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Request Access to the WRL 
 
Before you can begin using the WRL, you need to request access to it.  
 
Mac Users:   The software used to process the access request form (OnBase) only functions properly 
when you use Firefox.  InfoView, the program that runs the Web Report Library, can be used with any 
browser on the Mac.  
 
PC Users:   The software used to process the access request form (OnBase) only functions properly when 
you use Internet Explorer.  InfoView, the program that runs the Web Report Library, can be used with 
any browser. 
 

1. Login to MyBGSU and click on the Employees link in the top menu. For security purposes, you 
are only able to submit the request form on your own behalf. 
 

 
 

2. In the bottom right hand corner, click on the FMS Web Report Library Access Form link. 
 

 
 

3. Complete the access form and click Submit.  
 

4. Your request will be reviewed by the associated Data Custodians and you will receive an email 
once the form has been processed. This process typically takes a day or two to complete. 

 
5. If necessary, you will be asked to provide an email approval from your supervisor to the Data 

Custodian before final access can be granted. You will receive a notification if this is required. 
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Login to the WRL 

 
1. After you have been granted access, login to InfoView at the following address: 

https://ods.bgsu.edu/   
2. Use your BGNet user name and password. 
3. Select LDAP as the Authentication 
4. Click Log On 

 

 
 

https://ods.bgsu.edu/
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Find Your Reports 
 

1. Expand Public Folders 
 

2. Expand the Finance 9.1 folder 

 

 
 

3. Select the Financial Reports folder to view the reports in that folder. 
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4. Hold your mouse over the title or the description in order to read the complete text. 
 

5. Double click on the desired report to open it. 
 

NOTE: Don’t forget to check the navigation at the top right corner of the window to see if there are 
additional pages of reports available. 
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EXAMPLE 1: EXPORT A REPORT AS A PDF 
 
Navigate to the Income Statement by Fund and Account report within the Finance 9.1/Financial Reports 
folder. Double click to open the report. 

 

 
 

Notice that the report opened in a new tab at the top. You can switch between tabs and open several 
reports at once. Click on the Documents tab to return to the full list of reports. 
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Another option offered with the tab is the ability to “pin” a tab. When a tab is pinned, that report 
will be available on the menu bar whenever the user logs in to BI Launch Pad. 

 

 
 
 
Enter the following parameters: 
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These next selections are known as dynamic parameters. Each selection that you make will populate the 
available selections in the following boxes. Make the first selection, wait for the next box to populate, 
and then make your next selection. For this type of parameter, you can select more than one value. 
Select the value on the left and then use the > or >> in the middle to move the value to the right. 
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In this example, the report offers two different methods of display:  
 

 
 
The Report Format display is the formal presentation version. Most often used when exporting the 
report as a PDF, this version is useful when you need a “pretty” view of the report. We will select Report 
Format for this example. The next example will explain the purpose of the Data Extract version. 
 
Once you’ve filled in the parameters, click OK and the report will run. 
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To export the report, click the “Export this report” button in the upper left corner of the screen: 
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Because we selected the Report Format display option we’re going to export the report as a PDF. 
 

 
 
NOTE: If you try to export the file in the Crystal Reports (RPT) format you will receive an error.  
 
Upon opening the report in Acrobat, note that you can use the bookmarks in the left menu to quickly 
navigate to any area in the report. 
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Example 2: Export a Report to Excel 
 
Sometimes, you may want to be able to sort and manipulate the raw data. Most reports can 
accommodate this need. 
 
Navigate to the Transaction Detail Overview by Period report within the Finance 9.1/Financial Reports 
folder. Double click to open the report. 
 

 
 
 
Enter the following parameters: 
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In order to export the data in a format that works well in Excel, we’ll select the Data Extract display 
option.  
 

 
 
This will strip out all of the “pretty” features of the report and just provide the raw data and simple 
column headings. The report is meant to be viewed from Excel. 
 

 
 
 
To export the report, click the “Export this report” button in the upper left corner of the screen: 
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Because we selected the Data Extract display option we’re going to export the report using the Data-
Only version of Microsoft Excel. 
 

 
 
You’ll be asked whether you’d like to save or open the spreadsheet. Please note that this information 
may appear at the top or the bottom of your screen depending on what browser you are using. Select 
open. 
 
You’ll see that the spreadsheet has no formatting except for the column titles. From here, the report can 
be expanded and sorted as desired. 
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Example 3: Report Navigation and Searching 
 
Navigate to the Budget Status report within the Finance 9.1/Financial Reports folder. Double click to 
open the report. 
 

 
 
Enter the following parameters: 
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Search 
 
 
To search for a specific word or phrase within a report, use the search box on the left side of the screen. 
Click the binoculars icon to open the search window. For this example, we’ll search for the word 
“supplies.” 
 

 
 
After typing the word or phrase into the search box, click the small binocular icon to the right of the 
phrase or press Enter.  
 
Next, either select the top result in the list of results found to review the results individually or review 
the list of results for the specific result that you need. 
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The system will highlight each instance of the word or phrase in question.  
 
Report Navigation 
 
To move from page to page within a report, use the page navigation.  
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The arrows on the left will move you to the previous page and the arrows on the right move you to the 
next page. You can also type the number of a specific page into the box to move directly to that page. 
Or, you can use the drop down menu to select the first or last page. 

 
Using the Group Tree 
 
The Group Tree provides a hierarchical view of the main sections of the report. 
 

 
 
 
 
By highlighting any of the available categories, you can move directly to that section.  
 

 
 



 

Updated On: 3/19/2015 7:55:00 AM  23 

Web Report Library User Guide 
 

Changing Parameters 
 
Sometimes, you’ll need to change your selected parameters while viewing a report. The Web Report 
Library allows you to change parameters on the fly – without having to re-enter the entire report. Select 
the Parameters tab. 

 

 
 
In this example, change the report to look at the prior month instead of the current month. Select the 
down arrow at the right side of the Parameters pane to access the drop down menu. You can change as 
many parameters as you wish. Click the green check marked Apply button to re-submit the report. 
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Drill Down to Detail 
Some reports provide the opportunity to drill down to a finer detail. In this example, we’re going to click 
on the Operating Fund Code 53000 - Supplies to view the sub-activity report. Click on the blue text next 
to the title “Supplies Budgetary Only” to open the sub-report. 
 

 
 
The sub report displays its own Group Tree that is specific to the drill down level. Clicking on a category 
in the Group Tree moves you directly to that category within the report. 
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Example 4 
 
Navigate to the Department Payroll Expense report within the Finance 9.1/Budget Administrators folder. 
Double click to open the report. 

 

 
 

 



 

Updated On: 3/19/2015 7:55:00 AM  26 

Web Report Library User Guide 
 

 
 

 
 



 

Updated On: 3/19/2015 7:55:00 AM  27 

Web Report Library User Guide 
 

WRL Advanced Training Class Contents 
 

1. Introduction 
 
2. Advanced Searching  

 
3. Scheduling reports to run automatically 
 
4. My Favorites 

 
5. My Preferences  
 
6. My Inbox  
 
7. How to get answers to your questions 

 
 
 
 

Find lots of helpful information here:  
 
FMS 9.1 Reports – Web Report Library web page 
http://www.bgsu.edu/content/bgsu/en/its/services/peoplesoft/fms/wrl.html 
 
 
If you are encountering additional issues or your questions are not directly addressed in this material 
please contact the TSC either by email TSC@bgsu.edu or phone 2‐0999. 
 
 
 
 

http://www.bgsu.edu/content/bgsu/en/its/services/peoplesoft/fms/wrl.html
http://www.bgsu.edu/content/bgsu/en/its/services/peoplesoft/fms/wrl.html
http://www.bgsu.edu/content/bgsu/en/its/services/peoplesoft/fms/wrl.html
mailto:tsc@bgsu.edu?subject=Web%20Report%20Library

