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Course Content IRIS

This course focuses on how to run, modify, and create a Business
Objects report, including an overview of the reporting and editing
options that are available. Topics include an overview of the Business
Objects screens, modifying an existing report, adding objects, using
filters, creating a new report.

* Introduction

* Unit 1 - Business Objects Infoview
* Unit 2 - Basic Report Design

* Unit 3 - Modifying Existing Reports
* Unit 4 - Edit Query

* Unit 5 - Creating New Queries

* Course Summary
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Prerequisites and Access =
® Prerequisites
UK_100, IRIS R/3 Access

® For access, you will need the following:
Sign the Statement of Responsibility (SOR);

* Note: If you have previously signed the SOR, you do not need
to sign it again.

BI_BOBJ_300 and BI_BOBJ_301 must be on your training plan;
Complete BI_BOBJ_300 and BI_BOBJ_301 successfully.

® Your access is determined by your Area Security Officer.

U
Unit 1 RI>

Business Objects
Infoview
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Unit 1 - Business Objects Infoview i

° BOBJ Software

* Benefits of Business Objects
* BOBJ Terminology

* Access Review

* Report Folders

* Finding Reports

BOBJ Software ' IRIS

* You will need the Business Objects Infoview local client on your

computer.

Your IT support can load the software, which is available on UK’s
Download page (https://download.uky.edu/).

You can call Customer Service tech support at 218-HELP, if you
are unsure of who your IT person is.
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Benefits of Business Objects (BOBJ)

Primsns

Business Warehouse

Value) formats.

* Business Objects (BOBJ) biggest benefit is the ability to join different
data sources to create ad-hoc reports.

* Example data sources: GRADS, Remedy, Faculty Database,

° BOBJ supports conditional formatting, alerts, and drill-downs.

* BOBJ has a web interface where users can run reports in their role-
based folders and save their own formatted views of the report to
their My Favorites folder (which is hidden from other’s view).

* As a power user, you will have access to an interactive-mode, where
you can make changes to the query and the report.

* BOBJ also allows a wider flexibility of formatting of the report and
the ability to export in Excel, Adobe pdf, or CSV (Comma Separated
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Terminology

Universe
7 FIFunds Center Balances - Budget vs Actuals

® Contains objects mapped to data in
the database

®|s created from a specific data source

Classes
=1z Budget vs Actuals

® Logical groupings of objects that map
to data in the database

Dimensions

Funds Center

® Retrieves data from the database,
typically character-type

Details
P Funds Center Key

® Provides descriptive data about the
dimension

Measures
Available Budget

® Retrieves numeric data resulting from
calculations on data in the database

Query Filter

Current Students

® predefined filter that restricts the
information retrieved from the
database

® Not all universes have predefined
Query Filters
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How to Access At

Use the following steps to access BOBJ reports:

* Click on myReports

* Click on myReports

Note: A new window will open

automatically.

UK universiry oF kenTucky]

BusinessObjects Infoview P

* For further instructions on selecting and opening a report in the
web, please refer to the BI_BOBJ_200 course material or quick
reference cards available on the myHelp website.

oo

* Tip: You might want to clear the cache on your browser before
running any Business Objects reports.
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Folders RIRIS

* The default folder is the My Favorites
folder which contains any reports you

m
My Faverites

Fublic Folders

have saved to it.

* Other users can not access reports in
your My Favorites folder.

* Your Area Security Officer (ASO) will
determine your access to folders
under Public Folders.
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Unit 1
Assessment
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Unit 1 Summary 3?5”“5

* BOBJ’s benefits include the ability to join different data sources to
create ad-hoc reports, power user access to an interactive-mode
where changes can be made to the query and the report, a wider
flexiblity of formatting of the report, and the ability to export in
Excel, Adobe pdf, or CSV (Comma Separated Value) formats.

* Business Objects software is available on the UK Download page
and must be installed to access the Power User editing mode.

* A Universe contains objects mapped to data in the database and is
created from a specific data source.

* BOB]J reports can be accessed by going to the myReports tab on the
myUK portal.
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C oy Papeten Date of Last Retreshy: 83808

Funds Curter Balarces: Budget ve Actusl

Basic Report
Design
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: . . \
Unit 2 - Basic Report Design %IRIS

* Report Design

* Edit Report Screen
* Report Manager

* Grids

* Report Creating Tips
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0
Reports }éIRIS

® Reports are created using Universes.

® Universes are created from a single data source, such as Oracle,
Business Warehouse (BW-BEx), GRADS, Faculty Database, etc.

® Data from these sources will be as “fresh” as it is in the source.

For example, data from BEx (BW) is updated every 24 hours,
while data from the Faculty Database is a mixture of real-
time and 24 hours old depending on which data is used.

® You can create a new report or modify an existing report.
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Report Design

® The report format can consist of:
One or more reports (sub-reports)

* These sub-reports are similar
to multiple worksheets in an
Excel (workbook) file.

One or more blocks

* A block can be a table, cross
tab, or chart.

Returned Data

UK00/1012003910  UK0051 UK00/513510

UKO00/1012003910  UK0052 UK00/520002 8!
0

« Ll
(_B’ Ledger Report |27 Chart | [ Vearto Datecmrt3
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BEx (BW) Reports

® Reports based on BEx (BW) reports include the variables from

the original BEx (BW) Query.

Example of report created from a Universe based on a BEx

(BW) Query:
BOB)J Report: Fl_Missy: Departmiental Budget Report

Created from ¢

Universe: Funds Cenier Balances: Budget vs Aciual
Created from ¢

BEx (BW) OZ_C02_5a008

Query: Created from ¢

BEx (BW) ZPU_Co2

Infocube:
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Edit Report Screen L@!:S-

Use the Edit Report screen to make changes to the report.

* After running the report, click on Edit

Log Out | About | Help

B0F x

g,; Refresh Data =X | [T Track 7 vy |

* Note: When the screen displays, the Edit Report button will be
highlighted.

#7 Home | Document List | Open ~ | Send To - | Dashboards -

FI_Missy: Departmental Budget
OE v\ﬁ\&ﬁ|ﬁv|ﬁsditQueE | Edit Report| ]
ErEr LI s i Rk

7 IIA -1 & 1T
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!
Edit Report Screen IRIS

Blocks

\

Report Sub-reports
Manager

| Sty ey -

I!ehuh-—...__‘____L e

Information

| D
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Report Manager

® The Report Manager is used to:

Manage all the objects and
variables in the report;

Add or change the type of blocks
in the report;

Navigate the report;

Format the properties of the
report and its content.

® |t contains four tabs - Data, Template
Map, and Properties.

Thumbtacks
® The Thumbtack can be used to | T
keep the Report Manager Data | Templates | Map | Praperties P

displayed or to hide it.

Click on the Thumbtack to
collapse the Report Manager
into clickable buttons.

Click on a button to open the
Report Manager, displaying
the tab you clicked, and then
click the thumbtack to keep
the Report Manager open.

- # Budget Type
- Department on funds center

Data ? ‘
=+ FLMissy: Departmental Budget Report
Query 1- FIFunds Center Balances - Budget
i = # Fiscal period - month and year

O E - | B~ | 6D edit Query|[;
FrE WO A
B il

Page 1 of 1

7
L02
Funds Center ICommitment
Key item Key

eleq

| Bl
\
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Configure Views il
® It is simple to configure how the Report

Tookaer

IILJﬁav.-le:l
. . . 1@ - T ke Query (¥ Edt Repont
Manager tabs display by using Configure | .. .em5 2

. DustaProperties -L
Views. N i }

Rse e delaubl

p

® Data is the default setting.

B s U|A

E -4
In this setting, the Data tab is in %4
I

dget Report

¥

FlFunds Center Balonces - Budgel va Actusls
udget Type
i # Depariment on funds center

front of the other three tabs.

® In the Data/Properties setting, the : ;gm

ST —r— Al Ir=
Vs wa

Properties tab is below the other three
tabs.

This setting allows any one of the three
tabs in the upper section and the
Properties tab to be seen simultaneously.

UK universiry oF kenTucky]

Configure Views AN

® |n the Data/Properties On Right
setting, the Properties tab moves
to the right side of the report
while the other three tabs stay on
the left side of the report.

® In the Collapsed Data/Properties
setting, all of the tabs collapse
into clickable buttons.

This setting provides you with
the most room to view the
report.
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Configure Views

* You also can use Configure
Views to toggle the Formatting,
Reporting, and Page Navigation
toolbars on and off.

#; vome  Dooument it Opan + Seed To +  Dadsboardy «
FI My Bt Repart
G - 3D O G Gy 8 e Rt Setvesh Dota ¥ | [ Trock 1 | 7L vl 0|

LI BT "EEDLE e T |
Ao P C I

o Pap | Frope, Qlk’lq

isg e Abowt | ey

bambgect Rieport
5 8| E)- | edi Query| (2 Edt Repont
* Clicking on Reset to Default b HEXIL
returns the Report Manager DI commsomirorans
tabs and the toolbars to the e '

default settings.

Data Tab

® The Data tab allows you to view the

objects available for use in the report.

By default, it is organized
alphabetically.

Use the drop-down selection at the
bottom of the tab and select Query
to arrange the list by query.

* Note: Arranging by query shows
the relationship of the details to
the dimensions which can be

important when choosing which

object to use in the report.
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Data Tab

® Objects in the Data tab can include the

following information:

Classes are logical groupings of objects

Fudget Details
Funded Program

that map to data in the database.

Dimensions retrieve data, typically .
I:JOLDIFM area currency
character-type data. -

Details provide descriptive data about
the dimension. @.Ul FM area currency Key
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g
Data Tab RIS

Measures retrieve numeric data
resulting from calculations on data  €mount in FM area currency

in the database.

Query Filters are predefined filters (Dhurent students
that restrict the information
retrieved from the database.

Data

® Note: When adding or removing B o e Baorct Dot oA

§ # Budget Type
[

unds centes
onth and year

objects on the report, you must be on
the Data tab in the Report Manager

# 02 Commitment item
4113 C nenmitmen titemn.
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Template Tab

® The Template tab allows you to add
or change the type of blocks in a
report by dragging and dropping
templates.

® |t also provides templates for adding
certain types of free-standing cells,
such as:

Last Refresh Date
Page Number

Page Number/Total Pages

Dat ap | Properties

Templates

=-i31 Report Elements

3 Report

™ Tables

Horizontal Table
™ Vertical Table
1 Crosstab

& Form

@ pie

Radar

Free-Standing Cells

=) Formula and Text Cells
[ Blank Cell
=[] Drill Filters

[ Last Refresh Date

[ Document name

Page Number Cells

[ Page Mumber

[ Page Mumber/Total Pages

=[] Total Number of Pages

UK universiry oF kenTucky]

Map Tab

® The Map tab allows you to view
and navigate through sub-reports
and sections in the reports.

® C(Click on the Structure tab to view
the structure of the report.

Note: Viewing the structure
allows you to see the formulas
that are used in the report.

arter Balarices - Busdget vi. At

unds Conter Kyl &-Lengthi]Fund

et e Ky 1317
ol =07} Then [L03

o
MurnbarOPages)
Dt of Last Refrest * + LastloecutionDute]]
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Properties Tab

* The Properties tab allows you to

B s UA |5 -
format the report and the blocks Dut | Templtes | Mo - i
within the report. 0 24 ] = w2 ,

General
HName Bleckl
Display
Cell spacing Ops
Show tabile headery Wes
. . Show Labile looters Y
* Click on a part of the report to view S vt et e ot 7 e
i i X i Show ot with ety dimeesia_ || Yes .
its properties, i.e., table, cell, title, b il
Background cedor m2a
header, etc.
[Arial 3, Bedd]
11, 117, 155
[Arial 3, Regutar]
255, 258, 188

[Arial 3 Regatar]
98 8 %8

Soet pricrity
Sets the sent pricety eider bor the secticn.
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Grids RIRIS

® You can use grids to line up report
features, such as the title, graphs,
charts, tables, etc.

Log Out  About | Help
%

frack T 0| 9 0

Wite = |PageMd 1 |PHE

Click Show User Settings

Options include:

Edie | User Settings |
|

L4 i Genaral L““
Change Measurement unit A@M pot =)
* Show grid Bz
Srap te grid
° Snap to gl"ld Grod spacingi Wen o

e Change Grid spacing o] [[canct ] [ i

SEB NG AR LI OE8A1 300 38
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Grids

Select your settings and click OK

® The grid displays in the background of (@
the report.
- S

01 Fumds Corstr |01 LIK Fiucal yoart 01 LK Fiscal yoart 01 Fends Conter fL01 Comumatment o Koy Amaut i FM.
0§ TA0 8
1800

UK ovivessiny o KeNTUCKY]

0
Report Creating Tips %IRIS

® Reports can be created “from scratch” or by modifying an
existing report to meet your needs.

® To create a report, first determine what data you want to
retrieve.

For example, to create a financial report on certain funds
centers within a specific college, you may want the following
objects:

Fiscal Variant Period Year, Organizational Unit, Commitment
Item, Fund, Funds Center, Original Budget, Annual (Revised)
Budget, and Available Budget
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0
Report Creating Tips ;‘é]RIS

® Next, determine if there currently is a report that would work as
a basis for your report.

If not, determine which Universe would contain your data.

® |tis recommended to first build a simple version of the report,
since you can always add objects to it.

A simple report will be more efficient to run.

It also will be easier to troubleshoot if there is a problem.

UK ovivessiny o KeNTUCKY]

MIRIS
[l

Unit 2
Assessment

K UNIVERSITY OF KENTUCKY]

BI_BOBJ_300 Business Objects for Power Users

18



0
Unit 2 Summary %IRIS

* Universes are created from a single data source, such as Oracle,
Business Warehouse (BW-BEx), GRADS, Faculty Database, etc.

* Data will be as “fresh” as it is in the data source itself.

* The Report Manager is used to manage all the objects and
variables in the report, add or change the type of blocks in the
report, navigate the report, format the properties of the report and
its content.

* Reports can consist of one or more reports, one or more blocks,
and returned data.
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Unit 2 Summary (cont.) }éIRIS

* Reports based on BEx (BW) reports include the variables from the
original BEx (BW) query.

* Use the Edit Report screen to make changes to the report.

* The Data tab allows you to view the objects available for use in the
report.

* Objects in the Data tab can include Classes, Dimensions, Details,
Measures, and/or Query Filters.
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Unit 3 *EIRIS

Lidge: Funds Center Balances - Budget v Adtusls

Modifying
Existing Reports

0
Unit 3 - Modifying Existing Reports %IRIS

* Edit Report Mode

* Using Save As

* Rearranging Columns
* Removing Objects

* Adding Objects

* Titles and Headings

* Refresh Data

* Document and Table Properties
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Edit Report Mode %L_

® The Edit Report mode provides access to change the report

including:
Format changes,
Sorting data,
Adding/deleting/rearranging columns,
Refresh data,
Using free standing cells,
Adding breaks, graphics,
Tracking data changes,
Access to Edit Query mode.

® Note: Not all functions above are taught in this course.
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: 4
Using Save As }éIRIS

® |tis important to use the Save As functionality if you are

changing an existing report.

Using Save As ensures that you do not make changes to
another person’s report or unwanted changes to a version of
the report that you want to keep.

T | P InfoView

[ ]
There are two ways to save. BUSINESSOBIJECTS INFOVIEW

7 Home | Document List | Open ~ | Send Te - | Dast

Save As

| Missy: Funds Center Balances - Budget vs Actual

'- # | =~ | (7 Edit Query|[#] Edit Report

R
gz

0|5
Save to my computer As — E
Save to my computer as ¥ A S

Data | Temp..| Map | Proper.
n

Page 10of 3

Mot
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Using Save As %‘RB

® To drop the report on your

computer in Excel or pdf

Missy: Funds Center Balances - Budget vs Actual

format, click on Save To My CEQ S # ) F- |5 et Query| 3 EdtReport
Computer As. e Fe N
o
Note: You cannot upload Date | Temp.| Map | Proper] |- e d |

the file back to Business
Objects once it has been

SaVEd to your compUter' Missy: Funds Center Balances - Budget vs Act

& D eS| # | E - | (7 edit Query|[2 Edit Rep
ave to my computeras » A

® To save the report in BOBJ, | =

click on the drop-down icon to e Tempellee LB Page 10t 3
the right of the Save icon and
select Save As.
l}KUNI\-’T‘.R‘?]'\'Y OF KENTUCKY]
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BOBJ Naming Standards %IRIS

® The BOBJ naming standards should be followed to ensure
consistency for the Business Objects reports.

® The Name should consist of the following format:

IRIS Module (Ex. FI, HR, SLCM, MM, etc.) or database (Remedy,
ESI, CNS, 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:
* Fl_UserID22: Funds Center Balances - Budget vs Actual
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. 4,
BOBJ Naming Standards ;‘é]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,

e Example: Filtered for my department (3J510) only

e Example: Limited on Senior students or retiree employees,
etc.

The Universe name within parentheses.

e 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.

¢ If the Universe name has not been entered,
you can find the name by clicking on Data
Summary when you are running the report
or in the Data Manager in Edit Query mode.

UK ovivessiny o KeNTUCKY]

. g
Using Save As %IRIS

Use the following steps to save the report using your User ID:
Click on My Favorites folder

= Note: Alternatively, select one of the Public folders, if
you want others to be able to run the report.

| Teiepaeiment ===

Enter the new name for the report in the Name field

= Important! Use the Business Objects Naming Standards

when saving your report.

- -
6.: FI_Missy: Funds Center Balances - Budgetvs Actual ) Advanced + |

[ok | [ cancel | [ ren
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Using Save As

B
I/::

Click on Advanced to change
the description of the report

Enter a short description of
the report in the Description
field

¢ Remember to include the
(Universe name) in the

description!

Enter Keywords, if desired,
which will aid in searches

.

I "D

Funds Center Balances - Budget vs Actual ‘

ok | [ cancel | [ Help |

Mame: | FLMisy: Funds Center Balances - Budget va Actual Ad

Decument Options

epwoeds:

ual for Dept $G310

Center Batances - Dudgetvs

Premanent regional feemating

Fefresh on open

Budget/Actual for Dept 36310
{Funds Center Exlances - Budgetvs
Actunl]

0K Cancel
Mame: FLMssiy: Funds Center Balances - Budget vi Actual Advanced +
Document Ogtans
Description:

Keywords:
Furnds Certer Balances-Budget vi Actual, Missy

Permanent regiznal formatting

UK ovivessiny o KeNTUCKY]
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Using Save As }é]RIS
* Choosing Refresh on Open means that every —

time the report is opened, the system will go

out to the data source and pull in the data, even
if the data has not changed, which impacts the

time it takes to open the report!

Center Dalan<es - Dudgetvi

Permanest regional £

oK

It is HIGHLY recommended to not select this option, if the report

is based on a BEx universe, since you can refresh at any time!

If your report is based on a non-BEx universe, it is recommended

to check the performance when using this option.

= The “freshness” of the data in the data source may be a

determining factor in using this option.
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Using Save As

N ——— advrand s

Click OK

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

header.

BUSINESSOBIJECTS INFOVIEW

&3 Home | Document List Open ~ | Send To ~ Dashboards -

FL_Missy: Funds Center Balances - Budget vs Actua])
= == W=

SEEWE 90 A &Y -|TFE T @ KB
B UA-&- £ ===|1
I ]
K vniveRsITY OF KENTUCKY]
. )
Rearranging Columns RI>
Use the following steps to rearrange %IRIS
columns in your report. = Ledger:

* Click on column heading and
hold down the mouse button

1011653830 402000
UraYERSITY. Appre-
410200 GEMNERAL Repiar
* Move the column to the new
location and release the mouse ~ "fi=t
button to drop the column
Note: As you move the

column heading, the system
will highlight possible “drop

sites”.

s @1

Ledg

Feos - Bad
Dbt

Reequtsr State

Apgro-State
Dot Ser
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Rearranging Columns

* When the cursor is on the left side of
the column, the column you are moving
will be dropped to the left of the
column.

* When the cursor is on the right side of

the column, the column you are moving  ©es ooem

will be dropped to the right of the
column.

* When the cursor is in the middle of the

column, the column you are moving will

GENERAL 410200 R,
LNNERSTY- Arecn-Stata

be swapped with the column.

o R
GEMERAL 410200 Ry

ouar 1ate

| BIERSITY. Bmaen Grata

* The moved column will display in its new

Funds
woini Koy [Funds Coates

location.

011653830

* Note: Make sure both the column heading
and the data move together!

If a disconnect exists, one may move,

but not the other. S e

Example: Only the column headings progassy
HIVERSITY-

are swapped, the data in the columns P

GENERAL

did not swap.

Note: Data will also need to be
swapped by dragging and dropping

the data just as the column headings
were swapped.

Rearranging Columns LRI

Fads

Dbt

Appec
Rgul
Apprc
Dt §
Appre
Spech
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Adding a New Row

* You can add an object into a new row
after an existing row, by dragging the
object onto the bottom edge of a row
header.

Click Data to select the InfoObject
you want to add to the report

Drag and drop the InfoObject on the
bottom edge of the row header

Note: The new row will display

below the existing row.

B r

# FLMisny: Departmental Budget Repord

WK UnivERsITY OF KENTUCKY]

Removing Objects

Use the following steps to remove an
object (column/field) from the report.

Drag and drop object on to the
Data tab on the Report Manager

Note: It does not matter where on
the Data tab you drop it.

* The removed object will no longer
display.

Note: As with rearranging, if there
is a disconnect, you may need to
remove both the data and the
column heading separately.
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Adding Objects BIRIS

Use the following steps to add an object (column/field) from the Report
Manager to the report.

Drag and drop the object where you want it on the report.

Be careful of placement!

Ledger: F|

. . $
Titles and Headings IRIS
* In BOBJ, The title of the report and column headings consist of a

formula.

Ex. Funds Center Balances: Budget vs Actual
= =“Funds Center Balances: Budget vs Actual”
Ex. Funds Center Key

= =NameOf([Funds Center Key])

* Titles and headings can be changed easily using the Formula
Editor toolbar.

M E - S| & E-| 7 Fdit Query|[3 Edit Report
S 4 A KPS "BIE AIE [ E -k, ';_'_'(vimw.m.rJ
Arial =12 =B 4 U LA - B . = -lES N - 'AE\‘_-]-‘J
Dats | Templsted Map Propettied fio p® X :='h|r|ds(.ull:lBalanL:s:Budgz{uJ’-&lml' j
Properties 2
#5191 [[mll =2 =2 Page1of 1
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Title or Heading Changes

SIRIS
I/::’.i'j'f'..v.'
Use the following steps to change the title of the report
or a column heading:
* Click on the title or heading

FI_Missy: BOB]_300 Exercise Report
M E -S| #| E- |60 edit Query
"y 9 O Al

* Click Show/Hide Formula Editor

Arial

12 ~ B ZU

* Make the change

Note: Remember if you are just entering text it

needs to be places between double quotes. /

T = i . = ErTmEs
—
Foomt X @Fundgtentersa\mes—Umvars.tycaner ")

UK universiry oF kenTucky]

, : _ 0
Title or Heading Change Tips

* The formula should start with an T T | o
Equals sign (=).

* Descriptive words should be

R S
Fe 28t % o [{Junds Center Balances - University Generd)
placed between double quotes “ “

° It may contain formula functions,

es o 2 X/ [fNameODIFunds Center Key])
such as NameOf([ObjectName]) ~

Note: You can click on Formula o
Editor to display more

es@!+ H+/ |=NameOf
functions from which to L
choose.
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Title or Heading Change Tips

° It may contain data object

= — ] — ==

strings. e 2t X o/ [eName(f([Funds CenterKeyD) )
e ——

The string will be contained
within brackets and

parentheses.
BJUA-® - Q- L -2
. . Dperties foc ma’ {: ;“FundsCenterEalan(es:BL
* After making the change, click o

on Validate (green checkmark).

If Enter is pressed instead of

4| Web Intelligence Warnin: ﬁ
Validate, a system message u, = I
. ) //! anu T:ed tnl \kfahtdatelt:lifntr;nula or you will lose it.
may display, click No, and ouieyouTetorelae R
then click on Validate.
UK vsivers:Ty OF KENTUCKY
. . $
Title or Heading Changes %IRIS

* The change will display. &:u\u

( Funds Center Balances - Universiy General j

* Formatting of the text

box may need to be Funds Center Balances - University G@

adjusted to make it fit the

new title.

nds Center Balances - University Gérﬂ*’

Click and drag the
side of the text box to

extend it or to
H

h . —
shorten it Ledger: Funds Center Balances - Budget vs. Actuals
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Refresh Data FOSE
Use the following step to refresh
. L e ]
data in the report. Log Out | About | Help

x|
T Track W 9| O oot il | &

Click Refresh Data

W% -+ PageM41 MM

* Note: If you have set a filter to

require a response by the user,
a prompt for the filter will
display, and the user will need
to respond unless the filter has
been set as optional.

UK ovivessiny o KeNTUCKY]

!
Refresh Data %IRIS

Use the following steps to choose

new values

* Select a filter and click on
Refresh Values

* Choose new values by either:

Clicking on value in the left
window and clicking on Add

OR

Double-clicking on value e || o

Note: Multiple values can be selected by using the Control (for
individual values) or Shift (for a range of values) key or a combo
of both.
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Refresh Data
* Click Refresh Data

much data is being requested

Estimated wait: 15
The estimated wait is based on the last refresh,

and how busy the system is at

the moment.

&
* The retrieving data system
message will display.
. || Retrieving Data |55 ]ice
Note: The length of time to run e .
the query will depend on how bracesing e

o o o oo oo

UK universiry oF kenTucky]

Refresh Data %]»RIS

* The new refresh date will display in the bottom right corner of

the screen.

* Any data changes will display on your report.

T TR e -y
- RIRIS
| == Ledger: Funds Center Balances - Budget vs. Ac
=
Funas. Camemitment Hevesed) Cument
oater Koy (Contar : Ongine Buiger  Bedge Prior Batance Woath Acal
1011653430 i GISE0NSI00N  (HSITTOTAN (36078 10T
et ABRNA0N (4445100001
. L]
a0
MS000N  (MEO0ROT (14500000 (145200
b (0990000 (DWRIOIN0) (5316044 295 (BSAIE
- (4TI ETH (0.298307
o, O - -
7 Ledgen: Budget s Acteals | 7 Chat |7 Summmary
(C--.rea-;_»- Dute: Februnty LL ML 105320 AM GMT. as?D
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q
Refresh Data ﬁé]

° Note: If no data is returned after clicking Refresh Data, you have
probably been disconnected from the BOBJ server.

If you get disconnected, log out of the system and close
your browser.

Next, log back into myUK and click on myReport

* Other time out messages include:

UK universiry oF kenTucky]

Document Properties

* To view the properties of the report, right-

click on the report and select Document
Properties.

Note: Your cursor must be on the report,
not on the data in the table.

* The Document Information section displays

Created by and Last Modified by

Creation Date - — )

Last modified by: missy@uby.edu
Creation date:  Diecember 5, 200 1:45:35 PM GMT. 0500
Name: FIMissy: Budget Report

Name (of the report)

Description

(FI Funds Center Balances - Budget vs Actusal)

Keywords

Lacale Englich (Linited States)
Data Tracking: O /

Data Tracking Status
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Document Properties D

* In the Report Order section,
you can set the order of the
sub-report tabs by using

the following steps. ke ey 7
Select the report

Click Move Up or Move
Down

Note: You will need to (I o e

repeat these steps to
move a report more

than one position.

UK universiry oF kenTucky]

Table Properties LA

Use the following steps to set the
properties for the entire table.

* Right-click on the table and select
Edit Format

* Select Edit Format All table cells

* Recommended settings include:
Autofit Width
Autofit Height

Wrap Text
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Unit 3
Assessment

UK ovivessiny o KeNTUCKY]

4
Unit 3 Summary }é]RIS

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

* When adding an object to create a new column in the report, it
can be added to the left or right of column B.

° In BOBJ, the title of the report and column headings consist of a
formula.
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0
Unit 3 Summary (cont.) %IRIS

* When rearranging columns, move the object to the left side of the
column to drop the object to the left side of the column.

* When rearranging columns, move the object to the right side of
the column to drop the object to the right side of the column.

* When rearranging columns, move the object to the middle of the
column to swap the columns.

UK ovivessiny o KeNTUCKY]

U
Unit 4 RIS

Edit
Query
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4
Unit 4 - Edit Query #IRIS

* Edit Query Screen
* Adding Objects
* Query Filters

* Complex Filters

UK ovivessiny o KeNTUCKY]

: ¢
Edit Query Screen }éIRIS

* You will need to move to the Edit Query screen to make any of the

following changes to your report.

Add objects that are in the Universe but not currently available
to the report

Add or change filters to the report

= Note: You will not be able to change any filters (variables)
inherited from the original BEx (BW) query, if that is the
basis of the report.

* The Edit Query screen allows you to build the query behind the
report.

However, you must run the query before you can save the

report.
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Edit Query Screen

* To add objects or filters to
the report, click Edit Query.

ECTS INFOVIEW

# Home | Document List | Open - Send To = Dashboards =

depending on report size.

| HI_Missy: Budget Repog
. . Y& - S| 0| F A @ edit Query | [)) Fdit Repart
Note: This process might w1 .. T
B s UA o | r
take a few seconds T S T

UK universiry oF kenTucky]

Data Provider

KIRIS

|

* The Data Provider frame displays
the Universe name.

* It contains three different types of
objects logically grouped into
Classes (the folders), which map to
data in the database.

Dimensions
Details

Measures

Dsta | Propeties
L]

C FI Funds Center Balances - Budget w3 Actuak )
¢ amount type
¢ Budget family on funds center

H Amount type
Budget family on funds center

K UNIVERSITY OF KENTUCKY]

BI_BOBJ_300 Business Objects for Power Users

38



Data Provider SR

* Dimensions retrieve data, typically character type.

Examples: Company Code, Student Number,

=F Budget Type Key
Business arca

Person ID, etc.

= Note: If a class contains LO+ dimensions, it is
due to hierarchies in BEx (BW).

= Note: Most data will be found under the LO1,
LO2, etc. dimensions, not the LOO.

* Details provide descriptive data about the dimension.

Example: The Funds Center dimension has the
details Funds Center Contact Person, Funds
Center Key, Funds Center Medium Name, etc.

UK ovivessiny o KeNTUCKY]

¢
Data Provider }é]RIS

* Measures retrieve numeric data resulting from

Person responsible for funds cen

calculations on data in the database. 507 Key F

Examples: Amount in FM Area Currency,
Capital Expenditures, Current Expenditures,
Number of Records, Annual (Revised)
Budget, etc.

° Query Filters are predefined filters that restrict
information retrieved from the database.
=-®urre nt Students

The filter may prompt the user to select a
value before proceeding.

Example: Current Students
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Result Objects

* The Result Objects frame
displays the objects

chosen for the query.

* Objects can be added or
removed from the Data
Provider frame by dragging

and dropping.

UK universiry oF kenTucky]

!
Query Filters %IRIS

* The Query Filters frame displays the filters used in the query.

* Filters can be simple or complex and are useful for limiting the
amount of data retrieved.

* Note: For reports built from BEx (BW) Universes, these can be useful
when you need to filter beyond the “built-in" variables provided.

To view the “built-in” BEx variables, click on Refresh Data.

The filters will be displayed at the top of the Prompt window.
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. . 0
Adding Objects ;‘é]RIS

* When modifying an existing report, adding an object to the report

from the Universe is a two step process.

In Step One, you would add an object by either
dragging/dropping or double-clicking on the object.

Note: If a Detail is chosen, the related Dimension also will be
added.

Note: Order does not matter when modifying an existing report,
since you are only making the object available to use in the
report, NOT adding it to the report yet.

UK ovivessiny o KeNTUCKY]

. . U
Adding Objects }é]RIS
When finished, click Run Tog 0wt Abok Ty
Query 2 tonuer ¥ @1 | @ ||
i
If the prompt window o2z ;
displays, choose new [ 11
|
value(s), if desired, and click = ;
Run Query
G =

Note: A system message — -
displays while the data is '

being retrieved.
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Adding Objects

Note: The new objects are
listed in the Data list, but
not yet in the report.

In Step Two, you add the
object(s) to the report to
display data by dragging
and dropping it where you
want it to go.

110200
Y-
L 4men

210020

WK UnivERsITY OF KENTUCKY]

Query Filters

* Query filters consist of three elements.
The object is used to filter data.

e Example: UK Fiscal Year/Period
Key
The operator is used to show the
relationship between the object and
operand.
* Examples: Equal to, Matches
pattern

The operand (values) is used for
filtering.

* Example: V6/004/2009

Query Filters

{( > Lo1UKFiseal yearfper Key) Equalto . [vi/004/2008 |[i=]

Query Filters

il [ l\'lll.lKhulIynl."pllK vemoazmg |[i

Query Filters

b LOLUK Fiscal year/per Key Equalto |

we/04a008 J5

K UNIVERSITY OF KENTUCKY]

BI_BOBJ_300 Business Objects for Power Users

42



g
Query Filters HIRIS

Use the following steps to add a query filter:
* If you are on the Edit Report screen, click Edit Query;

* Place the object in the Query Filters frame.

Query Filters

( b LO1 UK Fiscal year/per Key Inlist , [Type a constant |—E,)

Note: You can drag the object from either the Report
Manager or the Results Objects frame.

= |f you drag the object from the Reports Objects frame,
you will NOT be removing from the Reports Objects

frame.

UK ovivessiny o KeNTUCKY]

g
Query Filters RIS

* Use the Operator Drop-down icon to select the operator.

41,08 Fescal ymanipar Ky ;—.‘

Note: Selecting Matches pattern or Different from pattern
allows the user to enter a partial value, similar to searching
using a wildcard, when using a prompt filter.
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g
Query Filters RIRIS

Query Filters

b LOLUK Fiscal year/per Key Equal to [S

~  Constant

Walue(s) from list

Prompt

* Enter the operand (value) by typing it into the Operand field or

using the Drop-down List icon and selecting one of the
following:

Constant - enter a value (not recommended)
Value(s) from list - choose the value(s) from a list

Prompt - the user of the report will enter the value

UK ovivessiny o KeNTUCKY]

g
Values List RIS

* If selecting from a value list, the List of Values window will
open, displaying the values for the object.

& List o Vakues

= Salech LEL UK Fical yuaeipar Kayts)
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g
Values List 3?5”“5

* Select the value by either double-clicking on it or highlighting
it, then clicking on the Add icon.

0&ED "
* Click OK to close the window.
l}KUNI\-’T-.R‘?]"\‘Y OF KENTUCKY]
. $
Values List %IRIS

* When making a different selection from the value list, refresh
the value list by clicking on Refresh Values.

4 Uit of Values =i

# Sebeet LOL UK Fiseal yean/per Keylsk VEAOAI2009
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0
Using Prompts ;‘?f

* If prompting the user to enter the value, you can change the
prompt settings by clicking on the Prompt Properties icon.

Query Filters

b L01 UK Fiscal year/per Key Equalto . EntErLEIlUKF\scalyear.’perKEy

* Prompt property settings include:

Prompt text

(i)
Prompt with list of values
Keep last values selected mpt it s o e 0““
Select only from list
Optional prompt ‘
Set default values e e
UK universiry oF kenTucky]
: A
Using Prompts %S
Option Definition
Prompt Text « Will default to “Enter value(s) for (object name):”; User can
change default
Prompt with « Displays all values for the object; Allows user to select
List of Values desired values
Keep last » Defaults to last value(s) selected by user on the previous
values refresh; User can change the value or refresh using the last
selected selection
Select only » Prevents users from typing values that do not exist in the
from list database
Optional » Allows users to refresh the document without the need to
prompt enter a response to the prompt or by entering a partial
response to the prompt
» Note: If no response is entered, the filter is not applied
Set default « Defines the default value(s) that appear in the prompt; can
values be defined by entering value(s) into the Type a value field or
choosing the value(s) from a list
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Using Prompts

* Tips
When the prompt is for a date, do not select Prompt with

List Values if you want the user to see the popup calendar.

Be careful when using Optional prompt display, because a
dialogue box will open to inform users, and if a value is not
entered, the filter will not be applied.

The Prompt with List of Values does have a limit, so all
values may not show.

UK ovivessiny o KeNTUCKY]

: ¢
Complex Filters }é]RIS

* When you place two or more objects into the Filter frame you

create a complex filter.
* There are two types of complex filters.

AND operator - returns values that are true for both (all)
filters

OR operator - returns values if either filter is true

Filter Filter
A data B data

K UNIVERSITY OF KENTUCKY]

BI_BOBJ_300 Business Objects for Power Users

47



0
Complex Filters }é]

* With two or more filters in the query, an AND operator is
created automatically.

* You can switch between the AND and OR operators by double-
clicking on the operator.

Query Filters
b L01Fiscal year/period Key Inlist | |Entervalue(s) for LO1Fiscal year/period Key: Q”E
» LULFCTR Department Key Inlist . [Entervalue(s) for LOLFCTR Department Key: | ¢ [iZ ]

Qi lters
o { L01 Fiscal year/period Key Inlist . |Entervalue(s) for L01 Fiscal year/period Key: Q’E
¢

L01FCTR Department Key Inlist , |[Entervalue(s) for LI FCTR Department Key: | @[]

UK ovivessiny o KeNTUCKY]

¢
Complex Filters %IRIS

* With more than two filters, priorities must be set, and this is

accomplished by positioning and grouping the filters.

* To group filters together, drag and drop one filter on top of the
other filter.

The dark, highlighted rectangle is where the filter will be placed.

Double-click on the operator to switch between AND and OR.
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Complex Filters

SRIRIS
===

top down and left to right.

¥ LUL Fireal vasiant pesiad year (Key) Inlist . |Frbes
¥ Funds Cemterkey Inlist . |Fes

b LU3 Commritment itemn Key Tkt ,

® Brackets will denote the filter groupings.

The data will be filtered by the system using the filters from

o iz 4—Filtered 1st

4+ Filtered 2nd
@15 s Filtered 3rd

Tip: Set your filters to filter out the largest group of data
first, and then the next largest group, etc.

UK ovivessiny o KeNTUCKY]

Complex Filters

MIRIS
[l

® Examples of complex filters:

First condition (filter) must be met,
and then one of the remaining
filters must be met

* Tip: You may want to add filter
information to the description of the
report.

All conditions must be met P T T T 7L

Queny Fikers
scal variant paricd year i) I lt .
P o
Lt Commetmens ftem Key Inis
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0
Removing Filters é{élRlS

* You can remove a filter from the Query Filter frame by dragging
the filter and dropping it into the Report Manager.

* Note: If you are using a BEx (BW) Universe, you will not be able
to remove any filters that were inherited from the original BEx
(BW) query.

You will only be able to remove any filters located in the
Query Filter frame.

UK ovivessiny o KeNTUCKY]

MIRIS
[l

A
)
)

Unit 4
Assessment
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Unit 4 Summary %IRIS

* The Edit Query screen allows you to build the query behind the
report, to add objects from the universe that are not currently
available to the report, and to add/change filters on the report.

* Dimensions retrieve data, typically character type.

* Details provide descriptive data about the dimension.

* Measures retrieve numeric data resulting from calculations on data
in the database.

UK ovivessiny o KeNTUCKY]

y
Unit 4 Summary (cont.) }éIRIS

* Query Filters are predefined filters that restrict information
retrieved from the database.

* The AND operator returns values that are true for both (all) filters.

* The OR operator returns values if either filter is true.

* When you place two or more objects into the Filter frame you create
a complex filter.
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Unit 5 *EIRIS

Creating
New Queries

4
Unit 5 - Creating New Queries %IRIS

* Creating Queries
* Document Properties

* Report Property Options

BI_BOBJ_300 Business Objects for Power Users
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0
Creating New Queries %IRIS

® To create a new query, first determine what data you want to

retrieve.
For a finance report you might choose the following data: Funds
Center, Commitment Item, Business Area, Available Budget,
Recurring, Non-recurring.
For a student enrollment report you might choose the following
data: Main Program, Reg. Classification, Major, Record count of

students.

UK ovivessiny o KeNTUCKY]

. . \
Creating New Queries }éIRIS

® Next you need to determine which Universe contains the needed

data, such as:
FI Fund Center Balances: Budget vs Actual
SLCM Student Status - Current Enrollment
HR Master Data

PM Order Universe

* The easiest way to determine what data is in a particular Universe is

to view existing reports based on the Universe.
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g
Creating Queries HIRIS

Use the following steps to create a new query from the Document

List screen:
Click on the New drop- 5 e Dot | Open + 5o 7o - 08
down icon and select Web LI B T EE R
. My P Segie Dackioard | Dy
Intelligence Document 3 1ief 93 b _..,:n.

Double-click on the
universe you want to use

* Note: You will only see

universes for which you

have access.

4
Creating Queries %IRIS

Use the following steps to create a new query from the Document

List screen: NFOVIEW

. ) Horme  Document List | Open « | Send
Click on the New icon I ——p—————

-5 @) B | et query | (31

ey JICXIrsrT
B s u| A

Data | Templabes | Hap | Propestins
When the system message o
appears, click Yes
* Note: If you have not " P

saved any changes on B Web Intelligence

Are you sure you want o create @ new document? You wil

the current document, AL\ er it i e

click No, save the

changes first.
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0
Creating Queries é{élRlS

* The new query will open using the same universe as the previous
query.

g Oue | Aot Few

UK universiry oF kenTucky]

Adding Objects %]RIS

* You can add objects to the Results Objects frame by using one
of the following methods:

Drag and drop the object;

Double-clicking on the object.

. PLOL Commetmest tam Key = B
matty
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. . g
Adding Objects %‘RlS

* Once objects are in the Result Objects frame, you can rearrange them

by dragging and dropping.

Resut Ojerts

B L0 Bunimas area Key | & LEL Choet of aceeunts Key | <& L0 Fands Center Key | o=

* Typically, Dimensions/Details are listed first, then Measures are last.

This placement will display the Dimensions and Details on the left
side of the table (the rows), and the Measures on the right side of
the table (the columns).

UK ovivessiny o KeNTUCKY]

U
Query Tips RIS

® You may want to divide the objects wanted for the report into two

groups - primary and secondary objects.
Primary objects are objects needed initially in the report.

Secondary objects are objects available to use in the report,
but not initially displayed in the report.

First, you create the query with primary objects, run the query,
and save the report.

Next, you can modify the query by adding the secondary
objects and making them available for use in the report.
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g
Query Filters HIRIS

* If desired or needed, you can add query filters.

Query Filters
b LOLUK Fiscl yearfper ey Tnlit ,  WEMDL0ISVEA022008 |15

b L#1 Funds CenterKey Infist . Enter vakaels bor LIL Funds Center Key: | 9 [I2

* It is recommended to add filters, especially for large dimensions
such as Person ID or Funds Center, to reduce the size of the
results.

Note: Filters may not be needed when using Universes based
on BEx (BW) queries, since they inherit the filters from the
original BEx (BW) query.
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U
Run Query RIS

* When you are finished building your query, click on Run Query

to run the report.

Log Out | About  Fielp

#LOLUK Frneal yean/per ey LO1 Funds Cemers 8 LO1 Funds Ceneer Key ¥ LO1Cy BLILE

ey = Amauet o FM ares currency = Perisant] sendices = Curent eqenditures = Cagital expenditure:

* If the prompt window displays, choose any required value(s)
and/or any optional filter values, and click Run Query.

([ = RumQuery | ) Concel ‘
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Unit 5
Assessment

UK ovivessiny o KeNTUCKY]

!
Unit 5 Summary %]RIS

* When creating a new query, determine the data and universe you

want to use, and then decide which objects are primary objects and
which are secondary objects.

* If the query does not have inherited filters, add at least one filter to
reduce the amount of data that is retrieved.

* Typically, Dimensions/Details are listed first, and then Measures are
listed last.

* Filters may not be needed when using Universes based on BEx (BW)
queries, since they inherit the filters from the original BW query.
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. 4,
Power User Help Websites é{élRlS
* myHelp website:
http://myHelp.uky.edu/rwd/HTML/BW.html

Contains Quick Reference Cards (QRCs), Course manuals,
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:
Bl-Requests@email.uky.edu

UK universiry oF kenTucky]

g
Course Summary HIRIS

* Understand Business Objects Infoview functionality
* Display a report

* Understand Edit Report screen

* Modify an existing report

* Understand Edit Query screen

* Add new objects to query

* Create query filters

* Create a new report

K UNIVERSITY OF KENTUCKY]

BI_BOBJ_300 Business Objects for Power Users

59



0
BOBJ Access }filRIS

* If you are taking BI_BOBJ_300 to get Business Objects Power User
access, you will need to take BI_BOBJ_301 BOBJ Lab for Power Users.

Note: In order to take BI_BOBJ_301 and get access, it MUST be

on your training plan and all pre-requisites must be completed
successfully!

* Use the following steps to begin BI_BOBJ_301.

Click on the BI_BOBJ_301 Practice Guide button below and print
the guide.

Follow the steps in the Practice Guide to obtain training access,
practice the exercises, and take the BI_BOBJ_301 assessment.
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4
Course Completion Instructions }éIRIS

* You can provide IRIS Training with feedback on this course by

completing the BI_BOBJ_300 Business Objects for Power Users
course evaluation.

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