Business Objects Enterprise Application InfoView

Business Objects’ Crystal Report Writer is now Maric@uemmunity College Districts official report
generator. This state of the art reporting tool i®ased using the Internet.

When the new student system is implemented, theresaeead roles which will be given to Groups or
Individuals based upon decisions made at specific collefas.is determined by the campus BOE
Administrator.

Additional resources are located in “Documentatiord emay be accessed on the Business Objects
Screen (Figure 1).
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BusinessObjects InfoView collects and presents business intelligence information and
provides:

Figurel: Business Objects Scredn Complete viewing and interaction for query & analysis, reporting, and performance management

Viewing Reports or Objects

To view reports using the Business Objects Enterprise Agiit “InfoView”, you must have Microsoft
Internet Explorer or Netscape installed on your compét@erson, who has View access, may only view
instances of reports that are refreshed or scheduleghénsan with the necessary access to complete
these processes. Employees may have different deseds based upon rights given “Groups” that are
associated with the individual or based upon rights giveindividual to specific folders or reports.

Open Internet Explorer or Netscape and enter the WRBdisiness Objects, InfoView
https://reporting.maricopa.edu/
The following login screen is displayed:
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Lag Cinto BOEXI]

Welcome to the Maricopa Reporting System
(BOEXI)

Enmter your Enterprise ID and Memo Password and click Log On.
(Ifyou need help using this system check the documentation here ar this web site )

System: | |

Enterprise ID; | |

Memo Password: | |

Authentication: LOAP w
Figure 2: Logon Screen

Enter your Enterprise ID (available in the Memo PATItéar user name and enter your MEMO
Password as the LDAP password and verify that Autheiaiceas set to LDAP. Then click on the Log
On button and the screen (the same as or similaigoje=3 is displayed:

Figure 3: Home

Navigating InfoView Screens

Public Folder will contain the folders that are avagaia you based on availability and your level of
access in InfoView.
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=sr BusinessObjects InfoView collects and presents business intelligence information and provides:

o Complete viewing and interaction for query & analysis, reporting, and performance managerment

o Integrated collaboration with threaded discussions, intuitive navigation, and support for 3rd party documents

» Advanced scheduling and distribution capabilities making it easier to share infarmation with others

Figure 4: Folder Navigation

By maximizing the box to the left of the folder, a lidtavailable folders is displayed in the Folders pane
(Figure 5).
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Figure 5: Folder/Report Availability

A folder may contain additional subfolders and repofis.see subfolders contained within a folder, click
on the folder name, for example: Training. Noticeftidéer named SR. Also notice the folder objects

(in this case a Crystal Report, MCCD_SR_1400 Facilitiespg@ments, and Characteristics SIS) of the
Training folder are displayed in the right pane under ifiing”.

If a report is generated, as seen in Figure 4, therdavilhree options available based on the role “View”:
“View Latest Instance |History |Properties”. If a rgpostance is not generated, only History and
Properties will be available for viewing and the selectibfHistory” will indicate that the report has no
completed instances.

1. To see more information about a report, select “Pragsért The report or object information will
be displayed (See Figure 6):

maress Page 3 12/18/2007
I:\ReportingProgramming\Instructions\Business Objects langer Application Instructions\Instructions
for Accessing BusinessObjects Enterprise, Infoview.doc

Last saved by District Site License



Business Objects Enterprise Application

InfoView

Properties

MCCD_SR_1400 Facilities, Components, and Characteristics SIS Properties

Title: |MCCD_SR_1400 Facilities, Compaonents, and Characterlstld

Description: [prompts for College (Set ID) if one is 4|

not selected, all colleges must he
selected, effective date (»=), effective
status, option to display Facilities
Component or Room Characteristics, and
Locations (may be partial or full wvalue -

Keyworids:

Created:

Last Modified:
Last Run On:
Categories:

1102772006 1:32 PM
1102772008 2:31 PM
112772008 2:31 PM

I Fersonal Categaries
Corporate Categories

Figure 6: Report Properties

FOLF X

2. Ifaninstance is available, one may view the latestince by selecting the option “View Latest

Instance” (See Figure 7):
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Figure 7: Report Options

Characteristics, and Locations (may be partial or full value with wild card * imultiple characters), ?(one character)

If the report format is Acrobat Adobe (PDF), it wdikplay as follows:
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Figure 8: Report Navigation

One may navigate through the report by selecting the atmweve forward or backward through
the pages at the bottom of the report page (in the gjrcléhe box, as noted in Figure 8).

3. Otherwise, “History” may be selected and a list ofanses will be displayed.

Home > Folders > Training >

Praperties | History | Pracess | Schedule | Categories | Rights |

Lints Run Now ][ Pause | Resume || GendTo.. |[ Delete ][ Reftesh
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4. One can view the report instance by clicking on the hestd ime (See circle in the Figure 10):
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Figurel0: Report Instances
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5. In addition, one may check either option: Show onlyainsés owned by me or Filter Instances
By Time.

| Fiaure 11: RenportFilters |

6. When the Filter Instances By Time check box is setgat is necessary to enter a start and end
time and date. Then select Apply Filter in the bor@®d in the previous screen print. Once this
is entered, only the instances that meet the Instanedfilter criteria will be available to view.

7. If the “Show only instances owned by me” checkbox ixckéd, only the instances “Run By” that
individual will be available to view (see rounded rectanglEigure 11). Persons with scheduling
access may run reports for others to view, but the pevibhraccess to view the report will see
their own name in the “Run By” section.

Exporting/Saving or Printing a Report

When a report is viewed as in Figure 8 (above), the repaytbe saved (exported) in the following
formats if it is generated using the Crystal Report&ir otherwise it can only be
exported/saved/opened in the format that it is genenated

Crystal Reports (RPT)

Adobe Acrobat (PDF)

Microsoft Excel 97-2000 (XLS)

Microsoft Excel 97-2000 — Data Only (XLS)
Microsoft Word (RTF)

Microsoft Word Editable (RTF)

Rich Text Format (RTF)

NoakswNpE

Some, but not all of the above formats will allowngs® limit the range of pages exported. Select the
Save Icon at the top left of the screen. Followitiséructions to save/export the report.

To print a report being viewed as in Figure 8, above, sided®Printer Icon in the top left corner of the
document. Select one of the options to print adl bmited selection of pages of the report. Printer
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Plug-Ins for the different format options may need taldenloaded if one is not available to print a
report with.

Scheduling a Report

Pick an folder from the Public to view the reports avdddo you, and click on ‘Schedule’.

Click on the plus sign (+) next to ‘Parameters’ towihe parameters for this report.
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When you click on the value to the right of the paramet®ox will open up either showing the
values that you may select from, or giving you a box thatmpay use to enter a value. In the example
below, you may choose one or more values (to choose tinan one value, hold down the shift key
as you click on the values). Then move you chosen vadude right by clicking >’ (or move all
choices by clicking >>’. Use the ‘Remove’ buttons belbwou have moved a value in error.

When you have completed your choices, make sure you hakedclOK’ below the box. If you do

not see the box, you may have to scroll down furtheeoit. If you do not click the ‘OK’ button,
your choices will be lost.
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You may also encounter a choice for a range of valuas.imay be a range of dates or other types of

values. For dates you will see a small calendar iconlf you click on this icon, you can choose your
dates from a calendar. You may include only a lower or uygdae. When you are done with your
choice, you must remember to click the ‘Add Range’ butbamdve your choices into the ‘Selected
Values’ box. You may also choose more values fromAkailable Values’ box, or enter a value in
the ‘Enter a Value’ box.

But again, make sure you have clicked ‘OK’ below the lioyou do not see the box, you may have
to scroll down further to see it. If you do not click thek’@utton, your choices will be lost.

When you have entered all the parameter choices, rdiakn the ‘Schedule’ button will send the job to
the scheduler to be run according to your choices.
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After you hit the ‘Schedule’ button, you will be takeraetpage similar to this one. If the report has not
yet started you will see ‘Pending’ under the Statussd@the most current status you can click on the

‘Refresh’ icon . If the report has been created successfully, yowlggnon the date hyperlink and
the report will open. If the report has failed, athis example, you may notice that no parameters were
chosen. In that case you may go back and choose youngiara again.
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Appendix A — Infoview Icons

Below are screen shots of the Business Objects Ergengdelp document describing the Infoview
icons and their uses.
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College BOExi

Administrators as of 12/17/07
Name Name Name

CGC Ron Slamka Brien Dieterle

EMC YiZhu Steve Brown Chad Galligan

GCC Matt Ashcraft James Waugh Kim Olson

GWC Butch Hoffman Leo Serrano

MCC Bill Dehaan SDQG\ 6WDSOH\

PCC Darren Everingham Symeon Larson

PVC George Mathew Carol Myers Joann Caufield

RSC Genevieve Winters David Sweeley Adam Lange

SCC Jerry Latham James Quintero

SMC  Steve Goebel Kathie Hawkins Mike Lewis
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