Business Objects

For End Users
BI_BOBJ_200

Integrated Resource
’/ Information System
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(
Course Content WRlS

This optional course focuses on how the end user displays and
updates a Business Objects report, including an overview of available
exporting options. Topics include an overview of the Business Objects
screens, changing variables, exporting a report and tracking data
changes.

* Introduction

* Unit 1 - Business Objects Reports
* Unit 2 - Changing Variables

* Unit 3 - Tracking Changes

* Unit 4 - Exporting a Report

* Unit 5 - Saving a Report

* Course Summary
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0
Learning Objectives ]RIS

Upon completing this course, you will be able to:

Understand Business Objects (BOBJ) terminology and
navigation

Run a BOBJ report

Refresh a report

Change the format of tracking changes
Export a report

Save a report
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4,
Terminology RIS
Classes ® Logical groupings of objects that map
= FlBudget vs Actuals to data in the database
Dimensions ® Retrieves data from the database,
Funds Center typically character-type format
Details ® Provides descriptive data about the
) Funds Center Key dimension
Measures ® Retrieves numeric data resulting from
Available Budget calculations on data in the database
Query Filter ® Predefined filter that restricts the
7 Current Students information retrieved from the
database
® Not all reports have predefined Query
Filters
UK Univess Ty OF KENTUCKY]
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Unit 1 IRIS

Business Objects
Reports

Unit 1 - Business Objects Reports e

* Business Objects (BOBJ)

* How to Access

* Document List

* Finding and Opening a Report

* Business Objects - Infoview Navigation

BI_BOBJ_200 Business Objects for End Users



4
Business Objects (BOBJ) %]RIS

* Documents may be created from different data sources.

Examples: Business Warehouse (BEx), GRADS, Faculty Database
(FDB)

* BOBJ has a web interface where users can check out reports in their
role-based folders and save their own formatted views of the report
in their My Favorites folder.

* BOBJ supports tracking changes made to the data in the report.
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0
Business Objects (BOB)) %]RIS

* Reports are located on myReports tab on myUK portal.

* After Area Security Officer (ASO) approval is received to activate BOBJ
access, users will have access to the same modules they do for the
Business Warehouse (BW) if this access already exists.

* If no prior BW access exists, the Area Security Officer (ASO) will
determine the appropriate BOBJ access.
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How to Access e

Use the following steps to access BOBJ reports:
From the UK homepage, click myUK

f_ University of Aos Vet O URAKY M mone mylge

L Ke -k 4
RLITtL]L } ADGUIUK  Acacemics  Admissions  Altiecs  Cument Students  Research UK HealthCare
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How to Access e

Log on to the myUK portal 13y % e e e
using your link blue User ID . e
(AD or MC User ID) and - e
Password

Click myReports

Click myReports

gl lce
myReports Overviev' | myReports

mvRenaorts Ovarview

* Note: A new window will
open automatically
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0
My Favorites Folder ]RIS

* Click My Documents to display the My Favorites folder, which
contains any report you have saved to it.

"
cAD 4
"
Home | Documents | Budget Income Export Fil.,
My Documents
View = Mew = Organire = Mare Actions =
==
s == Inbox
Puibiic Fkders

~

* My Favorites includes any reports you have changed and saved,
along with any other report you save to the folder.

For instance, save a report you run weekly so it is easier to find

* Please note that if the original creator of the report makes changes
to the original report, you will not see the changes reflected in the
reports you have saved to your My Favorites folder.
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Public Folders . ]R|S

* To view a list of available reports,

Public Folders initially opens to display the folders you have access
to

* Note: Your BW (Business Warehouse) role or your ASO (Area
Security Officer) determines the folders you have access to see.

. w
Home | Decumsents | Budget Income Export Al
View = Hew = Owgantee = Send - Moer Adions

My Dowuments
Felders

? Qo> N

Continue expanding folders, if needed, to display the reports.

st e e - titamrs
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Finding a Report RjS

* You will be able to see the title, type, and Created By for the report.

[T R

’U

PEd

PERRERE
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(
Opening a Report WRlS

* To open a report, double-click on it.

Opening Document

° A system message may display letting you

know the document is being retrieved

Please wait while the document is being

(processed). Tl
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Business Objects - Infoview Navigation s

* The left side of the screen is the Summary/Manager area, and
the right side displays the report details.

Pagetoft

Lesiger: Funds Center Batances - Budget va. Actusl

* The Summary/Manager contains summary information and
several tools for changing your report. { . :
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U
User Prompt Input Bl?
* With the User Prompt Input view, = @7 Advanced | & Aun
the Summary/Manager provides % I"“““““‘“’ From (opfiench) o
i = i rea To (optional)
you access to the variables for the = Area To (opt -
report, which you can use to l_,(“'l Inmmitmentlhem From (optional) -
change data in the report. F5  Commitment Ttem To (optona)
| Tv]
Company Code (Required) From
[inivereitu of Kankuria ~
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Navigation Map and Tabs

° The Navigation Map and Tabs
provide a quick way to move
to the various sub-reports in
the report.

Note: Reports may contain
two or more sub-reports
consisting of tables,
graphs, charts, etc.

Ledger: Funds Cantsr

K UNIVERSITY OF KENTUCKY] 17
Aﬁl‘ RI
Document Summary ' S
* Document Summary provides o ke
. . 8 FI: Ledger - Funds Center Balances [
information about the report. - Budgel vs Actual
= General
. . Thwe: Web Intelligence document
* Information includes: athor hatheeubnedy
‘__.. Creation dlate: ﬂg:n.zouxo:n:xmc«r—
Document name 7 e PR
Hl-ﬁ?ﬂ“:‘r":?ul\ds&nwudames- hd
Creator Ko
. . = Stabstes
Who modified it last Lt et dols s 21, 2813 103207 A GBT-
Lt moakiad :;;;«n.;onxommmrnr
Descrlptlon Last moghied by: w:mqnnmnum
. uavwz:-:.w.;f;m 4
Creation date ~ Cocument Ggtns
efresh an e Off
;mrmmrw on
Last refresh date ool
Use quevy drill: On
Document properties okl
Hide wavning icons OFf
& chart
A list of the prompts and values Hegegronets  On
UK vsivers:Ty OF KENTUCKY 18
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Available Objects

* Available Objects display objects

available to use in the report. T

* Note: The objects displayed can be A

the object to the report and

dropping it.

added to the report by dragging =

RIS

I 3] FI: Ledger - Funds Center Balances - Budget vs Actual
Budget Type

Department on Funds Center
Fiscal Peried - month and year
Funds Center

L00 Commitment item

L01 Commitment item

L02 Commitment item

L03 Commitment item

Annual (Revised) Budget
Available Budget

Current Month Actual
Non-recurring

Original Budget

Prior Balance

Recurring

YTD Actual

YTD Encumbrances for PO's
YTD Fund reservations, regs
YTD Parked FI docs

Type here to fiter tree

Variables
K UNIVERSITY OF KENTUCKY] 19
: RIRIS
Document Structure and Filters s
* Document Structure and Filters display
the structure of the report and its Sl ——
fl|terS. — E;]Ej;j—nancesfﬂudgetvsmual
= [H] Page Header
™ Vertical Table : Blockl
L] [ ="Ledger: Funds Center Balances - Budget vs. Act
P _ [E] Page Footer
* Information includes: 2] | B summay
4
A summary of the sub-reports :l
Formulas and where they are
located, such as in the header
Block type, such as “Vertical Table:
Block 1”
WK UNIVERSITY OF KENTUCKY, 20
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LIRIS

b s e
[ireanerim

Refresh Date

* The report displays the last time this report was saved at the
bottom right corner of the screen.

Grant Ledger - Executive Summary
for DEC 2017

by
MALIDKMADE] FOR THERAFY OF RAD LT unsn cosn Soms RIS 0 "
LAYGRDUNDS 2008 ovgTs v W@ - 000000 o
IGENCANCS ALLUANCE ohutTn sauzen Mo Spansar 137 80 ® i
BIFOSMAATION CENTER ovemr s OTADCALER  Spamesr LT o 5
LT saozanT PEIMAIAMN  Spumsar mrmn
T seowgan PRIATTMIY  Spamesr (T
oreET W POIFITONS  Spuwr C T
oraT oanagan PROTAITIN  Spemes LT
ot aouTan FITITIS0NS)  Spemsas e
NCE FOR PELL GRANT 2917-7018 armamT esnagan PREMIIDIE  Spaes 700000
[EAr T oroiT owauman POIMAENT  Spaer 129,442 00
RANT 1718 ormeT L FUOMAITON  Spempr LI
AL FROMCT COMPLUNCE ASSISTANCE T0O  GMoL300T uaN O MU, Spessar 88 1050
202008 osvzon NN Spmew a0 o
TER, PROSPECTIVE. ORSERVATIONAL § ormioon oaavzan Adoanse? Sponssr 100, 0em 00 )
T DETERMNE THE LONW TERS BAFET ] srnan i Sponsar 303001 00 w ¥
>

e |
e e (31 |

Find RIRIS

* Find provides a way to search for
specific data in the report.

ol Lngee - Exvive Bmmn
e DECNT

* To use Find, click on the binoculars
and enter the search term in the

P L 7 MTVLMD) LENACCOME FOR THERARY OF B 1
Search bar field and click Enter ——

L0, O LT

DM TN, B W DAMTC VTR

LLF L
* Options include: g
Ignore case st p——s
Ll S R T T
Match case i

FRIMENA DOROENTA, FRCACT CMPCE MSIE 12 |
T o A

Find Next

A WTTRTOM WA OTTS MOMECTVE MERTOM |

PO ——

Find Previous
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RS

Unit 1
Check for Understanding

K UNIVERSITY OF KENTUCKY]

Unit 1 Summary A

* BOBJ has a web interface where users can check out reports in their
role-based folders and save their own formatted views of the
report.

* Reports are located on myReports tab on myUK portal.

* The Summary/Manager contains summary information and several
tools for changing your report or viewing the data in different
formats.

* Business Objects reports can be created from multiple data
sources, such as Business Warehouse, Faculty Database, GRADS,
etc.

* Business Objects is accessed from the myUK portal.

UK ovivessiny o KeNTUCKY]
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* Variables
* User Prompt Input Panel

* Prompt Window

0

Unit 2 IRIS
0

Unit 2 - Changing Variables BL§

WK UnivERsITY OF KENTUCKY]
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Variables St

* Variables are used to limit the data in a report, and you can enter
the value for the variable in one of two ways:
Enter the value in the variable field in the User Prompt Input
panel;
OR

Enter the value by using the Prompt window when running the
report

* Required variables MUST have a value entered or you will be
unable to refresh the data in the report

K UNIVERSITY OF KENTUCKY]

Required Variables s

* On the User Prompt Input panel, required variables are shown as

iscal Period/Year (Required)

JUN 2008

(Required).

Functional Area From (opticna

* On the Prompt window, they are shown with a red arrow and as
(Required).

You may need to use the scroll bar to see all the required
variables in the list.
Prompis ac

Reply to prompts before running the query.
FCTR UMY CATEY Co0e

FCTR Person resp From (op

Ld Fiscal Period" ear (Reguired

T ITTCTTaT ATES TTOTT oo

Functional Area To (optiona

UK ovivessiny o KeNTUCKY]
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Business Warehouse Variables s

* Business Warehouse variables listed with ranges display with a

From and a To field.

KOO/

* An entry must be made in both fields or more data than intended
may be pulled.

Example: If you enter the Fiscal Year/Period From with
002/2010 and no Fiscal Year/Period To entry, you will pull
data from August 2009 to the current date.

K UNIVERSITY OF KENTUCKY]

User Prompt Input Panel baSds

l Web Intoligence - FL Missy: BOR)_End User Report

w Document = View = | ] 15 | [1oe% -

Use the following steps to change the
value for a variable in the User Prompt

Input panel: |

Open the Business Objects report

UDor

Make sure you have the User

Prompt Input panel displayed

User Prompt Input
(7] Advanced | & Run

To change the value, click the FCTR Person resp To ptond!

down arrow in the variable field s ol oot ear Requrec)

FEB 2009

Functional Area From (optional

(B

Dl

UK universiry oF kenTucky]
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User Prompt Input Panel P

Fiscal Period/Year (Required)

Select (——ShOW L|St Of Va|ueS——) FEB 2008 -

Click the down arrow a second time CF O

Functional Area From (optional

Double-click on the value

* Note: If this is a To/From field, be sure to
select a value for the corresponding field.

Click the Refresh Data icon

K UNIVERSITY OF KENTUCKY]

User Prompt Input Panel e

B

* A system message will display.

When the Prompt window displays, click
Run Query

* Note: A system message will display which
indicates the time it took for the last refresh. e

ay,

The time for this refresh may change

Last refresh time: Oh Om 3s.

depending on how much data is being

pulled.

UK universiry oF kenTucky]
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0
Prompt Window IRIS

Use the following steps to change the value of a variable using the
Prompt window:

Open the report

Click the Refresh Data icon

* A system message will display.

° Variables are located at the ==

left of the window.

ipeoo0o000000000f]

ir
i

K UNIVERSITY OF KENTUCKY]

Prompt Window

Use the scrollbar to scroll
to the variable

Prompts

Sing]e_c“ck on the variable Reply to prompts before running the query.

P TR

TG TR RIS U TES TU UpU0TTET TS TIET Wil U8 1gIUTE UECAUSE 10 va
0 Fiscal Periodrvear (Required) FEB 2009
Functional Area From (optional) This fitter will be ignored because no va

Click Refresh Values Functional Area To (optional) This

Fund groups {Optional) (optional) This

ill be ig d becal no valug

filter will be ignored because no y

Refresh Values £2 Fiscal Peric

e content of the list, pETSETTORTTE FEB 2008

d button.

WK UnivERsITY OF KENTUCKY]
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Prompt Window

* There are three ways to search

for a value: . *
Use the scrollbar to find the = : U '
value, and then double- S = =
click on the desired value;

OR

Use the search field to () @ e
search for a value; e

OR

(If the variable is a date)

Click on the calendar icon

and select a date.

K UNIVERSITY OF KENTUCKY]

Prompt Window s

* Note: If the value list is large, the list may be broken down into
several groups. Expand the group for more detail or select a
different group

R Voo
Lovfuads Centerflase
% 61 08E COLR..CUNIC - TRE %
DEST - TRANSSLANT._FES |
& ) FES DEFAULT FUNDS 7_
&1 (] 05 NELROPROTECTIVE EFF
& 1] BLUEGRASS HOME EC.. 4D
¥ 1 €5 DO HORSES WITH EQUL

< >
-
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Prompt Window P

Click OK to Run Query

Retrieving Data

* A system message will display. u

Last refresh time: Oh Om 3s

Cancel

* A new refresh message will display.
g play -

2 < 1 minute ago

Unit 2
Check for Understanding

BI_BOBJ_200 Business Objects for End Users
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4,
Unit 2 Summary IRIS

* Variables can be entered by using either the User Prompt Input
panel or the Prompt window.

* Required variables must have a value entered.

* Variables limit the amount of data being retrieved (thereby,
optimizing performance).

K UNIVERSITY OF KENTUCKY]

Tracking
Changes

WK UnivERsITY OF KENTUCKY]
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0
Unit 3 - Tracking Changes ]RIS

* Types of Data Change

* Set Baseline Report

* Display Data Changes

* Change Tracking Options
* Hide Data Tracking

K UNIVERSITY OF KENTUCKY]

(
Types of Data Changes RIS

* Tracking can be used to monitor performance or identify
important changes.

* It can help to make informed and effective business decisions.
* Tracking data allows for timely action.
* You can track the following changes in your report:

Added or removed data, [g
2 E_
Modified data, [—

o

L X

Increased or decreased data values.

UK ovivessiny o KeNTUCKY]
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Tracking Changes

* Use the following steps to turn on data tracking:
Click Design
Select Analysis

Select Data Tracking

Click Track

K UNIVERSITY OF KENTUCKY]

y
Set Reference Data IRIS

Select Tracking: Compare with last data refresh

Note: The current data becomes the fixed reference data and
remains the reference data after further data refreshes.

Click OK to continue

Data Trncking
Data Ostisss
Trackdag: I
=~
% Corare meth last data rebiesd I

Comparn with dats refresh from:  [Tancuary 36, 7938 ;1545 PRt GHT-01 ]

Empcats wath dits icking eheen:

Refiesh data new

UK universiry oF kenTucky]
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Set Reference Data vy

* Note: After setting the reference data, you can click Refresh data
now to refresh the data when you accept your settings.

o Refresh dats naw

o= || aeeed

To accept your settings and run the baseline report, click OK

K UNIVERSITY OF KENTUCKY]

Display Data Changes s

* If you have chosen to refresh the data immediately and there are
prompts set on your report, the Prompt window will display.

* Make any changes needed to the values, then click on OK to run
the report.

UK ovivessiny o KeNTUCKY]
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0
Display Data Changes IRIS

[ireanerim

* The data changes will be formatted according to defaulted
tracking options.

Ledger: Funda Center Balances - Budgst va_ Actusiy

UL BTY SRR

U RUTY SR AL

Y
Hide Data Tracking IRIS

[irsdmacrim

* Data tracking can be toggled on and off by clicking on Show
Changes/Display Options

H [ Track | & Show Changes ~
2 Show Changes

Groug

i & o o

* Display Options allow you to control data tracking display on the
report.

UK univesiry oF KexTucky]
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Unit 3
Check for Understanding

K UNIVERSITY OF KENTUCKY]

!
Unit 3 Summary IRIS

* Tracking can be used to monitor performance or identify important
changes which can help to make informed and effective business
decisions.

* Tracking data allows for timely action.

* Data changes that can be tracked include added data, removed
data, modified data, and increased or decreased data values.

UK ovivessiny o KeNTUCKY]
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Page tofs Cate

Exporting
a Report

Unit 4 - Exporting a Report A

* Export as an Excel Document
* Export as a PDF Document
* Export as a Text Document
* Export as a CSV Document

* Export as a CSV with Options Document

WK UnivERsITY OF KENTUCKY]

BI_BOBJ_200 Business Objects for End Users

26



Exporting a Report

Microsoft Excel,

Text

Objects.

Adobe PDF (Portable Document Format),

* Business Objects reports can be exported in five formats:

Microsoft Excel CSV (Comma-separated values),

Microsoft Excel CSV (Comma-separated values) with options.

* The exported report cannot be imported back into Business

Note: If changes are needed, you can make changes to the
report, save it within BOBJ, and then export the report again.

K UNIVERSITY OF KENTUCKY]

Export As Excel Document

Open the Business Objects report

Click the Export icon

Select Export Document As

Select Excel (.xIsx)

When you receive this pop-up

Select Open to continue

Use the following steps to export the report as an Excel document:

File Pmparﬁal
R OTE

the | apertis Besortthements | Farmating
- B oL T EE Tables | Col | Secson hart
) st Conmenths b PO
’mv_u-mmuwmslw-
P admced | 3R | ExserOuats O .
S Business Area From A
- -

v vkt 85 6ot o vt FI_Lindiger - Fund Conter Rakaaces - Budget, ve, Actualdex, [LE7 K] fiom myulesbopprdadey.edu?

UK ovivessiny o KeNTUCKY]
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Export As Excel Document P

* The file opens in Excel. Save the file as you normally would.

K UNIVERSITY OF KENTUCKY]

Export As PDF Document e

Use the following steps to export the report as an Pdf document:

Open the Business Objects report

Click the Export icon r g %
DE@- &-# @J-‘

Select Export Document As rie | froperes || et Boments | rormatiog
=4 O e Tables | Col | Section Chart

Select PDF e SN o
(] Advanced Fan pat Dk 83 O3 ... el (6]

Dusiness Area From (ostisns -

w |l [v]

When you receive this pop-up

Select Open to continue

D s et 1 e e FI_L b P, o Bakamcrs . Bumbget s A tuae el (86,7 5] v oy ey

UK universiry oF kenTucky]

BI_BOBJ_200 Business Objects for End Users

28



0
Export As PDF Document %IRIS

(Optional) Click Print to print the document

Fle Edt View Windew Help

Home Tools FI_Ledger_-_Funds_ %

E Q @ s A MO® - R BEAT

= =l

Page 1 of 3

Ledger: Funds Center Balances - Budget v!

1011653830 UNIWVERSITY-GENERAL 402550

Feees - Bad Delbit
UNINVERSITY-GENERAL 410200 Appro-Regubar State
UNIWVERSITY-GENERAL 410210 Appro-State Detd Ser

K UNIVERSITY OF KENTUCKY]

¢
Export As PDF Document %IRIS

* Note: To save the document as PDF, use the
menu and click File = Save As.

"X FI_Ledger_-_Funds_Center_Balances_- Budget_vs_Actual.pdf - Adobe Acrobat Pro DC
Edn View Window Help
5 open. Carl+O
(1Y
Create
= LU CEC)

Save as Other

Shift+Ctri+S

Exporg To
Send File
Ledger: Funds
Close

Ctri+W

UK univesiry oF KexTucky]
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. 4
Export As CSV Archive Document RIS
Use the following steps to export the report as a CSV (Comma

Separated Value) document:
Open the Business Objects report
Click the Export icon
Fle Froperties
FHEM L O]
Select Export Document As
Select CSV Archive
3-8 Weas | Peramm—e
e, gt i
Il| iness Area From - TR Achive
IIKIJNI\-'T.'RS]'\'\-' OF KENTUCKY]
. . $
Export As CSV with Options Document RIS

Use the drop down to select either "“h“‘“’:‘jw‘ =

a double quote or single quote as .= E

the TeXt quallfler i::r::‘mmm is0-8858-1 (Western European) -

Select a comma, a semi-colon, or ...
. . Column delimiter
a tab as the Column delimiter

Charset:

[ Enter a new charset

If you want to save the settings, [ o new charset

click Set as default values

Click OK S e s

UK universiry oF kenTucky]
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RIRIS
Export As CSV Document s

When the pop-up window appears

Select Save
s Center_Balances_« Budget v Actualoip (152 05 from spkabopprauky.cdu? |

-
Select Save as -

Navigate to where you want to save
the file

Keep or change the file name

Keep the file type/extension (.zip)

o Ao SEF TR
IIKVJNI\-'T.'RS]'\'\" OF KENTUCKY]
RIRIS
Export As CSV Document T

* Note: You will be able to open the file in Excel format or import it
into other software as needed. CSV files also can be treated as
text fields.

UK universiry oF kenTucky]
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0
Export As Text %‘RIS

Use the following steps to export the report as a text document:

Open the Business Objects report

Click the Export icon Fle | boserees
P YT OrN OLE
Select Export Document As i | A atuasins — e
Select Text i et o
£S5 pusiness Ares From (oo A - !
l]KuNl\-’T.nsﬁ'\- OF KENTUCKY]
0
Export As Text %]RIS
When the pop-up window appears
* Select Save <
— =
° Select Save as | By et 3 o v NS, Comergend_fivw_ 03 Chperriben, Repeart-ted (117 1) o syl ey o Opem @ -
* Navigate to where you want to save
the document
* Keep or change the file name
* Keep the file type/extension (.txt)
- &)

UK ovivessiny o KeNTUCKY]
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Export Data to CSV

Click the Export icon

Select Export Data to CSV...

Use the drop down to select

Use the following steps to export the report as a CSV document:

Open the Business Objects report

File |~ Properties |
DEE-1G-# £ - P
v o ¥ ToX F

File Properties |

Report Element

Dl S-6PL-R

1 ~| |/ Tables | cal
X |1

T, Export Document As
4 Export Current Report As

(7] Advanced Export Data to CSV ...

save as CSV - Options

If you want to save the settings,
click Set as default values

Click OK

When the pop-up window appears

Select Save e

Select Save As

UK universiry oF kenTucky]

. . Wihen saving as CSV, use the following values:
either a double quote or single
quote as the Text qualifier — e
lm']Nl\-’T.'RS]'\'\" OF KENTUCKY]
RIR]
Export As CSV with Options Document -,2"---5
Select a comma, a semi-colon, or Text cuner - .
L. Column delimiter . ()
a tab as the Column delimiter P -
[] Enter a new charset

Set as defautt values,

] St a4 st valinn.

()

[ ———

BI_BOBJ_200 Business Objects for End Users

33



Export As CSV with Options Document e

® Select the folder where you want ;
to save the file

® Keep or change the file name

® Keep the file type/extension
(.csv)

® Select Save to continue

Note: You will be able to open e
the file in Excel format or import | "

it into other software as needed.
CSV files also can be treated as

text files.

Unit 4
Check for Understanding
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Unit 4 Summary

* Several formats exist when exporting a report

* Business Objects reports can be exported as Excel, PDF, CSV/CSV
Archive and Text (txt) documents
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0
Unit 5 IRIS

- L v ]
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2

Funds Center Balances: Budge! ve Actual
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!
Unit 5 - Saving a Report %”“5

* BOBJ Naming Standards
* Saving a Report

* Creating a Shortcut

K UNIVERSITY OF KENTUCKY]

0
BOBJ Naming Standards %]RIS

* If changes are made to a report and the report will be re-run many
times, it is recommended the report be saved to your Favorites
folder along with the changes you have made.

* The BOBJ naming standards should be followed to ensure
consistency for the Business Objects reports.
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BOBJ Naming Standards P

* The Name should consist of the following format:

IRIS Module (Ex. FI, HR, SLCM, MM, etc.) or database (Remedy,
ESI, CSN, etc.)

* The name of the folder where the report originated as well as
the naming standard found in other reports in the folder can
be clues on how to name this report.

Underscore
User ID (your AD/MC/link blue ID)
Colon
Concise title for the report
Example:
* FI_UserID22: Funds Center Balances - Budget vs Actual

K UNIVERSITY OF KENTUCKY]

0
BOBJ Naming Standards ]RIS

* The Description should consist of the following format:

A more in-depth description of the report,

This would be a good place to note the changes you made to the
report,
= Example: Filtered for my department (3J)510) only
= Example: Limited on Senior students or retiree employees,
etc.

The Universe name within parentheses.

= Example: (Funds Center Balances - Budget
vs Actual)

= Note: Since you are changing an existing
report, the name of the Universe should
appear in the description.

= |f the Universe name has not been entered,
you can find the name by clicking on Data
Summary.
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4
BOBJ Naming Standards %]RIS

* Keywords are optional, but can be helpful when searching for a
particular report.

* Keywords can include:
The name of the unit
The name of a grant or PI
Project name

Specific words related to the report, such as budget, freshmen,
etc.

K UNIVERSITY OF KENTUCKY]

Y
Using Save As %]RIS

* You can use the Save As functionality for two purposes.

You have changed or personalized a report, and you want to
save these changes.

You want to save the report to your Favorites Folder to make
it easier to access in the future.

Use the following steps to save the report to your Favorites Folder

in BOBJ:
: , e | g =
Click on the Save icon " % =
(] B G- L = .|| Table
Select Save As ) GIE e omhs | @ & E-1

0= print Fdit
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!
Using Save As %IRIS

e

Enter the new name for the report in the File Name field

® Important! Use the Business Objects Naming Standards
when saving your report.

File Name: [FL_dlevitt: Ledger - Funds Center Balances - Budget vs Actual

K UNIVERSITY OF KENTUCKY]

. 4,
Using Save As RIS
Click the icon shown to expand e
the window for additional Rt
options I —— Mok
Enter a short description of the ... . .. .
report in the Description field
= Note: Remember to include ==
the (Universe name) in the =i
description! s

Enter Keywords, if desired
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U s i n g Save AS e t—

* Note: It is HIGHLY recommended to not S ———
select Refresh on Open! ”Mm
Personal Categuries.

Since you can choose to refresh your

data at any time, this is an option you
do not need to use.

Choosing this option means that every
time you open the report, the system
will go out to the data source and pull in
the data, even if the data has not
changed, which will slow down the time
it takes to open the report!

K UNIVERSITY OF KENTUCKY]

Using Save As baSds

* Click Save to continue

* After saving, the new name will display in the report window
header.

m‘ D?;:mie@}l_devim Ledger - F... ,J_:I) ] 1

Vg b 1 = e

* The new report is the one now displaying on your screen.
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Creating a Shortcut

If you have a specific report you want to run on a regular basis, you
might want to create a shortcut in your My Favorites folder.

By creating a shortcut, you will be able to see any changes made to

the report by the original creator of the report.
* Use the following steps to create a shorfcut:
* Right-click on the report in the

Document List

* Select Organize

* Select Create Shortcut in

My Favorites

K UNIVERSITY OF KENTUCKY]

Creating a Shortcut

* Navigate to your My Favorites folder to see the Shortcut you have

added
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RIS

Unit 5
Check for Understanding

K UNIVERSITY OF KENTUCKY]

!
Unit 5 Summary IRIS

* The Save As functionality is used to save changes you have made to
a report and to save the report to your My Favorites folder to make
it easier to access in the future.

* Creating a shortcut to a report will allow you to run the report and
see any changes made by the owner of the report.

* BOBJ Naming Standards ensure consistency for the Business
Objects reports.
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Exiting Business Objects

Use the following steps to exit a
report and Business Objects:

Click on the Log off button

Aapplications »  Preferences Help menu v

Click on the x to close the | Bllaunch pad
window

To return to the main myUK
tab, click on the Launch Pad
tab

Launch Pad
| IRIS Systems

K UNIVERSITY OF KENTUCKY]

Help Websites RS
* myHelp website:
http://myHelp.uky.edu/rwd/HTML/BW.html

Contains Quick Reference Cards (QRCs), updated course
manuals, BW Frequently Asked Questions, and other job aids

* /RIS website
http://www.uky.edu/IRIS/BW/

Contains Documentation, Assistance & Support, and other
references

* For questions or assistance contact:
analytics@uky.edu

* Other Business Objects Courses
BI_BOBJ_300 Business Objects for Power Users
BI_BOBJ_301 Business Objects Lab for Power Users
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4
Course Completion Instructions %]RIS

* You can provide IRIS Training with feedback on this course by
completing the BI_BOBJ_200 Business Objects for End Users course
evaluation.

* Click on the button below to open the evaluation in a new window.
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