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Consolidated Performance Report Dashboard: Content Overview

Dashboard Vision

The Consolidated Performance Report (CPR) dashboard is a single portal providing a high-level view of data relevant to
management needs. The CPR combines financial data, drivers, and operational indicators in a single page, allowing users
the ability to identify areas of concern across the business. From the initial high-level view, drill capability is provided
that allows users to zero in on areas of concern.

Navigation to Dashboard

e Direct Link to Consolidated Performance Report
e EBI Home>Dashboards Menu>Executive Dashboard>Consolidated Performance Report
e Consolidated Performance Report will be your EBI starting page unless you have previously set a default starting
page. If you need to overwrite your existing landing page, follow these instructions:
0 Once logged into EBI, click on your name in the upper right-hand corner
0 Click on My Account
0 Preferences will be displayed. Use the drop down menu to select Executive Dashboard: Consolidated
Performance Report as your Starting Page

Content Overview: Table of Contents
1. Key Functionality
a. Default Prompts
b. Data Refresh Cycle
c. Drilling
d. Definitions
2. Recent Enhancements
3. Financials Section
a. Home Page
b. FYTD Actual Trends Drill
c. Budget Transaction Details Drill
d. Labor Details Drill
e. Transaction Details Drill
4. Drivers Section
a. Home Page
b. Enrollment Trends Drill
5. Operations Section
Home Page
T&E Trends Drill
T&E Pending Analysis Drill
T&E Pushback Analysis Drill
Expense Reports Detail Drill
Location Details Drill
Traveler Details Drill
Department Details Drill
Pending Details Drill
Pushback Details Drill
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Key Functionality

Default Prompts

e Dates
0 The default date selection is for the current fiscal year and accounting period
0 Drop down menus are provided to enable selection of prior accounting periods and/or fiscal years

e Business Unit/Operating Unit/Department
0 The default prompt selections have been assigned to your NETID based on your area of responsibility.
0 To determine what has been selected for you, scroll to the bottom of the main page and review the

Prompt Selections

4

Prompt Selections:

Business Unit:

(All Column Values)

Operating Unit:

(All Column Values)

Department:

831612- Center for Science Education,831010- ECAS: Chemistry,831011- ECAS: Chemistry Stock Room,831012- ECAS: Chemistry Elec Shop,831013- ECAS: Chemistry ORDER Program,831023- ECAS: Math/CS Research/Events, 831100- Theatre Emory,831020- ECAS: Math & Computer
Science,831030- ECAS: Physics,831000- ECAS: Biology,831216- Office of Univ-Community Partn,831613- Violence Studies Prog/Proj on,831021- ECAS: Computer Science Support,831022- ECAS: Math/CS Operations

0 Ifyou feel that your area of responsibility has been improperly assigned, please email the Enterprise
Performance and Data Analytics team and we will gladly correct the assignment.

Data Refresh Cycle
e Datain EBI is refreshed nightly and is one day behind source system
Drilling
e Drills will open in the same tab/window, with the exception of transaction detail drills, which will open in a new
tab
e To return to the CPR Home Page, simply click on the link at the top of any of the drill pages

A

Click here to return to the Consolidated Performance Dashboard

e When clicking on drillable fields, a window will appear. You must click on the window to execute the drill.

264 98
Cirill to Actual Analysis

213,98

Definitions
e Definitions are provided for fields in the default layout of each report
e Look for the Elements section within each of the content descriptions for definitions.
0 E.g.: Financials Section, Home Page: Elements

Return to Table of Contents
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Recent Enhancements

Overview:

This section will document the enhancements that have most recently been added to the Consolidated Performance
Report (CPR). The Content Overview section for the areas enhanced will retain the old content data for comparison
purposes. When a subsequent enhancement cycle is completed, previous enhancements will be integrated into the
Content Overview section, and this page will only contain the most recent enhancements added.

Enhancement Cycle Details:
e Enhancement Cycle: 1
e Enhancement(s) release date: 9/4/2018
e CPR Section(s) enhanced: Operations Section, Travel and Expense Trends Page
o Number of enhancements added: 12
e Enhancement(s) requested by: Survey feedback

Enhancement Details:

Overview:
Enhancements in this cycle are based on feedback provided in the Consolidated Performance Report survey distributed
to EFN upon release of the Consolidated Performance Report. According to survey results, three major areas of
enhancements were identified for the Operations section on the Travel and Expense Trends page:

1. Analysis related to the seasonality of travel and expense reimbursements

2. Visibility into expenses related to travel and expense reimbursements identified as travel vs. those identified as

non-travel
3. Insight into direct billed airfare expenses

Where to Find Enhancements:
All of the enhancements in this cycle are located in the Operations section on the Travel and Expense Trends page.
e Navigate to the Consolidated Performance Report
e Under the Operations section, click on the words Travel and Expense Reimbursements to drill to the T&E
Trends page.

4 Operations g

# of Pending tems Avg Days Pending % Pushed Back

=== Travel and Expense Reimhursements 7 117 -

POs Processed Drill to T&E Trends - - -

e Click on “Drill to T&E Trends” to load the T&E Trends drill page
e Scroll down to the section labeled “Trends: Expense Reports Posted to Ledger”

Return to Table of Contents
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Enhancements Content Overview:

1. New Analysis: Seasonality: Expenses by Accounting Period and Fiscal Year
This is a new graph providing a view of the percentage of total fiscal year travel and expense reimbursement
costs each accounting period represents for the 5 fiscal years prior to the year prompted. This provides the
ability to determine whether seasonality is a factor while projecting travel and expense costs for the remainder
of the fiscal year based on previous trends.

Seasonality: Expenses by Accounting Period and Fiscal Year
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2. Enhanced Analysis: Expenses by Accounting Period
This visualization has been enhanced by changing the previous bar graph to a stacked bar graph, showing
expenses by travel and non-travel. The assignment of travel or non-travel is provided by the expense report
submitter upon creation of the expense reimbursement.

Please note: not all expense reimbursements have been designated as travel or non-travel and therefore may
have a designation of “data not collected”.

Select View: Expenses by Accounting Period v

Expenses by Accounting Period
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Travel
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Drill to expense report detail is available by clicking on the desired bar. Additional views are available by clicking
on the drop-down menu labeled “Select View”.
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3. New Analysis: Direct Billed Airfare Expenses
This new analysis provides insight into airfare expenses being charged using the direct bill feature. Direct billed
airfare is not included on travel and expense reimbursements and instead posts directly to the ledger. Two
analyses are provided. The first is a performance tile indicating the total amount of direct billed airfare charged
year-to-date for the prompted fiscal year and accounting period. The second is a bar graph showing direct billed
airfare by accounting period.

Direct Billed Airfare Expenses by Accounting Period
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Drill to direct bill detail is available by clicking on either the total amount billed year-to-date, or on the desired
bar.

4. Enhanced Analysis: Top 10 Destinations by Total Expense
This graph is now restricted to destinations on expense reimbursements that have been identified as travel-
related reimbursements.

Top 10 Destinations by Total Expense (%)
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Drill to expense report details is available by clicking on the desired bar.
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5. Enhanced Analysis: Top 10 Travelers by Year-To-Date Amount

This graph is now restricted to employees being reimbursed on expense reimbursements that have been
identified as travel-related.

Top 10 Travelers by Year-to-Date Amount
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Drill to traveler details is available by clicking on the desired bar.

6. Enhanced Analysis: Top 10 Departments by Year-To-Date Amount

This visualization is now restricted to the top 10 departments based on expenses charged on reimbursements
identified as travel-related.

Top 10 Departments by Year-to-Date Amount
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Drill to department details is available by clicking on the desired bar.
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7. New Analysis: Top 10 Expense Types by Year-To-Date Amount
This graph has been added to provide insight into the types of expenses being reimbursed on expense
reimbursements identified as travel-related. Expense Types are selected from a drop down menu by the
submitter of the expense reimbursement to designate the type of expense being reimbursed.

Top 10 Expense Types by Year-to-Date Amount
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Drill to expense type details is available by clicking on the desired bar.

8. New Analysis: # of Travelers Using Corporate Card and Amount Spent by Accounting Period
This new analysis is a line-bar graph indicating the number of people being reimbursed on expense
reimbursements marked as travel-related who are using their corporate cards for expenses, and the total
amount of expenses by accounting period. The line indicates the number of travelers, while the bar provides the
total amount of expenses reimbursed.

Select View: Stacked Bar: Total v
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9. New Analysis: # of Travelers Using Personal Funds and Total Amount Spent by Accounting Period
This new graph indicates the number of people being reimbursed on expense reimbursements marked as travel-
related who are using their personal funds for expenses, and the total amount of expenses by accounting
period. The line indicates the number of travelers, while the bar provides the total amount of expenses
reimbursed.

Select View: Stacked Bar: Total v
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10. New Analysis: Non-Travel — Expenses by Accounting Period
This new analysis provides a view of expenses by accounting period that are on expense reimbursements
identified as non-travel by the submitter. The visualization is a stacked bar and shows expenses broken down by
corporate card and personal funds.
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Drill to expense report detail is available by clicking on the desired bar. Additional views are available by clicking
on the drop-down menu labeled “Select View”.
8
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11. New Analysis: Top 10 Spenders by Year-to-Date Amount
This visualization provides users the ability to see the top 10 spenders of non-travel reimbursements. The
Expense Report Name is the name of the individual for whom the expense reimbursement was submitted. This
is limited to expense reimbursements that have been identified as non-travel expenses by the submitter.

Top 10 Spenders by Year-to-Date Amount
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Drill to spender details is available by clicking on the desired bar.

12. New Analysis: Top 10 Spenders by Year-to-Date Amount
This visualization provides users the ability to see the top 10 spenders of non-travel reimbursements. The
Expense Report Name is the name of the individual for whom the expense reimbursement was submitted. This
is limited to expense reimbursements that have been identified as non-travel expenses by the submitter.
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Drill to expense type details is available by clicking on the desired bar.
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Financials Section

Home Page: Overview

The Financials section of the Consolidated Performance Report (CPR) gives the user insight into the financial health of
the Unrestricted Operating Budgets within their organization. Categories are provided for Revenues, Expenses, and
Transfers, as well as additional break out by Account Class. Users can clearly identify the amount of budget remaining,
and, with the use of the visual burn rate indicator, can drill in on areas of concern quickly.

Home Page: Elements
e Categories
0 Account Groups: These are broad groupings of account codes
= Revenues
=  Expenses
= Transfers
0 Account Class: Categories of revenues or expenses that are closely aligned in function
= E.g.: Tuition and Fees, Salary & Fringe Benefits
e Financial Data
O Budget

=  Budget amount as of the fiscal year and accounting period prompted
= Budget includes original budget load and any revisions that have posted
= (Click on any value in the Budget column to drill to Budget Transaction Details
O FYTD Actual
= Actual revenues, expenses, or transfers as of the fiscal year and accounting period prompted
® [ncludes only items posted to the general ledger
= Click on any value in the FYTD Actual column to drill to the FYTD Actual Trends Analysis
O Budget Remaining
= This is a calculated field that subtracts FYTD Actual from Budget
= LTD Encumbrances are not included in the Budget Remaining calculation

e Indicators
0 % Used FYTD

= This is a calculated field that divides the FYTD Actual by the Budget
O Burn Rate

= This is a visual representation of your burn rate relative to the time of year
=  Burn rate is calculated on the assumption that budget is used evenly throughout the fiscal year
(e.g.: the burn rate assumes that through period five you would have used 5/12 of your budget)

Burn Rate Legend
B onTrack Within 10% of Target B Heeds Review Budget Amount = 0

Home Page: Business Questions

Some examples of business questions that might be answered by the data provided in the Financials section of the
Home Page are:

e Have we received the amount of tuition and fees expected by this point in the year?
e Do we expect to exceed our financial aid budget for this fiscal year?

10
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FYTD Actual Trends Drill: Overview

The FYTD Actual Trends provide a more detailed view into the account category from which the user has drilled. Details
are broken down by Account Category and Account Code. Visual indicators on the % Used column correlate with the
Burn Rate indicator from the Home Page.

FYTD Actual Trends Drill: Elements
e Status Check:
0 Performance tiles indicating the Budget amount, FYTD Actual amount, and the % Used FYTD for the
prompted Account Class as of the prompted fiscal year and accounting period
0 The colored background on % Used FYTD correlates to the colored indicator of the Burn Rate column on
the Home Page.

141,312,067 55,851,716 39.52%
Budget ($) FYTD Actual % Used FYTD

e  FYTD Actual Trends
0 The graphin the middle is a stacked bar showing FYTD Actual amount by accounting period
0 The colors indicate the account category to which the expenses have posted

FYTD Actual by Accounting Period

A0 00N Facul
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0 By clicking on any section of the graph, the graph and table underneath will update to reflect details by
account code

Account Category Faculty Salaries w Account Category Faculty Salaries  w

FYTD Actual by Account Budget ($) FYTD Actual Budget Remaining* % Used FYTD
50100- BDG-Faculty Salaries 175,316,394 0 175,316,394
50110- Sal - Faculty-Tenured 61041 38,551,688 (38,480,747) 62,230.37%
50115- Sal - Faculty-Tenure Track 0 7,546,008 (7,546,008)
50120- Sal - Faculty-Nontenured 6,445 19,073,103 (19,966,658) 309,900.75%
50122- Sal - Faculty - MEST 0 3,600,862 (3,600,862)
50125- Sal - Adjunct Faculty 0 239,425 (839,425)
50130- Sal - Housing Allow 0 336,797 (336,797)
Grand Total 175,384,780 70,847,884 104,536,896 40.40%

0 Clicking on the dollar amount in the budget column will drill to the Budget Transaction Details
0 Clicking on the dollar amount in the FYTD Actual column will drill to either Labor Details (on labor
account codes), or Transaction Details (for non-labor account codes)

FYTD Actual Trends Drill: Business Questions

Some examples of business questions that might be answered by the data provided in the FYTD Actual Trends section
are:

e What account category represents the largest amount of spend for a given account class?
e From which account code are most of the faculty salaries paid?

12
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Budget Transaction Details Drill: Overview
The Budget Transaction Details Drill is a detailed view of the original budget loads, as well as any revisions or budget
transfers that have taken place as of the prompted fiscal year and period.

Budget Transaction Details Drill: Elements
o Default View Columns: Definitions
0 Fiscal Year: The fiscal year to which the budget entry has posted
0 Operating Unit: The Operating Unit ID and Description to which the budget entry has posted
0 Fund Group: This field identifies the broad fund group (i.e.: Unrestricted Operating Budget, Non-
Sponsored Projects, Sponsored Projects) to which the budget entry has posted
Account: The account code to which the budget entry has posted
Accounting Period: The fiscal based accounting period to which the budget entry has posted
Budget Transaction Date: The date on which the budget entry posted to the ledger
Budget Transaction ID: The transaction ID in Compass for the budget entry
Budget Entry Type: This field identifies whether a budget entry is an original budget load, budget
revision, or budget transfer
0 Budget Transaction Amount: The dollar amount of the budget entry

O 0O O0O0O0

Fiscal Year Operating Unit Fund Group Account Accounting Period Budget Transaction Date Budget Transaction ID  Budget Entry Type  Budget Transaction Amount ($)

2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Services PD 01 - September 0862017 AXIMB19137 Original 21,500.00
2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Services PD 01 - September 0862017 AXIMB19138 Original 35,000.00
2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Senvices PD 01 - September 08/16/2017 AXIM819140 Original 84,000.00
2018 10000- Emary College Unrestricted Operating Budget 52100- BDG-Consulting Services PD 01-September 08/16/2017 AXIM819143 Original 6,319.00

2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Services FD 01 - September 08/16/2017 AXIM819147 Original 30,000.00
2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Services PD 01 - September 08/M16/2017 AXIMB19150 Original 10,000.00
2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Services PD 01 - September 08/M16/2017 AXIMB819152 Original 138,255.00
2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Services PD 01 - September 0862017 AXIMB19156 Original 30188.00
2018 10000- Emory College Unrestricted Operating Budget 52100- BDG-Consulting Services Total 355,262.00

e Additional columns available
0 By right clicking on any column header, and choosing “Include Column”, there are a variety of columns
available to be included in the report view

3 11 sortColumn

r BDG-Consulting Services

3 Keep Only » :BDG-Consulting Services
Remove » 1BDG-Consulting Senvices

£ - BDG-Consulting Services
Show Subtotal

»
BDG-Consulting Services
Show Row level Grand Total »

Hi BDG-Consulting Services
3 Exclude column -BDG-Consulting Services
] M Business Unit s
? Move Column M Deparment ot
st Fund

2d Operating Budget

+d Operating Budget Class

:d Operating Budget Program

:d Operating Budget Event

2d Operating Budget Project

:d Operating Budget PC Business Unit

:d Operating Budget Actiity

2d Operating Budget 53

+d Operating Budget Budget Period

2d Operating Budget Budget Ledger

2d Operating Budget SpeedType Ref

2d Operating Budaet 56000- BDG-Travel

13
Return to Table of Contents




w EMORY Enterprise Performance &

UNIVERSITY Data Analytics

Budget Transaction Details Drill: Business Questions

Some examples of business questions that might be answered by the data provided in the Budget Transaction Details

Drill section are:

e What was the amount of the original budget load for Travel?
e Has the budget revision for additional salary posted?

Return to Table of Contents
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Labor Details Drill: Overview

The Labor Details drill provides detail by employee for the amount of salary paid based on the account code, fiscal year
and accounting period prompted.

Labor Details Drill: Elements
e Default View Columns: Definitions

0 Employee ID: The unique identifier assigned to an individual employee

0 Employee Name: The name of the employee

0 HR Department: The unique identifier and description of the Home Department meaning the
department that an employee is assigned to from HR point of view

0 Job Code Description: The description of the job code that has been assigned to the employee (e.g.:
Professor — Tenured)

0 Hours: The number of hours for which the employee has been compensated as of the prompted fiscal
year and accounting period. This may include work hours, vacation time, sick leave, etc.

0 Earnings Amount: The amount of compensation paid as of the prompted fiscal year and accounting

period
Employee ID HR Department Job Code Description Hours Earnings Amount (%)
oooo1z2 T33025- 30M: Medicine: Infectious Dis Professor - Tenured 11320 1112000
0000196 332070- ECAS: Psychology Professor - Tenured 37200 6426280
0000238 2314000- SPH: Epidemiology Professor - Tenured 28463 3282479
0000272 832060- ECAS: Paolitical Science Professor - Tenured g872.00 B8598.60
0000301 832070- ECAS: Psychology Professor - Tenured 87200 5317220

Note: Employee Name field removed from this image due to security policy
e Additional columns available
0 By right clicking on any column header, and choosing “Include Column”, there are a variety of columns
available to be included in the report view

usiness Intelligence Employes Name

armance Report

c
& 11 SortColumn o Program
31 KeepOnly E
- Te—— J Award
Show Sublotal

Show Row level Grand Total o

3|  Exclude column

Job Code
3 SOM: Mecicine: Mephwology | /ot Dipartment
3-SPH: Health Pokicy sndMagmol {1y 0

*ECAS: m L Post Date

3+ ECAS: French & Nalian )
Fringe Account

3 ECAS REALC: [

Fringe Amourt (5)

3 ECAS r
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Labor Details Drill: Business Questions

Some examples of business questions that might be answered by the data provided in the Labor Details Drill section are:
e How many hours has Employee X been compensated for year-to-date?
e What is the total amount of compensation paid to Employee X?

16
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Transaction Details Drill: Overview
The Transaction Details Drill provides detail by Journal ID for the amount of a transaction based on the account code,
fiscal year, and accounting period prompted.

Transaction Details Drill: Elements

e Default View Columns: Definitions
0 Accounting Period: The fiscal period to which the transaction has posted

Account: The account code and description to which the transaction has posted

Department: The Department ID and Description to which the transaction has posted

Project: The Project ID and Description (where applicable) to which the transaction has posted

Fund: The Fund Code and Description to which the transaction has posted

Journal Created By: The Emory NETID of the person who submitted a Compass transaction (Payment

Request, Journal, Travel and Expense Reimbursement)

Journal Line Desc: The details entered into the Journal Line Description column at the time the journal

was submitted in Compass

0 Expense Report ID: The 10 digit ID assigned to a Travel and Expense Reimbursement by Compass at the
time that the reimbursement is saved.

0 Expense Report Traveler: The name of the employee for whom the travel and expense reimbursement
was submitted

0 Vendor Desc: The name of the vendor for whom a PO or Payment Request was submitted

0 PO ID: The ID assigned to a purchase order in Emory Express

0 Voucher ID: The ID assigned to a voucher payment against a PO in Emory Express or a Payment Request
submitted in Compass

0 Invoice Num: The invoice number as provided by the vendor

0 Accounting Line Desc: Details related to the transaction such as item details from Emory Express,
descriptions provided on payment requests, direct billed airfare details, direct billed cell phone details,
etc.

0 Monetary Amount: The dollar amount of the transaction

O O0OO0O0O0

o

Accounting
Period

Journal Journal Line Expense Expense Report Vendor Desc POID Voucher Invoice Num Accounting Line Desc A":_?::;?(r;}

Created by Desc Report ID Traveler Id
1 53200- 830020- ECAS —NA 1002- E&G AP00832090 - AP Accruals = = AMERICATO GO  T832786 V481816 2105586 09/14/2017 Nicoles 14752
Supplies - Faculty Development Budgeted - LLC Events Cate
Office Exp Level 2

Account Department Project Fund Journal Id

1 53200- 830020- ECAS: —HNA 1002- E&G AP00B37734 - AP Accruals - - AMERICATO GO T839410 V501632 2107173 09/28/2017 Alon’s 267.11
Supplies - Faculty Development Budgeted - LLC Bakery Cater
Office Exp Level 2
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e Additional columns available
0 By right clicking on any column header, and choosing “Include Column”, there are a variety of columns
available to be included in the report view

BTN

Journal Id

r—
11 Sort Column » Created by
: AP00832090 -
3 KeepOnly »
Remaove »
: APODB3T734 -
! Show Subtotal »

Show Row level Grand Total » EX00825882 RICEMHO

Exclude column

2 | Include column M Award
Move Column M Project Type

ZCAS: —NA 1002- E&G Operating Unit
‘Support- Budgeted -

Level 2 Fiscal Year
ICAS: —MNA  1002-E&G
“Support- Budgeted - Class

Level 2 Activity
ZCAS: —NA 1002- E&G
“Support Budgeted-| FPregram

Level 2

SpeedType Ref

SCAS: —NA 1002- E&G
“Support- Budgeted - Event

Level 2

Expense Report Destination

ICAS: —NA  1002-EE&G
‘Support- Budgeted - Journal Line Ref

Level 2
N Source System Id
SCAS: —NA 1002- E&G

Transaction Details Drill: Business Questions
Some examples of business questions that might be answered by the data provided in the Transaction Details Drill
section are:

e Did the payment to Vendor X hit our ledger yet?

e How much have we reimbursed to Employee X year-to-date?
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Drivers Section

Home Page: Overview

The Drivers Section of the Consolidated Performance Report is focused on Student Enrollment Data for Release 1.
Enrollment data is presented at a high level for the term prompted and is based on total school enrollment. At a glance,
users are able to determine enrollment and units taken (credit hours) variance to same term, prior year.

Home Page: Elements
e Enroliment Default View Columns: Definitions
0 Enrolled students: The distinct number of students enrolled in the School prompted
0 Enrollment data is shown for the prompted term and the same term prior year
0 Variance data shows the variance from prompted term to same term prior year. If variance is negative,
(i.e.: fewer students enrolled in prompted term vs. same term prior year), the variance will be shown in
red.
0 At this time, Enrollment data by Department is not available. If a Department is selected in the Prompts,
Enrollment data will be for the School to which the Department belongs.
0 Drilling on any value for Enrollment will drill to Enrollment Trends
e Units Taken Default View Columns: Definitions
0 Units Taken: Total number of credit hours for enrolled students in the School prompted
0 Units Taken data is shown for the prompted term and the same term prior year
0 Variance data shows the variance from prompted term to same term prior year. If variance is negative,
(i.e.: fewer students enrolled in prompted term vs. same term prior year), the variance will be shown in
red.
0 At this time, Units Taken data by Department is not available. If a Department is selected in the
Prompts, Units Taken data will be for the School to which the Department belongs.
0 Drilling on any value for Units Taken will drill to Enrollment Trends

Mote: Enroliment count is based on the total school enrollment

Spring 2018 Spring 2017 Variance
Enrollment 1,085 1,101 [16)
Units Taken 15,451 15,746 (295)

Home Page: Business Questions
Some examples of business questions that might be answered by the data provided in the Drivers section of the Home
Page are:

o Did we have the expected number of enrolled students in Term X?

e What is our enrollment for Term X compared to the same term last year?
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Enrollment Trends Drill: Overview

The Enrollment Trends drill provides a more detailed analysis of both the Enrolled Students and Units Taken counts from

the Home Page. From the Enroliment Trends page, a user is able to analyze the enrolled student data using various
demographic data points.

Enrollment Trends Drill: Elements

-

Mote: Enrollment count is based on the total school enrollment and the prompted term

Status Check
0 Performance tiles indicating Enrollment Count, Units Taken Completed, and Units Taken Dropped or
Withdrawn

0 Data for performance tile is based on the prompted term and total school enroliment

5,254

Enroliment Count

82,336 109

Unitz Taken Completed

Units Taken Dropped or Withdra...

Distinct Count of Students by ID

Enrolled Students and Workload Graphs/Tables

0 Graphs and tables display enrolled student counts and units taken for the prompted term and the same
term, prior year

0 Graphis a stacked bar and is stacked by the demographic category selected by the View Selector

= A View Selector is a drop down menu that allows the user to select from a variety of views of
the same data

View by: [PEDS Category Description w

Attempted Degree Desc
IPEDS Category Description
Form of Study Desc

Gender Desc

Academic Career Type
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0 Both graphs and tables are driven by the same view selector

Enrolled Students

W Male |l Female

Spring 2017 Spring 2018

6,000

- Female Male
4,000

Spring 2017

3,000 2016-2017 Total

Spring 2018
2,000
2017-2018 Total

Totals

1,000

e Drilling
0 At this time, drilling is not enabled to Student level granularity due to FERPA restrictions

Enrollment Trends: Business Questions
Some examples of business questions that might be answered by the data provided in the Enrollment Trends section
are:

e How many of our enrolled students are male and how does that compare to the same term, prior year?

e How many of our enrolled students are pursuing a Masters degree versus a Doctorate degree?
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Operations Section

Home Page: Overview

The Operations Section of the Consolidated Performance Report is intended to provide insight into current workflow
status of transactions as of the prompted fiscal year and accounting period. The high level indicators in this section may
highlight areas of concern for workflow backlogs, as well as training opportunities.

Home Page: Elements
e Travel and Expense Reimbursements
0 For Release 1, the Operations Section is limited to Travel and Expense workflow data
# of Pending Items

0 This is the count of items that have been created, but have not yet been approved, deleted, or
withdrawn
0 NOTE: Pending items includes items that have been created (saved in Compass) but not submitted
into workflow
e Avg. Days Pending
0 This is an average of the number of days each pending item has been in workflow
0 Days in workflow is calculated in calendar days
e Foritems that have been created but not submitted, days pending is based on date created
e For all other items, days pending is based on the date submitted into workflow
% Pushed Back

0 The percentage of all items that have gone through workflow, regardless of their current workflow
status, that had to be pushed back for revisions

# of Pending Items Avg Days Pending % Pushed Back
Travel and Expense Reimbursements 1,447 a8.70 7.00%

e Drilling
0 Clicking on the words Travel and Expense Reimbursements will drill to overall T&E Trends
0 Clicking on either value in the pending columns will drill to T&E Pending Analysis
0 Clicking on the value in the % Pushed Back column will drill to T&E Pushback Analysis

Home Page: Business Questions

Some examples of business questions that might be answered by the data provided in the Operations section of the
Home Page are:

e How many items are pending in workflow and how long have they been pending?
e Do we have training opportunities around transaction submission based on our % pushed back?
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T&E Trends Drill: Overview

The T&E Trends analysis provides trending details related to Travel and Expense workflow statistics, as well as financial
trends related to items posted to the ledger. Overall trends related to time spent in workflow, top 10 trends, and
payment type trends are available.

T&E Trends Drill: Elements
e Status Check
0 Performance tiles indicating the number of pending workflow items, the average days pending, and the
% of items pushed back
0 Clicking on either of the performance tiles related to pending items will drill to the T&E Pending Details
0 Clicking on the performance tile for % Pushed Back will drill to the T&E Pushback Details

# of Pending Expense Reports Avg Days Pending % Pushed Back

1,447 88.70 7.00%

e Travel and Expense Workflow Statistics

0 This graph shows the number of expense reports submitted by accounting period and serves as an
indicator for transaction volume

# of Expense Reports Submitted by Accounting Period
10.5K

9.0K

# of Submitted Expense Reports

01 - Sept 03 - Nov 04 - Dec 05 - Jan 06 - Feb

Accounting Period

e Travel and Expense Workflow Trends
0 The line-bar graph on the left represents the average time in workflow by accounting period
=  The stacked bar shows the breakdown of the time between creation and submission, and the
time from submission to approval
= The line represents the number of approved expense reports

Average Time in Workflow by Accounting Period
7.00 9,100

.00 7,800

Z 500 8500 = omi
= = UDmISsIon
z § W i; Approval
= 400 5200
o m Creation to
g U'_' B Submission
= 3.00 3900 2
o @ #of
= -1 Approved
s P Expense
= 200 2600 X Reports
z g
o
1.00 . 1,300
0.00 i}
01 - Sept 02-0Oct 03 - Nov 04 -Dec 05-lJan 08 - Feb

Accounting Period
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0 The bar graph on the right compares average time in workflow for all expense reports, expense reports
under $1500, and expense reports over $1500
» Expense reports over $1500 require Central AP approval and therefore have more workflow
stops than those under $1500

Avg Days from Submission to Approval by Accounting Period

12
z
B
g
°
&
c 8 All Expense
.g ] Repolpis
w
E Expense
5 6 eports Less
@ ."I:)h.gn 51500
5 Expense
z Re%oris
Z 4 %[Ieater
& an $1500
[
s j
? I
0 L
01 - Sept 02 -0ct 03 - Nov 04 - Dec 05-Jan 05 - Feb

Accounting Period

e Travel and Expense Trends
0 This bar graph shows the dollar amount of posted travel and expense reports by accounting period

Expenses by Accounting Period
4,500K

4,000K
3,500K
3,000K
2.500K

2,000K

Monetary Amourt

1,500K
1,000K
500K

0K

1 3 4

Accounting Period

0 Aview selector is included to provide additional views of expenses by accounting period

Select View: Expenses by Accounting Period v

unting Peric Expenses by Accounting Period
Expenses By Division and Accounting Period
Expenses By Department and Accounting Period
Expenses By Expense Type and Accounting Period

Expenses by Program and Accounting Period

Expenses by Event and Accounting Period

0 Clicking on the bars in the graph will drill to Expense Report Details
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e Travel and Expense Top 10 Trends
O Top 10 based on the prompted values
= Destinations
=  Clicking on any bar will drill to Location Details

Top 10 Destinations by Total Expenses (§)
Atlanta, GA

\" i
dashlngt%r&
New York, NY
Chicago, IL

Boston, MA

San Francisco,
Ca

San Diego, CA _
New Orleans, LA -
Orlands, FL -
Fhiladelphia, PA -

0K 200K 400K S00K 200K 1,000K 1,200K
Total Expenses (3)

Expense Report Destination

= Travelers (Person being reimbursed — not necessarily a traveler)
= Clicking on any bar will drill to Traveler Details

Top 10 Travelers by Year-to-Date Amount
Siegel,Debra K.
Holister, Katherine F
Benton, Carisa
Augostini Christopher
Nunez Lisa

Livingston Jeannette L

Paschal, Stacey

Expense Report Mame

Hunter,VonYetta
vette

Herndon Wl James

Downey,Deborah A

=
=
[
=]
=

40K

@
=
E
e
=]
=

100K 120K
Monetary Amount

=  Departments
= Clicking on any bar will drill to Department Details

Top 10 Departments by Year-to-Date Amount
733025- SOM:

Medicine: Infectious Dis
518000- SPH: Global

Health

872080- GBS: Facultﬁ
Support) cesrcn [
814000- SPH
Epidemiclogy

737000- SOM: Psgch:
Admin

Departmerit

817000- SPH: Global
Health Instiute

905008- Counselors -
Admission

. 733005- SOM:
Medicine: Cardiology
736500- SOM: Peds:
Administration

736000- SOM:
Pathelogy: Admin

=
=

100K 200K 300K 400K 500K
Monetary Amount
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e Travel and Expense Payment Type Trends
0 Pie chart on the left shows the breakdown of the use of corporate card vs. personal card

Travel and Expense Amount by Payment Type

W Corporate Card
| Personal Funds

Monetary Amount

= View Selector allows user to select different views of payment type use

ie: By Division
ie: By Department
ie: By Expense Type

ie: By Traveler

0 Stacked bar chart on the right shows the breakdown of the use of corporate card vs. personal card
across accounting periods

Monetary Amount
450K

400K
350K
300K
250K Corporate
L Carl?

Personal

200K W Funds

Monetary Amount

150K

100K

50K

0K

3 4
Accounting Period

= View Selector allows user to select different views of payment type use

Select View: Stacked Bar: Total v

Stacked Bar: Total
Stacked Bar: By Division
Stacked Bar: By Department

Stacked Bar: By Expense Type
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T&E Trends Drill: Business Questions

Some examples of business questions that might be answered by the data provided in the T&E Trends section are:

What is our expense report volume, and do we experience seasonality?

What is the average time spent in workflow for our transactions?

Do travel and expense reimbursements spend longer in workflow based on time of year?
Are high dollar expense reimbursements impacting our overall workflow times?

Where are we traveling to the most and who is traveling there?

How is our adoption of the corporate card and who are our biggest users?

Return to Table of Contents
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T&E Pending Analysis Drill: Overview

The T&E Pending Analysis provides insight into the items pending in workflow, their aging, and the current status of
those items.

T&E Pending Analysis Drill: Elements
e Performance Tiles
0 Indicating total number pending as of the fiscal year and accounting period prompted, the average days

pending relative to current date, and the number of pending items that have been pending for 5 days or
longer

0 Clicking on the performance tile for the number of pending items that have been pending for more than
5 days will drill to Pending Details

# of Pending Expense Reporis Avg Days Pending # Pending Greater than 5 Days

1,447 89.70 1198

e Stacked bar graph/table
0 Stacked bar graph indicates the aging of pending items
0 Colors within the bar indicate the current workflow status for the items in pending status
0 Clicking on any of the colors in the graph will drive the table below the graph and provide details

Aging of Pending Expense Reports by Current Workflow Status
600

500
ﬁretabed But
0]
u Submitted
W Resubmitted
300
Sent Back
For Revision

200 W Submitted

400

# of Expense Reports Pending

100

1. 0-5 Days 2. 6-10 Days 3. 11-20 Days 4. Over 20 Days

Aging

T&E Pending Analysis Drill: Business Questions

Some examples of business questions that might be answered by the data provided in the T&E Pending Analysis section
are:

e How long have my items been pending?
e  What is the current workflow status of pending items?
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T&E Pushback Analysis Drill: Overview

The T&E Pushback Analysis is designed to give users insight into items that have been pushed back and require revisions.

Having awareness of items being pushed back may identify areas for process improvement or training opportunities.

T&E Pushback Analysis Drill: Elements
e Performance Tiles
0 Performance tiles indicate the number of pushed back expense reports, and the % of expense reports
that were pushed back
0 Clicking on the number of pushed back expense reports will drill to Pushback Details

# of Pughed Back Expense Reports % Pushed Back
3,348 7.00%

e Bar graph in the middle indicates the number of expense reports pushed back by accounting period
0 Clicking on any of the bars will drill to Pushback Details

Expense Reports Sent Back for Review by Accounting Period
900

750

600

450

300

150

# of Expense Reports Sent Back for Review

03 - Nov 04 - Dec

Accounting Period Created

0 Stacked bar graph and table at the bottom show the current expense report status for items that have

been pushed back
= Clicking on the colors in the stacked bar will drive the content of the table to the right

Click on sections in the graph below to drive detailed table to the right

Exp;ua;me Report Status for Expense Reports Sent Back for Review Expense Sheet Status Denied -
750 Department Expense Report Submitter # of Expense Reports Sent Back for Review
| | %’,"62;&% 017000- Office of General Counsel Vonetta Brown 1~
E £00 .E:p::;o:vsas in 021000- DAR: Operations Daniiel Oberg 1
= bmitted 080020- CL: VP & Dean for Campus Life Adrienne Bryant 12
E 450 e M For approval
a W Staged 081001- CL Athletics & Recreation Cory Greiner 2
§‘ 200 Denied 081001- CL:Athletics & Recreation Gail Fields 1
—— .::‘”g 081001- CL'Athletics & Recreation Gregory Smith 1
150 081001- CL:Athletics & Recreation Jason Zimmerman 1
081001- CL:Athletics & Recreation Karli Hiskey 1
01 - Sept 02-Oct 03 - Nov 04-Dec 05-Jan 06 -Feb 031001- CL:Athletics & Recreation Kevin Sullivan 3
Aeeounting Period Created 083010- Counseling & Psychological Sve  Karen Grifiith 1
084050- University Center Kayla Tyson 1
086010- CL: Career Center Donald L Carnwell 1
080020- CL: Housing Rebecca Watson 1
101010- EVP for Business & Administr Jocelyn Brewer 1
101015- Business Practice Improvement Mary Ward 1|
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T&E Pushback Analysis Drill: Business Questions

Some examples of business questions that might be answered by the data provided in the T&E Pushback Analysis
section are:

e What ultimately happens to the expense reports that were sent back?
e Are certain submitters having more trouble with expense reports than others?

Return to Table of Contents
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Expense Reports Detail Drill: Overview
The Expense Reports Detail Drill provides details related to posted expense reports as of the fiscal year and accounting
period selected.

Expense Reports Detail Drill: Elements
e Default View Columns: Definitions
0 Accounting Period: The fiscal period to which the expense report posted

0 Division: The Division ID and Description to which the expense report posted

0 Department: The Department ID and Description to which the expense report posted

0 Program: The Program Code and Description to which the expense report posted

0 Event: The Event Code and Description to which the expense report posted

0 Expense Report Name: The name of the person on whose behalf the expense report was submitted

0 Expense Report ID: The 10 digit ID assigned to the expense report in Compass at the time the expense

report was saved

0 Expense Report Amount: The dollar amount of the expense report
Accounting Period Division Department Program Event Expense Report Name Expense ReportlD Expense Report Amount
1 AAD1-Financial Aid 905015- Office of Financial Aid 00000- Default Program  0000- Default event  Cromwell,Lori 0000617068 968.12
1 AAD1-Financial Aid 905015- Office of Financial Aid 00000- Default Program  0000- Default event  Cromwell Lori 0000619871 10.00
1 AAD1-Financial Aid 805015- Office of Financial Aid 00000- Default Program  0000- Default event Flores,Javier 0000619146 .44
1 AADT-Financial Aid 905015- Office of Financial Aid 00000- Default Program  0000- Default event Leach John 0000619002 7.80
1 AAD1-Financial Aid 905015- Office of Financial Aid 00000- Default Program  0000- Default event LuckyDelicia D 0000619562 53.50

e Additional columns available
0 By right clicking on any column header, and choosing “Include Column”, there are a variety of columns
available to be included in the report view

i~ Department

Sort Column »
| N 015- Office of Financial A

| Exclude column  015- Office of Financial Al

I Jinclude column| »]  PaymentMethod M

I Move Column b Monetary Amount i

——— ] ]
I 30 Expense Type 1

| 9050To- Omce ar Financiar |

Expense Report Details Drill: Business Questions
An example of a business question that might be answered by the data provided in the Expense Report Details Drill is:
e Who has been reimbursed and for how much?
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Location Details Drill: Overview
The Location Details Drill provides details, by expense report name, for the expense reports with the destination
selected.

Location Details Drill: Elements
e Default View Columns: Definitions
0 Expense Report Destination: The destination selected by the expense report submitter as the location
where expenses were incurred
0 Expense Report Name: Name of the individual for whom the reimbursement was submitted
0 Department: The Department ID and Description to which the expense report posted
0 Total Expenses: Dollar amount of all expense reports that the named individual has submitted for that

destination
Expense Report Destination.d. Expense Report Name Department Total Expenses ($)
Washington, DC Thurman,Sandra L 816000- SPH: Global Health 10,805 .45
Washington, DC Holmes Daniels, Sherida Renee 810005- SPH: Student Services 702024
Washington, DC Thorpe Kenneth E. 315000- SPH: Health Policy and Mngmnt 6,034.33

e Clicking on the Total Expense amount will drill to Traveler Details
0 This detail will list each expense report individually

Location Details Drill: Business Questions
An example of a business question that might be answered by the data provided in the Location Details Drill is:
e Which of our employees is traveling to our top 10 destinations and how much are we spending there?
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Traveler Details Drill: Overview
The Traveler Details Drill provides details for each expense reported submitted on behalf of an individual.

Traveler Details Drill: Elements
e Default View Columns: Definitions

(0}
0}
(0}
(0}

o

Expense Report Name: Name of the individual for whom the expense report was submitted

Charged Department: Department name to which the expense report posted

Expense Report ID: 10 digit number assigned to the expense report in Compass at the time it was saved
Expense Report Destination: The destination selected by the expense report submitter as the location
where expenses were incurred

Expense Report Amount: Total dollar amount of the expense report

Expense Report Hame Department Expense ReportlD Expense Report Destination Expense Report Amount

Livingston, Jeannette L School of Law 0000661255 Mew York, NY 4 21242
Livingston,Jeannette L School of Law 0000631385 White Plains, NY 3464.80
Livingston Jeannette L School of Law 0000658767 Mew Orleans, LA 3,308.85

Traveler Details Drill: Business Questions
An example of a business question that might be answered by the data provided in the Traveler Details Drill is:
e Where are our travelers going and how much are they spending when they go?
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Department Details Drill: Overview

The Department Details Drill provides details, by expense report name, for the expense reports posted to the
Department selected.

Department Details Drill: Elements
e Default View Columns: Definitions
0 Expense Report Name: The name of the individual for whom an expense report has been submitted
0 Department: The Department ID and Description to which the expense report has posted

0 FYTD Expense Report Amount: The dollar amount, year-to-date, of the expense reports reimbursed to
the expense report name

Expense Report Hame Department FYTD Expense Report Amount
Sullivan,Patrick Sean 2314000- SPH: Epidemiology 3984207
Flotarzynska, Maria 314000- SPH: Epidemiology 19,334 52
Stephenson,Deborah K 814000- SPH: Epidemiology 18,217.98

e Clicking on the Total Expense amount will drill to Traveler Details
0 This detail will list each expense report individually

Department Details Drill: Business Questions

An example of a business question that might be answered by the data provided in the Department Details Drill is:
e Which of the individuals in a Department are being reimbursed and for how much?
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Pending Details Drill: Overview
The Pending Details Drill provides details for expense reports that have been pending in workflow for more than 5 days.

Pending Details Drill: Elements
e Default View Columns: Definitions
0 Department: Department ID and Description of the submitter who has created and submitted the
expense report
0 Expense Report Submitter: The name of the individual who has created and submitted the expense
report
0 Expense Sheet Status: The current status of the expense report
0 Last Action: The last workflow action taken on the expense report
0 # of Days Pending: The number of days the expense report has spent in workflow.
= Jtems with Pending sheet status have been created but not submitted
e Days Pending calculated from Creation Date (date saved)
= [tems with all other sheet statuses have been submitted
e Days Pending calculated from Submit Date

Department Expense Report Submitter Expense Sheet Status Last Action # of Days Pending
733030- SOM: Medicine: Nephrology Mary Williams Pending = 172
734000- S0OM: Neurosurgery: Admin Cheryl-Ann Esmond Pending - 172
T34000- 30M: Neurosurgery: Admin Micholas Boulis Pending - 172

Pending Details Drill: Business Questions
An example of a business question that might be answered by the data provided in the Pending Details Drill is:
e How many days pending are the items that are currently pending in workflow?
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Pushback Details Drill: Overview

The Pushback Details Drill provides details for expense reports that have been pushed back to the submitter for
revisions.

Pushback Details Drill: Elements
e Default View Columns: Definitions
0 Department: The Department ID and Description for the department to which the expense report
submitter belongs
0 Expense Report Submitter: The name of the individual who created and submitted the expense report
0 Expense Sheet ID: The 10 digit number assigned to an expense report when it is saved in Compass
0 Expense Sheet Status: The current status of the expense report

Department Expense Report Submitter Expense Sheetld Expense Sheet Status
010501- Office of President Jeffrey Sowell 0000641979 Paid
010501- Office of President Jeffrey Sowell 0000644364 Paid
013001- University Secretary Operating Candice Hall-Wilcox 0000648077 Paid

e Additional columns available

0 By right clicking on any column header, and choosing “Include Column”, there are a variety of columns
available to be included in the report view

rf Suhmitter Fynense Sheetld Expense Sheet Status

Tl sortColumn  »oq Paid

Exclude column 64 Paid

i Ilnclude columnl k| Date: Created

Move Column k| Date: Submission
[RIvIRvT
0000622
0000642 Accounting Period

Fiscal Year

00006471| #of Expense Reports Sent Backf...

00006231} Reports Sent Back
0oo0628:

Total Expense Reports
NONNRAAUT =4=11al

Pushback Details Drill: Business Questions
An example of a business question that might be answered by the data provided in the Pushback Details Drill is:

e  Which submitters have had expense reports pushed back and what is the current status of those expense
reports?
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