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Overview
Welcome to the FSCM Insights Dashboards User Guide.

This guide is designed to help business office staff, analysts, managers, and other ctcLink users
understand, access, and effectively use the Finance Insights Dashboards available within
PeopleSoft FSCM. These dashboards transform transactional data into visual, easy-to-use
analytics that support daily operations, compliance, monitoring, and decision-making.

Whether you are researching an asset, reviewing voucher activity, monitoring departmental
budgets, managing grants, or tracking procurement activity, there is an Insights dashboard
designed to help you quickly find the information you need. Rather than relying on multiple queries,
spreadsheets, and reports, Insights provides a centralized way to identify trends, spot issues,
monitor activity, and take action.

What You'll Find in This Guide
This guide includes:
Quick Start Information

Learn how to get started with Insights, including dashboard access, common navigation features,
and recommended first steps for new users.

Dashboard Selection Resources

Use the Which Dashboard Should | Use? guide and dashboard portfolio summaries to quickly
identify the dashboard that best answers your business question.

Dashboard Reference Information

Review dashboard descriptions, access requirements, companion detail queries, data availability,
and security roles.

Detailed Dashboard Documentation
Each dashboard section includes:

Overview and purpose

Common business uses

Key data rules

Available filters

Data refresh information

Common issues and troubleshooting tips
Dashboard visualizations and functionality
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Troubleshooting and Tips
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Learn how to work with filters, time ranges, drill-down functionality, and common dashboard

issues.

How to Use This Guide

If you're new to Insights:

1.

2.

3.

4.

5.

Review the Quick Start Guide.

Use Which Dashboard Should | Use? to identify the appropriate dashboard.
Review the dashboard's Overview section to understand its purpose.

Open the dashboard and apply the recommended filters.

Refer to the Troubleshooting section if you encounter issues.

If you're an experienced user:

f
f

Use the Dashboard Reference Guide as a quick lookup tool.

Refer to the dashboard-specific sections for detailed information about filters, business
rules, and available visualizations.

Use the comparison cheat sheets when deciding between dashboards that support similar
business processes.

A Few Important Things to Remember

f
f
f
f

Dashboard access is controlled through dedicated dashboard security roles.
Dashboards refresh daily at approximately 7:00 AM.
Historical data availability varies by dashboard.

Dashboard access does not automatically provide access to related PeopleSoft pages,
queries, or drill-down links.

The Most Important Tip

Don't start with the dashboard. Start with the business question you're trying to answer. Once
you know the question, selecting the right dashboard becomes much easier.

Use this guide as your roadmap to finding the right dashboard, understanding the data it contains,
and turning information into action.
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Training Before Access

It is strongly recommended that you complete the training listed below H 1J'n Y | 1J
accessing any dashboard. This training provides essential guidance on navigating the
dashboards and ensures you can use all features effectively.

Training Registration: https://www.sbctc.edu/colleges-staff/it-support/ctclink/ctclink-training-
registration

End-User Reporting

End User Reporting is designed to show end users how to use various ctclink reporting tools to

find, access and retrieve data from the ctclink system

+ cfclink PeopleSoft Reporting

+ ciclink PeopleSoft Pivot Grid Viewer
+ melalink

+ Understanding Query Security

+ Data Services Reporting Hour

I + ctclink Insights Dashboards I

Link to How to Log into Canvas Login page

1 https://www.sbctc.edu/colleges-staff/programs-services/educational-technology-open-
education/canvas-login

Getting Started with Canvas as a Student videos

1 https://community.canvaslms.com/t5/Contingency-Resources/Getting-Started-with-
Canvas-as-a-Student-Videos/ba-p/256768

1 For Canvas issues related to this course:
0 DougZeno -dzeno@sbctc.edu

0 PaulaMcDaniel - pmcdaniel@sbctc.edu
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Quick Start Guide

New to Insights? Start Here

Insights dashboards are designed to help you answer business questions quickly using visual, easy-
to-understand data. If you're new to Insights, follow these steps to get started.

EqUEIPEXIPIOI RS Oqdé 1J07 2t RUWLE + 10OA2 It qRYU

Business Area

Assets

Assets

Payables

Payables

Travel &
Expense

General
Ledger

General
Ledger

Grants

Purchasing

Purchasing

Question
What assets do | have today?

How have asset values changed over
time?

Which vouchers need attention right
now?

How are voucher trends changing over
time?

How are employees spending funds?

Do | have budget available?

How am | performing financially?

What grant expenses are billable or
reimbursable?

Where is my requisition in the process?

What is happening with purchase orders

and receiving?

Dashboard

CTC Asset Analytics

CTC Year-Over-Year Asset Analytics

CTC Early Detection and Monitoring

CTC Trend Analysis

CTC Performance and Operations

CTC GL KK Budget Expense Revenue

CTC GL Financial Performance
Analysis

CTC Grant Cost Reimbursable
Award Financials

CTC Purchasing Requisitions

CTC Purchasing Operations

Quick Tip: Don't start with the dashboard. Start with the business question you're trying to
answer. Once you know the question, selecting the right dashboard becomes much easier.
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Dashboard access is controlled through dedicated dashboard security roles.
If you cannot find a dashboard tile:

71 Contact your Local Security Administrator (LSA)

1 Request the appropriate dashboard role

1 Add the dashboard tile to your homepage after access is granted

See Request Dashboard Access and Adding the Dashboard Tile to the Home Page
instructions.

EqGHOx 08 GIUUq6 1?2 ¢t 6 HY I T
Add the dashboard tile to your PeopleSoft homepage and launch the dashboard.
Remember:

1 Dashboard access is separate from query access.
1 Dashboard access is separate from page access.

EqlJGHXXEIqloqé JIONRGIJKO[ RT aqldl

Before reviewing data, update the Time Filter .

for

The Time Filter defaults to Last 15 Minutes each time a dashboard is opened. This often results in

little or no data being displayed.
A good starting point is:

Information Needed Suggested Time Filter
Current fiscal year 2 Years
Prior fiscal year 3 Years

Multi-year analysis  3-6 Years

SeeDashboard Ti ps fordetdiledgeidafce. | t er

EqUGIWYxXIO GGU! 10?¢t 6 HY¢CI T O] Riaqlll #

Most dashboards require:
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1 Business Unit
1 Fiscal Year
1 Accounting Period (when available)

Additional filters can be used to narrow results and focus on specific business needs.
E q 1J G HOQ @@t +2GHiaYR Al@ R Y Ut
Use dashboard visualizations to identify:

Trends

Exceptions

Budget issues
Workflow bottlenecks
Spending patterns
Operational activity

=A =4 4 4 -4 4

Hover over charts and graphs to view additional details.
EqlGHI x0O0t Jtof Ut GUHgONY! 10?2 Jgc Rt
Most visualizations support:

1 Maximize

1 Inspect

. Download detailed results
Inspect is the quickest way to drill deeper into dashboard data without running a separate query.
EqUGHYXIONI Ye HG It 6 YYqo9 Ya G YUIOf t+ 1 2 134
If something doesn't look right, check:

Is the Time Filter set correctly?

Did the dashboard data refresh after 7:00 AM?

Do you have access to the related Business Unit?

Is the dashboard limited by historical data cutoff?

Have you refreshed your browser cache?

See Potential Issues for additional troubleshooting guidance.
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Dashboard Portfolio at a Glance

Business Area

Assets
Assets

Payables
Payables

Travel &
Expense

General
Ledger

General
Ledger

Grants

Purchasing

Purchasing

Business Question

What assets do | have today?

How have asset values changed over time?
Which vouchers need attention?

How are voucher trends changing over

time?

How are employees spending funds?

Do | have budget available?

How am | performing financially?

How are my grants performing financially?

Where is my requisition?

What is happening with purchase orders
and receiving?

Dashboard
Asset Analytics

Trend Analysis

Year-Over-Year Asset Analytics

Early Detection & Monitoring

Performance & Operations

GL KK Budget Expense Revenue

GL Financial Performance Analysis

Grant Cost Reimbursable Award

Purchasing Requisitions

Purchasing Operations

Remember: Don't start with the dashboard. Start with the business question you're trying

to answer.
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Dashboard Selection Guide

\Business AreeH If You Need To... H Use This Dashboard

Veri ifi t, serial ber, ,
Assets ern‘y a specific asset, serial number CTC Asset Analytics

location, or net book value
Assets Compare asset values and trends across CTC YearOver-Year Asset

multiple years Analytics

. . CTC Early Detection and
Payables Find vouchers stuck in error or recycle status =2y
Monitoring

Analyze long-t h tivity and .
Payables nalyze long-term voucher activity an CTC Trend Analysis

vendor trends
Travel & Review employee spending by department, ||CTC Performance and
Expense supervisor, division, or project Operations
General Determine available budget and remaining |[CTC GL KK Budget Expense
Ledger balance Revenue
General Analyze revenue and expense performance |[CTC GL Financial Performance
Ledger over time Analysis

Track reimbursable grant expenses, billing CTC Grant Cost Reimbursable
Grants . . . .

readiness, and compliance Award Financials

. Track isitions th h th I . -

Purchasing rac requisitions throug © approva CTC Purchasing Requisitions

process

. Monit ivi tivity, d . .

Purchasing ONItOr Teceiving activity .ven or . CTC Purchasing Operations

performance, and purchasing operations
Quick Tip

Don't start with the dashboard. Start with the business question you're trying to answer. Once
you know the question, selecting the right dashboard becomes much easier.
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Dashboard Reference Guide

Business Includes data
Area Dashboard Description Role Needed Companion Detail Query not less than
Asset CTC Asset Analytics | Analyze asset count, cost, ZD Insights AM View QFS_INS_ASSET_ANALYTICS Fiscal Year 2019
Management depreciation/amortization Privilege Folder: INSIGHTS
expense, and net book value
based on asset type and
category.
Data Table URL - link to Printan | ZD Asset Management
Asset page Inquiry
Or
Z7Z Asset Management
Reporting
Asset CTC Year-Over-Year Analyze year-over-year ZD Insights AM View QFS_INS_ASSET_ANALYTICS Fiscal Year 2019
Management Asset Analytics comparisons of asset Privilege Folder: INSIGHTS
disposals,
depreciation/amortization
expense, and cost versus net
book value.
Payables CTC Early Detection To view the liability and ZD Insights AP View QFS_INS_VCHR_DETECT_TREND Fiscal Year 2020
and Monitoring payment exposures routed Privilege Folder: INSIGHTS
through vouchers.
Data Table URL - link to ZD Accounts Payable
Voucher Summary page Inquiry
Or
ZZ Quick Invoice Entry
Or
ZZ \Jloucher Approval
Payables CTC Trend Analysis To view the liability exposure ZD Insights AP View QFS_INS_VCHR_DETECT_TREND Fiscal Year 2020
across financial periods by Privilege Folder: INSIGHTS
summarized voucher related
data.
Travel and CTC Performance Analyze the travel and expense ZD Insights EX View QFS_INS_EXPNSE_PERF_OPR Fiscal Year 2020
Expenses and Operations activity in a Business Unit by Privilege Folder: INSIGHTS
Operating Unit or department.
Data Table URL - link to Z7Z PeopleSoft User
Expense Report page
(Supervisor can access expense
reports for their direct reports)
General CTC GL Financial Analyze the financial ZD Insights GL View QFS_INS_GL_FINANCIAL_PRFRM Fiscal Year 2023
Ledger Performance performance of a business on a Privilege NCE
Analysis yearly basis. Folder: INSIGHTS
General CTC GL KK Budget Analyze departmental expense ZD Insights GL View QFS_INS_GLKK_BUD_EXP_REV Fiscal Year 2020
Ledger Expense Revenue budgets. Privilege Folder: INSIGHTS
Grants CTC Grant Cost Analyze the award and contract ZD Insights GM View QFS_INS_GRNT_CST_RMBRS_AW
Reimbursable comparisons of cost, budget Privilege D_FIN
Award Financials and billing by award, principal Folder: INSIGHTS
investigator, sponsor, project,
contract type, award period,
accounting year, and
accounting period.
Data Table URL - link to Award ZD Grants Read Only
Profile Or
ZZ Awards Processing
Purchasing CTC Purchasing View the purchase order trend ZD Insights PO View QFS_INS_PURCHASING_OPS

Operations
Dashboard

based on criteria such as,
status, acknowledgement
status, budget status,
document tolerance status, and
soon.

Privilege

Data Table URL - link to
Add/Update POs.

ZD Accounts Payable
Inquiry
Or

Folder: INSIGHTS

Last Updated: 08/10/2026
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ZD Purchasing Inquiry
Or
ZD Purchasing Read
Only
Or
ZZ Purchase Order Entry
Or
ZZ Purchasing Approval
Purchasing CTC Purchasing View the requisition trend based | ZD Insights PO View QFS_INS_PO_REQUISITIONS
Requisitions on criteria such as, status, Privilege Folder: INSIGHTS
Dashboard acknowledgement status,
budget status, document
tolerance status, and so on.
Data Table URL - link to ZD Purchasing Read
Requisitions — Req Inquiry page. | Only
Or
ZZ Requisition Entry

nidi 3¢t 130U Y 2a)dad K anihiod BER xt H0¢ 1ot RUt 10q Y 10¢ tloRqHx RUt HOGe N
¢ HHEIJL | IORY 1Ol Whie RI T g KOIORRG@SHADE Ht 1 151HY1e HOR HAOBNEAIOGE 1Y 2 RT 1

Common Dashboard Rules

Before using any FSCM Insights dashboard, it is important to understand several common
behaviors that apply across all dashboards. These rules will help you interpret data correctly, avoid
common issues, and make the best use of the dashboards.

Daily Data Refresh
AllL FSCM Insights dashboards refresh once each day at approximately 7:00 AM.
What This Means

I Transactions entered before the daily refresh will typically appear on the dashboard the
same day.

I Transactions entered after the refresh will not appear until the following morning.
1 Dashboards are not real-time reporting tools.
Example

A voucher entered at 2:00 PM today will generally appear on the dashboard after the next scheduled
refresh.

Dashboard Security
Dashboard security is managed separately from page security and query security.
Important
Having access to:

1 A PeopleSoft page
1 Aquery
1 Aprocess

Last Updated: 08/10/2026 Page 13 of 74



does not automatically grant access to a dashboard.

Likewise, dashboard access does not automatically provide access to related PeopleSoft pages.

If You Cannot Find a Dashboard

Contact your Local Security Administrator (LSA) and request the appropriate dashboard role.
Time Filter Is Required

One of the most common reasons users see little or no data is an incorrect Time Filter setting.

Default Behavior

Every dashboard opens with a Time Filter of: Last 15 Minutes

This often returns little or no data.

Recommended Starting Point

Business Need Suggested Time Filter
Current Fiscal Year 2 Year

Previous Fiscal Year 3 Years

Multi-Year Analysis 3-6 Years

For dashboards that include Fiscal Year filters, make sure the Time Filter covers the fiscal years you
wish to analyze.

Historical Data Limits

To maintain performance, dashboards intentionally limit how much historical data is available.

Examples

Dashboard Area Earliest Data Available
Asset Management Fiscal Year 2019
Payables Calendar Year 2020
Travel & Expense Fiscal Year 2020

GL KK Budget Expense Revenue Fiscal Year 2020

GL Financial Performance Analysis Fiscal Year 2023

Refer to the Dashboard Reference Guide for dashboard-specific data availability.
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Filters Control the Results

Most dashboards include filters that allow you to focus on specific information. Common filters
include:

Business Unit
Fiscal Year
Accounting Period
Department

Fund

Supplier

Vendor

Award

Asset Type

=A =4 =4 =4 4 -4 -4 A 4

Applying filters can significantly change the data displayed in dashboard visualizations.
Best Practice

Start with broad filters and gradually narrow the results to answer your business question.

Drill-Down and Inspect
Most visualizations support additional analysis options.
Available Actions

1 Maximize - Enlarges the visualization.
1 Inspect- Displays underlying detail records.
1 Download - Allows data export from inspected results.

Inspect is often the fastest way to review detailed information without running a separate query.
Dashboard Links

Some dashboards include links that navigate directly to related PeopleSoft pages. These links may
appear in data tables as:

Asset links

Voucher links
Requisition links
Purchase Order links
Award links

=A =4 =4 -4 4

Additional PeopleSoft security may be required to access the destination page.
Common Issues

I Don't See Today's Transaction
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The dashboard may not have refreshed yet. Remember that dashboards update during the daily
refresh cycle.

I Can't Find the Dashboard

Verify that the appropriate dashboard role has been assigned to your user profile.
The Dashboard Is Blank

Check:

T Time Filter

1 Fiscal Year

I Business Unit

M Other dashboard filters

Blank dashboards are often caused by filter selections.
Prompt Values Look Incorrect

Refresh the browser page using the browser reload button and allow the dashboard to reload.

Key Takeaway

Start with the business question, then choose the dashboard. Apply the appropriate filters,
review the visualizations, and use Inspect when additional detail is needed.

Understanding these common dashboard rules will help you use every FSCM Insights dashboard
more effectively.

The rules in this section apply to all FSCM Insights dashboards. Dashboard-specific rules,
limitations, and business logic are documented within each dashboard section.

Request Dashboard Access

Follow your campus security protocol for approving and granting access to the dashboards.

1. Your Local Security Admin (LSA) will assign the appropriate dashboard role.
2. Each product area will have one role.
3. Thisrole provides access to all dashboards created for that product.

Adding Dashboard Tiles.

Once the user has the appropriate dashboard role added to their user profile, they will need to add
the dashboard tiles to their home page. All the dashboards start with “CTC”. The user should
search for “CTC” and should see a list of the dashboards they can access.

1. User bring up an existing home page or create a new one.
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2. Click onthe ellipse (3 dots in the right corner).

My Homepage ~
I

Query Manager Process Monitor Query Administration Query Access Manager

oracLE oRracLE ORACLE ORACLE
PROPESOIT LEs e Fromeson

=il

Query Access List Cache Reporting Console

ORACLE oRracLE
Fromeson FamESOIT

3. Click on “Personalize Homepage”

Personalize Homepage

Publish Homepage

Refresh

4. Clickon “Add Tile”

______________________

| [E Add Tile

Add Tile

5. Add CTC to the search box and click on the magnifying glass. The user should see a list of
dashboards names to which they have access. They will need to add and save each

dashboard to their selected home page, one at a time.

Last Updated: 08/10/2026
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Add Tile X

Search for a Tile
cTC x ‘ Q ‘

¢ 27 Search Results

LI Friune wunpdiune

CTC Early Detect and Monitor
PeopleSoft Applications Add

I,\\l,:l Phone Compatible

CTC GL Financial Performance
PeopleSoft Applications Add

[l Phone Compatible

CTC GL KK Budget Expns Revenue
PeopleSoft Applications Add

[ Phone Compatible

CTC Grant Cost Reimburse Award
PeopleSoft Applications Add

[ Phone Compatible

CTC Performance & Operations
PeopleSoft Applications Add

[ Phone Compatible

CTC Purchasing Operations
PeopleSoft Applications Add

[ Phone Compatible

CTC Purchasing Requisitions
PeopleSoft Applications Add

[ Phone Compatible

CTC Trend Analysis
PeopleSoft Applications Add

[ Phone Compatible

CTC YOY Asset Analytics
PeopleSoft Applications Add

[ Phone Compatible

This video demonstrates how to personalize your PeopleSoft homepage and add new tiles:
https://youtu.be/gZrVAUAamho
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Asset Management Dashboards

CTC Asset Analytics

Overview

The CTC Asset Analytics dashboard provides a current snapshot of your institution's assets. It
helps users quickly locate assets, review current values, monitor depreciation, and analyze asset
inventories without running multiple reports or queries.

This dashboard is designed for operational questions, such as:

What assets do we currently own?
Where is a specific asset located?
What is the current net book value of an asset?

=A =4 =4 =4

How much depreciation has been recorded?
9  Which asset categories represent our largest investments?

Instead of reviewing multiple PeopleSoft pages, users can access current asset information, apply
filters, and analyze asset activity from a single dashboard.

713t qoOt T O YI
Use the CTC Asset Analytics dashboard when you need to:

Verify a specific asset

Review current netbook values

Analyze asset counts and costs

Monitor depreciation activity

Locate assets by department or location
Support audits or inventory reviews

Access detailed asset information through the Asset Details data table

uld! 0?2 ¢ q¢ oAz 013t
Keep these important dashboard rules in mind:

Capitalization Threshold

Assets costing less than $5,000 are automatically classified as Non-Capitalized, unless the Asset
Profile begins with COP.

Land Assets
Assets assigned to the LAND category always display $0 accumulated depreciation.

Historical Data
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To maintain dashboard performance, only data from Fiscal Year 2019 forward is included.

[ RGqlJl ¢
Use the filters at the top of the dashboard to focus on specific asset information.

Filter Purpose
Business Unit View assets for a specific institution or operating entity
Fiscal Year Review assets for a selected reporting year

Accounting Period Filter data for a specific accounting period

Capitalization View Capitalized or Non-Capitalized assets
Asset Type Review assets by major asset category

Asset Subtype Analyze more specific asset classifications
Profile Review assets associated with a particular profile
Category Filter assets by financial reporting category

Acquisition Code See how assets were acquired
Location Locate assets assigned to specific facilities

AssetID Search for a specific asset

f OOE2GGc¢l !
The CTC Asset Analytics dashboard helps users answer a simple question:

"What assets do | have today?"

Use this dashboard whenever you need current asset information, locations, values, depreciation
details, or inventory analysis. For trend analysis and multi-year comparisons, use the CTC Year-
Over-Year Asset Analytics dashboard instead.

Dashboard Details

Use the CTC Asset Analytics dashboard to analyze asset count, cost, depreciation/amortization
expense, and net book value based on asset type and category.

The visualizations and data displayed in this dashboard are based on values selected by
the Business Unit, Fiscal Year, and Accounting Period filters, which are required. Fiscal
Year and Accounting Period values are based on asset depreciation.
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You can further filter visualizations and data based on additional filters, such as Capitalization,

Profile (Asset Profile), and more.

This dashboard contains the following visualizations:

f Ot ql exryide¥ iddtructional data specific to this dashboard.

t t [IJR GOeFilidrstto refine dashboard data.

Caphtalization Asset Type Asset Subtype

X Rn1JKOqY10? ¢« 1JalORY i sTdixk

bt g togotet UcNY q ¢ 0 RR%alasset> ? 13 G| 1J H RidedpR ' netbook value of your

cost for Fiscal Year
and Accounting
Period.

of total assets for
Fiscal Year and
Accounting Period.

assets for Fiscal Year
and Accounting
Period.

date depreciation for
Fiscal Year and
Accounting Period.

NY GIOT = IO t 018 dj KONy HOGdFketO ) x NY GHOT X 109 at@ i ¢ ke YolQenk

asset types that represent the total asset
count.

asset categories with the highest asset cost.

Top 10 Asset Types - Asset Count

e Top 10 Categories - Asset Cost

NYGIOT Z 0 t Ol dj OM'IaB I¥t2 0 q K NY GHOT X 109 at@idinl ¢ RW Y #Oq oA

N ! Glpiten asset types by Cost Type that
represent the total asset count. The stacked
bar chart displays a part-to-whole comparison
of Governmental Funds and Proprietary Funds.
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Top 10 Asset Types - Assat Count by Cost Type sw0  Top 10 Categories - Asset Cost by Cost Type

Lgon @ Captaized - Gover

8 s
H
2
80
Asset Type/su

Sublype: Descending Asset Cost

e e
g g

NY GIOT = 109 a@IlINK Y ROt 1O
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categories with the highest asset categories with the highest net book
depreciation/amortization expense by value by acquisition code.
acquisition code.
- : -l
) e

NYGIOT Z 0 t U9Ii¥d gi02@IlH 101 10 xroyiks ¥ s\é-tpséide@a@midarison of cost and
net book value for each of the top ten asset types.

Top 10 Asset Types - Cost vs Net Book Value

@ Cost @ Net Bosk Value

b+ 1J q HO?Dibpjaysalist okassets making up the data shown in the visualizations. Use
the Asset link to access the Printable View of Asset page and view further details about the asset.
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Business  Fiscal  Accounting Tag Details Useful Class Deser L
Units +  Period? AssetiDs Numbers & AssetDescriptions  Category ¢ InServiceDates  Lifed  Location CostTypes ¢ Costs s
000 12 000000009991 X009160 Detals 4PACKWELDERS  Fumishingsand  Mar10,202@ 120 Class Laboratory Governmental  Capitaized 24,3783 20318 243283 568827 18,690.03
Equipment 18:00:00.000 Funds
0 w2 000000009992 X009161  Detals Nussing Anne Fumishingsand  Mar31,202@ 60 Sim Lab Governmental  Capitaized 3181171 52688 632234 1422527 17386.44
Simusator w/PC Equipment 17:00:00.000 Funds
2028 12 000000009993 X009162  Detsis PARTSWASHER  Fumishingsand  Mar30,2022@ 60 Class Laboratory Govermmentsl  Capitasized 573215 95.49 1146.43 2675 305715
Equipment 17:00:00.000 Funds
028 12 000000009994 X009%63 Detsis PACCARENGINE  Fumishingsand  Msr3),2022@ 60 Class Laboratory Sve  Governmentsl  Capitaized 512131 853 102426 230458 281672
LAPTOP KIT Equipment 17:00:00.000 Funds
2000 12 000000009995 X009164 Detals YAMAHARTATING Fumishingsand  Jun1,2022@ 60 Assemblyfthester  Govemmentsl  Capitaized 800429 13335 160086 333512 486017
Equipment 17:00:00.000 Funds
2004 12 000000009996 X009165  Detalls CLOTHESWASHER  Fumishingsand  Jun1,2022@ 80 Laundry Room Governmental  Capitafized  16,209.62 mn 325097 679159 950823
Equipment 17:00:00000 Funds
20 12 000000009997 X009166 Detals CLOTHESORYER  Fumshngsand  Jun1,202@ 60 Laundry Room Governmental  Capitafized  7,08802 Tese 141761 295334 413468
Equipment 17:00:00.000 Funds
08 12 000000009998 X009167  Details DELL SERVER Fumishingsand  Jul 5,2022@ 8 Dpftelecommanication Governmental  Capitafized 943215 19654 235804 471608 471607
Equipment 17:00:00.000 Funds
2008 12 000000009999 112122  Details LIBRARY Ubrary Resources  Jun29,202@ 84 Govemmentasl  Capitaized 5194938 61839 742138 1546113 3648825
ACQUISITIONS . Funds
000 12 000000010000 300006  Details  SSIB Constructionn  Jul 19,2022 @ 909 Govemmentsl  Captaized 487884621 O o 0 487884621
Progress 17:00:00000 Funds
104,210,97267 20761384 251173.48 3554173223 68,669,240.44

Export: Rawd Formatted &
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CTC Year-Over-Year Asset Analytics

Overview

The CTC Year-Over-Year Asset Analytics dashboard provides a historical view of your institution's
assets, allowing you to compare asset values, depreciation, retirements, and inventory trends
across multiple fiscal years. Rather than focusing on a single point in time, this dashboard helps
you identify patterns and changes over time.

This dashboard is designed for strategic and trend-based questions, such as:

How have asset values changed over time?

Are our capital investments increasing or decreasing?

What trends do we see in depreciation activity?

How many assets have been retired each year?

How have specific assets changed throughout their lifecycle?

=A =4 =4 =4 4

Instead of comparing multiple reports or spreadsheets, users can review historical asset activity
and year-over-year trends from a single dashboard.

713t qodt T O YI
Use the CTC Year-Over-Year Asset Analytics dashboard when you need to:

Analyze asset trends across multiple fiscal years
Compare cost versus netbook value over time
Monitor depreciation and amortization trends
Review asset retirement activity

Evaluate long-term capital investment patterns
Track a specific asset using Tag Number

Analyze asset lifecycle changes using Asset Status

Support strategic planning and leadership reporting

uld! 0?2 ¢ qc¢ oAz 013t
Keep these important dashboard rules in mind:

Capitalization Threshold

Assets costing less than $5,000 are automatically classified as Non-Capitalized, unless the Asset
Profile begins with COP.

Land Assets

Assets assigned to the LAND category always display $0 accumulated depreciation.
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Historical Data
To maintain dashboard performance, only data from Fiscal Year 2019 forward is included.

[ RGqll t
Use the filters at the top of the dashboard to focus your analysis.

Filter Purpose
Business Unit View assets for a specific institution or operating entity
Fiscal Year Compare data across selected reporting years

Accounting Period Focus on a specific accounting period

Capitalization View Capitalized or Non-Capitalized assets
Asset Type Analyze broad asset groupings

Asset Subtype Review more detailed asset classifications
Profile Filter by asset profile

Category Analyze assets by financial reporting category

Acquisition Code Review assets based on acquisition method

Location View assets at a specific location
Tag Number Track the history of a specific asset
Asset Status Analyze assets by lifecycle status

f OOE2GGc¢l !
The CTC Year-Over-Year Asset Analytics dashboard helps users answer a simple question:

"How have our assets changed over time?"

Use this dashboard whenever you need to analyze trends, compare historical values, evaluate
depreciation activity, or review asset lifecycle changes across multiple years. For current asset
information and operational analysis, use the CTC Asset Analytics dashboard instead.

Dashboard Details

Use the Year-Over-Year Asset Analytics dashboard to analyze year-over-year comparisons of asset
disposals, depreciation/amortization expenses, and cost versus net book value.
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The visualizations and data displayed in this dashboard are based on values selected for

the Business Unit and Fiscal Year filters, which are required. Current and previous Fiscal
Year values are based on asset depreciation.

You can further filter visualizations and data based on other filters, such as Capitalization,
Profile (Asset Profile), and more.

This dashboard contains the following visualizations:

f Ut ql exHyide% idstructional data specific to this dashboard.
bt [IJR GCeFilidrstto refine dashboard data.

ool @ Last1s mnues Show dates
] + Add filter

Vear-Over-Year Dashboard Instructions

This is an Asset Management based dashboard designed to analyze year-over-year comparisons of asset acquisitions, disposals, depreciationfamortization expense, and cost versus net book value.
The "Time Filter" is based cn calendar year. In order to get all the data for the current fiscal year be sure to set the Time Filter to 2 years. If you want the pricr fiscal year set the Time Filter to 3 years.

IMPORTANT These graphics are designed to work at the Fiscal Year level. Business Unit and Fiscal Year are required prompts. Multiple Fiscal Years may be selected

Note: The fiscal year for this is based on the

of the asset.
Asset Filters
Business Unit * Fiscal Vear * Capitakization Asset Type Asset Sublype Profile
Category Aequisition Code Location Tag Number Asset Status

010682 IDIJC | HKOK U q 7 Y Y tPIOédesia gebrswver-year comparison of asset cost and

net book value by accounting period. The horizontal axis represents the accounting period, and the
vertical axis represents asset cost and net book value.

‘Year-Over-Vear Cost vs Net Bask Value

L o
- ° ook Vaius

@ 2024: Cost

@ 2024: et Book Vakie

Accounting Period

Cost

OEEIZIDIIC T DAL RYT 10? UG 1JH Rrovigld ¥ ydapoveér-Yebr qofpatisg ol asket
depreciation and amortization by accounting period. The horizontal axis represents the accounting
period, and the vertical axis represents the depreciation and amortization amount.

Vear-Over-Year Period Depreciation/Amortization

009,000 1 4 781 57 ® 205
I I I I 2024

Accounting Period

iation/Amartization

Depreci
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0legI2DIIC | AR 130 13U q Rovidey #g@aY-Xdr-y@dr coinpakisan of asset
retirement net book value, by accounting period. The horizontal axis represents the accounting
period, and the vertical axis represents retirement gain or loss.

Vear-Qver-Yoar Retirement Net Book Vakse —

Accounting Period

0leEI2 IDIIc | K09 Y e Uq oY n Kohlidgsha lyekrloter-yéat chhaphrison of retired asset
count by accounting period. The horizontal axis represents the accounting period, and the vertical
axis represents retired asset count.

Year-Ovar-Year Count of Retired Assets aas

Accounting Period

0 1Jc8l2 I ¢ | HOE 2 iilptays b simmary of assets rolled up to Fiscal Year, Accounting
Period, and Category.

Vear-Over-vear Summary

[—— Fiscal Your Acmtiog Parked § Catogory® contr Svee®  PerkedDa wrvciationt Arvortizaton YYD Deprecistion/ Amortization s TE Dapreciationt Amertzation & [RTI———

Asset Dashboards Cheat Sheet
Quick Reference Cheat Sheet: CTC Asset Dashboards

Our business office utilizes two specialized dashboards for tracking assets. While both tools share
the same core PeopleSoft transactions, they serve completely different reporting purposes.

Dashboard Comparison: Which One to Use?

Feature / CTC Asset Analytics CTC Year-Over-Year Asset Analytics
Focus
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Primary Current Snapshot (Where our assets Historical Trends (A macro view
Focus stand right now or during a single, comparing how asset portfolios shift
specific period). across multiple years).

Best Used | Checking today's netbook value, finding | Auditing asset lifecycles, evaluating long-

For... a physical location, or running a monthly | term spending patterns, and tracking
accounting close. status changes over time.
Unique Basic high-level group filters (Business Adds Tag Number and Asset Status to
Filters Unit, Type, Location, Profile). Asset ID. isolate a single item's multi-year history.
Data Shows data isolated by the selected Displays financial and operational metrics
Layout Fiscal Year or Accounting Period. side-by-side across consecutive fiscal
cycles.

1 Use CTC Asset Analytics if your questionis: AT 6 11 IJIORt HOct + DqlOT TZ XY XIOUY H
¢cUT 05 6¢qtos ¢t ORqt Ol WGI WDARcqRYUIWH¢c G ¢ URIDIONY | Ol ¢t q

1 Use CTC Year-Over-Year Asset Analytics if your questionis: i Ac Y5 IO6 ¢t IOYe | HOqY q ¢ @ HO
HEC GRacUORANDT lODhue RGGNWUqo2ec e DIORGCUNIT IOnl YAGKYZYYIO
nl YGIOW HaqR2InIOqYIORALIqRI JT wna A

In Short: What These Dashboards Do For You

Instead of hunting through separate archived spreadsheets or running manual calculations, you
can use these screens to:

9 Evaluate Values: Check the current netbook value, year-over-year trends, or depreciation
status of any asset instantly.

1 Track Lifecycles: Trace the complete physical location history and lifecycle changes of a
specific item using its Tag Number or Asset Status.

1 Audit Capitalization: Easily separate major capital investments from low-cost non-
capitalized items based on our $5,000 threshold.

Data Refresh Schedule

The transaction data feeding both dashboards updates every day around 7:00 AM. Any financial
transactions, budget journals, or purchasing updates processed in PeopleSoft after this morning
cutoff will be visible on the dashboards during the next day's early morning refresh.

Common Troubleshooting Tips

1 Missing Historic Assets: Assets from years prior to 2019 are intentionally omitted to keep
dashboard performance fast and responsive.
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1 Missing Brand-New Transactions: The dashboard updates daily, not in absolute real-time.
Allow time for the scheduled 7:00 AM refresh to complete before newly entered
transactions appear.

1 Missing Dashboard: Dashboard visibility is governed by data security profile permissions. If
a dashboard is missing from your filter list, request an update to your organizational user
access.

1 Land Depreciation Shows as Zero: This is a hardcoded accounting guardrail built into the
dashboard logic rather than a calculation error. Land assets will never display depreciation
values.

Payables Dashboards

CTC Early Detection and Monitoring

Overview

The CTC Early Detection and Monitoring dashboard provides a current view of voucher activity
and supplier liabilities. It helps users identify vouchers that require attention, monitor payment
processing activity, and review potential issues before they delay payments or affect operations.

This dashboard is designed for operational questions, such as:

Which vouchers need immediate attention?

Are there vouchers stuck in error or recycle status?

Which invoices are waiting for approval?

What is the current liability exposure to suppliers?

Which vouchers have budget, matching, or posting issues?

=A =4 =4 =4 4

Instead of running multiple Accounts Payable queries, users can review voucher status, approval
activity, supplier exposure, and payment-related information from a single dashboard.

710t qroot T o[ YI
Use the CTC Early Detection and Monitoring dashboard when you need to:

Identify vouchers requiring immediate action
Monitor approval, budget, and posting statuses
Review supplier liabilities

Investigate payment delays

Locate vouchers in recycle or error status
Analyze voucher activity for a specific supplier

Access voucher details through the Voucher Detail visualization
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Support daily Accounts Payable operations

uld! 0?2 ¢ qc¢ oAz 013t
Keep these important dashboard rules in mind:

Voucher Status Monitoring
The dashboard tracks key voucher processing milestones, including:

Approval Status

Budget Status

AP Post Status

Voucher Matching Status

=A =4 =4 =

These indicators help identify vouchers that require follow-up or corrective action.
Historical Data

To maintain dashboard performance, only voucher data from Calendar Year 2020 forward is
included.

Direct Voucher Access

The Voucher Detail visualization includes a link to the Voucher Summary page for users who have
the required PeopleSoft security access.

[ RGqlJl t
Use the filters at the top of the dashboard to focus on specific voucher activity.

Filter Purpose
Business Unit View voucher activity for a specific institution or operating entity
Fiscal Year Review voucher activity for a selected fiscal year

Accounting Period Focus on a specific accounting period

AP Post Status View posted or unposted vouchers

Approval Status  Review vouchers based on workflow approval status
Budget Status Identify valid or errored budget-check results
Payment Terms Analyze vouchers by payment terms

Supplier Review voucher activity for a specific vendor
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The CTC Early Detection and Monitoring dashboard helps users answer a simple question:

"Which vouchers need my attention today?"

Use this dashboard whenever you need to monitor voucher processing, identify workflow or budget
issues, review liabilities, or troubleshoot payment delays. For long-term voucher trends and
historical analysis, use the CTC Trend Analysis dashboard instead.

Dashboard Details

The Early Detection and Monitoring dashboard provides the Accounts Payable Manager as well as
the Cash Manager with a view of voucher activity.

A few examples of actions you can take with the visualizations in the dashboard:
1 Apply afilter to the data (like budget status)
1 Apply multiple filters (like budget status AND payment terms)
1 Change the date range by using the Time Filter and Fiscal Year/Accounting Period
91 Drillto view the voucher in the Document Status page
1 View the visualization full screen (and minimize back to normal)
This dashboard contains the following visualizations:
f Ut ql| exPHyided idstructional data specific to this dashboard.

¢ Y2 #p RO #pilddrstto refine dashboard data.

...........

AP Post Status Approval Status Budget Status Payment Terms. Supplier

11 Vit 10 aYe UgtoA! oo tiel]
éYaHGII IOEYel HIJIKOE H#I Yt t gross amount by payment terms for a given
E U q 1J khidvs #he number of vouchers by time range based on the time filter and fiscal
voucher source for a given month/year range. year/accounting period (if selected).
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Voucher Source across Month/Year Entered Gross Amount by Payment Terms e
@ Excel Upload (Paya... @ uso
o ® Onine
- @ PayrolfStudent Ad.
@ Procurement Cards Due immeci
. @ Recelvabies Custo
éYeaHOGIJI t IOH! HOé YlikeWduther FOE
=4 ~ 2 - o o -
Source across Month/Year entered managers Ee GGl RIJI HO#&splays theltdp 30
can view the number of vouchers by source. Suppliers based on gross amount.
Vouchers by Vaucher Source s Supplier Summary
© Excol Uplosd Py Suppler Name ¢ Gross Amount . #Vouchers &
O e, | Vs e
Procurement Cards @ Procurement Cards Seattle Colleges 662082111 w2
@ Receivables Custo. WA ST Dept of Enterprise Services 4.491044.24 87
~ . W ST Board for Comm and Tech Colleges 1,343,398.95 L2
SR e e Clover Park Technical College 428392368 %1
Grean River Collage 372501754 W?
et Pt e Oregon Department of Revenue 52,5631 a7
sonomsann:

Export: Rawd Formatted &

éYe RO I ORILgsa Ribfvouchers making up the data shown in the visualizations. Use
the Details link to access the Voucher Summary page to view further details about the voucher.

Vousher Detail
Accounting Date ¢ Business Unit Voucher Supplier * Voucher Source &
Feb 4, 2024 @ 16:00:00.000 00022967 0000045007 onL
Dec 12, 2023 @ 16:00:00.000 00022319 0000045110 ONL
Hov 4, 2024 @ 16:00:00.000 HO108687 000045380 PAYR
0c1 71, 2024 @ 17:00:00,000 HO105408 0000045380 PAYR
0ct &, 2024 @ 17:00:00.000 HO104108 0000045380 PAYR
Sep 23, 2024 [ 17:00:00.000 HON01762 000045380 PAYR
Sep 8, 2024 @ 17:00:00.000 HOV01732 000045380 PAYR
Aug 20, 2024 B 17:00:00.000 HOI00574 0000045380 PAYR
Aug 5, 2024 @ 17:00:00.000 HO099387 000045380 PAYR
Jul 21, 2024 @ 17:00:00.000 HOOOE198 0000045380 PaYR
Export: Rawdk Formatted &

Payment Terms &
Due Immedi

Net 30

Oue Immedi

Due Immedi

Due Immadi

Due Immedi

Oue Immedi

Due Immedi

Due Immedi

Oue Immedi

Details ¢
Details
Datails
Details
Detais
Datails
Details
Details
Detalls
Details

Details

Fiscal Year s
2024
2024
2025
2025
2025
2025
2025
2025
2025
2025

Accounting Period &

8
6

P

Gross Amount &
2,500
150
381183
37834
377378
377368
377773
27773
401353
399561

202.086.440.52

12 3 4 5. 595 »
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CTC Trend Analysis

Overview

The CTC Trend Analysis dashboard provides a historical view of voucher activity and supplier
liabilities over time. It helps users identify spending patterns, monitor liability trends, evaluate
supplier activity, and compare voucher data across multiple fiscal years.

This dashboard is designed for trend-based and analytical questions, such as:

How have voucher volumes changed over time?

How has spending with a particular supplier changed over multiple years?
Are there seasonal patterns in Accounts Payable activity?

How are liabilities trending across fiscal periods?

Are approval or budget issues increasing or decreasing over time?

= =4 =4 4 -4

Instead of reviewing multiple reports or historical spreadsheets, users can analyze multi-year
voucher activity and supplier trends from a single dashboard.

710t qroOt T O[ YI
Use the CTC Trend Analysis dashboard when you need to:

Analyze voucher trends across multiple fiscal years
Review long-term supplier spending patterns
Monitor liability exposure over time

Identify seasonal voucher activity

Compare voucher volumes between years

Analyze approval, posting, and budget status trends
Support leadership reporting and strategic planning

Review summarized voucher activity at a high level

uld! 0?2 ¢ q¢ oAz 013t
Keep these important dashboard rules in mind:

Historical Trend Analysis

This dashboard is designed for historical analysis and comparison. Data is aggregated and
presented across multiple reporting periods to help identify patterns and long-term trends.

Historical Data

To maintain dashboard performance, only voucher data from Calendar Year 2020 forward is
included.
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Shared Data Source

The dashboard uses the same underlying voucher data as the CTC Early Detection and Monitoring
dashboard but presents it from a historical and trend-analysis perspective rather than an
operational perspective.

[ RGaqll t
Use the filters at the top of the dashboard to focus on specific trends and historical activity.

Filter Purpose
Business Unit View voucher activity for a specific institution or operating entity
Fiscal Year Compare voucher activity across reporting years

Accounting Period Focus on a specific accounting period

AP Post Status Analyze posted or unposted voucher trends
Approval Status  Review approval trends over time

Budget Status Monitor budget-related voucher activity
Payment Terms Analyze liabilities by payment terms

Supplier Evaluate activity for a specific vendor
f OOE2GGc¢l !
The CTC Trend Analysis dashboard helps users answer a simple question:
"How are our voucher and liability trends changing over time?"

Use this dashboard whenever you need to analyze long-term voucher activity, monitor supplier
spending patterns, evaluate liabilities, or compare Accounts Payable activity across multiple
reporting periods. For day-to-day voucher monitoring and issue resolution, use the CTC Early
Detection and Monitoring dashboard instead.

Dashboard Details

The Trend Analysis dashboard provides the Accounts Payable Manager as well as the Cash
Manager with a period based view into liability exposure across financial periods.

This dashboard contains the following visualizations:
f Ut ql exPrayided idstructional data specific to this dashboard.

[ R 0 ®filddrstto refine dashboard data.
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Instructions.
This is an Accounts Payable dashboard designed for Vouchers: To view the liability exposure across financial periods by the activity volume for the lines of business.

The "Time Filter” is based on calendar year starting with today's date. For example, when set to "Last 1 year" it starts today and pulls in data from the last 12 month. When set to “Last 2 years" it starts today and pulls in data from the last 24 months.

Fitters
/\Business Unit AP Post Status Approval Status
(X% v | v
Fiscal Year

Budget Status. Payment Terms

Accounting Period

] 1 YHt 10 GYe UqtuOe Bigq & IOE
displays the gross number of vouchers over a
given period range.

THOEéEYa2HGEII t IOA! 107 2t RUIIY
~ Y U q 6 IOE Uisplays thd tatal number of
vouchers by business unit over a given period
range.

Gross Amounts across Year-Month Entered

Gross Ameunt

Year-Month Entered

= #Vouchers by Business Unit across Year-Month Entered

Year

r-Month Entered

Ee GGl RIJI HOHEspléys giokslanount
and voucher count for each Supplier.

é Y e H & B U BDoMdsplays gross amount by
voucher source, payment terms, AP post
status, approval status, and budget status.

[ —

[es—— [—— Bpraint Tama pr—p— Busger statua s [ae—
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Payables Dashboards Cheat Sheet
Quick Reference Cheat Sheet: CTC Voucher Dashboards

Our business office utilizes two specialized dashboards for tracking voucher metrics, liabilities, and

corporate payment exposures. While both tools share the same core PeopleSoft transaction data,
they serve completely different operational and reporting purposes.

Dashboard Comparison: Which One to Use?

Feature /
Focus

Primary Focus

CTC Early Detection and
Monitoring

Current State & Pipeline Tracking (A
snapshot of active voucher processing,
approval status, and immediate liability
exposures).

CTC Trend Analysis

Historical Trends & Patterns (A
macro-level view comparing how
liability exposure shifts across
multiple fiscal years).

Best Used Spotting vouchers stuck in recycle/error | Evaluating long-term spending
For... status, reviewing immediate payment patterns, tracking seasonal supplier
pipelines, and clearing matching holds. |volume spikes, and monitoring multi-
year liability trends.
Data Displays transactional records isolated |Aggregates and aligns voucher

Presentation

by the specific period or current
workflow milestone.

metrics side-by-side across
consecutive fiscal cycles.

Common Ml 6 RHG IOt 2 GGORIJI ORUIKC Ys 1Ol RT KOYa |l Oq Y q¢
Question 2UcC GGl Y21 etlOY!| 1Ot qe|lE2 GGU RIJI tOfA HOR U HOA & KC
Answered q6 Rt OGYUq@6n A q YA DY NtOgs6 Rt KO 1J¢

Shared Dashboard Filters

Both screens utilize the exact same filters at the top of the page, allowing you to slice and dice the

data by:

Business Unit: Restricts data to specific operating entities.

AP Post Status: Filters by whether the voucher has officially posted to the subledger.

Approval Status: Isolates vouchers by workflow stage (Pending, Approved, Denied).

Budget Status: Views transactions by budget compliance results (Valid, Error).

Payment Terms: Filters by the invoice net-due structure (Net 30, Due Immediately, etc.).

Supplier: Restricts views to specific vendor accounts or merchant profiles.
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Fiscal Year & Accounting Period: Limits your view to specific historical calendar frames.

Data Refresh Schedule

The transaction data feeding both dashboards updates every day around 7:00 AM. Any financial
transactions, budget journals, or purchasing updates processed in PeopleSoft after this morning
cutoff will be visible on the dashboards during the next day's early morning refresh.

Common Troubleshooting Tips

Missing Historic Vouchers: Vouchers processed prior to 2020 are intentionally omitted from both
indexes to preserve fast search speeds.

Missing Real-Time Entries: Dashboards update overnight. Allow time for the scheduled 7:00 AM
refresh to complete before new entries display.

Blank Results / Missing Business Units: Your dashboard visibility is governed by data security
profile permissions (CTC_IBRENT). If a business unit is missing from your list, request a profile
access update from your system admin.

In Short: What These Dashboards Do For You

Instead of pulling separate subledgers or building custom spreadsheets, you can use these screens
to:

Protect Cash Flows: Monitorimmediate gross liabilities and review long-term multi-year spending
patterns side-by-side.

Streamline Approvals: Isolate blocked or recycled transactions to resolve budget and matching
holds quickly.

Analyze Supplier Relationships: Track transaction volumes, histories, and payment terms across
specific merchants.

Take Direct Action: Jump straight to the Voucher Express Summary screen in PeopleSoft with a
single click right from the dashboard grid.
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Travel and Expenses Dashboard

CTC Performance and Operations

Overview

The CTC Performance and Operations dashboard provides a current view of Travel and Expense
activity across your institution. It helps users monitor employee spending, review expense report
activity, identify approval and budget issues, and analyze spending by department, supervisor,
project, or expense type.

This dashboard is designed for operational questions, such as:

How are employees spending institutional funds?

Which departments or projects have the highest travel and expense activity?
What expense types account for the most spending?

Are there expense reports waiting for action or denied for review?

Which supervisors or organizational areas have the greatest travel activity?
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Instead of running multiple Travel and Expense queries, users can analyze spending trends,
reimbursement activity, and expense report status from a single dashboard.
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Use the CTC Performance and Operations dashboard when you need to:

Review employee travel and expense activity

Analyze spending by department, division, supervisor, or project
Identify top spenders and largest expense categories

Monitor expense report approval and reimbursement activity
Review denied expense reports

Analyze project-related travel costs

Access detailed expense report information

Support operational and financial review of travel spending
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Keep these important dashboard rules in mind:

Submitted Expense Reports Only
Expense reports with a status of Pending (PND) are excluded from the dashboard.

Employees must submit an expense report into workflow before it appears in dashboard reporting.
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Historical Data

To maintain dashboard performance, only expense data from Fiscal Year 2020 forward is included.

Direct Expense Report Access

The Expense Reports visualization contains a Details link that can navigate directly to the Expense
Report page for users with the required Travel and Expense security access.
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Use the filters at the top of the dashboard to focus on specific expense activity.

Filter
Business Unit
Operating Unit
Supervisor
Employee
Expense Type
Project
Department
Program Code
Location
Report ID

Fiscal Year

Purpose

View expense activity for a specific institution or operating entity
Analyze spending by division or operational area

Review expenses for employees reporting to a specific supervisor
Focus on a specific employee's expense activity

Analyze spending by category such as Airfare, Lodging, Meals, or Mileage
Review expenses associated with a specific project

Analyze spending within a specific department

Review expenses by institutional program

Analyze expenses tied to a specific travel destination

Locate a specific expense report

Review expenses for a selected reporting year

Accounting Period Focus on a specific accounting period
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The CTC Performance and Operations dashboard helps users answer a simple question:

"How are employees spending institutional funds?"

Use this dashboard whenever you need to review travel and expense activity, monitor spending
trends, identify approval issues, or analyze expenses by employee, department, project, or expense
type. It provides a centralized view of Travel and Expense activity and helps organizations monitor
spending while supporting operational decision-making.
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Dashboard Details

This Dashboard can be used to analyze the travel and expense activity in a Business Unit by
Operating Unit and/or department. Managers and Travel Analysts will find this helpful when
reviewing expense report activities.

Please note that the supervisor associated with the employee on this dashboard is the supervisor
associated with the expense report and not necessarily the same supervisor as shown in HCM.

This dashboard contains the following visualizations:

c 10 G i@Ndlidegjinstructional data specific
to this dashboard. Al Y O @ittdrs to refine dashboard data.

Help Text e Prompts

This is a Travel and Expense Dashboard that can be used to analyze the travel and expense activity in a Business Unit Operating Unit Supervisor

Business Unit by Operating Unit and/for department. Managers and Travel Analysts will find this helpful when Select... ~
reviewing expense report activities.

To populate this dashboard, first delect the business unit and then set the "Time Filter". Employes Exponas Type Project
The “Time Filter” is based on calendar year starting with teday’s date. For example, when set to “Last 1 year"
it starts today and pulls in data from the last 12 month. When set to "Last 2 years” it starts today and pulls in
Department Program Code Location
data from the last 24 months.
Notes
Repart 0 Fiscal Yoar Accounting Period

= The supervisor is the supervisor associated with the expense report and not necessarily the HCM
supervisor.

« The Expense Reports and Approved Expense Reports without Valid Budget Check visualizations include
a "Details" URL which will take the dashboard user to the expense report page only if the user has the
role needed to access the Travel and Expense pages within ctcLink.

NYqcdl HaqR2Raq! EldWsBE ¥ G
NY G IOE G 1JShdwid dnmiplsyees with the actual spending for various Expense Types
highest value Expense Reports for the reporting such as Airfare, Hotels, Meals, and more within
timeframe the reporting timeframe.

Top Spenders a0 Total Activity by Expense Type

© Amount

Employee

il

E+GUUt DIOAUGY!I qt Ol JU:RI
E+ GIUUt DIOAIIGY | Sydwshe! HOE a Shows the percentage of expense reports
percentage of expense reports by status. denied by expense type.

Expense Reports by Status s Expense Reports denied by Expense Type

\
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Expense Reports

Budget Status Name Employee 1D+ Description* ReportiD$ Dotalls 2 Accounting Date ¢ Status ¢ Amounts
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General Ledger Dashboards

CTC GL Financial Performance Analysis

Overview

The CTC GL Financial Performance Analysis dashboard provides a high-level view of your
institution's financial performance. It helps users analyze revenues, expenses, assets, liabilities,
and other financial activity over time to better understand overall organizational performance.

This dashboard is designed for strategic and analytical questions, such as:

How is the institution performing financially?

How do revenues and expenses compare across fiscal years?
What are the largest expense accounts?

What are the largest revenue sources?

How are specific departments or funds performing over time?
What financial trends should leadership be monitoring?
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Instead of reviewing multiple ledger inquiries or building spreadsheets, users can analyze
summarized financial information and compare performance across fiscal years from a single
dashboard.
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Use the CTC GL Financial Performance Analysis dashboard when you need to:

Analyze overall financial performance
Compare financial activity across fiscal years
Review revenue and expense trends

Identify top revenue and expense accounts
Analyze activity by department or fund
Support leadership reporting and planning
Evaluate organizational financial health

Perform year-over-year financial comparisons
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Keep these important dashboard rules in mind:

Local Ledger Only

The dashboard reports data exclusively from the LOCAL Ledger and is intended to provide a view of
actual financial activity rather than budget activity.
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Sign Normalization

To improve readability, credit-balance accounts such as:

Revenue
Liabilities
Equity
Fund Equity
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are automatically converted to display as positive values. This means balances may appear
different from traditional ledger queries or journal reports.

Period 999 Excluded

Accounting Period 999 (year-end closing adjustments) is intentionally excluded from dashboard
reporting to prevent year-end adjustments from distorting operational analysis.

Historical Data

To maintain dashboard performance, only data from Fiscal Year 2023 forward is included.
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Use the filters at the top of the dashboard to focus on specific financial activity.

Filter

Business Unit

Fiscal Year
Accounting Period
Department

Fund

Department Manager
Manager's Departments
Account Type
Account Class
Account Category

Account Sub-Category

Last Updated: 08/10/2026

Purpose

View financial activity for a specific institution or operating entity
Compare activity across reporting years

Focus on a specific accounting period

Analyze activity for a specific department

Review activity by funding source

Analyze departments assigned to a specific manager
Restrict data to a manager's assigned departments
Review Revenues, Expenses, Assets, Liabilities, or Equity
Analyze financial activity at a higher account-tree level
Further refine financial reporting groups

Analyze detailed reporting categories
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Filter Purpose

Account Code and Description Review activity for a specific account
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The CTC GL Financial Performance Analysis dashboard helps users answer a simple question:
"How are we performing financially?"

Use this dashboard whenever you need to analyze revenues, expenses, financial trends, or
organizational performance over time. For budget monitoring and available spending authority, use
the CTC GL KK Budget Expense Revenue dashboard instead.

Dashboard Details

The CTC GL Financial Performance Analysis can be used to analyze the financial performance of a
business unit on a yearly basis. You can compare the financial balances among the different fiscal
years selected. You can also select an account or department for comparison. You can use the
account hierarchy prompts to drill into transactions up to 5 levels for further analysis.

This dashboard contains the following visualizations:
c IJ 0 G b@kdidesjinstructional data specific to this dashboard.

?2¢t 6AY ¢ T WhomMtdit&Tefihe dashboard data.

Heto Text Dashbosrd Prompts

How to populate this dashboard with data.

red prompts *Business Unit and *Fiscal Year (multiple fiscal years can be selected) Fund

Dashboard Notes

This da

The data av,

Visualization Notes

x 3T NI HOExigplagsksummary 0 § 0 K09 Y (i GwProvRiks Yeldr Over Year
information about the ledger data by the performance comparison for the selected
account type Account Type and Fiscal Year.

Leadpe Summary s YOV Comparsan

Business Unit s Fiscal Yoar 2 Account Typs 2

2024 po—
2024 H
2024 —
2024 Fauy
24 nsset 19108848034
Fawd Formatied
12

NY GIOWIOE # G1J U hekdbv@estigtaile Uq NY GHOWIOA 1J2 13 U afbi@eststdile U q
about the top performing expense accountsin  about the top performing revenue accounts in
each fiscal year selected. each fiscal year selected.
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Top 5 Expenss Accounts
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x T NI Io®ikbmys Retails about the ledger data selected on the dashboard in tabular format
in sections divided by the account typefi

Lodger Dutats.

ssat: Account Type

Fiscal Year 2 Accouning Peried =

Equiy: Account Type
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Exponsa: Account Type
Fiscal vears Aceauing Perioa 2 s Amouens
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Revenue: Aceount Type

Fiscal Year 2 ‘Accousting Pesiod 2
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CTC GL KK Budget Expense Revenue

Overview

The CTC GL KK Budget Expense Revenue dashboard provides a current view of available budget,
spending activity, encumbrances, and revenues. It helps users monitor budget status, evaluate
remaining spending authority, and compare budgets to actual expenses within a single dashboard.

This dashboard is designed for operational and budget-management questions, such as:

Do | have budget available?

How much of my budget has already been spent?

What funds are committed through requisitions or purchase orders?
What departments have the largest available balances?

How do actual expenses compare to budgeted amounts?

Where are budget resources being utilized?
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Instead of reviewing multiple Commitment Control and General Ledger inquiries, users can analyze
budget activity, expenditures, revenues, encumbrances, and available balances from a single
dashboard.
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Use the CTC GL KK Budget Expense Revenue dashboard when you need to:

Determine available budget balances

Monitor department spending

Compare budget to actual expenses

Review encumbrances and pre-encumbrances
Analyze expenditures by accounting period

Identify departments with significant budget activity
Support spending decisions and budget oversight

Monitor current-year operational budgets
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Keep these important dashboard rules in mind:

Budget and Expense Data Sources
This dashboard combines data from both:
1 Commitment Control (KK) for budgets, pre-encumbrances, and encumbrances

1 General Ledger (GL) for actual expenses and revenues
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This allows users to see budget activity and actual financial activity together in a single view.
Available Budget Focus

Unlike the Financial Performance dashboard, this dashboard focuses on current budget utilization
and spending authority rather than long-term financial performance.

Zero-Activity Rows Excluded

Departments or accounts with no budget, expense, or encumbrance activity may be excluded from
the dashboard to improve performance and reduce visual clutter.

Historical Data

The dashboard includes data beginning with Fiscal Year 2020, but it is primarily intended to
support review of the current budget cycle.
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Use the filters at the top of the dashboard to focus on specific budget activity.

Filter

Business Unit

Fiscal Year
Accounting Period
Department

Fund

Operating Unit
Department Manager
Manager's Departments
Account Type
Account Class
Account Category

Account Sub-Category

Purpose

View budget activity for a specific institution or operating entity
Review budget activity for a selected reporting year

Focus on a specific accounting period

Analyze budget activity for a specific department

Review budget activity by funding source

Analyze activity within a specific organizational area

Review departments assigned to a specific manager

Restrict data to departments managed by a selected individual
Analyze budget, revenue, or expense activity

Review higher-level account groupings

Further refine budget analysis

Review detailed account groupings

Account Code and Description Analyze activity for a specific account
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The CTC GL KK Budget Expense Revenue dashboard helps users answer a simple question:

"Do | have budget available?"

Use this dashboard whenever you need to review budgets, monitor expenditures, evaluate
remaining spending authority, or make informed operational spending decisions. For analyzing
revenues, expenses, and overall financial performance over time, use the CTC GL Financial
Performance Analysis dashboard instead.

Dashboard Details

The CTC GL KK Budget Expense Revenue dashboard can be used to analyze departmental expense
budgets. The intended user for this dashboard is someone who is responsible for departmental
budgets. You can use the account hierarchy prompts to drill into transactions up to 5 levels for
further analysis.

This dashboard combines data from General Ledger and Commitment Control. Budget,
Encumbrance and Pre-Encumbrance data come from Commitment Control which is designated
within the visualization with the column heading followed by (KK). Expenses and Revenue data
come from General Ledger which is designated within the visualization with the column heading
followed by (GL).

This dashboard contains the following visualizations:
c 1J 0 G @Kdideq)instructional data specific to this dashboard.
Al Y G @ittdrs to refine dashboard data.

NY q ¢ 0 O mnYoandtatals based on the prompted fiscal year and accounting periods (if
selected).

Help Text Promgts

How to populate this dashboard with data.

1. Set the time filter.

2. Set the required prompts *Business Unit and *Fiscal Year Accounting Perioa
Dashboard Notes

The fisc

Although 5o elated data will appear in this dashboard, Grant budget data is not included. AccunClsss  Accou Category Rocoun Sub-Category

Visualization Notes

E+GUUt DO HAY2Uqt IOA% IOE E+ G Ut DO HAY2 Uqt KBHAwsO?
Shows budget from CC_SUM_BUD ledger and budget from CC_ORG_BUD ledger and
expenses from GL ledger. expenses from GL ledger.
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General Ledger Dashboards Cheat Sheet

Quick Reference Cheat Sheet: CTC General Ledger Dashboards

Our business office utilizes two specialized dashboards for tracking General Ledger (GL)
performance and Commitment Control (KK) budgets. While both tools interact with our financial
chartfields, they focus on completely different ledger books and serve distinct reporting needs.

Dashboard Comparison: Which One to Use?

Feature / CTC GL Financial Performance

Focus Analysis

Primary Actual Performance & Balances (A

Focus macro view tracking posted accounting
entries, revenues, and actual expenses
on an annual basis).

Ledger LOCAL Ledger (Finalized accounting

Source journal entries).

Best Used Reviewing historical profit/loss trends,

For... evaluating annual asset/liability
balances, and running year-over-year
operational reviews.

Timeline Displays multi-year historical data from

Constraints | Fiscal Year 2023 through the current
period.

Unique Displays accounting-normalized Posted

Metrics Base and Transaction Amounts for

intuitive performance tracking.

CTC GL KK Budget Expense
Revenue

Budget vs. Spending Tracking (A
comparative view checking active
budget limits against pending and
finalized spending).

Commitment Control (KK) Ledger
(Budgets, encumbrances. General
Ledger (GL) actual expenses).

Auditing remaining department funds
and preventing budget over-
expenditures.

Includes data from Fiscal Year 2020 but
primary use is to focus on the current
budget cycle.

Displays Pre-Encumbrances
(requisitions), Encumbrances (POs),
and available budget balances.

1 Use CTC GL Financial Performance Analysis if your questionis: AT 6 ¢ q 105 1J| 1JIOY 2 | KO¢C Hc
qYqcatol UGel qaWU0qc¢catol+GUt 3t toc U1 ol IRYNURAWDT 1O 132

1 Use CTC GL KK Budget Expense Revenue if your questionis: i Ac Y 5 00 2 #6 00 YU IJ! 1Ol Y KC
G1UnqtogYior GIUT IORUIOG! LOYS YWIOT IGel qa B UgtofaT Nnilan A

Shared Dashboard Filters

Both screens utilize a consistent set of core organizational filters at the top of the page, allowing

you to slice and dice financial data by:

1 Business Unit: Restricts data to specific operating entities.
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91 Fiscal Year & Accounting Period: Limits your view to specific historical calendar frames.

1 Department & Fund: Isolates specific institutional organizational codes or funding
buckets.

1 Department Manager & Manager's Departments: Groups metrics based on specific
leadership oversight profiles.

1 Account Hierarchies: Slices data through the corporate account tree (Type, Class,
Category, Sub-Category, and Code).

Data Refresh Schedule

The transaction data feeding both dashboards updates every day around 7:00 AM. Any financial
transactions, budget journals, or purchasing updates processed in PeopleSoft after this morning
cutoff will be visible on the dashboards during the next day's early morning refresh.

Common Troubleshooting Tips

1 Missing Closing Adjustments: Data from period 999 is actively blocked from the
AIJ1l nY!l @ ¢ URdddabodtdtdiprebe year-end distortion.

1 Missing Zero-Activity Rows: Onthe 7 2 1 N 1J q IOE # G |J ddsHBdOR, [d ddihtewlith
approved budgets but zero operational activity are hidden automatically to keep grids clean
and responsive.

1 Missing Historical Data: The AlJl n Y1 G ¢ U Hdddabodidciits offf &ata prior to 2023.
The7 2 1 NI1Jq lOE # G1J ddsHBdOA tLigs bdiatdbrior to 2020.

In Short: What These Dashboards Do For You

Instead of running separate journal inquiries or manual spreadsheet pivot tables, you can use these
screens to:

T Audit True Balances: Review clean, business-normalized financial health or track
remaining available budget limits simultaneously.

1 Trace Pending Commitments: Catch pre-encumbered requisitions and encumbered
purchase orders before they impact your actual subledgers.

1 Navigate Account Trees: Roll reporting views effortlessly from broad account groups down
to individual general ledger account lines.
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Grants and Awards Dashboard

CTC Grant Cost Reimbursable Award Financials

Overview

The CTC Grant Cost Reimbursable Award Financials dashboard provides a comprehensive view
of grant-funded activity by combining award, contract, budget, billing, project, and expense
information into a single dashboard. It helps users monitor grant spending, track billable costs,
review reimbursement activity, and ensure compliance with sponsor requirements.

This dashboard is designed for grant management and financial oversight questions, such as:

How much has been spent on a grant?

How much is available in the grant budget?

What expenses are billable to the sponsor?

How much has already been billed?

Which projects, awards, or sponsors are generating the most activity?

Are expenses occurring within the approved award period?

Which principal investigators or departments are responsible for the spending?
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Instead of reviewing multiple Grants, Project Costing, Contracts, Payables, and Travel & Expense
pages, users can monitor the financial health and compliance status of grant-funded activities from
a single dashboard.
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Use the CTC Grant Cost Reimbursable Award Financials dashboard when you need to:

Monitor grant spending and available budgets

Track billable and billed expenditures

Review award and contract financial activity

Analyze spending by sponsor, project, or award

Monitor grant compliance and award periods

Support reimbursement and billing activities

Review project financial performance

Analyze activity by Principal Investigator (PI)

Identify purchasing encumbrances and pre-encumbrances

Support grant reporting and auditing requirements
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Keep these important dashboard rules in mind:
Cost-Reimbursable Grant Focus

This dashboard is designed specifically for cost-reimbursable grants and focuses on tracking
project costs, billing activity, budget utilization, and sponsor reimbursements.

Award Period Validation

Expenses are linked to award funding periods, helping users evaluate spending activity within
approved grant timelines and funding periods.

Billable vs. Billed Activity
The dashboard distinguishes between:

1 Billable Costs - eligible expenses that have not yet been billed

1 Billed Costs — expenses that have already been invoiced to the sponsor
This helps users monitor reimbursement opportunities and billing progress.
Cross-Module Integration

The dashboard combines information from multiple PeopleSoft modules, including:

1 Grants

1 Contracts

1 Project Costing

1 Accounts Payable
1 Travel & Expense

This provides a consolidated view of grant activity and spending.
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Use the filters at the top of the dashboard to focus on specific grant activity.

Filter Purpose

Business Unit View grant activity for a specific institution or operating entity
Award Title Analyze a specific grant award

Award ID Locate activity associated with a specific award

Sponsor Review activity by funding organization

Principal Investigator Analyze grants managed by a specific PI
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Filter Purpose

Award Department  Review activity for a specific department

CFDA Number Support compliance and federal reporting
Contract Status Filter awards based on contract status
Fiscal Year Review activity for a selected reporting year

Accounting Period Focus on a specific accounting period
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The CTC Grant Cost Reimbursable Award Financials dashboard helps users answer a simple
question:

"How is my grant performing financially, and what can | bill to the sponsor?"

Use this dashboard whenever you need to monitor grant spending, manage budgets, track billable
costs, support sponsor billing, or review the financial health and compliance status of grant-funded
projects. It provides a centralized view of award activity, project costs, reimbursements, and billing
readiness.

Dashboard Details

The CTC Grant Cost Reimbursable Award Financials dashboard can be used to analyze the award
and contract comparisons of cost, budget and billing by award, principal investigator, sponsor,
project, contract type, award period, accounting year, and accounting period.

Filters are defaulted based on the user's project preferences. The Award Pl (example: principal
investigator) defaults to the user logged in and using the dashboard making the assumption that the
user is the Principal Investigator. The Award End Date defaults to the current day plus ten years as a
means of determining the active awards.

This dashboard contains the following visualizations:
c IJ 0 G b@kdidesjinstructional data specific to this dashboard.

Al Y G @ittdrs to refine dashboard data.
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Help Text

How to populate this dashboard with data.

1. Set the time filter.
2. Set the required prompts *Business Unit

Filter Notes

current day plus ten years as a means of determining the active awards.
at the bottom of the selection list.

Dashboard Notes
The grant budget does not typically align with a fiscal year. To view the budget do not use the fiscal year prompt
Amounts shawn are based on the following analysis types from the PROJ_RESOUIRCE table.

+ Budgeted Cost = analysis type BUD

« Expenses = analysis types GLE and ACT

« Billed = analysis type BLD

 Billable = analysis type BIL

+ Purchasing Encumbrance = analysis type COM, analysis type CRV * -1 or CCA * -1
+ Purchasing Pre-Encumbrance = analysis type REQ, analysis type RRV * -1

« Filters are defaulted for Business Unit and Currency Code based on the user's project preferances. The Award PI (example: principal investigator) defaults
to the user logged in and using the dashboard making the assumption that the user is the Principal Investigator. The Award End Date defaults to the

« Ta remave the default filters, click on the "Change all filters” ican in the upper left corner, above the Help Text visualization. Then click on the "Remove all"
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‘Cost anc Biling by Year and Period
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Page.
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Purchasing Dashboards

CTC Purchasing Operations Dashboard

Overview

The CTC Purchasing Operations Dashboard provides a comprehensive view of purchase orders,
receiving activity, supplier performance, and procurement operations. It helps users monitor the
fulfillment lifecycle of purchase orders by tracking what was ordered, received, accepted, rejected,
returned, and still pending delivery.

This dashboard is designed for operational and procurement-management questions, such as:

Which purchase orders are still open?

Which deliveries are past due?

How much has been received versus ordered?

Are vendors meeting delivery expectations?

What items have been rejected or returned?

Which purchase orders have budget or tolerance issues?
Where are procurement bottlenecks occurring?

=A =4 =4 -4 4 -4 -4

Instead of reviewing multiple Purchasing, Receiving, and Procurement Inquiry pages, users can
monitor procurement activity and vendor performance from a single dashboard.
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Use the CTC Purchasing Operations Dashboard when you need to:
Monitor purchase order activity
Track receiving and fulfillment status
Identify past-due deliveries
Review vendor delivery performance
Monitor budget and tolerance exceptions
Analyze receiving activity
Track returned or rejected items
Investigate procurement bottlenecks
Access purchase order and receiving details

Support procurement and operational decision-making

?2¢qcloAa it
Keep these important dashboard rules in mind:

Purchase Order Lifecycle Focus

This dashboard is designed to monitor activity after a purchase order has been created. It focuses
on fulfillment, receiving, vendor performance, and procurement operations.

Receiving Status Tracking
The dashboard tracks the full receiving lifecycle, including:

Ordered
Received
Accepted
Rejected
Returned (RTV)

= =4 =4 4 4

This allows users to quickly determine where orders stand within the procurement process.
Vendor Performance Monitoring

The dashboard evaluates supplier performance by comparing scheduled delivery dates with actual
receiving activity. This helps identify late orincomplete shipments.

Direct System Access

Users can navigate directly to related PeopleSoft pages using dashboard links, including:
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1 Purchase Order Schedule
1 Procurement Document Status Inquiry
1 Receiving Document Status Inquiry

Access to these pages requires the appropriate PeopleSoft security roles.

[ RGaqll t
Use the filters at the top of the dashboard to focus on specific purchasing activity.

Filter Purpose
PO Business Unit View activity for a specific purchasing organization

Receiving Business Unit  Analyze activity for a specific receiving location

Purchase Order ID Locate a specific purchase order
Receiver ID Review activity for a specific receipt
Buyer ID Analyze activity by purchasing agent

Vendor ID / Vendor Name Review activity for a specific supplier

Item Category Analyze purchasing activity by commodity or item category
PO Status View purchase orders by procurement status
Budget Status Review purchase orders by Commitment Control status

f UOOE2GGcl !
The CTC Purchasing Operations Dashboard helps users answer a simple question:

"What is happening with our purchase orders, deliveries, and receiving activity?"

Use this dashboard whenever you need to monitor procurement operations, track order fulfillment,
review vendor performance, investigate receiving issues, or identify procurement bottlenecks. For
monitoring requisition approvals and early-stage purchasing activity, use the CTC Purchasing
Requisitions Dashboard instead.

Dashboard Details

The CTC Purchasing Operations Dashboard can be used to view the purchase order trend based on
criteria such as, status, acknowledgement status, budget status, document tolerance status, and
so on.

This dashboard helps buyers to analyze the current trend of purchase orders. You can apply
different filters to modify data across all visualizations. Hover over different sections in the
visualization to see the detailed statistics.
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This dashboard contains the following visualizations:

¢ 1J 0 G b@Ndvidesjinstructional data specific

to this dashboard. Al Y O @ittdrs to refine dashboard data.

Hedp Text Prompts
“Busin

ress Unit Category Buyer

How to populate this dashboard with data.

2. Set the ed prompts *Business Unit Supptior shpTo om

Dashboard Notes

Budget Status PO Status Past Due, Pending or Fulfilled Status

Azl HE¢t IJO8IT T I t HBhowd®7 2

Azl A6 ¢t IJIO8 1 T 1J1 #SHOWKS!thOA § the number of purchase orders by their budget
number of purchase orders by their statuses. status.

[yrensse Orsers y PO Stais Purchase Orders By Budget Status

\l
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number of purchase orders that are pending or

past their delivery due date. The Pending bar

represents the purchase orders that are open

either partially or fully, but with a due date in

the future. The Past Due bar representsthose Az | H6 ¢t 1IJ108 | T dShdwklke! HOA 1J
schedules that are either not yet received or number of purchase orders created over a time
partially received, and past the due date. period based on the purchase order date.

Pending and PastDue Deliveries Purchase Orders By Period

3 V N
.II|| ||||||II||||I|||||I||.|.l I.I||I|I||II|||||“|. |

Azl HG6 ¢t 1J108 | xDiblay®2 UdtapfpiRdhadse orders and related details. Click the View
PO link of a purchase order to view or modify its details.
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CTC Purchasing Requisitions Dashboard

Overview

The CTC Purchasing Requisitions Dashboard provides a current view of purchasing requests as
they move through the procurement process. It helps users monitor requisition activity, track
approval status, identify budget issues, and evaluate purchasing demand before requisitions
become purchase orders.

This dashboard is designed for operational and procurement-management questions, such as:

Where is my requisition in the approval process?

Which requisitions are awaiting approval?

Which requisitions have budget issues?

Has a requisition been sourced into a purchase order?

Are there approval bottlenecks in the purchasing process?
What departments or users are creating the most requisitions?
Which requisitions require follow-up?

= =4 =4 4 -4 -4 -4

Instead of reviewing multiple eProcurement, workflow, and purchasing inquiry pages, users can
monitor requisition activity and approval progress from a single dashboard.

713t qtodt T O Y I
Use the CTC Purchasing Requisitions Dashboard when you need to:

Monitor requisition approval status

Track purchasing requests through the workflow process
Identify requisitions with budget-check issues

Review requisition activity by requester

Analyze purchasing demand trends
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Locate specific requisitions

Investigate approval bottlenecks

Monitor pre-encumbrance activity

Access requisition details directly from the dashboard

Support procurement and purchasing operations

uld! 0?2 ¢ q¢ oAz 013t
Keep these important dashboard rules in mind:

Requisition Lifecycle Focus

This dashboard focuses on the early stages of the procurement process, from requisition creation
through approval and sourcing.

Itis designed to answer questions about purchasing requests before they become purchase orders.
Budget Monitoring

The dashboard tracks Commitment Control budget-check statuses and can help identify
requisitions that are:

T Valid
T InError
1 Pending budget review

This makes it useful for identifying purchasing requests that may be delayed because of funding
issues.

Workflow Visibility

Requisition status information allows users to monitor where requests are within the approval
process and identify items awaiting action.

Direct System Access

The Requisition Data visualization includes a direct drill-down link to the Requisition Managing
page in PeopleSoft.

Access to the page requires appropriate PeopleSoft security permissions.

[ RGaqll t
Use the filters at the top of the dashboard to focus on specific requisition activity.

Filter Purpose

Business Unit View requisition activity for a specific institution or operating entity
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Filter Purpose

Requisition ID Locate a specific requisition

Requestor Review activity for a specific employee

Requisition Status Monitor requisitions by approval or processing status
Budget Status Review requisitions by Commitment Control status
Fiscal Year Analyze requisition activity by reporting year

Accounting Period Focus on a specific accounting period

f UIOE2 G Gc¢ | !

The CTC Purchasing Requisitions Dashboard helps users answer a simple question:
"Where is my requisition in the purchasing process?"

Use this dashboard whenever you need to monitor requisition approvals, investigate budget issues,
review purchasing demand, or track requests from creation through sourcing. For purchase order
fulfillment, receiving activity, and vendor performance, use the CTC Purchasing Operations
Dashboard instead.

Dashboard Details

The CTC Purchasing Requisitions Dashboard can be used to view the requisition trend based on
criteria such as, requisition status, budget status, PO status, and so on.

This dashboard helps buyers to analyze the current trend of requisitions. You can apply different
filters to modify data across all visualizations. Hover over different sections in the visualization to
see the detailed statistics.

This dashboard contains the following visualizations:

¢ 1J 0 G b@Ndvides)instructional data specific

to this dashboard. Al Y O &itdrs to refine dashboard data.

Help Text

How to populate this dashboard with data.
1. Set the time filter.

Set the required prompts *Business Unit Requisition Status Budget Status. Purchase Number
Dashboard Notes

Requisition Count by Period sh

Aldhe Rt RaRY Ut WaHdwEAelJ WiOE AldJtlue Rt RaqRY Ut HOFSH&Vszhe N 1J
number of requisitions by their statuses. number of requisitions by their budget status.
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Raquisitions by Req Status

Ruquisitions by Budget Status

Allhue Rt R oqp@hlayez? list@fc
requisitions and related details. Click the View
Req link of a requisition to view its details.

Allhue Rt R q MY U0A9KS ¥ dhe
number of requisitions created over a time
period based on the date the requisition was
entered into the system.

Requisition Data

Requisition Count by Period

Purchasing Dashboards Cheat Sheet
Quick Reference Cheat Sheet: CTC Purchasing Dashboards

Our business office utilizes two specialized dashboards for tracking procurement activities, spend
pipelines, and vendor performance. While both tools interact with our supply chain data, they focus
on different stages of the procurement lifecycle and serve distinct operational needs.

Dashboard Comparison: Which One to Use?

Feature / CTC Purchasing Requisitions CTC Purchasing Operations

Focus

Primary Internal Spend Request Pipeline (A External Commitments &

Focus snapshot of initial employee purchase [ Fulfillment (A comprehensive view
requests moving through approvals tracking dispatched POs, warehouse
and budget checks). material receipts, and vendor delivery

timelines).

Document Tracks pre-encumbrances and internal | Tracks dispatched encumbrances,

Stage & Data | workflow authorizations. warehouse receiving lines, and RTV

Driver processing.
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Best Used
For...

Checking if an employee request has
been approved, tracking down a stuck
approval routing, or auditing internal
pre-approval request volumes.

Spotting late vendor shipments,
monitoring outstanding balances,
auditing dock receipt metrics, and
investigating document or price
tolerance blocks.

Unique Fields

Tracks Requisition Name, Request

Tracks Buyer ID, Vendor ID, Vendor

workflow delays.

& Metrics Type, Origin channels, original entries, | Location, Contract ID, Ship-To
modifier/approver User IDs, and location, Iltem Category descriptions,
administrative budget override stamps. | and pending outstanding quantities.

Direct Single-click drilldown link directly Three targeted action links straight

System into the eProcurement Requisition to the master PO Schedule page, the

Action Links Managing Drill page to resolve Receiving Document Status Inquiry, or

the PO Document Status Inquiry.

1 Use CTC Purchasing Requisitions if your questionis: i Ac ¢ t IOY 2 | IOl JG¢ | qaG 3 Uqmt 1O
| Whue Ut qOqVYIOAz ! OUWs ot ¢ AW e RGAG DU qOAIIUKE GGl Y2 13T
YORHRCOHGe !l HEct JOYI T 131 1O Jan A

1 Use CTC Purchasing Operations if your questionis: Al 6 RH & IOY GIJUIOGz2 | HE ¢t 1JKOY |
Hel |l JUqdG! IOGEt qtol 2 JtOn| YOG IOq6 IOt e GGG RIJI e OY | 106 Y 5 1O
G6!t RAEcOGO! Ol DTUHEQUT OCUT O Bagel UT HO¢ qloqé DK0s ¢ 1 16 Y

Shared Dashboard Filters

While each dashboard targets a distinct stage of procurement, they utilize a consistent operational
interface at the top of the page, allowing you to filter data by:

1 Business Unit: Restricts data to authorized operating entities or institutional campuses.

1 Budget Status: Groups transactions by Commitment Control compliance checks.

1 PO Status: Filters transactions by the current state of the connected Purchase Order (such
as Pending, Approved, Dispatched, or Closed).

1 Core ldentifiers: Allows filtering by specific transaction tracking IDs (Requisition ID or PO
ID), item categories, or supplier accounts.

Data Refresh Schedule

The transaction data feeding both dashboards updates every day around 7:00 AM.

1 Incremental Delta Processing: To maximize dashboard speed, the underlying queries use
an optimized timestamp tracker.

Last Updated: 08/10/2026

Page 66 of 74



1 Anyfinancial transactions, budget journals, material receipts, or purchasing updates

processed in PeopleSoft after this morning cutoff will be captured by the delta tracker and
become visible on the dashboards during the next day's early morning refresh.

Common Troubleshooting Tips

1

Missing Brand-New Dispatched Orders or Receipts: Both dashboards run on an overnight
update index. If you approve a requisition, dispatch a PO to a vendor, or process a
warehouse receipt at noon today, it will safely appear on your trend dashboard tomorrow
morning after the 7:00 AM refresh.

Discrepancies in Delivery Status: The "Past Due" flag triggers strictly based on the
promised schedule date on the PO line compared against the current date if no receipt
exists. If avendor verbally extends a delivery date, the PO line schedule must be updated
directly in PeopleSoft to clear the past-due flag on the dashboard.

Blank Description or Profile Fields: If a transaction contains a legacy or unconfigured ID
that lacks an active, effective-dated master record, the dashboard will still safely report the
dollar values but leave descriptive text fields blank.

In Short: What These Dashboards Do For You

Instead of tracking down individual buying agents, running fragmented system queries, or pulling
isolated warehouse spreadsheets, you can use these screens to:

1.

Monitor Procurement Health: Evaluate entire buying pipelines simultaneously, tracking a
request from the initial employee checkout basket down to the final warehouse quality
check.

Expose Processing Bottlenecks: Instantly isolate purchase lines that are past due from
suppliers, stuck in active workflow approval loops, or blocked by budget errors and holds.

Audit Operational Spend & Delivery: Track exactly how much capital is being committed
across specific item Categories, unique Buyers, or targeted Suppliers, while reviewing
complete quantity metrics (Received, Accepted, Rejected, and Returned) on a single
line.
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Dashboard Tips

Time Filter

The time filter displays data within a specified time range. The most common time range will start
with the current date and then go back in time for the specified range. The time filter will bring in all
data for the specified time range. For example, if the time filter is set to Last 3 years this means
that the data displayed on the dashboard is from 3 years ago up to the current date.

v Last 3 years Show dates

w ~ 3 years ago - now

Some dashboards will include additional time related filters in the dashboard filter section. These
time related filters, such as fiscal year and accounting periods, can be used to further refine the
data to specific time periods.

Set the Time Filter

To populate the dashboard with data you must first update the time filter which is found at the top
right side of the dashboard. The time filter defaults to Last 15 minutes each time the dashboard is
opened.

N QA @

~  Last 15 minutes Show dates C Refresh

Click on the calendaricon “lto open the Quick select pop-up (shown below). Hover to the

right of number 15 toward the word minutes until you get the double arrow icon. Change the 15 to
2. Click on the drop-down to the right of minutes. Select years. Click the Apply button. You have
now set the time filter to 2 years.
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Quick select 4 >
Last ~ 3 years ~ Apply

Commonly used

Today Last 24 hours
This week Last 7 days
Last 15 minutes Last 30 days
Last 30 minutes Last 90 days
Last 1 hour Last 1 year

Time Filter and Fiscal Year

As indicated above, the time filter is based on a calendar year starting with the current date and
going back from that point. When a dashboard filter section includes a fiscal year filter, it will be
important to set the time filter to bring in all the data for the fiscal year.

Asset Filters (1)

Business Unit * Fiscal Year *

For example, you want to see all the data for fiscal year 2024 but we are in the 2" accounting period
of fiscal year 2025. You should set the time filter for 2 years of data and then select 2024 from the
fiscal year filter.

Flscal Veas * Fiscal Year Time Filter
iscal Year
2025 1year
pelect... > 2024 2 years
2023 2023 3years
2024 2022 4 years
2025 2021 Syears
2020 6 years

A good rule of thumb is to add one year to the time filter for each prior fiscal year you want to review.
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Other ways to Apply Filters

There are several ways to apply filters; the easiest is to select what you are interested in. In some
cases, what you have selected represents more than one filter; and in this case you can select/
unselect from a list before applying the filter(s).

Voucher Source across Month/Year Entered sas

500 ® Cnline

@ Payroll/Student Ad...
@ Procurement Cards

@ XML Invoices

@ Excel Upload (Paya...

400

300

#Vouchers

200

100

B

202310001 2023-11-01 2023-12-01 2024-01-01 2024-02-01 2024-04-01 2024-06-01 2024-08-01
Date/Time Entered

When the green section of the bar above is selected it represents two filters, entered date/time and
voucher source.

The list of the 2 filters is presented as selected:

Select filters to apply

u Entered Datetime: Jun 1, 2024 @ 00:00:00.000 to Jul
1, 2024 @ 00:00:00.000

Cancel App-hfy

Select Apply to add both filters — a filter on entered date/time and a filter on voucher source; or
unselect for just one filter.

u YWoucher source: Online

To reset the dashboard to the previous settings, reset the time filter and the dashboard filters.

Inspect — Visualization Drill Down

Each visualization can be viewed separately on a full screen. You can also drill down for more
information using the Inspect option. That data can be downloaded as a comma separated value
(CSV)file.
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Hover your cursor over the right hand upper corner of the visualization. Click onthe ®°° image.
You will see the following pop-up. Click on Inspect drill down for more information. Click on
Maximize panel to view the visualization as a full screen.

OPTIONS

& Inspect

' Maximize panel

Potential Issues

Gray Bar - Partial Data Indictor

If a bar chart includes a gray bar, this indicates that only | veuenersource across Month/Year Entered
a portion of the data for that time-period has been
included. S0

When you hover over the gray bar, the following
message will appear, “This area may contain partial
data. The selected time range does not fully cover it.”

Adjust the time filter at the top of the dashboard to . l l . I
include more data. , = 7

Data Table Error — No Results Found

This error will occur when there is too much data for the data table to display. Adjust the time filter
to bring in less data into the dashboard. The best option is to set the time filter to 1 year unless
working with a multiple year dashboard such as Year-Over-Year or Trend Analysis.

# Vouch
y
3
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s
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~

________________
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Dashboard is Gray and Freezes

The dashboard freezes and charts only display gray color. Filter will show a “disabled” message
when the mouse is hovered over the filter.

Asset Fiters.

Fiscal Yoar * AccountingPeriod®  Captalizaton  AssetTy pe Asset Subtype

Profie

2 s

Try the following steps to reactivate the dashboard. Be sure to load only 1 years’ worth of data to
the time filter.

Step 1 - Reload the webpage by clicking on the “Reload this page”
< > C ==l | indicator.

B 5 WGV IZWE | If that doesn’t work ...

_ Step 2 — Return to your homepage, wait for the dashboard tile
< Insights reload then click on the tile to go back to the dashboard.
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Prompt Fields Show Wrong Values

The Business Unit prompt dropdown shows the wrong business unit.

Prompts
Business Unit Operating Unit Supervisor
Select... ~
Employee Expense Type Project

This can be caused when the cache has not cleared correctly.

Click in the circling arrow in the upper left corner of the browser. This will refresh the page.

[ SBCTC [3 Re

This will reload the data being used by the page which should refresh the prompt values.
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