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WHAT IS TABLEAU? 

• A reporting and data visualization tool that will be replacing Discoverer as Rutgers’ primary reporting front-end for the Financial data warehouse. 

Tableau provides: 

• The ability to create reports and visualizations using data from the various systems in use at Rutgers 

• An intuitive drag-and-drop interface 

• The ability to create advanced analytics that go beyond column-row reports 

LOGGING IN 

Use your web browser to navigate to the Tableau Enterprise server: https://bireporting.rutgers.edu.  

Once there, you will be prompted to login using your Rutgers single-sign-on. 

 

You will now be at the Projects screen. The projects visible to you will vary based on your permissions. 

  

https://bireporting.rutgers.edu/
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Within the Finance project, there are multiple sub-projects. MR (Managed Reporting) is the repository for validated reports, including the Discoverer replacements. SSA (Self-

Service Analytics) is where users permissioned to do so can save their own workbooks or access the workbooks others have created. 

 

In the SSA project, there are sub-projects for each of the campuses and other units. You will only see those you have permission to access. Generally, you will save your 

workbooks in your designated project folder.  
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CREATING A NEW WORKBOOK 

1. Navigate to the project folder that contains the data source. Most are contained in the Finance project, but others can be posted within other projects in the SSA 

environment. 

 

2. Click the Data Sources tab. 

 
 

3. Click on the desired data source. 

 

4. Click the  icon. 

 

5. You will now have a blank workbook to work with connected to the data source. 

 

 

 

 

 

 



 

Page 5 of 22 
 

SAVING YOUR WORKBOOK 

1. Click File and select Save As. 

2. Enter a name for your workbook. 

3. Select your designated project folder and click Save. 
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TABLEAU BASICS 

 

 

 

 

 

1. Workspace – This is where you drag and drop Dimensions and Measures to create your workbook. 

 

2. Dimensions – Column attributes or fields. These can be dragged to the Workspace, Pages, Filters, or Marks sections. 

 

3. Measures – values to be aggregated in an analysis. These can be dragged to the Workspace, Pages, Filters, or Marks sections. 

 

4. Pages, Filters, and Marks – Dragging dimensions or measures to these sections creates various ways of displaying and parsing your data.  
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RUTGERS GENERAL LEDGER DIMENSIONS AND MEASURES 

 

 

HIGHLIGHTS 

 GL JE Lines contains supporting information for GL journal entry 
lines, including line number, description, and update dates 
 

 GL JE Headers contains supporting information for GL journal 
entry headers, including source, category, and batch. 
 

 Date & Time contains various dates associated with journal 
transactions, including accounting date, accounting period, 
posted date, and fiscal year. 
 

 Chart of Accounts Segments contains the account segments for 
GL Journal transactions in a Tableau hierarchy.  
 

 Hierarchies contain the codes and descriptions for the various 
segments and their roll-ups. These are used to organize your 
analysis by general ledger account segments.  

 

 Dimensions preceded by a = are calculated dimensions. They 
were manually created by combining other dimensions, such as 
U.D.O, which combines the Unit, Division, and Organization 
dimensions into one field. 
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HIGHLIGHTS 

 Users should begin with the measures in the Measures with Actual Flag 
folder. 

 

 Accounted Cr, Accounted Dr, and Accounted Net Amt are values 
associated with journal transactions and come directly from the 
database. 

 

 Actual, Budget, Encumbrance, and the Forecast measures are 
calculated measures that incorporate the necessary filters to display only 
Actual or Budget values for the Accounted Net Amt. Most users should 
begin with these measures. 
 
 

 Variance Variance B to A and Variance B to F are calculated measures 
that calculate the difference between Budget & Actual and Budget & 
Forecast measures. 
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EXAMPLE WORKBOOKS 

EXPENSES –  BUDGET V ACTUAL 

 

https://bireporting.rutgers.edu/#/workbooks/529/views 

 

 

 

 

https://bireporting.rutgers.edu/#/workbooks/529/views
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CREATING THE VIEWS 

SUMMARY BY UDO 

 

 

This view will provide a summary of Budgets, Actuals, and their Variance by UDO. There are filters for the UDO string segments, as well as filters for Account Type, Accounting 

Period, and Fiscal Year. 

 

 

 



 

Page 11 of 22 
 

REFERENCE 

 

 

 

 

 

 

 

 

Columns • Measure Names

Rows

• Unit Code

• Division Code

• Organization Code

Filters

• Account Type

• Fiscal Year

• Accounting Period

• Unit Code - Description

• Division Code - Description

• Organization Code - Description

Measure Values

• Budget

• Actual

• Variance B to A
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INSTRUCTIONS 

1. Drag column, row, and filter dimensions to their respective shelves. 
The Account Type filter is the only one hard-coded with a value: 
Expenses. Measure Names appears automatically when dragging 
multiple measures from the Measures pane to the view. 

 

 
  

2. Set all filters (except Measure Names) to apply to All Worksheets Using This Data 
Source by right clicking on the filters in the filter shelf.  
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SUMMARY BY EXPENDITURE TYPE 

 

 

 

This view will provide a summary of Budgets, Actuals, and their Variance by Natural Account (Expenditure Type) and its description.   
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REFERENCE 

 

 

INSTRUCTIONS 

1. Create a new worksheet by hitting the  icon at the bottom of the screen. 

2. Drag column, row, and filter dimensions to their respective shelves. If you followed the directions for setting the filters in the previous view, they will appear after 

dragging your first dimension or measure onto the view. Measure Names will appear automatically after dragging multiple measures from the Measures pane to the 

view. 

 

 

 

Columns • Measure Names

Rows • Account Code - Description

Filters

• Account Type

• Fiscal Year

• Period Name

• Unit Code

• Division Code

• Organization Code

Measure 
Values

• Budget

• Actual

• Variance
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EXPENSES BY EXPENDITURE CATEGORY PIE CHART 

 

 

This view shows expenses broken down by Expenditure Category (GP Account) in the Account Hierarchy in a pie chart.  
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REFERENCE 

 

 

 

INSTRUCTIONS 

1. Create a new worksheet by hitting the  icon at the bottom of the screen. 

2. In the Marks pane, set the mark type to Pie. 

3. Drag the dimensions and measures to the relevant mark icons based on the reference above.  

4. Click the  icon and select Entire View to resize the pie chart to fill the entire worksheet. 

 

 

 

Filters

•Account Type

•Fiscal Year

•Period Name

•Unit Code

•Division Code

•Organization Code

Colors •Account Grandparent Description

Label •Account Grandparent Description

Tooltip
•Budget

•Variance B to A

Angle •Actual
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CREATING THE DASHBOARD 

LAYOUT 

1. Click the  icon at the bottom of the screen to create a new dashboard. 

 

2. Drag the sheets from the Sheets Pane on the left-hand side to the canvas in the following pattern: 

Summary by UDO 

Summary by Expenditure Category Summary by Expenditure Type 
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3. Any filters that were visible in the worksheets will be visible in the dashboard. For the rest that remain, you can add them by selecting a view and clicking the  icon 

to access the view’s menu. Alternatively, you can select the view, click on the  (Show/Hide Cards) icon and add filters from that menu. 

 
4. You can modify filters by clicking on the More Options triangle and selecting a filter type. The recommended types are Multiple Choice Dropdown and Multiple Choice 

Custom List. 

5. Resize the top view (Summary by UDO) by selecting it, clicking the  (Fit) icon, and selecting Fit Width. Repeat this for the other views as necessary depending on 

your layout.  
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ALTERNATIVE VISUALIZATIONS 

If a pie chart is not your ideal visualization for breaking down the expenditure categories, you can experiment with alternative visualizations. The recommended approach is to 

duplicate your current visualization (right-click the worksheet tab at the bottom and select Duplicate) and then use the  button to have Tableau try to convert 

your current visualization to another. The sample training workbook has examples of a Tree Map and a Bubble Chart made this way.  

 

 



 

Page 20 of 22 
 

ACTIONS (DEVELOPED IN TABLEAU DESKTOP ONLY) 

Actions are interactions between different views within a dashboard. They can only be created in Tableau Desktop, but once the workbook is published to Tableau Enterprise 

the actions can be utilized by all users. This section will show you how to create a basic action that can replace many of your dashboard’s filters. 

1. The actions menu can be accessed via the main menu: Dashboard (or Worksheet if creating worksheet actions) > Actions 

2. Click Add Action > and select Filter 
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3. You can now control what views are clickable (Source Sheets), what views are 
affected (Target Sheets), whether the action is run on Hover, Select, or as a 
Menu option (Run action on), and what fields should be filtered, All Fields or 
Selected Fields. Since this particular dashboard shares all filters between all 
worksheets, you can select all as sources and targets and filter by All Fields.  

 
You can now click on each of the views to filter the others. 
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ADDITIONAL RESOURCES 

 

Training Workbook - https://bireporting.rutgers.edu/#/workbooks/529/views 

Rutgers UCO Tableau Page - https://uco.rutgers.edu/tableau-reporting 

Tableau Training - https://www.tableau.com/learn/training 

 

https://bireporting.rutgers.edu/#/workbooks/529/views
https://uco.rutgers.edu/tableau-reporting
https://www.tableau.com/learn/training

