SVA@NYC Colleague Computing Services

Getting started with SVA BO Web Intelligence ( Webl) Reports

Introduction

This document provides information and instructions for accessing and using Business Objects
(BO) Web Intelligence (Webl) reports and the Bl launch pad. The Bl launch pad runs in a web

browser and is used to view, organize, and work with Webl reports.

Accessing BO Webl

SVA’s BO Webl reporting solution is accessible online at http://colleaguebo:8080/BOE/BI/

You must be an authorized user with a valid BO account to access BO Webl.

Bl Webl is accessible inside of SVA Administrative network. Internet Explorer (IE) browser
provides a single sign on with your PC login/password. If you are accessing BO Webl in any
other browser you will need to login using Windows AD authentication with the same user

name and password as for your PC.

Logging Out of BO Webl

Log off

Click on the link located in the upper right corner of the page to log out of BO Webl.

Note: Simply closing the browser window does not close your Webl session.
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Setting Your Web Intelligence Preferences — the 1* time you login

1. Click onthe Preferences link located in the upper right corner of the header panel to

access personal preference set up.

E AP ’ Welcome: datateltesting  Acchcstions vlu menu * Logoff | Fel
(1

Home | Documents |

* My Recently Viewed Documents ~ 0 unread messages in My Inbox | [ = #y Applications

[ AR CF - CE Outstanding Balance e —

Se= more...
~ My Recently Run Documents ~ 0Unread Alerts
No recently run documents No unread alerts

See more.

You may set personal preferences for “General” and “Web Intelligence.”

Please do not modify any other.

2. Under preferences, select “General”

;‘b T._._
ez

: Home Documents

Viey, Preferences — Patricia Richards

i i Preferences
= - .
Locales and Time Zone
Analysis edition for OLAP
It} Web Intelligence
o Bl workspaces

Crystal Reporis
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The “General” page controls the first page opened upon logging into Webl. This page is also

. Home .
accessed once you click on the I_ button located in the top left hand corner of the B
launch pad. You may use the “General” page to set the numer of items per page.

Preferences — Patricia Richards 2 ox
v Preferences General

[ ] Use Default Settings (Administrator defined)
Locales and Time Zone

Analysis edition for OLAP

Set BI launch pad start page:
Web Intelligence L
Home tab
Bl workspaces
Crystal Reports . :

b: | Brovese Home Tab

(@) Documents tab

@) My Documents
@ My Favorites
~) Personal Categories
~) My Inbox

_) Folders

Choose Columns to Display on Documents Tab:
o Type
] Last Run
7 Instances
[] Description
[ Created By
Set document viewing location:
®) In the B1 launch pad portal as tabs
In multiple full screen browser windows, one window for each document

Set the maximum number of items per page: 10

isle- .Sneﬂc\nse- -C!N.H. v

3. Under preferences select Web Intelligence.

YAl s

Home | Documents
iy Preferences — Patricia Richards

My O
= Preferences
- General
Locales and Time Zone

Analysis edition for OLAP

Bl workspaces
Crystal Reports
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The “Web Intelligence” page allows you to choose the interface you want to use for viewing
and modifying reports.

4. Under View and Modify (creating, editing and analyzing documents) select HTML.

NOTE: You must select HTML in both locations — not setting these preferences will result
in errors when using BO Webl reports.

Preferences — Patricia Richards ==
| Preferences Web Intelligence
General View
Locales and Time Zone @ HTML (no download required
Analysis edition for OLAP e® ) Applet (download required
“ ") Desktop (Rich Glient, Windows only, installation required) (installation required
. ) POF
BI workspaces
Modify (creating, editing and analyzing documents):
Crystal Reports This is also the interface launched from the Go To list or My Applications shortout.
® HTML (no dow jired)
. ‘v () Applet {download required
. s
. . ) Desktop (Rich Client, Windows only, installation required) (instzliation required
. Select a default universe:
No default universe |Browse ...

When viewing a document:
) Use the document locale to format the data
@) Use my preferred viewing locale to format the data

Drill options:
[] Prompt when dnll requires additional data
[ synchronize drill on report blocks
[] Hide Drill toolbar on startup
Start drill session:
") On duplicate report
® On existing report
Select a priority for saving to MS Excel:
_) Prioritize the formatting of the documents

®) Prioritize easy data processing in Excel

[save] [ save & Close | [cancel|

5. Click the @I button to save your changes.
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Locating Webl Reports

Use the Documents .., |5cated in the top left hand corner of the Bl launch pad to locate the

folders containing your reports.
]ﬂl Documents

View = New = Organize

My Documents i-..
- 3 Inbox

B my Alerts
" 1 subscribed Alerts

Your personal reports are located in the S#UREIIIR ¢4 der underl My Documents

To view the public reports located in the 1 sva Reports folder, click the | Folders  tap |ocated at

the bottom left hand corner of the Bl launch pad.

Dﬂﬂlmﬂﬂs Folders

View = MNew ~ Organize Send More Actions B g Public Folders
Datatel Analytical Report Design Documents

Datatel Analytical Reports

E) sVA Reports
I} sya-Datatel Sample Reports - Release 1.2

9 Subscribed Alerts

" B personal Categories L Web Inteligence Samples

Categonies

Search
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Viewing Webl Reports
To run/view a Webl report:
1. Accessing areport

- Double click on the report name to open the report.

OR

- Click on the report name

. Vi ~
- Click on the = menu from the toolbar

L4

Vi
- Select “View” from the = menu.
R

- Right click on the report name
- Select “View” from the shortcut menu.

Note: There may be prompts for information needed to run the report. You must

answer the prompt(s) in order to proceed.

Prompts
~  ® Enter Person Full Name (use "%’ for wildcards): % Ewan®
SEwande| X
V~,.
< > Son
* Required prompts .’0
‘e 0K Cancel
2. Enter the information required by the prompt.
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3. Clickthe 9% button to continue. The report will then be displayed on the
screen.

4. To close the report clickon ™ I located on the report tab.

Saving Webl Reports

To save/export a report as an excel, PDF, CSV or text file:

1. Click on the export & - menu located on the Web Intelligence viewer toolbar.
2. Select “Export Current Report As” from the export menu.
3. Select the desired output, that is, PDF, Excel, CSV or text from the “Export Current

Report As” menu.

4. Click “Open” from the download dialogue box located at the bottom of the screen.

5. Save the report.

Modifying Webl Reports

Webl reports cannot be modified in the SVA Reports folder. They must be copied to your
personal “My Favorites” folder.

e Copying Webl Reports to Your “My Favorites” Folder
1. Click on the report name.

Click the Or9anize * meny from the tool bar.
Select “Copy” from the “Organize” menu.
Click on the “My Favorites” folder

Select “Paste” from the “Organize” menu.

|,OUSJ":'>S”!\’

1. Right click on the report name
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2. Select “Copy” from the short cut menu.

3. Right click the “My Favorites” folder.
4. Select “Paste” from the short cut menu.

e Modifying Webl Reports in “My Favorites” folder
1. Right click on the report name.
2. Select “Modify” from the short cut menu.
Note: There may be prompts for information needed to run the report. You must

answer the prompt(s) in order to proceed.

Data Access

3. Click onthe tab located in the tool bar.

4. Click the (A Edit button to display the query panel.

5. Modify the query selection and report output as desired.
OR

1. Click on the report name.

2. Click the MOr&Adions = o nu from the tool bar.

3. Click “Modify” from the “More Actions” menu.

Note: There may be prompts for information needed to run the report. You

must answer the prompt(s) in order to proceed.

4. Click on the Data Access tab located in the tool bar.

5. Click the A Edit button to display the query panel.

6. Modify the query selection and report output as desired.
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