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Introductions

Your name?

Your agency?

Any experience with Enterprise Reporting (ER)?
How do you expect to use ER Web Intelligence~
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Course Objectives

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

e Logon e Navigate

e View Reports e Edit existing Documents
e Create New Documents e Breaks

e Insert totals / subtotals e Sorting

e Schedule Reports e Print / Export Reports
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Overview
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Web Intelligence vs. Standard Reports

Web Intelligence

Standard Reports

* Pre-defined reports » Self service

* Report scheduling FEgeing
and viewing * For querying,
application organizing, and

analyzing data
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Hours of Operation

ER Hours of Operation
e 24/7 for viewing reports

e Daily 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 first
Monday of every month

Getting Support
@ 8:00 a.m. to 5:00 p.m. Monday through Friday
® 360-407-9100
® solutionscenter@watech.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/EnterpriseRepo
rting/SAW Instructions/BO 4.0 SAW Instructions.pdf
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1. Enter your assigned User Name in

2.

Access through SGN

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

browser and click Go, or press [Enter].

the User Name field
Enter your Password in the
Password field.

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

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

Washlngtnn State Department of Help Desk:
Enberpnle eporting Services (360)407.8176
\ HELP @
Enter your user information and dlick Log On.
(If you are unsure of your account information, contact your system administrator.)
User Name: | eruser179 |
Password: | |

Forgot password, User name, or Enable your account

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

Password Requirements

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

e 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.

e Password must be changed every 120 days.

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

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 . Ap p | I Catl O n S @E’ MWEWWOGOHO? 8175 Welcome: Applications ¥ Preferenc

es  Help Menu ¥ Log Off |

HnmelDoﬂ.lnEnIs

* My Recently Viewed Documents * 0 Unread Messages in My Inbox * My Applications

Mo unread messages

Mo recently viewe d documen ts
O) @) -)"“1
See More... \6)

ug
'N‘I_I

* My Recently Run Documents * 0 Unread Alerts

Mo recently run documen ts Mo unread alerts

3) o 7
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Folder Structure

The “Documents” tab allows access to |[ome | Documents |

« My Documents — Access to personal View = New = Organize = Send - More Actions

documents. Other users will not have My Documents

access to these documents.

» Folders — Access to Agency and other
public folders.

« Personal Categories — Allows users to _
group reports that are used frequently || - 59 subscribed Alerts
together regardless of their folder.

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

" %= My Favorites

. @ Personal Categories

Folders

Categories

Search

Q WaTech
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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.

C WaTech
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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 State Depariment of
nterPnse Services Help Welcome: Enterprise Reporti Applications ¥ Preferences  Help Menu = Log Off
Jl-lnme[l]na.mmls”ﬁnsmalc ]NEWDDG.I‘I‘IEHI: » X ]
(_t‘? o "y
A Recently Viewed Documents * 0 Unread Messages in My Inbox * My Applications

¥/ New Document Mo unread messages |
J;:- my report -Tq

EE Crosswalk

P Sample Report
J;:' Cash Receipts Register P
ﬁu

See More...

ra Ty s
* My Recently Run Documents * 0 Unread Alerts

QWaTech
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Creating New Web Intelligence Document

2. Click on New in the Web Intelligence Toolbar

on State Department of
@Eﬁ%eg&eﬂiﬁemmces “ Welcome: Enterprise Reporting Applications = Preferences Help Menu -
[I—kme”l}nu.lnmtsll&mdc a l“EwDﬂﬂ.lﬂmt 4 ”Wehlnte'ﬂigenﬂe S =1 B
Web Inteligence - LQ\IF‘:; H-| 5| & & X B-|o e X | [5 Trach
s
Hew (Ctrl H)

Create a new Web
Inteligence Document

C WaTech
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Creating New Web Intelligence Document

3. Select Universe, and click OK.

Select a data source

[M No data source
Create an empty document

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

wl Bex
Select a Bex query as a data source.

B Analysis View
Pick an Analysiz View az a data source.

QWaTech
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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 R 3

Select a universe for the query.

| Type here to fiter table |

Awvailable Universes: i Refresh universe list

State |N.a.rne A |Revisiu-n. |FDI|:Ier
€  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 (@EIR4/
€  eFashion 127 @BIR4/
[ 4] Fund Reference Manual 6 @mBIR4/
€  Project Control 3 @BIR4/
€ Statewide Vendor 8 @BIR4/

1)

Help on selected universe:

\thlTh\gy fut
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Creating New Web Intelligence Document

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

e Dimension - Parameters for analysis. Dimensions typically relate to a

?:ie(rjaerchy such as geography, product, or time. For example: Agency
0

@ 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

C Washington Technology Solutions
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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

B 1!3 AFRS 2013
[#-[E] Time Class
#-[E] Time Fitters
-{E] Agency Class

o
]
g
55
=]
i

- Account (Fund) Class
Expenditure Authority (Appn)
Pragram Class

Object Class
Organization Class
Project Class
Allocation Class

*'- N Revenue Source Class
Federal Class

Master Index Class
Wendor Class

Payment Class

Batch Header Class
Document Class
Transaction Class
Mizcellaneous Class
Measures Class

L
ii?iiiiii?iiiiii??

{ WaTech
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Creating New Web Intelligence Document

Results Object Panel — Objects selected and placed here will be
displayed in the report.

(7] Result Objects 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.

{ WaTech
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Creating New Web Intelligence Document

Query Filter Panel — Where objects are added to define how to limit
the data returned in a query.

E Query Filters

To fitter the guery, drag predefined fiters here or drag objects here then use the Fitter Editor to define custom fiters.

{ WaTech
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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

tﬁiﬁdﬂﬂuer}r* |E-E;EL_::' | @ 1 %‘Runquer}rl lﬁtlll:rs’.e
’:.:4 Universe outline tﬁ Result Objects T X
i Master Perzpective - To include data in the report, select objects in the Data tab and drag them here. Click Run Gluery to return the data to the report’
" | Type here to fith | E =4
Tt AFRS 2013 =
" ﬂ“ i
~u u’ Fizcal Year
=== Time Class “13
J Biennium -
1 Fizcal Year
J Fizcal Year Num
J Fiscal Month
| Posting Fiscal Month
| Posting Adjust Month
J Month vear
J Quarter
| Month Desc
d Calendar Month EL,.» Query Filters E Eﬁ b4
§ Calendar Year =
{ Federal Fizcal Wear To filter the query, drag predefined fiters here or drag objects here then use the Filter Editor to define custom filters.
[E1 Time Filters
[E71 Agency Class
q [E71 6L Account Class

QWaTech
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Creating New Web Intelligence Document

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

want to include.

i Guery Panel

g )

t‘ﬁﬁdﬂﬂuew* ‘HEE |__-:'| @ = ] =2 Run guery | ‘ﬁ Close

ﬂ-’ Universe outline

[ Master Perspective -

| Type here to fitt E+ =t

[=-7% AFRS 2013
[ Time Class
[ Time Fitters
[[ Agency Class
[[7 GL Account Class
[E Account (Fund) Class
[E] Expenditure Authority (Appn)
[E Program Class
[ Object Class
[E7 Organization Class
[ Project Class
[E Allocation Class
[ ] Revenue Source Class
|| Federal Class

{7 Result Objects T X%

J Fizcal Month

‘ 4 Fizcal Year ‘ 4 Program H“"‘ Ameunt

EL; Query Filters E Eﬁ x o

To fitter the query, drag predefined fiters here or drag objectg iere then use the Fiter Editor (o define custom fiters.

QWaTech
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Creating New Web Intelligence Document

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.

fﬁ Query Panel

(2% 3
(i Add Query - || THEEHE | @ & & ‘@Runquew| &l Close -
X %

‘:'.:- Universe outline fﬁ Result Objects

[l Master Perspective

i Agency - Amount ] Program

‘ 4 Biennium | | GL Account

= 2

Bl T AFRS 2013
[E7] Time Class
[E7] Time Fitters
[E7] Agency Class
[E7 GL Account Class
[E7] Account (Fund) Class
[E7] Expenditure Authority (Appn)
[E7] Program Class
[L7] Object Class
[E71 Organization Class
[E0 Project Class . -
[E71 Allocation Class EL{ Query Filters ﬁ x &
[T Revenue Source Class
[£ 7] Federal Class
[L7] Master Index Class
[L7] Vendor Class
[L7] Payment Class And
[L7] Batch Header Class
[£7] Document Class | J Fizcal Month |Equa|t|:| v ||12 | - |
[E7] Transaction Class

| Agency |Equalto v |[179 |[E] v‘

J GL Account |Equalto + |[6s10 I[EZ] - ‘

L] Miscellaneous Class

W T h [E7] Measures Class Ff Data Preview == Refresh
Q Washinglon Technclog _MWM
he consolidated CW 43.105.0




Creating New Web Intelligence Document

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

E; Query Panel E
|tTTAddﬂuery'|| |§'Ftunquer'_.r| Jﬂ[‘.ll}s-ﬁ:"

& Universe outline [T Result Objects T X

[E3 Master Perspective -

| ! Fizcal Year | Fist:al!-'lnnth” J Program ||'“" Amount |

* | Type here to fitt =4+ =t

\FRS 2013 =
= Time Class

J Biennium
Fiscal wear
Fiscal "Wear Num
Fizcal Month
Posting Fiscal Month
Posting Adjust Month
Month ear
Quarter
Month Desc
Calendar Month 5 Query Filters E EE ot
Calendar “ear
Federal Fiscal %ear To fiter the query, drag predefined fiters here or drag objects here then use the Fiter Editor to define custom fitters.
_:l Time Filters
o ﬁ‘«genc}f Clags _-__‘._.. - - ll’ ey

Agency ==

d su bagency

J Budget Option
= GL Account Class
J GL Account
i su bsidiary Account
1 Subsidiary Agency
L] Cr Ind

1

Agency

QWaTech
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Creating New Web Intelligence Document

After a data element is selected, a filter editor box will display as
llustrated 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.

Query Panel

i Add Query - e = P D

‘ = Runquery | & Closesfy

M, . .
% Universe outline

(7 Result Objects

[ Master Perspective

‘ | Fiscal Year

J Fiscal Month

4 Program ‘““' Amount

a4 Type here to fill =+ =5t

\FRS 2013
= Time Class
J Biennium
J Fiscal Year
4 Fiscal Year Num
J Fiscal Month
4 Posting Fiscal Menth
/ Posting Adjust Month
J Month vear
d Quarter
§ Wonth Desc

m

T X

J Calendar Month
J Calendar Year
J Federal Fiscal vear
| Time Filters.
= Agency Class
1 sgency
] Subagency
{ Budget Option
= GL Account Class
J GL Account
{ Subsidiary Account

! sSubsidiary Agency
J Drcrind

E’;» Query Filters

v|
i ]

Mot in list

Equal to =

Mot Equal to I}|:

‘Greater than
(Greater than or Egual to
Less than

Less than or Equal to v

m|Ex

WaTech
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Creating New Web Intelligence Document

Repeat the previous step until the query contains all the filters you want

to include.
Vﬁ

65 Add Query = |E'EFEF'I N e ' Run query |
s Universe outling {7 Result Objects
i Master Perspective -

d Fiscal'vyear | # FiscalMonth | # Program | “* Amount

" | Type here to fith =+ =t

=% AFRS 2013
[ Time Class
[ Time Fitters
[E] Agency Class
[E7] BL Account Class
[ Account (Fund) Class
[ Expenditure Authority (Appn)
[ Program Class
[T Object Class
[E7] Organization Class
[71 Project Class
[ Allocation Class Ry FiE s

[ Revenue Source Class
| Agency |Equaltu r ||1?9 | =

[[ ] Federal Class
[[ ] Master Index Class
[ vendor Class

[[71 Payment Class And ‘ 7 GL Account |Equa| to T ||551D | T
[E7] Batch Header Class
[ Document Class ‘ I FiscalMonth [Equalto v ||12 | -

[E] Transaction Class
[ Miscellaneous Class

MWL

[[7] Measures Class FH Data Preview

O Washington Technology Solutions NWM
. agency -ROW 43.105.006"




Creating New Web Intelligence Document

Click Run Query to run the query.

oG @@ 0|

31;.:4 Universe outline fﬁ Result Objects

| tTT Add Query -

Bl Master Perspective -

| J  Biennium || i Agency || J GL Account |“"‘Arnuunt || ] Program |

4P | Type here to filt =4+ =t

=T AFRS 2013

[E] Time Class

[E] Time Filters

[E] Agency Class

[E GL Account Class
[ Account (Fund) Class
[E] Expenditure Authority (Appn)
[E1 Program Class

[E7] Object Class

[E] Organization Class
[E71 Project Class

[ Allocation Class EF query Filters BmE X%

[[ ] Revenue Source Class
[L ] Federal Class

[£7] Master Index Class 1 Agency |Equa| to T ||1?g | T
[E] Vendor Class

[E] Payment Class And | 1 GL Account |E1:|ua| to L ||651|}
[ ] Batch Header Class
[ET Document Class | ! Fizcal Month |E1:|ua| to v ||12 | -
[E] Transaction Class

[ ] Miscellaneous Class

[[ ] Measures Class FFH Data Preview X Refresh

H-E-EH-E-E- - -

WaTech
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Navigating the Report Panel

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

_/ Fie |~ Properties | Report Element |~ Format | Data Access |~ Analsis |~ Page setup | Reading Design |~ Data G- @ -
D E-| S| #d | & = - ||~ Fiters | Data Tracking | /" Display |- Conditional | " Interact " Functior
o X | = i king ~ | =B Controls ~ || “Z Break - | £} Sort 3 Dril - W Fiter Bar &H Outline || = Sum i

s
Refresh ‘ ¥
-

1

Display Data Elements

201 yre7.62 020
2013 179 6505 716,030.27 030
2033 1749 6505 -514,631.35 040
203 179 6305 1,579,070.88 050
2033 174 6505 -1,028,826.5 060
2m3 179 6505 33118.87 070 B

Zoom
2013 179 f505 239,935 65 080
| i

1 Report 1

Page Navigation

T

-
' 1 B

oW (= E] 00 - S il 4 £ =1 minute ago.

Report 1 - Track Changes: Off| W 4 Page 1 of

Washington Technology Solutions
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Save a Web Intelligence Document

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.

C Washington Technology Solutions
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Save a Web Intelligence Document

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

@H‘Emnrmmﬁmﬂumﬂmni
ise Services Holp Desk- Welcome: Enterprise Reportife
ENterprise Services - coyor.a17 P po

[Hmnell]nﬂ.mmtsl{rmel{ L lllewﬂumment A 4= B

File |"; Properties | Report Element 4 Format |

B x|§| B | A Table | Cel | Section |
S B -E-8 -

Save Menu

Click to save the document,
or click the arrow for all
save options.

Risnnium Anency P zount  Pmount

Q WaTech
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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 r.
. l___|| [L] Folders.. [ Categories x Lj = Search title "| |’ =
Note: The My Favorites J = & rome — —
H H H = [3&l My Favorites Sample Report 38 KB
folder IS hlghllghteq so that @ g e et o
is the default location where —— o I esinietgence my report 30K
the document or query will (£ Pubitc Folders
be saved. You can choose ter
another folder to which you
have aCCeSS, |f yOU WlSh repurtlng
1l
MName [Sample VWeb Inteligence Document | | Advanced b |

QWaTech I

\thlTh\gy fut




Chapter 5

Query Filter Options
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Modify a Document

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

@ PEmhmmnn Sisbe Depariment of
nterprise Services Halp Desk: Welcol
Enberprise Keparting Services (360)407-8176

I-lnmeanmmenis]Cmsswak A3

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

Hy Documents Title = Type Last Run
E‘ I My Favorites [T | ~webInteligence Folder
P = ~iVebInteligence [ | Training Folder
| i Training i my report Web Inteligence u}
#* | New Document Web Inteligence i}
& Inbox I
& | | Sample Report Web Inteligence
TEEp | Categari \
Frsanal Lategories | Sample Web Inteligence Docgass Web Intelligence

View

Properties

Schedulg

Categories
Document Link
MNew >

Organize >

Send

ol Bt o mpmnat

Wale
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Modify a Document

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

Wisshingion S’foe Departmrent of HM
(&) nterprise Services skl
[Hnme le.mmllemsswelc 40 4 lSampleWeh]ntellig... O = B ]

N A

File | 2 Properties | & Report Element |/ Format /l/ Data Access |/ Analysis |/ Page Setup |
e  Jl-| S| ¢ = - Data Providers | Tools | /" Data Objects
Jg IE Jq] | o X | & . Eﬁ Mew data provider = | @E{I& K Purge « | = - i New Variable ~ | fl Merge |

b
=

Edit (Ctrl=5hift D)

Edit data provider

Report 1
Biennium Agency GL Account Amount Program
2013 178 G505 -1,452282.35 010
2013 178 G505 40,797.62 020
2013 175 G505 716,030.27 030

W

Washington Technology Solutions
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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.

Query Panel

(7 Add Query - I%-E?_EL? | & = F"| |I§'Runquer¥| ‘ﬁfﬂm’-ﬂ(

s Universe outline (7 result Objects T X
Master P cti -
i et it | 4 Biennium | 1 Agency | | {1 GL Account e Amount | 4 Program
] | Type here to fit =+ Bt
=Tk AFRS 2013 =
= E? Time Class
J Biennium
J Fiscalvear N
# Fiscal Year Num % Query Filters B X
4 Fiscal Month
J Posting Fiscal Month
1 Agen Equal to v |[179 -
4 Posting Adjust Month gency | | |
J Wonth wear
4 Quarter And | 4 GLAccount |in list - |[6510,8410,6505;85) -
J Wonth Desc
J cCcalendar Month
d calendar ¥ear = "
d Federal Fiscal Year Greater than or Equal to
[E0 Time Fiters Less than
[E1 Agency Class Less than or Egual to
[ET GL Account Class Between =
[ Account (Fund) Class ﬁ Data Preview Mot Between I} = Refresh
[E7] Expenditure Authority (Appn I= null
[E] Program Class Iz not null
[l Object Class blatehas nattarn X
[E1 Organizatio lass

Washington Technology Solutions




Between

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.

t‘ﬁiﬁdﬂﬂuew* |HEE |__.:'| @ i JME] =2 Run query | ‘ﬁ Close

’:.:-’ Universe outline fﬁ Result Objects T X 4’..

[ Master Perspective - Aot

‘ 4 Biennium ‘ i Agency H J GL Account ‘ i Program

* | Type here to fit EH+ =t

= & AFRS 2013 .
=2 Time Class I}
4 Biennium
Fizcal vear
Fizcal Year Mum E Query Filters E EE X
Fiscal Month -
Posting Fizcal Month
Posting Adjust Month
EE;:;EEF And ‘ 4 GLAccount |in list v | |8510;8410,850585 | [1Z ] -
Month Desc
Calendar Month
Calendar ¥'ear
Federal Fizcal vear
Time Fiters

J Agency |E1:|ua|t|:r v ||1?ﬂ | -

{1l

QWaTech
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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.
[ Add query - | VD) || @ =& O | | @ Runauery | i ciose - |

% Universe outline [T Result Objects T X X

Master Perspective -
= P R

| 4 Program |

| 4 Biennium | 4 Agency || J GL Account

a4 Type here to fil E+ =t

= 7ok AFRS 2043
[E7] Time Class
[E7] Time Filters
[E7] Agency Class
[E7] GL Account Class
[E7] Account (Fund) Class
[E7] Expenditure Authority (Sppn)
[E7] Program Class
[E7] Object Class
[E7] Organization Class

[ ] Revenue Source Class
4 Agency [Equalto ~ |[179 |[:2] -
.
[E71 Wendor Class #nd

[E7] Project Class
|| Federal Class
[ Payment Class T oL Aocount | st - ﬂasw fle=] -

[E7] Allocation Class = Query Filters = i 4 &
[E7] Master Index Class
[E7] Batch Header Class

[E2] Document Class - Constant

[EZ] Transaction Class \faluefe) from list

[ET] Migcelaneous Class %

[E0] Measures Class FFH Data Preview Prompt resh

Object from this query

Re=sult from another query

{ WaTech
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Values from list

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.

e

s alues
& | T E Sile-:tad Value(s)
GL Account | =
5910 =
5920
6110
8210
6310
6410
6505
6510
6511
6512
6514
6515
6516 E
6525
E560
6591
6502
fEO7 b
Last Refreshed: 12/27/2012 3:059:25 PM
Enter search pattern | i -
QWaTech T
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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

QWaTech

Washington Technology Solutions

i Query Panel

(68 rsscry - |[ DD | P 3 0 |

© X

‘ = Run query | ‘ﬁ Cloge ~

’,‘:—’ Universe outline

[ Master Perspective

"‘ }p& here to filh =+ B4

=7k AFRS 2013
[E2 Time Class
[E Time Fiters
[E Agency Class
[E GL Account Class
[E] Account (Fund) Class
[E2] Expenditure Authority (Appn)
[EZl Program Class
[E2 Object Class
[E2 Organization Class
[E] Project Class
[E7 Allocation Class
L] Revenue Source Class
L] Federal Class
[E2] Master Index Class
[E vendor Class
L] Payment Class.
[E1 Batch Header Class
[E Document Class
[ | Transaction Class
L] Miscellaneous Class
[E7] Measures Class

“ | 1 .

(7] Result Objects

T X X%

‘ J Biennium

| "] Agency H 4 GL Account

- Amount

‘ '] Program ‘

E’;— Query Filters

BE X %

4 aAgency |Equal to

fH Data Preview

! Refresh

| Qr Type a text to fiter the values

-lﬁﬁ Query 1

4 B

Last refresh date: December 27, 2012 2:54:20 PM GMT-08:00




Matches Pattern

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.
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Matches Pattern

1.

Drag a dimension into the Query Filters area.

2. Change the operator to Matches pattern by selecting it from the
drop-down list of operator values.

(7 Add query ~ | [E'=H | P = “‘l|

7:'.:—‘ Universe outline

Bl Master Perspective

3§ | Type here to filh

xFRS 2013
= Time Class

J Biennium
Fiscal Wear
Fiscal %ear Num
Fiscal Month
Posting Fiscal Month
Posting Adjust Month
Month Year
Quarter
Month Desc
Calendar Month
Calendar ear
Federal Fiscal %ear
_| Time Filters
| Agency Class
| GL Account Class
| Account (Fund} Class
_| Expenditure Authority (Appn) Class
| Program Class
| Object Class
| Organization Class

-

E =t

A

1

[ Result Objects

| ] Eliennium|| J Agency |m |‘"“ Amount H 4 Program

E’;» Query Filters

| Agency |Equ al to

* |[179

And | J Fizcal Month |Eletween

Between

Mot Between
I= null

I= not null
Matches patte

Different from

[ Data Preview Both
Fxrcent

e

ext to fiter the values

WaTech

Washington Te chnobgy Solutions




Matches Pattern

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.

& Add Query ~ |'E"EF'@'L_'I P o

’:.'-’ Universe outline tﬁ Result Objects

| i Agency | | = Amount
FRS 2013 =

_;; Time Class
Biennium
Fizcal ¥ear
Fizcal ¥ear Mum

Fizcal Month Ifl'.-' Query Filters
Posting Fizcal Month B

(B Master Perspective -

| 4 Biennium | i Program |

'“ | Type here to filt =+ =t

il

Posting Adjust Month " Agency |Equa| to L ||1?9 | -

Month “ear
Quarter And ‘ 4 FiscalMonth |Between v |01 |[(E] - And |12 [E] -
Month Desc

Calendar Month

Calendar ¥ ear GL Acco Matches pattern v N&5% E I}

Federal Fizcal Year -

_| Time Fitters

1 Agency Class

1 GL Account Class

1 AccoungFund) Class

QWaTech
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Operators

Equal To

Equal to the specified value

{Fiscal Month} Equal To 10 retrieves data for
fiscal month 10

Not Equal To

Not equal to the specified value

{Fiscal Month} Not Equal To 10 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

Washington Technology Solutions

WaTech
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Operators

{Agency} In List ‘225;310;477’ retrieves

In List S I ified .
I ame as vailes spectiie data only for Agencies 225, 310, and 477
. A Not In List ‘225;310;477’
. Everything other than values { gency} Notln Lis . .
Not In List specified retrieves data for all excluding Agencies
P 225, 310, and 477
s Null Which there is no value entered in the Is Null does not apply to the AFRS
database Universes
Is Not Null For which there is a value 's Not Null does r?Ot apply to the AFRS
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

{Budget Option} Both “1” and “2” retrieves

specified value

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

than one

Washington Technology Solutions

{ WaTech
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Chapter 6

Working with Web Intelligence
Reports
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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.

Washingian Siste Dopartment of
E Services Halp Deslc: Welcome: Enterprise Reporting = Applications ™ Preferences  Help Menu = Log Off | |p
Enterpeive Kepecting Sarvioss (360)407-81T6

Il-kunElDocl.lnmllerosswdt S 3 i ISampleWeb!nteﬁg... A = EZ3|

4 Biennium
J GL Account
1 Program

Biennium

N o —— : i . - (B v o
/" File Properties | Report Element |~ Format | Data Access |7 Analysis /l/ Page Setup | Reading Design ~ Data &- 0 b
= - H - Report |/ Rename |/ Mowve | Page Header Footer Scale To Page Margins. Displa |
B |
. L
Gk IE r_é | 0 oo X | o . ‘ Add Report Duplicate E: H ﬂ Portrait = H Width: | Automatic = Height: | Automatic - Sca
B ~vaiapic Objects - « A | | ¥
| Type here to fiker tree | =
Eg Report 1
— (|= J;- Sample Web Inteligence Document
ﬂ § agency

§124,301.12) |

Amount

A Er
rJ
[==]
prs
[ ]
-
-1
w

1
[ Variables | 2013 174 dans $221,920,755.00 E

| 1
12013 179 6511 $11,128,840.65 |
| 1
12013 179 6515 ($22,341.03) |
I 1
2013 179 G516 $49,198,162.43 |
I 1
i 2013 174 G525 (§28,428,537.21) E
| 1
! Sum: 253,672,608.72 |

T

4 b B
Bl 1o0% » = il o @15minutesagn.

Arranged by: Alphabetic order ~

Track Changes: Off {4 4 Page1ofi b+ M




Remove Columns

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

mmmmnnumm
@ ise Services Holp Desk: Welcome: Emterprise Reporting Applications *  Preferences  Help Menu ™ Log Off | |p
.,...... Serviees (360)407-81T6

I'Il-klne]Dna.lnmlsl{lmmﬂt B I ISampIEWEhlnteﬁg... =g EZ!I

Fie |~ Properties | ReportElement | Format | DataAccess | Anaysis |7 Page setup | Reading Design - Data @2 -

e B~ S)| #| e Report | Rename | Move | Page | Header | Footer | Scale To Page | Margins |~ Display |

Gk I—_-I% | B o X | = . Add Report Duplicate E IE Portrait = W'H:Ith:|Aut|:|matiu: v | Height:|Autnmatic r| Sca
I:f'“ x |—Hameﬂf{[Prn-gram]J |

‘_.

4«

| A

Report 1

vpe here to fitter tree

= ;:- Sample Web Inteligence Document

)
=]
ﬁ I agency
“

1m

Biennium
GL Account Biennium Agency GL Account
Program

s Amount %ZE =MameOf([Program])
[ Wariables

Amount

Program

(51,452,292.39)

174 G505 $40,797.62 020
$716,030.27
($514,631.39)

{$1,028,826.50)
$33,118.87
$239,935 65

1
]
1
1
1
1
I
i
| $1,579,070.88
E
1
1
1
1
I
]
]
I

I T
Arranged by: Alphabetic order = L P

Report 1 - Track Changes: Off | 4 4 Page1of1 P+ M 2 4 minutes ago.
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Remove Columns

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

Wisshingion Stste Department of
@ Mnteregﬂsgﬂ VSEMMCES Mnﬂfu Welcome: Enterprise Reporting  Applications ™ Preferences  Help Menu ™ Log Off | |p
lHnme]Doﬂ.lnmts]&nsmﬂc A ISampleWehlntelig... = R X l
Fie |~ Properties | ReportElement |~ Format |~ DataAccess |~ Anaysis |7 Page Setup | Reading Design ~ Data  iF~ @ = u
Oe [ - | 5 | i) | é(,f—) H - Report | Rename | Move | Page | Header | Footer | Scale To Page | Margine | Display | | |
. »
X B o o X | & - Add Report [ Duplicate | ] Portrait - Width: | Automatic v | Height:| Automatic v | Sca
B ik | ey E
o A
| Type here to fiter tree |
= _ Report 1
— |8 J;- Sample Web Inteligence Document
ﬂ I agency
— 4 Biennium =
Q 1 Gl Account Biennium Agency GL Account  Amount Program
g Program
I
R i (§1,452,292.39) |
[ Variables i 2013 1 [ Pr— .. | 4079762 020 i
I I
: 2013 1! Remove $716,030.27 030 !
I I
I 2013 1] () Remove Row 3514, 631.35) 040 :
1| e . I
: 2013 1 _'}-_._._)__E’E’_TE}_’E_E'?E_"_F_'EE 1,679,070.88 050 :
I I
I | I
i 2013 1 | = %—l | Cancel | 028,826.50) 060 i
: 2013 17 $3311887 070 !
I I
| 2013 174 G505 $239,03565 080 :
| I
1| I | T
Arranged by: Alphabetic order ~ 'l Report 1 4 rE
Report 1 - Track Changes: Off M4 4 Pagelof1 bk M Bl 100% ~» =4 gl 2 2 7 minutes ago.
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Add / Remove Columns

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

@mmms._unmum_m ) ) o
gﬂwmm MM:I.'N Welcome: Enterprise Reporting | Applications ¥ Preferences  Help Menu ™ Log Off | |2
[HunEana.lnmlsI&mudc g x| ISBmpleWeb]nteﬁg... H=l < ]
" File Prﬂperhes ReportElement |~ Format |~ Data Access | Analysis /V Page Setup | Reading Design ~ Data @ =@ -
OO @3- &S| #| éz-) M= - Report | Rename | Move | Page |~ Header | Footer | Scale To Page | Margins |~ Display | | |
" L3
XD H-|» o X| - Add Report [T Duplicate [ a] Portratt - W'H:Ith:|Aut|:lmatic v | Height:|Autnmatic v | Sca

% Available Objects - « [ R | | ¥
o -~
| Type here to filter tree |

= Report 1

— |E J;:- Sample Web Inteligence Document

ﬂ J Agency
—_— J Biennium =
9 ! GL Account Biennium Agency Program GL Account  Amount

| Program
E aw A mount 2013 179 010 G505 ($1,452,292.39) [}
[ Variables 2013 174 010 6510 $13,509,734.04

$40,797.62
$1,617,081.78
$20,932.08
$18%,000.00

N
716,030.27 :
$ ' J &
$39993,579.93 -

L

4 b E

Arranged by: Alphabetic order ~

Report 1 = Track Changes: Off| M 4 Pagetof1 b M| = B 100% - < gl & £ 33 minutes ago.
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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. Select the data you wish to sort in the table.

i2013
izn13
| 2013
i2n13
i2013
izn13
| 2013
i2n13
i2013
izn13
| 2013
i2n13
52013

Biennium

6505
6505
6505
6505
6505
6505
6505
6505
6505
6510
6510
6510

GL Account  Program

020
030
040
050
0&0
0vo
020
850
800
010
020

030

Amount

{$?,539,E43.?9}!
{$22LE1T?2}!
5433,186.37 |
$1?unauwgi
$334?55314i
$5&50589i
($100,115.88) |
$1j22j?5ﬂ5i
$114240j1?39i
$16158239i
50,481,803.19 |
$mzz?53935i
$3&89{42¢8?i
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Sorting

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.

oA Report Element | / Format | - DataAccessJ/ Analysis | 4 Page Setup |

Fiters | Data Tracking | Display | Conditional | Interact
7 Fiter = | gL Ranking ~ | ZB Controls = || “E Break - | ] sort, - ¥ Dril ~ % Fiter Bar 5§
lars
Sort

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

Biennium GL Account  Program Amount

$6,391,121 .26

| |
| |
i 2013 aﬁnb 010 (§7,539,843.78) i
| 2013 6510 010 50,481,803.19 |
i 2013 6525 010 $1,247 986,60 i
i 2013 6505 020 ($221,817.72) i
i 2013 6510 020 $1,227 538.86 i
| 2013 6511 020 $20,932.08 |
i 2013 6525 020 $215,454.76 i
i 2013 6505 030 $433,186.37 i
i 2013 6510 030 $39,394 424 87 i
| 2013 6511 030 $5,188,492.70 |
i 2013 6516 030 548,174,688.43 |




Breaks

A break divides a large table into smaller sub-tables based on the
selected value. Using a break, you can display subtotals by the
specified value, as well as a grand total for all values.

To add a break, click in the data to highlight the column. Click on the
Break button on Display sub tab to add and remove a break.

@Eﬂﬁnmmmnﬂmm:ﬂ
se Services Hslp Welcome: Enterprise Reporti Applications ¥ Preferences  Help Menu + Log Off
nterprise Services e i P porting | App P g Off |

IHnmeIDoﬂ.lnmlsICmsmﬂc ol ]Samp'le'l.'d’eblnte‘l‘lig... A R EB]

" File | Properties | " ReportElement |~ Format | DataAcoe&sJ/ Analysis |/ Page Setup Reading Design ~ Data @

O = - | s | i | é@ M= - Fiters | Data Tracking | Display ional Inter

X EHE-|©®e X]| - 7 Fiter = | flyRanking - | 8 coftrol ~ || = Ereak["&l 4] sort " oril =A% Fiter Bar EH Outiine
=

Avaiable Objects + || & =i x o —[Program] | Break

Add a break to group
| Type here to fiter tree | results on a table.

D |[ogl | 5P| i

= g Sample Web Inteligence Document K —_——r="= - J
J Agency
J Biennium
I GL Account Biennium Agency Program GL Account Amount
J Program
- Amount 010 ($1,452,292.39)
I Variables 2013 179 010 6510 $13,500,734.04

2013 179 0z0 6505 $40,797.62

$1,617.881.78

wnglrn\
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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. Each break will display a sum and you can navigate to the end of
the report to see your overall total.

I-Inme]Doa.lnmtsI{msmd: A1 lSamp'leWebIntemg... A | El]

e

/ File & Properties | o Report Element |/ Format |/ DataAccess/l/ Analysis |/ Page Setup |

0 &= | S| | I Fiters | Data Tracking | Display | Conditional Interact /" Functions

X B B | 5 o X | . /" Fiter = | ﬂﬁanking - | B controls ~ || == Break - | &) sort - T ol - W7 Fiter Bar BH Outine ||| X Sum['\ﬂ. Count More ~
==
Sum (Ctrl *}

B o~ X ¥ |~ [Anount]

Create/remave a Sum

'Eg calculation

Biennium Agency CCo [i] Program

M\M

2013 179 6505 716,030.27 030
2013 178 G505 -514,631.35 040

70

wnglrn\
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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.

>
mmnmw S"meDnDa'lmer(n‘ ‘
nterPnse ices Halp Desk: Welcome: Enterprise Reporti Applications ¥ Preferences  Help Menu ~ Log Off
Enierprier Keperting Services (360)407-8176 p porting Pp P g | 3
[Hnme IDoa.mmlsI&nsswalc A 2 ISampleWebIllteTIig... 8 8 B8 l
File |/ Properties | & F—tepnrtElementJ/ Format |/ Data Access |~ Analysis |~ Page Setup | Reading DESJQJ'I ~ Data -@'
O & T | & | i3] | Igr-':' E - Font V Border l/ Cell | Style Numbers Alignment |/ Size V Padcllng |
X + f H ===l = _
X Mo o X | &~ | Arial vllo wflar a _|:DEFAULT ]| custom ||| = = = =
DEFAULT -
e md 3¢ o |=[mum—,] 1,234.57; -1,234 57 = f
1.234567E3; -1.23456TE3
_ . 1235; -1235
Biennium Agency GL Account Amount Program )
1235, (1235)
-1.452 292 39 1234.57, -1234.57
1,235; 1,235 r

2013 179 6505 40,797.62 020 $1234.57: ($1.234.57)
716,030.27

i P |[oel | 87| )

-514,631.35
579,070.88
-1,028,826.5

33,118.87

238,935 65
34,301.56
228,194.27
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Chapter 7

Printing and Exporting
Reports
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Printing Reports

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

@ Ehnumimﬁmﬂnpulrmﬁn“ o
I"I‘tEI"EﬁSt Services Haip Desk: Welcome: Enterprise Reporti Applications ¥ Preferences  Help Menu ™ Log Off
Enberrise Keparting Services (604078176 p porting PP P s | |

Home | Documents | Sample Web Intellig... .= = o |

Report Element |/ Format |/ Data Access |/ Analysis |/ Page Setup | Reading Design -~ Data "-.@' v 2 v o
O & |ﬂ - | &\| Table | Cell " Section Tools | Position | Linking |
X @ B v A |'§H Insert Section il - - @ - Bl Turn Into ~ | £51 Set as Section

Print (Ctrl P)

e mi J[

€

Print the document.

Report 1

Biennium Agency GL Account Amount Program

2013 ($1,452,202.389)

B D | [ael | 5IF | i

2013 $40,797.62
2013 $716,030.27
2013 (§514,631.35)
2013 $1,579,070.68
2013 (%1,028,626.50)
2013 $33,118.87
2013 $230,535.65

- | 17

| @ Report1

Report 1 - Track Changes: Off M 4 Pagelof1 b M [ & B

{ WaTech
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Printing Reports

When the Print icon clicked the Print dialogue box displays. Set the
print options and click OK.

Print

"
i

Printer selection

Printers: [Wencmsoly1005\4074_01_C v |

Print Range Page Size
() All Reports |A4 (ISO/DIN & JIS) r
! Marai
@ Current Report argins
: Top
e Al Tl
i) Current Page Left Right
: 079" 5 | | 079" 3
Opagess [ oror M S
Bottom

Enter page range

{example: 1,3,5-11}. 079"  H

Scaling

(@ AdiustTo [100% H|

Orientation Copies
IE k{,) Portrait Mumber of copies:
A '\__:] Landscape

ok || cancel

QWaTech

Washington Techno\:)gy Solutions




Exporting Reports

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

@Emmmmwmm
ise Services Halp Desk: Welcome: Enterprise Reporti Applications *  Preferenc
FUerprise Services . copor-176 P porting | App
| Home | Documents | Sample Web Intellig... = = = |

Report Element |"f Format |‘f Data Access |*’H AI‘IEI}"SBJ

Table | Cell } Section | Chart | Others
éjlnsert Section 1 =~ % ~ @ - f

| S| &4 | & = -

Bienniur F 1ency GL P ~ount i Program

Q WaTech
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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 >
. XEh e | | F
nl, [E] Folder: & categories = Search title e
T = @ Home Title |Size
= & My Favorites Sample Report 38 KB
I [E] Training New Document 28 KB
¢ [E71 ~Weblinteligence
My Documents 7 Inbax my report 30 KB
I% [ Public Folders Sample Web Inteligence Document 30 KB
My Computer
E
repurtlng
- I 2
Name |Sample Web Inteligence Document | | Advances b |
Save | | Cancel |

QWaTech
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Exporting Reports

3. Verify the file name and update if needed.
4. Select the file type.

Save me il
e =T ] e
] [ Libraries Select reports:
M Computer
My Deskiop || & network I (select am
=T (o Report 1
1 | B benjaming
‘ |, Camtasia
My Documents _L, Misc
% )\ org Chart
. player

My Computer

-r“?E

reporting

File Mame:

Files of Type:

. PP Templates

EL c5 (ofm11316) - Shortcut

@ Content.lES

[@. ER

Copy of R3 PROD - Web Inteligence Named Users xlsx
rtimesheet xisx

kj Prioritize the formatting of the
documents

'\!-.J Prioritize easy data processing in Excel

|Sample Web Intelligence Document.xlsx

Excel 2007

PDF

Excel 2007
Excel [}

Washington Technology Solutions
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Exporting Reports

5. Click Save.

Save In: |- Desktop r | 5.~
My [ Libraries Select reports:
ﬂ!—l Computer

My Desktop || € network I (select AN

- f| Report 1
,_H. benjaming M =pe
f _h Camtasia

My Documents _h Mizc
% '} org chart
j player
My Computer | || PP Templates
@l ¢S (ofm11316) - Shortcut
% [/ ContentlES
reporting @ ER

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

'L.j Prioritize the formatting of the
documents

kg_] Prioritize easy data processing in Excel

File Name: | Sample Web Intelligence Document xlsx |

Files of Type: |Excel 2007

QWaTech

Washington Technology Solutions
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Chapter 8

Viewing and Scheduling
Reports
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Viewing Existing Documents

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

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

2.  Select the folder with the report you need to view. In the example below we
are looking in “My Documents” and “My Favorites”.
Emwmm&wxims Holp Desic: Welcome: Enterprise

3. Right Click on
by ,_E,_. Bervices (360)407-8176
the report you [T vocaments G0
WISh to VIEW and View = Mew = Organize = Send = More Actions = | Details
fl‘0m the menu My Docurnents Title = |Twe
select “View”. = 15wy Favortes

[ ~WeblInteligence

~Weblnteligence Folder

]
[0 | Training Folder

my report Veb Inteligence

) Training _
; ¥ | New Document Veb Inteligence
my repart —
: - ¥ | Sample Report Veb Inteligence
¥ New Document Modify
" % sample Report Schedule
| Inbox Categories

- @ Personal Categories Document Link

New ?

Organize >

Send

Jhngr\
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Viewing Existing Documents

4.  The report will open in view mode.

5. 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.

mm&maas Hiolp Deoskc: Welcome: Enterprise Reporting Applications+  Preferences  Help Menu— Log Off | Fe,
Enberpenes Krp-arting Servires (360)407-8176
| Home | Documents | Crosswalk | New Document & = =
Web Inteligence - | [ = - S| | A || X B ® o 2| &~ || @ Track ~ | F oril ~ | T Fiter Bar | &1 Outline »
= .
%_E Report 1
;g Fiscal Year Fiscal Month Program Amount
2012 10 g10 71,859.53 E
2012 10 ozo 583,898.35 %
2012 10 030 2,926,044 .95
2012 10 040 322,216.42
2012 10 0&a0 5,151,987 46
2012 10 0G0 6,173,531.91
2012 10 avo 90,097.97
2012 10 ogo 58329478
2012 10 850 3,991,444 94
2012 10 =[au] 300,498.66
2012 11 g10 1,888,188.95
2012 11 020 301,23012
2012 11 030 47 23361718
- m r v
| 2 Report1 4B
Report 1 ~ Track Changes: Off M 4 Pagetof1 » M = [E 100% - <= ' <= £ 2 minutes ago.

£ WaTec
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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”

@ \'E\t‘lsn ngion State Departrment of p
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Scheduling Reports

4. The schedule Dialogue will open.
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Scheduling Reports

5. Inthe Instance Title box, type a name for the
Instance.

6. Inthe "Schedule" dialog box, click Recurrence

7. 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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Scheduling Reports

* 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.

* 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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Scheduling Reports

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

10. Click Destinations

a) Select a destination option
by  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.

11. Click Schedule
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Removing Scheduled Reports

1. Locate the Report History by right clicking on the reports which shows
active instances

2. Select History
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Removing Scheduled Reports

3. Find the recurring instance and right click

a)  You may need to sort the columns or use the paging tools if you have more than
one page of report history

4. Select Organize and then Delete
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Questions
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Log Off

To log off click the Log Off button.

Welcome: Enterprise Reporting  Applications ¥ Preferences  Help Menu '(‘ Log Off | \ |p

¥ My Applications

* 0 Unread Messages in My Inbox

Mo unread messages

See Mare...

* 0 Unread Alerts

Alerting has been disabled
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Additional Resources

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