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 Your name?
e Your agency?
 How have you been using ER Web Intelligence?



Chapter 1

Overview



At the conclusion of class participants should have an understanding of
the these Web Intelligence features:

e Nested Queries e Data Tracking
e Creating Sections e Creating Variables
e On-Report Filtering e Merge Dimensions

e Working with Multiple
Queries



Additional Resource

SAP Business Objects Web Intelligence Product
Tutorials
 http://scn.sap.com/docs/DOC-7819



http://scn.sap.com/docs/DOC-7819

ER Hours of Operation
— 24/7 for viewing reports

— Dally AFRS Data updates are from 8 pm through Midnight — New and
existing AFRS queries cannot be generated during this time

System Maintenance — Between 12:00 am and 7:30 am on the Last
Monday of every month

Getting Support
— 8:00 a.m. to 5:00 p.m. Monday through Friday
— 360-407-9100
— solutionscenter@des.wa.gov
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Web Intelligence Access



Web Intelligence customers must have online access either through the
State Governmental Network (SGN) or through Secure Access WA
(SAW) for use from outside of the state firewall.

This guide only includes information for access within the SGN.

For access using SAW please consult the instructions at:

http://des.wa.gov/SiteCollectionDocuments/ITSolutions/Enterprise%20
Reporting/SAW _Instructions/BO_4.0 _SAW _Instructions.pdf



Type https://reporting.des.wa.gov into the address bar of your internet

browser and click Go, or press [Enter].

1. Enter your assigned User Name in the

2.

10

User Name field
Enter your Password in the Password
field.

e This application requires a
hardened password. Refer to
the password guidelines on the
next page.

Click the Log On button or press
[Enter] to initiate a connection to the
Web Intelligence.

f Washington Stfte Depanment‘of Hclp Desk:
j Enterprise Services (360)407-8176

HELP @

Enter your user information and click Log On.
(If you are unsure of your account information, contact your system administrator.)

User Name: | eruser1 79

Password:

Log On |

Fargot password, User name, or Enable your account


https://reporting.des.wa.gov/

The hardened password criteria is as follows:
— Password must be at least eight characters long.

— Password must contain at least two of the following character
classes: upper case letters, lower case letters, numerals, and
special characters. It cannot contain your logon ID.

— Password must be changed every 120 days.

— After five incorrect logon attempts, your user account will be
locked.
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Bl Launch Pad Navigation



Bl Launch Pad Navigation
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The “Home” tab allows for quick access to:

1.Recently Viewed Reports

2.Unread Business Objects Inbox Items

3.Recently Run Reports

4.Unread Alerts (Currently not in use)

5.Applications

T —
] Enterprise Services 340)407-8175

Welcome: Applications ¥ Preferences  Help Menu * Log Off
Home | Documents
~ My Recently Viewed Documents T 0 Unread Messages in My Inbox ~ My Applications
Ma recently viewed documents Mo unreat d messa ges \D
.\)———1
\_) @
haS,
See M < \‘_)

T My Recently Run Documents ~ 0 Unread Alerts ‘:‘E

>
No recen ty run documen ts Mo unread alerts

3)




The “Documents” tab allows access to

My Documents — Access to personal
documents. Other users will not have
access to these documents.

» Folders — Access to Agency and other
public folders.

» Personal Categories — Allows users to
group reports that are used frequently
together regardless of their folder.

« Search — Allow users to search for
documents and objects stored in Web
Intelligence.

14

Home | Documents

View = MNew = Organize

My Documents

[m|

-
= Inbox

.%D My Alerts

i .
Subscribed Alerts

- E

=,
“ Personal Categories

Folders
Categories
Search



Viewing Existing Documents

The Bl Launch Pad allows for the viewing of existing Web Intelligence
Reports. To view an existing Web Intelligence Report:

Click on the report in the Recently Viewed or Recently Run lists on the
“Home” tab or select the “Documents” tab.

Select the correct folder where you need to view your report(s). In the
example below we are looking in “My Documents” and “My Favorites”.

3. Right Click on

1.

2.

15

the report you
wish to view and
from the menu
select “View”.

@Ememnse SEWICES HD‘:“" Welcome: Enterprise
J Home | Documents | Crosswalk

View = MNew = Organize = Send - More Actions = | Details

My Documents Title = Type

F & My Favorites ~WehInteligence Folder
Folder

Training

E my report
# | Mew Document n yeb Inteligence
Froperties

~WeblInteligence

Training
- my report
¥ | Sample Report Veb Inteligence
* MNew Document Modify é
© ' Sample Report Schedule
Categories

&l nbox

@ Personal Categories Document Link
Newr ?
Organize >

Send




Viewing Existing Documents
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The report will open in view mode.

To navigate you can scroll up and down or left and right, and advance
pages using the page navigation controls located on the bottom of the

page.

Wamrungine Suste Dopartrreet of
: . —
@ Enterprise Services o8 o ai%

Welcome: Enterprise Reporting

Applications +

Preferences

Help Menu = Log Off

| Home | Documentsl Crosswalk [ New Document .~ 4 &
web nteligence - | [ &= [E - | Sh| o8 | & ) & - || B Track ~ | ¥ oril + | %2 Fiter Bar | EH Outine »
5] B
% Report 1
2012 10 010 71,859.53 E
2012 10 0z0 58388835 %
2012 10 030 2926 044.89
2012 10 040 322,216.42
2012 10 0s0 5,151,987.46
2012 10 060 6,173531.91
2012 10 070 90,097.97
2012 10 080 50320478
2012 10 250 3,081 44454
2012 10 Q00 300,493 .66
2012 " 010 1,888188.895
2012 " 020 301,23012
2012 " 030 47 23361719
-« 11 .l w
| B report 1 4 b B
Report 1 ~ Track Changes: Off W 4 Page1of1 b MW &= [B 100% - & — ' @ £ 2 minutes ago.
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Nested Query Filter



Creating New Web Intelligence Document

1. To create a new Web Intelligence document , click on the Web
Intelligence icon in the My Applications panel.

Wisshingion Q’fue anadn'-ert‘n‘
@ EnterErnse Services Halp Desk: Welcome: Enterprise Reporting | Applications ¥ Preferences  Help Menu ™ Log Off |
] ’

nberpriss Beparting Servioes B60407-81T6
Jl-lnme[Doﬂ.lnmIs”&nsswdc L1 ]"E'HDDCI.I‘I‘IE’II: 4

Ny

'l i~ 'l '
b I:@ Recently Viewed Documents * 0 Unread Messages in My Inbox * My Applications

s
#! New Document Mo unread messages

";*h my report __}..1

=E|
35 Crosswalk

"'; Sample Repaort
¥ cash Feceipts Register [ [y
~oC

See Maore...

' 'l i~
* My Recently Run Documents * 0 Unread Alerts

18



Creating New Web Intelligence Document

2. Click on New in the Web Intelligence Toolbar

@E%ﬁnm&s Holp Deoak: Welcome: Enterprise Reporting = Applications = Preferences Help Menu =
Enterprise Reparting Services (360)407-8176
' Home | Documents || Crosswalk - | New Document - | | Web Intelligence = + i
Web Inteligence ~ LDI\E H-| 5| | & K IEIR| o [B Trac
P
Hew (Ctrl N)

Create a new Web
Intelligence Document




Creating New Web Intelligence Document

3. Select Universe, and click OK.

Select a data source

[ MHo data source
Create an empty document

%& Universe
Select a universe as a data source. %

& Bex
Select a Bex query as a data source.

Analysis View
Pick an Analysis View az a data source.

OK || Cancel

20



Creating New Web Intelligence Document

4. Select a universe. If a default universe is proposed, you can use
this universe or select a different universe.

5. Click Select

Select a universe for the query.

Available Universes: i Refresh universe list

State |Name & |F‘.&'\.risiun |Fuk:|.&r
&  AFRS 1999 179 @BIR4/
@  AFRS 2001 178 @BIR4/
&€  AFRS 2003 177 @BIR4/
@ AFRS 2005 178 @BIR4/
&  AFRS 2007 175 @BIR4/
@  AFRS 2009 174 @BIR4/
&  AFRS 2011 173 @BIR4/
€ AFRS 2013 172 @BIR4/
&  AFRS Titles 42 @BIR4/
@ eFashion 127 @BIR4/
€  Fund Reference Manual & @BIR4/
@ Project Control 3 @BIR4/
€  Statewide Vendor ] @BIR4/

Help on selected universe:

Select Ik Close



Nested Query Filters

Nesting query filters allows you to create more complex filter conditions
than is possible when you combine filters at the same level. To create
a nested query filter follow the following steps.

1. Select the field you want to nest.

DJ Query Panel 2 S

DﬁAddQuer}r' ' Er e [a | ’9 ﬁ? €}Runquery| qﬁtlusev

':.f- Universe outline DJ Result Objects FX &

[ Waster Perspective

% 4 =t
M

=% AFRS 2013
=] = Time Class
Biennium

Biennium Agency GL Account Amaount Program

Fiscal Year
Fiscal Year Num L Query Filters B X &
Fizcal Month —

Posting Fiscal Ngnth
Posting Adjust Mowgh

Agency |Equalto v |[178 |—Ev

Month Year
Quarter
Month Desc

Calendar Month . GL Account |Matches pattern v | [65% S| -
Calendar 'ear

. F&c!&rﬁIFlscaI‘r’ear Fizcal Month In list - |§—E -
Time Fitters

Agency Class

GL Account Class
Account (Fund) Class
Expenditure Authority (Apr
Program Class

Object Class

Organization Class

Fiscal Month |Between v ||o1 i=| + and|12 |—E =

] Data Preview = Refresh

12 query1 =
Last refresh date: January 2, 2013 7:43:14 AN GMT-08:00
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Nested Query Filters
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2.

1l Query Panel

[‘_ﬁ Add Query =

Drag the filter over the filter you wish to nest with.

’f.:—" Universe outline

[ Master Perspective -

* Type here to filt =4 =t

= % AFRS 2013 A
= qu Time Class

Biennium

Fizcal Year

Fizcal "ear Num

Fizcal Month

Posting Fiscal Month

Posting Adjust Menth |=

Manth Year

Quarter

Month Desc

Calendar Month

Calendar Year

Federal Fiscal Year

[E] Time Fitters

[E] Agency Class

[E7] 6L Account Class

[E7] Account (Fund) Class

[E71 Expenditure Authority (Apf

[E7] Program Class

[E7] Object Class

[E] Organization Class

P

- | i | 3

2
PHF D = Run query | gl Close ~
{7 Result Objects Y X%
| 4 Biennium H I Agency || 4 GL Account || ¥ Amount H 4 Program |
%) Query Filters B X %
| { Agency [Eaualto v|[179 |[E] -
| 4 GLAccount |Matches pattern v | o5 |EE] -
| 4 fxcalttontn _|Between v | o1 [E] - anajz [~
- 1=

=
| = T

=

l'l_l_l

" Fiseal Morth In list
al Manth in list

@DataPre\riew
- e

= Refresh

-lfﬁ Query 1

1 F &

Last refresh date: January 2, 2013 7:43:14 AN GMT-08:00




Nested Query Filters

3. The query should look similar to this.

(¥ Query Pane il

(7 add Query ~ = G P & r"1| ||§§'Runquer:.f| & Close ~

1’1,'.:-" Universe outline fﬁ Result Objects T X &

(Bl Master Perspective -

q Type here to it B+ =t

=T AFRS 2013 A
= E‘;ﬁ' Time Class

Biennium

Fizcal Year

Fizcal vear Num i Query Filters |E|@ X &
Fiscal Month

Posting Fizcal Month 4

A Equal to v [|179 -
Posting Adjust Month | = | gency g | |[E=]
Month Year

Quarter | J GL Account |I'|'Iatche5 pattern v ||BS".-B | -
Month Desc

Calendar Month =scal Mo In list v E
Calendar Year
And

il 4 Facalions potver d|C [E]- mnaliz |[F]-

[E0 Agency Class -

[E7] GL Account Class l/r\“_\.
[E0 Account (Fund) Class

[E] Expenditure Authority (ApF
[ ] Program Class

[T Object Class

[E] Organization Class

“ | i | r !

| i Elien.n.iu.mH 1 agency H J GL Account | | ** Amount || J Program |

FH Data Preview i Refresh

-lﬁ Query 1 1 kB
Last refresh date: January 2, 2013 7:43:14 AN GMT-08:00




Nested Query Filters

4. Define the query value.

[ auerypaner
['iﬁAddQuery* |Eﬁﬁm 9@ B = Run query | ﬁcmev

f}" Universe outline EE Result Objects T X &

[y Master Perspective -

" = | Type here to filk EH+ =t

- T AFRS 2013 A
= Time Class

Biennium

Fizcal vWear

Fizcal Year Hum = query Filters X %
Fiscal Month

Posting Fiscal Month ‘ 4 Agency |Eaualto v ||179 |[E=] -

|I Bﬂnnum” [ Agency || [ ] GLAcmuntHWAmunt || [ Program |

Posting Adjust Month
Month “ear
Quarter ‘ # GL Account |Matu:hes pattern A ||ES% | -

Month Desc And
In list v o9 Il B
And

Calendar Month
Calendar vear
B m;a;:;?:mawear £ H 4 FiscalMonth |Between v |01 [E] - ana[iz |[E] -
[E7 Agency Class -
[E71 BL Account Class
[E71 Account (Fund) Class
[E7] Expenditure Authority (Appn
[E] Program Class
[E] Object Class
[E] Organization Class

Iy | .

1

T A AT A LA LA R A RRRR

LG e R R SR R

f Data Preview i Refresh
| - L |

Last refresh date: January 2, 2013 7:43:14 AN GMT-08:00

-




Nested Query Filters
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(1l Query Pane

G ras ooy~ | [T

5. Click the indented And to make it an Or. Then run your query.

i . .
?EL-’ Universe outline

[ Master Perspective -

" Type here to fits i+ =4

1T AFRS 2013 el
= E Time Class

Biennium

Fizcal Year

Fizcal vear Num

Fizcal Month

Posting Fiscal Month

Posting Adjust Month

Month “ear

Cluarter

Month Desc

Calendar Month

Calendar ear

Federal Fizcal Year

[E] Time Filters .

[E7 Agency Class

[E7] GL Account Class

[E7] Account (Fund) Class

[E7] Expenditure Authority (Appn

[E] Program Class

[E] Object Class

[E] Organization Class

—

< fir .

11

X
e E = Aun query | &1 Close ~
{7 Result Objects T X%
| 4 Biennium H | Agency || J GL Account | | * Amount H i Program |
T} query Filters BR M X X
_‘ 4 Agency [Equalto v ||179 =] -

J GL Account |I'|'Iatches pattern v ||65".{. | -
scal Month  |In list S EE H
0
4 FiscalMonth Between v |01 I[E] - ana[iz ][]~

@ Data Preview

&2 Refresh
|

—lfﬁ Guery 1

14 F B

Last refresh date: January 2, 2013 7:43:14 AM GMT-02:00
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Working with Report Tables



Breaks
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A break divides a large table into smaller sub-tables based on a
selected dimension value. Using a break, you can display subtotals by
the specified value, as well as a grand total for all values. The data is
automatically sorted in ascending order by the dimension values when

a break is inserted.

To add a break, click in the data to highlight the column. Click on the
Insert/Remove Break button on the Reporting toolbar.

nn State Department of

Az ing
@ Enterprise Services

Holp Desk:
(360)407-8176

[ Home ] Documents l Crosswalk

]SampleWebIntelIig... g & l

Welcome: Enterprise Reporting  Applications ™ Preferences  Help Menu *

Log Off

Agency
Biennium

g‘ GL Account
- Program
!:-| Amount

v Variables

=] | Sample Web Inteligence Document

Biennium

2013
2013

Add a break to group

results on a table.

Agency

Program GL Account Amo

010 6510 ¥

)

($1,452,202.39)

¥| M| Report Elemant | " Format | Data ﬁccess)/ Analysis | Page Setup | Reading Design - Data ¥
% = H - | S | # | &' 4 - ’_/m| Data Tracking -~ Display Conditional _/ Inter, |
* O | © X | & - 7 Fiter = | dfly Ranking - | Z8 C]truls' = Breakd\: | &) sort ~ ¥ Driﬁ 7% Fiter Bar B Outine
‘_§-| o md 3¢ =[Program] LOEL

unt

13,509,734.04
§40,797.62
§1,617,981.78



Creating Sections
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Sections allow you to split report information into smaller, more
comprehensible parts.

You can create a single section or include multiple sections with
subsections in a report. You can also remove and reposition sections
within a report.

You cannot use a measure to create a section.
Use the following steps to create sections in a report.

1. Selectthe data you wish to use as your section.

I
013 G525 020 $215,454.76 |

Biennium GL Account Program Amount

i 2013 F531 §6,391,121.26 i
i 2013 6505 010 ($7,539,343.79) i
| 2013 6510 010 [E 59,481,803.10 |
i 2013 6525 010 $1,247,986.60 i
i 2013 6505 020 ($221,817.72) i
i 2013 6510 020 $1,227,536.86 i
| 2013 6511 020 $20,932.08 |
2



Creating Sections

2. Right click on the data element and select Set as Section from the
context menu.

2013 6510

2
Biennium GL Accoumt  Prog 0’6 Cut Clriex
|
| 2013 6591 copy S
| 2013 6505 010 _
| - .
| 2013 6510 010
| Paste Special... Ctri+Al+
12013 B525 010
|
| 2013 6505 020 e "
|
i 2013 6510 020 X Delete Delete
|
: 2013 G511 020 [Clear Contents
|
12013 B525 = .
i 23]  Setas Section %
l 2013 6505 —-
| o
| 2013 6510 030
: Ix Edit Formula. ..
| 2013 6511 030
, .
| 2013 6516 030 Lk "
|
I 2013 G525 030 ¥  Start Dril
|
i 2013 £505 040 | %  Fiter ,
|
|
|




Creating Sections

3. The report will now be displayed in sections based on the data
element selected.

31

Biennium GL Account  Amount

2013 GA51 6,391 121.26
Sum: 6,391,121.26

010

Biennium GL Account Amount

2013 G505 ($7,530,843.75)

2013 6510 59,481 80319

2013 6525 51,247 986,60
Sum: 3,189,946

020

Biennium GL Account Amount

2013 G505 ($221,817.72)

2013 6510 1,227 538.86

2013 6511 $20,932.08

2013 6525 $215 454 76
Sum: 1,242,107.98
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Data Tracking



Web Intelligence allows you to track and display data changes to help
you focus your analysis on key areas.

When you track data changes, you select a particular data refresh as a
reference point. This data is known as the reference data. When you
display the data changes, Web Intelligence places your current data in
context by showing how it relates to the reference data.

Web Intelligence allows you to track the following types of data change:

e Added data e Removed data
e Modified data * |ncreased data
e Decreased data



Data Tracking

1. To activate data tracking click on Track Changes on the bottom of

the screen.

/ Fie | Properties. | & Report Element |/ FurrnatJ/ Data Access |/ Analysis |/ Page Setup | Reading Design ~ Data ,E'f}[' @ v
O - | &5 | i) | B = - Data Providers | Tools | /" Data Objects
. = MNew data provider = Edt =¥ Purge - = - r New Variable = i Merge
& BE-|9 e X]|2-
:] o wil J‘ ¥
— T \.ME!—F’I LY T n
H
=0
= Biennium GL Account  Amount
|
- 2013 6591 $6,391,121.26
L4 Sum: 6,391,121.26
010
Biennium GL Account  Amount
2013 G505 ($7,479,347.72)
2013 6510 $7,302690.32 [} Fe
2013 6525 $1,247 986.60 b
Sum: 1,071,329.2 -
- I LA
| @ Report 1 4B
Report 1 - Track Changes: Off 4 Pagelof1 Bk M i B 100% » ‘= L =N

=2 1 minute ago.
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2. When the Data Tracking window opens select whether to compare
with last data refresh or with a certain date in time.

Compare with last data refresh The current data becomes the reference
data after each data refresh. The report
always shows the difference between
the most recent data and the data
before the last refresh.

Compare with data refresh from: The current data becomes the fixed
reference data and remains the
reference data after further data
refreshes. The report always shows the
difference between the most recent
data and this fixed reference data.

3. Select which reports to have data tracking.
4. Select whether to refresh now.



Data Tracking
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5. When the data is refreshed it will automatically show the where the
changes in the data are.

030

Biennium GL Account  Amount

2013 6505
2013 6510
2013 6511
2013 G516 54817468543
2013 6525
Sum:

6. Track changes can be toggled to display or not by clicking on the
Show Changes button located under the Analysis tab and Data

Tracking sub-tab.
g Report Element | " Format | g DataAccessJ/Anah.rsis . Page Setup |
Fitters | Data Tracking | ”_/Displﬂ',r | Conditional |

Tran:k é@ﬂhnw Changas\; | %l Sort T
a\;

Show Changes

Dizplay changed data.
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On-Report Filtering



You can filter reports to limit the results that are displayed to specific
iInformation that interests you. The data you filter out remains within the
Web Intelligence document; it is simply not displayed in the report
tables or charts. This means you can change or remove report filters in
order to view the hidden values, without modifying the query definition
behind the document.

You can apply different filters to different parts of a report. For example,
you can limit the results in the entire report to a specific dimension
value and then limit results in a table or chart further to focus on results
for a different dimension.

You can include multiple filters in a report.



You can apply filters at two levels within a document:

Query filters — these filters are defined on the query; they limit the
data retrieved from the data source and returned to the Web
Intelligence document.

Report filters — these filters limit the values displayed on reports,
tables, charts, sections within the document, but they don’t modify
the data that is retrieved from the data source; they simply hide
values at the report level.



Report Filter Bar

The report filter bar allows for the addition of multiple single value
report filters to a report.

1. Click on the Analysis tab and on the Interact tab select Filter Bar

File | Properties | Report Element | Format | DataAccessJ/Anﬂrysis | Page Setup | Reading Design - Data F- D - o
OeE E - | P | | Hy | # /Fiﬁ&rs | Data Tracking | ~ Display Conditional Interact /" Functions

X B e X| - 7 Fiter = | fflyRanking ~ | =8 Controls » || “ Break ~ | &) sort ~ ¥ Dril ¥ Fiter Bar B5 Outine || £ Sum ~ ¥ Count More ~
=5 4
= e o |<[amount] Filter Bar ¥
= —— Show/hide report fitter ™
'Eg Jhe e B e TR toolbar
= | Mew Document
ﬂ | Biennium
| GL Account
5. | Program REEOH 1 3
Amount
f_L] [ variables
oo
= Biennium Program
= 2013
2013 g10 G510
2013 020 G505
2013 020 6510
2013 030 6505
2013 030 G510
2013 040 6505
2013 040 6510
013 n&n RENR 1 R70 070 84
- I (R
Arranged by: Alphabetic order ~ 'I Report 1 4 F B
Report 1 ~ Track Changes: Off Page 1 of 1 = B 100% » = J 4 £ 5 minutes ago.

40




Report Filter Bar
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2.
3.

The Report Filter Bar will open under the Formula Tool Bar.

Click on the filter icon at the front of the Report Filter Bar and
select the dimension to filter on.

File |/ Properties | - Report Element |/ Format |/ Data Access/l/ Analyzizs |/ Page Setup |
D 3| S| d| & Fiters | Data Tracking | Display | Conditional | Interact
A BEB- oo X|S- 7 Fiter ~ | dRanking ~ | ZB Controls ~ || S Break - | %} Sort - ¥ Dril = |52 Fitter

2 N & * ¥ o

| | @ ~ Drop objects here to add simple report fiters.

E 9| New Document | = 4 New Document
I Biennium I Biennium
| GL Account | GL Account
J Program ! Progra
""" Amount [E] Waria
[E7) Variables Program
Type:string

-1,452 292 39




Report Filter Bar
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4.

Select a value to filter the report.

Pt s S g 1

EntuprlmScnrm EIMOT-P1 00

| Home | Documents | New Document = = = |

Welcome: Bemjamn Guyer  Applications = Preferences

/" File | Properties |

< Report Element |/ Format |/ DataAcoEssJ/Anarysls |/ Page Setup |

D -5 &

Fiters | Data Tracking | Display | Conditional | ~" Interact ;;

X EBE-|19 e X|&-

7 Fiter ~ | flyRanking ~ | B Controls -

S Break ~ | %) sort - ¥ Dril = [\ Fitter Bar| €3 Outii

20| Avaiable Objects L ‘ [Amount]

I?fv

&l Program| ¥

o | Type nere to
= y Mew Document
ﬂ ! Bignnium
| GL Account
Q ] Program
- Amount
m [E wariables

All Program A
010
020
030
040
050
0s0
070 v

Biennium

Program

[DII'HEI'IS-IDH Program

Report 1

GL Account

Amount

-1,452282.39



Report Filters

1. To set a filter on a table, select the column with the data to be
filtered by clicking in the data.

2. Under the Analysis tab on the Filters sub-tab click Filter.

File | g Properties | [ g Report Element | " Format | g DataAcces.sJ/Anarysls
e @3- S| 4| i o= - " Fitters ata Tracking | /Dlsplay

X B-|® e X| - 7 Fiter ~ | |dLRanking = | B Controls ~ || °= Break - | #] sort ~

]
g Page Setup

Conditional

= O~ i 3 |=[GL Account]

=

EE Biennium Program GL Account  Amount
i 2013 $&,391,121.26 i

5_‘ i 2013 010 ($7,539,843.79) i

) | 2013 010 §9,481,803.19 |

_% i 2013 010 6525 $1,247,986.60 i
i 2013 020 G505 ($221,817.72) i
i 2013 020 6510 $1,227536.86 i
| 2013 020 6511 $20,932.08 |
i 2013 020 6525 $215,454.76 i
i 2013 030 6505 $433,186.37 i
i 2013 030 6510 $30,804,424 87 i
| 2013 030 6511 $5,188,492.70 |
| 2013 §45,174,686.43 |

-[ Report 1




3. When the Report Filter box opens type the value(s) you want to
retrieve in the box, or select the value(s) you want to retrieve from
the displayed List of Values and add them to the Selected Values
box by clicking the > button. Then click OK.

Report Filter
* Block 1 7 Addfiter ¥ TR

GL Account |In list

Type a value: Selected Value(s)

GL Account

6305
6310
6511
6514
6315
6316
6525

6591

| Ok Cancel Apply



Report Filters
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4. The report will now be filtered by the values selected.

Filters can edited by clicking on the column that contains the filter and
selecting edit filter from the Filter drop down list.

|Samp|eWebIntelIigl... e ]

Report Element | Format | Data Access /l/ Analysis | Page Setup |

'_/Firters | Data Tracking | I'_/Displa',r | conditional | /" Interact |
7 Fiter |~| | g Ranking ~ | =B Controls ~ || S Break + | £} Sortt - ¥ Dril = % Fitter Bar
v

Add Fitter

L Account]

¢ Edit Fiter [k

¥ Remove Filter
ent

Fitter by a New Input Control...

Program GL Accoumt Amount

FET B0 047 T



Report Filters

Report filters can be viewed by clicking on the Document Structure
and Filters button in the list of icons along the left side of the screen.
Filters will be displayed with a gold funnel icon.

' Home | Documents | web Inteligence Toolbar ... - | sample web Intellig... . = = | N

File | 2 Properties | Report Element | 2 Format | & Data Access | 2 Analysis | 2 Page Setup | :

e Ed-| S| #|2 = - Table | Cell | Section | Chart | Others | Tools
X B E-| 9 o X| - E-H-8-8 - - - @ - Bl Turninto = |

'_5_-| Document Structure and Fiters | o~ = X  |=[Program]
E | Fiter || Axis |

=1 | Sample Web Inteligence Document
- = Report 1
Page Header
9 1 =Reportlame()
=[] Vertical Table: Block 1
b ¢ Program InList 010
! Biennium
= I Program Program
..... %% Program Title

010
| —racrnin 147 | "+ Account Title] -

Document Structure it 2013 010 Executive Management
and Filters

Biennium Program Title r

Executive Management

2013 010 Executive Management
Display the document

structure and fiters. Executive Management
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Input controls provide a convenient, easily-accessible method for
filtering and analyzing report data. You define input controls using
standard windows controls such as text boxes and radio buttons. You
associate these controls with report elements such as tables or section
headers, and use the controls to filter the data in the report elements.
When you select values in the input control, Web Intelligence filters the
values in the associated report elements. To add an input control follow
these steps.

1. Select the column with the data to be filtered by clicking in the data.

2. Under the Analysis tab and Filters sub-tab click the Controls
button.

Report Element | Format | Data Access | Anahysis | Page Setup |

o Fitters | Data Tracking 4 Eisplﬂy| Conditional

Fitter =~ ZB conty

)

e~

(=]

lez

Controls

‘ Add an input control.
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In the Define Input Control box check to make sure the right
dimension is selected and click Next.

Select the type of input control to add and set the options. Then
click Next.

. There is a description of the combo box type in the top right corner of the
Define Input Control box.

Define Input Control ]

Choose Control Type

Select and define the control

Sil‘lQlE value Use the combo box to allow a user to select one value from a
— list of possible values. Control has the same behavior as list

= Entry field box while being more compact, list is expanded only when the

[=F combo box user selects combo box, otherwise only the current selection
2 Badio buttonz is dizsplayed.
IE_: List box =I Input control properties
. GL A
f'-.-"lultlple values Lﬂt:El. . GL Account
- Description
o Check boxes List of Values All values from report
IE_: List box Use restricted list of values
Default value(s)
Operator Equal to

<< Back Hext == Cancel
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Select the report elements to assign the input control to. Input
Controls can be assigned to the entire report(s) or certain
elements.

Click Finish.

Define Input Control X

Assign Report Elements

Select report elements to assign them to the input control

GL Account EF

Combo box I}

SHE Report 1
| Page Header
=1 (L Page Body
] [ vertical Table: Block 1
\=| Page Footer

<< Back Finish Cancel



Input Controls

7. You can now use the Input Control to filter your report. Input
Controls can be accessed by clicking on the Input Controls icon
along the left side of the screen.

ol
File |f Properties | / Report Element |/ Format |/ Data Acc
e H-| S| #)% = - Fiters |~ Data Tracking |
KB o e X - ¢ Fiter |~ | ] Ranking ~ | 28 CuntruL%

:% New HMap Reset

[a
[ ﬂ ] GL Account *
=0 f 1
tAllvalues v oo
.ﬁ_ \‘ J Biennium
)

All values A
6505 2013

e S L 2013
= 6511
j 6514 2013
6515 2013

6516 v
G523
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Formulas and Variables



Formulas are custom calculations allowing additional calculations
beyond the base objects and standard calculations.

Variables are formulas or syntax statements that have been assigned
a name. Variables can be used in tables and formulas in exactly the
same way as other report objects. Variables appear in the formula
editor under the Variables folder.

Variables can be used to simplify complex formulas by breaking a
complex formula down into manageable parts and making it much
easier to read, as well as making building formulas much less error-
prone.



Create a Formula

How to create a Concatenation Formula.
1. Click on the first object to be concatenated.
2. Click the Formula Editor button in the Formula Bar.

Report Element | Furmﬂt/L Data Access | Analysis | Page Setup |

File | Properties |
’_/F‘I - 53| #| 1) - /Dﬂtﬂ Providers | Tools I'_/Dﬂtﬂ Objects
Jg IE | £y X | = . f_'j_ Mew data provider = | DﬁEd'rt & Purge - | = - &' New Variable - | Merge |
:El o W =[Account]
-
IEE Formula Editor
=] 4 Sample Web Inteligence Document
= Account
3. Click in the Formula box after the first object.

4. Then add this value after the first object:

+ “/“+

5. Then double click the next object to be added in the Available

Objects list.

53

(See Next Page)
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rmu »
Formula: D
—[Account]+” / "+[Account Title] |
Vﬂ'ﬁﬂE‘tEI:
(@) Formula has not been validated.
Available objects Functions Operators
= % Sample Web Inteligence Doct £ Aggregate = % = = o=
= # Account H-[E AN R |
#% Account Title [C7] Character : "
d sgency [ Data Provider After
# Biennium [ Date & Time o
# GL Account [0 Decument And
= # Program [ Logical Bef .
#% Program Title [0 Mise. store
- Amount [E2] Mumeric Before_Afer id)
= [ variables i Set Between
# Account and Title Block 76
B
ody 53
Bottom
Break a2
Col
) oo
DayPeriod
“| 1L = Misetin et *| lon
S
scription 00
Account Title
44
04
oo
OK || Cancel o8
nz




Create a Formula

7. Click the green check mark to validate the formula.

Formula:

=[Account]+™ / "+[Account Title]

L

1 Formula has not been validated.

8. If the formula is correct The formulais correct will be displayed
under the Formula box.

9. Once the formula is correct click OK. The new value will now be
displayed in the column.

Biennium Program Program Title GL Account  Amount

2013 010 Executive Management 001/ General Fund a04 (F1,946,017.64)
2013 010 Executive Management 001/ General Fund 510 F1176,392.76
2013 010 Executive Management 03K/ Industrial Insurance Premium Refund a04 $551.53
2013 010 Executive Management 03K/ Industrial Insurance Premium Refund 810 FaTET482
2013 010 Executive Management 084 / Building Code Council Account a04 50.00
2013 010 Executive Management QE# I Building Code Council Account j351 0 §0.00

55
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Turn a Formula into a Variable

1. Click on the data in the column that contains the formula to be
turned into a variable.

2. Inthe Formula Tool Bar click the Create Variable button.

[ Home I Documents I Web Inteligence Toalbar... I Sample Web Intellig... &~ += (& l
File | Properties | Report Element | Format J/ Data Access | Analyzis | Page Setup |
Ded-| S &8 = - Data Providers /" Tools | /" Data Objects
Ok :] | x | = Change Source - | é Export Data d? New Variable | Merge
at - = i + =[heccount]+" [/ "+[Rccount Title]
=| [Ne Title]
IEE Create Variable
= | Sample Web Inteligence Document e T ke
= & —
= Account using this formula
% Account Title

3. Inthe Create Variable window assign the Variable a name.
4. Click OK.

5. The variable is now ready for use in another report or varaible.



Create Variable from Scratch
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a kW

Click on the Data Access tab. Under the Data Objects click on
New Variable.

Report Element | Furmat/b Data Access | Analysis | Page Setup |

'_/Data Providers | Tools

tj_ Mew data provider - | [ﬁ Edit =% Purge - | F i’ New Variable - | Merge

Assign the new variable a title in the Name box.
Click in the Formula box.
In the Available Objects double click the first object to be added.
Then add this value after the first object:

+“ /" +
Then double click the next object to be added from the Available
Objects list.



Click the green check mark to validate the formula.

Farmula:

=[Account]+"™ / "+[RAccount Title] k

A
Validate

Formula has not besn validated.

If the formula is correct The formulais correct will be displayed
under the Formula box.

Once the formula is correct click OK. The new variable will now be
displayed under Available Objects .



AFRS Variables — Examples
Approved and Adjusted Allotment Variables
— Budget Option 1

o =Sum(If(JGL Account] InList ("0621";"0623";"0622";"6210);
[Amount];0))

— Budget Option 2 w/ FTE’s
o =Sum(If(JGL Account]inList("0622";"6210");[Amount];0))
Cash, Accrual Encumbrance Variable

— Cash, Accr(all), Encum

e =Sum(lf([GL Account] InList
("6505";"6510";"6560";"6410");[Amount];0))

Revenue Variable

— Cash Accr(all)
« =Sum(If([GL Account]inList("3205";"3210";"3260");[GL Amount];0))
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Working with Multiple Queries



You can include one or multiple queries in a document. These queries
can be based on any supported data source.

Defining multiple queries in a single document is necessary when the
data you want to include in a document is available in multiple data
sources, or when you want to create several differently-focused queries
on the same data source.

You can define multiple queries when you build a new document or add
more queries to an existing document. You can present the information
from all of the queries on a single report or on multiple reports in the
same document.



You must run the query first before you are allowed to duplicate the
query.

If you want to build a different query on a universe already included in
the document, you can duplicate the existing query on that universe
and then modify it, instead of starting from scratch.

Duplicated Queries always use the same data source as the query they
were duplicated from, but can be updated to use a different source.



Duplicate a Query

After opening the Web Intelligence document click on the Data
Access Tab.

On the Data Providers sub-tab click Edit.

Report Element | Fnrmat/l/ Data Access | Analysis | Page Setup |

/Datﬂ Providers | Tools | i Data Objects

lﬁ Mew data provider ~ | [‘_’EI\EEIrt S Purge - | = v i New Variable ~ | Merge |

=
Edit (Ctrl+5hift D)
Edit data provider




Duplicate a Query

3. Select the query to duplicate by right-clicking on the Query tab at
the bottom of the report panel.

t‘ﬁ Query Panel I\

el

e

=EiEEEEER & Run query | & Close -

| (7 Add Query ~

'::- Universe outline t‘ﬁ Result Objects ¥ X &

[ Master Perspective -

| Biennium | Program | GL Account Amount

=4 Bt

=T AFRS 2013

|| Time Class

[E] Time Fitters.

L] Agency Class

[E7] GL Account Class

[E7] Account (Fund) Class

[E7] Expenditure Authority (Appn)
[ Program Class

[ 7] Object Class

[E7] Organization Class

|71 Project Clazs

[E1 Allocation Class & Query Filters B X %

|| Revenue Source Class
[E0] Federal Class N

[ Master Index Class TELErE) |In fist . ||179 |
[EZ] wendor Class
i) Payment Class 4and | | 4 GLAccount |in fist v |[s50s:8510 |[E=] -
|| Batch Header Class
[ET] Document Class | Fiscal Month |Between v ||01 | - And -
|| Tran=saction Class
[E7] Miscellaneous Class
[E7] Measures Class ] Data Preview 2 Refresh

] I 0 o e

Rename
Move =

Duplicate [s

= X Delete L

(T Query1 - q b B

Last refresh date: April 23, 2013 8:40:01 AM GMT-07:00




Duplicate a Query

65

4, Select Run Queries

t‘ﬁ Query Panel

‘t‘fii',c\crcrcmeryvHEI_#Ifl_'ltP.§l @‘

=
o] i 4
i Run Queries | = Clos:

Master Perspective
= £ | Biennium

==y

=7 AFRS 2013
+ [ Time Class
+ - [E] Ti iters

5. Once the report opens click on the Data Access tab, then click on

',\.:- Universe outline tﬁ Result Objects

! Program | GL Account | | ® Amount

the Tools sub-tab.
6. Click on Change Source and select the query to change.

\
YX@

I—iomeIDoqma'ltslfnrsanchi £ = Bl

g

" File | Properties |

- Report Element | ~ Furrnat/|/ Data Access | - Analysis | a Page Setup |

=] ¥ for sanchi
! Biennium (Query 1)
'Eliennium(tlue 1 (42

g

il - F - Data Providers Tools Data Objects
Ded-13| &L A | 4
- ~ [z Change Source + Export Data ~ ry New Variable ~ Merge
A BE-|0aX| - B & : y
Q 1 P
Y vaioc Octs - & auery £ x |

(@ Queryi (1)
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7. Inthe Change Source Wizard window select Specify a new data
source and select Universe from the drop down list.

Change Source Wizard 2

Change Data Source

Select another data source - an existing data source in the document or a new data source

Select an action

\_J) Choose an existing data source from the document

Mame Type
= AFRS 2013 Universe

\2) Specify a new data source

i) Select a data source

) -
e Universe... h

’ Bex...

|_| Apply changes in all gueries =haring the same data source.

Cancel

8. When the list of universes opens double click the new universe.
9. Then Click Next.



Duplicate a Query
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10. When the Object Mapping screen opens click Finish.

Change Source Wizard ¥ X

Object Mapping

Show how each object in the original data source is replaced by an object in the destination data source, or removed.

Wap =source and target objects:

i query 1 (1)

Curren t New

] Bignnium Bignnium
[ Program Program
L] GL Account GL Account
Q Amount Amount

] Agency Agency

] Fizcal Manth Fizcal Manth

11. When the query pane opens rerun your queries.



Add a Query

Follow these steps to add an additional query to a document:

1. After opening the Web Intelligence document click on the Data
Access Tab.

2. On the Data Providers sub-tab click Edit.

Report Element | Fnrmat/V Data Access | Analysis | Page Setup |

~ Data Providers | Tools # Data Objects
f_'j_ Mew data provider ~ | @I\Efrt S Purge - | = v i New Variable ~ | Merge |

=
Edit (Ctrl+5hift D)
Edit data provider
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o1

Click on Add Query in the top left.

i O L

[ﬁAdduueryv]_l A G| S

W1 - -
v~ Universe outline

[ Master Perspective

@1@ w4 B4
- & AFRS 2013
Time Class
+ Time Filters
e e N

(] Result Objects
Biennium Agency

Select From Universe.

Select the Universe for the new query.

Add Result Objects and Query Filters to the new query and click

Run Queries.



Add a Query

6. When the Add Query box appears select one of the three choices
Add Query L
Choose how you want to indude the data from the new query.

@ Inserta tablein a new report
(71 Insert a table in the current report

(") Indude the result objects in the document without generating a table
Ok |

Insert a table in a new report Display the data on a new report in the document

Insert a table in the current report Display the data on the currently selected report in a
new table

Include the result objects in the document Include the data in the document without displaying

without generating a table the data on a report. (You can add the objects

returned by the query to the report later.)

7. The data will be displayed based the selection.

70



Rename Queries

The query name can be changed by right clicking the query on the
guery tab and selecting Edit Name from the menu, then typing a new
name in the New Value box in the dialog box that appears.

Move Queries

The order of queries can be changed by right clicking on the query tab
and selecting Move from the menu, then selecting Right or Left to
move it in that direction.

Delete Queries

Queries can be deleted by right clicking on the query tab and selecting
Delete from the menu. Click Yes on the warning to continue with the
deletion or No to cancel.



Web Intelligence allows you to synchronize data from multiple queries
or data providers by merging dimension objects.

Merging dimensions is the only way to combine data from different data
sources in a report.

Rules when merging dimensions

« Only dimensions defined in the universe can be merged. You cannot
merge variables.

* Objects must have the same data type. You cannot merge a number
with a string, even if the values match.

 Any number of queries can be merged. There is no limit.

* Any number of dimension objects can be merged between two
gueries. Again, no limit.

» Values are case-sensitive. So, if the values are the same, but of
different case, they will not match. They will be shown as different
values.

 Measures can not be merged. Measures must be calculated with a
formula or variable.



Merge Dimensions

When two gqueries have been successfully ran to merge dimension
together follow these steps:

1. Onthe Data Access tab and Data Objects sub-tab click Merge.

Report Element | FurmatJ/ Data Access | Analysis | Page Setup |

. Data Providers Tools | i Data Objects
Change Source - | é Export Data - ry Mew Variable | Merge |

B

Available objects ZI- ¢

2. The Available ObjeCtS dialogue box Wi” Open_ Select two or mere qualified dimensions to be merged

= | for sanchi
E [ﬁ Query 1
Biennium
GL Account
Program
Amount
= Query 1 (1)
Biennium
GL Account
Program
Amount
Wariables

7 3 Cancel



Merge Dimensions
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3. Holding down the control key on the keyboard, click on the first
objects to be merged.

Available objects 2

Select two or more qualified dimensions to be merged

=] 4 Sample Web Inteligence Document =
=-( 2013
E Account
¥ Account Title
Agency
Biennium
GL Account
- Program
% Program Title
Amount
=i 2014
= Account
% Account Title
Agency
Biennium
GL Account hd

DK% Cancel

4. Click OK.
5. Repeat until all fields are merged.



Merge Dimensions

6. Merged dimensions will display as a dimension under Available
Objects.

Available Objects - !

| Type here to fiter tree |

= J; Sample Web Inteligence Document
= ¥ Account
| Account (2013)
| Account (2011)
= Agency
| Agency (2013)
| Agency (2011)
= @4 Biennium
J Biennium (2013)
J Biennium (2011)
= ¥ GL Account
| GL Account (2013)
| GL Account (2011)
=i Program
1 Program (2011}
1 Program (2013}
=i Program Title
#% Program Title (2011}
#% Program Title (2013)
= Amount (2013}
= Amount (2011}
== variables
4 Account and Title
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To display the merged dimension in a report first add report to the
document. Add a report by right clicking on the Report 1 tab, at the
bottom of the report, and selecting Add Report.

2013 030 Information Services
2013 030 Information Services
2013 . 5
Add Report
2013 5
2013 Duplicate os
2013 E Delete Report vices
2013 Rename vices
7 Move
| Report 1 :

Format Report...

An empty report will open and an additional report tab will be added.



Using Merged Dimensions in a Report

Select the merged dimensions to be displayed by holding the control
key and selecting them in the order to be displayed.

Available Objects = «

S| w'}h Sample Web Inteligence Document
= @ Account
| Account (2013)
| Account (2011)
=i Agency
| agency (2013)
| Agency (2011)
= #4 Biennium
| Biennium (2013}
| Biennium (2011}
= 7 GL Account
| GL Account (2013)
| GL Account (2011)
=i Program
J Program (2011}
J Program (2013}
=i Program Title
#% Program Title (2011}
#% Program Title (2013}
""" Amount (2013)
""" Amount (2011
== variables
| Accounta Amount
Type:Number
Aggregation:Sum




Using Merged Dimensions in a Report

Drag the selected items into the empty report to display the results.

78

Agency Account Program GL Account  Amount Amournt

105 oo 010 GA05 1,278.12 20,781.08
105 oo 010 6510 1,284 61912 1,343 246,69
105 oo 020 G505 13387315 127,807 .42
105 oo 020 6510 3,427323.38 3,200,380.34
105 oo 030 GA05 138,34213 0
105 oo 030 6510 1,379,253.43 -44.189 498
105 oo 040 G505 £6,472.23 0
105 oo 040 6510 477,291 .4 14688577
105 oo 040 GA05 £3,463.68 42880498
105 oo 040 6510 1,488 937 45 1,160,073.85
105 oo 0a0 G505 10881292 237,208.48
105 oo 060 6510 4,045 479 46 3,831,254.32

To see a single amount column a formula would need to written

summing the two amounts.

An example would be =[2013].[Amount]+[2011].[Amount]
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Printing and Exporting Reports



Printing Reports

Reports can be printed by clicking on the Print icon located on the File
tab.

Wiashingion Q'meDnnn'lrrmD‘
@ ise Services Halp Desk: Welcome: Enterprise Reporting | Applications *  Preferences  Help Menu = Log Off | |p
lnbw eparting Services (360)407-81T6

Home |Dou.|na1b; | Sample Web Intellig... =~ = = l

Report Element |/ Format |/ Data Access |/ Analysis |/ Page Setup | Reading Design ~ Data @ @ - o
Il
|ﬂ - | &\| Table | Cell }* Section Chart Tools | Posttion | Linking |
i |'§H Insert Section il - % - D - Sy Turn Into | 2] set as Section
Print (Ctrl P)
"_g_"| oz i v Print the document. ¥
&
&= Report 1
B
=0 -
9 Biennium Agency GL Account  Amount Program 1
2013 179 G505 ($1,452,282.39) 010
il
= 2013 179 G505 $40,7597.62 020
3 2013 179 G505 $716,030.27 030

2013 ($514,631.35)
2013 $1,575,070.88
2013 ($1,028,826.50)
2013 $33118.87
2013 $230,935.65

-

1 Report 1

Report 1 - Track Changes: Off M4 4 Page1of1 F M

i 2 days ago.
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Printing Reports

When the Print icon clicked the Print dialogue box displays. Set the

print options and click OK.

Print

Printer selection

Printers: Wencmsohy1005'4074 01_C + |

Print Range

i) All Reports

';} Current Report
=) Al
i_J Current Page

'L;] Pages: I:I

Enter page range
(example: 1,3,5-11).

Scaling

|A4 (ISCVDIN & JI5)

T

(@) AdiustTo |100% o

= .
A_-| &) Portrait

i) Landscape

Orientation Copies

Mumber of copies: m

Cancel




82

Exporting Reports

1. To export a report click on the dropdown arrow next to the Save
icon and select Save as.

ll—lnme]Dnu.mmtslSampleWehIntemg... A 4 E]l

@ Eﬂshmm:rn Siate Department of
n'I'.erPﬁSJE Services Halp Desk: Welcome: Enterprise Reporti Applications *  Preferenc
Enbrrprias Kepsrting Servioes mﬂl“ p pu M pp

‘ Report Element |’f Format |’f Data Access |’H Anatysﬂ)

M B Table |~ Cell }” Section | Chart m
"JD/ ] SE_".I'E C—tr|+5 élj |I'IE-EI't SEI:tiun ,IJ,I_ - ﬁ —_ @ - ’
[+ Save As... . Fi2 i

Bienniur F 1ency GL A —ount Program



Exporting Reports

2. When Save as is clicked the Save dialogue box displays. Select
My Desktop, My Documents, or My Computer as the location.

Save Document

'_"? ] Folders-, [ Categories XET

My Desktop =& tome _
- 3@ My Favorites
+-[g] Training
r= -] ~Weblinteligence
My Documents 4 Inbox

+-[g ] Public Folders

2

My Computer

A

reporting

Name ESH mple Web Intelligence Docu m&nt|

83

Search title - y
Title |Size
Sample Report 38 KB
New Document 25 KB
my report 30 KB
Sample Web Inteligence Document 30 KB
- I 3
Advanced 9
Save Cancel



Exporting Reports
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3. Verify the file name and update if needed.

4. Selectthe

file type.

Save Document !E! x
Save In: |- Deskiop v | @ 2]
|p—! E Libraries Select reports:
L 1% Computer o
2 Select Ally
My Desktop || €§ (
M Metwork M Report 1

@ B benjaming
1. Camtasia

Wy Documents

=

My Computer

o

reporting

Misc
Org Chart
playver

T — — —

. PP Templates

@Y cE (ofm11318) - Shortcut

[@): Content.ES

@ ER

Copy of R3 PROD - Web Inteligence Named Users xlsx
EH] ztimesheet xlsx

'w.._.:] Prioritize the formatting of the
documents

'..;J Prioritize easy data processing in Excel

File Hame: |

Sample Web Inteligence Document.xlzx

Files of Type:

Excel 2007

PDF

Excel 2007
Excel [}




Exporting Reports
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5. Click Save.

Save In: |- Deskiop

n [ Libraries
n!_l Computer

My Desktop 'r! Network

,_i benjaming
i _L| Camtasia
My Documents _h Misc
% ./ Org Chart
_L| player

My Computer | || PP Templates

E'gl_ c3 (ofm11318) - Shortcut

@/ Content|ES

reporting E‘U ER

Copy of R3 PROD - Web Inteligence Named Users. xlsx
E] ztimesheet xlax

¢!

Select reports:

| (select Al
Iﬂ Report 1

'L_-.) Prioritize the formatting of the
documents

I.g_) Prioritize easy data processing in Excel

File Name: |SﬂqﬂeWﬂhl‘bteIga‘memmmim

Files of Type: [Excel 2007

d
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Scheduling Reports



Scheduling Reports
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Web Intelligence reports can be scheduled to run on a recurring
schedule.

1. Onthe Documents tab, locate and select the object that to be
scheduled.

2. Right click
3. Select “Schedule”

ashingion State Denartment of ~
@ EmerErlse Semces HH‘H Welcome: Enterprise Reporting . Applications ¥ Preferences  Help Menu = Log Off pe
Documents
View = Mew ~ Organize v Send v More Actions ~ | Details = M 4 |1|efd p M
My Documents Title « Type Last Run Instances Description Created By Cre
B 5 my Favorites ] | ~webinteligence Folder ERUSER 179 No
IJ ~WebInteligence [E | Training Folder ERUSER179 De
P my report Web Inteligence a ERUSER 173 Mo
IJTrE:lnmg b ¥ ren a
* | New Document Web Inteligence 0 ERIUSER 179 Mo
félnbox
@ # | Sample Report Web Inteligence ERUSER 179
""" P | Cate
Freersietseens -WW___ RUSER179
View
Properties
L$ I
Document Link
Mew >
Organize >
Folders Send >
Categories Details
Search < i mm rI




Scheduling Reports

e~ T T T T T A e v

4. The schedule Dialogue will open.

w Schedule
Recurrence
Formats
Caching
Events
Scheduling Server Group

Destinations

Instance Title

| Sample Web Inteligence Document

88
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In the Instance Title box, type a name for the instance.
In the "Schedule" dialog box, click Recurrence

Choose one of the recurrence options from the Run object
list and set the required options. The default is “Now”.

The following additional options are available:

* Once

This option requires a start and end time parameter. The object runs once at the time that you
specify. If you schedule the object with events, the object will run once if the event is triggered
between the start and end times.

* Hourly

This option requires information in hours and/or minutes for how frequently the object is run.
Instances are created regularly to match the parameters that you enter. The first instance is
created at the start time that you specify, and the object will cease to run on its hourly schedule
at the end time that you specify.

e Daily

This option requires a start and end time parameter. The object runs once every N days at the
time that you specify. It will not be run after the end time that you specify.
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* Weekly

This option requires a start and end time parameter. Each week, the object runs on the selected
days at the time that you specify. It will not be run after the end time that you specify.

e Monthly

This option requires a start date and time, along with a recurrence interval in months. The object
runs on the specified date and time every N months. It will not be run after the end time that you
specify.

* Nth Day of Month

This option requires a day of the month on which the object is run. Instances are created regularly
each month on the day that you enter at the start time that you specify. The object will not be run
after the end time that you specify.

« 1st Monday of Month

This option requires a start and end time parameter. An instance is created on the first Monday
of each month at the time that you specify. The object will not be run after the end time that you
specify.

 Last Day of Month

This option requires a start and end time parameter. An instance is created on the last day of
each month at the time that you specify. The object will not be run after the end time that you
specify.

« X Day of Nth Week of the Month

This option requires a start and end time parameter. An instance is created monthly on a day of
a week that you specify. The object will not be run after the end time that you specify.
 Calendar

This option allows you to select a calendar of dates. (Calendars are customized lists of schedule
dates that are created by the Bi platform administrator.) An instance is created on each day that
is indicated in the calendar, beginning at the start time that you specify and continuing until the
end time that you specify.



10.

11.

Click Formats
Select the format you want to schedule to from the Output Format list.

Click Destinations
a) Select a destination option
b)  Select the Keep an instance in the history check box if you want to save a copy of
the instance.
c) Select the Use default settings check box if you want to the report to be sent to the
logged in user.
You can schedule to the following destination locations:
» Default Enterprise Location
If you select this option, the instance is saved within Business Objects.
* Bl Inbox
This option saves the instance to Bl Inboxes specified.
* Email
This option sends the instance to the specified email recipients.
*FTP Server
This option saves the instance to the specified FTP server.
* File System
This option saves the instance to the specified file location.

Click Schedule



Log Off
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To log off click the Log Off button.

Welcome: Enterprise Reporting

Applications

-
Preferences  Help Menu V( LogOff | %

* 0 Unread Messages in My Inbox

Mo unread messages

See Mare...

* My Applications

~* 0 Unread Alerts

Alerting has been disabled
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Create a report to show the Allotments, Expenditures, and Variances
for your agency by object.

1. Open a new Web Intelligence Document
2. Select the universe for the current biennium
3. Select the following Result Objects

. Program

. Object

. GL Account
. Amount

. Fiscal Month
4. Select the following Report Filters.
. Agency

Set Agency filter to your agency.

. GL Account
Set GL Account filter to 0622;6210;6410;6505;6510;6560

. Select the predefined time filter for Biennium to Date thru Prior Month.



10.
11.

12.
13.

Create a variable to concantanate Object and Object Title
=[Object]+" / "+[Object Title]

Create a variable for the Allotments.
=Sum(If([GL Account]inList("6210";"0622");[Amount];0))

Create a variable for Actuals
= Sum(If([GL Account]inList("6505";"6510";"6560";"6410");[Amount];0))

Create a variable for the Variance
=[Allotments]-[Actuals]

Replace Object with the new Object and Title variable.
Remove GL Account and Amount from the Report

Add the new Variables (Allotments, Actuals, and Variance) to the
report.

Create a section on Program
Add subtotal to each measure



Practice Exercise 1 cont.

14. Your report should look similar to this:

010

Object & Title Allotments Actuals Variance

Al Salaries and Wages 6,193,520 8,619,940.32  -2,626,420.32
B/ Employee Benefits 1,983,012 2,887,653.12 -904,641.12
C I Professional Service Contracts 167,000 3577433 121,225.67
E/ Goods and Other Services 2,761,718 497955928  -2,217,841.28
G/ Travel 63,704 504349 57,760.51
J/ Capital Qutlays 27,232 48,050.63 -20,816.63
S/ Interagency Reimbursements -1,495 688 -T,167,0759.91 5,661,391.91
T/ Intra-Agency Reimbursements -7,327 865 -9,3459 93051 2,022 065.51
Sum: 2,362,633 269,910.75 2,092,722.25
020

Object & Title Allotments Actuals Variance
AlSalaries and Wages 10,130,159 1,666,981.74 8,463177.26
B/ Employee Benefits 2,864,622 50414718 2,360,474.82
C i Professional Service Contracts 39 996 1] 359 096

15. Add an Input Controls to filter the report by Program and Fiscal
Month.
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