Quick Reference Card — Business Objects Infoview \’LI R l S
Display Report |7 e
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 exporting, saving, or editing reports, please review other BOBJ
Reporting QRCs or course manuals.

Role: Authorized Users

Frequency: When needed

Log into Business Objects

From the UK homepage, click link blue

The University of Kentucky is open today, Wednesday, Feb. 10, and operating on a regular schedule.

UNIVERSITY OF

KENTUCKY® seeblue

e e TR

KENTUCK

About UK

Academics

Prospective Students Administration
Student Life
Admissions

Alumni
Visitors & Pare

Click myUK
Services using link blue
@ Account Manager
@ Exchange
“

= arepoint
@ Student Web Server

A B ]

Welcome to myUK

Use your link blue D to Sign On to this portal

Enter your link blue User 1D (AD or MC Y
User ID) and Password G [ j

Click Sign On
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Integrated Resource
Information System

Click myReports

IRIS Systems

IRIS Systems
14101
Related Links

Click myReports subtab

] = |

PEA (L Seninlia|

e £  myReports Overview - SAP NetWeaver Portal l |

myUK

myReports Overview |

myReports Overview

Documents are located in two places:

e My Favorites
e Contains all the reports you
save
e Other users cannot access
reports here
e Public Folders

Contains all reports to which
you have access

Good morming

| History,

Selecting a Report

Dashboards

& Home | Document List | Open ~ | Send To -
r 2| & | New ~ Add ~ | Organize ~
=a Title
My Favorites My Favorites
Inbox

Public Folders

= _INDOx
[ Public Folders

To search for a document in the public
folders, click on the Expand/Collapse
icon to the left of Public Folders

BUSINESSOBIJECTS INFOVIEW

&

&g Home | Document List | Open ~ ~ | Dashbo

[S & 2| New~ Add ~ | Orga
=0 Title
il My Favorites My Favorites
Inbox

&) Inbox

Public Fold
. Public Folders ERCE

Select the appropriate folder by double-
clicking on it

\
=

Public Folders

ELA ¥

FI Financial A:counting)
| FI Ledger

FI Procard Processing

HR Benefits

HR Pavrall

to D bl
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Search by the title or part of the title of
the report by using the Search field,
press Enter

OR

Use the scroll bar to search through the
lists of reports

Search title(v‘[BEd_gel ] D « «[1
Ty Search all fields wner Instanc
ebi |7 Search title eager@uky.edu 0
Search keyword
Advanced Search
ebi Saarch Content eager@uky.edu 0
Title * Last Run Type
Webi

¥  FIL_bcsmet0d: BOBI_300 Assessment

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

¥  FI_bcsmet0: BOBJ_300 Exercise Repor

Bdgt Exercise
(Funds Center Balances: Budget vs Ac

¥ FI_kathar2: Class Example of CrossTal

3 FI_McCool: Ledger -
*  Funds Center Balances -
Budget vs Actual

¥  FI_Missy: BOBJ_300 Exercise Report

Webi

Webi

Webi

Webi

r"\

m

Double-click on the report you want to
view

Budget vs. Actual)

¥  FI_bcsmet0: BOB)_300 Exercise Repor

Bdgt Exercise

(Funds Center Balances: Budget vs Ac
¥  FI_kathar2: Class Example of CrossTat

FI_McCool: Ledger -
Funds Center Balances -
Budget vs Actual

A system message will display while the
document opens

Navigation Map

Opening Document
/]
w

Please wait while the document is being

processed
|_ Cancel |

Report Features
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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.

CTS INFOVIEW

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

Web Inteligence - FI_McCool: Ledger - Funds Center Balances - Budget vs Actual
! Document » View ~ | [T 75 | 43 foos |- 1|

., Page1of1

)\

Ledger: Funds Center Balance

Funds Commitment
Center Key item Key U

1011653830 UNIVERSITY-GEMERAL 410200 Appro-Re
UNIVERSITY-GENERAL 410210 Appro-Stz
UNIVERSITY-GEMERAL 410220 Appro-Stz

{ UNIVERSITY-GEMERAL 414101 Grants - £
UNIVERSITY-GENERAL 422103 Capital G
UNIVERSITY-GENERAL 430010 Inv ine - O
UNIVERSITY-GEMERAL 430045 Inv Inc-Boy
UNIVERSITY-GENERAL 430060 Inv Inc Dig
UNIVERSITY-GEMERAL 431001 Endow In
UNIVERSITY-GENERAL 431003 Endow In
UNIVERSITY-GENERAL 440021 Commisg
UNIVERSITY-GENERAL 440114 Handling.
UNIVERSITY-GEMERAL 449030 Other Re
UNIVERSITY-GEMNERAL 449050 Reimburg
UNIVERSITY-GEMERAL 449060 Over and

UNIVERSITY-GEMNERAL 480020 Aporo of F

v« 0
| [ C &) Ledger: Budget vs Actuals B |)

|

To navigate between sub-reports, click
on the report name in the Navigation
Map

OR

Click on the report name on the

Web Intelligence - F1_McCool: Ledger - Funds Ce

+ Document ~ View ~ = ‘7_. ) 100%
| Navigation Map
1 Balances - Budget v

UNIVERSITY-GENERAL 740100

UNIVERSITY-GENERAL 740120

UNIVERSITY-GENERAL 740130
1011653830

Trans fm UK Restric
Trans fm UK Unrest
Trans fm intern Loan

Navigation Tab T ' ( Tl © e | ]
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Changing Variable Values (User Prompt Input)

Click User Prompt Input

“ User Prompt Input [

||[-web 1ntetigence - F1_mccoot: Ledger - Fun

' Document ~ View ~ @ ']':‘ aﬁ

(3] Advanced | & Run

Business Area From (optional

m »

Business Area To (optional

Col jtment Item From (optional
i . | K
N *

¢

gy

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

User Prompt input
(7] Advanced | =¥ Run
FCTR Person resp To (optonal -

Fiscal Period/Year (Required)
JUN 2009

Functional Area From (optional

Select (--Showv List of Values--)

User Prompt Input
(7] Advanced | & Run
FCTR Person resp To (optional -

Fiscal Period/Year (Required)
JUN 2009 -

[-(—-Show List Of Values—) !

e -
-

Click the down arrow a second time

'FCTR Person resp To (optional A

Fiscal Period/Year (Required)
JUN 2009 O

Functional Area From (optional

Double-click on the value

FISCal FerioaiTear (Requirea)
JUN 2009 -
|ocT 2009 A
NOV 2008
DEC 2009
JAN 2009
FEB 2009

| APR 2009

SP1 2009
SP2 2009
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Welcome:

Log Out | About | Help

i (4]
Click Refresh Data s
Edit] <F Refresh Data | [f» Track | \

-

Date of Last

Refreshing Data

aN

A system message will display

From University of Kentucky

Refresh Valies T2 Business Area From

When the Prompt window displays, ' <
click Run Query

12 -
Cacoatasl]
Retrieving Data
A
A m m ill displ .
syste essage will display RESECERERREeE ;
Last refresh time: Oh Om 4s
Cancel
UNIVERSITY-GENERAL 210200 Appro-Regular State {315,800,500.00) (315377.077.13} (31
UNIVERSITY-GENERAL 410210 Appro-State Dedt Ser (4.649,100.00) 1(4,649.100.00)
UNVERSITY-GENERAL 410220 Appro-State Spedal
UNIVERSITY-GENERAL 410230 Tobacco Approp
UNVERSITY-GENERAL 414101 ‘Grants - ST Noncap
UNIVERSITY-GENERAL 422103 Capital Gifts {145,000.00) (145,000.00)
UNIVERSITY-GENERAL 430010 Inv Ine - Overnight (10,109,000.00) (10,109,000 .00}
. . . UNIVERSITY-GENERAL 430045 Inv Inc-Bond Rev {
New refresh date will display in the [aeieranv schim Lo, v e Bsibuied
UNIVERSITY-GENERAL 431001 Endow Inc - Pool inc (2,300.00) {2.300.00)
. UNIVERSITY-GEMERAL 431003 Endow Inc-KY Land Gr (8.700.00) (8.700.00)
lower right corner of the status bar UNVERSTYGENERML 4400zt Commssions-onar
UNVERSITY-GENERAL 440113 Misc. senices
UNIVERSITY-GENERAL 440114 Handling&Svc Charges
UNIVERSITY-GENERAL 449030 Other Revenue (937,800.00) (837.800.00) [}
UN\\'ERS\TTGENERAL 449050 Reimbursed Costs

&) Ledger: Budget vs Actuals. [\ i]

( Refresh Date: November 14, 2009 40358 P Gmﬂs.@

Exiting the Report and Business Obje

To select a different report, click
Document List and follow the steps for
opening a 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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