Quick Reference Card
Business Objects -Add/Remove Columns

RIRIS

Integrated Resource
Information System

Process: Business Objects (BOBJ) Web Intelligence is used to display reports.
Reports can contain data from databases, such as Business Warehouse, GRADS,
HANA, PBF (Public Budget Formulation) etc. Reports can contain data tables,
graphs, charts, and sub-reports. The following steps will show you the basics of
adding and removing columns from a table in a report.

Note: For details on other Business Object report processes, check out other BOBJ
(Business Objects) QRCs or course manuals on the myHelp web site.

Role: Authorized Users

Frequency: When needed

Add a Column to a Table — Design Mode Only

Select Available Objects (Design
Mode Only) to display the
Infoobjects available to add to the
report

Home | Documents | 2. Advisee Class List... = + & |

File| Pmperﬁm|
EE-1S-6 P22

oo |k BE|X | # S

Report Elem
" Tables I_E
BE-E-i

Type here to filter tree

=] jj 2. Advisee Class List By Advisor

= Academic Term

ﬁ Academic Year
Advisor Last Name

m Advisor Name
College

’ N Course

= Course Abbreviation

_% Majorl

Section

Cnrtinm Ramn

Drag and drop the field to the
column where you want the new
column to be

Type here to filter tree

= QJZ Advisee Class List By Advisor

Arvisortast Name
Advisor Name
College

Course

Course Abbreviation
Majorl

Section

Section Name

College of Arts &

Student

= P
Academic Year {Drop here to insert cell)

AFFOLTER, J (Jacob D. Affolter) 10598298

AFFOLTER, J (Jacob D. Affolter) 10670656

Note: Be careful where you drag the
column to! Put it in the first row of
the column.

e The column will be placed to
the left of the current column

e The column will replace the
current column

Fiscal Period

£

Fiscal Period (Drop here to insert cell]|

Fiscal Period
2013
APR Fizcal Period (Drop here to replace cell)
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A Fu

. Fiscal Y
e The column will be placed to S (UK
the right of the current column EZOWMENT SUPPORTED 121!
|2IJ13 EN"I ! Fiscal Period (Drop here to insert cell)l‘!

Academic Term Advisor
051 AFFOLTER, J
Note: The column and data will be o1 AFFOLTER, J
. 051 AFFOLTER, J
dlsplayed 051 AITKIN, K (Kri
051 AITKIN, K (Kri
051 AITKIN, K (Kri
a51 AITKIN, K (Kri

Remove a Column from a Table — Design Mode Only

/ Reportlements || % i cutex
p _|D Copy Ctri+C
" Tables | cell | sedt
f’rﬁ Paste Ctrl+v
ﬂﬂi Insert 3
:{j Merge
. . Clear Contents
To remove a column, right-click on the 8] et as secton
column and select Delete. Turn Tnta '
Edit Formula...
M Linking 4
051 |y Dil 3
051 Group 4
051 / Filter 3
051 T;_‘ Ranking :
FFOLTER,
FFOLTER,
FFOLTER,
ITKIN, K |
ITKIN, K |
ITKIN, K |
Note: The column will be removed from T s
the report. ITKIN, K |
ITKIN, K |
ITKIN, K |
ITKIN, K |
ITKIN, K |
ITKIN, K |
ITKIN, K |
RITKIN, K |
U!\ITKIN.K |
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Toolbar — Reading Mode Only

To learn more about the tools available refer to document
QRC_Business_Objects_Display Report_Toolbar_ 2018 Reading

SAD4

| Home | Documents | FI- 8E - Budget Repo... ~ = ' |

Web Intelligence = | = - | S - % | &2 L2 - = - y e

[& Track - '3 Drill = " Filter Bar TMF'EEEE & Outline

Toolbar — Design Mode Only

To learn more about the tools available refer to document
QRC_Business Objects Display_ Report_Toolbar 2018 Design

[Hm]n;c-.nmtslﬁ-sf-ﬂudgetnem... A o

File | Properties | Re
DEE- G- P2~ -||
NAP BRI AE B -

Report Elements Formatting | Data Access | Analysis | Page Setup |

" Tables Cell Saction " Chart Other - Toulsl Pasition Linking
B-H-B-Z-||l-x2-& - | 5 Tumato

EE c
=3 | Set as section
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Exiting the Report and Business Objects

To exit the report and
BUSIneSS ObjeCtS, WE|CDITIE_ Applications =  Preferences  Help menu « Log off ye
click Log Off

If you receive this o Are you sure you want to leave this page?

message W|nd0W: Message from webpage:

You will lose any unsaved modifications to this
document.

e Select Leave .
. —> Leave this page
this page
—> Stay on this page

Click X to close the
window “F Bl launch pad

Click Launch Pad to
return to the main
myUK tab
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