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Process: Business Objects (BOBJ) Web Intelligence can be used to display a
report. Reports can contain data from databases, such as Business Warehouse,
Oracle, GRADS, Remedy, etc. Reports can contain data tables, graphs, charts, and
sub-reports. The following steps will show you the basics of displaying a report.

Note: For details on other BOBJ processes, please review the BOBJ Reporting QRCs
or course manuals on the myHelp web site.

Role: Authorized Users Frequency: When needed

Log into Business Objects

From the UK homepage, click link blue

UNIVERSITY OF

KENTUCKY seeblue

,4 i' »
videos M @ ‘T

CIICk myUK Account Manager
Exchange c
t
Blackboard
£
T :
K
Sharepoint
Welcome to myUK
Use your link blue D to Sign On to this portal
Enter your link blue User 1D (AD or MC e
ser inkblu fl
User ID) and Password C"““’ j
pa_.ﬁwo,d[ -------------- |
Click Sign On (swon )
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Click myReports

IRIS Systems

IRIS Systems
[41¥] 4
[ Related Links [Z] RIS Launch Pad

Click myReports subtab

] N - R [ e

w o & | myReports Overview - SAP NetWeaver Portal ‘ |

Good morning

Sel-Sexdce Manager Self-Service Test | Student Services | Student Administration ~ Financial Aid View of Student | Enterprise Services = BW Testers | myUK || Faculty Services WLU7:TNILER IR
myReports Overview | myReports

myReports Overview | History ,

Selecting a Report

If you receive this system message,
click Yes

=

Security Information

| EE!P "tl':;s's;.:age contains both secure and nonsecure
| Do you want to display the nonsecure #ems?
Note: Whether or not you receive ‘
this message depends on your . Lo )t J[ Mero
browser security settings. : -

myReports
L]
Documents are located in Public §; Home | Document List | Open ~ | Send To - | Dashboards
Folders: I m———
e Contains all reports to which =N Title
you have access e A e
" Public Folders

BUSINESSOBIJECTS INFOVIEW

&7 Home | Document List | Open ~ | Send To - | Dashbo

To search for a document in the public R —

folders, click on the Expand/Collapse Em —
icon to the left of Public Folders My Favorites —
L Inbox 0

piibhic Foldeis Public Folders

= Public Folders L

SLA yat

Select the appropriate folder by double- (& 2 Frinancal Accownting )

FI Ledger

CI'Cklng on |t FI Procard Processing

HR Benefits
t HR Pavrall
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Search by the title, keyword, — Sea:::;?,ds —

description, etc. of the report by using "V search tte kreager@uky.edu
the Search functionality, pressing

Advanced Search
Enter ST kreager@uky.edu

Search keyword

OR

Title * Last Run Type

¥ FI_bcsmet0: BOB]_300 Assessment Webi (’\

Budget vs. Actual for UKHC Developme
Budget vs. Actual)

¥  FI_bcsmet0: BOB]_300 Exercise Repor Webi
Bdgt Exercise

Use the scroll bar to search through the (Funds Center Balances: Budget vs A
IiStS Of I’eports ¥  FI_kathar2: Class Example of CrossTal Webi

m

FI_McCool: Ledger -
¥ Funds Center Balances - Webi
Budget vs Actual U

¥  FI_Missy: BOBJ_300 Exercise Report Webi

Budget vs. Actual)
¥  FI_bcsmet0: BOB]_300 Exercise Repor

Bdgt Exercise
. (Funds Center Balances: Budget vs Ac
Double-click on the report you want to ¥ FLkathar2: Class Example of CrossTal
view
FI_McCool: Ledger -

Funds Center Balances -
Budget vs Actual

Opening Document

A system message will display while the
report opens Please wait while the document is being

processed
Cancel
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BUSI S INFOVIEW
#; Home | DocumentLst Open = Send To « | Dashboards «
Web Inteligence - FI_Missy: Budget Report

! Document = View = | 15| § [oe%J-1% <[ ]n

Summary/Manager

Report

Log Out | About | Help
%
Ty Track 2

T Antesh Dt ;%

{ Grac Prompt gt )

1) Adnced | T R A=)

Business Area From

UNIVERSITY-

MM tem
. Feos - Bag
Debt

e

Ledger: Funds Center Balances - Budget vs. Actuals

-

Annual
|{Revtsed)
Original Budgel _Budgel

1011853830 GENERAL 402990
UNNERSITY- Agore-
GENERAL 410200 Regular State  (315,500.50000) (315.377.077.13)
UNIVERSITY- Appro-State
GENERAL 410210 Debt Ser 4.649,100.00) 14.649.100.00)
UNIVERSITY- Appro-State
GENERAL 410220 Specal
UNIVERSITY- Tobacco
GENERAL 410230 Approp
UNRERSITY- Geants - 5T
GENERAL 414101 Noncap
UNNERSITY-
'CTR Budget Family GENERAL 422103 Capital Gifts. (145,000.00) (145.,000.00)
UNIVERSITY- I IR
GENERAL 430010 Owernight (10.109.000.00)  (10.109.000.00)
CTRF Categ Cose F UNIVERSITY- wnvinc-Bond
GENERAL 430045 Rov
N UNIVERSITY- inv Inc
= o D2 Leager:Budgetvs actuis [[T]a] 5

(313444.077.96)

~

864850 (313.435.43266)

000 000
(25000000)  (250.000.00)

0,00 0.00
(145,000.00) (145,000.00)
(652.163.39 ns1 (E53.164.90
(268397.96) (12085228  (1387.049.47)

Navigation Map

Flafresh Date: Gecember 9, 2000 3.53.07 PU GUT-05.09

Note: The report will be displayed on the right side of the screen, and the
Summary/Manager area will be to the left of the report.

Report Features

Navigation Map provides a quick way
to move around in the report between
the various sub-reports, such as
“Ledger: Budget vs Actuals” and
“Summary” in this example

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

# Document ~ View -

Use either the
Navigation Map
or the sub-

navigate

Bom= ,,-r )

report tabsto |

| Web Intefigence - FI_Missy: Budget Report
LN

floox J- (4 <[ In

b‘fq RIS

/ et iyt
““"
enter Key  [Center

| UNIVERSITY-

1011653830 GENERAL 402990
UNIVERSITY-
GEMERAL 410200
UNNVERSITY-
GENERAL 410210
UNNVERSITY-
GENERAL 410220
UNIVERSITY-
GENERAL 410230
UNNVERSITY-
GENERAL 414101
UNIVERSITY-
GENERAL 422103
UNVERSITY-
GENERAL 430010
UNIVERSITY-
GENERAL 430045

UNIVERSITY-

em

Fees - Bad

Api

Debt Ser

Appro-State

Special
Tobacco
Approp

Grants - 8T

Noncap

Capital Gifts

Inv nc -
Overnight

Inv Inc-Bond
Rev

Invinc

pro-
Regular State
Appro-State

Ledger: Fu

(315,800,50

(4,849,10

145,00

{10,109,00

( &] Ledger: Budget v Actuals &)
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To navigate between sub-reports, click
on the report name in the Navigation
Map

OR

Click on the report name on the
Navigation Tab

i. Navigation Map
/' 3] FI_Missy: Budget Report

—E.Jj

£| Chart
\E] Summary

GEINERAL FIUURT e

UNIVERSITY- Invinc

A | (E] Ledger: Budget vs Actuals ‘ =] I = )

Changing Variable Values (User Prompt Input)

Click User Prompt Input to display
the report filters and values

' Document ~ View ~ |

User Prompt Input
(3] Advanced | =¥ Run l

Business Area From (optiona!

m|»

Business Area To (optiona n
. b
| Commitment item From (optiona n
-
| Commitment item To (optional =
| « [ b

EFEIEEE (-

To change the value on a variable, click
the down arrow in the variable field

User Prompt input

(1] Advanced | = Run
FCTR Person resp To (optional -

Fiscal Period/Year (Required)
JUN 2009

Functional Area From (optional

Select (--Showv List of Values--)

User Prompt Input
(1] Advanced | & Run
FCTR Person resp To (optiona -

Fiscal Period/Year (Required)

Click the down arrow a second time

JUN 2009 -
(~Show List Of Values--)
N
FCTR Person resp To (optiona all

-

©

Fiscal Period/Year (Required)
JUN 2009

Functional Area From (optiona
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FISCal FENoW Tear (ReEquIrea)

JUN 2009 -
OCT 2009 =
NOV 2009
DEC 2009

JAN 2009

Double-click on the value

Welcome:

Log Out | About | Hs
Click Refresh Data ¥

( 7o RefreshData ) [/ Track " 1 | ¢

Refreshing Data

A

A system message will display

Prompts %

Regly to promets befare running the query

From University of Kentucky

Refresh Valies o Business Area From

When the Prompt window displays, N =
click Run Query

24 -
3) More nformation
) =
Retrieving Data
y
ill displ .
y g p y (ensssEssEEEEE ]
Last refresh time: Oh Om 4s
UNIVERSITY-GENERAL 410200 Appro-Regular State (315800,500.00) (315,377.077.43) (31
UNIVERSITY-GENERAL 410210 Appro-State Deot Ser (4549,10000)  (4,649.100.00)
UNVERSITY-GENERAL 410220 Appro-State Special
UNVERSITY-GENERAL 410230 Tobaceo Approp
UNIVERSITY-GENERAL 414101 Grants - 5T Noncap
UMIVERSITY-GENERAL 422103 Capital Gis (145.00000)  (145.000.00)
UNIVERSITY-GENERAL 420010 v Ine - Overnight (10,109,000.00)  (10,109.000.00}
) N . UNIVERSITY-GENERAL 430045 Invinc-Band Rev i
N ew refresh d ate Wi I I d is I a in th e UMVERSITY-GENERAL 430060 i Inc Distributed
y UNIVERSITY-GENERAL 431001 Endow Inc- Pool Inc (2,300.00) (2.300.00)
. UMVERSITY-GENERAL 431003 Endow Inc-KY Land Gr (8.700.00) (8.700.00}
lower right corner of the status bar UNVERSTYGENERAL 40621 Commisions - Omer
UNIVERSITY-GENERAL 440113 Misc senices
UNIVERSITY-GENERAL 440114 Handling&Sve Charges
UNIVERSITY-GENERAL 449030 Other Revenue (937,800 00) (937,800.00) {
UNVERSITY[GENERAL 448050 Reimbursed Costs i

[ v

8] Ledger: Budget vs Actuals o] -

( Retresh Date: November 14, 2009 40359 Pl Gmﬁ_@,
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Document Summary

To display a summary of the report,

FCTR Funding Categ Code To (optiona
click Document Summary : :

< _“_E:?%

| web Intelgence - FI Missy: Budget Report

# Document - View - | 25| 3 [100% = v |0

Information includes:

e Document name e

e Creator et o |

« Last modified by o

 Description Emsel | Sme oSS

¢ Creation date = '

e Last refresh date '

e Document properties P

e A list of the prompts and values L S

used o )

o= o ]

Data Summary

To display a summary of the data \ 7 ogmimen tom From
objects used in the report, click Data e EEEET
Summary =

> T '_, -}3 5 -:-nes.

(ﬁ_l-sw—-ry - "\

Last executon tme: 125
N of rows 313 H

Information includes:

e Data source and Universe

e Objects (dimensions, details, and
measures)

e Formulas

LEVELOY =
LEVELDY

LEVELDT

LEVELDY 1
ot LEVELOO

ot LEVELOY
ot LEVELO2

ot LEVELOY

Chart and Table Types

To display a list of chart and table ~. .
elements you can use to change your [BEm)* & @om s
report, click Chart and Table Types
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Elements include:

e Table
e Horizontal
e Vertical
e Crosstab
e Form
e Chart
e Bar
e Line
e Area
e Pie
e Radar
e Free-standing Cells
e Blank cell
e Dirill filters
e Last refresh date
e Document name
e Page number
e Page number/Total pages
e Total number of pages

. Web Inteligence - FIMissy: Budget Report

+ Document » View ~ L }a 100% - 1 M
- [ | < B r u e =) -

#Chart and Table Types. Y

These elements are available lo drop info your report
= Report Elements to Drag and Drop
=l Table Elements
¥ | Horizontal Table
™ Vertical Tabie
g Crosstab
= Form
=l Chart Elements
#+ [lgl Bar Charts
[ [xA Line Charts
(® | Area Charts
+ @ Pie Charts
+ <} Radar Charts
= ] Celis
B Formula and Text Cells
[ Blank Cell
(] Drill Fiters
[ Last Refresh Date
(] Document Name
= (] Page Number Cells
(] Page Number
] Page Number/Total Pages
] Total Mumber of Pages

| Wi
|8 m = @A

Available Objects

To display ob_jects av_ailable to use in Icﬁ - OPELT
the report, click Available Objects
i;. st Otie: C L
_‘\ -
Note: The objects displayed can be
added to the report by dragging the
object to report and dropping it.
/
o d HC |
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Document Structure and Filters

To display the structure of the report
and its filters, click Document
Structure and Filters

T rUNuS LEIIGT LUIau reisun
b Cimdn Panbae Manacdmant (a0t
m

EETILOXT

Information includes:

e A summary of the sub-reports

e Formulas and where they are
located, such as in the header

e Block type, such as “Vertical
Table: Block 1”

(ﬁ:mym Structure and Fiters N1

= J.] FI_Missy: Budget Report
= 8] Ledger Budget vs Actuals.
=l [H] Page Header
[ Ce# ="Ledger. Funds Center Balances - Budget vs. Actuais] || |
= [E] Page Beay [t
I Wertical Table: Block!
= [F] Page Footer
[ Cek ="Page ™ + Page(}+” of “sNumberQ Pages()
[ Cext ="Date of Last Refresh: © + LasiExecutionDate()
= 8] Chart
[H] Page Header
= [E] Page Body
@ 30 P Biockt
[E] Page Footer
= [E) Surmary
[H] Page Header
= [E] Page Body
7 Wertical Table: Block Resut
[F] Page Footer

Find

To search the report, click Find

FCTR Funding Categ Code To (opt

i_l.’a‘_]r Hm =2 3
|

To use, enter the search term in the
Find field and click Find Next

Exiting the Report and Business Obje

To select a different report, click
Document List and follow the previous

Web Intelfigence - FI_Missy: Budget Report

15 4 [100% |+ [ n

+ Document ~ View ~

Find

1
Find: "
“OwEs

phons

steps to find the new report

[
| Web Intelligence - F1_McCool: Ledger - Funds C
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to the document and save your

Note: If you have made any changes to
the report, you will receive a system
message. Click OK to continue without
saving changes. Click Cancel to return

Windows Internet Explorer &

Are you sure you want to navigate away from this page?

You will lose any unsaved modifications to this document.

Press OK to continue, or Cancel to stay on the current page.

Click to close the window

Cancel
changes. )
Welcome:
To exit the report and Business Objects, Log Out | Jbout | Help
click Log Out ey Y iioni
esh Data | [1» Track h | Q
48 InfoView - Windows Internet Explorer ‘ij‘ﬂ@
Q\\_l + | hitps//boss.ad.uky.edu/InfoViewhpp/iogor + & | 49 | % || Live Seorch 2~
ez it View 1 Favorites™ Taols H!\p_ Uk 7 @Snagk [y @Conven ~ [Dselect
& & P infoView f = B ~ #h v rPagev {Tock v

S INFOVIEW

1Log On to InfoView
Welcome to BusinessObjects

Enter your user information and chick Log On.
{If you are unsure of your account infarmation, contact your system administrator.)

User name:

Password:

Authentication: Enternriss

myUK tab

Click Launch Pad to return to the main
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