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PURPOSE AND DESCRIPTION 

Purpose 

This document explains the how to generate BI Publisher Reports.   

Description 

The example displayed is running the Trial Balance Report. The steps outlined apply to GL 
reporting within INFORMS.  The INFORMS role to generate these reports is the GL Reporter 
(MD_GL_DPT_REPORTER). Listed below is a list of available GL Reports that can be generated: 
 

INFORMS Report Name Description FAMIS Comparison 

MD_GLR203 Revenue and Expenditure D03 - At the Detail Level, 
M03, R04  
(FAMIS 6450) 

MD_GLR226 Project Life To Date Balances A56 

MD_GLR242 Budget to Actuals 
Encumbrances 

Various 

MD_GLR242SUM Budget- Actual by Rollup Acct D03- At the Detail and 
Summary Level  
(FAMIS 6450) 

MD_GLR246 Trial Balance Report Report 015, 016, 017 
(FAMIS 6400 & 6410) 

MD_GLR249 Revenue Variance Report R04 
(FAMIS 6450) 

MD_GLR270 Budget to Actuals 
Comparison 

Current Year to Prior Year 
Comparison 

MD_GLR323 All Years Revenue  

RUNNING A BI PUBLISHER REPORT 

Step Action 

1.  Log into INFORMS. 

2.  
Navigate to: Finance / Supply Chain (FSCM) > Finance & Accounting > GL WorkCenter > 
Reports/Processes > Ad Hoc Report > BI Publisher Query Report Scheduler 
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3.  

Under Query Report Scheduler select the Add a New Value tab. 
 

 
If this is the first time you are running the report, in the Run Control ID field type your 
initials without spaces. 
Select Add. 
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4.  

 

 
Within the Report Name field select the Magnify Glass to view a list of available reports. 
 
NOTE: All GL-BI reports begin with MD_GLR 
 
 
 
 
 

5.  

 

 
*Search by: Report Name.  In the begins with field enter the report name you are 

searching for.  Example: MD_GLR246. 

Select Look Up. 

Select the MD_GLR246 blue hyperlink 
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6.  

 

 
Ensure the listed fields are complete:  
Fiscal Year, Accounting Period, Fund, Ledger - ACTUALS 
Select OK. 
 

NOTE: You can drill down your search by adding the Fund, Grant, or Account.  Select 
the magnify glass.  Within the Search by screen, select Advanced Lookup hyperlink.   
 

 
 

Under the Description field select contains and enter the information in the field you 
are searching for.  Select Look Up button to review and select your options. 
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7.  

 

 
Verify the information within the Query Parameters to ensure they are correct. 
Select Run.  

8.  

 

 
 
In *Format drop down select XLS to generate the report in Excel. 
 
NOTE: It is recommended to use XLS or Excel to be able to filter the report.  
Select OK. 
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9.  

 

 
 
Note the Process Instance Number genterated by the system.  
Select the Process Monitor hyperlink. 
 

10.  

 

 
 
Notice the Instance number should match what you wrote down before.   
Select the Refresh button until the Run Status = Success and Distribution Status = 
Posted.  
Once ready, select Report Manager Hyperlink. 
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11.  

 

 
 
Normally the report will be displayed within the List tab, if no data is displayed on the 
report then select the Administration tab and select the report hyperlink.  
 
 

12.  

 

 
 
NOTE: Depending on the user’s workstation configuration, the file will either open or 
require the document to be saved.  
Notice on the bottom left the report was generated in excel. Select the excel report to 
view it. 
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13.  

 

 
 
The report will open within Excel as listed above and you can sort and filter accordingly. 

14.  End of process. 

 


