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Bl_BOBJ 301 Practice Guide Overview

This Practice Guide is intended to accompany the Bl_BOBJ_ 300 Business
Objects for Power Users WBT. It provides all the procedures necessary to
practice the transactions shown in the BI_BOBJ_300 online course using the
BOBJ Training reports.

These lab exercises focus 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

Modifying an existing query

Using filters

Creating a new report

If you like to check each step as you complete it, a check box is included
next to the step number for your convenience.

FIRST AND MOST IMPORTANT!

You will need to request BOBJ Training access and receive the access;

AND

You will need to install the Business Objects local client on your computer;

BEFORE

You can complete the exercises in this guide!

Please follow the information provided in the Getting Ready to Practice
BOBJ section to request your access and install the BOBJ client.

University of Kentucky — IRIS Training
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Getting Ready to Practice BOBJ

1. Gotothe BI_BOBJ_ 300 Business Objects for Power Users webpage
(http://myhelp.uky.edu/rwd/HTML/BW/BI_BOBJ 301.html) and submit
the BI_BOBJ_301 Training Access Request email.

a. You should receive access within one business day of receiving
e-mail confirmation from IRIS Training.

To begin this course and get your BI BOBJ 301 training access:

I Print the BI BOBJ_301 Practice Guide.

I Contact IRIS Training by submiﬁiuéﬂl BOBJ 301 Set—u@quest email in

order to be set up with training access.

Incomplete information cannot be processed. You will receive an e-mail confirmation once this process
is complete.

Within one business day of receiving the e-mail confirmation from IRIS Training, vou should be able
to access and sign the Statement of Responsibility (Step 2 below), and it will provide you access to

2. Contact your IT support person or go to the UK Download page
(https://download.uky.edu/) and get the Business Objects Xl 3.0 Client

a. Tip: In the search field, type “Business Objects”

links. download server statistics
~
~r » help » total downloads: 1443482

» account manager
uk supported software

operating systams (\'
e-academy Burchase Software Fro

Linwd/Unix | Mac OS X | Operating System Installers | Windows % sions® | Windows 2000, 2000 Server, XP
Windows 7 | Windows Vista, Windows 7 | Windows XP SP 3 w d wsXF‘ Windows Vista

Welcome

e M S Can'tfind what you're looking for? Try searching for it!
click to enter search text pesearch

Latest Virus Definitions

search results

You searched for: business objects
Found 2 matches

Business Objects Xl 3.0 Client

Business Objects X1 3.0 Client 7
(484.7 MB) 06-25-2009
Latest Virus Alerts For more information see: hitp:/fwww.uky. edu/IRIS/BV/ downioad
—_————— MD5 C| BFf32043716¢ T

» Ms Wind OTFont 2741

» Ms Wind TLSv1 3229
> Ms NET JIT 3228
» Ms Wind New CI 3223

University of Kentucky — IRIS Training
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Tip: Request the training access first! While you are waiting for the access,

you can install the BOBJ software.

NOTE:

The report universe you will be using and creating in the exercises is
based on a BW query. Your reports will inherit the variables used in the original
BW query in addition to any filters you may add.

University of Kentucky — IRIS Training
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Exercise 1 — Request Training Access

Scenario

You will be requesting access to Business Objects and the training folders. Please don't forget
that you will need to get the BOBJ local client software loaded onto your computer!

Go to the BI_BOBJ_300 webpage at
http://myhelp.uky.edu/rwd/HTML/BW/BI BOBJ 300.html

iR |

@ - & 4| hetp:/myhelp.uky.edu/rwd/HTML/BW/BI BOBJ 300.html ) v | |28~ Google
Z7 RIS myHelp

I KN TUCKY | ARSERAIS | amiercs | viticane rescascn [smemoex | Sri@e ]
51“ RIS Integrated Resource Information Systems
V fibecaky s

Supported by EAG and IT

.~ myUK | IRIS Training RIS ~ HRT&D  ContactUs

Reports BI_BOBJ_300 Business Objects for Power Users

T-codes Bucinace Ohiacts ic 2 nam: ranartinm anvirnnmant hainn affarad nn the myl 1K nartal Tt ucac o mah intarfaca

Click on BI_BOBJ_300 Training Access Set-up link

. Contact IRIS Trai.ni.ngb}-'S'llhIllitﬁ]lg@I BOBJ 301 Set—u@quest emailin

order to be set up with training access.

Incomplete information cannot be processed. You will recerve an e-mail confirmation once this process

When the email screen displays, enter Please complete the following prior to sending the ¢
your Full Name
Full Name: Sidney B. JongD
Person ID: 11009999

AD/MC/Link Blue UserlD:  SBJONEOO

— ] (] PR T

Enter your Person ID

E o Sidney B Jones
( Person ID: 11009999 )

- 1] [ [ — T

5 D Enter your AD/MC/Link Blue User ID Full Name: Sidney B. Jones
. P, an l0- 11009999
AD/MC/Link Blue User|D:  SBJONEOO )
Email address: sbjonel0@email.uky.edu
6 D Enter your Email Address Person ID: 11009999
) 12 serlD: SBIONEFQQ
Email address: sbjoneOO@email.uky.ec@
Lrepartment NUMmDer, oba Il

University of Kentucky — IRIS Training
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Enter your Department Number

ALY IVILSLITIR DIUE LoEl L. DN

00@em

8G310

[epartmen : nstructional T
[ B—— T LCCCC
Email address: sbjoneUU@email.uky.edu
8. D Enter your Department Name b so210
{Department Name: Instructional Technology Cent@
Phone: /-5555
9. D Enter your Phone number Department Number: 8G310
: tional Techn
Phone: 7-5555
Enter the module you would prefer to Phone:  7-5555 )

10. D

use for the assessment, either Fl, HR,
or SLCM

{ Preferred Module for Assessment (FI, HR, or SLCM): FI)

Thanks

11. D

Click Send

REMINDER: It will take up to one
business day to receive your access.

T To... IRIS Train
Send CC...

Account = | Subject: BI_BOE)_300 /

5'1"

12. D

Contact your IT person to install the Business Objects XI 3.0 Client

Note: if you have the install rights, it is available at: https://download.uky.edu/

| T LG G S G U 0 G 1 O U 0 e T S

usiness Objects Xl 3.0 Client )

(4347 MB)

For more information see: hitpJ/fwww uky edw/IRIS/BW!
MD5 Checksum: 2ff32043716ff00f3fcelda7S50baTes

v

download

06-25-2009

University of Kentucky — IRIS Training
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Exercise 2 — Display a BOBJ Report

Scenario
You will be displaying a BOBJ report.

Opening Business Objects

1 D Select the window where you are logged into myUK

{& IRIS Systems - myUK | University of Kentucky - Windows‘]ntemet Explorer

[<IoF

Links @ | Customize Links

f:? el [@ IRIS Systerns - myUK | University of Kentucky l ‘

myUK

£ | https://myul.uly.edu/in/portal

IRIS Systems
i 1

Launch Pad |

IRIS Systems
3 D Click Options and select Open in New Sign Of
' Window

' Open in New Windoy ‘u"u’lndnw

W H|CI me:

Log Out | About | Help

?x‘

University of Kentucky — IRIS Training
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In the new BusinessObjects Infoview
window, click Document List

BUSINESSOBIJECTS INFOVIEW

& Home | Document List | Open - | Send To - | Dashbo
Go directly to:
f] My Favorites
T e Tabhoos
5 D If the Security Warning message ’ 3
' appears, click Yes Security Information [é]
7%, This page contains both secure and nonsecure
?.‘L ftems.

Do you want to display the nonsecure items?

l Yes Mo ] [ More Irfa
Selecting the Report
Click on Expand to the left of Public - :
6. [] | Chekon |_ B S| New - Add -

Public Folders

Click on Training

Note: You may need to scroll to see the
Training folder

SLCM Enrollment, Students & Ct

Training)

FI Training

HE. Payroll Training

In the report area, double-click on
FI_Missy: Departmental Budget
Report

FI_McCool: Ledger -

¥ Funds Center Balances - Webi
Budget vs Actual
(Funds Center Balances -
Budgatweatak
¥  FI_Missy: Departmental Budget Repo Webi
] Departmental Budget Report used for
b Budget vs Actual)
LB _WMiccy: Copl Information Webi

Camnus informatinn for denartment .

University of Kentucky — IRIS Training
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KRIRIS
V

9 D Note: The report should open in display mode.

43 Home | Document List | Open - | Send To - | Dashboards - Log Out | About | Help
Web Ini - FI_Missy: Budget Report F X
‘¢l Document ~ View ~ | [ 15 | 4 | |oo%]-|u < Ja b u Edit | & RefreshData =X | [ Track 7 37| 0

IRz uAsH B L] == - |BHE

User Prompt Input j S -
(7] Advanced | & Run [ RI

o
Business Area From (opiional)

Ledger: Funds Center Balances - Budget vs. Actuals
Business Area To (optional)
YTD Furfes
Comutmentitesvhromi(oetons Funds (Commitment Commitment (Current Reserv:
- [Center item Key |Original Budget Prior Balance Month Actual  |YTD Actual Regs
3 UNIVERSITY- Fees - Bad
Commitment item To (optional 1011653830 GENERAL 402990 Debt
- UNIVERSITY- Appro-
GENERAL 410200 Regular State | (315,800,500.00) (315,377,077.13) (313,444,077.16} 864450 (313,435,432.66)
Company Code (Required) From UNIVERSITY- Appro-State
University of Kentucky - GENERAL 410210 Debt Ser (4649,100.00)  (4,649,100.00) m
S UNIVERSITY- Appro-State
Company Code (Required) To GEMERAL 410220 Special 0.00 0.00

University of Kentucky — IRIS Training
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Exercise 3 — Edit Report Screen

Scenario

You will be examining some of the features that are available on the Edit Report screen using

the report

you displayed in Exercise 2.

Navigatin

g the Edit Report Screen

1 [

Click Edit

Note: You will need to have displayed
the report previously. If you do not have
the report open, complete Exercise 2
first.

Log Out | About | Help

BF x
T ]

=2 Refresh Data =X

[ Track

If the Warning — Security message box
appeatrs, click in the Always trust
content from this publisher checkbox
and then click Run

Note: This system message is letting
you know that Business Objects
software is opening.

BUSINESSOBIECTS™ WER INTELLIC

@
Objects

Displaying the document.

Note: This system message is letting
you know that Java software is
opening.

| Modify - HL Missy: Departmental Budget Report

Navigatin

g the Report Manager

5. ]

In the Report Manager, click on the
Thumbtack to collapse the manager

B F U

Fs §
—

@ |
=l FI_Missy: Departmental Budget Report -
@ Budget Type

Department on funds center

Data | Templates | Map | Properties

Data

University

of Kentucky — IRIS Training
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Click on the Data button to open the
Report Manager

E3E(] 9 )
e

(i
»
#
D Click on the Thumbtack to secure the Bhul el O A|d-|T -2 4 -
Report Manager in the open mode : e
_5'1 Data - [+
2 || El-el FLMissy: Departmental Budget Report =

Department on funds center

! Fizral nerind - minnth and waar

! Budget Type ‘ ‘

In the menu, click Configure Views
and select Data/Properties

Note: Notice how the screen is
configured.

}epartmental Budget Report
5| {7 Edit Query|[2 Edit Report
f?P_? Data z

c_ DatafPropert@ R

Data/Properties on Right

‘emplate —, -~ " i
9 D Click Configu're View; and select Jepartmental Budget Report
. Data/Properties on Right 5| Lﬁ Edit Query| (2| EditReport
L ?f Data
Note: Notice how the screen is Data/Properties |
Conﬁgured- Data/Properties on Rig@ E
emplat [E| Collapsed Data/Properties

Toolbars b ka

=3

10. D

Click Configure Views and select
Collapsed Data/Properties

Note: Notice how the screen is
configured.

Jepartmental Budget Report

3| @ Edit Query ] EditReport
[ ] Pi' Data

Data/Properties .
Data/Properties on Right

“emplat
E i|§| Collapsed Data/Properties )

Toalbars b boce

watem

isy: Depa

~

University of Kentucky — IRIS Training
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11. D

Click Configure Views, select
Toolbars, and then deselect the three
toolbars one by one: Formatting,
Reporting, and Page Navigation

Note: Did you notice which toolbar
disappeared after you deselected it?

ritmental Budget Report

b] [}JEditQuery | Edit Report

K Data z =
EE| Data/Properties

Data/Properties on Right
atg

El_Collzpsed Data/Properties
= off < rormatting

:pd
Ty Resetto default
ent on funds center ‘

rriod - month and year

| B o

+ | |Reparting
+ | JPage Navigation

12. [

Click Reset to Default to return the
Report Manager to its default settings

Jepartmental Budget Report
3| i [}J Edit Query [=] Edit Report
o | | E Data
FEl Data/Properties
@& Data/Properties on Right

[El Collapsed Data/Properties S
Toolbars b fases

1dget Typ Reset to default

nmebinn mink mm Eovnd e mmbns T

“emplate

Report Manager — Data Tab

13. [

Make sure the Data tab is displayed

B 7 U
@ emplates | Map | Properties l
- 1 '

|E|"'f FLMissy: Departmental Budget Rep » |

At the bottom of the Data tab, use the
drop-down selection icon to select

Query

b Funds Center Valid for payroll (I

b L00 Commitment item Kev
] I b ]

Arranied by: Alphabetic ordero 4|

:L ¥ | Alphabetic order

b

15. D

Take a moment to view the objects listed on the Data tab that are available to use in

the report.

Report Manager — Template Tab

16. D

Click on the Template tab

B i U

Data ap | Properties

Data ey
|B---~g_-0 FI_Missy: Departmental Budget Report

17. D

Change the type of table on your report by dragging and dropping the Crosstab table

on to the data section of the report table

University of Kentucky — IRIS Training
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Templates o

1

1IN

=] [[,; Report Elements

i l & Line
I gArea
- Pie
q} Radar

fameton System

([ Free-Standing Cells

Fe
D
Af
R
Al

Sapiran: D
UNIVERSITY- Al

18.

]

Notice how the table changed

19.

Click Back to restore the table to its
original look

FI_Missy: Deparhmnta]ﬂ-udgetltepg

| S| # | El- | 57 edit Query

3 ohu w {9 A|dh -

B 7 1

Report Manager — Map Tab

[

Click on the Map tab

20.
DatVTemplatei rMapT)Jrnpertles l 1
Templates g
||:|...|| L Demik Clain nake |
In the Map tab, click on Chart to display —
21. D the chart sub-report Filters | Structure |
=- y FI Mlssy Depar‘tmental Budget Repo
Click Ledger Sheet to return to the first it T
22. D sub-report Filters | Structure |
(=] Lk dget Repo
) . Ledger: Budgetvs Actual
. Surmmary
23 D Click on the sub-tab Structure to view Data | Templates Map | Properties | T

the structure of the report

Map 1

Filte | Structure |

University of Kentucky —

IRIS Training
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o4 D Click Expand to the left of Blockl. Map
under Report Body under Ledger:

Budget vs Actuals Map | Filters | Structure

=ee"JRFL_Missy: Departmental Budget Report

== Ledger: Budget vs Actuals
#-{H| Report Header
--[E] Report Body
] -F | Blockl
] Report Footer

-{H] Report Header
[-[E] Report Bodv

o5 [] | Click Expand to the left of Horizontal r#1-[E] Report Header
Axis EI Repaort Body
. 2 Blockl
e Body Lxis
Haorizontal Luis
P Wertical Lxis
[-[¥] Report Footer

26 D Note: Notice the structure of the data in Map | Filters | Structure
' the cells in the various columns.

= Ledger Budgetvs Actuals

: Report Header
=--[E] Report Body
577 Blackl
Body Auis
1L Horizontal Ay
# =Substr([Funds Center Key];ﬁ‘;[\ngth({Fur
Funds Center
- ® =Substr{f([L03 Commitment itefn Key]>"(
# =If([L03 Commitment item] >"0)) Then [L
Qriginal Budget
Annusl (Revised)Budget
PriorBalance
Current MonthActual
¥TD Actual
YTDFund reservations, reqs
YTDEncumbrances for PO's
Y¥TDParked Fl docs
s Ayailable Budget
stical A ¢ j

-[F] Report Foater
-[=) Chart

Report Header
-[E] Report Bady
“+[F] Report Footer

Report Manager — Properties Tab

Click on the Properties tab B 7 U
27. [ P -
Data | Templates Ma :
Map a
LY, Y Cildmen LA TPV TN

o8 D Keeping an eye on the Properties tab, click on various areas of the report, such as the
title, the data section of the table, the column headings, etc.

29 D Notice that the displayed properties are specific to the report area you clicked

University of Kentucky — IRIS Training
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30. D Click on the Data tab

| B 7 U
i Data Iemplates Map Properties
Properties g ‘

Using the Grids

31 D Click Show User Settings

3, Drll ﬁ

Page H 41 |1

32 D Click in the Show Grid checkbox

Note: Adding the checkmark turns on
the Grid option.

| Measurement unit:

Grid
{ Show grid

33, D Click in the Snap to grid checkbox

Note: Adding the checkmark turns on
the Snap to grid option.

Grid spacing: 8 px i'

34, D Click OK

Grid spacing: & px il

C Cance

35 D Notice the grid that is displayed behind
' the blocks on the report.

Ledger: Funds Center Balance

LUGUE
Commitment (Revised)
item Original Budget [Budget Prior Bg

Fees- Bad
Neht

36. D Click Show User Settings

x

*
4, Drill ?- -

Page M 4|1 kM

D Click in the Show Grid checkbox to turn

3r. off the grid display

Note: Removing the checkmark turns
off the Grid option.

Grid
cuw grid

University of Kentucky — IRIS Training
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38 D Click in the Snap to Grid checkbox to
' turn off this feature

Note: Removing the checkmark turns
off the Snap to grid option.

hap to grid
Grid spacing: 8 px :|

39. D Click OK

Grid spacing: & px jl

Cance

University of Kentucky — IRIS Training
Bl_BOBJ_300 Practice Guide
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Exercise 4 — Save an Existing Report

Scenario

You will be saving an existing report under your ID using the Business Objects Naming

Standards.

Saving the Report Under Your ID

1 [

Click on the Save drop-down and select

Save As

Note: You will be saving the report you
displayed in Exercise 2 and 3 under

your ID.

FI_Missy: Departmental Budget Repor

NE

S| i | B - | 5 edit Query| [

!a\.-'etn my computer as # Fu

[ - [ B

m

Click on Expand to the left of Public

Folders

Folders B Categories

EI@ Hame

- My Favorites
Public Folders

Click on Expand to the left of Training

Training

L1} [

Click on FI Training to select the folder

&
sl
&

EH-[ ) SLEM Training

Change the Name using the BOBJ

Naming Standards

Example: FI_UserID: A&S Budget

Report

4

[#-{_ ] Training Assessmen = ‘
p

m

FI_test

282 KB

Name: |FLYourUserID: Departmental Budget RepoD

_—

Click Advanced

| Advanced

University of Kentucky — IRIS Training

Bl_BOBJ_300 Practice Guide

Page 17




Integrated Resource
Information System

In the Description field, change the
description, but leave the Universe
name as it is

Note: The Universe name will be in

~Document Options

Description: ke
( epartmental Budget Report used for
(FI Funds Center Balances - Budget s &

parentheses (Universe Name) =
L I F |:
8 D Enter one or two Key Words separated
' by a comma Keywaords:
orf |IRIS, EAG

W

[ Permanent regional formatting

Make sure that Refresh on Open is
NOT checked

W5 4

[ Permanent regional formatting

efresh on open

10. D

Click OK

11. D

Notice the new name of the report in the
report window header

University of Kentucky — IRIS Training
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Exercise 5 — Modify Existing Report

Scenario

You will be modifying an existing report by adding objects, swapping columns, changing the
report title, and refreshing the data.

Rearranging Columns

1 D Click on the Funds Center column
' heading and drag/drop it to the left of
the Funds Center Key heading

| - omimitment
i fem Key

402950
|Dr|:|p here to insert a CE”LH—Y

THIV LT

GEMERAI 410200

5 D Notice that the two columns have been swapped

3 D Click on the Commitment Item Key

' column heading and drag/drop it to the
left side of the Funds Center Key prment ;:::l“ﬂmﬂ
column :

30 402990

D Note: The Commitment Iltem Key
header should have moved, but the
data stayed in the original space.

402990
410200 (315

(4

under the Commitment Item Key
column heading

5 D Click on the Commitment ltem Key
' data and drag/drop it to the data section c.,..mmn
—

410200
Appro-State

410210 Debt Ser (4,643 100.00) (4,8
Appro-Stats

410220 Special

Taharena

University of Kentucky — IRIS Training
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Removing Objects

6 D Click in the Commitment Item data and
' drag/drop it on the Data tab in the
Report Manager

- Templates | Map | Properties

: Data

%[RIS

B¢ FLYourUserD: Dep Budget..
B+ Query1-F F\mds Center Balances)

Department on funds center

Fiscal period - month and year

L01 Commit
L02 Commitment item

Funds Center
L00 Commit UJ%\&E {JL03 Comy

mitrent itern] >'0°
T Funds ICommitment  (Com
s Center Key  |item litem

7 D Click on the Commitment Iltem column
' heading and drag/drop it on the Data
tab in the Report Manager

'] UNI Appro of Fund
 L03 Commitment item GENERAL §53830 B4 4800
Annual (Revised)Budget ONVERSITY:
' Available Budget -
oAl GENERAL Regular State_/ 4102
. UNIVERSITY- Anoro-State
=l F_YourlserlD: Departmental Budget.| | [/ wmsssm

£+ Query 1- FLFunds Center Balances
# Budget Type

7 Department on funds center

I e

4 102 Commitment item
7 103 Commitment item
s Annual (Revisec)Budget

4 L01 Commitment item

4 Fiscal period - morsramd year
.

Funds Center orgmitment item’
4 100 Commitment fg

GENERAL 1011653830
GEMERAL

nitment

i :om

Adding Objects

8 D On the Data tab, find LO2 Commitment Item dimension and drag it to the left of the

Commitment Item Key column

Funds Center

LOD Commitment item
Lo ik bibe

L 02 Commitment item'
ommitment item Key
L03 Commitment item
Annual (Revised)Budget

in the column heading.

GENERAL 1011653830

Foailable Budget H GEMERAL
Current Maonth&ctual GEMERAL
= Maon-recurring GEMERAL

i?;%op here toinsert a cell[r

410210
410220

15,800
(4,649

Note: ThIS is the object you just removed from the report. Notice the name difference

9 D Add Recurring to the report by placing it to the right of Current Monthly Actual

TD Fur
Reserva
1D Actual Reqs

l-- 4 L00 Commitment iterm

4 L01 Commitment item

=] ‘ L2 Commitment iterm

i L02 Commitment item Key
- # L03 Commitment itern
Annual (Revised)Budget
HAoailable Budget Elm
Current MonthActual im
MNan-recurring
Original Budget

ecurring

1) (145,000.00)
)] (10.109,000.00)

Recurring

Crop here to inserta ce

0.00

(250,000.00) (250,000.00)

0.00
(145,000.00)

0.00
(145,000.00)

(653,163.39) (1.51) (653,164.80)

University of Kentucky — IRIS Training
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Exercise 6 — Change Titles and Headings

Scenario

You will be changing the report title and one column heading.

Changing the Title of the Report

1 D Click on the title of the report

2]
(Ledger: Funds Center Balanés - Budget vs}1

D Click Show/Hide Formula Editor

hE - S B8

fCIIEL

Arial - 14
3 D Change the title to anything different
) than the current title.
Note: The formula should start with an U A -] - - F CEIEET ==

Equals sign (=) and be enclosed
between double quotes “ “.

4 D Click on Validate | | T T e 5
& 8/ E"My Really Cool R
Al nl Fa
5 D Note: The change will display.
My Really Cool Report
6 D Change the length of the title text box to fit the new title

7 D Click on the report title

University of Kentucky — IRIS Training
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Click on the Properties tab

- |Anal

- [ * H f U

Data

Data rTemplates Mai Properties i,‘

[ = L5 BT Wanrl lcaddM: Manarmmantal Badast B

9 D Click Background Color = .qpl;e.;mnce
2 i [Arial,14,Ba...| -
Gl
10 D Click on the drop-down icon =l Appearance
' Text Format [&rial,14,Bo...|

m 1

Background image

Background colar = { ~ T

11 [ Choose a color for the background of e (Arial 1450, G
your title by clicking on the color g = -
e o
Numberfof i I EEEEN
Pagelayof G MMM E NN
ENEEEEEE|}
ENOEEENE
EN0O00EEO
Mare Caolaors
D Note: Your title should now have a new
12.
background color.
My Really Cool Report
13 D Click on the Data tab B 7 U A

(/Data

emplates rMa_p/rPropertles

Proper‘cles
|_| A

| | mbk =¥

Changing the Column Heading

14. D

Click on the Funds Center column
heading

15. D

Note: The formula for the Funds
Center column heading should appear
in the Formula Editor toolbar

_fo .

4 {Name@f({Funds Center]) J

" WIRIC
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16.

Highlight NameOf([Funds Center])

1fx s x(l )
RARIS

17.

Change it to “Funds Center”

Note: Be sure to leave the equals sign

)

U e R =

1B R Q "Funds Center" )
MIRIS

18.

Click on Validate

OTa TS R

1fx & ) -/ E"Funds Center”

WIDIC

19.

Note: The change will display, but you
will not see any difference in the column
heading.

1011653830

GERMERA]L

University of Kentucky — IRIS Training
Bl_BOBJ_300 Practice Guide

Page 23




Integrated Resource
Information System

Exercise 7 — Refresh the Data

Scenario

You will be refreshing the data in the report.

Refreshing

1 [

Click Refresh Data

i) Refresh Data [P Track TR @y | O

W0 - || P:

In the filter list, scroll down and click on
Fiscal Period/Year (Required)

|£| Prompts

Select or type the prompt values for each prompt below.

FCTR Person resp Ta (optional) If no value is selectad, this filter will be

Fiscal Period/Year (Require@JN 2009

Functional Area From (optional) If no value is selected, this filter will b
In the selected area (”ght side of the ue is selected, this filter will be removed. i

window), click on the date

Fiscal Period/Year (Required)

Click Remove

5 Fiscal Period/Year (Req
the > JUM 2009

Above the value list, click Refresh
values

Area To (optional) If no wvalue 15 selected, t

{ Refresh values oo ,

rents of the list, please click the »
tton.
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Scroll down the value list and double-

Refresh values =

click on JUL 2010 Fis
LowvFiscal Period/Y... |L0\rFisca| Period/... ™ 5 |:
SEP 2010 V62010003 ~
V62010002 <
(JULGln V62010001
010 V62010000 1
SP4 2000 V62000016 L
SP3 2009 V62009015
SP2 2000 V62000014
Click Add
7. D Refresh values =2 i
... |LovFiscal Period... 7 |
V62010003 ALY
V62010002 <
| [vé20i0001 ]
V§2010000 A
V§2009016 3
V§2009015
Click Refresh Data
8. L]
’ = Refresh Data Cancel
9 D Note: A system message will appear Retrieving Data |
' letting you know approximately how .
long it will take to run the report. 9
Processing Request
Estimated wait: 125
The estimated wait is based on the |ast refresh.
10 D Note: The report will refresh with new B
' data, and you will see the new Last —— D T
Refresh Date information in the lower — el
right corner. - —
Qast Refresh Date: September 2, 2010 2:19:28 PM GMT-M:D‘O’
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Exercise 8 — Add Objects to the Query and Report

Scenario

You will be modifying the report by adding objects to the query, and then adding the objects.to
the report.

Adding the Object to the Query

Click on Edit Query
1 D pa Report
| (7 Edit Query [l Edit Report

O BTETEE Y -| 5|4l

- A i Lk

5 D Double-click on the dimension Person
' responsible for funds center

L

7 L03 Commitrment item
. g ari

1

L0Z Commitment item ‘ ‘

Person responsible for funds center
ey

@ Disolav bv obiects
i Log Out | About
3 D Click Run Query a
i :&RunQuer‘y'xl'@j|
g T

4 D Click Run Query

’ ' Run Query ] Cancel ]

Adding the Object to the Report

5 D Click on Person responsible for funds center and drag it to the right of Funds
' Center Key

[

Fiscal period - month and year
? Funds Center

7 L00 Commitment item
- @ L01 Commitment itemn ]
- @ L2 c it tit
i oo omm?LmenL !Lem BTIBE N, P erson responsibléFoafands center (77.7¢
' Per-'cnn respo ble for funds ce Drap here to insert a cell L0 (315,80
Frereks GENERAL lmressr—ﬂqu (4,6t
A\.-'allable Budget H GEMERAL Special 410220
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Exercise 9 — Create a Query Filter

Scenario

First, you will be creating a simple filter and running the report. Next, you will be creating a
complex filter and running the report.

Create a Query Filter

1 [

Click Edit Quer
Y ument List | Open - | Send To = | Dashboi

In the Result Objects frame, click on the detail Funds Center Key and drag it to the
Query Filters frame

¥ Funds Center Discretionary account (Name)| | # Funds Center Functional area (Key) | ¥ Funds Center Functional area (Medium Name)

¥ Funds Center Medium Name| | ¥ Funds Center Valid for payroll (Key) Center Valid for payraoll (Name) LO0 Commitment item

Query Filters [T E¥.]

Click on Operator Drop-down and vy i
select Matches pattern b Funds Center Key In \.@T,pea;anstant [E]

Equal to

Not Equal to
Greater than
Greater than or Equal to
Less than

Less than or Equal to
Between

Not Between

In list

Not in list

Matches pattem

Different from pattern

Click on Operand Drop-down and
select Prompt

Query Filters

b Funds Center Key Matches pattern ,  [Type s -_'-3n:ta|

¥ | Constant

Value(s) from list
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Click Run Query

LUy UL | ADUUL | HEIR
F X
x I:\i_ﬂ I?I -

In the Prompt window, scroll down and
click on Funds Center From
(optional):

L selected, this filted

Funds Center From (optionzl) UNIVERSITY-GENERAL

unds Lenter lo [optonal)

= Enter Funds Center Key:

Click on Remove

Funds Center Fram

|UNNERSFI'Y—GENERAL

In the Prompt window, scroll down and
click on Funds Center To (optional):

Funds Center Department To (optional) If no value is selected, this

Funde Cantar Erops [ :H eIt o ala o calactad this filter will

v Funds Center To (optionall UNIVERSITY-GENERAL

™ Enter Funds Center key:

Click on Remove

10. [

In the Prompt window, scroll down and
click on Enter Funds Center Key:

Enter Funds Center Key:

L = 7
o -

Refresh values =2

11. D

Click on Refresh values

|" Enter Funds Center Key:

( Refresh values :5)

| To see the contents of the list, please click the
PO ey Wy | I [ W T ip—

12. D

In the Search box, type 53550

URUL/ LULII6I3850
UK00/1011653840
UK00/1011654800

L Q11 EE 4020
.

53550 )
-

-

| -
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RIS
’;

13.

Press Enter

14.

Double-click on UK00/101163550

Refresh values

Funds Center Key

UK00/1011653550 )

UK00,/1215355070
UK00,/1215355080

15.

Click Run Query

|

| ' Run Query

Cancel ]

16.

Note: The new data will display in your
report

m

INST
r Ke) MEDIA

K P

(M i 1011653880 INC 406660
(Key ED

(Me— INST

n MEDIA

<ey) cT

o INC 440113
Ved ED

[ ccc INST

MEDIA

LEUYer. rurnus .

IAnnual
Funds Funds |Commitment ICommitment |Original ((Revised)
ICenter Key  |Center |[item Key item Budget Budget
ED

Fees-Student
Misc (7,400.00) (7,400.0C

Misc.
senvices
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Create a Complex Filter

20. D

Click Edit Query
ument List | Open - | Send To - | Dashboi

)z Depa Report
#h Edit Report
X 9 =E| ¢}

In the Result Objects frame, click on the detail LO2 Commitment item Key and drag
it to the Query Filters frame placing it below Funds Center Key

¥ LO0 Commitment item Key L01 Commitment item | ¥ L0L Commitment item Key, L02Z Commitment itegn | #L02 Commitment item Key|

L03 Commitment item| | #L03 Commitment item Key Fiscal period - maonth and year| | #L01 Fiscal variant period year (Key)

Original Budget Recurring Mon-recurring Annual (Revised)Budget PriorBalance Current ManthActual YTD Actual -
Query Filters EE X )’@
( ]

TRR;LUZ COMTITILITIETT e Ry

22. D

Click on Operator Drop-down and tery Fiters
select Matches pattern ¥ Funds Center Key Mstches pattern , [Enter Funds Center Key: | €[]
b L02 Commitmentitem Key In IOT‘,‘\:& a constant E
Equal to
Mot Equal to
Greater than

Greater than or Equal to
Less than

Less than or Equal to
Between

Not Between

Inlist

Not in list

Matches pattern

[@ « Tru

Different from pattern

23. D

TGS eI ey WIBLCTIES PALCETTT 5[OS T i S ey | [

F L02 Commitment item Key Matches pattern T;Peacan:tmw."

v | Constant

Click on Operand Drop-down and
select Prompt

Value(s) from list

24, D

In the Result Objects frame, click on the detail LO1 Fiscal variant period year (Key)
and drag it to the Query Filters frame

FLUU Lommitment item Key LUL Lommitment Item FLUL Lommitment item Key. LU Lommitment Item F LU Lommitment it

L03 Commitment item| | P L03 Commitment item Key Fiscal period - month and y@ P L0 Fiscal variant period year {Ke)D

Original Budget Recurring Maon-recurring Annual (Revised)Budget PriorBalance Current MonthActual NYTD Actua
g,c il ==

b Funds Center Key Matches pattern . EnterFund%ﬁh‘liﬁ?&éﬂ'"-’afiarE,Peri'Jd':r"ear':Ke'_'r":'

b L02 Commitment item Key Matches pattern . |Type a constant =
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Click on Operator Drop-down and
25. D p p P L01Fiscal variant period year (Key) In i Type a constant E
select Matches pattern -
F Funds Center Key Matches pattern qualto
Not Equal to
P L02 Commitment item Key Matches Greater than item Key: €
Greater than or Equal to
Less than
Less than or Equal to
Between
Mot Between
In list
Not in list
{ Matches pattern ) Lot
Different from pattern
[T
D Click on Operand Drop-down and
26 B 181 Frscal vanant persad year (Key)  Matches pattem
select Prompt =
¥ Funds Center Key Mutches pattern ,  |Enter Funds Center Key | B Vikiate) from Eat
¥ L83 Commitment item Ky Matches pattem _Enter LB Commitn
D Click on LO2 Commitment item Key e
27. ; —
and drag it on top of Funds Center Key 3 LI Fiscolvadant pariod ysar (i) Mstches pattam . [Enter LV Facal variamt periad yrar i | 9 73
so that it will group the two filters below C — e
and tO the rlght Of LO]_ FlSCaI Varlant (_r L0} Commitment e Key  Malodo: zosics o e mmiment ibem Key: T)
period year (Key)

28. D

Note: Notice how the filters are aligned.

Remove a

Query Filter

30. D

Click on LO2 Commitment item Key and drag it to the Data Manager

#F Funds Center Medium Name
¥ Funds Center Valid for payroll (Key| | |Query Filters
b Funds Center Valid for payroll (Man

G/L Account

L00 Commitnfent item

L01 Commitrhent item %ﬁ L02|commitient iem ey | ® Funds Center Key Miatches pattern , [Enter Funds Center Key: | € [£5]

7 L02 Commitrjent item

b 102 Commisgen

L03 Commitment item

* Fiscal period - month and year
RS N - B T S P N

E P L01 Fiscal variant period year (Key) Matches pattern . |Enter L1 Fiscal variant period year (Key): 23 E

¥ L02 Commitment item Key Matches pattern ,  |Enter L02 Commitment itern Key: Q’@

Click on Key LO1 Fiscal variant period year (Key) and drag it to the Data Manager

dium Name

u =

d for payroll (Key Q
/C ¥ L01Fiscal variant period year (Key) Matches pattern . |Enter L01 Fiscal variant period year (Key): Q’@

iscal variant pefigf §eaiiagiey Matches pattern Enter Funds Center Key: QE

1and vear

32. D

Notice that on LO1 Fiscal variant period year (Key) and L02 Commitment item Key
remain in the Result Objects frame
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Exercise 10 — Creating a New Query/Report

Scenario

You will be creating a new query and running the report based on the query. You will be using

the current report’s Universe.

While in the query from Exercise 8, click
on New

(F LW Ty i Ty e L T

I —
EL_Missy: Departmental Budget Report
&% | B8 - ||(7] Edit Query| [ Edit Re

(7 Add Query | | Em

|5

Data | Properties

When the system message appears,
click Yes

| £| Web Intelligence @

.,f; Are you sure you want to create a new document? You
(- will lase any unsaved modifications in the current

document.

s

Note: The screen will be ready for you to build your query.

@ Home | Document List | Open - | Send To - | Dashboards -

Log Qut | About | Help

HNew Web Intelligence Document
[ M -|&| 8- || Edit Query| 2 EditReport

0|5 W | 5 Add Query | P | B

Data | Properties Result Objects

F x
2 Run Query i @ | @ -

x

7% FIFunds Center Balances - Budget vs Ac
Bz FlBudget vs Actuals

- @ Amount type
Budget family on funds center
Budget Type
Business area
Cmmts/actuals trans.
Department on funds center
Document type
Document Status
FCTR Exp line
FCTR Revline
L00 Fund

m

B - || Toinclude dats in the report, select objects in the Data tab and drag them here, Click Run Query ta return
the data to the report,

L01Fund

L02 Fund

L03 Fund

Funds Center

G/L Account

L00 Commitment item
L01 Commitment item
L02 Commitment item

Query Filters

custorn filters,

Ta filter the query, drag predefined filters here or drag abjects here then use the Filter Editor to define

1 ES.]

In the Report Manager, double-click on
(Dimension) Fiscal period —month
and year

L02 Commitment item
: Lo 14 EST S

Fiscal period - maonth and year
- Key Figures 57
4| m k
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RIS
’}

Add the following objects in this order:
o (Detail) Fund Center Key
e (Measure) Available Budget

| Result Objects

j * Fiscal period - month and year | ' Funds Cent(PFunds Center I%Available Budga

Note: When you send the detail Fund Center Key to the Result Objects frame, the

dimension Funds Center will move also.

Result Objects

¥ X A

- " Fiscal period - month and ye'r " Funds Center ll' Funds Center Key fuvailable Budget

Click Run Query

LOg Uut | ADOUT | Help

! i Run Query ﬁ{| @y | @ -

F X

In the Prompt window, scroll down and
click on Company Code (Required) To

CommitmentItem To (optional) If no value is selected,

UKO00

Double-click on the value University of
Kentucky

I e e

LovCompany Code ... | LowCompany Code ..,

ke i er... KMSF
University of Kentucky YJK00
#

Scroll down in the Prompt window and
click on Fiscal Period/Year (Required)

FCTR Person resp To (optional) If no value

"(_FiscalPerindf‘r’ear(Required] ,

Functional Area From (optional) If no valug
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10.

Scroll down and double-click on the
value JUN 2010

MAR. 2010 62010009

APR 2010 WE2010010
WE2010011

m WE2010012

i WE2010013
SP22010 WARANI0014

11.

Scroll down in the Prompt window and
click on Funds Center From (optional)

Funds Center Department To (optional) If

{ Funds Center Fram {-:-pti-:-r@ nao wvalue |

Funds Center To (optional) If no value is s

12.

Click on Refresh values

Funds Center To (optional) If no value is selected,

' Refresh values =2 I

e
To see the contents of the list, please click the 3
refresh/load button.

13.

Double-click on the value UNIVERSITY-
GENERAL

[ Ny L o T S TP R [N e e e

ED STUTCH AND C... UK001011653560
Lo KO01011653820
L¥001011653830
K001011653840
MURSING INSTRUC,., UK001011654800

UNIVERSITY - GEMER....

14.

Scroll down in the Prompt window and
click on Funds Center To (optional)

] R o

v Funds Center From (optional) UNIVERSITY-GENERAL

. r i

[ o —_

15.

Click on Refresh values

w Funds Lenter From (optional] UNIVERSLY-GLE

Funds Center To (optional) If no walue is selecte

{ Refreshvalues =)

| Trnsee the cantents nf the list nlease click tha |

16.

Double-click on the value UNIVERSITY-
GENERAL

[ T e L o o Sy P i L B e )

ED STUTCHAND C... UKO0L1011653560
ot el 001011653820

LF001011653830
K001011653840
LKO01011654800

MURSING INSTRUC, .,

17.

Click Run Query

J

’ ' Run Query ] Cancel
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18. D

Save the report being sure to use the
BOBJ naming standards.

I New Web Inteligence Document
O |E-) <3| # | B2 - | (7 Edit Query| [l Edit Repo

Save to my computer as # I ulA
L

Data | Templates | Map | Properties

10. [

Make edits to the new report by doing any or all of the following:

e Changing the report title

e Changing the properties of the table to auto fit the width and the height of the

table cells

e Add new dimension, detail and measure objects

e Swap dimensions and details

Save your changes

21. [

Exit the report by clicking on Log Out
and closing the window

Welcome:

Log Out [ibout | Help
I

= x

<MW QAo @ | D~
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Exercise 11 — Take BI_BOBJ_301 Assessment

D Follow the steps provided in the BI_BOBJ_301 assessment you received when you
obtained your BOBJ training access

Note: The assessment should have been attached to the BOBJ training access
confirmation email. If you do not have it or would like to request an assessment for a
different module, please contact IRIS Training at IRISTraining@email.uky.edu

5 |:| Make sure you save your report in the appropriate training folder under the appropriate
' module.

Note: For example, if you are completing an Fl assessment, save it to the FI Training
folder.

Make sure you are using the appropriate BOBJ naming standards!

Double-check your work before submitting. Did you add all the objects you should
have added and removed any objects that should have been removed?

Remember! If you have questions while taking the assessment, you can contact IRIS
Training at IRISTraining@email.uky.edu

o1
) OO O &

When you are finished with the assessment, submit it to IRIS Training at
IRISTraining@email.uky.edu with the following information:

e Your name

e Title of the report

e Your AD/MC User ID

e Name of the BOBJ folder
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