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Dashboard - OAS PROD - YTD Period Variance Operating Ledger 

 

GETTING TO THE DASHBOARD 

First, please make sure you are on the VPN . 

Then log into the system using the following link : 

https://reports.dcollege.net/analytics 

Method 1 

On the gold ribbon at the top of the screen click on Dashboards 

 

Expand DU Finance and select YTD Period Variance Operating Ledger (us the down carat at the bottom of 

the list to scroll down to find the dashboard if necessary). 

  

Method 2 

Or you can click on Catalog  

 

https://reports.dcollege.net/analytics
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In the left hand pane expand Shared Folders>DU Finance > Dashboards > YTD Period Variance Operating 

Ledger>page 1.  

 

Click the blue “Open” link 

 

NAVIGATING WITHIN THE DASHBOARD 

The initial screen displays two tabs, “YTD Summary Period” and “Current Period Actuals”. 
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The YTD Summary Period Page will show you YTD Actuals vs Prior Year YTD Actuals. 

This is a cumulative view (year to date).   

The Current Period Actuals will just show you the Current Period Actuals and the Prior Year Actuals for 

the period/periods you select in the parameters. 

This would be a periodic view (one month at a time). 

 

Each tab consists of four sections from top to bottom.  

The first section is where the end user will enter in the parameters they want to submit for their query. 

 

The second section is a visualization of the data that you queried aggregated using the Acct Type Level 1 

for the parameters you entered into the first section. 
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The third section is a visualization of the data that you queried aggregated using the Orgn Level 2 you 

entered in the first section. 

 

These visualizations can be extremely useful to identify areas you may wish to look into further. 

The last section is a crosstab of the data. 
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Below each of the lower three sections is a box that shows you a summary of the parameters that were 

entered into the top section of the dashboard along with two hyperlinks (Refresh and Export).   

 

 

Refresh 

Clicking the Refresh link will rerun the query for that section only using the already submitted 

parameters.   

 

Export 

Clicking Export provides you with multiple choices on how you want to export a particular section 

(Formatted or Data).   
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When you select Formatted, you are given the option to export the section, exactly as it is formatted in 

OAS as either a PDF, an Excel file, a PowerPoint presentation or as a Web Archive (HTML). 

 

 

When you select Data, you will have the option to export raw data that supports the section display as 

either an Excel file, CSV file, Tab Delimited file or an XML file. 

 

 

.  

Collapsing sections 

You have the ability to collapse any sections simply by clicking on the triangle in the upper left corner of 

the section. 

 

 

SETTING PARAMETERS FOR THE DASHBOARD 

The dashboard when opened has some parameters preset but the data that will be displayed will be 

limited to what you have security access to see.   
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For example, the report runs for the total university, as (All Column Values) is selected for all the 

Organization Level parameters when initially opened but will only display the orgs that you have security 

access to view in Web Finance. 

Please note that any field with an asterisk “*” next to it in the parameters section is a required field. 

Changing or adding parameters 

 You have three methods available to you: 

• you can type directly into the field box if you know the exact format the field requires, or  
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• click on the black triangle and select the check boxes of the values that appear or as prompted, 

please wait… until the values are populated, or 

• you can also click on the word “Search…” which will open the Select Values window from which 

you need to move the values you want from the left side of the window to the right using the 

buttons in the middle of the window and click “OK” when you are finished. 

 

 

 

 

 

 

 

Repeat this step for each field that you want to use to narrow down your selection criteria.   

** Note: NOT EVERY FIELD NEEDS TO BE FILLED OUT and the words “All Column Values” means that 

there are no restrictions for that field. 
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If you choose all column values, it effectively removes the filter for that field.  If the report has a hard 

coded value… and you select all column values” it overwrites the hardcoded value.  If the field has 

“select values” it will not overwrite the hardcoded value. 

 

The query will run each time you update a field… so please remain patient. 

 

DRILLING DOWN ON THE DATA 

Graphs 

On any graphical presentation you have the ability drill down further into the data.   

For this example, we are drilling down on the current year portion (blue bar) of the graph found in the 

first section of the dashboard Simply click on the item and select Action links>Drill to Account Level 2 

 

 

This brings you into a new sub report of the data you drilled down on.  The data is displayed both in a 

graphical representation and in a crosstab. 
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You can drill down to the transaction detail in the crosstab by left clicking on the actual value in the Var: 

CYTD – PYTD column and selecting drill to detail. 

 

This will show you both the prior year and current year transaction detail that make up that variance 

number in another sub report. 

 

Crosstabs 

Any item with blue writing represents a field that can be drilled down further into. 

Bold blue fields, which represent the row column headers and the row values, allow you to drill down to 

the next level in the hierarchy. 

Left clicking on a column header will bring you to a sub report that adds the next level down in the 

hierarchy for all the values in the crosstab.  Left clicking on a specific value under the column header will 

bring you to a sub report that will only display the next level down for that specific value.  For both cases, 

the new column will appear to the right of the one you drilled on. 
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If the new column that is added from the drill down has bold black writing, the value is at the lowest 

level for that Fund, Orgn or Acct field you are drilling into. 

 

 

Blue fields, which represent the measures/numerical values, allow you to drill down directly into the 

transaction detail for those values. These values are specifically in the Year to Date Activity column in 

the crosstab. End users should only select the Drill to Detail option as the other option, Drill to Account 

Level 2, is intended to be used more when drilling from the graphs. 

 

 

Need new screenshot of drill options and detail that ties to the number 

 

 

 

NAVIGATING BACK FROM DRILL DOWNS 

To go back to the prior screens after drilling into the level of detail you want, you have two methods to 

choose from.  

At the bottom of the page there will be three blue hyperlinks (Return, Back, and Create Bookmark Link) 

and below that you will see the drill down path (breadcrumb trail) with the current page you are on 

being the one to the far right in black writing (not an active hyperlink). 

 

 

Using the top hyperlinks 

Return – will bring you all the way back to the top-level view where you started. 
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Back – brings you up one level in the drill down path. 

Create Bookmark Link – creates a bookmark link suitable for saving which is displayed in the browser’s 

Address Bar.  

Using the breadcrumb trail hyperlinks 

You can also click directly on the specific level of the path you want to go back to as long as the writing is 

blue. 

 

MANIPULATING THE CROSSTAB 

You have several options when you right click on one of the blue column headers. 

 

 

Sort Column 

You can either click on the upward or downward pointing triangles that appear to the right of the 

column description. 

 

Or you can right click on the column header and hover of over “Sort Column” to display the options to 

the right and then click on the one you want. 
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Drill 

Drilling was covered in an earlier section of this document. Please refer to that if further understanding is 

needed for this feature. 

 

Keep Only 

This is an advanced feature to limit your data set using additional filtering parameters.   
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Remove 

This is also an advanced feature to limit your data set using additional filtering parameters.  
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Exclude Column 

Selecting Exclude Column simply removes the column from the current crosstab display. 



16 | P a g e  
 

 

Include Column 

When you hover over the words Include Column it will display all the fields that are available to bring 

into the crosstab.  This will include items you have excluded using the Exclude Column function. 

 

 

Move Column 
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Move Column > Left or Right 

This allows you to move the column to the Left or the Right from where it is currently displayed on the 

crosstab.   

Move Column > To Prompts  

This moves the field into the upper left corner of the crosstab and gives the user the ability to filter to 

specific values for that field to further limit the crosstab. 

 

Move Column > To Sections  

This moves the field into a “pagebreak” for lack of a better word. 

 

Move Column > To Columns  

This moves the field as a column for the measures. 

 

Move Column > To Rows  

This moves it to the first column of the row fields 
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