
 

 
 

 

T

t

r

 

C
D

D

This guide 

the differen

remains the

Contents
DEFINITION

Compone

DIFFERENCE

InfoView v

Home Scr

Documen

Preference

Opening R

Opening M

Respondin

Respondin

Navigating

Viewing th

Viewing th

Viewing th

Viewing an

Finding Da

Closing Re

Copying a

Launch Pa

Changing 

Adding Ob

Int

highlights t

nces betwe

e same, but

s 
S AND REPO

ents for Repo

ES BETWEEN

vs. BI Launc

reen ..............

t List ............

es .................

Reports ........

Multiple Rep

ng to Conte

ng to Repor

g Report Res

he Documen

he Data Sum

he Documen

nd Resetting

ata ................

eports ..........

an Existing R

ad: Reading 

Formatting

bjects ...........

troduct

the basic fu

een version

t the visual

ORTING STR

orting ..........

N INFOVIEW

h Pad ...........

......................

......................

......................

......................

ports .............

xt Prompts .

t Prompts ...

sults .............

nt Summary

mmary ..........

nt Structure

g the User P

......................

......................

Report ..........

and Design

.....................

......................

tion to 

unctionality

 3.1 and th

l representa

RATEGY OV

.....................

W AND THE 

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

y ....................

.....................

e and Filters

Prompts .......

.....................

.....................

.....................

 Modes .......

.....................

.....................

 
 
 

Busine

y of the Bu

e newly red

ation is slig

VERVIEW .....

.....................

BI LAUNCH

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

essObje

sinessObje

designed v

ghtly chang

.....................

.....................

H PAD ...........

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

ects 4.1

ects reporti

version 4.1. 

ged. 

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

.....................

1 

ng tool, as

Most func

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

......................

1 

 well as 

tionality 

.............. 3 

.............. 3 

.............. 4 

.............. 4 

.............. 4 

.............. 5 

.............. 6 

.............. 7 

.............. 7 

.............. 8 

.............. 9 

............ 10 

............ 10 

............ 11 

............ 11 

............ 12 

............ 12 

............ 13 

............ 13 

............ 14 

............ 14 

............ 15 



2 
 

Removing Objects ............................................................................................................................................... 16 

Sorting Data .......................................................................................................................................................... 17 

Breaking Data ........................................................................................................................................................ 18 

Applying Quick Filters: InfoView ....................................................................................................................... 19 

Applying Quick Filters: Launch Pad ................................................................................................................. 19 

Adding Aggregations ........................................................................................................................................... 21 

Inserting New or Duplicate Reports ............................................................................................................... 22 

Creating Variables: InfoView ............................................................................................................................ 23 

Creating Variables: Launch Pad ....................................................................................................................... 23 

Inserting New Tables: InfoView ....................................................................................................................... 24 

Inserting New Tables: Launch Pad .................................................................................................................. 24 

Converting to a Different Table Type: InfoView .......................................................................................... 25 

Converting to a Different Table Type: Launch Pad ..................................................................................... 25 

Swap Axis: InfoView ........................................................................................................................................... 26 

Swap Axis: Launch Pad ...................................................................................................................................... 26 

Inserting New Charts: InfoView ........................................................................................................................ 27 

Inserting New Charts: Launch Pad .................................................................................................................. 27 

Formatting Charts: InfoView ............................................................................................................................ 28 

Formatting Charts: Launch Pad ....................................................................................................................... 28 

Adding Cells: InfoView ....................................................................................................................................... 29 

Adding Cells: Launch Pad ................................................................................................................................. 29 

Editing Queries: InfoView ................................................................................................................................. 30 

Editing Queries: Launch Pad ............................................................................................................................ 30 

Scheduling Reports ............................................................................................................................................. 31 

Creating New Reports: InfoView ..................................................................................................................... 33 

Creating New Reports: Launch Pad ............................................................................................................... 34 

 

 

 

 

 

 

 

 

 



 

D
 

C
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
D
A

C

 

 

D
U

(

f

 

 

D
A

t

n

 

DEFINITIO

Componen

Definition: 
A separate 

Colleague d

Definition: 
Universes h

(“objects”) a

fields from 

Definition: 
A web-base

to view a re

new tables 

Coll

ONS AND R

nts for Rep

Operation
repository 

data captu

Universe 
hold select 

available th

the major 

Web Intell
ed query an

eport's stru

and charge

 eague

EPORTING

orting 

nal Data Sto
from the m

red at a giv

metadata f

hrough web

Colleague 

ligence Do
nd analysis

cture and u

es. 

Web I

Inf

G STRATEG

ore (ODS)
main Collea

ven point in

from the C

b reporting

application

ocuments (
 tool provid

underlying 

Intelligen
(Rep

Un
(Repo

foView Po
(U

(overn

GY OVERV

ague datab

n time and 

Colleague d

 tools such

ns (Student

Reports w
ding drag-a

details, filt

nce Docu
 ports)

niverses 
orting Fields

ortal / BI 
User Interfac

night refresh

IEW 

ase that co

updated ea

database an

h as Busine

t, HR, Finan

ithin Busin
and-drop f

er informa

ments  

s)

Launch P
 ce)

h)

ontains a sn

ach night. 

nd make da

essObjects. 

nce, Core, 

nessObject
functionalit

tion, and c

Pad 

napshot of 

ata fields 

Universes 

Financial A

ts) 
ty that allow

create and p

3 

include 

Aid, etc.). 

ws you 

position 

 



4 
 

 
DIFFERENCES BETWEEN INFOVIEW AND THE BI LAUNCH PAD 
 

InfoView vs. BI Launch Pad 
InfoView (or, the BusinessObjects 3.1 portal), a web-based portal for accessing Web 

Intelligence documents (and many other things), is now called the BusinessIntellignece (BI) 

Launch Pad. 

 

Information about how to access the new BI Launch Pad is provided by the Colleague 

Computing office. 

 
 

Home Screen 
InfoView’s Home screen showed a general folder structure and links to documents, 

favorites, and inbox folders, as well as a link to account preferences: 

 

 
 

The new Launch Pad Home screen shows recently viewed and run documents, as well as 

unread messages in a user’s inbox.  Documents and reports are now displayed in tabs 

across the top of the screen, which a user can switch between at any time.   
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Document List 
 

InfoView: The reports you can access are structured in folders and sub-folders (similar to 

Windows Explorer). 

 

 

Launch Pad: On the Documents tab, reports are now separated into personal and public 

categories.  To see your Favorites and Inbox folders, click on “My Documents.”  To see 

Public Folders, click on “Folders.”  To search for documents, click on “Search.” 
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Preferences 
In InfoView, the best view and editing tool was “Interactive” since no downloading was 

required.  In Launch Pad, use “Web” instead.  
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Opening Reports 
Functionality remains the same. Right-click the report title and select “View”. 
  
                          
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Opening Multiple Reports 
In Launch Pad, you may open multiple reports in the same session.  Use the tab structure at 

the top of the screen to navigate between your home tab, documents tab, and any open 

report tabs. This functionality does not exist in InfoView.  
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Responding to Context Prompts 
Context prompts look slightly different in Launch Pad.  Instead of a solid blue bar to indicate 

the selected option, you must now place a check box in the context(s) you wish to use. 
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Responding to Report Prompts 
The format of report prompts has changed from a top-and-bottom panel to a left-and-

right panel in Launch Pad. 
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Navigating Report Results 
Launch Pad now utilizes two different toolbars to navigate through the report, zoom, 

refresh, etc.  InfoView has only one main toolbar at the top of the report, while Launch Pad 

has one on the top and on the bottom of the report.  Hovering over icons will provide 

descriptions of the buttons. 

 

 

 
 

 

 

 
 

 
 

 

Viewing the Document Summary 
Items such as Document Summary appear on the left side of the screen.  The buttons to 

toggle between item options now appear at the top left in Launch Pad instead of at the 

bottom in InfoView. 

 

  

InfoView 

Launch Pad (top) 

Launch Pad (bottom) 

InfoView Launch Pad
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Viewing the Data Summary 
The Data Summary is no longer available in BI Launch Pad. 
 

 

 
 

 

Viewing the Document Structure and Filters 
You must be in “Design” mode in order to view Document Structure and Filters in Launch 
Pad.  Design mode will be covered later in this document. 
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InfoView Launch Pad
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Viewing and Resetting the User Prompts 
Switch to User Prompt Input to view the prompts completed when the report first ran and 

to enter different values to rerun the report. 

 

 

 
 

 

Finding Data 
Switch to Find to use search functionality to locate specific data in the report results.  

InfoView has the Find option in the left panel.  Launch Pad puts the Find option in the top 

toolbar, and the search field appears directly below the report results. 
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Closing Reports 
In InfoView, close the report by selecting Document  Close or by clicking the "X" in the 

upper right corner. In Launch Pad, simply click the “X” on the report tab. 

  
 

 

 

 

 

 

 

 

 

Copying an Existing Report 
To modify an existing report, you need to make a copy and place the copy in your “My 

Favorites” folder.  Begin by right clicking on the report and choose Organize  Copy. 

 

  
 

 

 

 

 

 

 

 

 

 

 

To store the copy, right click on your “My Favorites” folder and choose Organize  Paste. 

 

 

 

 

 

 

 

 

 

 

 

InfoView Launch Pad

InfoView            Launch Pad
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Launch Pad: Reading and Design Modes 
Launch Pad has two different modes: Reading and Design, which you can access in the 

upper right hand corner of the report screen.  Reading mode will allow you to refresh and 

view the report only.  Design mode will allow you to make formatting and other design 

changes to the report.  Note that additional formatting tabs will appear once you switch to 

Design mode. InfoView does not have different modes for reading and design.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Changing Formatting 
 Highlight the object you would like to format. 

 InfoView: Use the Formatting toolbar to change as needed. 

 Launch Pad: Click on the “Formatting” tab and change as needed. 
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Adding Objects 
 Display the Available Objects. 

 Click and drag the appropriate object into the report. 
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Removing Objects 
 Right-click the column. 

 InfoView: Select Remove  Column 

 Launch Pad: Select Delete 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Alternately, highlight the column you wish to remove by clicking on the data under 

the column header. 

 InfoView: From the Report Toolbar, click the “X” button and then select 

“Column” 

 Launch Pad: Click the “X” button under the “File” tab. 
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Sorting Data 
 Right-click the column you wish to sort. 

 Select Sort  appropriate sort order. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Alternately, select the column you want to sort by clicking on the data under the 

column header. 

 InfoView: From the Report Toolbar, click the Sort button and choose the 

appropriate sort order. 

 Launch Pad: From the Analysis Tab and the Display sub-tab, click Sort and 

choose the appropriate sort order. 
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Breaking Data 
 Right-click the column on which you wish break the data. 

 InfoView: Select Break  Insert 

 Launch Pad:  Select Break  Add Break 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Alternately, select the column you want to break by clicking on the data under the 

column header. 

 InfoView: From the Report Toolbar, click the Insert Break button. 

 Launch Pad: From the Analysis Tab and the Display sub-tab, click Break and 

choose Add Break. 
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Applying Quick Filters: InfoView 
 Right-click the column on which you wish filter. 

 Select Filter  Add Filter. 

 Complete the dialog box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Applying Quick Filters: Launch Pad 
 Right-click the column on which you wish filter. 

 Select Filter  Add Filter. 

 Complete the dialog box. 
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 Within the dialog box, you can even add or remove additional filters. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Alternately, select the column you want to break by clicking on the data under the 

column header. 

 From the Analysis Tab and the Filters sub-tab, click Filter and choose Add Filter 

and complete the dialog box that appears. 
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Adding Aggregations 
 Right-click the column on which you wish to  add an aggregation. 

 InfoView: Select Calculation  appropriate aggregation. 

 Launch Pad: Select Insert  appropriate aggregation. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Alternately, select the column you want to aggregate by clicking on the data under 

the column header. 

 InfoView: From the Report Toolbar, click the Calculations button and select 

the appropriate aggregation. 

 Launch Pad: From the Analysis Tab and the Functions sub-tab, click the button 

for the appropriate aggregation. 
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Inserting New or Duplicate Reports 
 Right-click one of the report tabs. 

 InfoView: Select Insert Report (for a blank report) or Duplicate Report (for an 

exact copy). 

 Launch Pad: Select Add Report (for a blank report) or Duplicate Report (for an 

exact copy). 
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Creating Variables: InfoView 
 Switch to Available Objects. 

 Select Variable  New. 

 Complete the dialog box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creating Variables: Launch Pad 
 From the Data Access Tab and the Data Objects sub-tab, click New Variable. 

 Complete the dialog box. 
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Converting to a Different Table Type: InfoView 
 Click and drag the appropriate type of table. 

 Drop it over the existing table. 

 

 
 

 

Converting to a Different Table Type: Launch Pad 
 Right-click within the table. 

 Select Turn Table Into  select desired type of table. 
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Inserting New Charts: InfoView 
 Switch to Chart and Table Types. 

 Click and drag the appropriate type of table into the report. 

 Complete the dialog box (may vary by chart type). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Inserting New Charts: Launch Pad 
 Select the Report Elements tab, then the Chart sub-tab. 

 Click on the type of chart you would like to insert. 

 Click in the space where you would like your chart to appear.  A blank chart will be 

added to the report. 
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Adding Cells: InfoView 
 Switch to Chart and Table Types. 

 Click and drag the appropriate cell into the report. 

 For a blank cell, double-click the cell to enter text. 

 

 
 

 

Adding Cells: Launch Pad 
 Select the Report Elements tab, then the Cell sub-tab. 

 To insert a blank cell, click Blank and click in an open area of the report to insert the 

cell. 

 Double-click the cell to enter text. 
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 Launch Pad allows you to preview your report data when editing queries.  Click on 

the “Refresh” button on the Data Preview section to see the information that will be 

displayed on your report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scheduling Reports 
 Scheduling functionality remains similar between InfoView and Launch Pad.  To 

begin, right-click a report and select “Schedule” 
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 The “Formats and Destinations” option in InfoView is now separated into two 

separate options in Launch Pad, but the functionality remains the same. 
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Creating New Reports: InfoView 
 To create a new WebI document in InfoView, select “New” from the Menu and then 

select “Web Intelligence Document.” 

 Then select the Universe from which you would like to build your report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Build your report by dragging objects from the universe into the Result Objects in the 

Edit Query Panel.  Once you have set the objects and any appropriate filters, click 

“Run Query” to generate the report. 
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