f Washington Stflte Department‘of
/ Enterprise Services

Enterprise Reporting
Introduction to Web Intelligence



Your name?

Your agency?

Any experience with Enterprise Reporting (ER)?
How do you expect to use ER Web Intelligence-
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Overview



At the conclusion of class participants should have an understanding of
the tool’'s basic features:

Logon - Navigate

View Reports - Edit existing Documents
Create New Documents - Breaks

Insert totals / subtotals - Print / Export Reports

Schedule Reports



Additional Resources

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



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

Web Intelligence vs. Standard Reports

Standard Reports

Web Intelligence

* Pre-defined reports  Self service reporting
e Report scheduling e For querying,
and viewing organizing, and

application analyzing data



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.qov/SiteCollectionDocuments/IT Solutions/Enterprise%20
Reporting/ WEBI1%20SAW%?20Instructions.pdf



http://des.wa.gov/SiteCollectionDocuments/ITSolutions/Enterprise%20Reporting/WEBI%20SAW%20Instructions.pdf
http://des.wa.gov/SiteCollectionDocuments/ITSolutions/Enterprise%20Reporting/WEBI%20SAW%20Instructions.pdf
http://des.wa.gov/SiteCollectionDocuments/ITSolutions/Enterprise%20Reporting/WEBI%20SAW%20Instructions.pdf

Type https://reporting.des.wa.gov into the address bar of your internet
browser and click Go, or press [Enter].

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

1. Enter your assigned User Name in the
User Name field

2. Enter your Password in the Password
fle I d . Enter your user information and click Log On.

. . . . (If you are unsure of your account information, contact your system administrator.)
e This application requires a
hardened password. Refer to

HELP @

User Name: | eruser1 79

the password guidelines on the S
next page.
3. Click the Log On button or press _tegon |
[Enter] to initiate a connection to the
Web Intell igence . Fargot password, User name, or Enable your account

10


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 s s s e
o
Hy Recenlly Varvned Dosusnests = B Linread Flrwsagis in My Lnlsox vl o
hip necently versed dooumenss 0 Ly el meRRE0ET ‘;J




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.
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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 folder with the report you need to view. In the example below we
are looking in “My Documents” and “My Favorites”.

3. Right Click on

1.

2.
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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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Creating New Web Intelligence Documents



A Web Intelligence document consists of a query, a report and any
formulas or variables created.

The document can be very simple or very complex, depending on the
user's business need at the time.

The data is represented in Web Intelligence as a universe. A Universe
provides an easy to use and understand data structure for non
technical Web Intelligence users to run queries against a database to
create reports and perform data analysis.

You build queries using the universe objects. When the query is ran,
the request is sent to the database, and the result is returned to the tool
In a report, in the form of a table, consisting of columns and rows.



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
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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
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3. Select Universe, and click OK.

Select a data source

[ Ho data source
Create an emply document

2% Universe

Select a universe as a data source. h
: | Bex

Select a Bex query as a data source.

T Analysis View
Pick an Analysis View as a data source.




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



A universe contains the following structures:

Classes

A class is a logical grouping of objects within a universe. It represents a
category of objects. A class can be divided hierarchically into
subclasses.

Objects

An object is a named component that maps to data or a derivation of data
in the database.

Types of objects

— Dimension = Parameters for analysis. Dimensions typically relate to a
hierarchy such as geography, product, or time. For example: Agency
Code

— Detail ™ Provides a description of a dimension, but are not the focus for
analysis. For example: Agency Title

— Measure « Conveys numeric information which is used to quantify a
dimension object. For example: Amount



Creating New Web Intelligence Document

Data Outline Panel — Shows the universe and its classes and objects
that are available for reporting.

# Universe outline

. Master Perspective

=- i‘,’ AFRS 2013

+]- Account (Fund) Class

Project Class
Allocation Class
Revenue Source Class
Federal Class

Master Index Class
Vendor Class

Payment Class

Batch Header Class
Document Class
Transaction Class
Miscellaneous Class
Measures Class

R
ﬂﬂﬂﬁﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ




Creating New Web Intelligence Document
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Results Object Panel — Objects selected and placed here will be
displayed in the report.

(7 Result Objects T XX

To include data in the report, select objects in the Data tab and drag them here. Click Run Query to return the data to the report.




Creating New Web Intelligence Document
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Query Filter Panel — Where objects are added to define how to limit
the data returned in a query.

E Query Filters

To fiter the query, drag predefined fiters here or drag objects here then use the Fitter Editor to define custom fitters.




Creating New Web Intelligence Document

Select the objects you want to include in the query and drag them to
the Result Objects pane. To add all the objects in the class, drag the
class to the Result Objects pane.

{1l Query Panel

{7 Add Query -

e e G| | @ o

I‘?
i Run query | ?Ij Close

=i - -
i Universe outline

[ Master Perspective

Fizcal vear Mum
Fizcal Month

Posting Fizcal Month
Posting Adjust Month
Month ear

Quarter

Month Desc
Calendar KMaonth
Calendar ear
Federal Fizcal vear
+-[L ] Time Filters

+-[L] Agency Class

+-[L ] GL &ccount Class
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9 - [Typererctonn | BBt
=Nl &
e AFRS 2013
== Time Class -
o a®
Biennium '.'ll"'
Fizcal Year

-

N
;7 Fiscal Year

T X

To include data in the report, select objects in the Data tab and drag them here. Click Run Query to return the data to the report’

{7 Result Objects

AE X

drag objects here then use the Fiter Editor to define custom fiters.

T} Query Filters

To fiter the guery, drag predefined fiters here or




Creating New Web Intelligence Document

Repeat the previous step until the query contains all the objects you

want to include.

{1l Query Panel

ET_I Add Query -

HEE | P

=i - -
i Universe outline

[ Master Perspective -

4+ =t

%% AFRS 2013
L] Time Clazs
[ET] Time Filters
[ Agency Class
[L0 GL Account Class
[0 Account (Fund) Class
[E2] Expenditure Authority (Appn)
[L7] Program Class
L] Object Class
[ Organization Class
[L 7] Project Class
[ Allocation Class
L] Revenue Source Class
Federal Class

28

{7 Result Objects

! Fiscal vear ! Fizcal Menth | Program

AE X

define custom fiters.

_,J= Query Filters

To fiter the gue

¢, drag predefined fitters here or drag objectg bere then use the Fiter Editor



Creating New Web Intelligence Document

29

To remove an object from the Result Objects or Query Filters panes,
click Remove at the top right corner of the pane.

To remove all objects from the Result Objects or Query Filters panes,
click Remove All at the top right corner of the pane.

(1] Query Panel (20 =2

L‘TJELAddQuery' EE G ’9 oy = Run query | ?ﬂ Close =

'::- Universe outline [ﬁ Result Objects p 4 &

Master Perspective
& £ | Biennium | Agency ! GL Account Amount | Program

L) Ev Bt

e AFRS 2013

+H-|p | Time Class

+--[f ] Time Fitters

g | Agency Class

+-|p | GL Account Class

+-|p | Account (Fund) Class

+-|p | Expenditure Authority (Appn)
4|t ] Program Class

+-|p | Object Class

+-|p | Organization Clazs

4[] Project Class o

4[] Allocation Class _fg Query Filters l?{ i
[t | Revenue Source Class

4L | Federal Class =
| Agen Equal to v ||178 i .
+-|p | Master Index Class gency [a

+-|g] Wendor Class =
+-[ 7| Payment Class And | GL Account |Equalto * ||6510 |:_: .

4|t | Batch Header Class
#-[ ] Document Class ! Fizcal Month |Egualto v |12 |_5 -
+-|p | Transaction Class

+--[f ] Miscelaneous Class
+-[i ] Measures Class A Data Preview 2 Refresh

L S e o IR W s S ARt s




Creating New Web Intelligence Document

Select the objects on which you want to define query filters and drag
them to the Query Filters Pane.

(7] Query Panel ;i\
t’il::ﬁxddﬂuery' o B el =2 |t9.§' 3 :Tf:'Runqueryl qﬂﬂluse*

':.:- Universe outline t‘ﬁ Result Objects T X

[B Master Perspective -

| Fiscal vear ! Fiscal Month ! Program Amount

" ‘ Type here to fitt =+ =14

FRS 2013 A
= Time Class

Biennium

Fizcal vear

Fiscal vear Mum
Fizcal Month

Posting Fiscal Month
Posting Adjust Month
Month “ear

Quarter

Month Desc

Calendar Month 5 Query Filters ke
Calendar “ear

Federal Fiscal ear To fitter the query, drag predefined fiters here or drag cbjects here then use the Filter Editor to define custom filters. 5"

| Time Fiters

}Agency Class _— -'?
Agency

| Agency I

| Subagency

| Budget Option
= GL Account Class
| GL Account
| Subsidiary Account
| Subsidiary Agency
| B Crind
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After a data element is selected, a filter editor box will display as
illustrated below. The default operator is In list. Click on the arrow by In
list to view the complete list of operators. Choose Equal to from the list
of operators. Type the value in the text box on the filter editor box.

Lﬁ Query Panel 17

f]'ﬁﬁ\dd auery ~ | |fH"E ) G2 | ‘9 oy =2 Run query | ;ﬂ Clos

',‘:— Universe outline [ﬂ Result Objects ¥ X

Master Perzpective
m * | Fizcal ¥ear | Fiscal Month | Program Amount

a9 4 B+

FRS 2013
= Time Class
| Biennium
| Fiscal Year
| Fiscal ¥ear Num
| Fiscal Month
| Posting Fiscal Month
| Posting Adjust Month
| Month vear
| Quarter
| Month Desc
| Calendar Month
| Calendar ear
| Federal Fizcal Year

=7 Query Filters B X

| Time Fitters " Agency i ist E i
= Agency Class an l,i:‘.t o

| Agency ot in lis

| Subagency Equal to =

| Budget Option Not Equal to %
# GL Account Class Greater than

| GL Account Greater than or Equal to

| Subsidiary Account Less than

| Subsidiary Agency Less than or Equalto =

| DrCrind

| Pertaining Ind B Data Preview 2 Ref

1 giind)
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Repeat the previous step until the query contains all the filters you want
to include.

Eﬁ Query Panel

ﬁﬁAddQuery' T G :? i E =2 Run gquery

':.:- Universe outline t‘ﬁ Reszult Objects

[ Master Perspective

N [ommen o

(=-3hE AFRS 2013
| ] Time Class
[E—] Time Fitters
[E] Agency Class
[E] GL Account Class
L Account (Fund) Class
[E] Expenditure Authority (4ppn)
[E-] Program Class
L] Object Class
L] Crganization Class
[E| Project Class
[E] Alocation Class _lf Query Filters E
|71 Revenue Source Class
|| Federal Class
L] Master Index Class
endor Clazs
B Payment Class And ! GL Account |Equa|t|:| M ||E‘51IJ | T
|| Batch Header Class
[E7] Document Class ! Fiscal Month |Equa|1|:| v ||12 | -
[ET] Transaction Class L
|| Mizcellaneous Class

[[7] Measures Class E Data Preview

“W‘M

# Fiscal'Year | # FiscalMonth | # Program | ™ Amount

| Agency |Equa|t|:| v ||1?9 | -

AR e AT NI A,
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Click Run Query to run the query.

{F Add query - ||| & T L2

=-%& AFRS 2013
[E2] Time Class
[E] Time Fitters
[E] Agency Class
[E] GL Account Class
[E] Account (Fund) Class
L] Expenditure Authority (Appn)
[E] Program Class
[E7 Object Class
L] Organization Class
|| Project Class

PEF D
j.‘.:-" Universe outline fﬁ Result Objects
Master P ci -
i Asler Ferspecive ‘ i ElienniumH d Agency || 1 GL Account | | ™ Amount H i Program ‘
3P Type here to fitn | B+ Bt

| 2 Run query |

[ Allocation Class EL{ Query Filters R X &
[ Revenue Source Class
|| Federal Clazs | 4
A Equal to v | [179 -
[ Waster Index Class Lt | a || |
L] Wendor Class
[E] Payment Class And | ! GL Account |Equa| to M ||B51'} | M
|| Batch Header Class
£ Document Class | ! Fiscal Month |Equal to v ||12 | -
[ Transaction Class
L] Mizscellanecus Class
[E] Measures Class fH Data Preview =2 Refresh




Navigating the Report Panel
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After a query is run, the results will be displayed in the Report View

window.

_/ Fie | Properties |

Report Element | " Format | A Data Access ‘J/'f Analysiz | - Page Setup |

Reading Design '~ Data @ o

bed- S #l&f = -

® STE R o

X | &

N

ek

/" Fiters | Data Tracking |

" Display | Condiional |

/# Interact |

/" Functior|
ik

iy

| :% Controls =

== Hreak - | -ﬁ_?l Sort

| ¥ Dril ~ %2 Fiter Bar BH Outine || 3 =un |

= Refresh | ¥
A
“ Report 1 ‘
’_ |
_E__\ B,
% Display Data Elements
201 97.62 020
2013 1749 G505 716,030.27 030
2013 179 6505 -614.631.35 040
2013 179 G505 1,679,070.88 050
2013 179 6505 -1,028,826.8 D60
2013 174 G505 3311887 070 Zoom .
2013 179 6505 239,935.65 080 Page Navigation
| i B
Reportd = v =
Report 1 = Track Changes: Off H o4 “P&ge1 ofh k. bR IE,I_ 100% = ‘= T L 1 e @ minute ago,




After the query is run, the results will be displayed in the Report View
window.

Depending on your security profile, you can save a document to either
a personal or a public folder within the tool.

* If you are a regular user, you can save a file to a folder under My
Folders.

* If you are a power user, you can save to either a folder in My
Folders or to certain Public Folders.



Save a Web Intelligence Document
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1. To save a Web Intelligence Document click the Save button on the
upper left corner.

@ Eﬂshmmnn Saate: Department of
nterErn‘se Services Halp Desk: Welcome: Enterprise Reportiifs
Enberpriss Keparting Servioes mﬂl“ p m

IHmnE]I]nu.mentsl{msswdc 3 ll'lewﬂnmment 0 &1 @

File |’£ Properties | Report Element / Format |
D@[ﬁﬂ5|ﬂﬁ|h Table | Cell | Section |

n 'dl":’ - - ,': - e -
& @ [ | save menu D D =

#= i’ | Click to save the document,
or click the arrow for all
zave options.

Riennium

Anency Gl. A zount  Amount



Save a Web Intelligence Document

2. The following Save Document dialog box will appear.

3. Enter the Title for the Document and click Save on the bottom.
Document title can only contain numbers and letters; it cannot
contain special characters.

Save Document

Note: The My Favorites folder !
is highlighted so that is the My Deskiop
default location where the .
document or query will be uy Docurerts
saved. You can choose another =
folder to which you have . “‘"l,‘"ﬂ“”*“

*®

reporting

access, if you wish.

37

Folders:. % Categories

X5
L

] @ Home
- G& My Favorites
Training
~Weblnteligence
Inbox
Public Folders

Search title -

Title

Size

Sample Report

New Document

my report

Mame ([Sample Web Inteligence Document

Save

38 KB
29 KB
30 KB

Advanced [

Cancel
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Query Filter Options
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Operator Retrieves Data Example
. {Fiscal Month} Equal To 10 retrieves
Equal To Equal to the specified value data for fiscal month 10
{Fiscal Month} Not Equal To 10
Not Equal To Not equal to the specified value retrieves data for all fiscal months

other than 10

Greater Than

Greater than the specified value

{Fiscal Month} Greater Than 10
retrieves data for fiscal months 11 and
higher

Greater Than or Equal
To

Greater than or equal to the
specified value

{Fiscal Month} Greater Than or Equal
To 10 retrieves data for fiscal months
10 and higher

Less Than

Lower than the specified value

{Fiscal Month} Less Than 10 retrieves
data for fiscal months 01 through 09

Less Than or Equal To

Lower than or equal to the
specified value

{Fiscal Month} Less Than or Equal To
10 retrieves data for fiscal months 01
through 10

Between

Between two values; including
these values

{GL Account} Between 6500 and 6600
retrieves data for GL Accounts 6500
through 6600

Not Between

Outside the range of two
specified values

{GL Account} Between 6500 and 6600
retrieves data for all GL Accounts not
between 6500 and 6600
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Operator

Retrieves Data

Example

{Agency} In List ‘'225;310;477

In List Same as values specified retrieves data only for Agencies 225,
310, and 477
. A Not In List ‘225;310;477
. Everything other than values { ger?cy} otintis 53 0.
Not In List specified retrieves data for all excluding
P Agencies 225, 310, and 477
Which there is no value entered Is Null does not apply to the AFRS
Is Null . )
in the database Universes
. . Is Not Null does not apply to the AFRS
Is Not Null For which there is a value N . PPl
Universes

Matches Pattern

Includes a specific string that is
like a value

{Program Index} Matches Pattern
‘15%’ retrieves data for any Program
Index that begins with 15

Different From Pattern

Excludes a specific string that is
like a value

{Program Index} Different From
Pattern ‘15%’ retrieves data for any
Program Index that does not begin

with 15

Corresponds to two specific

{Budget Option} Both “1” and “2”

Both retrieves data for budget options one
values
and two
Corresponds to one specified {Budget Option} Except Option “1”
Except value and does not correspond to | retrieves data for budget options other

another specified value

than one




Modify a Document
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1. Locate your query in your My Favorites folder
2. Right click
3. Select Modify

Wisshingion S"meDcua'llner\(o‘
(@) Enterprise Services Help Desk:
Ea ...,,.. ,,.,r.. Aol (360)407-8176

I Documents ] Crosswalk -

Welcol

View = Mew + Organize ~ Send = More Actions = | Details

Last Run

My Documents Title « Type
E‘ [ My Favorites [T | ~weblInteligence Folder
| - ] ~iebInteligence [ | Training Folder
¢ I Training W | my report Web Inteligence
Elnbox #* | New Document Web Inteligence
| | Sample Report Web Inteligence
@Personal Categories b Sample Web Inteligence Docgssas Web Intelligence
View
Properties
Categories
Document Link
Mew >
Organize >

Send




Modify a Document

4. Selectthe Data Access tab and click the Edit icon located on the
Data Providers sub tab.

@ Wisshingion Q’J;ne Dcuadmert‘cv‘
Fnrh.!E\nu Elp-urhsﬁ SETVITe ml“

A A

[Home]Doqmmtslﬂmsswak o ]Sample'lﬂ'eh]ntellig... A B Eill
File | 2 Properties | 2 Report Element | 2 Format /l/ Cata Access | . Anahysis | & Page Setup |
O E-| 5| & L CI= Data Providers | Tools | " Data Objects
ENE | y & X | o Eﬁ Mew data provider - | @Eﬂlﬁ\ x Purge - | - i New Variable ~ | I Merge |
L L ! - Bl
[
oy o~ x v Edit (Ctrl+Shift D)

Edit data provider

Report 1
d
= Biennium Agency GL Account  Amount Program
= 2013 179 6505 1,452,292.39 010
2013 174 GE05 40,797 62 020
2013 1749 G505 716,030.27 030

W
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Between

To set a filter using a range of values use the Between operator. Since
you have placed Fiscal Month in the Result Objects you can drag it
down to the Query Filter Box. Change the operator to Between from

the drop down list of operators.

Lﬁ Query Panel
ﬁﬁ\dd auery ~ | |MH ="t G | ‘9 B = Run query | ;ﬂ Clos
F X

':.:— Universe outline Lﬁ Result Objects

[ Master Perspective

Q,El (=T

=Tk AFRS 2013 z
= f’? Time Class
Biennium (
Fizcal Year %
Fiscal Year Num = Query Filters B X )r
Fizcal Month
Posting Fiscal Month
Posting Adjust Month

Manth Year —
Quarter And GL Account |In list v | [es10,6410,6505;65| [iZ] ~

Biennium Agency GL Account Amount Program

Agency |Equalto v ||178 |_E-

Month Desc
Calendar Month Fiscal Month [in list v E -
Calendar Y'ear ST
Federal Fiscal Year
+-|g | Time Fitters
+H-[p ] Agency Class
[ GL Account Class Between
+-[p] Account (Fund) Class ] Data Preview Mot Between % i Refresh
4[] Expenditure Authority (Appr Iz null

4|t ] Program Class Iz not null
-1 ar natarn

Greater than or Egual to =
Less than
Le=s than or Equal to

+-|g | Object Class
4[| OrganizatiogClass

43



Between
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The filter editor box now displays two fields for entering values. Enter a
value in each box. The ‘Between’ operator is inclusive and will include

the values entered.

{1l Query Panel

{7 Add Query -

o 2| P

i Run guery | ?Ij Close

=i - -
i Universe outline

-

[ Master Perspective

Wy

=Tk AFRS 2013

- FF? Time Class
Biennium
Fizcal vear

4+ =t

&

{7 Result Objects

| Biennium | Agency

| GL Account Amount | Program

N

T X

Fizcal vYear Mum
Fizcal Month

Posting Fizcal Month
Posting Adjust Month
Month ear
Quarter

Month Desc
Calendar Month
Calendar 'ear
Federal Fizcal vear
Time Fiters

" Query Filters
| Agency |Egualto

| GL Account |[In list

| Fizcal Month  |Between

T (179

[i=] -
v | |510,6410,8505,65| [:] -

|E_E-And12

r JN1

AE X



Values from list

To set a filter using a list of values use the default operator In list. Click
on the arrow on the end of the filter editor box. Select Values from
List.

{1l Query Panel Z) o
L‘ﬁﬁ\dd Query - | |00 & B Ce2 || ’? E3 2= Run query | ﬂﬁ Close -
-, . - .

v Universe outline tﬁ Result Objects T X &
Master P cti -

li] SLETREE e ! Biennium | Agency | GL Account Amount | Program

L] Type here to fits @y 5

.1}

= The AFRS 2013
+-[L] Time Class
+-[L] Time Fitters
#--[L] Agency Class
£ GL Account Class
[0 Account (Fund) Class
[E21 Expenditure Autharity (Appn)
[E1 Program Class
[E1 Object Class
[E21 Organization Class
L1 Project Class
[ Allocation Class
[ Revenue Source Class

|| Federal Class | =
[E7] Master Index Class i Agency |Equal to v |[179 |__ =
And

[E7] Vendor Class =
[E7) Payment Class | GL Account |In list v [16510 |:_:

[E] Batch Header Class
[ Document Class
[E71 Transaction Class
[E Miscellaneous Class

_'f Query Filters ﬁ F X &

o Constant

Value(s) from list Ik

- - - E-E-E-E-E-E-E-E- - E

[T Measures Class F Data Preview Prompt resh




Select the values from the list. Multiple items can be selected by
holding the ‘CTRL’ or ‘Shift’ keys and selecting your values. Once the
values are selected, use the top arrow to move the values into the
‘Selected Value(s) box. Then click OK.

Lizst of Values *

W Selected Value(s)

GL Account | 2 | 6310
5910 . E}e:w
6505
656

Fla
£

3820
6110
6210
6310
G410
6505
6510
6511
6512

50

651

6515
5516
b
6560

6591
6592

Last Refreshed: 12/27/2012 3:.059:25 PM

0K Cancel



Values from list

When free forming a list of values each value should be separated with
a semicolon and no spaces. Example: 6510;6410;6505;6560

fﬁ Query Panel I
L‘?_I‘J:Add auery ~ || = T G2 | ? b == Run query | ?ﬂ Close ~
i, . . . e
v Universe outline Eﬁ Result Objects r X &

Master P cti -
B Waster Perspective | Biennium | Agency ! GL Account Amount | Program
4@ =4 2t

= Tk AFRS 2013

[£7] Time Class

[£] Time Fiters

[E7] Agency Class

[E7] GL Account Class

[E71 Account (Fund) Class

[E71 Expenditure Authority (&ppn)
[E7] Program Class

[E7] Object Class

[E71 Organization Class

[L7] Project Class

[E7] Allocation Class = Query Filters I?H Bﬂ * &
[ 7] Revenue Source Class
[ Federal Class

[L71 Master Index Class
[£7] Wendor Class

[E7) Payment Class ! GL Account
[ ] Batch Header Class
[E71 Document Class
[£] Transaction Class
[E7] Mizcellaneous Class

[E] Measures Class FH Data Preview &' Refresh

ans
ni
4

| Agency |Equalto v |[179

v | \6510,8410;6505,65 ({32 | -

O e O ) O = I O = O O R e O = B = B

5 1 ke

1 auery 1 ireE
47 Last refresh date; December 27, 2012 2:54:20 PM GNMT-08:00



To include wildcard characters in a value to further define a filter use
Matches Pattern. This is very useful when you are trying to find data
that begins with, ends with, or contains a specified value. For example,
you may create a filter to find all vendors that start with a certain word.

Please note that using text in filters is not case sensitive.



Matches Pattern

1. Drag a dimension into the Query Filters area.
2. Change the operator to Matches pattern by selecting it from the
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drop-down list of operator values.

fﬁ Query Panel

G Add query ~ | [E'EVE [ | @ &

'.?II 4

~.1) = =
w Universe outline

[ Master Perspective

| Organization Class

-

*

(7] Result Objects

| Biegnnium | Agency | GL Account | | " Amount | Program
L] Type hereto fite | B+ &t
FRS 2013 =
= Time Class
| Biennium
| Fiscalvear
| Fizcal vear Num 3
| Fizcal Month % Query Filters
| Posting Fiscal Month I
| Posting Adjust Month = | Agency |Equalto v [[179 |_E i
| Month ear
| Quarter and || # FiscalMonth |Between v |01 =] - And 12 ] -
| Month Desc
|
, E::::j:;{;g:trh | GL Account In list . vl H.
| Federal Fiscal Year B Between =
| Time Fiters Mot Between
| Agency Class Iz null
| GL Account Class 1s not null
| Account (Fund) Class Matches patter
| Expenditure Authority (Appn} Class Different from J%&rn =
J Program Class H Data Preview Both )
| Object Class — -



Matches Pattern
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3. Type your value into the Value entry field followed by a ‘%’. This
will select values that begin with the value entered followed by any
other characters.

{1l Query Panel

{7 Add Query -

oA G2 | P e
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=i - -
i Universe outline

[ Master Perspective

FRS 2013

= Time Class

Biennium

Fizcal vear

Fizcal Year Mum
Fizcal Month

Posting Fizcal Month
Posting Adjust Month
Month ear

Quarter

Month Desc
Calendar Month
Calendar ¥'ear
Federal Fizcal vear
| Time Filters

| Agency Class

B Type here to filt

-

4+ =t

A

{7 Result Objects

| Biennium | Agency | GL Account
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| Program

™,

{

_,.'= Query Filters
| Agency [Egualto

And | Fizcal Month |Between v | |01

| GL Account Matches pattern v

| GL Account Class
| AccoungFund) Class.
)
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Working with Web Intelligence Reports



Add Columns

To add Column — Click and drag the object to the report table where it
needs to be added. Overlap it with the edge of the cell next to it. Drop
the object in the desired spot.

J Agency

! Biennium

J GL Account
! Program
""" Amount
[L] Wariables

Arranged by: Alphabetic order =

Biennium Agenc)’

| 2013 179 $124,30112) |
[}

| 2013 179 man =—1"21,020,785.00 i
| 2013 179 6511 511,128,840.65 |
| 2013 179 6515 ($22,341.03) |
i 2013 179 6516 $49,198,162.43 i
i 2013 179 6525 ($28,428,537.21) i
i Sum: 253,672,608.72 |

Wiashingion State Department of H | ; e | - p
Deslc: . i il i i - -
F“rh'!'';‘|'.e‘.l'renw_!'v:e’l éEL\qces 1% Welcome: Enterprise Reporting Applications Preferences  Help Menu Log O | |
[Hnme ]Doa.lnmlsl{:msmﬂc 4 lSample Web Intellig... = = & ]
/" Fie | Properties | “ ReportElement |~ Format | Data Access | Analysis /V Page Setup | Reading Design |~ Data @ =@ - o
= R = - Report Rename Move Page Header Footer Scale To Page Margins Display
= | K | K K | K K |
»
t?k n__'ql | B oo X | & - Add Report Duplicate |- ﬂ Partrait = | Ad v Wld'th.|Autc|mat|c X | HE|ght.|Autumatlc X | Scal_l
Sf) ~vaiale Objects - « ek J| ‘ ’
| Type here to fiter tree | =
- Report 1
[= +#| Sample Web Inteligence Document

Report 1 -

2 15 minutes ago.
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Remove Columns

To Remove a column —
1. Click and drag the object into the Available Objects Window.

mmmsmnupmmm
se Services Help Welcome: Enterprise Reporting  Applications ¥ Preferences  Help Menu » Log Off | |p
wp-- +parting Services m 76

IHnme]Doa.lnmts]{msmdc S 3 lSamp'IeWebInte'l'lig... A = D]

" Fie | Properties | “ ReportElement |~ Format | Data Access | Anar_n,rsisJ/ Page Setup | Reading Design - Data @ - @ -
O == = | & | o) | éf—) M - Report | Rename | Move | Page | Header | Footer | Scale To Page | Margins | Display |
FI

X BB e X|&- Add Report Duplicate [ ﬂ Portrait = W'H:'lhi|Aut|:|matiu: v | HEithZ|Autnmatic r| Sca
R 7 [ttt rrgran) E

Lo | ’

Report 1

= y Sample Web Inteligence Document

@a
j 1 sgency
5

! Biennium E
! Gl account Biennium Agency GL Account  Amount Program
| Program
E W Amount %ﬁ? =NameOf([Program]) =e (¥1,452,282.39)
] Variables 2013 178 5505 $40,757.62 020

$716,030.27
(5514,631.35)

($1,028,826.50)
F33118.87

I
I
[}
I
I
I
I
|
| $1,579,070.88
I
I
I
[}
I
I
I
I
I
I
I

$239,835.65

Arranged by: Alphabetic order =

1 Report 1

Report 1 « Track Changes: Off W 4 Pagelof1 F M % Ell 100% - & l - = 4 minutes ago.
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Remove Columns

2. Select Remove Column in the Remove dialogue box and click OK.

Wisshingion Ssate Department of
@"m 'msﬁmces MD‘I.:N Welcome: Enterprise Reporting | Applications ¥ Preferences  Help Menu Log Off | |.Q
[HnmelDou.lnmlsl{msmdc S ISamp'IeWehInte'l'lig... A = E.'i]
File |/ Properties | " Report Element |~ Format |~ Data Access |~ Analysis/l/ Page Setup | Reading Design |~ Data @' @ -
O &= - | P | # | é@ B - Report | Rename | Move | Page | Header | Footer | Scale To Page | Margins | Display |
: ol
X B[R9 e X|&- Add Report Duplicate [ ﬂ Portrat = W'H:'th2|Aut|:|matic r | HEithi|Autumatic r| Sca
i ¢ |ttt r0500m) E
%g | EE ere 1o Tier ree | 2
Report 1
= y Sample Web Inteligence Document
ﬂ I agency
I Biennium =
9 ! GL Account Biennium Agency GL Account  Amount Program
' | Program
I
R o Aot 179 6505 (§1,452,292.39) 010 |
[ Variables i 2013 1 | Pe— .| 54079762 020 i
| 1
12013 1] Remove $716,030.27 030 !
I . I
12013 1 'u" Remove Row i514,631.35) 040 !
I - I
| 2013 1] | 578,070.88 050 |
I I
I . I
i 2013 1 I - !}I (e 028,826.50) 060 i
| 2013 17 $33118.87 070 !
| 1
12013 1749 6505 $238 93565 080 !
I I
-1| M | T
Arranged by: Alphabetic order = 'I Report 1 4 b E
Report 1 - Track Changes: Off| M 4 Pagetof1 b M= B 100% » & T & & 7 minutes ago.




Add / Remove Columns

When adding and removing columns the data will aggregate based on
the columns displayed in the report.

Wiashingion Q'-IEDGDB'"FH\(‘D‘
@Enterense Services Mnﬂfn Welcome: Enterprise Reporting | Applications ™ Preferences  Help Menu ™ Log Off | |2
Enterprias Keparting Services (360)407-8
[Hnme]Doa.lnmls]Cmsmﬂ: 4 a2 ]Sample'Web]nteﬂig... A = El]
Fie | Properties | " ReportElement | Format | Data Access | Analysis Page Setu Reading ign ~ Data G- @~ o
p p fy: g p Design

D=3~ 5| & | P = - Report | Rename  Move | Page | Header | Footer | Scale To Page | Margins |© Display |
L L2
X @ B | B oo X | Sl o Add Report Duplicate [ ﬂ Portrait = Wid'ch|Aut|:|matic v | HEighii|Autumatic v SCE| |
[l ~vailable Objects - « | ~"| |¥

| Report 1

= ;o" Sample Web Inteligence Document

B
j J Agency
LY

m

I Biennium

! L Account Biennium Agency Program GL Account  Amount

) Program
E‘_—I ..... Amount 2013 179 010 G505 ($1,452 292 39) %
- [ Variables 2013 179 010 B510 $13,509,734.04

2013 $40,797.62
2013 §1,617,981.78
2013 $20932.08
2013 $188,000.00
2013 §716,030.27
2013 £39,993579.93

-

Arranged by: Alphabetic order = 'l Report 1

Report 1 = Track Changes: Off M 4 Page 1 o0f1
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Sorting

The default sort order for the table data is left to right. The primary sort
Is the left most column. To set your own sort order follow these steps.

1. Selectthe data you wish to sort in the table.

Biennium GL Account  Program Amount

013 6505 ($7,538,843.79) |
|

|2

|

i 2013 6505 020 ($221,817.72) i
| 2013 6505 5433,186.37 |
2013 6505 040 $170,060.19 |
i 2013 6505 $3,047,553.14 i
i 2013 6505 $56,506.69 i
| 2013 6505 070 ($100,115.88) |
2013 6505 080 §1,122,175.06 |
i 2013 6505 §114,240,717.39 i
i 2013 6505 500 $162,682.99 i
| 2013 6510 010 50,481,803.19 |
2013 6510 020 §1,227 53896 |
|

|

| 2

|
6510 030 $30,804 42487 l

L ]
—_
ad



Sorting
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2. Under the Analysis tab on the Display sub-tab click on Sort. This

will sort the data in your report by the column selected.

Report Element | Format | Dataﬁxccessyﬁxnarysis | Page Setup |

/Fiﬂers | Cata Tracking | /Dsplay | Conditional | Interact

[ Fitter - | m:lﬂanking - | =8 Ccontrols ~

= Break ~ | 2| Sun[\* ¥ Oril = % Fitter Bar &

Addiremove sort. Click the
arrow to change sort order
or manage soris.

Biennium

2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013

GL Account

Program

Amount

010
010
020
020
020
020
030
030
030

R
030

F6,391121.26
(57,539,843.79)
£9,481 803158
£1,247 986.60
(F221,817.72)
§1,227 538.86
§20,932.08
F215454 76
F433186.37
39,8094 424 87
F5,188, 49270
48,174 638.43




Breaks

58

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



Simple Calculations — Sum

1. Highlight the data in the Amount column

2. Select the Analysis tab and click the Sum icon located on the
Functions sub tab.

3. Navigate to the end of the report to see your total

HomelDommentsICrosswalk ISampleWehIntellig... A = E!] -‘i
ﬁ| W| Report Element | Format | DataAcce&sJ/ Analysis | Page Setup | }
"
O3-S & | &= . '_/ Fiters |* Data Tracking | '_/ Display Conditional '_/m‘ M
X fB-|o e X |- 7 Fiter ~ | gflRanking ~ | =8 Controls = || °E Break - | 4| sort - ¥ Dril ~ %3 Fiter Bar BH Outline || £ Sum E N Count More ~
.—=:| o =[Amount] Sum (Ctrl =)

Create/remove a Sum

%E calculation
S

[ x)

= Biennium Agency Program

=)

2013 179 6505 40,797.62 020
2013 178 6505 716,030.27 030

MJ\M
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Format Numbers

To reformat the numbers in a measure column select the Format tab
and choose the format from the dropdown list located on the Numbers

sub tab.

Wiashingion S'mD':uadmerto‘ i
@ ces Help Desk: 1% Welcome: Enterprise Reporting | Applications ¥ Preferences  Help Menu ™ Log Off | ‘
En uq-nu a'. rvices lmm“
[I—brne lDoc.rna'lts]Cmsswak 4 lSampIe Web Intellig... = = = ]
File | / Properties | / Report Element /l/ Format | " Data Access | . Analysis | 2 Page Setup | Reading Design ~ Data
OE E- | P ¥ | i | gf—) B - Font | Border  cell | < Style V" Numbers Alignment | Size | Padcllng |
A DB (96 X| - | aril v|lo | A& &) [DEFauLT v | costom ||l= = == = =|E
4 L] - (o) L
DEFAULT &
'_Ej o x |=[Bmunt] 1,234.57, 123457 i f
= 1.234567E3; -1.234567E3

1235, 1235

1235; (1235)

1234 57, -1234.57

— 1,235; 1235 v
& 2013 179 6505 40,797.62 020 $1234 57 (5123457)

a

o

Biennium Agency GL Account  Amount Program

716,030.27

-514,631.35

-1,028,826.5
3311887

23993565

34,301.56

22819427
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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
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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|
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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




Scheduling Reports

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

1. Onthe Documents tab, locate and select the object that you want
to schedule.

2. Right click
3. Select “Schedule”

1 Biate Doparimeent of i
@ EmerErlse Semces HD&: 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
=y Il& My Favarites ] | ~webinteligence Folder ERUSER 179 No
. raining olaer =
j : Weblnteligence E | Fold ERUSER 179 D
P my report Web Intelligence 0 ERUSER 173 No
: IJTrE:lnmg b ¥ ren a
#| | Mew Documen t web Inteligen 0 ERUSER 179 No
anbox
@ # | Sample Report Web Inteligence 0 ERUSER 179
""" P | Cate
Freersietseens B sae vioh i | o | i
View
Properties
Documen t Link
Mew >
Organize >
Folders Send >
Categories Details

Search < i mm b I



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
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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. When you click Schedule,
the default is “immediately.”

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.

* 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.
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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
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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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