
Quick Steps for running BI Reports

ReportMart1 to Stanford BI Portal (OBI)Transition



-Go to bi.stanford.edu (webauth)
-Use Firefox/IE/Chrome on PC.
-Use Safari on Mac. 
-For Mac no need to use Citrix Connect.

Log-in



You will land on the Home page.

Home Page



Click on Catalog to see 
Folders and Reports.

Home Page



Expand Shared Folders by clicking 
on the Triangle.

Catalog



-Expand Student Administration or 
another top level folder.
-Folder structure is similar to 
ReportMart1.
-Same access as in ReportMart1.

Folders



Navigate to and click on any folder 
to see reports.

Click on Open to run a report.

Reports



Follow instructions for processing.
Note that all prompts are at the top.

Instructions Page



-Pick the process by Prompt.
-Fill in the prompts that you would 
like to run the report for. 
-Default ‘All’ will be equivalent to 
‘Ignore’ in ReportMart1.
-Click on Apply button.

Prompts/Parameters



-Click on the relevant tab to see results.
-A clock icon         will appear in the middle to indicate 
report is running.
-If you don’t see it, please scroll to the middle of the 
report tab.
-Please note that unlike in ReportMart1 each tab is 
independent.
-Apply button does not refresh all tabs.

Report Output/Results



-Click on another tab to see 
results on that tab.
-You will see the clock icon 
again before results are 
displayed

Tab Navigation



-Click on Actions Button      to Print and Export.
-For printing export to PDF and use PDF print 
functionality.
-Export to Excel or CSV for downloading data.

Printing/Exporting



-Click on Catalog for other folders and 
reports.

Running other reports



Click on More.

Click on Add to Favorites.

Click on Favorites at anytime to see 
the list of reports added as Favorites.

Click on report name to open report.

Adding Favorites to access frequently used reports



Please open a HelpSU ticket using the link 

https://remedyweb.stanford.edu/helpsu/auth/helpsu?pcat=obiee

Getting Help

https://remedyweb.stanford.edu/helpsu/auth/helpsu?pcat=obiee

