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• Basic Navigation
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• Advantage Financial
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Basic Navigation

The Home Group
The Home Group section tiles are:  Folders, Categories, Documents, BI Inbox, Instances and Recycle Bin.  The Home Group section is 
one of the sections where users may navigate throughout Business Intelligence application.  



Basic Navigation
Folders Tile:
The Folders tile contains the reports users have access too such as Advantage Budgeting, Advantage Financial, Advantage HRM etc...



Basic Navigation

2nd line of report title will indicate the data source of the report:
Data Warehouse data is delayed one day
Operational is real time data



Basic Navigation Prompt Box



Basic Navigation Prompt Box

Shows 3 funds are 
selected as prompts

Reset Prompt values 
with the default value



Basic Navigation

Mandatory Prompts

Optional Prompts



Basic Navigation
Advanced Settings for prompt 
searching



Basic Navigation Input Controls

1. Make sure you are in Design mode
2. Click on the Analyze/Show Filter Bar
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Basic Navigation Input Controls

3.  Click down arrow on Manage Filters
4.  Click “+ New Input Control”
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Basic Navigation Input Controls
5.  Select Object you want to filter (usually it’s a column)
6. Enter value to filter 
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Basic Business Intelligence
Complete listing and description of the available financial reports located at bottom of 
Advantage Financial folder



Basic Business Intelligence
Complete listing and description of the available financial reports located at bottom of 
Advantage Financial folder



Basic Business Intelligence
Complete listing and description of the available financial reports located at bottom of 
Advantage HRM folder



Basic Business Intelligence
Complete listing and description of the available HR reports located at bottom of 
Advantage HRM folder



Business Intelligence

Did you know?
• Reports can be scheduled to your Inbox

– Email helpdesk or reports@wvoasis.gov

• Can place reports in “My Favorites” folder

• A cover page on all reports showing prompts used

• Reports can be modified/filtered in BI without 
downloading to excel through Input Controls

• Pivot table greatly assist in displaying large amounts 
of data



Business Intelligence Inbox



Business Intelligence Cover Page

Every report has 
Cover Page

Shows date/time

Shows prompts 
used in report

Shows Report 
Description



Advantage Budgeting

• WV-AB-ES-011 Expenditure Schedule by Dept.

• WV-AB-ES-004 Enrolled Budget Reconciliation

• WV-AB-AR-016 Appropriation Request Detail

• WV-AB-AR-017 Appropriation Request by Dept.

• WV-AB-AR-014 Dues and Membership

– Save 014 excel file for modifications



Financial/Accounts Payable

• WV-FIN-AP-054 Accrued Expense Aging report

• WV-FIN-AP-001 Future Schedule Payment 

• WV-FIN-AP-026 Comprehensive Payment Details 
by Vendor



Financial/Accounts Receivable

• WV-FIN-RE-010 Outstanding Receivables As of 
Date Ran

• WV-FIN-AR-019 Outstanding Invoices



Financial/Budgetary Control

• WV-FIN-BC-028 BQ92LV1 Budget vs Actual

• WV-FIN-BC-033 BQ92LV1 Allotments

(includes pending transactions)

• WV-FIN-BC-046 Month Exp by Object BQ92LV2

• WV-FIN-BC-052 BQ93LV1 Revenue Budget 
Structure (good to run when doing AR12 form in 
budget development)



Budget Reports BC-028

Shows Allotments, Budget and Actual amounts for 
the Central Budget Structure 92 Level 1.  The 
information in this report can be located on the 
budget inquiry page BQ92LV1 (State Appropriation 
and Allotments). 

State Appr. ITD tab mimics BQ92LV1

ITD EXCEL tab mimics BQ92LV1 allotment screens



Budget Reports BC-028B

Shows Allotments, Budget and Actual amounts 
for the Central Budget Structure 92 Level 2, 
object code.  The information in this report can 
be located on the budget inquiry page BQ92LV2

EXCEL tab mimics BQ92LV2



Financial/Cash Balance Analysis

• WV-FIN-FUND-CASH-BAL-001

– mimics CBALSQ page in application but with a 
date prompt



Fund Cash Balance Analysis
WV-FIN-Fund-Bal-001
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Fund Cash Balance Analysis

Summarizes non cash documents that will eventually be referenced by other documents 
that will post to cash such as GAX, PRC, PRM etc.  It mimics the CBALSQ page but with a 
scheduled payment date filter.



Fund Cash Balance Analysis
WV-FIN-Fund-Bal-001
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Financial/COA Elements

• WV-FIN-COA-002 Unit Listing

• WV-FIN-COA-004 Object Listing

• WV-FIN-COA-005 Revenue Listing

• WV-FIN-COA-016 Accounting Templates

• WV-FIN-COA-017 Major Program, Program & PPC

• WV-FIN-COA-020 Commodity Code Listing



Financial/Document Control

• WV-OFIN-DCTRL-005 FINAL Documents

• WV-FIN-DCTRL-004 Financial Document 
Exception Report with COA

– Useful to run after encumbrance roll activity on 
6/30 and 7/31



Financial/Document Control

WV-OFIN-DCTRL-005 FINAL Documents



Financial/Document Control

WV-FIN-DCTRL-004 Financial Documents (prompts)

• Error Severity Code: 2

• Document Code: APO, CPO, ACT, CCT, ADO, CDO, ARQS, 
CRQS, GAP, GAE, GRTAWD

• Document Creation Date: 7/31/2023

• Document Creation User: batch



Financial/Fixed Assets
• WV-FIN-AM-017 Assets by Department

– Complete listing of assets for a department

• WV-FIN-AM-017V Vehicles by Department
– Listing of vehicles and other equip. for compliance 

with §5A-12-12 State vehicle fleet annual report.

• WV-FIN-AM-043 Fixed Asset Documents

• WV-FIN-AM-044 Real Estate
– Listing of buildings, land, waterways, leased buildings, 

and leased land for compliance with §5A-10-9 Real 
property accounting and records.



Financial/General Accounting

• WV-FIN-GL-004 Monthly Line Item
– Current month & YTD revenues and expenditures

• WV-FIN-GL-060 Documents Not Final
– Any document not FINAL (other than budget documents)

• WV-FIN-GL-146 Documents Listing
– “kitchen sink” report this has tons of information

• WV-FIN-TRLBAL-001 Trial Balance Summary
– Gives balances for Fund/BSA

• WV-FIN-TRLDTL-001 Trial Balance Detail
– Gives balances for Fund/Sub Fund/BSA/Sub BSA and UNIT



Financial/Closing Classification

What is Closing Classification?
Similar to other rollups such as 
Bureau, District, etc…but for posting 
codes on the Posting section of 
documents.  

What are they used for?  For 
reporting purposes and annual close 
process determines what to do with 
journal records

JUMP TO: PSCDCL

Lists all Closing Classification Codes



Financial/Closing Classification



Financial/Closing Classification

Jump To: PSCD

Search for 
Posting Code 
P005



Financial/Closing Classification

Common Closing Classification Codes

10-Cash Expenses – all postings that post to both expense and cash BSA 1020.  This is 
equivalent to the Cash Expense budget bucket on BQ pages

14-Collected Earned Revenue – all postings that post to both revenue and cash BSA 
1020 (exceptions of GAXR’s).  This is the equivalent to Collected Earned Revenue 
budget bucket on BQ pages.

5-Cash Roll Forward-all postings that post to Balance Sheet Account BSA 1020.  This is 
the balance sheet that shows balances on CBALSQ and CBALDQ pages.

You can run GL-146 for Closing Classifications 10, 14, 5 for a specific fiscal year and 
period and generate a cash flow report that shows all revenues, expenses and cash 
transactions.



Financial/TRLBAL-001

• Gives beginning/ending balances and net activity

• Does not give transactions (GL-146 or GL-060)

• Accounting Period left blank get balances for all 
periods in the FY

• Can also filter on Closing Classifications

• Common Balance Sheet Accounts BSA used
– 1020 Cash

– 1040 Board of Treasury Investments BTI

– 1044 Investment Management Board IMB



Financial/TRLBAL-001



Financial/Grants Management

• WV-FIN-GRNT-026 Grant Drawdown Budget 
Structure 38 (no unit)

• WV-FIN-GRNT-029 Grant Drawdown Budget 
Structure 95 (includes unit codes)

• WV-FIN-GRNT-024 Grant Award Summary

• WV-FIN-GRNT-025 Grant Award Accounting Detail



Financial/Payroll



Financial/Payroll



Financial/Procurement
• WV-FIN-PROC-028 Proc. Award Accounting Detail

– Used to help clean up unwanted open amounts 

• WV-FIN-PROC-032 Award Document Chain Report

• WV-FIN-PROC-033 Non Accounting Enc. Listing

• WV-FIN-PROC-034 Non-Commodity Pre-Enc.

• WV-FIN-PROC-035 Commodity Pre-Encumbrance



Financial/Procurement
Determine what/if any documents that are encumbered but need liquidated



Financial/Procurement

Scroll to the very last column to 
the right

Right mouse click in the column 
“Actg Open”

Click Add Filter

Add 0



Financial/Procurement

Now column Actg 
Open only has 
amounts where 
value is Greater 
than 0



Financial/Procurement

Notice documents with Doc Desc with old Roll Documents that still have open 
amounts.  More than likely these documents need to be de obligated or lapsed.

Refer to Myapps Training on how to reduce these amounts



Financial/Procurement/PCard

• WV-FIN-PCARD-002 Procurement Card Activity

• WV-FIN-PCARD-001 Pcard Demographics

• WV-FIN-PCARD-009 Agency Spending Report

• WV-FIN-PCARD-040 Pcard Transactions Missing 
Attachments



HRM Reports
• WV-HRP-DCTRL-001 HR Document Workflow

– Covers doc. In current workflow and shows where in workflow and 
historical final docs (date range); good for lager depts.

• WV-HRM-EMP-001- Employee Information 
– everything about an employee and can be done department wide 

instead of going online to look

• WV-HRP-PYRL-109 Preliminary Payroll Register Detail
– For prelim and covers everything ex. deductions, pay, fringe, 

etc…comes in both pdf and excel.  Similar to GL-146

• WV-HRP-PYRL-36 Salary Greater than User Entered Amount
– Prevent large errors shows all $100k; not exactly salary good for a 

annual payout when employee leaves

• WV-HRP-PYRL-193-APPE Payroll Zero Dollar Check Register 
Report 
– Any employees not getting paid for a payroll; most of time it’s temps 

but would prevent errors of employees not getting paid



HRM Reports
New Payroll Week Schedule:

• The only preliminary payroll run will occur on Wednesday with reports available in Business 
Intelligence on Thursday morning. 

• Note: HRM Payroll will provide schedules changes for production payroll weeks with less than 5 
working days. 

• Department HR/Payroll best practice is to have all updates completed by Wednesday 4:00pm 
to see changes on Thursday morning preliminary reports. 

Monday: Prelim Application 2 runs at 8am and 2pm

Tuesday: Prelim Application 2 runs at 8am and 2pm

 Cutoff: UKG Signoff 4:00pm

Wednesday: Prelim Application 2 runs at 8am and 2pm, TADJs will be submitted to final. Preliminary 
payroll run #1 Wednesday evening. 

 Cutoff: Online check request 10:00am

 Cutoff: TRSN ESMT deadline 3:00pm. 

 Cutoff: TAX document deadline 3:00pm. 

Thursday: BI preliminary reports are available for Prelim 1, Prelim Application 2 runs at 8am and 
2pm

Friday: Prelim Application 1 run at 8am only

 Cutoff: Online check request 10:00am

 Cutoff: Payroll processing 11:00am



HRM Reports/Prelim Replacement



HRM Reports/Prelim Replacement
1. Enter your department
2. Click button GET REPORTS
3. Click + button to expand the publication list
4. Click download button



WV-FIN-GL-060 Documents not Final

Run GL-060 Documents Not Final report for year end purposes:

Discard any draft documents that haven’t been submitted throughout the FY

See where documents are located within the workflow process and who is 
assigned to the document

Verify payment requests Doc_Phase_CD status prior to 6/30 to make sure 
payments hit correct budget year

To avoid creating Conflict Draft documents, for encumbrances only, (when a 
document is in Pending the roll process will create a Conflict Draft document)
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WV-FIN-GL-060 Documents not Final
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WV-FIN-GL-060 Documents not Final
This report will list ALL Documents where the Doc Phase Code is NOT FINAL.  This report 
includes the Doc Code, Approval Level, Assignee Date which will help in determining where 
the document is in the workflow process.  To select documents at the State Auditor’s Office 
pending approval use the assignee prompt and the ‘%’ as a wildcard (i.e. %SAO% will return 
documents at the SAO pending approval).  The prompts for the Doc Phase and Doc Status 
Code below are charts showing the Doc Phase Code and Doc Status Code along with the label 
name.  The Doc Phase Code prompt does default to 1 and 2 (Draft & Pending).  If you want to 
see just Draft documents then enter 1.  If you would like to see pending documents only then 
enter 2.  
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WV-FIN-GL-060 Documents not Final

Prompts:  

Fiscal Year-2024

Dept. Code-your department

Budget Fiscal year-2024

Appropriation Type Code- 05

Doc Phase Code-1 Draft OR 
2 Pending (leave blank to get 
both)
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Contact Us

• Need changes to your BI access? Email 
security@wvoasis.gov and 
Reports@wvoasis.gov

Emails

• Security@wvoasis.gov

• Reports@wvoasis.gov

• FinanceTeam@wvoasis.gov

• HRMPayroll@wvsao.gov

mailto:security@wvoasis.gov
mailto:Reports@wvoasis.gov
mailto:Security@wvoasis.gov
mailto:Reports@wvoasis.gov
mailto:FinanceTeam@wvoasis.gov
mailto:HRMPayroll@wvsao.gov


Questions


