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Reporting and Business Intelligence 
Total allocated time: 45 minutes, including questions 
 
Session Objective 
Provide an overview of Reporting and Business Intelligence capabilities for standard and ad hoc 
reporting. 
 
Assumptions: Reports are run directly in-system, without use of a warehouse type tool. Reports 
can be easily created and show an appropriate level of granularity by users who may not have 
extensive technical skills. 
 
Items to Demonstrate 

1. Discuss and demonstrate how the software is used for creating and maintaining corporate 
and official reports. For example, show how WSU can create the following standard, 
commonly run reports that are used in decision making. 

a. Budget vs actual for a college with the ability to drill down to a department. 
b. FTE count of active employees for a college, including new hires. 
c. At separation, final totals of annual and sick leave accrued, taken, and remaining 

balances. 
2. Demonstrate functionality associated with out of the box reports. Show how to: 

a. Run and access pre-built reports 
b. Create shortcuts to commonly run reports and quickly access the top corporate 

reports 
c. Setup and schedule automatic reporting options 

3. Demonstrate functionality associated with custom reports. Show how to: 
a. Create ad hoc reports from pre-built and custom queries 
b. Save custom queries for personal and shared use 
c. Make changes to an existing report 

4. Demonstrate reporting analytics tools. 
5. Demonstrate drill-down capabilities and the ability to pull data from multiple 

areas/modules into a single report. 
6. Demonstrate effective dating and historical reporting (i.e. changes in organizational 

structure and impacts on budget). 
7. Discuss output formats from reporting tools (e.g. export to spreadsheets, PDF file, email, 

etc.). 
8. Demonstrate how security is implemented to allow viewing of rows and/or columns 

within a standard report to be restricted based on a user's role and/or responsibilities. 
 
Q&A Session 
 


