Business Objects Enterprise Application InfoView

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

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

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

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

Viewing Reports or Objects

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

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

Welcome to the Maricopa Reporting System
(BOEXI)

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

System: | |

Enterprise ID; | |

Memo Password: | |

Authentication: LOAP w
Figure 2: Logon Screen

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

Figure 3: Home

Navigating InfoView Screens

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

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

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

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

Figure 4: Folder Navigation

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

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

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

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

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

MCCD_SR_1400 Facilities, Components, and Characteristics SIS Properties

Title: |MCCD_SR_1400 Facilities, Compaonents, and Characterlstld

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

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

Keyworids:

Created:

Last Modified:
Last Run On:
Categories:

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

I Fersonal Categaries
Corporate Categories

Figure 6: Report Properties

FOLF X

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

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

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

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

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

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

Home > Folders > Training >

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

Lints Run Now ][ Pause | Resume || GendTo.. |[ Delete ][ Reftesh
I Instance Time Status Format Run By Parameters
O %wﬁgﬂigffgfgam‘%‘c”mp””e"‘s‘a”dCha'am"sm Success Adlobe Acrobat (PDF) MARESS AL AT 01 1 900 NG oAl
u] %’f‘?ﬁgﬂ-ﬁ;—;;ﬁg;:z”ms‘C”"“]””E"‘S‘a””oha'am"sm Suceess &dabe Acrohat (PDF) CEVTRainingl COODE- Chandler Gilbe 010171 B00NENDA AN,
u] S‘S”_"fff%zg;;y”j;:;”m‘C”"“]””E"‘S‘a””C"a'a“E"S“” Sucress #dahe Acrohat (FDF) Testuser CEC08- Chandler Gilbert 011011 800NG N A main;
(= FAMCCD_3R_1400 Farilties, Components, snd Charatenstics o Adobe Acrobal (FDF) CExTraining01 CGCOE- Chandler Gilbert01/01/1 00;NoNo;A Al
Figure 9: Report History of Instances Adobe Acrobal (PDF) Testuser 608~ Chandler Giloert 0110171 900;NoNo Al

4. One can view the report instance by clicking on the hegtd ime (See circle in the Figure 10):

& E o+ | ) vew « % [ send - [F My intoview | Searchitie - | 5]
3 Folders || History.
E % S E = 3| X MCCD_SR_1400 Facilities, Components, and Characteristics SIS
o ¥Home |
\}:IM o [ Show only instances owned by me
olders
= _V [~ Filter Instances By Time
[l Favorites
- Pause Show completed instal
L= Inbox
2 Public Foldars T 0/ Instance Time Title Run By Parameters Format Status
8 _ - \ﬂ 11282006 9:42 MCCD_SR_1400 Facilities, Components, and Testuser CGC08 - Chandler Gilbert, 014014 800; Mo; Mo,  Adobe Success
A Feature Samples Characteristics SIS A Al Acrobat
CAReport Samples
. 11282006 3:42 MCCD_SR_1400 Facilities, Components, and = CGGC08 - Chandler Gilbert; 01/0141300; Mo; Mo, Adobe
B [ irsinind M Characteristics 518 CETrAININGIT 4 ) Acrobat Rkt
[JsR
110282006 9:37 MCCD_SR_1400 Facilities, Components, and CGCO8 - Chandler Gilhert, 01/0141300; Mo, Mo, Adabe
r ‘ﬁ Al Characteristics 515 UEEEES A *main Acrobat SIS
110282006 9:37 MCCD_SR_1400 Facilities, Components, and - CGCO8 - Chandler Gilhert, 01/0141900; Mo, Mo, Adaobe
r ‘ﬁ Abd Characteristics 515 e ininon A *main Acrobat SIS
110 - it
12008 2:31 MCCD_SR_1400 Facilities, Components, and MARESS JAILAIL 017011 900; No; Na: & *main Adobe SUCEess

Characteristics S15 Acrobat

Figurel0: Report Instances
| |
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5. In addition, one may check either option: Show onlyainsés owned by me or Filter Instances
By Time.
History O x

MCCD_SE_1400 Facilities, Components, and Characteristics SIS

I Show only instances awned by me

V¥ Filter Instances By Time

| Auply Fitter |

stat[9 x| o0 | [am =] [11/28/2008 ®

End:[10 = |00 =] [am =] [11/28/2006 =

Pauze Resume Delete ) Show completed instances - k78
I~ [ |Instance Time « Title Run By Parameters Format Status | Reschedule
O \ﬁ :\:\;2812006 942 gﬁ;g)c_tgli?&:ciﬂsﬂlgacilities, Campanents, and Testuser gﬁBCDS-ChandlerGilben; 010141800, Ma; Mao; A, isroobbeat e

O \ﬁ 11282006 9:42 MCCD_SR_1400 Facilities, Components, and
AW Characteristics 515

CGCO08- Chandler Gilhert, 0140111 900; Mo; No; A; Adobe

CEvTrainina01 m Acrohat

Success nia

11282006 9:37 MCCD_SR_1400 Facilities, Components, and CGCO08- Chandler Gilhert, 0140111 900; Mo; No; A; Adobe
i ‘ﬁ AW Characteristics 515 U *main Acrobat SHDLEE I
CGCO08- Chandler Gilhert, 0140111 900; Mo; No; A; Adobe

CEvTrainina01 rrain Acrohat

O \ﬁ :\:“1128120069:3? MCCD_SR_1400 Facilities, Components, and e

Characteristics 515

.

| Fiaure 11: RenportFilters | —

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

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

Exporting/Saving or Printing a Report

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

Crystal Reports (RPT)

Adobe Acrobat (PDF)

Microsoft Excel 97-2000 (XLS)

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

Microsoft Word Editable (RTF)

Rich Text Format (RTF)

NoakwhNpE

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

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

Scheduling a Report

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

| @ 5 E A o- | [ tew » % LY send » [ My Infoview | Searchiile « | | = [3% 5 @
3 Folders 4 AD E S —
E BEeEml X 2 organize - | X
EiRio Salado College;l 0O 4+ |Title « Last Run Tyme Owner Instances
2 SAPROD M $] & MCCD_AD_D031 TestScores Report CSTRNDLY m LLEIEAIE 32'5;?1' Administrator 26
[H5A55D Reports “Wiew Latest Instance | Histornpedies | Wadify
3 Saved Stuff Test Scores Repaort
Schedulin i
(= ¢} O a N MCCD_AD_D1_ 30 Students by Ethnic Group SMTIZ007 944 A Crystal administratar 21
2 Scottsdale_Cornmt “  RDS_Production 24 Report
) View Latest Instance | Histary | Schedule | Properies | Modify
(= Security Reports MEED_AD_0130 Students by Ethnic Group
3 Skill Centers
I MCCD_AD_0220 List of Students by Residency . Crystal .
jSDuth_mtn_oomml | P S Classicaton CETRNDLY B/282007 441 PM Report Administrator 3
|2 Student_Infarmation Wiew Latest Instance | History | Schedule | Praperties | Modify
C3test falder This reportis optimally viewed or printed using Adobe Acrobat format (hecause ofthe vertical headings used for narrow
) columns. Parameters are Academic Institution, Academic Term, Residency Code, and Sort Option (either by Student Name
[ Tidal Test or D). The report is grouped by Institution, Term, and Residency Code and is sorted by Student Mame or EMPLID.
B & Training |
NS Figure 12 : Bchedule areport

Click on the plus sign (+) next to ‘Parameters’ tawite parameters for this report.
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Schedule =
Instance title: [MCCD_AD_0031 Test s

E vwhen

Run ohject: |Nc:w ;l

Ohject will run nowy,
Database Logon
Destination
Format
Print Settings

Server Group

Events
Parameter Value
Data Source Ermpty
TestID Ermpty
Load Date Ermpty
Test Type Ermpty
Address Ermpty
Group ety
Figure 13 : View Parameters -
[ Schedule || Cancel
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When you click on the value to the right of the paramet®ox will open up either showing the
values that you may select from, or giving you a box thatrnpay use to enter a value. In the example
below, you may choose one or more values (to choose tinan one value, hold down the shift key
as you click on the values). Then move you chosen vadude right by clicking >’ (or move all
choices by clicking >>’. Use the ‘Remove’ buttons belbwou have moved a value in error.

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

not see the box, you may have to scroll down furthee#oit. If you do not click the ‘OK’ button,
your choices will be lost.

Schedule 3

Format ;l
Print Settings
Server Group
Events

B

Parameters

Enter prompt values.

Select the Data Source(s) for this report: Data Source
Available Yalues: Selected Walues:
CEC - Chandler Gilbert Comm College EMC - Extrella Mountsin Comim College

CECT - Chandler Gilbert Comm College
EME -

endale Community College
W - GatelWay Community Callege
GWCT - GatelMay Community College LI j

Remove || Remove All |

Figure 14 : Belect parameters

=l

[ Schedule || Cancel |
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You may also encounter a choice for a range of valuas.imay be a range of dates or other types of

B

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

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

Schedule o=
Events

E Parameters

Enter the SAP Dates for this report: Effective SAP Date;l
Pleaze enter Date in format "yyyy-mim-dd".
Start of Range: End of Range:
B 31 - 5
Enter a Value: Enter a Walue:
v Include this value r Mo lovwer value R Include this value r Mo uppet value
Add Range
Available Yalues: Selected Yalues:
2005-06-09 - SAP Effective Date ;l [ .. 2007-06-05] ;l
e
=
Entet & Walue:
B -l =
4 | »

Figure 15: Entering arange of values

[ Schedule || Cancel

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

‘Refresh’ icon & . If the report has been created successfully, yoeloc@dnon the date hyperlink and
the report will open. If the report has failed, athis example, you may notice that no parameters were
chosen. In that case you may go back and choose youngiara again.

History o
MCCD_FA_0111 Students with Complete (or none required) Checklists CSTRHOLY

|

I Show onhy instances owned by me
I Filter Instances By Time

Pause | Resume | Delete

Showe all instances « ?}

[T [ |Instance Time « | Title Run By Parameters Format Status | Reschedule
THT200710:47  MCCD_FA_0111 Students with Complete .. Mo Crystal )

= Y (or none regulred) Checkiists cSTRNDLY = nay Hall Sl

Parameters.  Report

BIEZ007 10:41 MCCD_FA_0111 Students with Complete  Janice GWC03; CLE;,  Adohe
- Y (or none required) Checklists CETRNDLY McClain 2008 et e I S e

BfE2007 10:40 MCCD_FA 0111 Students with Complete  Janice M EMC10; CLE;  Adohe
R Y {or none reguired) Checklists CSTRNDLY McClain 2008 Acropat  Duccess Reschedule

Figure 17 : Reviewing completed reports
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Appendix A — Infoview Icons

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

BusinessObjects Entorprise XiReljoase 2 infoliew Lker's Guide
Header panel

The Header panel displays the logo and the user name ofthe account that you used to log on to Inforiew. It
has a toolbar that you can use to perform the following actions:

Option Description

Home
&

Displays the Infoview home page.

= Togole Nandagation
a4 g

Showsrhides the Mavigation panel.

I
Showsthides the Encyclopedia panel.

- Create a new item
D Mew: =

Creates a new folder, category, or abject.

Refresh the Workspace Panel
Refreshes the Waorkspace panel.

; Send a document
[ send - ‘

Sends an object ar instance to a destination.

My Infoliew
Allowys sou to create custom dashboards.

by Imfosienn

— | Search
Search title - I:I =3 ‘

Allowes wou to search for ohjects.

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

Last saved by District Site License



Business Objects Enterprise Application InfoView

Preferences
2%

Allowys you to set how information is displayed.

= Log off

Logs the user off.

Help

Displays the online help for Infohiew.

Business Objects

hitp o, businessobje cts. comd
Support senvices

hitp S, businessobje cts. comise vicesisupporty

Fraduct Documentation on the Web

hitp:rsupport.businessobjects. comfdocumentatiand
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BusinessQbjects Enterprise Xf Refease 2 lnfoliew Lker's Guide
Navigation panel

The Mavigation panel displays a tree that shows your place in the structure of folders ar categories in
Infovfiew:. It has atoolbarthatyou can use to perfarm the following actions:

Option Description

Show folders

]

Displays the availahle folders.

Show categories

5]

Displays the availahle categories.

Refresh the Navigation Panel

Bl

Fefreshes the Mavigation panel.

Properties

&

Sets properties for the selected foldercategory.

Mowve

Moves the selected foldercateqany.

Copy

7]

Makes a copy of the selected folderfcategory.

Delete

[X]

Deletes the selected foldercategorny.

Business Objects
hitp oo businessobjects. com/s
Support senvices

1
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Business Objects Enterprise Application InfoView

BusinessQbjects Enterprise Xi Refease 2 nfoWew User's Guide
Workspace panel

The Workspace panel displays the abjects that are located in a folder or assigned to a specific category. tis
iti this panel that vou do activities such as viewing, scheduling, and modifying ahjects, setting your Infoiew
preferences, and so an. It has a toolhar that you can use to perform the following actions:

Option Description
Allows wou to organize the selected abject.

Delete

Deletes the selected ohject.

Organize

Filter

|Firter: Al Types -
Filters the types of objects that are displayed.

Business Objects

hitp :oenan. businessobjects. comd

Support senvices

hitp :Mwwow. businessobjects. comfsewicesisupportd
Froduct Documentation on the Web
hitp:support.businessobjects.comddocumentations

College BOExi

Administrators as of 12/17/07

Name Name Name
CGC Ron Slamka Brien Dieterle
EMC YiZhu Steve Brown Chad Galligan
GCC Matt Ashcraft James Waugh Kim Olson
GWC Butch Hoffman Leo Serrano
MCC Bill Dehaan Randy Stapley
PCC Darren Everingham Symeon Larson
PVC George Mathew Carol Myers Joann Caufield
RSC Genevieve Winters David Sweeley Adam Lange
SCC Jerry Latham James Quintero
SMC  Steve Goebel Kathie Hawkins Mike Lewis
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