‘eMARS Financial’ folder is found in Public Reports.

1. Click the ‘Documents’ tab at the top of the window. Your ‘My Favorites’ folder is
displayed.

2. Click the 'Folders’ section at the bottom left of the window to view the ‘Public Folders’.

3. Expand the ‘Public Folders’ folder. You will see ‘eMARS Financial’ among the folders.

4. Expand the ‘eMARS Financial’ folder. You will see ‘eMARS Agency Reports’ and
‘Statewide Reports’.

Note that if you have access to other reporting folders in EBI (such as KBUD Reporting or
FAS3), you will see those folders listed in addition to eMARS Financial.

B. Navigate to your agency’s reports.
Your agency'’s reports are found in the folder for your Cabinet under ‘€eMARS Agency Reports’.

1. Expand the ‘eMARS Agency Reports’ folder. You will see folders for your Cabinet.

2. Expand the Cabinet folder. You will see folders for the Departments to which you have
been granted access in EBI security for eMARS Reporting.

3. Expand one of the Department folders. You will see a list of the reports which can be
run for your agency.

Note that you may have access to multiple Cabinet and Department folders in EBI as requested
by your agency. If you see no reports for your Department(s), open one of the Statewide
Reports instead (as described in the previous exercise).

C. Open an Agency Report — Double-click the title of one of the listed reports to open it.

eMARS Reporting Basic EBI Navigation & Use 8



lll. Refreshing the Report EY

A. Enter the Parameters when Prompted
There are several Refresh (or Run) buttons, all with the Refresh symbol. One is in the center of
the toolbar at the top of the Report panel. One is in the lower right corner of the EBI window.
Report Developers in ‘Modify’ or ‘Design’ mode will also find a Refresh button on the Data
Access tab. When the left panel shows User Prompt Input, there is a Run button at the top. (If
Run is greyed out, enter all Required prompts then click the grey area below them to enable it.)

1. Click one of the Refresh buttons.
2. Enter valid values for each Required prompt (and any desired Optional prompts). (In
general, the more prompts you respond to, the faster the report should refresh).

B. Click the Run (or OK) button to refresh the report.

IV.For Review and Discussion
A. Why do you think the same login is used for KBUD Reporting as for eMARS Reporting?

Answer: Both KBUD Reporting and eMARS Reporting are housed in the EBI framework. They
are really just different folders and security groups within EBI. Users actually log in to EBI —
then they navigate to eMARS Reporting, KBUD Reporting, or other reporting system folders.

B. Why do these instructions not name a specific report for you to open?

Answer: People completing this exercise may be members of different Departments, and in
general, eMARS Security in EBI will not permit a user to view reports in Agency Reports folders
for Cabinets/Departments other than their own.

C. Is there any difference between entering parameters in the left panel (and clicking the Run
button) or entering them using one of the Refresh buttons?

Answer: The parameters in the left panel will remain displayed even after the data refreshes in
the report. When other Refresh buttons are used, sometimes prompts will be displayed with a
List of Values from which parameter values can be chosen.

D. How can you tell Required prompts from Optional prompts?

Answer: Often the Optional prompts will have “(optional)” at the end of the prompt text. For
example, in the 1110 Daily Cash Control File Listing by Department statewide report, the
User Prompt Input panel on the left displays “(optional)” after the prompt text for Department.
If a Refresh button is used instead of the left panel, the Prompt window shows red arrows next
to Required prompts (until a value is entered). Optional prompts display with green check
marks next to them (even when no value has been entered).

eMARS Reporting Basic EBI Navigation & Use 9



3- eMARS Reporting

eMARS Reporting consists of universes containing eMARS financial data and the collection of reports built against those
universes. These reports are developed using the Web Intelligence application within EBI and stored in Public Folders,
specifically within the Agency Reports folders and the Statewide Reports folders.

Users and Security
Generally speaking, there are two groups of users in eMARS Reporting:

e Report Developers are able to create new queries and reports using Web Intelligence. They are also able to
modify existing reports (or copies of them) and organize them within their Agency Reports folder(s).

e Basic Users are able to open and view reports, as well as export them to PDF documents or spreadsheets. They
can also send reports to each other within EBI, or to Report Developers. (All of the abilities of Basic Users are
also granted to Report Developers.)

Report Developers with access to multiple EBI report collections will see eMARS Reporting universes listed alphabetically
among other universes. The eMARS Reporting universes generally begin with “FIN-", “OFIN-", “KY”, or “Univ Kernel-".

Tip: In addition to Report Developers and Basic Users, there are Reporting Leads and Upgrade Coordinators. A
Reporting Lead is someone officially designated to answer questions pertaining to the use of eMARS Reporting within an
agency. Reporting Leads may be either Basic Users or Report Developers. Upgrade Coordinators are specific Report
Developers identified to maintain the folder structure for an agency within Agency Reports. There is only one Reporting
Lead and one Upgrade Coordinator for each Department; they may or may not be the same person.

To establish a new eMARS Reporting user, an EBl account must be obtained for the user (from COT), and then an eMARS
Reporting Administrator (in Finance Statewide Accounting Services) must assign the appropriate security groups to the
user to make them a Basic User or a Report Developer.

Agency Reports

Most cabinets have a series of reports developed specifically to meet the business needs of that cabinet. These are
stored in Agency Reports folders. A separate folder exists (under Public Folders > eMARS Financial > eMARS Agency
Reports) for each cabinet.

] vecers]

View = New = Organize = Send More Actions -

My Documents

Folders

B Public Folders A
EBI Monitoring Reports

=71 emMars Finandial
=3 eMARS Agency Reports

B [E 40 - Legislative Cabinet
[ 20 - Judicial Cabinet
- 31 - Cabinet of the General Governmer
B [ 35 Transpartation Cahinet
& B0 36 - Cabinet for Economic Developmen
"3 35 - Finance & Administration Cabinet
#1745 - Cabinet for Universities
G- E0 o Towwricrn Arbe and Haritzna Cahing
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Most cabinets organize their Agency Reports by department, with one folder per department. Other cabinets organize
some of their Agency Reports in folders for each functional area. Some cabinets do both. The folder structure for a
cabinet is at the discretion of the Upgrade Coordinator for the cabinet.

z

Public Folders
""" EBI Monitoring Reports
eMARS Financial
eMARS Agency Reports
10 - Legislative Cabinet
20 - Judicial Cabinet
31 - Cabinet of the General Government
35 - Transportation Cabinst
36 - Cabinet for Economic Development
39 - Finance & Administration Cabinet
075 - Commonwealth Cffice Of Technology
103 - Office of PVA Accounting
130 - Department Of Revenue
750 - Finance - Office Of The Secretary
758 - Office of the Controller

758 - County Costs

785 - Facilities & Support Services

Statewide Reports
The Statewide Reports are maintained by Finance Statewide
Accounting Services. Accounting reports are stored according to the
frequency with which they can be run (Daily, Monthly, YTD, Year-
end). Other reports are stored in folders by functional area.

Folders

5

=

45 -

50-

53-

Cabinet for Universities

Tourism, Arts and Heritage Cabinet

Health & Family Services Cabinet

(BUD) Mgt. Budgeting
(COM) Contracts

(CPR) Capital

(ENC) Encumbrances
(EXP) Expenditures

(FA) Fixed Assats & Inventory
(P&Y) Payments and Cash
(PER) Personnel

(PRO) Procurement
(REV) Revenue

(TEL) Tables

(TRV) Travel

(UITIL) Utility

(WEN) Vendors and Contractors

- Education & Workforce Development Cabinet

As previously mentioned, Statewide Reports are useful as templates
that can be used as a starting point when developing custom reports
for your department or cabinet.

Some departments find the Statewide Reports sufficient for their
business needs (at least in some functional areas) without
developing or maintaining custom reports.

eMARS Reporting

54 - Justioe & Public Safety Cabinet

5!

o

- Personnel Cabinet
56 - Labor Cabinet

5

=

- Energy and Environment Cabinet
123 - K Public Service Commission
124 - KY State Nature Preserves Commission
126 - EEC - Office of the Sacretary
127 - Department for Energy Development and
128 - Department for Natural Resources
125 - Department for Environmental Protection
139 - EEC - Office of Administrative Services
EEC - Budgets, Cash, and Capital Projects
EEC - Documents and Tables
EEC - Expenditures and Revenues
EEC - Fixed Assets
EEC - Grants and Indirect Cost
EEC - Payroll, Personnel, and Security

EEC - Purchasing, Procuremeant, and Travel

EEC - Year-end Reports

Folders
B

Public Folders

..
N

EBI Monitoring Reports
eMARS Financial
eMARS Agency Reporis

Statewide Reports

Chart of Accounts Reports
Daily Reports

Disbursement. Reports
Federal Grant Reparts

Fixed Assets Reports
Management Budget Reports
Monthhy Reports

Payroll Reports

Procard Reports
Procurement Reports
Restricted Fund Reports
Security and Worlkflow Reports
Travel Reports

Wendor Reports

Year End Reports

¥TD Reports

Basic EBI Navigation & Use

11



Data Exports

Although the documents stored in EBI for eMARS Reporting are generally referred to as “reports”, many of them are
used primarily to obtain data which can then be exported into spreadsheets or loaded into separate databases. These

reports are usually not highly formatted and look like the table below.

co1c

CODK
COCc3
COEL
Cocz
COcT

YT

Fund Name

D14-Anderson Co Water Projects CPTL
06-08 Acquire Land/Campus Master Plan CPTL
06-08 Capital Renewal Pool CPTL
06-08 Capital Renewal Pool CPTL
06-08 Capital Renewal Pool - Auxiliary CPTL
06-08 Capital Renewal Pool E & G CPTL

nc nncC o i Dirnicndn Doal SO

CPTL
CPTL
CPTL
CPTL
CPTL
CPTL

SO

0200
0z00
0200
0200
0200
0200

oann

The “Export” button (shown below) can be used to export data from an eMARS Report to various file formats. Basic

Users can export report results to a spreadsheet while viewing the report in ‘HTML’ mode (set in Preferences). In ‘PDF’
mode, they may only save a report as a PDF.

| Home || Documents || 1110 Daily cash Cont... 7 = & |

.

Web Intelligence ~ | |

::]
(7] Advanced

o

Enter Fiscal Year:

Run

|
%:u Enter Department(s) (optional): (optional)

-‘gv Iﬂvﬂ% I‘_"-'Il'év ' -

Export Document As

FY:

Department(s):

Export Current Report As
Export Data to CSV ...

LR e

-

3

3

[« Track =

Excel (xdsx)
Excel (.xls)
CSV Archive
Text

Depending on your security, you will see up to three options when you click the “Export” button:

e Export Document As — exports the entire report/document, including all report tabs

e Export Current Report As — exports only the report tab that is currently visible in the window

e Export Data to CSV — exports only unformatted data to a .csv file (containing comma separated values)

Note: Report Developers are set up differently. In ‘HTML" mode, Report Developers can view and export results to a

spreadsheet just like Basic Users, even when they enter the report design. In ‘Applet’ mode, Report Developers may only

export Query data in .csv format. In ‘PDF’ mode, Report Developers can save as a PDF while viewing the report; if they

enter the report design, they can export results to a spreadsheet just like in ‘HTML’ mode.

eMARS Reporting
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Exercise B: Exporting Statewide Report Results to a Spreadsheet

This section will guide you through locating and opening a Statewide Report, as well as refreshing it and
exporting the results. We will refresh the 1110 Daily Cash Control File Listing by Department report.

|. Confirming Preferences
A. Open Preferences.
The ‘Preferences’ button is on the right side at the very top of the window, next to the ‘Help
menu’ and ‘Logoff’ buttons.

1. Click the ‘Preferences’ button view the ‘Preferences’ page.

2. Select the ‘Web Intelligence’ section in the left panel. You will see ‘Web Intelligence’
preferences as they are currently set.

3. Confirm that the ‘View’ setting in the top section is set to ‘HTML’. If it is not, change the
‘View’ setting to ‘HTML".

4. Save and Close the ‘Preferences’ window by clicking the ‘Save and Close’ button at the
lower right.

Note that report results cannot be exported to a spreadsheet while in ‘PDF’ or ‘Applet’ mode.

Il. Locating the Report
A. Navigate to eMARS Financial reports.
The ‘eMARS Financial’ folder is found in Public Reports.

1. Open the 'Folders’ section at the bottom left of the ‘Documents’ page to view ‘Public
Folders’.

2. Expand the ‘Public Folders’ folder. You will see ‘eMARS Financial’ among the folders.

3. Expand the ‘eMARS Financial’ folder. You will see ‘eMARS Agency Reports’ and
‘Statewide Reports’.

Note that if you have access to other reporting folders in EBI (such as KBUD Reporting or
FAS3), you will see those folders listed in addition to eMARS Financial.

B. Navigate to the Daily Cash reports.
The daily cash reports are found in ‘Cash Reports’ under ‘Daily Reports’, which is under
‘Statewide Reports’.

1. Expand the ‘Statewide Reports’ folder. You will see folders for the various functional
areas in eMARS.

2. Expand the ‘Daily Reports’ folder. You will see ‘Cash Reports’ among the folders.

3. Expand the ‘Cash Reports’ folder. You will see a list of the daily cash reports: some for
Capital Projects (with ‘CP’ in the title) and some for other funds.

Note that you may have access to multiple Cabinet and Department folders in EBI as requested

by your agency. If you see no reports for your Department(s), open one of the Statewide
Reports instead (as described in the previous exercise).

C. Open the Report — Double-click the title of the 1110 Daily Cash Control File Listing by
Department report to open it.
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lll. Refreshing the Report =
A. Enter the Parameters when Prompted -
Remember that there are several Refresh (or Run) buttons, all with the Refresh symbol. One is

in the lower right corner of the EBI window.

1. Click one of the Refresh buttons.
2. Enter valid values for each of the Required prompts. (Specifically, enter your
Department code, the current Fiscal Year, and the current Accounting Period.)

B. Click the Run (or OK) button to refresh the report.

IV.Exporting the Report Results & -
A. Use one of the Export options to export the entire report.
In most cases, there will be an ‘Export’ button in the top toolbar of the window; you can hover
your mouse over each toolbar button to locate it.

Click the ‘Export’ button.

Select ‘Export Document As’ from the list of options. You will see a list of file formats.
Select ‘Excel (.xIsx)" from the list. A prompt will appear at the bottom of the window.
Click the ‘Open’ button. A copy of the report results will open in MS Excel.

Save the report results as an MS Excel spreadsheet just as with any other spreadsheet.

Al A

Note that you also have the option to save only one report tab instead of all the report tabs.
Further, you can choose fo ‘Save’ (or ‘Save and Open’) instead of ‘Open’, and the MS Excel file
will be saved in your ‘Downloads’ folder with the report name as the filename. You can also
choose ‘Save As’ to create the MS Excel file in the location of your choice with a name of your
choice without opening the spreadsheet.

B. Review the exported spreadsheet.
In MS Excel exports, the report results are formatted to appear as much like the original report
as possible. Where there is whitespace on the report there will be empty rows and columns.
For this reason, many report designs include a ‘For Export’ tab with whitespace removed.

Notice that if the report had multiple report tabs, there is a separate worksheet for each.
Review the data, column widths, and other formatting to ensure it is readable.

Validate any totals by summing the totaled values within MS Excel.

Save the spreadsheet to keep any changes made.

NS .

Note that there is also an option to save one report tab instead of all of them. Further, you can
choose ‘Save’ (or ‘Save and Open’) instead of ‘Open’, and the MS Excel file will save in your
‘Downloads’ folder (with the report name as the filename). Choose ‘Save As’ to create the MS
Excel spreadsheet in a location of your choice with a name of your choice without opening it.
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For Review and Discussion
A. Why are there multiple Daily Cash Reports with titles that begin with ‘1110’?

Answer: The report numbering convention is a remnant of MARS (and STARS) reporting.
Reports with a number in the 1000s are Daily; 2000s are Monthly, etc. Although this convention
is no longer strictly used, numbers remain in some report titles for eMARS Reporting.

There are two sets of Daily Cash Control reports, with two reports per set. One set (with “CP” in
the title) is for Capital Project funds; the other is for other funds. In each set, there is a report
with a Cabinet prompt and a report with a Department prompt. This is to meet the needs of the
various organizational structures used for the Commonwealth’s cabinets and departments.

B. Can you export only the ‘For Export’ tab from a report without the other report tabs?

Answer: Yes. After clicking the ‘Export’ button while viewing ‘For Export’, choose ‘Export
Current Report’ (instead of ‘Export Document As’). When reviewing the spreadsheet, a single
worksheet named ‘For Export’ will appear (instead of one for each report tab).

C. These instructions tell you to export as an MS Excel spreadsheet. In what other formats can
report results be exported?

Answer: Report results can also be saved using the .xIs format, which is an older MS Excel
format. A report can also be saved as a PDF file. Additionally, the data from the report Queries
can be exported as a .csv file (= comma separated values = a text file readable by MS Excel,
MS Access, and other tools).
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4- Tips for Viewing Results in a Report

In this section, we will look at various ways of speeding up navigation in EBI or while looking at a report. These include:

e Viewing Modes and “Reading” options
e Page Navigation

e Find Button

e Navigation Map

Viewing Modes and “Reading” Options
When you first open a report, it will be displayed according to the mode set in your “Preferences”.

Home | Documents
view | Preferences — Diana Holberg
My Do Preferences Web Intelligence
= General iew
Change Enterprise Password @ HTML (no download required)
Locales and Time Zone © Applet (download requirad)
= Analysis edition for OLAP {7) Desktop (Rich Client, Windows only, installation required) (installation required)
) POF
Maodify (creating, editing and analyzing documents):
BI workspaces This iz also the interface launched from the Go To list or My Applications shortout.
o Crystal Reports @ HTML (no download required)

There are four viewing modes, each with advantages and disadvantages.

e HTML mode is the most straightforward, and will often work when other modes will not. No additional software
is required to view a report in HTML mode. You can view the report in its print layout, though not as accurately
as in PDF mode.

e Applet mode requires a Java download/installation, and is most useful for Report Developers. When a Report
Developer views the design of a report, the report is usually displayed in Applet mode.

o Desktop mode requires installation of the Bl tool, Rich Client. This tool is generally only available to eMARS
Reporting Administrators. In this mode, reports are displayed within Rich Client rather than in EBI.

o PDF mode displays the report exactly the way it will print, but reports take longer to display since a PDF must be
generated each time the report is refreshed.

As described, the only viewing modes available to Basic Users are HTML and PDF. Although the “Preferences” setting
controls the way the report is initially displayed, you can quickly toggle between the two modes using the “Reading”
button (located in the upper right corner of the window, as shown).

Welcome: Diana Holberg = Applications v Preferences  Help menu~ Log off #
‘ Home H Documents ” 1110 Daily Cash Cont...
Web Intelligence ~ | [ 3 =R ] oL - = = v | [ETrack ~ ¥ Drill = W FlterBar | | Freeze - BH Outline ( Reading - Design ~ -
= v OHTME Cerl+1
= = N
(1) Advanced Run PDF
=
= | Enter Department(s) (optional): (optional) )
. Report|D: 1110 Department Commonwealth of Kentucky
= ) Department(s): eMARS Financial System
Ez'gtl‘j Fiscal Year: FY: Daily Cash Control File Listing
APD: by Department
Enter Accounting Period: Fund =
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Page Navigation

The control for navigating the pages of a report is located at the bottom of the window (as shown below). In addition to
using the arrow buttons to navigate the pages, you can enter a page number manually where the page numbers are
shown. When you use your “Enter” key to enter the number, you will be taken to that page in the current report tab.

TP UZ5 T3U0USUZ30 T DUTT U5 AEUT T35A REST  AEUU DLUg UAE
TP 025 1300050233 1 DO11 025 AEO1 135A REST  AE00 DLOO 20AE v
TP 025 1300051165 1 DO11 025 | GotoPage ST  AEQ0 DLOO 20AE
< : Enter the page number to >
[3) RF Expenses - System Assurance - [ Export to Excel display ~ b
||5.. RF Expenses - System Assurance = ['&£ Track changes: Cﬁ | 4 4 Page20f2+ P M || 1] =/ |100% = < <1 minute ago
The list panel is updated. \ J #125% v

“Find” Button

The “Find” button (binoculars) is located in the upper toolbar (as shown below). Clicking the “Find” button brings up a
Search toolbar at the bottom of the window (also shown below). You can enter a search term and search the currently
displayed page, either ignoring case or matching case.

Welcome: Diana Holberg | Applications v Preferences  Help menu ¥ Log off »
‘ Home H Documents ” 6110 - Contract Usag... ‘
web Intelligence ~ "E2E- S @\f“ &8 v | [ &+ [ETrack - § Drll * 7 Alter Bar | Freeze - 8H Outline Reading ~ Design ~ (2 ~
N
OjAdvanced 5 Run
%g Enter Department(s) (optional): (ostona) ReportID:  6110-OPEN-VNM Commonwealth of Kentucky
nter Department(s) (optional): (optional) N N
e B g pronsl Dept(s): 785 eMARS Financial System
= Contract Usage Summary
Open Contracts by Vendor Name
(™
— Document Number Vendor Number Document Description Service Date Range Proc Type Cc
BALL SEED F
PO 785 1800000082 VC0000028015 Governors Mansion fall - 24
planting panies 2017
ORKIN EXTERMINATING v
PO 785 1700003088 VC0000083563 11/30/16 - 12/1/16 25
£ >
( Search Bar|| @ - Find Next Find Previous x
3 % ame . 3 Al Contracts | [ For Export t
#5.  Open Contracts by Vendor Name = I( -
The list panel is updated. . . _\ )
Search Bar - Find Mext Find Previous

Open Contracts by Doc I« Ignore case itracts by Vendor Mam

[ Match case [ M 4 Page?Zof 2

Note: “Find” searches are restricted to the currently displayed page.
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Navigation Map
If a report is designed to include Sections, the Navigation Map can be used to quickly navigate to the needed section of
the report. The Navigation Map is found in the left panel, and is opened by clicking the button shown below.

é Enterprise Business Intelligence - Internet Explorer =]
m - I‘P hitps: | (ehid1. ky,gov/BOE) pj g |§| ~B Enterprise Business Inteligence | | S g e i
Welcome: Diana Holberg | Applications = Preferences  Help menu Log off
| Home || Documents | 6110 - Contract Usag... © = = |
webInteligenee ~ (O =G~ | S -® | E2-3 - |0 o | &~ Track = '3 Drill ~ % Filter Bar ||| Freeze - & Outline | Reading - Design - (2
PO 785 1200004971 VE2000005431 -
QJEIID - Contract Usage Summary (Rev. Nove ~ ORKIN EXTERMINATING
Open Contracts by Doc ID PO 785 1700003088 VCO000083563 11430016 - 121116
= Open Contracts by Vendor Name
» AMERICAS FINEST FILTERS INC PLUMBERS SUPPLY CO
= BALL SEED PO 785 1300002337 V0000026298 -
) @ BAUMANN PAPER. CO INC PO 785 1200004601 VCO0000a5298 -
L= @ (CLATOS REFRIGERATION
» DEREY FABRICS INC PO 785 1300005286 VCD0D0026298 -
» DXP Enterprises Inc Reflective Apparel Factory Inc
@ Eason Horticultural Resources Inc. PO 785 1200004304 V52000003823 -
& EQUIPMENT DEPOT
o FeSCO FASSCO RILEY OIL COMPANY
a KENTUCKY LIGHTING & SUPPLY PO 785 1700001680 V0000024328 -
* MADDEN ELEVATOR SHERWIN WILLIAMS
@ MECHAMICAL CONSULTANTS INC
o NURSERY SUPPLY CO LLC PO 785 1300005093 V0000024789 -
» Ohio-Made LLC SITEONE LANDSCAPE SUPPLY LLC
@ ORKIN EXTERMIMATING
o PLUMBERS SUPPLY CO PO 785 1200000903 VouooO17SaTE 2017 Bulbs for Fa -
@ Reflective Apparel Factory Inc anting
# RILEY OIL COMPANY Tridim filter Corporation
LR SHERWIN WILLTAMS —
& SITEONE LANDSCAPE SUPPLY LLC 9 PO 785 1300004251 VS0000022220 -
# Tridim filker Corporation < >
< S T N [£] Open Contracts by Doc ID [ [Z] Open Contracts by vendor Name [ allcontracts | [Z] For Export

Sections (and sub-sections) are displayed as bullets under each report tab name. Clicking on a section header value will
take you immediately to the selected section, even if that section is on a different page (or report tab) than the one you
are viewing.
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5- Other EBI Basic User Actions

This section highlights some of the other actions frequently performed by Basic Users:

e C(Creating a Folder

e Renaming a Folder

e Creating Shortcuts

e Copying or Moving Reports (or Shortcuts, or Folders)
e Printing a Report

e Sending a Report (or Shortcut) to Another EBI User

Creating a Folder

Folders are created using the “New” button (in the toolbar at the top of the
“Documents” tab page) and selecting “Folder”. The folder will be created
within the folder currently being viewed.

Note: Basic Users can only create folders in “My Favorites” or “Inbox” (or
within the sub-folders in those locations).

Renaming a Folder

| Home || Documents | 6110 - Contract Usage S...

View rganize * Send More Actions ~

My Docur [ L0

Folders | &3 publication
‘2. Hyperlink A
Federal Grant Reports

Fixed Assets Reports

Folders are renamed by editing the “Properties” for the folder. Right-click the folder name and choose “Properties”,
then enter the new name in the Folder Name field. Finally, click the “Save & Close” button to save.

| Home || Documents | 6110 - Contract Usage S...

View ~ New ~ Organize ~ Send More Actions 1

My Documents
Folders

! & ]

: Daily Reports A

Fixed Asse

New 2

Properties — Disbursement Reports

Properties General Properties

C Folder Name: [Disbursement Reports )

1D, CUID: 9996, AVIEynWIzQ5DvAkVhhEefng

Description:

Keywords: |

Created: Mar 13, 2015 4:11 PM
Last Modified: Apr 21, 2015 4:38 PM

[sor ==
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Creating Shortcuts

Just as in Microsoft Windows, you can create a shortcut to a report document rather than maintaining a separate copy
of that document in your “My Favorites”. It is not a copy of the report; just a pointer to it. When you open a shortcut,
EBI will actually open the report itself (in its existing location — not using the location of the shortcut). There are two
ways to create a shortcut:

e Organize > Create Shortcut in My Favorites — You can navigate
. : to the location of the report, right-click its title, and choose
‘ Home || Documents | 6110 - Contract Usage S... “ . . . ”
Organize > Create Shortcut in My Favorites”.
View = New ~ (‘Organize - Send ~ More Actions ~ |"\Detais e Organize > Copy Shortcut — If you navigate to the location of
M"Id[’“(“me““ et SAOMON In My Favones Tile « | the report and choose “Organize > Copy” Shortcut (either by right-
Folders
s X cut clicking its title or by using the button in the toolbar at the top of
1 Copy 015-9 the window), then you can navigation to any location use Organize
{ig Copy Shortat 1016-C1 5 paste to create a new shortcut.
2L Delete iy =G
| S —— 1018-%  The shortcut will carry the same name as the report, prefixed by

“Shortcut to”. For example, if you create a shortcut for a report named “Vendor Payments”, the shortcut will be named
“Shortcut to Vendor Payments”.

Copying or Moving Reports (or Shortcuts, or Folders)

To copy reports (or shortcuts, or folders), select them, click the “Organize” button in the toolbar at the top of the
window, and choose “Copy”. (“Shift” or “Ctrl” keys may be used to highlight more than one report, shortcut, or folder.)
Navigate to the location where you want the copies, then click the “Organize” button again and choose “Paste”.

Tip: Another method is to right-click the report (or shortcut, or folder) to choose “Organize”. You can also click in white
space in your window to “Paste”.

As long as you are “owner” of reports (or shortcuts, or folders), you can also use “Organize > Cut” and “Organize >
Paste”. If you are not “owner”, you must make copies. (You will be “owner” of copies you make.) If you cut/paste a
report (or shortcut, or folder) for which you are not “owner”, you may not see what you paste (and EBI Support in COT
will have to fix that). Generally speaking, EBI security prevents Basic Users from using cut or delete.

Note: Unlike other Microsoft Windows applications, you cannot use Ctrl-C / Ctrl-X / Ctrl-V to copy / cut / paste. One of
the “Organize” methods described above must be used.

Printing a Report

While viewing a report, you can use the “Print” button (in the upper toolbar) to print it. What actually prints is a PDF
copy of the report, so if the report is very large you may experience a delay while the PDF is being generated and
opened in your PDF viewing application.

| Home ” Documents “ 6110 - Contract Usag...

web Intelligence ~ | [ - (2]
—
7 Advanced | £ Run
- Report ID:
4 | Enter Department(s) (optional): (optional)
Dept(s):

o | 1785
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Sending a Report (or Shortcut) to Another EBI User

While viewing a report, the “Send To” button may be used to send the report to another EBI user. Alternatively, if you
close the report, you can use the “Send” button (or right-click the report title and choose “Send”). Multiple reports may
be sent at one time by selecting them (using your “Shift” or “Ctrl” key). Regardless of the method used, the “Send”
window appears.

Welcome: Diana Hq

| Home ||.Documents. 6110 - Contract Usage S... | SO ” e TS “ 6110 - Contract Usag... + + I |
View * New ~ Organize [+ Send - More Actiorjs - Web Intelligence » | [ 0 G - | &5 - 48 | &0 2|~ ~| e 24| R
My Documents L, BI Inbox = Send to Mail
e — | (3 Advanced | 2 Run Send to User..:
| Daily Reports A ’Eg Enter Department(s) (optional): (optional) @ Sent-to-Hp= 7 VM
Depus). Tou

4 | 1785

In the “Send” window, select “User List” in the Available Recipients panel (on the left) and enter the User’s ID in the
“Find Title” field (at the top of the panel). Use the “>” button to move the User ID into the Selected Recipients panel (on
the right). Normally at this point you can click the “Send” button (in the lower left corner) to send the report, though
there are other options which may be set as well.

Send 6110 - Contract Usage Summary (Rev. November 2017) to BI Inbox 2?2 OX
[] use default settings A
Available Recipients: Selected Recipients:

1 of1 Find Title = PVT0013] x| % 1 of1
; L) | Tite Full Name L) |Title » Full Name
e & | pvT0013 Diana Holberg No Items

-~ B85 Group List D

= 3 Group Hierarchy

Note: If you do not find the User ID the first time you search for it, you must select “User List” (on the left) again.
Otherwise, EBI will think you are narrowing your search rather than beginning a new search.

Tip: “Send As > Copy” will send a copy of the report, even if you selected a shortcut before opening this window. To
send a shortcut, be sure to set “Send As” to “Shortcut”.

Target Name:

(@) Use Automatically Generated Name

() Use Specific Name Add Placeholder v
Extension

Send As:
(@) Shortcut
O Copy

(] [Gcel]
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Exercise C: Shortcuts, Printing, and Sending a Report to Another User

This section will guide you through locating a report, creating a shortcut in your “My Favorites” folder, printing
the report, and sending a copy of the report to another EBI user. Note that it is recommended that you create
shortcuts in your “My Favorites” folder for reports you frequently refresh. This prevents you from having to
navigate to locate the report in your Agency Folder each time.

V. Creating a Shortcut to the Report in “My Favorites”
A. Confirm Preferences.
The ‘Preferences’ button is on the right side at the very top of the window, next to the ‘Help
menu’ and ‘Logoff’ buttons.

1. Click the ‘Preferences’ button view the ‘Preferences’ page.

2. Select the ‘Web Intelligence’ section in the left panel. You will see ‘Web Intelligence’
preferences as they are currently set.

3. Confirm that the ‘View’ setting in the top section is set to ‘HTML’. If it is not, change the
‘View’ setting to ‘HTML'.

4. Save and Close the ‘Preferences’ window by clicking the ‘Save and Close’ button at the
lower right.

Note that steps to print while in ‘PDF’ or ‘Applet’ mode differ from those in this exercise.

B. Create the shortcut.
There are multiple ways to create a shortcut to a report. Below are the steps for the fastest way
to create one in your “My Favorites” folder. An alternative is to use the ‘Organize’ button to

‘Copy Shortcut’, then use ‘Organize’ again to ‘Paste’ in “My Favorites’.

1. Navigate to the desired report.
2. Right-click the report title and choose Organize > Create Shortcut in My Favorites.

C. Confirm that the shortcut was created in the correct location.

1. Navigate to your “My Favorites” folder.
2. Confirm that a shortcut exists there to the report.

Note that a shortcut begins with “Shortcut to”, followed by the title of the original report.

VI.Printing the Report -
A. Open and refresh the report.
The shortcut just created can be used to locate and refresh the report. It can then be (printed or

exported) as needed.

1. Double-click the shortcut just created to open the report. The actual original report will
appear.

2. Refresh the report, entering valid values for any Required prompts (and any desired
Optional prompts).

3. Confirm that the number of pages in the report is not too high to print.
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B. Print the report.
In ‘HTML’” mode, the ‘Print’ button is usually located in the top toolbar. Hover your mouse over
the toolbar buttons to locate it.

bR

Click the ‘Print’ button. A prompt will appear at the bottom of the window.

Click the ‘Open’ button on the prompt. A PDF version of the report will be displayed.
Print the PDF file, choosing the desired printer and settings (as with any other PDF file).
Close the PDF viewing application.

Note that when printing a report, you may choose to save the PDF copy (or not), either as it is
created or once it is opened in the application set up on your PC for .pdf files.

VII. Sending a Copy of the Report to Other EBI Users v
A. Obtain the User ID for the desired user.

In order to send a report to a user’s Inbox folder in EBI, you must know that user’s ID. This
cannot be done within EBI; you must obtain the User ID from another source.

B. Send the report.
There are several ways to send a report. The steps below describe the easiest way to send a
report while viewing results. The ‘Send to’ button is usually located in the top toolbar. Hover
your mouse over the toolbar buttons to locate it.

1.

2.

a bk w

Click the ‘Send to’ button while still viewing the report results. (If prompted, click ‘Send
to User...’.) The Send window is displayed.

Enter the User ID of the desired user in the ‘Find Title’ field (with ‘User List’ selected in
the left panel).

Click the ‘Search’ button to bring the user’s record into the ‘Available Recipients’ list.
Select the record for the User ID once it is displayed.

Click the >’ button (between the panels) to move the record from the ‘Available
Recipients’ list to the ‘Selected Recipients’ list.

Click the ‘Send’ button in the lower right corner of the window to send the copy of the
report.

Note that you must select ‘User List’ in the left panel again if you fail to locate the record for the
User ID the first time you search. Before sending, you have the option to rename the copy of
the report being sent. You can also choose to send a Shortcut rather than the report itself.

eMARS Reporting
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For Review and Discussion

A. Why is it best to use Shortcuts instead of making copies of reports?

Answer: When multiple copies of reports are made, it can become confusing for Report
Developers to know which copy is correct and which has been modified by another Report
Developer. Upgrades become more complex, since users must decide which copies to keep (or
convert).

When copies of reports are saved with data (instead of exported), storage costs incurred for EBI
accounts increase. Shortcuts make it more difficult to accidentally save with data (since only
the ‘Owner’ of an Agency Report or Statewide Report report can overwrite it). Basic Users do
have the ability to save a copy reports (in their “My Favorites” folder) if necessary.

B. If you accidentally try to print a report with thousands of pages, will it print out?
Answer: Not right away. Since a PDF file is created prior to printing, the PDF generation will be
very slow, and the PDF viewing application may issue an error. You would have to wait for the
lengthy PDF generation and still choose to print from the viewing application before it would

actually be sent to the printer.

C. If you choose a Shortcut, then try to send it to an EBI user’s Inbox folder, will they receive the
Shortcut or the report?

Answer: Neither (trick question!). They will actually receive a copy of the report, renamed
(either with a suffix added or with a name you choose before sending).

D. What step is required to send a Shortcut to an EBI user’s Inbox folder that is not required to
send a copy of a report?

Answer: Before clicking the ‘Send’ button, change the setting for ‘Send as:’ from ‘Copy’ to
‘Shortcut’.
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6- Queries Behind the Reports

Behind every report in eMARS Reporting, there is at least one query against the universes providing access to the data in
the Data Warehouse. In this section, we examine a report and the queries behind it.

Report Panel and Design

Basic Users and Report Developers view reports via the Report Panel (named to distinguish it from the Query Panel).
Below is a report displayed with data in the Report Panel, as seen by a Report Developer (in HTML mode). (A Basic User
sees something similar, as described in the “Web Intelligence” section of “Basic Navigation”.)

2 BI launch pad - Internet Explorer [_[O] x]
@-\, = [ retmsijjebiat ky.qeviBoe/atiosonn O ]| £ | |42 [P Bliaunchpad x| S o
‘Welcome: Diana Holberg | Applicstions »  Freferences  Help menu v Log off fel
Home | Documents | 2453 YTD Manageme... 1 = & |
Weblnteligenee - (O Z Bl - | S -8 | B L -2 -] |9 & | & | [[ETek - F 06l - 7 FilerBar [T Fresze - 65 Outfine -
=l 2453 'I'TD.H k Budget Analysiz - Dapt-Ful -
= ‘H = EE" fysis - Dept-Fut ReportID:  2452-DFOC-EE Commonwealth of Kentucky
E] Enc/Bxp by Class FY: 2015 eMARS Financial System
[E] APD Breakout Bxp by Class AFD: 2 YTD Management Budget Analysis Run Time: 11:58:53 AW
= ?| [ [2] Enc/Exp by Type By Department - Function - Object Class Execution Time: s
=t # 2] Exp/Rev by Type " )
= =] AFD Breskout Enc/Exp by Type . Frueatien
(s 2] For Export Function: A100 - Commissioner's Offise
Object Type: 1 - Personnel Costs
Class Description Budget Encumbrances Expenditures Percent Expendad
Ul Salaries And VWages 0.00 0o 162.038.59 0%
120 Frings Benefs .00 000 50.B46.50 000
Tatal Object Type 1 - Persennel Costs for A100: 0.00 000 23168515 000 E
Object Type: 3 - Operating Expenses
Class  Description Budget Encumbrances Expenditures Percent Expended
20 Supphes 000 0.00 £35.68 D%
380 Travel Exp & Exp Allowances. 0.00 000 100762 ook
3T Misc Commeantias & Other Exp 0.00 040 0.00 000%
Total Object Type 3 - Operating Expenses for A100: 0.00 0.00 1.643.26 000
Total for Function A100: 0.00 0.00 2356843 000
Function: 200 - Kentucky Board of Education
Object Type: 1 - Personnel Costs
Class  Description Budgat Encumbrances Expenditures Pergant Expended
10 Salaries And Wages .00 [T} 3.500.00 D% W
120 Fringe Benefits .00 000 252,45 Da0%
< >
s = 1
< > [2 Enc/ExpbyClass -~ [2 APD Breakout Exp by Class 2 EncfExpbyType | 2 Bxp/RevbyType | [ APD Breskout Enc/Exp by Type ~
ﬁ. Enc/Exp by Class = [# Trackchanges: Off | 4 4 Pagelofis P M = 15 |75% +| &2 < 1 minute ago
avaseriptsvad{nul); 00 v A

When a Report Developer clicks the “Design” button (#1), the Report Panel changes to display the report design.
Tabbed toolbars appear and the left panel expands to include additional sections.
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Query Panel

The query (or queries) behind the report are viewed by clicking one of two “Edit” buttons available to Report Developers
(#2 or #3). When the Report Developer clicks an Edit button to view the query design, the Query Panel is displayed.
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At first glance, the Query Panel has four panels: Universe Outline (#4), Result Objects (#5), Query Filters (#6), and Data
Preview (#7). When a Report Developer analyzes a query design, they are most concerned with Result Objects and

Query Filters. In fact, many Report Developers will toggle the Data Preview Panel button (#8) to hide Data Preview and
display more of the Result Objects and Query Filters panels.

Another feature of the Query Panel is the View Script button (#9). This button allows the Report Developer to see the
actual query that is performed in the database (as Oracle SQL).
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When updates are made to the query design, there are several ways to return to the Report Panel. The Run Queries

button (#10) refreshes the query (or queries) and updates data in the report before displaying the Report Panel. To save

a query without refreshing report data, click the Close button and select “Apply Changes and Close” (#11). Finally, to

exit without saving, close the window or click the Close button and select “Revert Changes and Close” (#12).
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Conclusion

As a Basic User, you are able to locate, view, search, print, and send reports to other EBI users. You are also able to

create shortcuts to reports and store them in your “My Favorites” folder. You can create new folders in “My Favorites”,
and you can arrange folders and shortcuts in “My Favorites”. You can also receive reports from your Report Developers

in your Inbox folder.

You are encouraged to become comfortable with EBI navigation before taking on the responsibilities of being a Report

Developer. The review of the queries behind the report designs has given you a glimpse at what Report Developers do
in order to create and maintain the reports needed for your Department or Cabinet.

Should you have a greater interest in eMARS Reporting, you can request the Report Development role from one of the
delegated agency contacts for your department. (Refer to the Finance Statewide Accounting web page for further

information).

eMARS Reporting

Basic EBI Navigation & Use

27



