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OMNI BI Reporting Training 
Viewing Year End Reports 
 
Overview:  
  
Understanding the Year End Reports in OMNI BI Reporting 
  
Users can generate the Available Balance Report and the Financial & Budget Position Report in 
OMNI BI Reporting as needed for the current fiscal year; however, users cannot generate these reports 
for prior fiscal years. Because of this, official versions of the reports are generated as of the end of 
each fiscal year and archived. This has been done for Fiscal Years 2007 and 2008 for the Available 
Balance Report, and will begin with Fiscal Year 2009 for the Financial & Budget Position Report.  
  
These official year end reports can be accessed via OMNI BI Reporting located in the OMNI Portal.  
 
Procedure 
 
Scenario: 
In this topic, you will learn the steps to view the year end reports in OMNI BI Reporting. 
 

 
 

Step Action 
1.  Click the OBI Reporting link. 

 
 
 
 



Training Guide 
OMNI BI Reporting Training 

 

 

 

 Page 2 

  
 

Step Action 
2.   Click the Financial Reports link. 

 
 
 

 
 
 

Step Action 
3.   Click the Year End Reports menu. 
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Step Action 
4.   This screen will default to the most recent Fiscal Year.   

 
Choose a different Fiscal Year by clicking on the appropriate tab. 

5.   Select the report that you would like to view. 
 
NOTE: Departmental users will most likely prefer the "by Division/School/Area" 
versions as opposed to the "by Budget Entity/Fund" versions. 
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Step Action 
6.  The report will open in a new window as a PDF file. 

 
If you are experiencing difficulty viewing the report, ensure your pop-up blockers are 
turned off. 

7.   Review the report as needed. 
 
Print and/or save the report as needed using the appropriate icons. Close the report by 
clicking the "X" in the top right corner. 

8.  Click the Home link to return to the Dashboard. 
 

9.   Congratulations! 
You have completed the topic. 

10.   End of Procedure. 
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