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Introduction

Introduction

Introduction

Lesson 1° Business Objects Definitions and Launch Pad
Lesson 2: Dashboard Reports

Lesson 3° Crystal Reports

Lesson 4: Web Intelligence - Reading Mode

Lesson 6 Web Intelligence - Design Mode

Lesson 6 Course Review

Definitions and Launch Pad

Welcome to the Business Objects, also known as BOBJ, training course. BOBJ is a suite of front-end
applications from SAP that allow business users to view, sort and analyze business intelligence data.

This BOBJ410 student guide includes the required materials for all Business Objects courses

including the 4 online video prerequisites as well as for the instructor led class.

BOBJ200 Definition and Launch Pad
BOBJ210 Dashboard

BOBJ220 Crystal

BOBJ230 WEBI Read

BOBJ410 WEBI Design

The course introduction for the BOBJ410 ILT class is an opportunity to get to know others who are
attending class as well as to agree on classroom courtesy. The instructor will inform you about the

building facilities and when breaks will occur.

Course Map

You can see the Course Map of the class at the beginning of each lesson. The bold and larger text
indicates which lesson you are beginning.

The lessons covered in this class include:

+ Lesson 1:
Lesson 2:
Lesson 3:

*  Lesson 4:
Lesson 5:

Lesson 6:

Business Objects Definitions and Launch Pad
Dashboard Reports

Crystal Reports

Web Intelligence - Reading Mode

Web Intelligence - Design Mode

Course Review
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Course Objectives

Upon completion of this course, you should be able to:

Understand the definition of Business Objects

Understand the definition of Launch Pad and the components

Understand the definition and view Dashboard Reports

Understand the definition and view Crystal Reports

Understand the definition Web Intelligence Reports

Open a WEBI report and change to design mode to analyze and explore data
Add columns and Variables to WEBI Reports

Add Tables and Charts to WEBI Reports

Save a WEBI report to My Favorites Folder for future access

Reference Materials

. BOBJ Information Website:

To better assist our BOBJ community of users, we have added an area to the BEST
Shared Services website that will make it easy to find out the latest information on BOBJ
and what is going on. To access the web location, you will click on Support Materials from
the BEST homepage. Once you select the Support Materials link, you will see a link under
More Information called BOBJ. You will click on this link to open the BOBJ area of the
website.

—  BOBJ Student Guide - This link will link you to the location of the course manual
for the BOBJ training - the original source for this link is the OSC Training web-
site.

— Communications - This link contains all communications that are sent out to the
BOBJ users announcing upcoming report migrations and news of interest
pertaining to BOBJ.

—  System Status - This link will be used to announce report migrations and data
load issues. The system status page should be checked if you are experiencing
any problems or issues with the BOBJ reports or access to see if it is a known
issue before contacting BEST to record an incident ticket.

—  Training Help - This link will take you to the BEACON HELP location that
contains job aids, report descriptions, etc.

* Job Aids

Known Issues
Reference Documents
Report Descriptions

—  What’s New - This link is used to notify you of any changes that have made been
to BOBJ materials such as Job Aids, Report Descriptions, BI Report Migration
Matrix etc.
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. Other Resources

—  _Help Folder within Business Objects Reporting Tools

SUMMARY

This course is intended to give business users an understanding of the Business Objects
reporting tool. It will provide you with explanations and demonstrations of the Business
Objects navigation and functionality.
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BOBJ200 - Business Object Definitions and Launch Pad

Introduction

Lesson 1 Business Objects Definitions and Launch Pad

Lesson 2° Dashboard Reports

Lesson 3° Crystal Reports

Lesson 4: Web Intelligence - Reading Mode
Lesson 5 Web Intelligence - Design Mode
Lesson 6 Course Review

Objectives

Understand the definition of Business Objects
Identify the components of the Launch Pad

Work with the documents in the Launch Pad

What is Business Objects?

Business Objects, also known as BOBJ, is a suite of front-end applications from SAP that allow
business users to view, sort and analyze business intelligence data. The business benefit of this course
is that users will be able to efficiently and effectively manage personal and business documents to
access the information they need, when they need it. Users will be able to design their own reports
using Web Intelligence.

Components of BOBJ

There are 4 components of BOBJ.

Launch Pad - a web application that acts as a window to all business information viewed in a
single location.

Dashboards - interactive view that contains charts and graphs for visualizing data.

Crystal Reports - formatted reports with parameter selections for users to run and generate
reports.

Web Intelligence (WEBI) - a self-service environment for creating ad hoc queries and analysis
of data online. WEBI allows the option of viewing as formatted reports or manipulating and
adjusting of reports to meet your business requirements.

("" I updated - 3/1/16 Page 5
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Report Icon Designation

There are 3 types of objects in BOBJ and each type has an icon designation associated with it. Shown
here are the icons for each type of object.

Dashboard

P

Dashboard Reports are an easy to read, often single page, user interface, showing a graphical
presentation of the current status (snapshot) and historical trends of an organization's key
performance indicators to enable instantaneous and informed decisions to be made at a
glance.

Crystal Reports

B

Crystal Reports are a popular Windows-based report writer (report generation program)
that allows a programmer to create reports from a variety of data sources with a minimum
of written code. Crystal Reports can access data from most widely-used databases and can
integrate data from multiple databases within one report using Open Database Connectivity

(ODBO).

Web Intelligence (WEBI)

-

Business Objects Web Intelligence provides an easy-to-use interface with powerful query
features that allows your business analysts and nontechnical information consumers to ask
spontaneous and iterative business questions of their data.

Tips

Clear your Internet Explorer browser cache before logging in to Business Objects. For
instructions on how to clear the cache, see the BOBJ Job Aid located in the _Help folder or on
the BOBJ Website.

Do not use the wheel between the left and right mouse buttons when scrolling up and down. It
may cause Business Objects to lock up.

Do not use the back arrow Qlocated in the top left corner of your Internet Explorer
browser. The Business Objects application will crash.

Page 6
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Accessing Business Objects

It is now time to access Business Objects by logging into the BEACON Portal using your NCID and
Password. Now that you are on the BEACON Portal Home Page, click on the Business Objects tab.

Welcome LINDA BLACKMON

Home

Home

7  The Business Objects application will time out after 15 minutes of inactivity unlike the
BEACON portal which times out in 30 minutes. Even if you are actively working in Business
Objects, you will lose connection if the BEACON portal times out. It is very important to click
on the SAP tab and then click on ‘Continue’ when the BEACON portal is timing out.

Launch Pad

Once you log into BEACON and select the Business Objects tab, the Launch Pad will open providing
access to the reports and information housed in BOBJ. The data in BOBJ is refreshed overnight for
next day access with the exception of quota related data. Quota related data, once migrated to BOBJ,
is updated every Wednesday and Saturday nights due to the large volume of data.

The Launch Pad features two main navigation tabs: the Home Tab and the Documents Tab.

Welcome: LINDA BLACKMON Applications ~ Help menu Log off
e
| Business Objects- Engage Explore 7 Explain ye]
Documents Nagivation Tabs
More Adtions | Details M Al o1 » M
My Documents Title « Type Last Run Instances
w 1 _Help Folder
=B "
Public Folders | _Training Folder
B Cross Agency Verification Folder

£

-

! _Help

| Training

I Cross Agency Verification

") om: Job Attributes

| OM: Position Budget Data

"] oM: Posttion Data

" ) oM: Vacant Position Data

I pa: Employes Adtions

"1 pa: Employes Headcount

I pa: Tumover

| OM: Job Attributes

| OM: Position Budget Data
| OM: Position Data

| OM: Vacant Position Data
| PA: Employes Actions

PA: Employes Headcount

| PA: Tumover

1 MyRecentView

Foldar
Folder
Folder
Faldzr
Folder
Folder
Foldar
BI workspace

updated - 3/1/16 Page 7
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Screen Components of Launch Pad
Navigation Tabs
1. Home Tab — contains My Recently Viewed Documents. The My Recently Viewed Documents

drop down contains links to reflect the last 10 reports or documents that you have viewed in
BOBJ. You may quickly access a report or document from the list by double-clicking on it from
this view to open it.

r— This drop down will be empty the first time it is accessed. It will populate with the last

10 report or document links you have accessed regardless of where the report is located
(i.e. Public Folders and My Favorites Folder)

-
| Business Objects- Engage Explore ]

<

£ BO112-T: Positions Vacant-filled Comparison as of Mar 2015
& BO043 Turnover from State Government

£F B0112 Positions Vacant-filled Comparison Current Month

3| BO165-T: Job Attributes w/o CrgUnit

2. Documents Tab — provides access to the repository of business intelligence content and
provides a left-hand navigation panel. This view is similar to how Windows Explorer works. If
you click on a folder in the left navigation panel, the objects stored in the folder will be
displayed in the workspace panel. The folders that are displayed within the Public Folders are
determined by each user’s roles and security authorization. Some of the folders may be empty
at this time because not all reports have been migrated to BOBJ

Welcome: LINDA BLACKMON Applications  Help menu Log off
——
Business Objects- Engage  Explore _JExplaing, s
= More Adtions | Details |« «Elof1 » N
My Documents tle ~ Type Last Run Instances
Folders _Help Folder
B
! Public Folders _Training Folder
B N Cross Agency Verification Folder
avigation
BT pelp .F'.'agne.f OM: Job Atiributes Folder
SiTveiring OM: Positicn Budget Data Folder
OM: Position Data Folder
Cross Agency Verification
OM: Vacant Position Data
OM: Job Attributes e Workspace Panel
OM: Position Budget Data BA: Emplayee Headcount
OM: Pesition Data PA: Tumaver Folder
OM: Vacant Position Data 53 MyRecentview BI workspace
PA: Employee Actions ]
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a. Toolbar Options on the Documents Tab

s View-Use to view selected object, the latest instances of object, and object properties
% New- Allows you to upload local documents and create folders to the My Documents
Drawer/My Favorites folder. Not available for use in the Folders Drawer/Public

Folders.

% Organize-Use to manage selected object shortcuts and to cut, copy, paste, and delete
objects

% More Actions-Use to perform the following task:

Document Link - this option is context sensitive depending on your location and
action in the system (folder, document, or report).

Navigation Panel

The Navigation Panel provides a top-level view of the folders and the categories in the platform. The
panel displays on the left side of the Launch Pad.

Drawers - expandable panes on the navigation panel which let you switch easily between dif-
ferent views of the repository. The following drawers are available:

« My Documents - Displays the user's My Favorites Folder
% Folders - Displays a folder view of the public repository

Search - Displays search options and results

D vocments

My Documents
Folders
Search

Default View - Folders

When the Folder drawer is clicked, the Default view shows a list of folders in the left
navigation panel and the same folder list in the workspace panel.

o [

View - * More Adtions | Details
My Documents Title = Type
Ifﬂlders _Help Folder
=8 ]
: Public Folders _Training Foldar
B- Cross Agency Verification Folder
B ED pep OM: Job Atiributes Folder
_Training OM: Position Budget Data Folder
L OM: Position Data Folder
Cross Agency Verification
OM: Vacant Position Data Folder
COM: Job Attributes
PA: Employes Actions Folder
GM: Pesition Budget Data PA: Employes Headcount Folder
OM: Position Data PA: Turnover Folder
OM: Vacant Position Data ;lEI MyRecentView BI workspace
PA: Employes Actions
PA&: Employes Headcount
PA: Turmniover |

("—_ﬂ__ . updated - 3/1/16 Page 9
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Folder View

View = Organize - More Actions - | Details
My Documents Title = Type
Tios 1 3ob fids Folder
Fublic Folders 0 Vreo T EErEs Folder
EEACCMN HR/Payrall I Reference Documents Foldar
= L Report Descriptions Faldar
Jab Bids I Training and Tutorials Falder

Known [ssues
Reference Documents
Repaort Descriptions

Traiming and Tukorials

_Trainimg

Ammme o Mmrfmrmemmen Bl

To view subfolders, click the plus sign (+) to the left of the folder name in the navigation
panel. Click the minus sign () to the left of the expanded top level folder to collapse the
folders/subfolders.

Title «

Clearing Cache in the Internst Explorer Browssr

Public Folders Drag and drop new figlds in WEBI Reports

BEACON HE,Payrall Filtering Data in Web Intelligence Reports

_Help How to turn on alternating codors: for Web Intelligence reports

Multivalue emror on Web Intelligence reports

COrganizing data with sections and breaks
Total, Sub-totaling in WEEI Reports

T T
T I Known Tssues

FEEEEEE

¥

Reference Documents
Report Descriptions

Training and Tutorials

_Trainimg

r— The folders that are displayed within the Public Folders are determined by each user's
roles and security authorization. Some folders may be empty until reports are migrated
from Business Intelligence to BOBJ.

r— To resize the Navigation Panel, move the mouse over the left edge of the Workspace

Panel until double arrows appear ( ‘%’), right click and drag the edge of the panel to the
left or right. When the Navigation Panel is sized appropriately, release the mouse but-
ton.

Page 10 updated - 3/1/16 (-—-"'_‘— -
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Workspace Panel

The Workspace Panel displays the objects that are located in a folder or assigned to a specific category.
It is in this panel that you do activities such as viewing and modifying objects.

View =  QOrganize W | Details
My Documents Title = Type
IizE i  B0112-T: Positions Vacant-filled Comparison as of Mar 2015 Dashboards
Public Foldsrs Al 3 B0165-T: Job Attributes wjo OrgUnit Crystal Reports
7] BEACON HR,Payrall ¥ B0165-T: Job Attributes wfo Orglnit Web Inteligence
_Help
Workspace Panel
[ PERERGE | BI JA—— T S -

Details Panel

The Details Panel is used to view a summary of the selected object in the workspace panel. Clicking
on the Details tab opens the right panel to display metadata for the selected object in the workspace

panel. For example, it shows the report description and type.
L Documents

- Orgamize  MoreActions | Details . # B0112-T: Positions Vacant-fil... *

My Documents Title = Type Summary
Folders L Crwner: Administrator
Puhblic Folders BO165-T: Job Attributes wio CroUnit Cryetal R Description: This operations report is used
~ s bt L by agencies to compare
BEACON HR/Payroll ¥  BO165-T: Job Attributes wio OrgUnit Web Intelligence which positions zre vacant
and which positions are filled,
_Help Type: Dashoozrds
Workspace Panel
Jrainion
MNavigation Panel Details Panel

To close the Details Panel, click on the X located in the top right corner of the Details Panel or click on
the arrow located on the left edge of the details panel or click on the Details Tab.

Working with Documents on Launch Pad

Search for a Document

Within Launch Pad, a search for documents containing specific words in their titles can be performed.
Once you have executed the search, you can filter results on other dimensions. You can also view the
document directly from the list. There are 2 searchable fields on the screen. One is found in the left

©2016 State of North Carolina All Rights Reserved
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navigation panel and the other is found at the top right corner of the Business Objects window. The
search feature on the Launch Pad is not case sensitive.

=
Business Objects Engage Explore 1 Explain o
Hame

~ | Details Details
My Documents Search Results Select a document to display additional informatian.
Folders [

Search

[ o

Enter your search criteria in one of the Search fields - once the data has been entered and you click on
the search icon (the magnifying glass) BOBJ will automatically fill in the other search field so that
both fields reflect the searched term. A list of all documents meeting the search criteria will appear in
the workspace. The search term will be bold in the list.

[Business Objects -
)

My Documents Search Results
Foiders W B0112: Positions Wacamnt) Fill=d
™
—— This r=port lists vacant position: = Till=d. Also this report when it is made zvaila
wacant . BEACOM HRYPayrollfOM: Vacant
Refine Smanct) Results By: ¥ B0112-D: Posltions Viscant-fill=dy
Typ= Ti.:_uperat_in:l: report is e
shortcut (32 e
adobe acrobal (7] Show Instances
weh inkelligeno= (6] - 004 Dot
deshibmnti= (71 Eld04: Vacant Positions R
This r=port lists vacant pos
Location User Folders{B1P~100, 00933
user folders (34
Beacon hr (13) #  B0104: Wacankt Posilions Report
Thi rt lists vacant positio
Riefrmzh) Time s SR —
Lser Folders{B1P~100/0059953
all (47
L=t Year (47) ﬂ E0104 Vacant Po=itions R=porl
t Month (2
== " This document provides te repo
authar BEACON HR)Payrollf_He=lp/R=pod
bld~100

F B0112-D Pasitions Vacant-

Thoo 4 -y ifmm bl

You may refine your search results by using the default results in the left navigation panel to narrow
the choices returned. For example, if you want to only see search results for Dashboard Reports, click
on the dashboard reports link in the type box.

My Documents
Folders
Search

vacant

Refine Search Results By:

Type
shortout {32)
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Once you have selected this link, it will narrow the results and change the search results. The
Current Filters field indicates that you have set a filter.

2] Documents|

View ~ Organize More Actions | Details

My Documents Search Results

Foldars 5

Search

vacant o BEACON HR/Payroll/OM: Vacant Position Data

Current Filters: ¢ B0112-T: Positions Vacant-filled Comparison as of Mar 2015

2 dashboards (typs)

Refine Search Results By: 2 e Bl

This operations report is usad by agencies to compare which positions are vacant and which pesitions are fillad.

location

beacon hr (2)

To remove the filter, hover over the X beside the filter and click.

Search
Vacant
Current Filters:

2, Bashboards (typ=)

Refine S=arch Results By:

This will return you to the original full search results.

To open a report from the search results, double click the report. The report object will open in the
format selected. Hovering over a report in the list or single clicking the report will display an
information box showing the Description, Type and Location of the Report:

£&  BO112-T: Positions Vacant-filled Comparison as of Mar 2015

This operations report is usad by ies to compars which positions are wacant and which positions are filled.

BEACON HRfPayroll/_Training B0112-T: Positions Vacant-filled Comparison as of Mar 2015
Description:
This operations report is used by agencies to compare which positions are
vacant and which positions are filled.
Type: Dashboards
Location: BEACON HR/Payroll/_Training

Create New Folder in My Favorites Folder

The My Document drawer located in the Document tab allows you to create your own folder structure
so you can then create a shortcut to documents from the Public Folders to your My Favorites folder for
quick and easy access. You may create folders in this view to organize your documents. These
documents/shortcut reports are only available and viewable by you.

("—_,.‘_‘_ . updated - 3/1/16 Page 13
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1.  Click on the My Documents drawer and select the My Favorites folder, click on the
New option located in the toolbar and select Folder:

2.  Enter the name of the folder in the Create Folder dialog box and click OK.

Create Folder x
Enter a new folder name: | Training Folder

o] cancel

3. You will then see your new folders listed.

View New
My Documents
..... TecT
Training Folder

Create a Shortcut to a Document

If you want to make a document available in multiple folders in BI Launch Pad, but do not want to
maintain duplicates, you can create a shortcut to the document in other folders located in the My
Documents drawer/My Favorites folder. As previously stated, these documents/shortcut reports are
only available and viewable by you.

Create Shortcut in My Favorites

When using the Create Shortcut in My Favorites the report will be automatically saved to
the My Favorites Folder. Choose this option if you want to customize how you access a

report. The report created as a shortcut will reflect any changes made to the original report
in the Public Folders.

Page 14 updated - 3/1/16 —
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1.  Select the report in the Workspace and right click on the report. Then select Organize,
Create Shortcut in My Favorites.

Dashboards

Wisw
| BO165-T: Job Attributes wfo Org I rts
N Jo O oromert Crystal Repo
;1 B0165-T: Job Attributes wfo Org | Web Intelligence
Mobile Propertiss
Categories

Document Link

2. Open the My Documents Drawer to see the shortcut document in the My Favorites
folder.

[E] JTraining Folder Eolder
2B shortrut to BO112-T: Positions Vacant-filled Comparison as of Mar Shortcut

- [ TEST

= Training Folder

3. You can move the shortcut document to another folder located in the My Documents
drawer if you would like to organize your personal folder. To move the shortcut
document, right click on the shortcut document, select Organize, Cut.

Test Folder

Mobile Properties

Categories

Document Link

MHew >

Craate Shortout in My Favorites

ets_ ITCARITN
Copy
Copy Shorbout
Dizlete

(r"’—_—*_ . updated - 3/1/16 Page 15
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4. Navigate to the folder you want to move the shortcut document to, right click on the
personal folder and select Organize, Paste.

My Documenis Title =

=155 My Favorites
Properties

| TEST
Folder Link
Training Folder
Mew >
Organize Cut
Details Copy
E Paste
Delsts

5.  Once you paste the report in the appropriate folder, it will appear in the Workspace.

My Documents Title = I
B [ My Favarites Z2F  shorteut to BO112-T: Pesitions Vacant-filled Comparison as of Mar Shortcut |
E TEST
Training Folder

6. To delete documents from your personal folders, highlight the report, right click and
select Organize, Delete.
Title = Type
e
Visw

Properties

Mabile Properties

Categornies

Document Link

New >
Organize Create Shortcut in My Favorites
Details Cut
Caopy
Copy Shortcut
| Delete |

Copy Shortcut

If you select this option, the report will not automatically be saved in the My Favorites
folder. You must select the appropriate folder located in the My Documents drawer where
you want the shortcut to be located. Choose this option if you want to customize how you
access a report. The report created as a shortcut will reflect any changes made to the
original report in the Public Folders.

Page 16 updated - 3/1/16 (-—-"'_‘— -
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1.  Select the report in the Public Folders Workspace and right click the mouse. Then
select Organize, Copy Shortcut.
o S _} L I
& BEACON HR/Payrall | B0165-T: Job Attributes wfo OrgUnit Viewi i Intelligence
& | Properties
_Help

"

Cross Agency Verification
OM: Job Attributes
CM: Position Budget Data

OM: Position Data

OM: Vacant Position Data

Maobile Properties
History
Categories
Document Link
Organize
Details Copy

. | Copy Shortaut |

(Create Shortcut in My Favorites

2. Open the My Documents Drawer and browse to the folder where you want the
shortcut to be located. Select the folder and right click the mouse. Then select

Organize, Paste Shortcut.

My Documents
=155 My Favarites
..... —

Properties

Folder Link

Mew >

Organize

Details

Cut
Copy

Delzts

3.  Once you paste the report in the folder, it will appear in the Workspace Panel.

My Documents
B 551 py Favarites
| TEST ﬂ,; Shortout to BOL65-T: Job Attributes wfo OrgUnit Shortcut
updated - 3/1/16 Page 17

©2016 State of North Carolina All Rights Reserved



Definitions and Launch Pad Business Objects Reporting
BOBJ410

4. To delete documents from your personal folders, highlight the report, right click and
select Organize, Delete.

View

Properties

Mabile Properties
History

Categories

Documeant Link

Mew >
Organize Create Shortcut in My Favorites
Details Cut
Copy
Copy Shortcut
Paste Shorbout
| e

Opening Objects or Reports from Launch Pad (Public Folders)

To open an object or report from the Launch Pad, browse to the Folder that contains the report that
you wish to open, double click on the report. The report will open in the workspace on a new tab.

g — BT R
= | B0165-T: Job Attribut... = = X |
= |

V- E [[LRel1ofl ~ | 100% |=
B0165-T: Job Attributes w/o OrgUnit as of MAR 2015
Job Job Desc Job Pay Job Pay Area Job Pay Number of Job Min Pay J
Type Group Positions Level
30000315 Accounting Clerk 1l Graded Annual Salaries GRET 17 25 381
30000318 Accounting Clerk IV Graded Annual Salaries GRA59 149 27.013

r— You may right-click on the report and select View from the menu. You may also single
click on the report and click View on the toolbar option.

Pin a Report for Future Viewing

If a specific report is used on a regular basis in Launch Pad, the report can be pinned in the
navigation tab so that it is always easily accessible.

Once a report is opened, the navigation tab has an option available that allows you to "Pin" the report.
Click on the Pin this tab icon located in the report tab.

=) BO165-T: Job Attribut...

Page 18 updated - 3/1/16 (-—-"'_‘— -
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If this option is selected, each time you open BOBJ, the tab for the document is automatically displays
and is ready for viewing.

Click on the report tab to open the report.

18 | BO165-T: Job Attribut... & * N

When you no longer need easy access to the report, you can remove the pin by clicking the Unpin this

tab icon.

Close a Report

To close a report, click on the [ located in the Report tab.

=l B0O165-T: Job Attribut... = = I
- Ij ;:::"T é _:H' r’_l iofi —=laooor

{ Close this tab
{

P

Help Folder

If you are experiencing any issues or have any questions regarding Business Objects, refer to the Help
folder located in the Documents tab > Public Folders > BEACON HR/Payroll folder. The Help folder is
designed to provide BOBJ users with Job Aids, Known Issues, Reference Documents, Report
Descriptions and Training/Tutorials.

50 Documents
=  Drganize More Actions - | Details
My Diocuments Title = Type
AiTE BT 3cb Aids Faldler
Public Folders Y (|5 Known Issues Foldar
EBEACCN HE/Payrall i Reference Documents: Faoldar
_ ) I3 Report Descriptions Folder
Tab Aids [ Training and Tutorials Faldar
T ) Known [ssues
o Reference Documents
Report Descriptions
Training and Tuborials
r— As previously stated in Lesson 1, Introduction, this information is also available on the

OSC BEST Shared Services website located in the BOBJ Information link.

©2016 State of North Carolina All Rights Reserved
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Logging Off

You must properly log off BOBJ to release the use of the licenses. To properly log off, click on the Log
Off link located in the top right corner of the Launch Pad.

Applications Help menu Log off

SUMMARY

In this lesson, you learned to:

*  Understand the definition of Business Objects
+ Identify the components of the Launch Pad

*  Work with the documents in the Launch Pad

Page 20 updated - 3/1/16 —
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BOBJ210 - Business Objects - Dashboard Reports

Introduction
Lesson 1° Business Objects Definitions and Launch Pad

Lesson 2: Dashboard Reports
Lesson 3° Crystal Reports
Lesson 4: Web Intelligence - Reading Mode
Lesson 5: Web Intelligence - Design Mode
Lesson 6 Course Review

Objectives

Understand the definition of Dashboard Reports
+ Identify the components of Dashboard Reports

Open and View Dashboard Reports

Definition of Dashboard Reports

Dashboard Reports often provide at-a-glance views of KPIs (key performance indicators) relevant to a
particular objective or business process (e.g. sales, marketing, human resources, or production). The
term dashboard originates from the automobile dashboard where drivers monitor the major functions
at a glance via the instrument cluster. Dashboards give signs about a business letting the user know
something is wrong or something is right. The corporate world has tried for years to come up with a
solution that would tell them if their business needed maintenance or if the temperature of their
business was running above normal. Dashboards typically are limited to show summaries, key trends,
comparisons, and exceptions. There are four Key elements to a good dashboard:

1.  Simple, communicates easily
2. Minimum distractions...it could cause confusion
3.  Supports organized business with meaningful and useful data

4.  Applies human visual perception to visual presentation of information

"An easy to read, often single page, user interface, showing a graphical presentation of the current
status (snapshot) and historical trends of an organization's key performance indicators (KPIs) to
enable instantaneous and informed decisions to be made at a glance.”

(-—-“'”_“ o updated - 3/1/16 Page 21
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Components of Dashboard Reports

Components are the visual elements of your dashboard. They are designed to display or select large
amounts of data in an efficient manner.

Line Chart

The "Line Chart" is ideal for showing tendency over a period of time. Use this chart in models
which emphasize a trend or a continuing sequence of data.

Pie Chart

The "Pie Chart" is a circular chart that represents the distribution or participation of each item
(represented by a slice) of a certain total that is represented as the overall pie value.

Stacked Area Chart

This standard chart has vertical and horizontal axis. Each point along the horizontal axis
represents a data point. The actual values for the data points are plotted against the vertical
axis, with each series adding to the total value.

Stacked Column Chart and Stacked Bar Chart

These are multi-bar charts that show and compare one or more variables, with each variable
adding to the total value. These charts compare several variables over a period of time for
example, marketing cost and administrative cost. Each one of the cost components is presented
in a different color, and each bar represents a different time period. The total bar size represents
the total cost.

To Open and View a Dashboard Report

Once you log into BEACON and select the Business Objects tab, the Launch Pad will open providing
access to the reports and information housed in BOBJ. Click on the appropriate folder (My Documents
or Folders) to locate the report in the workspace panel which you would like to view.

r— The report may also be located in the Home tab, My Recently Viewed Documents

1.  Double-click on the B0112-T report title in the workspace panel. You may also right click
on the report title and select View.

Title = Type

| BO165-T

stal Reports
Properties S e

» B0165-T b Web Intelligence
Mabile Properties

Categories

Docurnent Link

i 5 Workspace Panel

JOrganize bl

Send >

Details

Page 22 updated - 3/1/16 —
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The dashboard will load in a new tab. Only the data displayed on the screen is available
for view. To dissect data, you would need to access the information using either the Crystal
or WEBI format - dependent on the report build.

2.

Date Refreshed:

03/03/15 10:57 AM Print
Total Positions
Select Funding Source: As of Mar 2015
Al B
By Job Family and Funding Source
By Funding Source
25,000 1
20,000 4
o
(=]
=}
& 15,0004 2
L M Filled
[=]
5 B vacant
4 10,000
=3
-
z
5,000
M vacant W Filled
od
1 2 3 4 5 6 7 8 9 10
Job Family
Job Family Descriptions
Source:
NC Office of State Controller HR/Payroll 1 - Administration and Management & - Institutional Services
Includes all Permanent Positions For Agencies 2 - Engineering and Architecture 7 - Law Enforcement and Public Safet
Tetal positions = 79,851 3 - Human Services 8 - Medical Health
Filled positions = 70,559 4 - Information and Education 9 - Matural Resources and Scientific
Vacant positons= 9,292 5 - Information Technology 10 -Operations and Trade

r— There is a Data Refreshed area on the dashboard to advise the last date the data in the
report was updated.
BO112-T: Positions Va... ® = N
Date Refreshed:
03/03/15 10:57 AM
3.  The data initially loaded in this sample dashboard report includes all statewide data. You
may change the data in the dashboard by using the drop down box and selecting from the
values.
Total Positions
Select Funding Source: As of Mar 2015
All
Appropriated By Job Fan
|
Federal
25,000
Highway Funds
20,000

i Receipts
_\

[

=

Falmst

mﬂvi"ﬁ

updated - 3/1/16
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4.  The dashboard report is refreshed with the data selected from the drop down box.

Date Refreshed:
03/03/15 10:57 AM S

s Print
Total Positions
Select Funding Source: As of Mar 2015
Appropriated n
, By Job Family and Funding Source
By Funding Source
20,000
18,000 4
16,0004
s
[
& 14,000
=2
S 12,000 4 )
o M Filled
S 10,000 4
5 B vacant
£ 8,0001
g
Z 6,000
4,000 4
. 2,0004
B vacant [ Filled
Q-
Job Family
: Job Family Descriptions
| Source:
| NC Office of State CD”tm”E_‘r_ HR/Payroll ) 1 - Administration and Management & - Institutional Services
Includes all Permanent Positions For Agencies 2 - Engineering and Architecture 7 - Law Enforcement and Public Safet
Total positions = 79,851 2 - Human Services g8 - Medical Health
Filled positions = 70,559 4 - Information and Education 9 - Natural Resources and Scientific
Wacant positons= 9,292 5 - Information Technology 10 -Operations and Trade

m
ltigry i 'Im-u.-uh!d:.l"-‘
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5.  While viewing the dashboard, move the mouse to hover over one of the graphical displays
and you will see a context sensitive box appear that expands on the information listed in
the chart. You must place the mouse pointer directly over a piece of the chart and not in
the general areas.

By Jol
25,0007
20,000+
- Filled
5 1
£
% 15,0004 20,280
a
B
& 10,0004
E
6. There is a Print option available on the dashboard if you wish to print the information.
Date Refreshed:
03/03/15 10:57 AM Print
Total Positions
Select Funding Source: As of Mar 2015

All

r— When printing a report, change your page layout option to Landscape. The report will
print better in landscape than in portrait layout.

SUMMARY

In this lesson, you learned to:
*  Understand the definition of Dashboard Reports
+ Identify the components of Dashboard Reports

Open and View a Dashboard Report

(—T_ . updated - 3/1/16 Page 25
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BOBJ220 - Business Objects - Crystal Reports

Introduction
Lesson 1° Business Objects Definitions and Launch Pad
Lesson 2° Dashboard Reports

Lesson 3° Crystal Reports

Lesson 4: Web Intelligence - Reading Mode
Lesson 5: Web Intelligence - Design Mode
Lesson 6 Course Review

Objectives

Understand the definition of Crystal Reports

*  Open and view a Crystal Report

Definition of Crystal Reports

Crystal Reports are delivered reports with prompt selections for users to run and generate reports.
These reports are pixel perfect with complex layouts which can be printed or exported to PDF format.
Graphics, charts and other external objects can be embedded in a crystal report to provide
professionally formatted reports.

To Open and View a Crystal Report

Once you log into BEACON and select the Business Objects tab, the Launch Pad will open providing
access to the reports and information housed in BOBJ. Click on the appropriate folder (My Documents
or Public Folders) to locate the report in the workspace panel which you would like to view.

r— The report may also be located in the Home tab, My Recently Viewed Documents.

1.  Double-click on the B0165-T Crystal report title in the Workspace Panel. You may also
right-click on the report title and select View.

L] pocuments|

View - (Organize More Actions | Details

My Documents Title » Type
lfclders iF  BD112-T: Positions Vacant-filled Comparison as of Mar 2015 Dashboards
=it Public Folders N
BEACON HR/Payrall ¥ B0165-T: Job Attributes wfo OrgUnit ligence
; Properties
_Help
..... Mobile Propertiss
_Training Workspace Panel N
..... C TR DRI | S TR

("-_-,‘__ o updated - 3/1/16 Page 27
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2. Once the report is open, you will see a Prompts box. This box contains the values that are
defined for the report. Any value that contains an asterisk (*) is a required field. You must
enter a value in these fields before you can view the report.

* Regquin=d prompls Faan

r— The Prompts box is unique to the report you have selected. Some Prompts may include

optional Prompts Summary which are indicated with a blue arrow * but are not pre-
filled or required. They are used to assist with limiting the amount of data that is
retrieved into the body of the report.

Prompt Summary
B

= From Day (Single Value, Mandatory): mo vale
*=To Day (Single Value, Mandatory): 1o 1vate

% Employee Group(s) - (Optional): 7o vale

% Employee Subgroup(s) - (Optional): no valbe

Page 28 updated - 3/1/16 (—-——_—* )
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To make a selection, click the Show LOV picker icon - .

3.

Sebect values for promplts ¥
* Job{s) (Mandatory)

| Please enter a value

| (]
|'..:r-..-|.'u-:-.:-r-il:-:'.l.'-'5 ||k
| ‘Shnwl.ﬂ'l'ﬂilhf‘l

r— Most of the prompts will now allow direct entry rather than requiring drop down
selection. There are some exceptions to this depending on how the prompt was defined.
The selection is still required for the Organizational Unit prompt.

4.  This will open a selection box for you to select values for prompts.

E 89

i

30005715 - ABC Chief Administrator

J00D04ES - Accountant T

ISelBl:hed: & of 1000

o o=

r— You may select all values by clicking on the Select All Values icon @ . You may also

deselect all values by clicking on the Select no values icon @ . To show only the
selected values, click on the Show all/selected values icon ()]

r— The selection box lists 1000 values at a time. To see the next set of values, you must
scroll to the end of the current list and click the display more values option.

5.  Now that you have selected your value(s), click OK.

r— You may also enter a search value in the Search field box to narrow the list to select
from. You may search using words or numbers. You do not need to use the asterisk (*)
wildcard in the search field. Once you have entered the value, click on the binocular
search icon to execute the search. The Search field is case sensitive.

updated - 3/1/16 Page 29
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30005718 - ABC Chief Administrator
30000586 - ABC Field Auditor

31002575 - ABC Permit Compliance Officer
30012855 - ACC Administrative Assistant T
30013040 - ACC Division Assistant

30013271 - Access and Visitation Coordinator
30005455 - Accountant

30012547 - Accountant

31000025 - Accountant

30000486 - Accountant I

i

Selected: 29 of 1000

| oK

* Ryl

Cancel |

You will then see the list of values narrowed to meet the search criteria. Click on the
value(s) you wish to select to highlight them. Once values are highlighted, click OK.

A @-

| Security

30011356 - Assistant Chisf Of Security (DOF)
30005155 - Chairman- Employment Security Commission
30003247 - Chisf Of Security [DOP)

s et s L n s (L S

Selected: 10 of 1000

Page 30
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6.  Once all selected values for prompts are entered, click the Run button in the lower right
hand corner to run the report.

Prompts =

*Job(s) (Mandatory)

Flease enter a value +

30001091 - Employment Security Mans
30001100 - Employment Security Mana
30001101 - Employment Security Mana
30000652 - Emplayment Security Opera
30001067 - Employment Security Regi
30001294 - Employment Security R
31004062 - IT Security & Compliance
30001295 - Empdn-rmtnt Security R

Note: The total number
of values selected is

indicated in the Prompt
Summary.

* Required prompis Run

r— The warning icon is now a green check indicating that the mandatory prompt is set.

7.  The report will appear in the Workspace.

B0165-T: Job Attribut...

H\_‘*yl;_1|J1J lofl v 100% v

: g = = Execution Date: 3116/15

ta B0O165-T: Job Attributes w/o OrgUnit as of MAR 2015
Job Job Desc Job Pay Job Pay Area Job Pay Number of Job Min Pay  Job Max Pay Job Sal Ref  Average Salary

Type Group Positions Level Level
30001067 Employment Security Regional Manager ~ Graded Annual Salaries GR78 ] 54 887 90,750 72833 0.00
30001100 Employment Security Manager | Graded Annual Salaries GR73 19 44 347 72 346 58346 52 51900
30001101 Employment Security Manager |1 Graded Annual Salaries GR75 37 45195 79204 63 699 57 544 50
30001102 Employment Security Manager 111 Graded Annual Salaries GR77 13 52 551 86707 69.629 54.516.10
30001294 Employment Security Research Analyst Il Graded Annual Salaries GR6G8 1 16 761 58006 A7 384 0.00
30001295 Employment Security Research Analyst ~ Graded Annual Salaries GR70 1 36,632 63372 51502 50.401.00
I 3 i ; o

30003122 Military Security Assistant Chief Graded Annual Salaries GR68 1 36,761 53.006 47,334 44.989.00
R Elalaalugls] IT Crnaieibs Commninling (=R Marnne Qandins 24000290 : . : .

= The Execution Date is located in the top right corner of the report to show the date the
report was run.

Navigation Panel

1. Find Option - Click on the Find icon to open the Find panel. This allows a search for
titles, keywords, and/or measures within the report. The search results will be listed in
the Find panel.

Tl i Mkl

(,_.ﬁ updated - 3/1/16 Page 31
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a Type the title, keyword, and/or measures in the search field.

B0165-T: Job Attribut... = = X
Fe- @ O-||32|&|iaftor  |+]w00% |-
d
[ manage] x -]
B0165-T: Job Attributes w/o OrgUnit as of V
Job Job Desc Job Pay Job Pay Area Job Pay Numbe
Type Group Positi
30001067 Employment Security Regional Manager  Graded Annual Salaries GR78
Find Panel I 30001100 Employment Security Manager |
30001101 Employment Security Manager || Workspace Panel
30001102 Employment Security Manager Il
3nnn1294 Frmnlovment Security Research Analvst | Graded Annual Salaries GRAA

r— Click on the arrow to the right of the binocular if you would like to change the output
results of the Find feature (for example, Match Case or Match Whole Word Only). The
default is open search with no parameters.

b

| Manager I {4 vl

i
LEE 4 Results Found

t Security Regional Manager —
Page 1

: Job
Employment Security Manager 1
et 3000
Employment Security Manager 11 3000
Fage 1
Employment Security Manager 111 il
Page 1 3000

¢ Click on the result found to navigate to the selected result.
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7 The selected result is highlighted in the report.

G220kl 11 [¥] 100% [+

G4 CHad— Employment Security Manager Il s

| Manager # - | =Errterrert-Serery- e t—— Graded
4 Results Found Employment Security Research Analyst Il Graded

t Security Regional Manager Elmplayment Secunty Research Analyst  Graded

Page 1 Military Security Assistant Chief Graded

Employment Security Manager 1 : i

page 1 IT Secunty Specialist Banded
Enterprise and Security Architect Flat Hate

Employment Security,Manager 11

Ilﬂ'lherﬂf Positions Banded Flat R3

d  Click on the double arrows in the top right corner of the panel to minimize the Find
panel. Your search will remain in the search panel while the report is open.

Manager - |

2.  Group Tree Icon - IEE - Click on the Group Tree icon to display the Group Tree panel.
The headings for each group in the report are displayed in this panel. To show all groups
reflected in the report click on the plus sign to expand.

r— The Group Tree is unique to the report selected - not all reports have group headings.

a  Selected Crystal Report without group headings - shown below:

BO165-T: Job Attribut... = = X

o0 Sraz J[uoe ||

Filz ~

%g Group Tree Panel Sl
Al el B0165-T: J
Group Headings

Job Job Desc

(-—-—_‘*‘ . updated - 3/1/16 Page 33
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Toolbar Elements

Fer OO0« | S| &8 X #1[ToF3 |« [100%

-

File - a copy of the report link can be created in your My Favorites folder as a shortcut.
a

Click on the File drop down on the toolbar and select Create Shortcut in My Favorites

Send To

*
) Create Shortcut in My Favorites | B0165-T: Job Attributes w/o OrgUnit as of MAR 2015
History
Job Job Desc Job Pay Job Pay Area Job Pay Number of Job Min Pi
Type Group Positions Le
30001067 Employment Security Regional Manager  Graded Annual Salaries GR72 6 548

b You will then see the report shortcut in your My Favorites folder:

Home Qel7ell %= i (BO165-T: Job Aftributes w...

View New

-

W | Details
My Documents Title ~ Type
e I TEST Folder
Folder
% Shortcut to BO165-T: Job Attributes wyo OrgUnit Shortcut
=

Once the report shortcut is in the My Favorites folder, it can be cut and pasted to sub-
folders to better organize your workspace. You may also change the title of the report,
add additional description and keywords by opening the Properties box for the shortcut.

r
L

Mobile Properties
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¢ Once the title, description, and/or keywords as been changed, click on the Save &
Close button located in the bottom right corner.

Properties — Shortcut to B0165-T: Job Attributes w/o OrgUnit ?
Properties General Properties
| 7itle: [Executive BOL65-T: Job Attributes wjo OrgUnit | ]

1D, CUTD: 548084, KUK XBAC!_sTOTAOQCAIShBfZo
—

Description:  [This report displays detail about a job induding job min/maxref information
without Org Units.

[This report is run for Executive review.

Shortcut to: Public Folders/BEACON HR/Payrollf_Training/B0165-T: Job Attributes w/fo OrgUnit

Ifem-mrds: Senter, Dolan, Executive review | |
Cregted: Mar 19, 2015 12:45 PM
Last Modified:  Mar 19, 2015 12:46 PM

save | save s close || cancel |

(=
2. Print the Report -=——— DO NOT USE - Report must be exported to a PDF file to print (see #4
Export the Report).

3. Refresh Data - The data in a Crystal report can be refreshed on demand by clicking on the
Refresh Report icon on the toolbar. The Prompts box will appear and you have the opportunity
to select new values when the report is refreshed on demand. If you only want to refresh using
the original values, click Run.

Refresh Report

g
4. Export the Report - = the report may be exported to a variety of file formats by clicking on

the Export icon and selecting the format in which you want to export the report.
Export x|}

File Format:

Microsoft Excel (97-2003) -

PDF

~ | Microsoft Excel (57-2003)
Microsoft Excel (97-2003) Data-Only
H Microsoft Excel Workbook Data-only
Microsoft Word (87-2003) |

Microsoft Word {57-2003) - Editable

|
Rich Text Format (RTF) »art
Separated Values (C5V)

XML .
g Unit To
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a  Once you have selected your format, the system defaults to export All Pages. You may
elect to export only a portion of the report by entering a page range in the appropriate
box. Once you have determined the export criteria, click on the Export button at the
bottom right.

B File Format:
Microsoft Excel (97-2003) -
Page Range: _
@ Al Pages
i ) Select Pages
From:

o

b Once you click Export, the following box appears for you to determine if you want to
open or save the exported file. The exported file will be saved on your computer and

not within BOBJ.
=
Do you want to open or save BO165-T_ Job Attributes w_o OrgUnit.xls from bp2dd01z.its.state.nc.us? Open Save hd Cancel
r— The File Download options may appear different dependent on the browser you are

using. If you use IE10, the download will appear in the bottom of the browser window
with the option available to you to open or save.

¢ File Exported to Excel:

E - BOL65-T_ Job Attributes w_o OrgUnit.xls [Read-Only] [Compatibility Mode] - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

oy ¥ - Lo o= = . == .I.x e Y

B el -l A A E == 2 Wrap Text General - : 4 4 &m0 O

D EE } ra = =F Wrap ENera r ’;‘ = A == EI m b
Paste ” B I U- - Py . A . === & 5= EMerge&Center - § -9 0 g Condltlpnal Formatas Cell Insert Delete Format

- Formatting = Table~ Styles~ - - - —
Clipboard Font [F] Alignment ] Mumber ") Styles Cells
mo - i3

Lél B D E FGH | JKL M NOP Q R S T U Vv W X A £ AA AACA AE Al
1

']
2 . - - Execution C
g B0165-T: Job Attributes w/o OrgUnit as of MAR 2015
4
2
6 |Job Job Desc Job Pay Job Pay Area Job Pay Numberof  Job Min Pay JobMax Pay  Job SalRef Average Sa
T Tvpe Group Positions Level Level
g 30001067 Employment Security Regional Graded Annual Salaries GR78 [i] 54,887 a0, 780 72,833
11 [30001100 Employment Security Manager | Graded Annual Salaries GR73 19 44 347 72,346 58,346 5251
5. Page Navigation - allows you to select next, previous, last, or first page to view.

LN #l]2of3

il g T B Mawrsiid alalst
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6. Go to Page - allows you to type in the page number you want to view.

1

L%l 20f3

7. Zoom factor - allows you to select zoom factor for the report.

100% |~™

Prompt Selections for Organizational Units and Dates

As a reminder, Crystal reports are for viewing purposes. They are pre-formatted with the only options
of altering data based on prompt selections.

Selecting Organizational Unit(s) on Prompts Box

When selecting Organizational Unit values on the Prompts box, you may click on the plus sign (+) to
drill down to specific organizational units. If you select an Organizational Unit with the plus sign (+)
in front of it, then you are selecting that Organizational Unit and every Organizational Unit
underneath it.

FHMMM_ORGUNIT

[ DORGUNIT/ 20000043 - Commerce
[ DORGUNIT/ 20000044 - Employment Security Commissicn
FH OORGUNIT/ 20000045 - Revenue
FH DORGUNIT/ 20000045 - Cultural Resources
EIDORGUNIT, 20000047 - Crime Control & Public Safety
20000047 - Crime Control & Public Safety
[ DORGUNIT/ 20000025 - CCPS Office of the Secratary
20010377 - CCPS NG AG COS IMA PEC PURCHASING '.:_I
FH OORGUNIT/ 20010378 - CCPS NG AG COS FEM FACILITIES MGT
T SINE Y - CLPE NG AG LG THA ENVINONMEN AL -
Selected: 0 of 23

| b

Cancel

r— You may also enter a search value in the Search field box to narrow the Organizational
Unit list to select. You may search using words or numbers in the search field. You do
not need to use the asterisk (*) wildcard in the search field. Once you have entered the
value, click on the binocular search icon to execute the search. Note the Search field for
Organizational Unit is not case sensitive.
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L i R FRE ol . _F R Ll ; y
Eeges Dy [Sirghe v, Mardator v

Organizational Unit
B Q-

Il Turrlpikel i |
[=] OHIER_MODE/RCOT - Crganizational plan [
E1 0ORGUNIT/ 20000000 - State of North Carclina
FDORGUNIT/ 20000002 - Council of State
[+ DORGUMIT/ 20000061 - Judicial Branch
FOORGUNIT/ 20000072 - Boards and Commissions
EI0ORGUNIT/ 20000081 - Governor's Cabinet B Agencies
FHOORGUNIT/ 20000035 - Juvenile Justice Delinguency
OORGUMIT/ 20000036 - State Human Resources
FHOORGUNIT/ 20000037 - Administration
OORGUMIT/ 20000039 - Environment Matural Resources

Selected: 1 of 27

Cancel

You will then see the list of values narrowed to meet the search criteria. Click on the value(s) you wish
to use to select and show in the Prompts box.

FEOE LAY [ T, MOEatDr Y

B @
| Turnpike pd |
OORGUNIT/ 200029534 - NC TURNPIKE AUTHORITY - |

20002534 - NC TURNPIKE AUTHORITY

Selected: 1 of 27

Cancel
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Selecting Dates on Prompts Box

When selecting dates on the Prompts box, you may have the option to select From Day / To Day
values, Calendar Month/Year values, or a range of dates.

1. Selecting From Day / To Day Values

a  When you click on From Day and/or To Day in the Prompt Summary, the current date
defaults in the value field(s).

1 Prompts o}
= Organizational Unit: no vale ~ *Qrganizational Unit ke
v  “From Day (Single Value, Mandatory)| = =
+  *To Day (Single Value, Mandatory): 3§/
7 Employee(s) Persio. (Optional): no vai ||~ *From Day (Single Value, Mandatory)
v Action Reason(s) (Optional): no vale 3/ 7f2015 Janse
W Personnel Area(s) (Optional): 7o vale
£ ek ) ~ *To Day (Single Value, Mandatory)
B/ 7/2015 i
- Employee(s) PersMe. (Optional)

b  To select another day, click on the month icon. This will bring up a calendar so you can
select a new date. Double-click the date you wish to run the report for and it will
populate in the value field.

~ *Organizational Unit

=

L ~ * From Day (Single Value, Mandatory)

3/ 7/2015 i)
&N} March 2015 ¥ (13
Sun Mon Tue Wed Thu Fri Sat H
1. 2 3 4 5 8
t: 9 1 11 12 13 14
16 16 17 18 19 20 21 =]
22 23 24 25 26 27 28
25 30 3
=
r— You may enter a date directly in the prompt rather than clicking on the month icon.

("—_,.‘_‘_ . updated - 3/1/16 Page 39
RRSC Training

©2016 State of North Carolina All Rights Reserved



Crystal Reports Business Objects Reporting
BOBJ410

2. Selecting Calendar Month/Year (Single Value):

a  Click in the drop down arrow beside the Calendar Month/Year value field option. This
will bring up a list of dates available for selection. Double-click the date you wish to
run the report for and it will populate in the value field.

r— You may enter a Month/Year directly in the prompt rather than clicking on the drop
down arrow beside the Calendar Month/Year value field option.

- * Calendar Month/Year (Single Value, Mandatory)
Please enter a value -

@ -

DDDD0D - Not assigned
200712 - DEC 2007
200801 - JAN 2008
200802 - FEE 2008
200B03 - MAR 2008
200804 - APR 2008
200B05 - MAY 2008
200806 - JUN 2008
200807 - JUL 2008
20080E - AUG 2008 T

[ | »

r— You may also enter a search value in the Search field box to narrow the date list to
select. You do not need to use the asterisk (*) wildcard in the search field.

b Once you have entered the value, click on the binocular search icon to execute the
search.

- * Calendar Month/Year (Single Value, Mandatory)

Please enter a value -

Gj -

000DDD - Mot assigned =
200712 - DEC 2007 :._I
200801 - JAN 2008
200802 - FEE 2008
200803 - MAR. 2008
200804 - APR 2008
200805 - MAY 2008
200806 - JUN 2008
200807 - JUL 2008

200808 - ALG 2008 -
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¢ You will then see the list of dates narrowed to meet the search criteria. Click on the
date you wish to use to select and show in the Prompts box.

~ * Calendar Month/Year (Single Value, Mandatory)

Please enter a value -
=l

2015 X

201501 - JAN 2015

201503 - MAR 2015

Sesarch Results

3. Selecting Calendar Month(s)/Year(s):

a  Click in the drop down arrow beside the Calendar Month/Year Start value field
option. This will bring up a list of dates available for select. Select the date you wish to
run the report for and it will populate in the value field. Once the Start value is
entered, you must select the End value by following the same procedures when
selecting the Start value.

Prompts

* Organizational Unit: no vale |ﬁ|
Actions by Type(s) (Optional): ne vale i
Action Reason(s) (Optional): no vale
Employee(s) Persho. (Optional): no vabe 7

I =Calendar Month{s)/Year(s) (Mandatorv):lﬂa valie

- Actions by Type(s) (Optional)

~ Action Reason(s) (Optional)
+ Personnel Area(s) (Optional): no value

= Employee(s) Persho. (Optional)

 *Calendar Month(s)/Year(s) (Mandatory)
Start: End:
Please enter a value - 4—+ | Please enter a value >

r— You may enter another Month/Year directly in the prompt rather than clicking on the
drop down arrow beside the Calendar Month/Year Start value and/or Calendar Month/
Year End value field options.

r— You may also enter a search value in the Search field box to narrow the date list to
select. You do not need to use the asterisk (*) wildcard in the search field. Once you
have entered the value, click on the binocular search icon to execute the search.

SUMMARY

In this lesson, you learned to:
+  Understand the definition of Crystal Report

*  Open and View a Crystal Report
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BOBJ230 - Business Objects - Web Intelligence Reading Mode

Introduction

Lesson 1° Business Objects Definitions and Launch Pad
Lesson 2° Dashboard Reports

Lesson 3° Crystal Reports

Lesson 4: Web Intelligence - Reading Mode

Lesson 5: Web Intelligence - Design Mode
Lesson 6 Course Review

Objectives

Understand the definition of Web intelligence (WEBI) - Reading Mode

Open and view a Web Intelligence Report

Definition of Web Intelligence

Web Intelligence (WEBI) allows you to perform querying, reporting and analysis tasks all in a single
tool. It provides an easy-to-use interface with powerful query features that allows your business
analysts and nontechnical information consumers to ask spontaneous and iterative business
questions of their data.

To Open and View a Web Intelligence Report

Once you log into BEACON and select the Business Objects tab, the Launch Pad will open providing
access to the reports and information housed in BOBJ. Click on the appropriate folder (My Documents
or Public Folders) to locate the report in the workspace panel which you would like to view.

r— The report may also be located in the Home tab, My Recently Viewed Documents.

Ll Documents

View =  Organize More Actions - | Details
My Documents Title ~ Type
Folders i# B0112-T: Positions Vacant-filled Comparison as of Mar 2015 Dashboards
Public Folders BO165-T: Job Attributes w/o OrgUnit Crystal Reports
= BEACON HR/Payroll » |
¥ _Help
B0165-T: Job Attributes w/o OrgUnit
_Training
Description:
Cross Agency Verification This report displays detail about a job induding job minmax/ref information
without Org Units.
OM: Job Attributes Type: Web Inteligence
r— Hovering over a report in the list or single clicking the report will display an

information box showing the Description, Type, and Location of the Report.
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1.  Double-click on the report title in the Workspace Panel. You may also right click on the
report title and select View.

o] vocimens

View =  Organize More Actions - | Details
My Documents Title ~ Type
Folders % B0112-T: Positions Vacant-filled Comparison as of Mar 2015 Dashboards
Public Folders 3 BO165-T: Job Attributes w/o OrgUnit Crystal Reports
BEACON HR/Payrall v :
RfPayra © View i
_Help Properties
T Mobile Properties Workspace Panel
Cross Agency Verification History
2. Once the report is open, you will see a Prompts box. This box contains the values that are

defined for the report. Any value that contains an asterisk (*) is a required field. You must
enter a value in these fields before you can view the report. When a valid value(s) is

entered, this indicator will turn into a green check mark v .

Available promgt variants JlF W,

Exclude Employee Subgroup (Co
E o | Refresh Values ¥4 >

£ >
* Reguired prompts

r— The Prompts box is unique to the report you have selected. There may be additional
fields that are optional which allow you to further refine your search.
3. Highlight the value in the Prompts Summary field and click on the Refresh Values option to
load the content for selection. Refresh Values %2
r— Most of the prompts will now allow direct entry rather than requiring drop down

selection. There are some exceptions to this depending on how the prompt was defined.
The selection is still required for the Organizational Unit prompt.

4, Once the values are loaded in the content area for selection, single click on the selected value
and click the right arrow to add to the selected prompt window. Notice that once the value(s)

are selected, the Red Arrow ™ beside the mandatory field becomes a Green Check %
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Web Intelligence Reading Mode

=

You may click and hold Shift or Ctrl on your keyboard and click on the selected values

to highlight multiple values before clicking on the right arrow to add to the selected

prompt window.

*® Reguired prompls

o

=

PYagalgr s

Arrouanitsnt |
Acgouritant [1
ACeounitant 111

Febwruary 5, 2016 J:24:41 P GMT-05:00

lh-

The Key icon located next to Refresh Values is an option available to use if you would

like to see the key (number) associated with the values in the list.

Job(s) (Mandatory)

|Type values hers

Refresh Values

ZCMMM_JOB

Lo
1.

& ABC Chisf Administrator (3000571E8)

# ABC Field Auditor (30000588)

@ ABC Permit Compliance Officar [31002575)
& AOC Administrative Assistant [ (20012835

& ADC Division Assistant [30023040)

£

>

February 29, 2016 8:56:34 AM GMT-05:00

R -

You may also enter a search value in the Search field box to narrow the list to select

from. Once you have entered the value, click on the binocular search icon to execute the

search.

CR08C Training
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—  To search by text, the search feature in WEBI is case sensitive. You do have to
use the asterisk (*) wildcard before and after the text in the search criteria.

*mﬁw* e %j -

—  To search in key, click on the drop down arrow located by the binocular search
icon and select “Search in key”.

3003118 "y - I

v Search in key

A Search on database

|T3.-|::e values hera |
Refresh Values ¥ [%F

ZCMMM_JOB

o Assistant Chisf OF Security (DOB) (20011256)

# Chzirman- Employment Security Commission (31

@ Chief Information Security Officer (21004025)

& Chief OF Sacurity (DOP) (20003247) -
@ Employment Security Manager (C & R} (200010
>

01g 9:18:20 AM GMT-05:00
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You will then see the list of values narrowed to meet the search criteria. Click on the
value(s) you wish to select to highlight them. Once the values are highlighted, click the
o ~arrow * to add to the selected prompt window.
| | Assiztant Chief OF Sacurizy (DOF)
o 7|} Chairman- Employment Security Commission #
¥
Refresh Values s [ “ | Chisf Information Security Officer
ZCMMM_JOB | < | Chief Of Security (DOP)
p— —"  Employment Security Manaogar (C & R)
Employment Sacurity Manager [C & R Employment Security Manager [
Ex t Security M Employment Security Manager 11
ploymen il Emgloyment Security Manager 11

5.

Employment Security Manager 11

Employment Security Manager 11
Employment Security Operations Anal

.

February 29, 2016 9:18:20 AM GMT-05:00
*Sacurity™

" -

Emgployment Security Operations Analyst
Emgployment Security Regionzl Manager
Employment Security Research Analyst 11
Employment Security Research Anzshyst II0
Enterprise Risk & Security Director

W

o

click the arrow < .

ok | | cancal

To remove a selected value in the prompts box, highlight the appropriate value and

Now that you have selected your value(s), click OK.

Refresh Values ¥ 7

ZCMMM_JOB

Employment Security Manager (C &

Employment Security Manager [
Employment Security Manager 1T

Employment Security Manager 111

Employment Security Operations Anz
< >

February 29, 2016 9:18:20 AM GMT-05:00
\*sacuring Ll

Jobl(s) (Mandatory)

Assiztant Chief OF Security (DOF)

Chairman- Employment Security Commission  #
Chief Information Security Officer

Chief Of Security (DOB)

Employment Sacurity Manager (C & R)
Employment Security Manazger 1
Employment Security Manager [T
Employment Security Manager II1
Employment Security Operations Anahyst
Employment Security Regionzl Manager
Employment Security Research Analyst 1T
Employment Security Research Anzahyst IT1
Enterprise Risk & Security Director

L

Wil}j!}g

listigvaiy i Mowssinla
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6. The report will now be loaded and appears in your work space.

s mee

165-T: Job Attribut... = = N
Webinteligence - (7 Bl - | 3 88| & -] O ¢ T - | | [ Track = % Filter Bar [7] Freeze - B Cutline Reading = Design =
B ’ . : _—
-~ BO165-T: Job Attributes w/o OrgUnit as of MAR 2015 EEciog Date ST
=
MAR 2015
(7
Job Job
Min Max
Pay Pay
Job Pay Area Positions Level Level Ref
30005459 Accountant Flat Rate Flat Rate FLATRATE 1 20000 350,000 1] 4783067
30008718 ABC Chief Administrator T-Grade Annual Salaries TGS 1 59969 55,448 79,708 51,000.00
30012947  Accountant Graded Judicial JB20 1 45788 74017 59893  53637.00
30013040 AQC Division Assistant Graded Judicial JB15 1 35079 53,284 44 132 44916.00
30013271 Access and Visitation Coordinator Flat Rate Judicial 30013271 5 37942 59,747 1] 39,366.58
31000025 Accountant Banded Career Banding 31000025 320 3IFTM2 96,811 59,342 58,599.38
31002975 ABC Permit Compliance Officer T-Grade Annual Salaries TGBS 7 3300 50,881 41941 3744700

| 2 B0165-T Job Attributes without OrgUnit

BO0165-T Job Attributes without CQrgUnit = [& Track changes: Off 100% ~| & <1 minute:

Dt gl v i Aot
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Web Intelligence Modes of Review

WEBI has two modes of review available - Reading Mode and Design Mode (See Lesson 5).

This online web training will cover the WEBI Reading mode. The Design Mode will be taught as an
instructor led WEBI course.

1. Reading Mode - simplifies the Web intelligence interface, providing only those functions

associated with exploring and analyzing reports. Special functions associated with reading
mode include the Filter Bar and Freeze mode.

2. Design Mode - Design mode expands the Web Intelligence interface. It also allows you to
explore and analyze reports. Additional special functions associated with Design mode are
available, such as the Report Elements tab, the Formatting tab, the Data Access tab, the
Analysis tab and the Page Setup tab. You use Design mode for the majority of your work

when creating a Web Intelligence document. Many interface elements are available only
in this mode.

Reading Mode

Toolbar Menu

Wab Int=lligmnc= = - S B 3 s - a Track = iy Filt=r Bar Hj Fremzm = B[] Oullin=

Web Intelligence - drop down menu allows you to view or hide the various menu bars such as the
Filter Bar, Outline, Side Panels, Report Tabs, and/or Status Bar.

Web Intelligence -

fp Tilter Bar
BH Outline

Side Pansl ¥
v Report Tabs

' Status Bar

+  Save- .:l.’ ¥ - allows you to save a report in the My Documents drawers, My Favorites folder.
1.  Click on the Save drop down arrow on the toolbar and select Save As

........

RaveE Ctrl+=

Save As
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2. You will then see a Save As box. You must click on the Favorites Folder drawer and then

double click on the appropriate folder located in the Favorites Folder in order to open to
folder. Click on the double arrow to expand the Save As box to review additional fields.

Save As i

X ME ¥ | K 4 i ofl

Favorites Folder Title « Last Run Time
! Favorites Folder | Crystal Report with Group Headings
Test This document will be used in the Online Web Trai

Lﬂ Selecting Dates on Prompts Box
This document will be used in the Online Web Trai
.ﬁ Selecting Organizational Unit(s) on Prompts Box
This document will be used in the Online Web Trai

Public Folders
File Name: [B0185-T: Job Attributes w/o Orglnit |
Save As Type: [web Intelligence v

»
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3.  You may change the File Name and add additional information in the Description as well
as in the Keywords fields. Once you have updated the field(s), click Save.

Save As X

Favorites Folder Title « Last Run Time
Favorites Folder .ﬁ Crystal Report with Group Headings
Test This document will be used in the Online Web Trai

Selecting Dates on Prompts Box

This document will be used in the Online Web Trai
Selecting Organizational Unit(s) on Prompts Box
This document will be used in the Online Web Trai

Public Folders
File Name: [Training BO165-T; Job Atiributes w/o QrgUnit |
Save As Type: [web Intelligence v
%
Description: his report displays detail about a job including job min/max/ref information without Org Units, ~
his report will be usad for training purposas. W
Keywords: |Jobr Job Details, Job Attributes, trainl'ng| ®

Assign Cat=gory:

[+/] Refresh on open
[] Permanent regional formating

Save Cancel

4.  The report has been saved and can be accessed by clicking on the appropriate folder
located in the My Favorites folder.

My Documents Title = Type
B- [ My Favorites ﬂF Shortout to B0112-T: Pesitions Vacant-filled Comparison as of Mar Shortcut
: Training Foldar E,L Shortcut to BO165-T: Job Attributes wfo OrgUnit Shortcut
#  Training B0165-T: Job Attributes w/o OrgUnit Web Intelligence

r— If updates are made to the report located in the Public Folders, your saved report will
not be updated.

.+ Print | - Report will be exported to a PDF file to print.
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Find # - allows you to find words or numbers within the report.

1.  Click on the Find icon to display a Search Bar in the bottom left corner of the report tab.
Search Bar - Find Mext Find Previous
[Z] BO165-T Job Attributes without OrgUnit -
2.

Type the word in the Search field and click the binocular icon. The result(s) will be
highlighted in the report.

31002800  Enterprise an:hitect FlatRate  Judicial JBFI

£
iearch Bar Security # 'I |+ Find Next + Find Previous |3 Found matches on current page
r— You may click on Find Next and/or Find Previous to see your search results on the
page(s)
r— Click on the arrow to the right of the binocular if you would like to change the output
results of the Find feature (for example, Ignore case or Match case).
| Search Bar| Security L}E]D + Find Next
] [¥] BD165-T Job Attribute] v 7§, [
Match case
+  Export

- the report may be exported to a variety of file formats by clicking on the Export
icon and selecting the format in which you want to export the report.

= 3 I =] [ Track = 7 Filter Ba
Export Document As &
Export Current Repart Az # POF
Export Data to C5V ... Exceal [xlsx)
Excal [.xls]
CSW Archive

r— When exporting to Excel from Web Intelligence, choose the ‘Excel 2007’ format in order
to accommodate more than 65K rows. If you have more than 65K rows of data and you
choose the ‘Excel’ format for exporting, your data will be split into two worksheets in
Excel with the first sheet containing the 65K and the remainder will be placed in a sec-
ond sheet.

Page 52

updated - 3/1/16 ("—_,,_'_ .
©2016 State of North Carolina All Rights Reserved ﬁ,}b{ JTraining



Business Objects Reporting Web Intelligence Reading Mode
BOBJ410

3. Once you select the format, the following box appears for you to determine if you want to
open or save the exported report/document. The exported report/document will be saved
on your computer and not within BOBJ.

Do you want to open or save BO165-T_ Job Attributes w_o OrgUnitads (10.0 KE) from bi.mybeacon.its.state.nc.us? Open Save hd Cancel

r— The File Download options may appear different dependent on the browser you are

using. If you use IE10, the download will appear in the bottom of the browser window
with the option available to you to open or save.

Undo and Redo *) - Reverses the previous action or Reverses the undo action.

Refresh = ~ - The data in the report can be refreshed on demand by clicking on the Refresh
icon on the toolbar. The Prompts box will appear and you have the opportunity to select new

values when the report is refreshed on demand. If you only want to refresh using the original
values, click OK.

*  Track: [ Track ~ This option is an advanced feature and will not be covered at this time.

- Filter Bar '+ FI™r8ar .} ws or hides the Filter Report toolbar.
1. Click on the Filter Bar icon to add another toolbar at the bottom of the basic toolbar menu

7.,.' Click icon to add simple repart filters

2. Click on the key icon and then click Others to see the list of available data elements.
Jab (Query 1)
Job Pay Type (Query 1)

Job Pay Ares (Query 1)
Job Pay Group (Query 1)
Job Family (Query 1)
Job Branch [Query 1)

FEB 201¢

Pas Pay Type (Query 1)
Pos Py Area (Query 1]
Pas Pay Group (Query 1)

Pos Pay Level (Query 1)

20001067

Job Pay Level (Query 1)

3.  Select the data element you would like to filter on. The data element selected will appear
in the filter bar as an item that can be used for filtering.

F+| IJ-:utl Pay Type (Al values) ﬂ

©2016 State of North Carolina All Rights Reserved
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4.  Click on the drop down box and select the data value you would like to filter on to apply
the filter.
5.  Once the filter has been applied, the rows not contained in the filter are hidden from view.
i1 |Fiat Rate 5]

BO165-T: Job Attnbutes w/o OraUnit as of FEB &

FEB 2016

Job Pay
Type Job Pa

6. To remove the filter from the bar, click on the drop down box and click (Remove).

Chairman- Employment Security

20005180 Cormmission Flat Rate

Il 30b Pay Type (Al values)

r— Ensure that the data element is displayed in the report layout before adding it to the
filter bar, otherwise the filter will be empty and no values can be selected.

7 [ Pos Pay Type (No value) [~ |

Frezee ~ . o
*  Freeze r - The Reading mode enables you to freeze column headers or a specific number

columns in a table to ensure that they remain visible as you scroll through the rest of the table.
1.  You must select a cell within your table in order to activate the Freeze icon.

2. Click the Freeze drop down box and click on the number to Freeze Left Columns. If you
click the 2 under the Freeze Left Columns, the first 2 columns remain visible while you
scroll through the additional columns of the table.
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- FI‘EEEEBI—_I: Cutline

»  Treere Header Rows

Freeze Left Columns

a
1

~ 2

3
3.  To unfreeze the left columns, clear the Freeze Left Column check box or select 0.

r— Freeze Header Rows is defaulted but you may unfreeze the header rows by clearing the
Freeze Header Rows check box.

r— You must be in Quick Display Mode. = to function properly.

B Outline

+  QOutline - This option is an advanced feature and will not be covered at this time.

Status Bar

At the bottom of the report page is the Status Bar. From here, you can view the pages, change display
mode, zoom and see when the last refresh was completed.

[ Track changes: Off | M 4 Pagelofi+ » M = 5] |100% <[ =2 1 minute ago

*  Track changes: This option is an advanced feature and will not be covered at this time.

MW 4 pagelofi+ » M
+  Navigation: - allows you to move through the pages of a
document. If there is a + sign next to the second page number, this indicates the report is more
than one page. If you click on the "Page 1 of 1+" text, you will be able to enter a page number for
direct navigation.

+ Display Options: ~ - allows you to toggle between Quick Display mode and Page mode.
Page mode gives you a preview of how it would look when printed. You must be a Quick Diplay
mode when you use the Freeze functionality.

. 100% =~ .
Zoom: - allows you to zoom in or out on the document.
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Navigation Panel

*  Document Summary - provides information about the report you are viewing, such as the type,

author, refresh date, document and data options, and Parameters (Prompts)?

IEE - B0O165-T: Job Atiributes A
— w /o OrgUnit

=8| ~ General

iy | Thper Web Intelligence document

Authar: B1D~100/00538677

Creafion October 20, 2014 4:25:36 PM
aste: 0400

Locale: Enalish {Urited States)

Description: | This report displays detail ab:
including job min/maxr=f inf
withaout Org Units.

Keywords: Job, Job Detzils, Job Attribuk:

¥ Statistics

Last rafresh March 18, 2015 10:38:3¢

aate: 0400

Last modifiag:  March 10, 2015 12:47:11
000

f}ft modified B1D~100/01511772

Duration of

previous refresh: 3
¥ Document Opticns
Refrash on On
open:

Permanant Off

+ Navigation Map - allows you to navigate between sections and tabs of the report.

B

MNawigation Map - “

= 3 |B0155-T: Job Attributes w/o GrgUnit

=] @ E0165-T Job Atbributes withowt OrgUnit
a SEP 2015
|&| Report 2

= @ BO165-T Job Attributes withowt Orglinit (1)

@ SEP 2015
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+ Input Controls - allows you to add and edit input controls applied to the document and is only
available in Design mode. Input Controls are unique to the report selected. This feature will be
covered during the instructor led WEBI Design course.

There are no input controf defined on this
2 Vraport, To dafine 2 new ane. switch document
in Design mogs,

User Prompt Input - reflects the prompts that you selected when you launched your report.

== I I

(¥ Advanced | =2 Run

IEE Job(s) (Mandatory)

ABC Chief Administrator

ABC Field Auditor o

ABC Permit Compliance Officer

() AOC Administrative Assistant I

— }| | AOC Division Assistant
Access and Visitation Coordinator
Accountant W'
Accountant

Exclude Employee Subgroup (Contractor]

Gl v

SUMMARY

In this lesson, you learned to:

+  Understand the definition of Web intelligence (WEBI) - Reading Mode

*  Open and view a Web Intelligence Report
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BOBJ410 - Business Objects - Web Intelligence Design Mode

Introduction

Lesson 1° Business Objects Definitions and Launch Pad
Lesson 2° Dashboard Reports

Lesson 3° Crystal Reports

Lesson 4: Web Intelligence - Reading Mode

Lesson 6: Web Intelligence- Design Mode

Lesson 6 Course Review

Objectives

Open a WEBI report and change to design mode to analyze and explore data
Add Columns and Variables to WEBI Reports

Add Tables and Charts to WEBI Reports

Save a WEBI report to My Favorites Folder for future access

Create a Variant

Design Mode

Design mode expands the Web Intelligence interface. Design mode allows you to explore and analyze
reports. This mode has additional functions available such as the Report Element tab, the Formatting
tab, the Data Access tab, the Analysis tab and the Page Setup tab. Design mode is used when creating
a Web Intelligence document. Many interface elements are only available in this mode.

Open the B0165-T report from the _Training folder in the Public Drawer. Select at least 50 values in
the prompts box to add to the report. Once the report is open, click on the Design mode icon located in

the top right of the toolbar | Design

Toolbars

Edit Toolbar: provides access to standard functions such as Undo, Redo, Cut, Copy, Paste and
Refresh.

1 1
ar o~
5] 3 r ey

File Tab: provides access to features for opening, saving, printing, searching, and exporting
documents.

Properties

=X
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r—~

Save - .::J

mode.

- allows you to save a report in the My Documents drawers, My
Favorites folder. It is very important to Save your report often while working in Design

+ Properties Tab: allows you to view or hide the various menu bars, as well as view and modify the
properties of the current document and of the Web Intelligence application.

File | Properties

View = Document

A rrlir=s o
AR g U

Outline, Formula Bar, Side Panel, etc.

View: allows you to view and hide the various menu bars such as Filter Bar,

Description and Keywords.

: Document Summary

\a BO0165-T: Job Attributes w/o OrgUnit

General

Thpe: ‘Web Intlligence document

Author: B1D~100/00538677

Creation date: Qctober 20, 2014 4:25:36 PM GMT-04:00
Description

File | Properties

View = Document Application i
72 Filter Bar Rl
BH outline
% Formula Bar
Side Panel Y | ¥~ Alt+F1
*  Report Tabs Minimized
¥ Status Bar off
¥ Ll = VVED LIMTIENIETTOE CIOCLnmeErme

Document: allows you to modify the current document properties such as

This report displays detail about 2 job induding job min/max/ref information without Org Units.

Keywords
Job, Job Details, Job Attributes

Options
[¥] Refresh on open Enable query stripping
[[] permanent regional formatting [_| Hide warning icons in chart

[] use query drill [[] Auto-merge dimensions

Default Style

Change Default Style...

Extend merged
| valuas

Merge prompts

—

dimension

(BEx Variablas)

Cancel

Page 60

updated - 3/1/16

©2016 State of North Carolina All Rights Reserved

il g T B Mawrsiid alalst

Wﬁninﬂ:



Business Objects Reporting Web Intelligence Design Mode
BOBJ410

*  Report Elements Tab: allows access to functions for inserting and modifying various report
elements such as tables, cells, sections, and charts. The tab gives you control over the layout of
these elements:

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

ﬁ B - va E .|| ol » s - 1.3 = || B2 Turn Into =] Set as section

*  Formatting Tab: allows you to format individual cells, column headings, and columns or rows of
data. You can also copy the formatting from one cell to another..

Report Elements l/ Formatting | Data Access | Analysis | Page Setup |
/" Font | Border | cell | " Style | Numbers | /" alignment Padding | ./ Took
(A a|[|B US| A-|D-E ||EE—|_‘iﬂ<§’ﬁJ

1.  Click on Formatting tab, Tools sub-tab, and Formatting option - after selecting a cell(s) on
a report to set and change formatting to the text. Note that selecting any cell in a table
will select the entire column.

y Formatting | Data Access | Analysis | Page Setup |

“Call | " Styk | Numbsrs | " Alignment Padding | Tools
[at a*||{lB £ iU 5| A-|5-8I| E'EE—I_T*G"llJ

o Formatting (Ctel+D)
Display formatting options
sicon to add simple report filters for the selected report
element I~
MdAd .
2.  The following Format Cell Box will open for you to make your selections:
—| Format Cell L4

General Font name: Font style: Font size:

Alignment g

= Arial - 6 a
BOJapan E " Italic 7 E
Courier New Bald 8 =5

Borien Fi:l;rdlz;s = Dol Tisic 3

Appearance Gothic 10
Gulim i 11 i
Color:
A -
Effects

} ] underline
[] strikethrough
Preview
AbCd123
OK i Cancel 1 Apply
* General tab - provides options for changing the overall size and display settings
for the cell(s)
* Alignment tab - enables you to define cell alignment and padding, and to wrap

text or merge cells.
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Font tab - allows you to change the format of the font in the selected cell(s).
Border tab - enables you to adjust the lines around the selected cell(s).

Appearance tab - provides options for changing the cell background using colors
or images. You can choose a predefined color or create their own custom color.

r— You may also right click in a field to open the pop up window with options available

from the various menus to use:
'y~ LIeiL r

iy X Delete
al| (2] Merg

Clear Contents

m

zal
= -
= gj Set as section

Turn Into r
zal
Edit Farmula...
zal
Linking k
mt F Group L
»
ntH Filter
dly Ranking b
Al €
4] sort ’
g __
== Break L4
M e »
hlalyl
Formatting Rules 3
Text L4

rib Format Cell...

+ Data Access Tab: allows user to refresh data and create new variables. The Purge and Merge
functions are advanced features and will not be covered at this time..

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

/" Dazta Providers " Data Objects

¥ purge ~ | i Refresh + || 5% Mew Variable - Merge

* Analysis Tab: allows you to work with and examine the data in your report. You can apply filters,
database ranking, input controls, data tracking, breaks, sorts, format rules, and simple
arithmetic functions to your data. The Ranking, Data Tracking and Outline functions are
advanced features and will not be covered at this time.

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

_/ Filters | Data Tracking _/ Display | Conditional _/ Interact Functions
" Filter = E_Qc'-w.-'; = Input Controls - Group -E Break ‘%l Sort '71.' Filter Bar B Outline i
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Interact Sub Tab: allows you to enable Filter Bar and Outline Mode. These features are also
available in Reading Mode:

_ 7 Interact | Functions |

'?1.' Filter Bar BH Outline 7

Page Setup Tab: allows you to manage reports and prepare them for output. You can add, rename,
and move reports; set up the paper orientation and dimensions; and format headers, footers,
margins, and report scaling. You can also apply limits on the number of rows or columns for

output.
Report Elements | Formatting | Data Access | Analysis | Page Setup |
Report | Rename Report |~ Move Report i_ Page | Header | Footer | Scale to Page | Margins |~ Display |
[2 AddReport [[3 Duplicate Report [ &] Portrait = | A4 = || width: automatic = Height: automatic || Scale: |100% -

Formula Bar: Contains functions for creating and editing formulas and variables. You can use
formulas to create custom calculations for use in your reports. Variables allow you to save and

name formulas for easy re-use. The Formula box displays the formula language for the currently
selected cell.

File |7 Properties | Report Elements | Formatting |~ Data Acress | Analysis |/ Page Setup ‘
|WGW - Document Application | " Report | Rename Report | Move Report |/ Page | Header |~ Footer | " Scale to Page | Margins | Display |
D X BME| x| & Add Report [ Duplicate Report [ [&" Landscape = | Letter ~| || width: |automatic ~| Height: automatic ~|| Scale: |100% ~
- i Job Sal Ref
2 A | L
B2 B0165-T: Job Attributes w/o Org MAR 2015 Execufon Desk: 5019015
=g
=g
) | MAR 2015
!;1 =
= Job Job
= Number Min Max Job
2 Job Pay of Pay Pay Sal Average
e Job Desc Job Pay Area Group Positions Level Level Ref Salary
30000005 Communications Center Operator Graded Annual Salaries GR&T 1 25381 37,412 31,396 0.00
30000257  Administrative Services Assistant V Graded Annual Salaries GRE1 37 28875 43,422 36,143 35,1035

+  Report Panel: displays the report. At the bottom of the Report Panel is a separate tab for each
report contained in the active document. You can switch between reports by clicking the tabs.

W Gw x 4

B0165-T: Job Attributes w/o OrgUnit as of MAR 2015 Execution Date: 3119/15

()| MAR 2015

!1-|
i, Job Job
& Min Max Job
3 Job Pay Job Pay Pay Pay Sal Average
Job Desc Type Job Pay Area Group Level Level Ref Salary
30000005  Communications Center Operator Graded Annual Salaries GRST 1 25381 ar 412 31,396 0.00
30000257  Administrative Services Assistant V Graded Annual Salaries GRE1 37 28575 43422 36,148 35,110.35
30000275  Administrative Secretary | Graded Annual Salaries GR58 22 26159 38784 32472 29,192.62
30000276  Administrative Secretary Il Graded Annual Salaries GRED 106 | 27,903 41789 34,546 34,582.40
30000277  Administrative Secretary IlI Graded Annual Salaries GRE2 137 29,826 45,009 37,462 39,354.80
30000314  Accounting Clerk Il Graded Annual Salaries GR54 10 24190 33,687 25,9338 0.00
% >
1 [2] B0165-T Job Attributes without OrgUnit [2 Report2
BOtEST-IobAtiribotes withoot-Srgtit [ Track changes: OFf | M 4 Pagelofi+ P M || = [F| (100% ~| & 9 minute:

The list panel is updated.

#100%
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Status Bar

At the bottom of the report page is the Status Bar. It allows you to enable data tracking (available at a
later date), navigate the pages in the report, change display mode, modify screen magnification, and
refresh the report data.

[ Track changes: 0ff | M 4 PpPageiofi+ # M = (5] |100% - = 1 minute ago

+ Navigation: W4 Pegeiofir b M oo ows the current/total pages of the document. It
allows you to move through the pages of a document. If there is a + sign next to the second page
number, this indicates the report is more than one page. Use the arrows to navigate to other
pages (First page, Previous Page, Next Page, and Last Page) or if you click on the "Page 1 of 1+"
text, you will be able to enter a page number for direct navigation.

- Display Options: | =~ - allows you to toggle between Quick Display mode and Page mode.
Page mode gives you a preview of how it would look when printed. You must be a Quick Display
mode when you use the Freeze functionality in Reading mode.

Dy -
*  Zoom: 100% - allows you to zoom in or out on the document.

' 1 minute ago . .
*  Refresh Button: - %% . shows the last date and time the report was refreshed with

the latest data. Click on the Refresh icon to trigger a new refresh.
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Navigation Left Side Panel

+  Document Summary Panel: displays information about the document properties, such as the
author, refresh date, document and data options, and parameters.

CMCLme

7= Print  Edit

B0165-1: Job Attributes -
w/o OrgUnit

* General

(7| | Thoe: Web Inteligence document
Awithor: B1D~100/00533677

rh.. Creafion Qctober 20, 2014 4:25:36 PM 1
o dafe:

2 Locale: English {United States)

Desoripgion; | This report displays detail abo
including job min/maxref infor| =
without Org Units.

Keywords: Job, Job Details, Job Attribute

¥ Statistics

Lastrefresh December 4, 2014 5: 16:¢

date: 05:00

Lasimodifed:  December 2, 2014 8:37:(
-05:00 P

Last modiffed by: B1D~100/01511772

Duradion of

Orewious refresh: 1
* Document Options

Refresh on on
aoen:

+ Navigation Map: allows you to see an outline of all reports and elements within the document.

Navigation Map - “

=] ﬂ E0155-T: Job Attributes w/o OrgUnit
=] Ia BO1585-T Job Attributes withowt CrgUnit
@ SEP 2015
[£) Report 2

= @ BO165-T Job Attributes without OrgUnit (1)

* SEP 2015
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+ Input Controls Panel: allows you to add and edit input controls applied to the document. Input
Controls (interactive filters) are report-specific. We will go over these in more detail at the end of
the session.

Input Controls - £
S8 MNew Map Reset + +

= are o puf controls defined an B report. To define 3 new one,
the New buttan.

+  User Prompt Input Panel: Reflects the prompts that you selected when you launched your report.
The selected items are shown in this area:

ot SR I P 1| - P L=

[ Advanced | =2 Run

Job(s) (Mandatory)

ABC Field Auditor [
ABC Permit Compliance Officer

() AQC Administrative Assistant 1

— ||| AOQC Division Assistant

Access and Visitation Coordinator v

e

[ Accountant
B
L4 >
£ | Exclude Employee Subgroup (Contractor]
B
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Available Objects Panel: displays the list of the available objects and variables that can be added
to the report, once in Design mode. The list includes dimensions and measures.

—
—

= Jj BO165-T: Job Attributes wfo OrgUnit
+ Cal Mth/r
+ Country
+ Employee Group
+ Employee Subgroup
+ ESG CAP
T
E
E
T
T
E
E
T
T
T
E
T
T

Job

Job Branch

Job Family

Job Pay Area

Job Pay Group

Job Pay Level

Job Pay Type
Planning Status
Position

Pos Pay Area

Pos Pay Group
Pos Pay Level

Pos Pay Type
Annual Salary
Average Salary

FTE Annual Salary
Job Max Pay Level
Job Min Pay Level
Job Zalary Reference
Number of Employees
Mumber of Positions
Variables

The list is unique to the report you are running.

If the available object is bold, it indicates that the data element or measure is not
currently included in the report.

Dimensions: - key data elements, such as Position - Text or Position - Key. Dimension
objects represent the basic structure of the data. Text is a description of the data element
where as Key is a unique number/code for the data element. (Ex. Employee - Text is the
Employee Name, Employee -Key is the Employee’s Personnel Number.) Org Unit, Job,

Position, and Employee dimensions all have attributes “# associated with them.

7 You may drag and drop an attribute in the report even if the associated dimension is
not in the report; however, the system may not calculate the measures correctly
resulting in a Multivalue error message. See _Help / Job Aid folder located in the
Public Folders ' BEACON HR/Payroll folder for more information regarding this error.
You may also visit the BOBJ website at http://www.osc.nc.gov/training/osctd/help/
BOBJ/Job_Aids.html.

Measures: - numeric values that are the result of calculations.

Variables - If you have created a formula that you may want to apply more than once in
the report, you can save the formula as a variable to make it re-usable.

*  Document Structures and Filters Panel: allows you to view all the elements that make up the
document, such as the headers, sections, report blocks, and footers, as well as the filters. You will

("-_-,‘__ o updated - 3/1/16 Page 67
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need to expand the sections to see all of the filters and other details. Pre-existing report filters can

be edited and you can add additional ones as well.
. .
Filter  Axis

%g =] 3j BO165-T: Job Attributes wifo OrgUnit
= =5
=0 =] Page Header
[] Report Title
f'?_‘ [ Execution Date
&l [§] Cal MthyYr
[ =[Cal mthy¥r]
= ™7 Vertical Table : Block 1
% Job - Key
Job
Job Pay Type
Job Pay Area
Job Pay Group
Number of Pesitions
Job Min Pay Level
Job Max Pay Level
Job Salary Reference
Average Salary
Bl [E] Page Footer
[] Document Name
[] Pate Number
= ] Report 2
Page Header
[F] Page Footer

Adding Objects to a report

Run the B0165-T WEBI Report from the _Training folder. Select a range of Jobs to include in your

report.

Once the report is open, we are going to add an object to the report and then we are going to add a

formula and variable. We will also format the new column data.

r—~

It is good practice to first make a duplicate copy of a report before making major modi-

fications. This way, if the changes go badly, you still have the original version of the

report.

1.  Change to Design Mode. ﬂ

2. First let’s duplicate the Report 1 tab by right clicking on the Report 1 tab and selecting
Duplicate Report in the pop-up menu. You may also click on the Page Setup tab, Report

sub-tab and Duplicate option.

30000726  Agency Legal Speciali——"— ... o
[2 Add Report Crrl+shift+R

30000727 Agency Legal Spema@ Duplicate REPDI‘D

30000799 Administrative Assista 2 Delete Report

30000300  Administrative Assista Renams Report

30000301 Administrative Assista Move Report 3

< Format Report... =

l rEhl BO165-T Jﬂh Attrihul:es 'd'-'ithﬂllt AT LT LTIl
r— An exact copy of the Report 1 tab is added to the document and is now the active report.
You can rename the tab by right clicking on tab and select Rename Report from the
menu or you can double click on the new report tab and type the new name.
Page 68 updated - 3/1/16
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Web Intelligence Design Mode

GR

30000301 Administrative Assistant 11l Graded Annual Salanes
< Vs
BO165-T Job Attributes without OrgUnit BO165-T Job Attributes without OrgUnit

>

3. Click on the Available Objects button to show the list of available objects to select from. In

this exercise, add the Employee Subgroup Text object to the report.

Job Max Pay Level
Job Min Pay Level

Murnber of Positions
| Variables

FTE Annual Salary

Job Salary Reference

= _}j BO165-T: Job Attributes w/fo Orglnit
I Cal Mthrr
| Country
Employee Group
.................................................
’ :IIE:: CAP Employee Subgroup
| Job Branch Type: Text Employee
__% ' Job Family Subgroup
| Job Pay &rea

| Job Pay Group
| Job Pay Level
| Job Pay Type
I Planning Status
| Position
| Pos Pay Area
| Pos Pay Group
| Pos Pay Level
| Pos Pay Type

Annual salary

Average =alary

Number of Employees

(‘—_T'_" . updated - 3/1/16
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4.  To add the object to the report, left click on the object title and drag it to the report. You

) B N .
. . . | i . .
will notice a rectangle iconl] ol SUbgG”p e i mrt i moving along with

the mouse cursor indicating to drop here to insert cell.

MAR 2015

I+

! Job Branch

! Job Family Job Pay

! Job Pay Area Job Desc Type

! Joh Pay Group

! Job Pay Level 30000005 Communications Center Operator Graded Annual Salaries

! Job Pay Typ=

| Planning Status 30000257  Administrative Services Assistant V Graded Annual Salaries GR&1 37 28875

| :::::: Area 30000275  Administrative Secretary | Graded  Annual Salaries  GRSS 2 25150

! Pos Pay Group annnna?e Adminictrativa Sacratans Il Frendnd Armriiml Qalasian ~Dan anz 97 nna
r— There is a + beside the Employee Subgroup. This means there is additional information

under the heading. If you click on the + to expand the selection you will see:

= ¢ Employes Subgroup
% Employee Subgroup - Key

(x] N et Y

Notice that the expanded entry indicates - Key. The main selection is a text field and
the Key selection is the key field information. Notice the difference in the two that were
added to the report:

Employee

Subaroup -
Job Desc Employee Subgroup Key
Administrative Services Assistant V' FT 5-FLSACT Perm B1 Graded An
Administrative Services Assistant Vv PT S-FLSAQT Perm Y1 Graded An
Administrative Services Assistant V' Temp Sol FT S-FLSAOT GD Graded An

5.  Once the Employee Subgroup - Text object has been added to the report, the field value
will reflect: #REFRESH. You will then click on the refresh button to update the report
with the added object information.

ZREFRES

30000185 | Asst Dir For Disability Determination Graded H Annual Salan
ZREFRES

30000257 Administrative Senvices Assistant W Graded H Annual Salarn
#REFRES

30000275 Administrative Secretany | Graded H Annual Salari
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6.  When you click the Refresh button, it will bring the Prompts dialog box back up. If you are
not adding any additional prompts to the report (your original list will show), click OK to
refresh the data.

Prompts - S

Refresh Values %o ABC Chief Administrator
Exclude Employse Subgroup (Contrag | — - s = ABC Field Auditor ~
o ntent of the list, click the Refresh 5 - £
ABC Permit Compliance Officer
< AOC Administrative Assistant I
AOC Division Assistant
Access and Visitation Coordinator
Accountant
Accountant
Accountant
Accountant I
Accountant II
Accountant IIT
Accountant IV
’t] v Accountant V v
Accounting Clerk 11

< >
* Required prompts
aK Cancel
30000318  Accounting Clerk IV SH H Annual Salaries GR59
#REFRE #REFRES
30000319  Accounting Clerk V SH H Annual Salaries GR6G1
7.  Once the data has refreshed, you will see the values in the column on the report.

FT N-

FLSAOT
30000185  Asst Dir For Disability Determination Graded Perm Annual

FT 5-
FLSAOT
30000257 Administrative Services Assistant W Graded Perm Annual

PT 5
FLSAOT
30000257 Administrative Services Assistant W Graded Perm Annual

r— When dragging and dropping, you may see the message inside the rectangle icon
change to drop here to replace or insert cell. If you are dragging an object and dropping
near an existing column, you must carefully read the rectangle icon message. If your
icon reads replace cell, it means it is replacing the current column. If the icon reads
insert cell, you are inserting either before or after the cell depending on your cursor
location.

r— Dimensions may be placed behind measures in a report.
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Adding Columns, Creating Formulas, and Creating
Variables

We are going to add a column to grant a 10% increase to the Job Sal Ref column and then add another
column to show how to use a variable to add the 10% increase to the Job Sal Ref value for the new
total Job Sal Ref value.

Adding Columns

In Web Intelligence - Design Mode, you can add a column to a table by dragging an available object to
the desired insert location or by right-clicking a cell beside, above, or below where you want to insert
the column.

1.  Click in the last column of the report - Average Salary - to select the column. Either on the
Report Elements tab, go to Table Layout sub-tab and click on the drop down arrow beside
Insert and select Insert Columns on Right or right click and select Insert, Columns on

Right.
o Tn:»:-lsl Position Linking | Table La',.'outl Bzhaviors

?_L:‘Turn Into - | 5] Set as section -= Break - :IHeader - JF::-::uter -
lary = 3 :

£, Insert Rows Below

2015 7] Inced Colimneonief = 319715

M* Insert Columns on Right

or

Average oY Ctrl+x
Salary :
& Copy Ctri+C

'S 43421 E, Rows Below Delste
¥[Tl Columns on Left kq Merge
B 43,42
M* Columns on Right Clear Contents
N Count -5
6 4342 Min Tum Into ’
2 Edit Formula...
9 38,785 SEETE 20, TOU] SE
Linking 4

i 38,784 32,472 29,351 Group

3

¢ Flter L4

9 38,784 32,472 0/l Ranking 4

4] sort »

3 41,789 34,848 29,716, = [ v

13 41,789 34,848 34,754 T e ;

Formatting Rule: 3

13 41,789 34,546 0. Text F;
Format Cell...

2. The blank column will be added to the report.
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Creating a Formula

Web Intelligence - Design Mode enables you to create custom formulas to calculate values that are not
stored in your data source.

1.

Click in the first cell under the header row to highlight the new column you just added to
your report.

,376.80

,354.76

512.00

,166.40

Click on the Edit the Formula button or right click and select Edit Formula:

Jx|akf x
Edit the Formula (Ctrl+Enter)
Display the Formula Editor,
In the Formula Editor box, fill in the following values to construct the formula. You will be

constructing the formula to calculate a 10% increase by multiplying Job Salary Reference
by 10%.

(—T_ . updated - 3/1/16 Page 73
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a  Double click the Job Salary Reference measure to add it to the Formula box. Note that
objects are always surrounded by square brackets in a formula, and that the equal
sign that designates a formula is automatically added when you add the first object.

Formula Editor ¥ X
Formula i
=[Job Salary Reference] H |
T x |
Ayailable Objects Available Functions Available Operators
Annual Salary =] Aggregate = |« | 2= 2=ls | 5=
Average Salary ™ Aggregate ~
FTE Annual Salar Average c R e e )
Job Max Pay Level Count Values...
ah Min B2 = First Prompts... ~
Interpolation o
TR SRR i Last :
Number of Position y ma;. g
) edian
Variables b W || After v
L 4 > Made ’?jl .
Description
Job Salary Reference
Job Salary Reference
| OK | Cancel

b  Single click on the appropriate Available Operator - in this exercise select the asterisk
(*) since we are multiplying.

Formula Editor i X
Formula
=[Jcb Salary Referenc v
Available Objects Available Functions Available Operators
Annual Salary =l [ Aagregate = | el anls | 2=
Average Salary [ -~
Aggregate
FTE Annual Salar Average mai )
Job Max Pay Level Count Values...
Job Min Pay Level First Prompts... ~
Inerpolation :
Numher nf Frnnls Last :

¢ Click in the Formula box beside the * and enter 0.10 - this is the 10% increase we
want to base off of the Job Salary Reference value. Once you have entered the

formula, you need to validate it to ensure that the syntax is correct by clicking the
green check mark..

Formula Editor .3
Formula - =
=[Job Salary Reference]*D.lEl| | v
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d Click OK

- Hdllll:el‘igﬂlnem

e The formula is defined correctly.

-

e Click OK to close the Formula Editor

" Formula Editor %
Formula S
=[Job Salary Refarenca]*0.1 [+
(X
Available Objects e i Eantaae Available Operators
w Annual Salary = || Aggregene = |« |e=|=2x|> [=z=
s Average Salary ) Aggregate e o / F3 ( )
wn Jaob Max Pay Lavel Count Vehes,..
s Job Min Pay Level Fr=t Prompts... e
= Job Salary Referen Interpalation P
« Number of Emple Last {
an Number of Position 4 Eian 1
[ Varizhles Wiin w | | After W
< > Moce A
Description
| O Cancsl

litigrady @ Mansaid o

(EEE':—TEHHE}Q
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f  The calculation now displays in the new column.

Average

Salary
31,386 0.00 3,1396
36,148 31,376.80 36148
36,148 35,354.76 36148
35,148 34,512.00 36148
32,472 26,166.40 3,247.2

4. To add a title to the column, click in the column header area of the new column. Enter the
title for the column in the cell formula bar text box and click the green check or you may
double click in the column header and press enter once you have typed the title.

Fo ud x |,, [10% Increase] L

gUnIt as of MAR 2015 Execution Date: 319/15
Job Job
Number Min Max Job
Job Pay Employee Job Pay of Pay Pay Sal Average 10%
Type Subgroup Job Pay Area Group Paositions Level Level Ref Salary Increase
Temp Sol FT
Graded S-FLSAOT Annual Salanies GRET 1 2533 37412 31,396 0.00 3,139.6
5. You will see your new title displayed in the column.
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Creating a Variable

If you have created a formula that you may want to apply more than once, you can save the formula as

a variable to make it re-usable.

1. Click on the 10% Increase column to set as a variable and then click on the Variable icon

on the formula bar.

fx{ ‘l 3¢ o |=[Job Salary Reference]*0.1

Create Variable

ay 15

Create a new variable using
this formula.

Job Pay Employee
Type Subgroup
Temp Sol FT
Graded S-FLSACT
Temp Sol FT
Vv Graded S-FLSACT
FT S-FLSACT
Vv Graded Perm

Job Pay
Group

Job Pay Area

Annual Salaries GREST
Annual Salaries GRE1
Annual Salaries GRE1

Execution Date: 3119/15

Job
Min
Pay
Level

1 25381 T2 31,396 0.00]
2 28875 43422 36,143 31,376.80 36143
34 28875 43422 36,143 35,354.76 36143

Job
Max
Pay
Level

Job
Sal
Ref

Average
Salary

10%
Increase

You will need to define a unique name for the variable, which will appear in the list of

Available Objects. Name the variable in the Name text box to populate it and click OK.

e

Definition

Mezsines

Formula

[=[10b Salary ReferenceF0.1

Avzilzble Objects Avzilzble Functions
= 3 |B0165-T: Job Attri = [i Aggregate

H ¥ Cal MdhYT Aggregete

+ Country | Average

+ ! Employee Gr IEG'-'"':

irst
< > Toearmalasion

Description

]
?\;1
|
Type:
| Unclefined
..N{
[ X
Hvzilzble Operators
= | [==|==]|> |2=
) =
+ |- | [
Values.., |
Prompt=... v
0K Cancal

W'"m
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3.  The name of the variable will now appear in the Variable folder in the Available Objects
panel. You can now select it when building formulas, etc.
| R e——
Type here to filter tree
= _}j BO165-T: Job Attributes w/fo OrgUnit

Cal Mth/fr
Country
Employee Group
Employee Subgroup
ESG CAP
Job
Job Branch
Job Family
Job Pay Lrea
Job Pay Group
Job Pay Level
Job Pay Type
Planning Status
Position
Pos Pay Area
Pos Pay Group
Pos Pay Level
Pos Pay Type

Annual Salary

Avesrage Zalary

FTE Annual Salary

Job Max Pay Level

Job Min Pay Level

Job =alary Reference

Number of Employees
= = Variables

10% Increasse
4.  Add another column to the far right of your report beside the 10% Increase column.
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5. Add a formula using the variable just created to add the 10% increase to the Job Sal Ref
column. Click in the top blank cell of the new column, then click on the Edit the Formula
icon. See the screen shot below for the formula set up.

Formula Editor e ¥
Formula
I =[Job Salary Reference]+[10% Increase] 6_ [
(X
Available Objects e i Available Operators
S - :
Annual Salary Aggregate + 8- | [F |0 []
Avarage
» Berage Salary Ciand Vakues
FTE Annual Salary First Prcmp‘ls ~
Job Mz Pay Level Irterpolztion :
« Job Min Pay Level Last :
&b M {
; T - Medizn
Mumbser of Positions Min ﬁ?ﬂ—
= = yar=hles W Mode And
= Percentage
e v, v
< Product Lo
Description
107 Increase
Q= o=

6.  Once you have clicked OK, you will now see that the value of the Job Sal Ref column has
been added to the 10% Increase column to give you a new value reflecting the total of the
two columns.

Average 10%

Salary Increase
2 31,306 0.00 3,1396 34,5356
2 36,148 31,376.80 36148 39,762.8
2 36,148 35,354.76 36148 39,762.8
2 36,148 34 512.00 36148 39,7628
4 32472 26,166.40 3,247.2 35,719.2
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7. Add a title to the last column. In this exercise, title the column Job Sal Ref plus 10%
Increase Total.

Fe ulf x | ¥l 'Job Sal Ref plus 10%: Increase Total |

s of MAR 2015 Execution Date: 3/19/15

Job Sal

Job Job Ref plus
Number Min Max Job 10%
Employee of Pay Pay Sal Average 10% Increase
Subgroup Job Pay Area Positions Level Level Ref Salary Increase Total
Temp Sol FT
Graded S-FLSAOT Annual Salaries GRAET 1 25331 37,412 31,396 0.00 3,139.6 34,5358
Temp Sol FT
Graded S-FLSAOQT Annual Salaries GRE1 2 28875 43,422 35,143 31,376.80 36148 39,7628
FT S-FLSACT
Graded Perm Annual Salaries GR61 34 28875 43,422 35,143 35,354.76 36148 307628
Formatting Numbers

Web Intelligence - Design Mode enables you to adjust the text and number formatting of the values
that appear in cells and tables in a report.

In this exercise you will change the number formatting for the cells in the columns you have just
added.
1.  Select both columns by clicking on the 10% column then click and hold the Control key on
the keyboard and click on the Job Sal Ref plus 10% Increase Total column.

2. Click the Formatting tab, go to the Numbers sub-tab and choose from a set of predefined
formats in the Number Format drop down menu or right click and select Format Cell and
then number.

_} Mumbers Alignment |

b | | Default -1

-
]
oy
=
=

1.234567E3
1235

1235; (1235)

123457

1,235

§1,234.57; ($1,234.57)

or

= Break r
“F Hide »
Formatting Rules 3
Text C

Format Cell...
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Format Cell .
General Default - I
1,234.57
Alignment 1235

1235; (1235)

Fant - -
-
L] 51,234.57)

Appearance $1,234.57 ($1,234.57)
§1,235; (£1,235)
§1,235 (§1,235)
§1,234.57; -§1,234.57
$1,234.57 5-1,234.57
§1,235; -§1,235
£1,2355-1,235
€1,234.57; -€1,234.57
€1,234.57 €-1,234.57
€1,235; -€1,235
€1,235 €-1,235
¥1,235; -¥1,235
¥1,235-¥1,235
123,456, 70%

m

| Ok Cancel Apply

TR T TR T T T ETTTT CIATIETT FTTTTTAT  FATe T e

Freeze Columns/Rows

The Reading mode in BOBJ WEBI enables you to freeze column headers or a specific number of
columns in a table to ensure that they remain visible as you scroll through the rest of the table. The
Freeze functionality is not available in the Design mode.

For this demonstration we will Freeze the first 3 columns of our B0165-T report.
1.  Click on the Reading Mode for the report.

2. Click in a data cell within your table in order to activate the Freeze icon.

("—_,‘__ o updated - 3/1/16 Page 81
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3. Click the drop down arrow beside the Freeze icon on the Toolbar.
R Track ~ 7 Filter Baﬁ Outline
o Vg
BO165-T: Job Attrib| rrecze teft columns 25 _OF M/
v 0
1
MAR 2015 2
Job Job Desc
30000005 ommunications Center Operator Graded
30000257  Administrative Services Assistant V Graded
4.  Select the number of columns to freeze from the drop down list. In this exercise select 3.

5.  Once you start to scroll to the right, you will see a dark gray line appear. The first three
columns remain visible while you scroll through the additional columns of the table.

Job
Max Job
Job Pay Job Pay Pay sal
Type Job |2ay Area Group iti Level Ref
30000005 Communications Center Operator Graded Annual Salaries GRA57 1 25381 37412 31,396
30000257  Administrative Services Assistant V Graded Annual Salaries GR61 2 28875 43422 36,1458 3
30000257  Administrative Services Assistant V Graded Annual Salaries GR61 34 28,875 43422 36,1458 3
30000257  Administrative Services Assistant V Graded iannijal Salaries GRA1 1 28875 43422 36,148 3
30000275  Administrative Secretary | Graded iannujal Salaries GR58 2 26,159 35784 32,472 2t
30000275 Administrative Secretary | Graded iAnnual Salaries GR528 19 26,159 38,784 32,472 2

6. Toremove the Freeze option, clear the Freeze Left Column check box or select 0 (zero)
from the drop down list. This removes the Freeze panes and scrolls the entire report.

r— Freeze Header Rows is defaulted but you may unfreeze the header rows by clearing the
Freeze Header Rows check box.

r— You must be in Quick Display Mode.

lisdigrd s i Nawrsiid alalast
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Creating a Table

In Web Intelligence - Design Mode, you can create a table by choosing a table layout and dragging and
dropping object into the columns. Alternately, you can choose a table layout and define the columns
using a dialog box interface. You will create a table using both methods.

Dragging and Dropping Method for Creating a Table

1.  First add a new report tab to your report by clicking on the second report tab and selecting
Add Report in the pop-up menu. You may also click on the Page Setup tab, Report sub-tab

and Add Report option.

Graded

i Ctrl+5hift+R
(Graded ] Cuplicats Report
Graded | Ei Delete Report
Graded ] R=name Report
Graded . Maove Report 4

B0O165-T Job Attributes without OrgUnit (1)

Format Report...

r— You will see the Report 3 tab at the bottom of your report and a blank workspace. To
rename the Report tab, double click on the new report tab and type the new name.

vithout OrgUnit (1) Report 3

2.  Now that a new report tab has been added - click on the Report Elements tab and select

the Table sub-tab.

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

I; Tablﬁlf Cell Section

O-L-8-8-

Chart Other _/' Tools | Position Linking

B v i+ More ~+ || B TumnInto 237 set as section

Fi

+

3 OrgUnit

3. Click on the Define Vertical Table icon..

Report Elements Form

4 Tables Cell Section

BlE- 8- & -

tn

Define Vertical Table

Define a vertical table to

display data in columns.
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4.  Click in the Report Workspace Panel to insert a blank table. It is very important that you

click in the Workspace area below the Header section.

5.  Click on the Available Objects panel to see the objects that you can add to the table.

6. You must define the contents of the table by dragging the object to the table. In this
exercise you will add the Employee Subgroup - Text, Position - Text, Job Salary Reference

and Number of Position objects.

r— When you drag an object to a table, a highlight appears in the selected cell. Dropping
an object when the center of the cell is highlighted inserts the object in the selected cell.
Dropping an object when the left or right edge of the cell is highlighted adds a column
to the right or left of the highlighted cell. Dropping an object when the top or bottom
edge of the cell is highlighted adds a row above or below the highlighted cell. The

system also provides prompts indicating your action.

| Employee Subgroup (Drop here to replace cell)

7. Once all objects have been added to your table, you may have to click the Refresh icon in
order for the data to pulled in the table.

Employee Subgroup Position

FT N-FLSAQT Perm Accountant
FT N-FLSAOT Perm Accountant

FT N-FI SAQT Perm

Job Salary Reference

Accountinn Mananer

Number of Positions
50,342 1
50,342 1
AN 1G5 1

Choosing Table Layout Method for Creating Table

If you use the list option to insert the table, rather than clicking on the icon, a dialog box opens that
you can use to define the parameters of the report columns.

1.  First add a new report tab to your report by clicking on the Page Setup tab and selecting
Add Report. You will see the Report 4 tab at the bottom of your report and a blank work-
space. Note you may also right click on the current tab and select Add Report. To rename
the Report tab, double click on the new report tab and type the new name.

2. Click on the Report Elements tab and select the Tables sub-tab.

Report Elements | Formatting |

Data Access | Analysis |

Page Setup |

| Tables | call | Section Chart | Gther _/ Took |

Linking

e
== | Set as section

j M ﬂ_| T Ej M E: M B - - More - || B2 TumInt

2 Orglnit
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3. Click on the drop down arrow beside the type of table you wish to insert into your report.
In this exercise you will select the first one to define a vertical table. Click on Define
Vertical Table from the drop down.

Report Elements | - Formatting | /FI

Tables | Cell | Section | Chart |
- a2 u-w

| Defing izrtical Tabig  crrl+shife+y

R.Epﬂl‘tE|El'l’|El"ltS|/ Formatting |/DaI3Accessl/Analys'E|/ Pag.eSeh.pl
Tables | Cell | Section | Chart | Other Tools | Pasition | Linking
E'Ej*g' il o~ s - @~ || B Tum Into Ba] Set as

I Click to insert the table here (Press ESC Kay to cancel this actinn}ll

4.  Click in the blank workspace to insert the table. The following dialog box will appear. It is
very important to click in the Workspace area below the Header section.

Insert Report Element 20
Tables
= Columns

Bar = g i
Box i i I B | Pick... M| P
Colurmn ; =
Line Vertical Horizontal  Cross Table Form
Map Table Table
Pie
Point
Radar
Tag Cloud
Waterfal

Vertical Table

Vertical tables display header cells at the top of the table

and the corresponding data in columns.

| ———
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5. On the right hand side, you will see Columns listed with a drop down arrow. Click on the
drop down arrow and select the object from the list that you want added to the report.
Note that there is a + option beside the selection box. Once you have selected the first
object to add, you may add as many other objects as you wish by selecting the + and
choosing from the list..

Insert Report Element

>

Tables
Bar

Baox
Column
Line

Map

Fie

Faoint
Radar
Tag Cloud
Waterfall

Vertical
Table

Horizontal ~ Cross Table Form

Table

Vertical Table

Vertical tables display header cells at the top of the table
and the corresponding data in columns.

|:| | Columns
% B% E% EES] e

Position ke
Job Salary Reference -

Number of Positions =

+ v X
+ - X
+ v X
+ v X

r= Click on the X to remove a column if added in error. X

Cancel

r— Click the arrows next to the + option to change the placement of the columns (Move Up,

Move Down, etc)

Delsts

Maowve Up

WLLRE L= LR

Mowve Top

6.  Once you have selected as many objects for your table as you wish, click OK. The table
appears in the Report 4 tab. Note you may change the tab names by right clicking on the
tab and selecting Rename or you may double click on the tab. You then enter the name you
wish and press enter.
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o

You may have to click the refresh button = . You added items to the table that were
not part of the original report.

Employee Subgroup
Temp Sol FT S-FLSAOT
FT S-FLSAOT Perm

PT S-FLSAQT Perm
Temp FT S-FLSAOT

FT N-FLSAQT Perm
Temp FT N-FLSAOT
Temp Sol FT N-FLSAOT

FT 8-FLSACT TL

Temp PT S-FLSAOT
PT N-FLSAQT Perm

Federal

Temp PT N-FLSAOT
Temp Sol PT S-FLSAOT

FT EPA
FT N-FLSAOT TL

Employee Subgroup

Temp Sol FT S-FLSAOT
Temp Sol FT S-FLSAOT
Temp Sol FT S-FLSAOT

Temp Sol FT S-FLSAQT
Temp Sol FT S-FLSAQT
Temp Sol FT S-FLSAQT
Temp Sol FT S-FLSAQT
Temp Sol FT S-FLSAQT

Temp Sol FT S-FLSAQT

Temp Sol FT 5-FLSAQT
Temp Sol FT S-FLSAQT

Temp Sol FT 5-FLSAQT
Temp Sol FT S-FLSAQT

Position

#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH
#REFRESH

Position

Security Guard
Administrative Assistant |
Administrative Officer Il

WA Administrative Officer
|

Administrative Officer |
Administrative Officer |
Advocate |
Administrative Assistant |

Information &
Communications Spl Il

Administrative Secretary
i

Administrative Officer |

Administrative Services
Assistant WV

Administrative Assistant |

#TOREFRESH
#TOREFRESH
#TOREFRESH
H#TOREFRESH
#TOREFRESH
H#TOREFRESH
#TOREFRESH
H#TOREFRESH
#TOREFRESH
H#TOREFRESH

38,867
H#TOREFRESH
H#TOREFRESH
#TOREFRESH
H#TOREFRESH

Job Salary Refere Number of Posifions

Job Salary Refere Number of Positions

#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH

1
#TOREFRESH
#TOREFRESH
#TOREFRESH
#TOREFRESH

32,472

38,867

51,502

45,467

45,467

45,467

47,384

38,867

49,364

37,462

45,467

35,143

348,867
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Resizing Columns and Rows

While all of your columns fit on one page, you may want to change the column width.

Hover over the right border of the cell until you see a cross tab .‘"* Double-click on the
right border of the cell or click of the right column border and drag to desired width.

Adding a Header to a Table

Once you have created a table in your WEBI document, you may add a Header if you desire by
inserting a blank cell in the Header section of your report.

1.  Click on the Header section within the Workspace Panel.

wsition Job Salary Referencdurc

Ytecounting Technician 33

2. Click on the Report Elements tab, select the Cell sub-tab and click on Blank.

l R

Report Elements

=—
Tables ,'/ el ] [ Sectior
I B[ana Pre-Defined -

3. Click in the Header section to insert the blank cell. .

[ Click to insert the cell here (Press ESC Key to cancel this a-::ﬁ-::.n]l|

r— Note you may need to increase the height of the Header by clicking on the node
located at the bottom of the Header and dragging down
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4.  The blank cell appears as a single line text box in your header.

‘,-/

5.  Double click inside the blank cell and type the name you would like to display in the
Header. Press enter to display the name of your table.

Table Header Name

6.  To format the cell, right click in the cell and select Format Cell

nt Y
nt %
int Y

nt Y

& Duf Cri+X
Copy Ctrl+C
[} Paste Ctri+V
2 Delsts

Clear Contents

Edit Formula...

Linking L4
Y Order L4
?=_ Align L4

Text k

Format Cell...

o < R R R 1

—

W'"m
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7.  You may change the General Size, Alignment, Font, Border, Appearance and Layout of the
cell.
Format Cell T
_Gmer&l | Alignment
Alignment Horizontal: o =
Font Vertical: Conden -
B
e Padding
Appearance =1 . =] .
Top |0.04 . inches Botiom | 0.04 . inches
Layout = =
Left 0,06 .| inches Fight 0,06 .| inches
Display
[] wrap text
| ok || cancel Apply

r— To add an image to your report such as a logo, you must first add a blank cell to the
report then right click on the blank cell and select Format Cell. Click on Appearance in
the Format Cell box, select Image from file, click on Add to browse and select a file to be

uploaded.
T O skin:
Layout
i) Image from address
) Image from file Edd
Upload Image 2

Click Browse to select a file.

Browse...

Upload Cancel

8.  Click OK once you have completed formatting the cell(s) your header. Your formatted
Header will display in your report.

OSC Training

lntegricy & .-’u':-:mmni:ilil:.'c Table Header Name
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Adding a Chart to Report

Adding charts to Web Intelligence reports allow you to visualize the data.

1.  First add a new report tab to your report by clicking on the Page Setup tab and selecting
Add Report. You will see the Report 5 tab at the bottom of your report and a blank
workspace. Note you may also right click on the current tab and select Add Report. To
rename the Report tab, double click on the new report tab and type the new name. In this
exercise, rename the tab to read Chart.

2. Click on the Report Elements tab and then the Chart sub-tab. In this exercise, you will
add a Pie Chart. Select the drop down arrow beside the Pie Chart icon from the toolbar
menu and select Pie:

L Chart | Other | Took | Position | Linking

‘ il - KA :@ = m:.j’Turn Into 353 Setass

j?')&v*l:@ e —

@ Pie with Variable Slice Depth
ﬂ Donut

Mare Pie Charts...

3. Click in the blank workspace to insert the Pie Chart into the report. The following object
will appear. It is very important to click in the Workspace area below the Header section.

4.  You must now choose the data you want to display in the chart. Open the Available
Objects panel and drag and drop the desired objects directly onto the chart. Web

(-’——‘_ . updated - 3/1/16 Page 91
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Intelligence automatically determines how to display the data based on the chart type you
selected. For this report select Job Pay Area and Number of Positions.

8 §Drop dora objects hure |

Jobs Pay Area

B Annual Salaries
W Judicial

B Career Banding

r— You may have to click the refresh button in order to display the data in the chart.

5.  The chart now reflects the data you selected. For the objects you selected in this exercise,

you have determined that the Pie Chart is not the correct type of chart.

Job Pay Area
B Annual Salaries
W Career Banding
M Flat Rate
Judicial
B X-Grade
University Faculty

6.  Web Intelligence allows you to convert the Pie Chart into another type of chart. Click on

the Tools sub-tab located under the Report Elements tab, click on the drop down arrow
beside the Turn Into icon.
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7. Select Column Chart for this exercise.
Tools | Position | Linking | _/_Bq
-

ﬂj Tum Into - «"E:I Set as section :::E F

—] H_| Horizontal Table
Ej Cross Table

Column Chart

il

= Line Chart

¥ Pie Chart

= L

Maore Transformations... Cti+Shift+T

8.  The Column Chart now reflects more meaningful data to view.

4,000 -
3,500 -

3,000 -

g
5 2,500 -
£
]
g
g 2,000 -
]
-1 All Measures
E 1,500 - . "
2 umber of Positions
1,000 -
500 -
0 - . Y T 2+ L T D —— 1
3 o A
A (e“‘w ¥ W e e
o 22° @t
P o

Job Pay Area

Adding a Title to a Chart

In Web Intelligence, you can add a title to a chart by using the Formatting tab, Chart Style sub-tab

and clicking on the Format Chart icon L . You can also right click and select Format Chart.

1.  Select the chart by clicking on the border of the chart.

(—-—_‘*‘ . updated - 3/1/16 Page 93
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2. Once the chart has been selected, right click and select Format Chart.
5 ok O Cirl+X
Copy Ctri+C
4 .
E ,_'h] Paste Ctrl+V
-‘E 3 2 Delsts
% Turn Into b
gz Assign Data... All Measures
E =L » Humber of
2 1 Linking u Positions
¢ Filter L
2| sort *
T Hide ’
e 4 Order r
= Al »
_ |“' Align rea _
| 1 Format Chart... B o
3.  Click on the drop down arrow beside Select chart area and select Title.
Format Chart
Select chart area: | Tite v
g Gichat
v Tite
Legend
Category Axis
Walue fxis B
Flot Area i
4.  Click on Visible located in the General section so that a check mark appears in the box in

front of the word Visible. Visible must be checked in order for the title to display on your

chart.

5.  Type your title between the quotations in the Title Label field. It is considered a formula;
therefore, it is important that the equal sign and quotation marks are not deleted.

General

[«] visible

Title Label ='80BI Chart" | | /| x| fx|
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6.  You may change the Layout, Text, Border and Background of your title within the Format
Chart function.
General ~
W Visible
Tithe Label ="B0O&] Chart" | o] x| Fx|
Layout |
Location | Top Bottom Left Right |
Orientation | Automatic Vertical Lettering
Spacing 2 =
[ Adjust Layout
Text
Arial .-.-g v:BfHEiv
Horizontal Text Alignment ===
Vertical Taxt Alignment (===
Text Policy | Mo Wrap Wrap Truncate
Lﬂurd-:r and Background ]_
Border Size Medium -
Barder Color (®) RGBA Color () Gradient
100
" .
Background Color (®) RGBA Color () Gradient
100
& - i

i Cancel Apply
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7.  Click Apply to see the title and make additional changes if necessary. Once you have
completed the formatting, click OK.

BOB.J Chart
500 -
w 400 -
[
2
=
2 300
-4
s
E 200 All Measures
E Humber of
= 100 Positions

0
o il . okl & w\.
N A 9.3’“ N
\!-g.\ﬁﬁb % o o W
WA \.a
p ¥
Job Pay Area

Formatting Chart Areas
In Web Intelligence, you can format chart areas by using the Formatting tab, Chart Style sub-tab and
clicking on the Format Chart icon L . You can also right click and select Format Chart.

1.  Select the chart area by clicking on the border of the area you wish to format. In this

exercise you will select the Chart Plot Area. Once the Chart Plot Area is selected, right
click and select Format Chart Plot Area..

|BoOBJ Chart
5““ R = .
K Duf Ctri+X
g 400 - Copy Ciri+C
=]
E ._c'q] Paste Ctri+V
300 -
£ 3
s Tumn Into
E 200 - Assign Data... Measures
E Series Colors p Humber of
= 100 - Positions
— % Format Chart Plot Area...
v ] "3.\
-l Y g
a'-.‘v’*ﬁﬂ o W ot
i‘ﬁ ak
pe ¢
Job Pay Area
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2. The Format Chart prompts box will display. Click on Background in the left side panel to
change the background color(s) to the plot area.

'
s

Format Chart (7]

g
Selact chart area: . Plot Area -
Design Grid Background
Background Grid and Background |P13in Background  Siriped Eackgrnur'd|
Background Color (@ RGBA Color () Gradient
100
il =
Catagory Axis Grid Color (@) RGBA Color () Gradient
100
il =
| |
Value Axiz Grid Color (@) RGBA Color () Gradient
3
[ ] Dashed Lines
(0] 4 Cancel Apply
3.  To format the Data Series, you must select the Data Series area, right click and select
Format Data Series.
|BoB. Chart
500 -
w400
c
2
=
2 300
a
s
E 200 All Measures
E P mber of
2 1m0 K Cut CH+X Gitions
Copy Cirl+C
04 2@ [ Paste Ctri+v
o Turn Into k
pe
Assign Data...
2 ] Series Colors ]

Format Data Series...

e

I’ Format Chart Plot Area...
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4. The Format Data Series prompts box will display. You can change data series to a custom
color and/or select to show Data Labels.

|:-E.'!_|
*

Format Data Series

() Automatic () Custom

Color

L :

Data Values

[w] show Data Labels

Data F'-I::rsitiun| Inside First, Outside Oth... | =

CQutside First, Inside Otherwiss
«  Inside Frst, Qutside Otherwiss

(8] Cancel Apply

5.  Once you have completed formatting the chart, click OK.

BOB.J Chart
500
w400
=
=
=
2 300
-4
s
E 200 All Measures
E Humiber of
= 100 Positions

'3@‘( % ﬁwﬁ\ﬂ i’v}g
L

Job Pay Area

B
=]

listigray i Aaws
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r— All areas of the chart can be formatted by selecting the chart area from the drop down
menu in the Format Chart prompts box.

Format Chart

Select chart area: | Plot Area -
Design
Background Title Il
Diesign Legend p
Background Category Axis
Design Valus Axis

Backaround »  Plot Area

Changing Data Objects in a Chart

In Web Intelligence, you can change the data objects within a chart after the chart has been created
by right clicking on the chart and selecting Assign Data.

1.  Right click on the chart and select Assign Data.

o Dt Ctrl+X

5

5 Copy Cirl+C of

T Paste Cid+v &
Tumn Into r
A ?‘}L'E'
o wl  Assign Data... )

A Series Colors 3

|}

Job p L% Format Chart Plot Area...
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2. You can change the Category Axis and/or the Value Axis by using the drop down arrow
beside the specific axis and selecting the object from the list that you want to change to the
report. You may also add a data object by clicking on the + option beside the selection box..

Assign Data... 7] 2
<

o virtual dimension composed of
P | Measurs Name is restricted to one
OCCUITENCE.

Category Axis
Joh Pay Area -+ X

Value Axis 1
Number of Positions  =| + = X

= 2] Jan's BO165-T: Job Attributes w/s
Annual salary
Average Salary
FTE Annual Salary
Job Max Pay Level
Job Min Pay Level
Job salary Refersnce
Number of Employees

= ‘Variables
10% Increase
H < >
| QK | Cancel Apply

3. Once you have selected the data object(s) for your chart, click OK.

Filtering Data

After running a query, you may decide that you want only certain data to be displayed in your report.
The filters hide data that is visible in reports, charts, tables and graphs but the data is still available
within the WEBI report structure. Once a report filter is removed no additional data refreshes are
needed.

WEBI reports can be filtered using two methods:

1. Filter Bar - allows for the addition of multiple single value report filters on a report. This
method is also available in WEBI Reading Mode. For details in using the Filter Bar, refer to
the Toolbar Menu section within Lesson 5 - WEBI Reading Mode.

2. Input Controls - provides a convenient, easily accessible method for filtering and analyzing
report data. Use Input Controls to create a dynamic report depending on the selection in order
to enhance the report presentation and usability. Input Controls are report-specific.
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Creating Input Controls using Dimensions

1.  Click on the Input Controls button to open the Input Control left side panel.

Input Controls ~ £,

SEBMew Map Reset + 4

[a
=]
IEE There are no input confrols gefined on this report,
To define & new one. click the Mew butfor.

(71 |

2. Click on the duplicate report tab 2 and highlight the column for the dimension on which
the filtering will be done. In this exercise select Employee Subgroup.

3.  Click on New in the Input Controls panel to display the Select Report Object prompt.
Employee Subgroup should be highlighted.

Select Report Object

|:-E.'!_|
*

Select the report object assigned to the input control

= ﬂéBmes-T: Job Attributes w/fo OrgUnit - Tesing for BOBJ Materials
! Cal Mth/vr
Employee Subgroup
= & 1ob
# Job - Key
! Job Pay Area
1 Job Pay Group
! Job Pay Type
----- Average =alary
----- Job Max Pay Level
----- Job Min Pay Lewel
----- Job =alary Refersnce
ww Mumber of Positions
[ Variables

« Previous MNext = Cancel
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4.  Click Next to display the Choose Control Type prompt. In this exercise you will select
Simple Selection, Radio Button.

Choose Control Type ¥ X

Select a control and its associated properties

Simple Selection Input Control Properties
= Entry field
A PP Radio buttons: Use radio buttons to select one value from a list of possible values, Al

slternatives are always displayed and the chosan value is selected.

Control type Radio buttons

Hame Employee Subgroup

Diescription

List of values From repart -

Use restricted List of Values Vs

Multiple Selections A
Allow selection of all values Yes

B
Check box ) .
lj_ Allows selection of null values [] Yes

Double slider Default vabue(s)

Filt=r operabors Equal to -
Humber of line{s) 5
L

a  Simple Selection: allows you to select one value from a list of possible values.
b Multiple Sections: allows you to select several values from a list of possible values.
5.  Click Next to display the Assign Report Elements prompt.

r— Input controls can be applied to the entire document, not just a single report. This is
helpful where there are multiple reports that need to be filtered in a single document.
Applying an input control to all reports allows global control of the data displayed in
elements like tables, charts, and sections. To apply the input controls to the entire
document, click on the Whole document option on the Assign Report Elements prompt.
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I Assign Report Elements

Select report elements to assign them to the input control

Report object # Employes Subgroup Control |- Radio buttons

) Whole documenz | ® current report |

= 3 BO165-T: Jub Attributes wio OrgUnic

= = [Je0165-T Job Attributes without OrgUnit
[#] Page Header
(= [E] Page Body
= [51 O cal Mthyve

M Block 1
|F|] Page Footer

| <Previous | Fmish || Cancel

o

Input Controls can be associated with the report elements such as Page or Section

Headers, Page Body or Page Footers. In this exercise the value you are filtering on is
included in Block 1.

6.  Click Finish

—  Report Input controls.

“EMew Map Reset t 4

* Document Input controls {0)

| = Report Input controls (1) I

Employee Subgroup -
All values
FT EPA ~

FT N-FLSAQT Parm
FT N-FLSAQT Perm JB3
FT N-FLSAOT TL
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—  Document Input controls.

Input Controls ~
“ENew Map Reset + 4

Employee Subgroug 4 ®m X
® Al values

FT EPA

FT N-FLSAOT Perm

FT N-FLSAOT Perm JBS

FT N-FLSACT TL

| ™ Document Input controls (1) I ]

®

L]

| ™ Report Input controls ()

7.  Selection of one value in the input control selection will result in applying the filter
criteria to the result in the report. In the example below, FT S-FLSAOT Perm is selected.

[imput controls -« [JPANE

9 Mew Map Reset T 4
= Document Input controls (07

* Report Input controls {1}

Employee Subgroup

vt F 1IN TLDALT FETLN

() FT N-FLSAOT Perm JBS
I FTM-FLSACT TL

® FT S-FLSAOT Perm
|O FT S-FLSACT Perm JBS

r—~

You may have multiple input controls within a report.

Employee
. Subgroup
4 = X = _
30000315 Accounting Clerk I FT SFLSAOT Perm
A 300003158 Accounting Clerk I FT S-FLSAOT Perm
30000319 Accounting Clerk % FT S-FLSAOCT Perm
LY Accounting Clerk
INNNE7S  Sonendienr W = =W WY W% 5=

8.  To add a second Input Control, highlight the column for the dimension on which the
second filtering will be done. In this exercise select Job Pay Type.

9.  Click on New in the Input Controls panel to display the Select Report Object prompt. Job
Pay Type should be highlighted.
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10. Click Next to display the Choose Control Type prompt. In this exercise select Multiple

Selection, List box.

Choose Control Type

Select a control and its associated properties

X

Simple Selection

Input Control Properties

= Entry field
= Combo box List bow: Use a multiples list box to select several values from a list of possible values.
2 padio buttons All alternatives are always displayed and the chosen values are selected.
[=H List box
Calemdar Control type List baox
TR Spinner Mame |J|:|I:| Pay Type |
= Simple slider
= Tree list Description
List of valuss | Fram repaort "|
IUse restricted List of Values Yes
PRt Selertoon Allow selection of all values  [f] Yes
Default value(s) | | |
Filter operators | In List '|
Number of line(s) 5 |
< Previous Cancel
11. Click Next to display the Assign Report Elements prompt.
updated - 3/1/16 Page 105
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= Remember, input controls can be applied to the current report or to the whole
document.
Pﬁssig'l Report Elements L. |

Select report elements to assign them to the input control

Report object 4 Job Pay Type Control List bax

() Whele document (® Current report

= 3| BO165-T: Job Attributas wio OrgUnie

= & [] B0165-T Job Attributes without Orglnit
[£] Page Header

= [E] Page Body
= [ O cal mehyve

M Block 1
|F] Page Footer

R o P o S P N o A

< Previous | Fmish || Cancal
r— Input Controls can be associated with the report elements such as Page or Section

Headers, Page Body or Page Footers. In this exercise, the value you are filtering on is
included in Block 1.

12. Click Finish.
Input Controls - o
S8 Mew Map Reset + 4
| = Document Input controls (0)
* Report Input controls {2}

Employee Subgroup %
L F1 Lo penn

() FT N-FLSAGT Perm JBS ~
() FT N-FLSAOT TL

[® FT 5-FLSACT Perm

(| FT S-FLSACT Perm JES W

| e ol el o I ol W ol TP

Infarmation Tech
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13. Selecting of one or more values in the Input Control selection and pressing OK will result
in applying the filter criteria to the result in the report. In the example below, Graded and
Banded are selected in the second filter. The first filter on Employee Subgroup remains as
FT S-FLSAOT Perm.

Map Reset |
[ Employee
= Document Input controls {0) | Subgroup
* Report Input contrals (2) i :
I 30000325 Supervisor W FT S-FLEAOT Perm Graded
Sl m % 30003118 Security Guard FT S-FLSAOT Perm Graded
) FT N-FLSAOT Perm _
= s 30003145 Security Officer 1| FT 5-FL5AOT Perm Graded
() FT N-FLSAQT Perm 185
™) FT N-FLSAOT TL 30002146 Security Officer 111 FT S-FLSACT Perm Graded
|@ FT 5-FL5ACT Perm I v 30002148  Military Security Supervisor FT S-FLSAOT Perm Graded
FT 5-FLSACT Perm JBS
=M 30002154  Security Coordinator FT S-FLSACT Perm | |Graded
Job Pay Type & 230002176 Security Supervisar FT 5-FLSAOT Perm Graded
Flat Rata 31000000 Accounting Technician FT 5-FL5AOT Perm Banded
T-Grade ~
Graded m 31000025  Accountant FT S-FLSAOT Perm Banded
Information Tech W
Banded 310001840 Property Security Officer FT 5-FLEAOT Perm Banded
r— To remove the Input Control, click on the Remove icon on the Input Control toolbar to

return the results to their original, unfiltered state.

B Mew Map Reset + +

| ™ Document Input controls {0)

| ™ Report Input controls (2)

Employes Subgroup a4 &= -1
FT N-FLSAOT TL

e
® FT 5-FLSAQT Perm
FT 5-FLSAOT Perm JBS
FT 5-FLSAOT Pros [

FT 5-FLSAOT TL

litigrad s i@ Mamnsaid
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Creating Input Controls using Measures

1.  Click on the Input Controls button to open the Input Control left side panel.

Input Controls -~ 21

2B Mew Map Reset + +

=]
IEE There are no input confrols defined an Hhis reoort,
To dsfine & new ane, click the New buitan.

(7l |

2. Highlight the column for the measure on which the filtering will be done. In this exercise
select Job Salary Reference.

3.  Click on New in the Input Controls panel to display the Select Report Object prompt. Job
Salary Reference should be highlighted.

Select Report Object o

Select the report object assigned to the input control

=] ﬁéamﬁs-T: Job Attributes wfo OrgUnit - Tesing for BOBJ Materials
| Cal Mth/¥r
| Employee Subgroup
E # lob
% Job - Key

! Job Pay Area
! Job Pay Group
| Job Pay Type

----- Average Salary

----- Job Max Pay Level

| " Job Salary Reference
[=] 13

< Previous Mext = | Cancel

4.  Click Next to display the Choose Control Type. In this exercise, select Multiple Selections,
Double slider.
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r— Double slider: Use the double slider to select two values from an interval. You must set
interval bounds and default values. The values change as the slider is moved.

Choose Control Type X
Select a control and its associated properties
Simple Selection Input Control Properties
= Entry field
EF combo box Double slider: Use the multiple slider to select two values from an interval. This
i buttons control requires interval bounds and default values to be specified; the value
increases as the slider is moved.
= Spinner Control type Double slider
= Sim ple slider Mame Job =alary Reference
= Description
Min value
Max valus
Multiple Selections
Increment 1
Default value(s)
Min value
Man value
Filter operators Betwesn -
Q Missing: Default valus{s), Min valus, Max valus
< Previous Mext = Cancel
5.  Set the minimum and maximum numerical values in the Input Control Properties. Once

entered in the Min Value and Max Value fields, the values default to the Default value(s)
field. In this exercise set the Min at 30000 and the Max at 120000

6.  Set the Increment - The amount by which the input control increases/decreases a numeri-
cal value when you are choosing a value. In this exercise set the Increment at 10000.
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7.  Set the Filter operators - The operator that the input control uses to filter the associated
report elements. In this exercise set the Filter operator at Between.

I:_\JF_I
’
B

Choose Control Type

e
Select a control and its associated properties
Simple Selection Input Control Properties
= Entry fisld
EF combo box Double slider: Use the multiple slider to select two values from an interval. This
S gadio huttons control requires interval bounds and default values to be specified; the value
B List bax increases as the slider is moved.
B catendsar
= Spinner Control type Double slider
= Simple slider Mame |J|:|!:| %alary Reference
= Tree fist
Description
Min value
Max valus 120000
Multiple Selections
: . Increment
g Check box
EE List bar Default value(s)
e (o]
Filter operators | Betwesn -
< Previous Ment = Cancel
8.  Click Next to display the Assign Report Elements prompts.
r— Input Controls can be associated with the report elements such as Page or Section

Headers, Page Body or Page Footers. In this exercise, the value you are filtering on is
included in Block 1.
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9.  Click Finish. The input control appears on the Input Controls panel.

for né' wx # |=[IobSalany

“E Mew Map Reset + 4
| ™ Document Input controls (0)

| ™ Report Input contrals (1)

Job Salary Reference # 30000315 Accounting
'—2”'3'@] 30000315  Accountin
L} 30000318  Accountin
30000
30000315 Accounting . 40,224 33810
r— The values associated with the input control are displayed in the report.

10. You can change the value of the variable using the slider control. In this exercise, using
the double slider, change the min value to 50000 and the max value to 90000. The values
associated with the double slider input control are now displayed in the report.

Fx ' w4 |=[JobSaly

“EMew Map Resst + 4
| ™ Document Input controls {0)

|_™ Repart Input contrals (1) Job Desc

Job Salary Reference % Employm
30001087 Regional

90000

Employ
30001081 Manager ¢

Employment|
30001100 Manager | 72,246 58,346

80,780 72,832

i
50000

Creating Sections and Breaks

You can create sections and/or breaks in your reports to make the data easier to read and navigate
between.

Creating a Section

A section distributes the data into multiple free-standing cells called section headers. Each section
header contains one value for a dimension, with a block of data that corresponds to the dimension
value. It allows you to split report information into a smaller, more comprehensible part.

r— Remember it is good practice to first make a duplicate of the original report tab before
making major modifications. This way, if the changes go badly, you still have the
original version of the report in a separate tab.
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1.  First let’s duplicate the Report 2 tab by right clicking on the Report 2 tab and selecting
Duplicate Report in the pop-up menu. An exact copy of the Report 2 tab is added to the
document and is now the active report. You can rename the tab by right clicking on tab
and select Rename Report from the menu or you can double click on the new report tab
and type the new name. You should now have 6 report tabs.

2. Select the column you want to define as a Section.

3. Once you have selected the column which you want to apply the section, right click and
select Set as section from the menu. Note: Set as section is also located in the Report
Elements tab under the Tools sub-tab. In this exercise select Employee Subgroup.

nE -
gj Set as section
Turn Ink L4
SEP 2015 e
Edit Formula...
Linking L
Group L4
Filter L4
Ranking L4
Job Desc : Sort ’
30000314  Accounting Clerk Il Temp FT| "= Break g
:::én: . b
30000315 Accounting Clerk I Temp FT| - fide
30000315 Accounting Clerk Il FTeFLg  fomatingRues
Text L
30000318 Accounting Clerk IV Temp FT
Format Cell...
2NN 40 Arrmnmtime D larls F CT € Cl Cre——wwes —_
4.  The dimension, Employee Subgroup is now a Section Header.
Temp FT 5-FLSAOT |
Job Pay Area
i 30000314  Accounting Cleri I Graded Annual Salaries
i 30000315 Accounting Clerk I Graded Annual Salaries
1
| 30000318 Accounting Clark N/ Graded Annual Salaries
1
E 31000025  Accountant Banded Career Banding
FT 5-FLSAOT Perm
Job Pay Area
30000315 Accounting Cherk 11 Graded Annual Salaries
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5.  To remove the Section, drag and drop the dimension back to the report block.

ITemp FT 5-FLSAOT

N
Al I Temp FT 5-FLSAOT oty ]|
Wil 7 =[Employp== Subgroup] (Drog fers G0 insert o=l

30000314  Accounting Clerk I Graded Annual Salaries GR54

Creating a Break

A break is a division within a block in which data is grouped according to a selected dimension or
measure into self-contained sections. Breaks are represented as smaller tables within the same block
of data. You use breaks to display all the data for each unique value of an object in separate parts.

Breaks offer the following advantages:
*  You can more efficiently organize how your data is represented.

*  You can display subtotals.
*  You can display sub-aggregations.
When you apply a break to a hierarchy the break occurs on all hierarchy members at all levels.

When you apply a break in a report a default sort order is applied.

When you insert a break on an object the values for the object are automatically sorted in ascending
ordering.

1.  Select the column in the report which you want to apply the break, right click and select
Break, Add Break from the menu. Note: Break can also be found on the Report Elements
tab, under the Table Layout sub-tab. In this exercise select Job Pay Type.

Temp FT S-FLSAOT

iy, Ranking »

| sort r
Break y =
Job Desc I Hide » |22 Remove Break
— 2 = Remove All Breaks
30000314  Accounting Clerk Ii B Formetting Rules g o
] Text L Manage Breaks...

30000315 Accounting Clerk I Gra . =]

Format Cell...
30000318 Accounting Clerk WV Grauzu IO ol T GREG 2
1NN R Arcnnintant Randad Marear Randinn TN R 2
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2. The dimension, Job Pay Type is now separated within the one block as a break.

Temp FT 5-FLSAOT

30000314  Accounting Cherk 1l
30000315 Accounting Cherk I
30000313 Accounting Chark IV

Graded

31000025 Accountant

FT 5-FL5AOT Perm

3.  Toremove a break, right click and select Remove Break or Remove All Breaks from the
menu. You may also remove the break(s) using the Break tab.

Calculating Totals and Subtotals

Web Intelligence calculations enable you to quickly add information to your report. You can sum the
values in a column, count the number of values in a column, and display averages and percentages.
Many of the calculations only work with numeric data. The type of data determines which calculation

functions are available.

The following table shows the available calculations and data types:

Calculation Object Type Description

Sum Dimension and Measure Calculates the sum of the selected data.
Count Dimension Counts distinct rows.

Count Measure Counts all rows.

Average Dimension and Measure Calculates the average of the data.
Percentage Dimension and Measure Displays each row’s percentage of the total.

Once you have divided your report into sections, you can add section totals and subtotals.

1.  Select the report tab with the Sections and Breaks.

2. Highlight the column you want to calculate the sum. In this exercise select the Job Salary
Reference column.
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3. Click on the Analysis tab and select Sum from the drop down beside Sum in the Functions
sub-tab.

ﬂ;c-::ess[ Analysis |/ PageSetl.pl

" Display | Conditional | Interact | Functions | |
rols - Group - Break - %l Sort - = Sum ~ | Count More -
Reference] | v & _
7 Default Aggregation

4. The sum of the Job Sal Ref values is added for each Break and a total sum is added for
each Section.

Temp FT S-FLSAOT

Job

Max

Pay Job Sal Average

Level Ref Salary
30000314  Accounting Clerk Il Graded Anng . 24190 33687 28938 0.00
30000315 Accounting Clerk Il .ﬂ.'nw 2538 3T 412 31 306 0.00
30000318  Accounting Clerk IV Annu 27,013 40,224 33619 34 07040

Graded } Sum: 93,953

Job Sal Average

Ret Salary
J10000Ls  Accountant Banded Carey 37,01 96,811 24,344 0
Banded - Sum: 50,342 |
- sum: 153,295
5.  Toremove the Sum, click on Sum from the drop down menu in the Functions sub-tab.

Exporting the report

A report can be exported to another application for sharing or manipulating.
1.  Click on the Export icon from the tool bar menu:
There are 3 options to export.

a  Export Document As - this allows you to export the entire report - if you have added
additional reports to the original. You can export them all into separate tabs in an
Excel workbook.

b  Export Current Report As - this allows you to only export the active report you have
on your screen. If you have added additional reports, they will not be exported.
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¢ Export Data to CSV - this allows you to export the data in the report as a Comma
Separated value to then import into another format.

2. Select Export Document As - For this exercise you will choice Excel (.xlsx) from the
additional menu.

= I = - | | [ Track - ¥ Filter B:
Export Document As L4 | -
Export Current Report A= * PDF
Export Data to C5V ... Excel (xdsx)

Excel [.ds)
CSV Archive

I =t

r— When exporting to Excel from Web Intelligence, choose the ‘Excel 2007’ format in order
to accommodate more than 65K rows. If you have more than 65K rows of data and you
choose the ‘Excel’ format for exporting, your data will be split into two worksheets in
Excel with the first sheet containing the 65K and the remainder will be placed in a
second sheet.

3. You will be asked to either Open or Save the File Download. Select Open. The option you
see will be dependent on your MS Office version being used.

~

[l

Do you want to open or save WEBI DESIGN B0165-T_ Job Attributes w_o OrgUnit.ds (16.5 KB) from bi.mybeacon.its.state.nc.us?

Open Save b Cancel

.
File Download ﬁ
Do you want to open or save this file?
@ ] Name: B0165-1__Job_Attributes_w_o_OrgUnit.xls
Hl Type: Microsoft Excel 97-2003 Warksheet, 12.5K8
From: bi.mybeacon.its.state.nc.us

Cpen ] [ Save ] [ Cancel l

i i While files from the Intemet can be useful, some files can potertially
d- harm your computer. f you do not trust the source, do not open or
= save this file. What's the risk?
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4.  Your report will be exported to Excel where you can save the file for later manipulation

and use.
=] E WERT DESIGN B0165-T_Job Attributes w_o OrgUnit [Read-Only] [Compatibility Mode] - Excel T A - A %
HOME = INSERT  PAGELAYOUT  FORMULAS  DATA  REVIBW  VIEW Terry P. Senter +
o . = it ing - - -
; B % [l T A s ==E®- |5 |l 1 E& Conditional Formatting %mlmert > QY i
| =l [ Format as Table ~ EDelete ~ [¥]~ i Fnaa
aste R - . = = - «0 00 . ort n
|7 e Bpru-jd-S-aA- @S Sc% 0 WA Heaisyes- EFormat- L Fifer - Select
{ Clipboard & Font 5 Alignment 5 Number 5 Styles Cells Editing ~
[~ - f v
i B c D E F G H J K =
110
3 | MAR 2015
3 AR

Job Min Job Max

1 Employee JobPay  Numberof Pay  Pay Job Sal  Ave
[ =l Job Job Desc Job Pay Type Subgroup Job Pay Area Group Positions  Level Level Ref
Temp Sol FT 8-
6 | 30000005 Communications Center Operator Graded FLSAOT Annual Salaries GR57 1 25381 37412 31396
r
q Temp Sol FT S~
7 | 30000257 Administrative Services Assistant V Graded FLSAQT Annual Salaries GRE1 2 28875 43422 36148 3
r
FT S-FLSAOT
!'8 30000257  Administrative Services Assistant V Graded Perm Annual Salaries GRE1 34 28875 43422 36148 ¥
i r
E PT S-FLSAQT
4 9 | 30000257 Administrative Services Assistant Graded Perm Annual Salaries GRA1 1 28875 43422 36148 34
r
b Temp Sol FT 8-
10 | 30000275 Administrative Secretary | Graded FLSAOT Annual Salaries GRS58 2 28159 38,784 32472 24
E) r
i FT S-FLSAOT
11| 30000275 Administrative Secretary | Graded Perm Annual Salaries GR53 19 26150 238784 32472 2
-
Temn FT S- -
3 BO165-T Job Attributes without Table Column Chart Line Ch .. 1 3
READY B b o————% s

Printing the Report

WEBI allows you to print the report. The system will convert it to a PDF document first and then ask
you to either Open or Save before printing.

1. Click on the Print icon on the toolbar menu:

e
=1 RN g R o B

Print (Ctrl+P)

tes| Export to PDF for printing

2. Click on Open from the File Download box.

Do you want to open or save WEBI DESIGN BO165-T_Job Attributes w_o OrgUnit.pdf (1.56 MB) from bi.mybeacon.its:state.nc.us? X

Open Save |v| Cancel
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3.  The report will open in PDF with normal options available - including Print.
@wwmm_a OrgUnitpdf - Adobe Reader o|&] B
[ File Edit View Window Help x

=) open ‘ S Ze B = | ) /53& ‘ (- -|-‘ ‘ ® kg |"' Tools  Fill &Sign ;| Comment

WEBI DESIGN B0165-T: Job Attributes w/o OrgUnit as of MAR 2015 Execuon e

MAR 2015
Job
Number Min
Job Pay Employee Job Pay of Pay
Job Desc Type Subgroup Job Pay Area Group Positions Level
Temp Sol FT
30000005 Communications Center Operator Graded S-FLSAOT Annual Salaries GR57 1 25381 T4
Temp Sol FT
30000257  Administrative Services Assistant V Graded S-FLSAOT Annual Salaries GR61 2 28875 434
FT S-FLSAOT
30000257  Administrative Services Assistant V Graded Perm Annual Salaries GR61 34 20875 4340
PTS-
FLSACT
30000257  Administrative Services AssistantV Graded Perm Annual Salaries GR61 1 283875 434:
Temp Sol FT
30000275  Administrative Secretary | Graded S-FLSAOT Annual Salaries GR58 2 26,159 38,7¢
FT S-FLSAOT

Save As

WEBI allows you to save reports to your Favorites folder. You can not save to the Public Folders. It is
important to remember that if updates are made to the report located in the Public Folders your saved
report will not be updated.

By Default, data refreshes each time the report is opened.

1.  Click on the Save As option on the File toolbar.

/ File |~ Prnperﬁesl

HE-TS 62

lisdigrd s i Nawrsiid alalast
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2.  In the Save As dialog box click on the Favorites Folder Drawer, then the Favorites Folder
file. You may update the File Name, Description and Keywords fields. Click the Save but-
ton at the bottom of the screen.

Save As 2

Al ]« «Ellof1 » ¥
| Favorites Folder Title « Last Run Time

B- Favorites Folder ¥ Temy's B0165-T: Job Attributes w/fo OrgUnit

» T e sk it liineink:
repertdisptaya-detai-ahot-a-job-incodimrjebnr

¥ WEEI DESIGN BO165-T: Job Attributes w/o OrgUnit
This report displays detail about a job induding job m

Public Foldars
File Name: [WEBI DESIGN B0165-T: Job Attributes wjo OrgUnit | !
Save As Type: [Wweb Intelligence ] I
S

Description: [hls report displays detail about a job induding job minfmax/ref information without Org Units. 1 have added a table A|

and two charts to this report. W
Keywords: Job, Job Details, Job Attributes, Chart, Table, Termy's Report |
Assign Category:

Refresh on open
[[] Permanent regional formating

| Save Cancel ’

3. You will now see the report listed in the My Documents drawer - My Favorites folder:

Home [roetlfo iy WEBT DESIGN BO165-T: 1.

View New Organize More Actions | Details
My Documents I Title » Type Last Run
B [55] y Favorites 2 Tem/s BO0165.T Job-Atbsibutacwlo-Crglinit Web Intelligence

u ¥ WEBI DESIGN B0165-T: Job Attributes wfo OrgUnit Web Intelligence

r— Each time you run this report, the data will refresh.

Creating a Variant

If you run a specific Web Intelligence report with the same set of values often, you can create a prompt
variant which saves the values in the prompts for reports saved in your My Favorites folder. You must
first create, run and save the WEBI report in your My Favorites folder. Now that you have a saved
report, run the report. Once the prompt screen is displayed and the value(s) is selected for the
appropriate prompt(s) complete the following steps to create the prompt variant.

1.  Click the Create Prompt Variant icon (= . This will open a Create prompt variant box.

MMM 308 & Chief OF Security (DOP
: P

: Create prompt variant My

' P
Name ’
e £

| o Cancel ¥

L5 F

_u AR L ] EMplcyment Sacurty F
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2. Enter the desired name of the variant.

MM 108 | | « | |Chief Of Security (DC

3. Click OK

4.  The prompt variant has been saved and is available to use in this specific report.

Prompts 2

]

Available prompt variants | Security Jobs

& @ x

| Rssistant Chisf OF Security (DOP)]

[} Exclude Employee Subgroup {Co 1 | Chairman- Empl nt Securi
- ployme urity
Refrash Values Te- i Chief Information Security Officai
To s2e the content of the list, click « Chief Of Sacurity (DOP)
the Refresh values button. —— | Employment Security Manager (C

Employment Security Manager I
Employment Security Manager 11
Employmeant Security Manager 11

Employmant Security Operations
Employment Security Regional M
Employment Security Research A
Employment Security Research A
Enterprise Risk & Security Directc ¥
Entzmn'se and Security Ard1>ltect
"3 -
< >
* Reguired prompts
oK Cancel
5.  Click OK to generate the report.
r— It is very important to save your report often while working in Design mode.
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6.  The next time you run the report from your My Favorites folder, you can see any saved
prompt variants by clicking on the drop-down menu.
s ....'. s '... e e e e e e e e s i e prrarrey

Awailable prompt variants |

? b Assistant Chief OF Security (DOF
@  Euclude Employes Subgroup (Co

Chairman- Employment Sacurity @

- Chief Information Security Offic:
Ta see the content of the list. dick| | < | Chief OF Seourity (DOF)
the Refresh values button. " Employment Security Manager [

Employrent Security Manager 1
Employment Seourity Manager [
Employrent Security Manager I
Employment Security Operation:
Employment Security Regicnal b
Employment Security Research
Employment Security Research
Enterprise Risk & Security Diracl ¥
En'ternn{ is= and Securitv Ard)'ilrbac

* Required prompts

— | Cancel |

7.  Select the variant from the Available prompt variants drop-down menu according to the
data you would like displayed in the report. In the example below, Accountant is selected
therefore the report will only display the data for Accountant jobs.

Prompts
Avzilable prompt variants | Accountant -~ H H X
* Job(s) (Mar v Accountant Accountant
&  Exclude Employes Subgroup (T2 Security Jobs | e i Acoountant
s Accountant
Ta see the content of the list, - | Accountant I
dick the Refresh values button. Bccountant IT
Accountant IIT
Accountant IV
Accountant V
{ >
* Required prompts
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8.  Click OK to run the report.
B0165-T: Job Attributes w/o OrgUnit as of
FEB 2016
30012947 Accountant Graded
31000025 Accountant Banded
r— There are some limitations with using prompt variants. First, it does not support

manual entry in the prompts and second, the prompt variant does not get saved with a
new copy of the report. If you save a copy of the report in your My Favorites folder you
will need to create a new variant for the new report. It should prove helpful to users
when a report is used often with the same or very similar prompt selections, especially
if the selections are complex.

SUMMARY

In this lesson, you learned to:

*  Open a WEBI report and change to design mode to analyze and explore data
+ Add Columns and Variables to WEBI Reports

+ Add Tables and Charts to WEBI Reports

*  Save a WEBI report to My Favorites Folder for future access

+  Create a Variant
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Course Review

Introduction

Lesson 1° Business Objects Definitions and Launch Pad
Lesson 2: Dashboard Reports

Lesson 3° Crystal Reports

Lesson 4: Web Intelligence - Reading Mode

Lesson 5: Web Intelligence - Design Mode

Lesson 6 Course Review

Course Objectives

In this course you learned to:

Understand the definition of Business Objects

Understand the definition of Launch Pad and the components

Understand the definition and view Dashboard Reports

Understand the definition and view Crystal Reports

Understand the definition Web Intelligence Reports

Open a WEBI report and change to design mode to analyze and explore data
Add columns and Variables to WEBI Reports

Add Tables and Charts to WEBI Reports

Save a WEBI report to My Favorites Folder for future access

Create a Variant

Next Steps

Monitor BOBJ Information:
BEST Shared Services website (BOBJ Information site)

—  URL: http://www.osc.nc.gov/BEST/support/support_BOBdJ.html
BOBJ What’s New link
—  URL: http://www.osc.nc.gov/BEST/bobj_what's_new.html

Access the Training HELP site

URL: http://www.osc.nc.gov/training/osctd/help

Other Resources

_Help Folder within Business Objects Reporting Tools
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Keep your training materials close by as a ready reference.
Need Assistance?

You may either call BEST at 919-707-0707 or email BEST at BEST@osc.nc.gov to log the inci-
dent. If you email BEST, be sure to include BOBJ in the subject line of the email so the incident
will be escalated to the correct group for assistance. If possible, include screen shots and
detailed information on the question or issue to assist with troubleshooting.

If you are experiencing technical difficulties, refer to the State Desktop PC and Browser Setting
Requirement documentation.

URL: http://www.osc.nc.gov/BEST/support/PC_Minimum_Require-
ments_State_owned_PCs.pdf

Course Evaluation

Follow the instructions given by your instructor to complete your evaluation of today’s class in the
Learning Management System (LMS).

7  Don't forget to click the SUBMIT button---TWQ DIFFERENT TIMES

CONGRATULATIONS!

You’ve completed the course!
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	6. There is a Print option available on the dashboard if you wish to print the information.

	BOBJ220 - Business Objects - Crystal Reports
	Objectives
	Definition of Crystal Reports
	To Open and View a Crystal Report
	1. Double-click on the B0165-T Crystal report title in the Workspace Panel. You may also right-click on the report title and select View.
	2. Once the report is open, you will see a Prompts box. This box contains the values that are defined for the report. Any value that contains an asterisk (*) is a required field. You must enter a value in these fields before you can view the report.
	3. To make a selection, click the Show LOV picker icon - .
	4. This will open a selection box for you to select values for prompts.
	5. Now that you have selected your value(s), click OK.
	6. Once all selected values for prompts are entered, click the Run button in the lower right hand corner to run the report.
	7. The report will appear in the Workspace.

	Navigation Panel
	1. Find Option - Click on the Find icon to open the Find panel. This allows a search for titles, keywords, and/or measures within the report. The search results will be listed in the Find panel.
	a Type the title, keyword, and/or measures in the search field.
	b Click on the binoculars to display the search results.
	c Click on the result found to navigate to the selected result.
	d Click on the double arrows in the top right corner of the panel to minimize the Find panel. Your search will remain in the search panel while the report is open.

	2. Group Tree Icon - - Click on the Group Tree icon to display the Group Tree panel. The headings for each group in the report are displayed in this panel. To show all groups reflected in the report click on the plus sign to expand.
	a Selected Crystal Report without group headings - shown below:


	Toolbar Elements
	a Click on the File drop down on the toolbar and select Create Shortcut in My Favorites:
	b You will then see the report shortcut in your My Favorites folder:
	c Once the title, description, and/or keywords as been changed, click on the Save & Close button located in the bottom right corner.
	a Once you have selected your format, the system defaults to export All Pages. You may elect to export only a portion of the report by entering a page range in the appropriate box. Once you have determined the export criteria, click on the Export but...
	b Once you click Export, the following box appears for you to determine if you want to open or save the exported file. The exported file will be saved on your computer and not within BOBJ.
	c File Exported to Excel:

	Prompt Selections for Organizational Units and Dates
	Selecting Organizational Unit(s) on Prompts Box
	Selecting Dates on Prompts Box
	a When you click on From Day and/or To Day in the Prompt Summary, the current date defaults in the value field(s).
	b To select another day, click on the month icon. This will bring up a calendar so you can select a new date. Double-click the date you wish to run the report for and it will populate in the value field.
	a Click in the drop down arrow beside the Calendar Month/Year value field option. This will bring up a list of dates available for selection. Double-click the date you wish to run the report for and it will populate in the value field.
	b Once you have entered the value, click on the binocular search icon to execute the search.
	c You will then see the list of dates narrowed to meet the search criteria. Click on the date you wish to use to select and show in the Prompts box.
	a Click in the drop down arrow beside the Calendar Month/Year Start value field option. This will bring up a list of dates available for select. Select the date you wish to run the report for and it will populate in the value field. Once the Start va...

	BOBJ230 - Business Objects - Web Intelligence Reading Mode
	Objectives
	Definition of Web Intelligence
	To Open and View a Web Intelligence Report
	1. Double-click on the report title in the Workspace Panel. You may also right click on the report title and select View.
	2. Once the report is open, you will see a Prompts box. This box contains the values that are defined for the report. Any value that contains an asterisk (*) is a required field. You must enter a value in these fields before you can view the report. ...

	Web Intelligence Modes of Review
	1. Reading Mode - simplifies the Web intelligence interface, providing only those functions associated with exploring and analyzing reports. Special functions associated with reading mode include the Filter Bar and Freeze mode.
	2. Design Mode - Design mode expands the Web Intelligence interface. It also allows you to explore and analyze reports. Additional special functions associated with Design mode are available, such as the Report Elements tab, the Formatting tab, the D...

	Reading Mode
	Toolbar Menu
	1. Click on the Save drop down arrow on the toolbar and select Save As
	2. You will then see a Save As box. You must click on the Favorites Folder drawer and then double click on the appropriate folder located in the Favorites Folder in order to open to folder. Click on the double arrow to expand the Save As box to revie...
	3. You may change the File Name and add additional information in the Description as well as in the Keywords fields. Once you have updated the field(s), click Save.
	4. The report has been saved and can be accessed by clicking on the appropriate folder located in the My Favorites folder.
	1. Click on the Find icon to display a Search Bar in the bottom left corner of the report tab.
	2. Type the word in the Search field and click the binocular icon. The result(s) will be highlighted in the report.
	3. Once you select the format, the following box appears for you to determine if you want to open or save the exported report/document. The exported report/document will be saved on your computer and not within BOBJ.
	1. Click on the Filter Bar icon to add another toolbar at the bottom of the basic toolbar menu
	2. Click on the key icon and then click Others to see the list of available data elements.
	3. Select the data element you would like to filter on. The data element selected will appear in the filter bar as an item that can be used for filtering.
	4. Click on the drop down box and select the data value you would like to filter on to apply the filter.
	5. Once the filter has been applied, the rows not contained in the filter are hidden from view.
	6. To remove the filter from the bar, click on the drop down box and click (Remove).
	1. You must select a cell within your table in order to activate the Freeze icon.
	2. Click the Freeze drop down box and click on the number to Freeze Left Columns. If you click the 2 under the Freeze Left Columns, the first 2 columns remain visible while you scroll through the additional columns of the table.
	3. To unfreeze the left columns, clear the Freeze Left Column check box or select 0.

	Status Bar
	Navigation Panel
	BOBJ410 - Business Objects - Web Intelligence Design Mode
	Objectives
	Design Mode
	Toolbars
	1. Click on Formatting tab, Tools sub-tab, and Formatting option - after selecting a cell(s) on a report to set and change formatting to the text. Note that selecting any cell in a table will select the entire column.
	2. The following Format Cell Box will open for you to make your selections:

	Status Bar
	Navigation Left Side Panel
	Adding Objects to a report
	1. Change to Design Mode.
	2. First let’s duplicate the Report 1 tab by right clicking on the Report 1 tab and selecting Duplicate Report in the pop-up menu. You may also click on the Page Setup tab, Report sub-tab and Duplicate option.
	3. Click on the Available Objects button to show the list of available objects to select from. In this exercise, add the Employee Subgroup Text object to the report.
	4. To add the object to the report, left click on the object title and drag it to the report. You will notice a rectangle icon moving along with the mouse cursor indicating to drop here to insert cell.
	5. Once the Employee Subgroup - Text object has been added to the report, the field value will reflect: #REFRESH. You will then click on the refresh button to update the report with the added object information.
	6. When you click the Refresh button, it will bring the Prompts dialog box back up. If you are not adding any additional prompts to the report (your original list will show), click OK to refresh the data.
	7. Once the data has refreshed, you will see the values in the column on the report.

	Adding Columns, Creating Formulas, and Creating Variables
	Adding Columns
	1. Click in the last column of the report - Average Salary - to select the column. Either on the Report Elements tab, go to Table Layout sub-tab and click on the drop down arrow beside Insert and select Insert Columns on Right or right click and sele...
	2. The blank column will be added to the report.

	Creating a Formula
	1. Click in the first cell under the header row to highlight the new column you just added to your report.
	2. Click on the Edit the Formula button or right click and select Edit Formula:
	3. In the Formula Editor box, fill in the following values to construct the formula. You will be constructing the formula to calculate a 10% increase by multiplying Job Salary Reference by 10%.
	a Double click the Job Salary Reference measure to add it to the Formula box. Note that objects are always surrounded by square brackets in a formula, and that the equal sign that designates a formula is automatically added when you add the first object
	b Single click on the appropriate Available Operator - in this exercise select the asterisk (*) since we are multiplying.
	c Click in the Formula box beside the * and enter 0.10 - this is the 10% increase we want to base off of the Job Salary Reference value. Once you have entered the formula, you need to validate it to ensure that the syntax is correct by clicking the g...
	d Click OK
	e Click OK to close the Formula Editor
	f The calculation now displays in the new column.

	4. To add a title to the column, click in the column header area of the new column. Enter the title for the column in the cell formula bar text box and click the green check or you may double click in the column header and press enter once you have t...
	5. You will see your new title displayed in the column.

	Creating a Variable
	1. Click on the 10% Increase column to set as a variable and then click on the Variable icon on the formula bar.
	2. You will need to define a unique name for the variable, which will appear in the list of Available Objects. Name the variable in the Name text box to populate it and click OK.
	3. The name of the variable will now appear in the Variable folder in the Available Objects panel. You can now select it when building formulas, etc.
	4. Add another column to the far right of your report beside the 10% Increase column.
	5. Add a formula using the variable just created to add the 10% increase to the Job Sal Ref column. Click in the top blank cell of the new column, then click on the Edit the Formula icon. See the screen shot below for the formula set up.
	6. Once you have clicked OK, you will now see that the value of the Job Sal Ref column has been added to the 10% Increase column to give you a new value reflecting the total of the two columns.
	7. Add a title to the last column. In this exercise, title the column Job Sal Ref plus 10% Increase Total.

	Formatting Numbers
	1. Select both columns by clicking on the 10% column then click and hold the Control key on the keyboard and click on the Job Sal Ref plus 10% Increase Total column.
	2. Click the Formatting tab, go to the Numbers sub-tab and choose from a set of predefined formats in the Number Format drop down menu or right click and select Format Cell and then number.

	Freeze Columns/Rows
	1. Click on the Reading Mode for the report.
	2. Click in a data cell within your table in order to activate the Freeze icon.
	3. Click the drop down arrow beside the Freeze icon on the Toolbar.
	4. Select the number of columns to freeze from the drop down list. In this exercise select 3.
	5. Once you start to scroll to the right, you will see a dark gray line appear. The first three columns remain visible while you scroll through the additional columns of the table.
	6. To remove the Freeze option, clear the Freeze Left Column check box or select 0 (zero) from the drop down list. This removes the Freeze panes and scrolls the entire report.

	Creating a Table
	Dragging and Dropping Method for Creating a Table
	1. First add a new report tab to your report by clicking on the second report tab and selecting Add Report in the pop-up menu. You may also click on the Page Setup tab, Report sub-tab and Add Report option.
	2. Now that a new report tab has been added - click on the Report Elements tab and select the Table sub-tab.
	3. Click on the Define Vertical Table icon..
	4. Click in the Report Workspace Panel to insert a blank table. It is very important that you click in the Workspace area below the Header section.
	5. Click on the Available Objects panel to see the objects that you can add to the table.
	6. You must define the contents of the table by dragging the object to the table. In this exercise you will add the Employee Subgroup - Text, Position - Text, Job Salary Reference and Number of Position objects.
	7. Once all objects have been added to your table, you may have to click the Refresh icon in order for the data to pulled in the table.

	Choosing Table Layout Method for Creating Table
	1. First add a new report tab to your report by clicking on the Page Setup tab and selecting Add Report. You will see the Report 4 tab at the bottom of your report and a blank workspace. Note you may also right click on the current tab and select Add...
	2. Click on the Report Elements tab and select the Tables sub-tab.
	3. Click on the drop down arrow beside the type of table you wish to insert into your report. In this exercise you will select the first one to define a vertical table. Click on Define Vertical Table from the drop down.
	4. Click in the blank workspace to insert the table. The following dialog box will appear. It is very important to click in the Workspace area below the Header section.
	5. On the right hand side, you will see Columns listed with a drop down arrow. Click on the drop down arrow and select the object from the list that you want added to the report. Note that there is a + option beside the selection box. Once you have s...
	6. Once you have selected as many objects for your table as you wish, click OK. The table appears in the Report 4 tab. Note you may change the tab names by right clicking on the tab and selecting Rename or you may double click on the tab. You then en...

	Resizing Columns and Rows
	Adding a Header to a Table
	1. Click on the Header section within the Workspace Panel.
	2. Click on the Report Elements tab, select the Cell sub-tab and click on Blank.
	3. Click in the Header section to insert the blank cell. .
	4. The blank cell appears as a single line text box in your header.
	5. Double click inside the blank cell and type the name you would like to display in the Header. Press enter to display the name of your table.
	6. To format the cell, right click in the cell and select Format Cell
	7. You may change the General Size, Alignment, Font, Border, Appearance and Layout of the cell.
	8. Click OK once you have completed formatting the cell(s) your header. Your formatted Header will display in your report.

	Adding a Chart to Report
	1. First add a new report tab to your report by clicking on the Page Setup tab and selecting Add Report. You will see the Report 5 tab at the bottom of your report and a blank workspace. Note you may also right click on the current tab and select Add...
	2. Click on the Report Elements tab and then the Chart sub-tab. In this exercise, you will add a Pie Chart. Select the drop down arrow beside the Pie Chart icon from the toolbar menu and select Pie:
	3. Click in the blank workspace to insert the Pie Chart into the report. The following object will appear. It is very important to click in the Workspace area below the Header section.
	4. You must now choose the data you want to display in the chart. Open the Available Objects panel and drag and drop the desired objects directly onto the chart. Web Intelligence automatically determines how to display the data based on the chart typ...
	5. The chart now reflects the data you selected. For the objects you selected in this exercise, you have determined that the Pie Chart is not the correct type of chart.
	6. Web Intelligence allows you to convert the Pie Chart into another type of chart. Click on the Tools sub-tab located under the Report Elements tab, click on the drop down arrow beside the Turn Into icon.
	7. Select Column Chart for this exercise.
	8. The Column Chart now reflects more meaningful data to view.

	Adding a Title to a Chart
	1. Select the chart by clicking on the border of the chart.
	2. Once the chart has been selected, right click and select Format Chart.
	3. Click on the drop down arrow beside Select chart area and select Title.
	4. Click on Visible located in the General section so that a check mark appears in the box in front of the word Visible. Visible must be checked in order for the title to display on your chart.
	5. Type your title between the quotations in the Title Label field. It is considered a formula; therefore, it is important that the equal sign and quotation marks are not deleted.
	6. You may change the Layout, Text, Border and Background of your title within the Format Chart function.
	7. Click Apply to see the title and make additional changes if necessary. Once you have completed the formatting, click OK.

	Formatting Chart Areas
	1. Select the chart area by clicking on the border of the area you wish to format. In this exercise you will select the Chart Plot Area. Once the Chart Plot Area is selected, right click and select Format Chart Plot Area..
	2. The Format Chart prompts box will display. Click on Background in the left side panel to change the background color(s) to the plot area.
	3. To format the Data Series, you must select the Data Series area, right click and select Format Data Series.
	4. The Format Data Series prompts box will display. You can change data series to a custom color and/or select to show Data Labels.
	5. Once you have completed formatting the chart, click OK.

	Changing Data Objects in a Chart
	1. Right click on the chart and select Assign Data.
	2. You can change the Category Axis and/or the Value Axis by using the drop down arrow beside the specific axis and selecting the object from the list that you want to change to the report. You may also add a data object by clicking on the + option b...
	3. Once you have selected the data object(s) for your chart, click OK.

	Filtering Data
	Creating Input Controls using Dimensions
	1. Click on the Input Controls button to open the Input Control left side panel.
	2. Click on the duplicate report tab 2 and highlight the column for the dimension on which the filtering will be done. In this exercise select Employee Subgroup.
	3. Click on New in the Input Controls panel to display the Select Report Object prompt. Employee Subgroup should be highlighted.
	4. Click Next to display the Choose Control Type prompt. In this exercise you will select Simple Selection, Radio Button.
	a Simple Selection: allows you to select one value from a list of possible values.
	b Multiple Sections: allows you to select several values from a list of possible values.

	5. Click Next to display the Assign Report Elements prompt.
	6. Click Finish
	7. Selection of one value in the input control selection will result in applying the filter criteria to the result in the report. In the example below, FT S-FLSAOT Perm is selected.
	8. To add a second Input Control, highlight the column for the dimension on which the second filtering will be done. In this exercise select Job Pay Type.
	9. Click on New in the Input Controls panel to display the Select Report Object prompt. Job Pay Type should be highlighted.
	10. Click Next to display the Choose Control Type prompt. In this exercise select Multiple Selection, List box.
	11. Click Next to display the Assign Report Elements prompt.
	12. Click Finish.
	13. Selecting of one or more values in the Input Control selection and pressing OK will result in applying the filter criteria to the result in the report. In the example below, Graded and Banded are selected in the second filter. The first filter on...

	Creating Input Controls using Measures
	1. Click on the Input Controls button to open the Input Control left side panel.
	2. Highlight the column for the measure on which the filtering will be done. In this exercise select Job Salary Reference.
	3. Click on New in the Input Controls panel to display the Select Report Object prompt. Job Salary Reference should be highlighted.
	4. Click Next to display the Choose Control Type. In this exercise, select Multiple Selections, Double slider.
	5. Set the minimum and maximum numerical values in the Input Control Properties. Once entered in the Min Value and Max Value fields, the values default to the Default value(s) field. In this exercise set the Min at 30000 and the Max at 120000
	6. Set the Increment - The amount by which the input control increases/decreases a numerical value when you are choosing a value. In this exercise set the Increment at 10000.
	7. Set the Filter operators - The operator that the input control uses to filter the associated report elements. In this exercise set the Filter operator at Between.
	8. Click Next to display the Assign Report Elements prompts.
	9. Click Finish. The input control appears on the Input Controls panel.
	10. You can change the value of the variable using the slider control. In this exercise, using the double slider, change the min value to 50000 and the max value to 90000. The values associated with the double slider input control are now displayed i...

	Creating Sections and Breaks
	Creating a Section
	1. First let’s duplicate the Report 2 tab by right clicking on the Report 2 tab and selecting Duplicate Report in the pop-up menu. An exact copy of the Report 2 tab is added to the document and is now the active report. You can rename the tab by ri...
	2. Select the column you want to define as a Section.
	3. Once you have selected the column which you want to apply the section, right click and select Set as section from the menu. Note: Set as section is also located in the Report Elements tab under the Tools sub-tab. In this exercise select Employee S...
	4. The dimension, Employee Subgroup is now a Section Header.
	5. To remove the Section, drag and drop the dimension back to the report block.

	Creating a Break
	1. Select the column in the report which you want to apply the break, right click and select Break, Add Break from the menu. Note: Break can also be found on the Report Elements tab, under the Table Layout sub-tab. In this exercise select Job Pay Type.
	2. The dimension, Job Pay Type is now separated within the one block as a break.
	3. To remove a break, right click and select Remove Break or Remove All Breaks from the menu. You may also remove the break(s) using the Break tab.

	Calculating Totals and Subtotals
	1. Select the report tab with the Sections and Breaks.
	2. Highlight the column you want to calculate the sum. In this exercise select the Job Salary Reference column.
	3. Click on the Analysis tab and select Sum from the drop down beside Sum in the Functions sub-tab.
	4. The sum of the Job Sal Ref values is added for each Break and a total sum is added for each Section.
	5. To remove the Sum, click on Sum from the drop down menu in the Functions sub-tab.

	Exporting the report
	1. Click on the Export icon from the tool bar menu:
	a Export Document As - this allows you to export the entire report - if you have added additional reports to the original. You can export them all into separate tabs in an Excel workbook.
	b Export Current Report As - this allows you to only export the active report you have on your screen. If you have added additional reports, they will not be exported.
	c Export Data to CSV - this allows you to export the data in the report as a Comma Separated value to then import into another format.

	2. Select Export Document As - For this exercise you will choice Excel (.xlsx) from the additional menu.
	3. You will be asked to either Open or Save the File Download. Select Open. The option you see will be dependent on your MS Office version being used.
	4. Your report will be exported to Excel where you can save the file for later manipulation and use.

	Printing the Report
	1. Click on the Print icon on the toolbar menu:
	2. Click on Open from the File Download box.
	3. The report will open in PDF with normal options available - including Print.

	Save As
	1. Click on the Save As option on the File toolbar.
	2. In the Save As dialog box click on the Favorites Folder Drawer, then the Favorites Folder file. You may update the File Name, Description and Keywords fields. Click the Save button at the bottom of the screen.
	3. You will now see the report listed in the My Documents drawer - My Favorites folder:

	Creating a Variant
	1. Click the Create Prompt Variant icon . This will open a Create prompt variant box.
	2. Enter the desired name of the variant.
	3. Click OK
	4. The prompt variant has been saved and is available to use in this specific report.
	5. Click OK to generate the report.
	6. The next time you run the report from your My Favorites folder, you can see any saved prompt variants by clicking on the drop-down menu.
	7. Select the variant from the Available prompt variants drop-down menu according to the data you would like displayed in the report. In the example below, Accountant is selected therefore the report will only display the data for Accountant jobs.
	8. Click OK to run the report.
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