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Oracle General Ledger Reporting — Help Guide

Introduction

This guide will give an overview of how to run an Overall Budget Report in Oracle. This will
be the new way to access the information previously found on the Cost Centre Statement,
Cost Centre Budget and Overall Budget Reports in SEEMIS — these reports will no longer be
available once the Finance & Budgeting Module retires in July 2021. To run these reports
you will first need to connect to an RDP Server and then log in to Oracle.

If you have any questions please contact your School Support Co-ordinator / Manager in the
first instance. For SSC/SSM queries, please contact Finance.

How to request access to Oracle

If you do not have access to Oracle, this can be requested via a form you can access from
the EDC Hub.

e Goto The Hub
e From the Business tab, select Finance
¢ On the Finance page, select Oracle FMS
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The Hub » COUNCIL BUSINESS SOCIAL
[ ] @
e, 0
Coronavirus (COVID-19)

Coronavirus (COVID-19) - Frequently Asked Questions

Communities

ORACLE FMS

Finance

Forms and Requests

e From the options on the Oracle FMS page, select Oracle FMS — System Access

On this page you will see the User Access Request Form attached at the side. Click this
and open the document once it downloads and fill in the following sections electronically:

e User Details: Details about yourself including your job title and what service area you
work under

e Type of Access Request: Select the New User box

e Responsibility/Action/Effective Date: In the Responsibility column, select EDC
General Ledger Enquiry from drop-down list. In the Action column select Enable, and
in Effective Date select the date you need access to start.

Once you have filled in these three sections, please Save As the document and name it
‘Oracle Access Request — Your Name’.
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Forms requesting access should be sent to your School Support Manager/Co-ordinator, so
once you have saved your form please e-mail it to them. Any new SSM'’s and SSC'’s
requesting access should send forms to the Education Accountant to authorise.

How to access RDP Server

To run the Overall Budget Report In Oracle, you will need to connect to an RDP Server.
This requires you to log in to an application on your computer before logging in to Oracle. IT
will have set this up for you and created a shortcut on your desktop in which to access the
server.

Click on the shortcut EDU-FMS-RDS g

EDU-FMS-RD
S

On the log in screen that appears enter your user name and password. The password
should be the same one you use to log in to your computer, and so should your username
except with the characters sch\ before it, demonstrated in the picture below.

Windows Security >

Enter your credentials

These credentials will be used to connect to 10.200.10.192.

sch\025ebell

|:| Remember me

More choices

oK Cancel

To log in to a different account, select More Choices > Use a different account.

Once you are logged in to the RDP Server, click on the shortcut to that
IT will have set up for you to FMS

This will take you to the log in page for Oracle where you can log on as normal.

How to run an Overall Budget Report in Oracle
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Once you have access to Oracle via the RDP server and are logged in, you will be able to
run an Overall Budget Report. This should be done after each period has closed, however
this can also be done on an ad hoc basis when required.

Log in to Oracle and select EDC General Ledger Journal Admin.

ORACLE" E-Business Suite

B Favorites ¥

nterprise Search IAII I IEI Search Results Display Preference ISlandard v

Oracle Applications Home Page

Main Menu Worklist
Personalize
3 Enc General Ledger Journal Admin From Type Subject Sent Due
There are no nofifications in this view.
3 Enc iprocurement: Education ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Spedify which users can view and act upon your

3 Epc Payables Inqui notifications.

¢ From the Functions tab, select Reports > Requests > Standard > Open

¢ You can add this report to your ‘Top Ten List’ to make it quick and easy to access by
clicking the right facing arrow circled in the diagram below where it will show as
‘Requests: Submit’.

A Navigator - General Ledger Super User

epors Request Standard
Run standard reports

+ Joumnals Top Ten List
+ Budgets 1. Account Inguiry
+ Inquiry Requesls: Submit
+ Cumency un Financial Reports
an=olidation Open and Close Penods

- Reports Import Joumnals

- Request " | |E. Post Joumnals

Financial 7. GL Accounts

8. Define Financial Report
9. Key Flexfield Values
{0. Joumnal Entry Inguiry

e Single request should ticked, if it is select Ok
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¢ Click on the box with 3 dots to the right of the entry box for Name
Select Program — Publish FSG Report
e Most of the fields on the Parameters box should already be filled in, the only ones
you will need to select are:
- Report: For this select School BC Rep 2122 with your cost centre at the end
- Period: Will automatically default to the current period
e The Parameters box should look like the picture below. Once it does click Ok >
Submit (A pop-up will ask if you want to submit another request, you can select No)

Ametican English

EDC-GL

Educ School Summ Test
Perd20.21
GBP

N Calculate Then Round

Educ Content Set Summ Test All Education parents
ACCOUNT NAMES

BEVN 27 /12/2020

e To view your report, select View > Request. On the pop-up that appears, select
Find Requests, and you should see the page below

e The latest request will be highlighted and at the top of the list. If you would like to
view a previous report you can select it from the list

e You can export your request to Excel by clicking View Output, and on the pop box
that appears select Open

Refresh Data Find Requests Submit @ New Request... Internet Explorer *

What do you want to do with
9923125 |Program - Publish FSG Re Completed  |Narmal 1000, 101, FSG-ADHOC-, C, ([~ Program___Publish_FSG_Report_030621.xls?
5923116 |Program - Publish FSG Re Completed | Normal 1000, 101, FEG-ADHOC-, C,
5023115 ||Program - Publish FSG Re Complated | Normal 1000, 101, FEG-ADHOC-, C, ?m Z:N" KB 7t Exeel 2003
5023112 ||Program - Publish FSG Re Complated | Normal 1000, 101, FEG-ADHOC-, C, ype: MIcrosort txce

From: fms.eastdunbarton.gov.uk
9923110 |Program - Publish FSG Re Completed | Normal 1000, 101, FSG-ADHOC-, G,
9923102 |AutoCopy Completed | Normal COLUMNSET, 43317, Educ G
9923096 Pragram - Publish FSG Re Completed Normal 1000, 101, FSG-ADHOC-, C, — Open
0923093 |Program - Publish FSG Re Completed |Normal 1000, 101, FSG-ADHOC-, C, The file won't be saved automatically.
5923092 |Compile Definition Access Completed | Normal DEF,
9903087 |AutoCopy Completed | Normal CONTENTSET, 23961, Educ | —> Save

Hold Request Viigw Details. View Output >
—» Save as
Carcel Request Diagnostics View Log
Cancel
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An excel document will open that will look blank at first; this is because the document opens

at the end of the sheet. To view the report you will need to move the sheet back to Column
A at the beginning of the sheet. You will then be able to see the output from the report. Save
the report once you have finished viewing it.

*Please Note* When you are saving the reports, as you are connected to a remote server
you will not be able to save your reports to your usual folders while connected to the server.
Please instead:

e Save your reports in your own personal drive
e Once you have disconnected from the server, move your reports over to the usual
place you would save them

Please run and save all your reports from Oracle first before disconnecting from the server
before trying to move the saved copies from your personal drive over to where you usually
save them.



