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Customizing the Sponsored Research Accounts Receivable Aging Report for CBOs

Overview
e Brief review of the data on the Sponsored Research Accounts Receivable Aging Report
e Instructions for creating and saving customizations specifically for Chief Business Officers (CBOs)
e Instructions for subscribing to Delivered Reporting (otherwise known as Agents) to receive these reports
monthly via email

What is the Sponsored Research Accounts Receivable Aging Report?

The Sponsored Research Accounts Receivable Aging Report provides a report of outstanding invoices due to Emory on
sponsored projects and their aging status, if late. The report allows users to analyze outstanding invoices on Sponsored
Projects and provides details regarding the agency information, contract information, principal investigator, and invoice
due dates. Aging of outstanding invoices is broken into categories of Current, 0-30 days, 31-60 days, 61-90 days, 91-120
days, and greater than 120 days. Aging categories are calculated using the Invoice Due Date.

The dashboard includes the Accounts Receivable Aging Summary page, which displays visualizations and a summary
version of the data and the Accounts Receivable Aging Details page, which displays detailed tables.

New w Open w Sianed InAs Che

1. Login to EBI: https://dwbi.emory.edu/analytics %

¥ Executive Dashboard

Where do | find this report in EBI?

3
. . . FMS - Management
2. Click on the Dashboards Menu in the upper right corner ,
FMS - Operational
4 FMS - Sponsored I

[£5] *** Project Team Reference ***

3. Inthe FMS —Sponsored folder, click the Sponsored
Research Accounts Receivable Aging Report link.

==l *** SpeedType Ref Lookup ***

[:j, Award Analysis Hardcopy

Ej— Budget to Actual Reporting - Sponsored Projects
[E5) Effort Analysis Report

ES] Effort Salary Cap Report

[£3] Effort Status Report

[£5] FSR Tool

[ES] OSP Return To RAS Metrics

[£8] Pediatrics Institute Benefits Lookup

[:j, Proposal Analysis Hardcopy

=] Proposal Analysis Report

C)

L:j_ Proposal to Award Receipt & Setup

[;j. Sponsored Projects Dashboard

[ES) Sponsored Projects Financial Trend

[i:_ Sponsored Research Accounts Receivable Aging Report

[E, Sponsored Research Financial Summary
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Creating the CBO Customizations
Accounts Receivable Aging Summary Page

Sponsored Research Accounts Receivable Aging...

Accounts Receivable Aging Summary | jaccounts Receivable Aging Details

The default page (or tab) on the dashboard is the Accounts Receivable Aging Summary. This page will display
visualizations and summarized data tables based on the prompts, with several View Options available.

Selecting Prompts: P
1. Select the Award Operating Unit(s) needed. EMORY
) UNIVERSITY
2. Click Apply. Accounts Receivable Aging Detail
Sponsored Research Accounts Receivable Aging Job
Aid

3. Collapse the Prompt section by clicking the gray triangle in the
upper left corner.

* Award Operating Unit

. . . . —Select Value—

4. Collapse the section for Delivered Reporting Options, located Flectvaue ol
directly below the Prompt section. Award RAS Unit

(Al Column Values) v

Award Department

(Al Column Values) v
Award
(All Column Values) 4

Principal Investigator

(Al Column Values) v

Sponsor Name

(Al Column Values) v

Award Purpose

(Al Column Values) v
Contract Type
(All Column Values) -

Item Number

(Al Column Values) L

Reset w
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Selecting a View:

After selecting and applying prompts, results will display. The View Selector menu appears with seven (7) view options
available. Select the Aging Summary by Award Operating Unit view.

Select View Aging Summary by Award Operating Unit

Aging Summary by Award Operating Unit
Aging Summary by Award RAS

Aging Summary by Sponsor Contract Type & A
Aging Summary by Pl

Aging Summary by Award Purpose

Aging Summary by Contract Type

Aging Summary by AR Risk Status

L L e

[H]

o CR TO PREPAID

The Aging Summary by Award Operating Unit view summarizes aging items by Award Operating Unit, AR Risk Status, and
Contract Type. It includes several visualizations and data tables.

TIP: Please see the job aid for using the Sponsored Research Accounts Receivable Report for detailed descriptions of the
visualizations and tables.

Save your Default Customization:
1. Click the Page Options menu in the top right corner underneath your name. Click Save Current Customization.

\ew v Open v Signed In As Chelsea Long v
{=) Print N
A
] Export to Excel >
4 Refresh

Create Bookmark Link

Create Prompted Link

Apply Saved Customization >

LTI
ual c | Save Current Customization... 15
($)

Edit Saved Customizations...

1.00
Clear My Customization

2. Choose a name for your customization, and check the box for “Make this my default for this page”
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Save Current Customization 0O X

Name MyHome Department

Save for (@ Me

Others | Set Pen

Make this my default for this page

OK Cancel

3. Click ‘OK’. Your customization has now been saved and is your Default Customization.

Subscribe to Delivered Reporting via an Agent:

1. Expand the Delivered Reporting Option section by clicking the gray triangle.

[

m:lelivered Reporting Option

2. Locate and select the link that says “Subscribe to Delivered Reporting for this dashboard”

4 Delivered Reporting Option

Subscribe to Delivered Reporting for this dashboard
How do | use Agents to subscribe to Delivered ﬁ{epurting?

3. Locate the AR_Aging_Summary_Agent and click “More”

ORACLE Business Intelligence

Catalog
UserVieww Jlov 3 B3 e © BB~ v + X |k Location /Shared Folders/FMS - Sponsored/Dashboard Contents/Sponsored Research Accounts Receivable Aging/Agents
4 Folders E: Ex  Type Al w Sort NameA-Z w [J Show More Details
3 Wy Folders £ 'E] AR_Aging_Detail_Agent LastModified 5/23/2022 10:30:22 AW Owner mchaudSadmin
4 Shared Folders Edit Run More details More v
4 Agents [E] AR_Aging_Summary_Agent LastModified 5/23/2022 10:30:26 AM  Owner mchaudSadmin
» All Emary Edit Run More dela\\
» csw
» CSW - Agareqgated Date
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4, Select “Subscribe”

OR’ACLE Business Intelligence

Catalog
UserView w [low 2 W C @Ev X B Location /Shared fDashboard Cc
4 Folders Bz &= Twe AN v Sort NameA-Z w [ show More Details
» Wy Folders A @] AR_Aging_Detail_Agent LastModified 5/23/2022 10:30:22 AM  Owner mchaudSadmin
4 Shared Folders Edit Run Wore details More v
» Agents @] AR_Aging_Summary_Agent LastModified 5/23/2022 10:30:26 AM  Owner mchaud5admin
» All Emory Edit Run More details More v
» csw =, Print »
» CSW - Agaregated Date ¥ Delete
W
3 CSW - Personal Data s Rename
14 DNR -Donor .
|& Copy
» Error Reporting
» Executive Dashboard ¢’ Create Shortcut
» FMs [E Properties
» FIS - Financial Plannin fa Subscrive
3 FMS - Management
i~ Disable Schedule
» FMS - Operational

Accounts Receivable Aging Details Page

Sponsored Research Accounts Receivable Aging ...

Accounts Receivable Aging Eummar&" Accounts Receivable Aging Details \

The next page (or tab) on the dashboard is the Accounts Receivable Aging Details page. It includes tables that display
attributes of the Item that is aging, such as Sponsor details, Award details, Original tem Amount, Item Balance, and
Aging details.

Selecting Prompts:

The prompts you selected on the Accounts Receivable Aging Summary page should populate automatically on the
Details page. If not, select the same prompt values you previously chose and apply them here.

Remember to collapse the Prompt section and the Delivered Reporting Option section by clicking the gray triangle in
the upper left corner.

Selecting and Customizing a View:

After selecting and applying prompts, results will display. The View Selector menu appears with seven (7) view options
available. Choose the Aging by Award Operating Unit view.
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Aging by Award Operating Unit

Aging by Award QOperating Unit

Aging by Award RAS Unit
AR Aging by Sponsar
Spet Aging by P
Aging by Award Purpose

Aging by Contract Type
Aging by AR Risk Status

te

coun

09/2

The Aging by Award Operating Unit view displays Item details and Aging sorted by Award Operating Unit.

Award

Award

Operating  pIE oy Award

unit

10000- £31000- 0000028853~
Emory ECAS: Biology Dynamics and
College evolution of reca
10000- 31000- 1000028863~
Emory ECAS: Biology Dynamics and
College evolution of reca
10000- 531000 0000028363~
Emory ECAS: Biology Dynamics and
College evolution of reca
10000- 31000- 0000041193~ Insight
Emory ECAS: Biology inio the RINA
Collsgs processin

Principal Contract
Investigator Type
0035316~ CR_LOC
Antia Rustom N

0035316~ CR_LOC
Antia Rustom N

0035316~ CR_LOC

Antia Rustom N

0131893
Corbett,Anta H

CR_NON_LOC 00003533

;Donsor Sponsor llame ‘:wam Agency
00002485 NIH NATL NST OF  SU19AI117891-05
ALLERGY AND  REWI

IFECTIOUS

00002495 NIH NATL NST OF  SU19AI117891-05
ALLERGY AND  REWI
IHFECTIOUS

00002495 NIM NATL NST OF  SU19AI117391-05
ALLERGY AND  REWI
INFECTIOUS
UNI OF TEXAS  DD13729A
HEALTH
SCIENCES CTR

Aging by Award Operating Unit v

Item Balance ($) and Aging Category As Of: 09/2812021

Award
Begin
Date

040115

040115

0401115

07INg

Award
End Date

03131721

0331721

03731121

0813022

Invoice Original
ltem fosounting  pue sk ttem

Date Amount ()

GIM00G48510 0700821 070821 nactive (856.85

GM006S0244 7BR1  OTAER1  aciive 843.09

4 082021 082021 hactve 7959

GIM00635388 040821 04/09721  Active 1790188

You can customize the table by Including the Award RAS Unit column:

1.

Right click on the Award Operating Unit column header

Navigate to Include Column

Select Award RAS Unit

Item Current 0-30Days 3160 6190 91120 121-180

Balance (S) ($) ] Days($) Days(S) Days(S) Days(S)
(866.85 0.00 0.00 0.00 (866.86) 0.00 0.00
54174 0.00 0.00 0.00 54174 0.00 0.00
79.59 0.00 0.00 79.59 0.00 0.00 0.00
484279 0.00 0.00 0.00 0.00 0.00 424279

The Award RAS Unit column should now appear to the right of Award Operating Unit.

1 Sort Column >
ward
Keep Only >
100 100025651 Web-based argan
PublicHealth| Remove ¥ ination educa
Sengo SN SuBlotal ¥ 100029085- IDIQ 2014-\-6457
PublicRealih) oy Row level Grana Total »
22000-Schop  EXclude column 100047259~ Evaluation of Link
Include column L | Award RAS Unit |
Schog  Wove Column P AwardNumber  fLink
Public Health = oenavsusmesm cous 10
sci Award Status
22000- School of | 811000- SPH. 0 AwardPurpose  unly
Public Health BehaviSocHealth Educ  J:
sci Collector
22000- School of | 811000- SPH. 0 Fiscal Year Elder
Public Health BehaviSocHealth Educ  al
sti Accounting Period
22000- School of | 811000- SPH O iy Type Elder
Public Health BehaviSocHealth Educ  al
el Aging Category
22000- School of | 811000- SPH o Elder
Public Health BehaviSocHsalth Educ sl oM Stalue

sci

Last Revised: 6/17/2022

Principal Investigator

0151935 Jacob
Arriola,Kimberly R

0388768- Blais Linelle

Marie

0424882-Woods-
JaegerBriana

0424882-Woods-
JaegerBriana

0144380~ Sales Jessica
A

0424660~ Livingston
1l Melvin

0424660- Livingston
1l Melvin

0424660- Livingston
1l Melvin

Contract Type

CR_LOC

DEPT_TO_INY

CR_NON_LOC

CR_NON_LOC

CR_NON_LOC

CR_NON_LOC

CR_MON_LOC

CR_MON_LOC

Award
Operating Unit

22000- School of
Fublic Health

22000- School of
Public Health

22000- School of
FPublic Health

22000-School of
Fublic Health

Award RAS
Unit

RAS - Public
Health &
Mursing

RAS - Public
Health &
Mursing

RAS - Public
Health &
Mursing

RAS - Public
Health &

LK L7 [2=111] E—

Award Department

811000- SPH:
Behav/soc/Health
Educ Sci

811000- 3PH:
Behav/Soc/Health
Educ Sci

211000- SPH:
BehaviSoc/Health
Educ Sci

811000- SPH:
Behav/Soc/Health
Educ Sci

Award

0000025651- Web-based
organ donation educa

0000029085~ DI 2014~
M-G457

0000047259- Evaluation of
Link for Equity:

0000047259- Evaluation of
Link for Equity:

1a1365  =3es  ooUM

Days(S) Days(s) pau
0.00 0.00 73
0.00 0.00 88
0.00 0.00 1l
0.00 0.00 164
Principal Inve

0151935- Jac
Arriola Kimbe

0388768-Bla
Marie

0424882-Wo
Jaeger,Briana

0424882-Wo
JaegerBriana
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Save your Default Customization:
1. Click the Page Options menu in the top right corner underneath your name. Click Save Current Customization.

lew v Open v Signed In As Chelsea Long v
=, Print >
~
(5] Exportto Excel s
¥ Refresh

Create Bookmark Link

Create Prompted Link

Apply Saved Customization >

LTL
val o I Save Current Customization... | ¢
($)

Edit Saved Customizations...

1.00
Clear My Customization

2. Choose a name for your customization, and check the box for “Make this my default for this page”

Save Current Customization ® X

Name MyHome Department
Save for (@ Me

Others

Make this my default for this page

OK Cancel

3. Click ‘OK’. Your customization has now been saved and is your Default Customization.

Subscribe to Delivered Reporting via an Agent:

1. Expand the Delivered Reporting Option section by clicking the gray triangle.

} [Delivered Reporting Option
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2. Locate and select the link that says “Subscribe to Delivered Reporting for this dashboard”

4 Delivered Reporting Option

Subscribe to Delivered Reporting for this dashboard

How do | use Agents to subscribe to Delivered E{epﬂrting?

3. Locate the AR_Aging_Detail_Agent and click “More”

ORACI_E Business Intelligence

Catalog

UserView w ||z » &

4 Folders - a

» My Folders ~

4 Shared Folders
Agents

All Emary
Csw

vy v v v

CSW - Agaregated Datz

Type All

[E] AR_Aging_Detail_
Edit Run More details

X |§ Location /Shared Folders/FMS - Spensored/Dashboard Contents/Sponsored Research Accounts Receivable Aging/Agents

¥ Sort MameA-Z ¥ [ Show More Details

Agent LastModified 5/23/2022 10:30:22 AW Owner mchaudSadmin

& AR _Aging_Summary_Agent LastModified 5/23/2022 10:30:26 AM  Owner mchaudSadmin
Edit Run More details More v

4. Select “Subscribe”

OR’ACLE Business Intelligence

Catalog

UserVieww Jlav 3 B3 R

4 Folders
» Iy Folders ()
4 Shared Folders

Agents

All Emory

Csw

CSW - Aggregated Datz
CSW - Personal Data
DHR - Donor

Error Reporting
Executive Dashboard
FM3

FMS - Financial Plannin

HEHY

B= E3 Type AN

&
&

X |§ Location /Shared Folders/FMS - Sponsored,Dashboard Conter

¥ Sort NameA-Z w [ Show More Details

AR_Aging_ Detail Agent LastModified 5/23/2022 10:30:22 AM  Owner mchaud5admin
Edit Run More details More w

AR _Aging_Summary 1= Print ¥ 12612022 11:26:53 AM | Owner mchaudSadmin
Edit Run More details x Delete

E[1 Rename
& Copy
' Create Shortcut

[E Properties

@ Subscribe

(. Disable Schedule

How will | receive my Delivered Reports?

The agents will deliver these reports to your preferred Emory email address on the 2" Tuesday of every month. You will
receive two emails from Oracle Delivers <no-reply@oracle.com>, one for the Accounts Receivable Aging Summary page
and one for the Accounts Receivable Aging Details page.

TIP: Looking for the delivered report email? Check your Junk/Spam folder and add the <no-reply@oracle.com>
email to your address book.
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Related Job Aids:

e How to run the Sponsored Research Accounts Receivable Aging Report Dashboard

e Using Customizations in EBI
e Using Agents for Delivered Reports from EBI

More Information:
For questions about Item Amounts or Balances, please contact the Accounts Receivable team at

ogcateam4@emory.edu

For questions about or issues with the Sponsored Research Accounts Receivable Aging Report, 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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