Discoverer Viewer/Plus for Budget Users
Accessing Discoverer Budget Reports via MyWellesley:

Before logging into Discoverer, you must authenticate to the Administrative Firewall.  
If you do not see the icon  
[image: image1.wmf]Admin Firewall.lnk

 on your desktop, you can find it in the Start -> All Programs -> Cisco Systems VPN Client -> VPN Client
1. Login to MyWellesley (https://my.wellesley.edu) with your Domain Username and Password (NOT your Banner ID and PIN). 
2. Select the [image: image2.png]' Budget Services |




 tab at the top of your screen.
3. Locate the Budget Reporting Channel and click on the Discoverer Viewer or Discoverer Plus button to launch the application.
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4. The portal will bring you directly into the Finance Database and display the budget reports you have access to.   
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Running Discoverer Reports

1. From the Worksheet List, locate the name of the Workbook you want to run (A list of Budget Reports and descriptions are can be found online to help you run the appropriate report for your needs).
2. To view the workbook report options click on the triangle [image: image5.png]


 and select either "Expense Only" or "With Revenue" to run the report.
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3. You will then be prompted to enter report Parameters. After you have populated the required fields, click on the Go button to run and view the report.
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4. If you selected "Expense Only" and would like to re-run the report to include Revenue (or vice-versa), you can select "With Revenue" on the Worksheets menu located in the upper left-hand side of the screen.
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5. You can view the report online or print or save a copy of the report.  To print the report, click on the Printable Page link in the Actions menu on the left-hand side of the screen.  [If you need to download it as an Excel file, see step 11 below.]
6. The Printable Page option will create a PDF file that can be printed or saved.  The Printable Page options will appear.  Do not change the options or the report may not appear readable.  Click on the Printable PDF button on the upper right side of the screen to create the PDF file.
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7. When the document is ready, you will see this screen.  Click on the link to view and print or save the report.
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8. The document will open another browser window where you will be able to print the report.
9. If you need to print or save the file as an Excel worksheet, return to the page that displays the generated report and click on the “Export” link under the Actions box on the left-hand menu.
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10. Choose Microsoft Excel Workbook (*.xls) from the drop down list.  Then press the Export button on the right.  
11. When the report is ready, select the “Click to View or Save” button.  A new browser window will open with the Excel file.  Select Open or Save when prompted, and “Enable Macros” when the Security Warning window comes up.  
12.  Please refer to the FAQ’s on the budget office website for further information.
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