
Click on SUNY 
Portal Logon

Quick Guide to Business Intelligence (BI)

*Always use Firefox or Microsoft Edge as your browser for BI.

To request access to BI, complete the SUNY System Security Request Form. 

Log onto myRedDragon to get started

https://www2.cortland.edu/offices/business/forms/SUNY%20System%20Security%20Request%20Form.pdf


Click on Reports



Click Business 
Intelligence



Click Dashboards



This is Business Intelligence’s (BI) home page.



Select the drop down arrow 
next to Dashboards

Then

Select Account Summary 



For Account Summary 
information you can 
click either the Account 
Summary tab or the 
Account Summary link.

The other tabs and 
links will give you 
additional account 
information.



You can either type in your account # or 
select the drop down and the accounts 
that you have access to will be listed. 

*When typing in the account #, if you
have a sub account, you need to type the
‘-’ ie. xxxxxx-01.

Use the drop down 
to select the fiscal 
year. The fiscal year 
will automatically 
default to the current 
fiscal year.

Click apply when 
finished.

*The other fields can be left empty, no additional information is required.



Once your account 
information appears, click 
the drop down and select 
‘Summary by Detailed 
Object’

EXAMPLE:



To view more detail, click on the expenditure total and select 
document detail.



Document Detail – Supplies 

If a PO is listed you 
can click on the PO 
# to see the PO 
detail.

To return to the main account screen, use this return link instead of the back arrow at 
the top of the screen. 
There is also a print link and an export link.

You can also use these links to go back to previous screens



Including and Excluding Columns within Document Detail

Move your curser over a column, left click to highlight 
the column, right click to display your choices. 



This is where the current available OTPS balance 
is displayed. The available balance should never 
be negative. If your available is negative, review 
all expenditures to ensure they are true and 
accurate to the account.  



Extra Training Modules, Tips and Tricks Dashboards

First, click Dashboards

Then, click Reference

Lastly, this page will give you a variety of links 
with additional training modules, documents, 
tips and tricks, along with several other 
helpful links. 



Extras & Tips

• Feel free to play around with BI and make it user friendly to you.
• Please contact either Jody Maroney @x2371,

Jody.Maroney@cortland.edu or Stephanie Harvey @x2304, 
Stephanie.Harvey@cortland.edu with any questions that you 
have in regards to Business Intelligence or to set up a virtual 

training.

• Recommended:
o Use an Excel spreadsheet to track expenses and BI to

help reconcile those expenses.

mailto:Jody.Maroney@Cortland.edu
mailto:Stephanie.Harvey@Cortland.edu
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