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Introduction

Definitions and Launch Pad

Welcome to the Business Objects, also known as BOBJ, training course. BOBJ is a suite of front-end
applications from SAP that allows business users to view, sort, and analyze business intelligence data.

Prerequisites

This BOBJ410 student guide includes the required materials for all Business Objects courses including the
three online video prerequisites as well as for the instructor-led class.

e BOBJ200 Definition and Launch Pad
e BOBJ220 Crystal
e BOBJ230 WEBI Read

The course introduction for the BOBJ410 ILT class is an opportunity to get to know others who are
attending class as well as to agree on classroom courtesy. The instructor will inform you about the
building facilities and when breaks will occur.

Integrated HR-Payroll Training Curriculum

The Integrated HR-Payroll training program comprises several courses and different modules. This class
covers the reporting for all the modules below.

INTEGRATED HR-PAYROLL
SYSTEM

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 1
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Strategy for Training

TELL ME (Concepts)

Instructor will discuss the process, responsibilities, and describe the transactions — LISTEN
SHOW ME (Demonstrations)

Instructor will demonstrate job-related tasks performed in the Integrated HR-Payroll System —
HANDS OFF.
LET ME (Exercises)

Student will complete the exercises which allows for hands-on practice in class — HANDS ON
SUPPORT ME (Availability)

Instructor will be available to answer questions while the students complete the exercises

Course Map

The lessons covered in this class include:
e Lesson 1: Business Objects Definitions and Launch Pad

Lesson 2: Dashboard Reports

e Lesson 3: Analysis Application

e Lesson 4: Crystal Reports

e Lesson 5: Web Intelligence - Reading Mode
e Lesson 6: Web Intelligence - Design Mode

e Lesson 7: Course Review

Page 2 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER updated 7/8/22
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Course Objectives

Upon completion of this course, you should be able to:

Understand the definition of Business Objects

Understand the definition of Launch Pad and the components

Understand the definition and view of Dashboard Reports

Understand the definition and view of Analysis Application Reports
Understand the definition and view of Crystal Reports

Understand the definition of Web Intelligence Reports

Open a WEBI report and change to design mode to analyze and explore data
Add columns and Variables to WEBI Reports

Add Tables and Charts to WEBI Reports

Save a WEBI report to My Favorites Folder for future access

Reference Materials

The materials below can be accessed through the OSC website. Use the following link to access the OSC
website:

https://www.osc.nc.gov/state-agencies

HR-Payroll Customer Service site:

°  System Status - This link will be used to announce data load issues and report migrations.
The system status page should be checked if you are experiencing any problems or issues
with the BOBJ reports or access to see if it is a known issue before contacting BEST to record
an incident ticket. This link is located on the OSC Training website.

OSC Training site

° Integrated HR-Payroll System Course - This site will provide you a list of the BOBJ courses
and links to the course descriptions as well as training materials.

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 3
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o

Help Documents - This site contains BOBJ documents such as:

Job Aids
Known Issues
Reference Documents

Report Descriptions

e Other Resources

o

SUMMARY

_Help Folder within Business Objects Reporting Tools

This course is intended to give business users an understanding of the Business Objects reporting tool. It
will provide you with explanations and demonstrations of the Business Objects navigation and

functionality.

Page 4
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BOBJ410

Lesson 1: Business Object Definitions and
Launch Pad

Objectives

e Understand the definition of Business Objects
e |dentify the components of the Launch Pad

e Work with the documents in the Launch Pad

What is Business Objects?

Business Objects, also known as BOBJ, is a suite of front-end applications from SAP that allows business
users to view, sort, and analyze business intelligence data. The business benefit of this course is that
users will be able to efficiently and effectively manage personal and business documents to access the
information they need when they need it. Users will be able to design their own reports using Web
Intelligence.

Components of BOBJ

There are five components of BOBJ.

e Launch Pad - a web application that acts as a window to all business information viewed in a
single location.

e Dashboards - interactive view that contains charts and graphs for visualizing data.

e Analysis Application — interactive reports with parameter selections that assist users in
visualizing data.

e Crystal Reports - formatted reports with parameter selections for users to run and generate
reports.

e Web Intelligence (WEBI) - a self-service environment for creating ad hoc queries and analysis of
data online. WEBI allows the option of viewing as formatted reports or manipulating and
adjusting of reports to meet your business requirements.

Report Icon Designation

There are four types of objects in BOBJ, and each type has an icon designation with which it is
designated. Below are the icons for each type of object.

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 5
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Dashboard

LF

Dashboard Reports are an easy to read, often single page, user interface, showing a graphical
presentation of the current status (snapshot) and historical trends of an organization's key performance
indicators to enable instantaneous and informed decisions to be made at a glance.

Analysis Application

Analysis Application, built with Lumira Designer, displays analytical data visualizations in a simple user
friendly visual. Analysis Applications require prompt selections for users to generate reports. These
reports show a comparison of data through a graphical display and data table.

Crystal Reports

.

Crystal Reports are a popular Windows-based report writer (report generation program) that allows a
programmer to create reports from a variety of data sources with a minimum of written code. Crystal
Reports can access data from most widely used databases and can integrate data from multiple
databases within one report using Open Database Connectivity (ODBC).

Web Intelligence (WEBI)

»

Business Objects Web Intelligence provides an easy-to-use interface with powerful query features that
allows your business analysts and nontechnical information consumers to ask spontaneous and iterative
business questions of their data.

Tips

e Clear your Internet Explorer browser cache before logging in to Business Objects. For
instructions on how to clear the cache, see the Clearing Cache in the Internet Explorer Browser
job aid located in the Public Folders > HR-Payroll > _Help > Job Aids folder within the Business
Objects Reporting Tool. Also, the job aid is located on the OSC Training website in Help
Documents.

Page 6 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER updated 7/8/22
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e Do not use the wheel between the left and right mouse buttons when scrolling up and down. It
may cause Business Objects to lock up.

Do not use the back arrow located in the top left corner of your Internet Explorer
browser. The Business Objects application will crash.

Accessing Business Objects

It is now time to access Business Objects by logging into the Integrated HR-Payroll System Portal using
your NCID and password. On the Portal Home Page, click on the Business Objects tab.

Welcome:

= = = i =

Home My Data (ESS) OrgCharts Buginess Objeciz Home Pag

The Business Objects application will time out after 15 minutes
of inactivity unlike the SAP portal which times out in 30 minutes.
INFORMATION Even if you are actively working in Business Objects, you will lose

connection if the SAP portal times out. It is very important to
click on the SAP tab and then click on ‘Continue’ when the portal
is timing out.

Launch Pad

Once logged into the Integrated HR-Payroll System and select the Business Objects tab is selected, the

Launch Pad will open providing access to the reports and information housed in BOBJ. The data in BOBJ
is refreshed overnight for next day access except for quota related data. Quota related data is updated
every Wednesday and Saturday nights due to the large volume of data.

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 7
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The Launch Pad features two main navigation tabs: The Home Tab and the Documents Tab.

Welcome:
Navigation Tabs

rc s Obje (S

Engage Explore

LN Documents

| Details
My Documents Title » Type
Folders _Help Folder
= )
. Public Folders A _Training Folder
B Agency Performance Metrics Folder
U e BN: Benefits Folder
Training Cross Agency Verification Folder
FI: Payroll Financial Data Folder
Agency Performance Metrics
Legislative Increase Folder
BN: Benefits
OM: Job Attributes Folder
Cross Agency Verification OM: Position Budget Data Folder

Screen Components of Launch Pad

Navigation Tabs

Home Tab

e
Business Objects
oo ——

——

» B0061: Legislative Increase Detail

_ﬂ Multivalue error on Web Intelligence reports
w EBP038: Employee Headcount by Org Structure
m B0096 Supervisor Relationships

¥ BO0149: Positions by Funding Source

- AMNAR: Fronlnwvesa Salarv Analveie

The Home Tab contains My Recently Viewed Documents. The My Recently Viewed Documents drop down
contains links to reflect the last 10 reports or documents that you have viewed in BOBJ. You can quickly
access a report or document from the list by double-clicking on it from this view to open it.

Page 8 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER updated 7/8/22
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This drop down will be empty the first time it is accessed. It will populate with the last 10 report or
document links accessed regardless of where the report is located (i.e. Public Folders and My Favorites
Folder).

Documents Tab

ﬂ

Business Objects Engage Explore -
: Do-cuments
- * MoreActions | Details
My Documents Title =
Folders

_Help
=" [ public Folders A _Training

= Agency Performance Metrics

B8 pep BN: Benefits

Training Cross Agency Verification

FI: Payroll Financial Data

Agency Performance Metrics
Legislative Increase ’

MBW# T ’ PR .“.""" "ol o n.,

The Documents Tab provides access to the repository of business intelligence content and provides a
left-hand navigation panel. This view is similar to the one in Windows Explorer. When a folder in the left
navigation panel is clicked, the objects stored in the folder will be displayed in the workspace panel. The
folders that are displayed within the Public Folders are determined by each user’s roles and security
authorization.

e Toolbar Options on the Documents Tab

°  View - Use to view selected object, the latest instances of the object, and object properties

°  New - Allows the ability to upload local documents and create folders to the My Documents
Drawer/My Favorites folder. Not available for use in the Folders Drawer/Public Folders.

° Organize - Use to manage selected object shortcuts and to cut, copy, paste, and delete
objects

°  More Actions - Use to perform the following task:

= Document Link - this option is context sensitive depending on your location and action
in the system (folder, document, or report).

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 9
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Navigation Panel

The Navigation Panel provides a top-level view of the folders and the categories in the platform. The
panel displays on the left side of the Launch Pad.

e Drawers - expandable panes on the navigation panel allow easy switching different views of the
repository. The following drawers are available:

° My Documents - Displays the user's My Favorites Folder
°  Folders - Displays a folder view of the public repository

° Search - Displays search options and results

Home

My Documents
Folders

Search

Default View — Folders

When the Folder drawer is clicked, the Default view shows a list of folders in the left navigation panel
and the same folder list in the workspace panel.

Page 10 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER updated 7/8/22
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Welcome:

g
Business Objects

Explore

My Documents

Title =

_Help
Public Folders _Training

Agency Performance Metrics
F 0 elp BN: Benefits

Training Cross Agency Verification

FI: Payroll Financial Data

Agency Performance Metrics
Legislative Increase

EN: Benefits
OM: Job Attributes

Cross Agency Verification OM: Position Budget Data

“"_ P%Mnrlm m‘:‘

Folder View
My Documents Title «
FOMEFS BI reports not yet migrated
= Public Folders Job Aids

= HR-Payroll Known Issues
Reference Documents

BI reports not yet migrated N

Training and Tutorials

Job Aids

Known Issues
Reference Documents
Report Descriptions

Training and Tuterials

— 1 . PP

To view subfolders, click the plus sign (+) to the left of the folder name in the navigation panel. Click the
minus sign (-) to the left of the expanded top level folder to collapse the folders/subfolders.
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View N ~ More Actions | Details

My Documents

Folders

: Clearing Cache in the Internet Expla Microsof
=

Public Folders A Drag and drop new fields in WEBI R Microsoft

= HR-Payroll Filtering Data in Web Intelligence Re¢ Microsofs

How to repeat row values on a WEB Microsoft;

I-gl _Help

: - ) .
® BI repoits not yet migratag How to turn on alternating colors for Microsof

How_to_Copy_List_of Values_To_ P Adobe AC

Multivalue error on Web Intelligence Microsoft

Known Issues

"‘"ﬂn” et S

NOTE: The folders that are displayed within the Public Folders are determined by each user's roles
and security authorization.

NOTE: To resize the Navigation Panel, move the mouse over the left edge of the Workspace Panel

until double arrows display ( il ), right click and drag the edge of the panel to the left or right.
When the Navigation Panel is sized appropriately, release the mouse button.

Workspace Panel

The Workspace Panel displays the objects that are in a folder or assigned to a specific category. It is in
this panel that you do activities such as viewing and modifying objects.

Organize More Actions - | Details
My Documents Title « Type
FOIders ¢ BO112-T: Positions Vacant-filled Compar Dashboards -
= )
Public Folders ~l »  B0165-T: Job Attributes wfo OrgUnit  Crystal Reports "1
= HR-Payroll ¥  BO165-T: Job Attributes wfo OrgUnit ~ Web Intelligence ‘
";*' _Help ¥  B0194-T: Positions Vacant-Filled Analysis Application ‘
i
Workspace Panel
Agency Performance Metrics

r"‘ﬂ-—-—-’w‘ a P oo o »
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Details Panel

The Details Panel is used to view a summary of the selected object in the workspace panel. Clicking on
the Details tab opens the right panel to display metadata for the selected object in the workspace panel.

For example, it shows the report description and type.

8 B0194-T: Positions Vacant-Fi...

~ Organize More Actions - | Details

My Documents Title » Type summary ‘
jolders ¢ B0112-T: Positions Vacantfilled C Dashboards owner: Administrator ‘
= Public Folders N N Al > BOL65-T: Job Attributes wjo OrglL Crystal Reports Description: The Positions Vacant-Filled ‘
= NaVIgatlon - - Report shows the number gfg
HR-Payroll ¥  BO165-T: Job Attributes w/o OrgL Web Intelligence ions
@ Panel G
_Help X H of
Detail Panel [
_Training the
Agency Performance Metrics Works ace Pa nel per employee or multiple
BN: Benefits p employees per position. Th
report shows position counts,
Cross Agency Verification over a single month in time.
Type: Analysis Application
‘-’ —-melw Datz _ > v _S e ry | BN N W

To close the Details Panel, click on the X located in the top right corner of the Details Panel or
click on the arrow located on the left edge of the details panel or click on the Details Tab.

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 13
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Working with Documents on Launch Pad

Search for a Document

Within Launch Pad, a search for documents containing specific words in their titles can be performed.
Once the search is executed, results on other dimensions can be filtered. The document can also be
directly viewed from the list. There are two searchable fields on the screen. One is found in the left
navigation panel, and the other is found at the top right corner of the Business Objects window. The
search feature on the Launch Pad is not case sensitive.

[Business Objects

My Documents Search Results
Foldars A
Scarch
- e
st ‘_‘r’-\ g ,__.'.-— | N Jﬁ-l—-‘ et e f""‘""r ———

Enter the search criteria in one of the Search fields - once the data has been entered and search icon
(the magnifying glass) is clicked, BOBJ will fill in the other search field automatically, so that both fields
reflect the searched term. A list of all documents meeting the search criteria will appear in the
workspace. The search term will be bold in the list.

| Business Objects"
T oocumencs

View ~ Organize More Actions | Details

Engage Explore

My Documents
Folders
Recycle Bin

HR-PayrollfOM: Vacant-Filled Position Analysis

vacant
B0112: Positions Vacant/Filled Comparison by Count and Pct

This report lists vacant positions for a specified date range. Available objects indlide positiol
HR-Payroll/OM: Vacant-Filled Position Analysis

Refine Search Results By:

Type
adobe acrobat (6)
web intelligence (6)
dashboards (2)
analysis application (1)
shortcut (1)

B0112-D: Positions Vacant-filled Comparison Current Month
This operations report is used by agencies to compare which positions are vacar and whick
HR-Payroll/OM: Vacant-Filled Position Analysis

B0112-D: Positions Vacant-filled Comparison Current Month
This operations report is used by agencies to compare which positions are vacang and whick
HR-Payroll/_Hidden/Jump Targets

Show Instances E

Location

hr-payroll (14)
user folders (2}

Refresh Time

WW\ '-.J A e it

BO112-T: Positions Vacant-filled Comparison as of Mar 2015

and whick
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Search results can be refined by using the default results in the left navigation panel to narrow the
choices returned. For example, to see only search results for WEBI Reports, click on the web intelligence
link in the type box.

bca

vacant

Refine Search Results By:

Type

web intelligence (6)

analysis application (1)

L
srhor-‘tcut (1) . '

Once this link is selected, it will narrow the results and change the search results. The Current Filters
field indicates that you have set a filter.

Folders -
Recycle Bin

Search HR-Payroll/OM: Vacant-Filled Position Analysis

vacant
’ ¥ B0112: Positions Vacant/Alled Comparison by Count and Pct
This report lists vacant positions for a specified date range. Available objects include posi
€ web intelligence (Type) HR-Payroll/OM: Vacant-Flled Position Analysis

Current Filters:

Refine Search Results By: B0112-D: Positions Vacant-filled Comparison Current Month ,

jons report is used by agenqes to compare which ions are vacant and
o i A J-""' ‘—_.""W“ w

To remove the filter, hover over the X beside the filter and click.
This action returns all original search results.

To open a report from the search results, double click the report. The report object will open in the
format selected.

Hovering over a report in the list or single clicking the report will display an information box showing the
Description, Type and Location of the Report:

¥ B0112-D: Positions Vacant-filled Comparison Current Month
This o report is used by agencies to compare which positions are vaca’
HR-Payroll/_Hi p Targets

Si B0112-D: Positions Vacant-filled Comparison Current Month

¥ Bl Description:

This operations report is used by agencies to compare which positions are

vacant and which positions are filled for current month L
Hi Type: Web Intelligence ]

B B Location: HR—PaymIIf_HiddeanumiTargets ’
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Create New Folder in My Favorites Folder

The My Document drawer located in the Document tab allows the ability to create your own folder
structure so you can then create a shortcut to documents from the Public Folders to your My Favorites
folder for quick and easy access. You can create folders in this view to organize your documents. These
documents/shortcut reports are available and viewable only by you.

1. Click on the My Documents drawer and select the My Favorites folder, click on the New option
located in the toolbar and select Folder:

2. Enter the name of the folder in the Create Folder dialog box and click OK.

Create Folder x

Enter a new folder name: |Training Folded * |

[o6] concel

3. Then you will see your new folders listed.

View New

My Documents

Testing

53]

Training Folder

Create a Shortcut to a Document

To to make a document available in multiple folders in Bl Launch Pad, but do not want to maintain
duplicates, you can create a shortcut to the document in other folders located in the My Documents
drawer/My Favorites folder. As previously stated, these documents/shortcut reports are available and

viewable only by you.
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Create Shortcut in My Favorites

When using the Create Shortcut in My Favorites, the report will be saved automatically to the My
Favorites Folder. Choose this option to customize how you access a report.

NOTE: The report created as a shortcut will reflect any changes made to the original report in the
Public Folders.

1. Select the report in the Workspace and right click on the report. Then select Organize, Create
Shortcut in My Favorites.

G 1
& View
5 BO165-T:Job/ 0
- Properties

¥ BO165-T: Job / Iigenoe 0
Mahile Properties

Categories

Document Link

Details Copy
Copy Shortcut

2. Open the My Documents Drawer to see the shortcut document in the My Favorites folder.

My Documents T e e

~ 2 Testing

' ] Agency Research Reports Folder
¥ 1] Agency Research Reports | Testing Folder
L.l Training Folder Folder

&.

Shortcut to B0112-T: Positions ' Shortcut

B & Training Folder

updated 7/8/22 INORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 17



Lesson 1: Business Object Definitions and Launch Pad

Business Objects Reporting
BOBJ410

3. You can move the shortcut document to another folder located in the My Documents drawer if
you would like to organize your personal folder. To move the shortcut document, right click on the

shortcut document, select Organize, Cut.

&
View

Properties

Mabile Properties

Categories
Documenit Link
New >
Organize Create Shortcut in My Favorites
Details Cut | E
Copy
Copy Shortcut

4. Navigate to the folder to which you want the shortcut document moved, right click on the
personal folder, and select Organize, Paste.

My Docurments
" 155 My Favarites
Agency Ressarch Reports
Testing

Title =

Properties

Folder Link

MNew >

I Organize I Cut
Details Copy
m

Delete

5. Once the report is pasted in the appropriate folder, it will appear in the Workspace.

x

o bt i e
= 88 my Favorites #%  Shortcut to BO112-T: Positions ' Shortcut
¥ Agency Research Reports
Testing
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6. To delete documents from your personal folders, highlight the report, right click and select
Organize, Delete.

Comdes e LastRwn
aF. SNOMC o - oo
SRR S

Properties

Mobile Properties

Categories
Document Link
Mew >
o] creoe shorcutn My Favortes
Deatails Cut
Copy
Copy Shortcut

Copy Shortcut

If you select this option, the report will not be saved automatically in the My Favorites folder. You must
select the appropriate folder located in the My Documents drawer where you want the shortcut to be
located. Choose this option if you want to customize how you access a report.

NOTE: The report created as a shortcut will reflect any changes made to the original report in the
Public Folders.

1. Select the report in the Public Folders Workspace and right click the mouse. Then select Organize,

Copy Shortcut.
. e UM A Ha LI ¥ I I A T s 1 e
=1 public Folders AIB BO165-7
. e View
S r-payroll ¥ Boies-
- = Properties
¥ pelp ¥ BO194- |
B Mobile Properties
|= _Training History
" Agency Performance Metrics Categories
"5 BN: Benefits Document Link

" Cross Agency Verification

Create Shortcut in My Favorites
D Payroll Financial Data ils '

" Legislative Increase

'“ ) M: 0B, A e ‘—,j st PV g
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2. Open the My Documents Drawer and browse to the folder where you want the shortcut to be
located. Select the folder and right click the mouse. Then select Organize, Paste Shortcut.

My Dacuments

=55 My Favorites

B Agency Research Reports

1] Testing
& Properties
Faolder Link

3. Once the report is pasted in the folder, it will appear in the Workspace Panel.

My Documents . Title~  Type
= (= My Favorites ©%|  Shortcut to BO112-T: Positions Vac: Shortcut
(1] Agency Research Reports |-1' Shortcut to BO165-T: Job Attributes Shortcut

e . Testing
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4. To delete documents from your personal folders, highlight the report, right click and select
Organize, Delete.

3
View
Properties

Mobile Properties

1
History
Categories ‘\
Document Link ’
New > ]
Organize | Create Shortcut in My Favorites 1
Details Cut '
Copy 1
Copy Shortcut
oo 1

@ If you select the Copy option, the report will not reflect any

changes made to the original report in the Public Folders.
INFORMATION

Opening Objects or Reports from Launch Pad (Public Folders)

To open an object or report from the Launch Pad, browse to the Folder that contains the report that you
wish to open, double click on the report. The report will open in the workspace on a new tab.

SIS WG

(L0 BO16S-T: Job Attribut... ® = X A
D0 S8 el 1af1 = | 100% |= (
-

B0165-T: Job Attributes w/o OrgUnit as of JUL 2017 '

o

¢

Job Job Desc Job Pay Type Job Pay Area Job Pay Group Numbser of  Job M,
30000015 Accounting Clerk Il Graded Annual Salanes GRET 2 at
I0000018 Azcounting Cherk IV Graded Annal Salargs. GRES &8 #

15 Mciwlerkv - raded rﬁa&ﬁalﬁs'ﬁ‘ F.-'f' r"

NOTE: You can right-click on the report and select View from the menu. You can also single click
on the report and click View on the toolbar option.
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Pin a Report for Future Viewing

If a specific report is used on a regular basis in Launch Pad, the report can be pinned in the navigation
tab so that it is always easily accessible.

Once a report is opened, the navigation tab has an option available that allows you to "Pin" the report.
Click on the Pin this tab icon located in the report tab.

Job Attribut...

If this option is selected, each time you open BOBJ, the tab for the document is automatically displays
and is ready for viewing.

B0165-T: Job Attribut...

Click on the report tab to open the report.

When you no longer need easy access to the report, you can remove the pin by clicking the Unpin this
tab icon.

H m ttribut...

Close a Report

To close a report, click on the located in the Report tab.
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Help Folder

If you are experiencing any issues or have any questions regarding Business Objects, refer to the Help
folder located in the Documents tab > Public Folders > HR-Payroll folder. The _Help folder is designed to
provide BOBJ users with Job Aids, Known Issues, Reference Documents, Report Descriptions and
Training/Tutorials.

~
View - ~ MoreActions - | Details

My Documents Title « Type
older BI reports not yet migrated Folder
= Public Folders A Job Aids Folder
- HR-Pavroll Known Issues Folder
2 \ Reference Documents Folder
[+ Report Descriptions Folder

BI reports not yet migrated

Training and Tutorials Folder
Job Aids

Known Issues

hoodhs b e A

Reference Documents

Report Descriptions

Training and Tutorials

A —
unﬂg"“""" N R Wy S N

NOTE: As previously stated in Lesson 1, this information is also available on the OSC Training
website in Help Documents.

Logging Off

You must properly log off BOBJ to release the use of the licenses. To properly log off, click on the Log Off
link located in the top right corner of the Launch Pad.

Applications Help menu | Log off

SUMMARY

In this lesson, you learned to:

e Understand the definition of Business Objects
e Identify the components of the Launch Pad

e Work with the documents in the Launch Pad
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Lesson 2: Business Objects - Dashboard Reports

Objectives

e  Understand the definition of Dashboard Reports
. Identify the components of Dashboard Reports

e  Open and View Dashboard Reports

Definition of Dashboard Reports

Dashboard Reports often provide at-a-glance views of KPIs (key performance indicators) relevant to an
objective or business process (e.g. sales, marketing, human resources, or production). The term
dashboard originates from the automobile dashboard where drivers monitor the major functions at a
glance via the instrument cluster. Dashboards give signs about a business letting the user know
something is wrong or something is right. The corporate world has tried for years to come up with a
solution that would tell them if their business needed maintenance or if the temperature of their
business was running above normal. Dashboards typically are limited to show summaries, key trends,
comparisons, and exceptions. There are four key elements to a good dashboard:

e Simple, communicates easily
e  Minimum distractions...it could cause confusion
e Supports organized business with meaningful and useful data

e Applies human visual perception to visual presentation of information

@ "An easy to read, often single page, user interface, showing a

graphical presentation of the current status (snapshot) and

INFORMATION historical trends of an organization's key performance indicators
(KPIs) to enable instantaneous and informed decisions to be
made at a glance.”
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Components of Dashboard Reports

Components are the visual elements of your dashboard. They are designed to display or select large
amounts of data in an efficient manner.

e Line Chart - The "Line Chart" is ideal for showing tendency over a period of time. Use this chart
in models which emphasize a trend or a continuing sequence of data.

e Pie Chart - The "Pie Chart" is a circular chart that represents the distribution or participation of
each item (represented by a slice) of a certain total that is represented as the overall pie value.

e Stacked Area Chart - This standard chart has vertical and horizontal axis. Each point along the
horizontal axis represents a data point. The actual values for the data points are plotted against
the vertical axis, with each series adding to the total value.

e Stacked Column Chart and Stacked Bar Chart - These are multi-bar charts that show and
compare one or more variables, with each variable adding to the total value. These charts
compare several variables over a period of time for example, marketing cost and administrative
cost. Each one of the cost components is presented in a different color, and each bar represents
a different time period. The total bar size represents the total cost.

To Open and View a Dashboard Report

Once you log into the HR-Payroll System and select the Business Objects tab, the Launch Pad will open
providing access to the reports and information housed in BOBJ. Click on the appropriate folder (My
Documents or Folders) to locate the report in the workspace panel which you would like to view.

NOTE: Also, the report can be in the Home tab, My Recently Viewed Documents.

1. Double-click on the BO112-T report title in the workspace panel. Also, you can right click on the
report title and select View.

Title « :

"
Lx 2 1
-’5 Shortcut to B0O112-T: Positions Vacant-filled Comparison as of Mar 201 4
= ) ) Properties
i Shortcut to BO165-T: Job Attributes w/o OrgUnit
¥  Training BO165-T: Job Attributes w/o OrgUnit Mobile Properties NCE o
¥  WEBI Categories nce
*  WEBIPERSONALTRAINNINGDOCB0165-T: Job Attributes w/o OrgUnit Document Link nce

New >
Workspace Panel Organize >

{
4
Details }

r"""—-“-—." A~ #_—-‘—A‘A“__"'A-dr
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2. The dashboard will load in a new tab. Only the data displayed on the screen is available for view.
To dissect data, access the information using either the Crystal or WEBI format - dependent on the
report build.

GEIEHDLITLEN T | BO112-T: Positions Va...

Date Refreshed:
03/03/15 10:57 AM

ma Print
Total Positions
Select Funding Source: As of Mar 2015
All
- By Job Family and Funding Source
By Funding Source v v 9
25,000
20,000
@
2
2
=
& 15,000
& M Filled
2 W vacant
g
£ 10,000
E
5
2
_ _ 5,000
W vacant [l Filled
0
i 2 3 4 s 6 7 8 9 10
Job Family
Job Family Descriptions
Source
NC Office of State Controller HR-Payroll 1 - Administration and Management & - Institutional Services
Includes all Permanent Positions For Agencies 2 - Engineering and Architecture 7 - Law Enforcement and Public Safety
Total positions = 79,851 3 - Human Services 8 - Medical Health
Filled positions = 70,559 4 - Information and Education 9 - Natural Resources and Scientific
Vacant positons= 9,202 5 - Information Technalogy 10 -Operations and Trade

NOTE: There is a Data Refreshed area on the dashboard to advise the last date the data in the
report was updated.

Date Refreshed:
03/03/15 10:57 AM

3. The data initially loaded in this sample dashboard report includes all statewide data. You can
change the data in the dashboard by using the drop-down box and selecting from the values.

Select Funding Source:

Al [+

Appropriated
Federal

Highway Funds

/ Receipts
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4. The dashboard report is refreshed with the data selected from the drop-down box.

Date Refreshed:
03/03/15 10:57 AM Print
Total Positions

Select Funding Source: As of Mar 2015
Appropriated

By Job Family and Funding Source

By Funding Source

20,000
18,000
16,000
@
5 14,000
=4
& 12,000
a M Filled
10,000
o W vacant
a
o 8,000
1=
2 6,000
4,000
) 2,000
M vacant [l Filled
0
1 2 3 4 5 6 7 8 9 10
Job Family
Job Family Descriptions
Source:
NC Office of State Controlle_r_HR-PayroII 1 - Administration and Management 6 - Institutional Services
Includes a\_\ Permanent Positions For Agencies 2 - Engineering and Architecture 7 - Law Enforcement and Public Safety
Total positions = 79,851 3 - Human Services 8 - Medical Health
Filled positions = 70,559 4 - Information and Education 9 - Natural Resources and Scientific
Vacant positons= 9,292 5 - Information Technology 10 -Operations and Trade

5. While viewing the dashboard, move the mouse to hover over one of the graphical displays, and
you will see a context sensitive box appear that expands on the information listed in the chart.
Place the mouse pointer directly over a piece of the chart and not in the general areas.

By N
25,000
20,000 4
w
E .
8 Filled
S 15,0004 i
o 20,280
Q
@
o 10,0004
E
2

6. Thereis a Print option available on the dashboard if you need to print the information.

Date Rafreshad:
03/03/15 10:57 &AM [ Pont
Total Positions

Select Funding Sowce As of Mar 2015

Al [ - |

NOTE: Change your page layout option to landscape when printing a report. The report will print
better in landscape than in portrait layout.
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SUMMARY

In this lesson, you learned to:

e Understand the definition of Dashboard Reports
e |dentify the components of Dashboard Reports

e Open and View a Dashboard Report
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Lesson 3: Business Objects — Analysis
Application

Objectives

e Understand the definition of Analysis Application
e Open and view Analysis Application reports

e Identify the components of Analysis Application

Definition of Analysis Application

Analysis Application, built with Lumira Designer, displays powerful analytical data visualizations in a
quick user-friendly format. Analysis Application are delivered reports with prompt selections for users to
generate reports. These reports show a comparison of data through a graphical display and data table.

To Open and View an Analysis Application

Once you log into the Integrated HR-Payroll System and select the Business Objects tab, the Launch Pad
will open providing access to the reports and information housed in BOBJ. Click on the appropriate
folder (My Documents or Public Folders) to locate the report in the workspace panel which you would
like to view.

NOTE: Reports also can be displayed in the Home tab, in the My Recently Viewed Documents, if
the report has been previously opened it.

1. Double-click on the BO165-T Analysis Application title in the Workspace Panel. Also you can
right click on the report title and select View.

| Business Objects- Engage Explore 1 Explain .
1
Home B0194-T: Positions Vacan... i
View ~ Organize More Actions | Details
My Documents Title - Type 1
[E & BO112-T: Positions Vacant-filed Comparison as of Mar 2015 Dashboards )
B
Public Falders Al »  BO165-T: Job Attributes w/o Orgunit Crystal Reports 4
= HR-Payroll ¥  BO165-T: Job Attributes w/o OrgUnit Web Intelligence 1
-
e
_Help [——
—Training _ ¢
Properties ¢
Agency Performance Metrics " obie roperties. | -
lobile Properties
Workspace Panel — =
Categories -
le A Verificati
ross Agency Verification ocment Link &
FI: Payroll Finandal Data N 4
Organize >
Legislative Increase Details 4
OM; dab Attributes - pery
ad e e Y BB iU ot B i BB h e RN Wi it B .."‘—/

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 31



Lesson 3: Analysis Application Business Objects Reporting
BOBJ410

Once the report is open, you will see a Prompts box. This box contains the values that are defined for the
report. The number of mandatory prompts is listed in the bottom left side of the prompt box. You must
enter a value in the mandatory prompts before you can view the report. Mandatory prompts are
designated by an asterisk (*).

Prompts
* Organizational Unit - >
* Calendar Month/Year (Single Value, Mandatory) - )

o 2] [~ oK

NOTE: The OK button will be grayed out until all the mandatory prompts have a selected
value.

2. Clickthe ) arrow to the right of the prompt description to enter a value into a prompt
box. This opens the prompt box. The box is split into five sections.

Prompts

Back Organizational Unit
Selection 1
Select Members —
[ [N
Text Key v
=I State of North Carolina 20000000 o
State of North Carolina 20000000
=l Council of State 2 20000002 1 3
Council of State — 20000002 R
B Secretary of State 20000063
=+ State Auditor 20000064
+ State Treasurer 20000065
+ Public Instruction 20000066 v
# Justice 20000067 4 -
' Agriculture Consumer Service 20000068
=+ Labor 20000069
# Insurance 20000070 N
S [ Show Selected Members (1) |
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3. The first section is the Selection Search Bar. This area displays a search bar where the user
can search for values.

NOTE: If no values are displayed in the Text section, the user must use the select
members search field

4. The second section displays the Text for possible values. Click the State of Norih Carolina
plus icon to expand the values available for the prompt.

NOTE: If no values are displayed in the Text section, the user must use the select
members search field

Prompts

Back Calendar Month/Year (Single Value, Mandatory)

Selection

Select Single Member

| *2018 || &

Text Key

IIse the search bar to limit the result set

Show Selected Members (0)
Q1

5. The third section displays the key numerical digits associated with the text.

o

6. The fourth section displays a toggle box. This is where you can select a value by
clicking into the box and it puts a check into the box.

7. The fifth section allows the user to display all members that were selected.

Back
8. Once a value has been selected you must click the Back button.
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9. The prompts box will then display the selection.
Prompts
* Organizational Unit Public Instruction )
* Calendar Month/Year (Single Value, Mandatory) P

Q1

10. The user will continue to repeat the previous instructions until all mandatory prompts have
a selected value.

Prompts
* Organizafional Unit Pubiic Instruction )
* Calendar Month/Year [Single Value, Mandatory) JAN 20418 )
i 0 OK

NOTE: Once the user has satisfied all the mandatory prompts, the box in the bottom left

corner changes from an x information box to a blue gray i. P ¢

Page 34 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER updated 7/8/22



Business Objects Reporting
BOBJ410

Lesson 3: Analysis Application

11. When all mandatory prompts have a selected value, the OK button will become available for
the user to press. Pressing the OK button will allow the user to generate the report.

Filled vs Vacant Positions = Report Info

ALL ~
Appropriated V]

Selected Fund Source(s): ALL;

Position by Fund Source

Vacant (13.35%)

Filled (86.65%)

Source:
NC Office of State Controller HR/Payroll

Includes all Permanent Positions for Agencies
Total Positions : 1,161
Filled Positions : 1,006
Vacant Positions : 155

B0194-T: Positions Vacant-Filled as of 01/2018

Filled Vacant Total
1,006 155 1,161

Execution Date - 9/12119

By Job Family for Selected Fund Source

Administrative Support 300

Education and Training
Engineering
Executive
Financial and Business Management
Human Resources
Human Services
Information Communication and Media
Information Technology
Institutional Support Services
Law Enforcement and Public Safety
Legal
Medical and Health
Operations and Trades
Planning and E ic De
Program Management
Safety and Inspection

Filled Positions Vacant Positions

425

200 300 400 500

Number of Positions

600

Components of an Analysis Application Report

Analysis Application Reports have two tabs; the Dashboard and the Report Info.

Employee Generational Diversity Report Info
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The Dashboard tab shows charts, graphs, data tables and other visualizations related to the topic of the
report. Contents will vary depending on the extent of the analysis done and the complexity of the data
involved.

Employee Generational Diversity : Report Info Execution Date : 9/12/19
Total Employees : 993 Percentage by Generation
Matures (Before 1946) Matures (Before 1946) %
Baby Boomers (1946-1964) | 410 Baby Boomers (1946-1964) % | 41.29
Generation X (1965-1978) - Generation X (1965-1978) % -
Millennials (1979-1994) - Millennials (1979-1994) % -
Generation Z (1995 & Later) Generation Z (1995 & Later) %
Headcount by Generational Diversity
Total Employees : 993
Matures
Baby Boomers
Generation X
Millennials
Generation Z
0 50 100 150 200 250 300 350 100 450

NOTE: Dashboard reports also can have selections within the report.

The Report Info tab displays the prompt selection.

Employee Generational Diversity | Report Info | Execution Date : 911219

Prompt Input

Organizational Unit 20000066 Public Instruction

CalMonth/Year 032018
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Toolbar Elements

Analysis Application Dashboard reports have a toolbar that allows for a few specific controls. This
toolbar is in the far-right side once an Analysis Application report is generated.

Explore Explain

| Filled ws Wacant Positicns ~ Repont info [Expouton Oate | 6010 TH

ALL Ha Daes Avsiable
Could not find any dats te display, This mi

1. The firsticon in the toolbar is Refresh C . The prompt screen will appear to allow the user
to select new or additional prompt values.

Salecied Fund Sources): ALLD

.

Sourrac
WG OfMos of S23te Controller HR/Fayroll

Inciadet all Permansnt Poaitions for Agencies
Total Pojassnd |
Fillsd Pasitiong =

222}

2. The second icon, Export to Excel C , allows the user to export the data from the
dashboard report to Excel. Once the user clicks the Export to Excel icon a Microsoft Excel
download popup window will appear as below.

x

Do you want to open or save B0194-T_ Positions Vacant-Filled16092019094805867 .xIsx from bi.mybeacon.its.state.nc.us?

| Open H Save |'H Cancel |

NOTE: If the Microsoft Excel Popup window doesn’t appear, check your Excel download settings
of your Microsoft product.
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3. The third icon, Export to PDF Q‘ , exports the data, as well as the dashboard charts, to a
PDF. Once the user clicks the Export to PDF icon an Export Panel Screen to PDF appears for
further user input. The user can then set the page size, edit or create a Header title, add a

Footer text, and add a page numbers to the PDF. If the user continues and hits Export to PDF
a Microsoft download popup window will appear as below.

Export Panel Screen to PDF

General

Page Size: Letter

Orientation: Landscape

Header

Header Title:

Footer

Footer Text:

+ Page Number

Export to PDF

NOTE: If the popup window doesn’t appear, check your Adobe PDF download settings of
your Adobe product.

Do you want to open or save B0194-T_ Positions Vacant-Filled.pdf (123 KB) from bi.mybeacon.its.state.nc.us? Open Save v Cancel

......

4. The fourth icon prints EEJ

. The user may have to adjust their printer settings to suit their
printer.
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SUMMARY

In this lesson, you learned to:
e Understand the definition of Analysis Application
e Open and view Analysis Application reports

e Identify the components of Analysis Application
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Lesson 4: Business Objects - Crystal Reports

Objectives

e Understand the definition of Crystal Reports

e Open and view a Crystal Report

Definition of Crystal Reports

Crystal Reports are delivered reports with prompt selections for users to run and generate reports.
These reports are pixel perfect with complex layouts which can be printed or exported to PDF format.
Graphics, charts and other external objects can be embedded in a crystal report to provide
professionally formatted reports.

To Open and View a Crystal Report

Once you log into the Integrated HR-Payroll System and select the Business Objects tab, the Launch Pad
will open providing access to the reports and information housed in BOBJ. Click on the appropriate
folder (My Documents or Public Folders) to locate the report in the workspace panel which you would
like to view.

NOTE: The report also can be in the Home tab, My Recently Viewed Documents.
1. Double-click on the BO165-T Crystal report title in the Workspace Panel or right click on the
report title and select View, to open the report.

Folders ¢l B0112-T: Positions Vacant-filled Compar Dashboards

= .
Public Folders - ... '
“I* ] s

= hrepayroll ¥ BO165-T: Job Attributes wjo OrgUnit  Web Intelligence ™

Properties 1
[+ Help 5" BO0194-T: Positions Vacant-Filled Analysis Applicat Mobile Properties "
Training Workspace Panel History
s ATCERY Pe’cmme_“rics bt -’ PRS- I ._J_ﬂtew&s-
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2. Once the report is open, you will see a Prompts box. This box contains the values that are
defined for the report. Any value that contains an asterisk (*) is a required field. You must
enter a value in these fields before you can view the report.

“*Job(s) (Mandatory): no vale |

| Please enter a value [ o]

Mo values selected

* Required prompts R

NOTE: The Prompts box is unique to the report you have selected. Some Prompts may

o+
include optional Prompts Summary which are indicated with a blue arrow but are not
preformatted or required. They are used to assist with limiting the amount of data that is
retrieved into the body of the report.

Prompt Summary

*Years to Retirement: 1

%+ Personnel Area(s) - (Optional): no value

% Employee(s) PersNo. - (Optional): no value

% Job(s) - (Optional): no value
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3. Click the Show LOV picker icon - =, to select values.

(& *Job(s) (Mandatory): no value » ]u_h{ s) (Handatur:,r}

4

| A value is required for this prompt

Show LOV plcker

NOTE: Most of the prompts will allow direct entry rather than requiring drop down
selection. There are some exceptions to this depending on how the prompt was
defined. The selection is still required for the Organizational Unit prompt.

Please enter a value o

4. The Job(s) (Mandatory) selection box will display for you to select values for prompts.

NOTE: Select all values by clicking on the Select All Values icon @ . Also, you can

(&l -

all/selected values icon to show only the selected values.

deselect all values by clicking on the Select no values icon . Click on the Show

NOTE: The selection box lists 1000 values at a time. To see the next set of values, you
must scroll to the end of the current list and click the display more values option.
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5. Now that you have selected your value(s), click OK.

A @-
® |

30009718 - ABC Chief Administrator

Selected: 9 of 1000

NOTE: Also, you can enter a search value in the Search field box to narrow the list from which
to select. You can search using words or numbers. You do not need to use the asterisk (*)
wildcard in the search field. Once you have entered the value, click on the binocular search

icon to execute the search. The Search field is case sensitive.

30009718 - ABC Chief Administrator

Selected: 9 of 1000

oK [[::annd|_
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Then you will see the list of values narrowed to meet the search criteria. Click on the value(s) you
wish to select to highlight them. Once values are highlighted, click OK.

J Job(s) (Mandatory) |

i
H H Q-
|_Security | | |
SUUUS LEY = Lnarman= Empioyment SECUry ComImission i
31004025 - Chief Information Security Officer =

30003247 - Chief OF Security (DOR)
30001091 - Employment Sacurity Manager (C & R)

INMNNARSY - Frnlewment Seririty Onsratinns Anahest
<] C

Selected: 12 of 1000

6. Once all selected values for prompts are entered, click the Run button in the lower right-
hand corner to run the report.

Dromnt Summany Select values for prompts Actions -

n *Job(s) (Mandatory)

|P|ease enter a value |

30000586 - ABC Field Auditor

i N
. 31002975 - ABC Permit Compliance
NOTE' The tOtaI 30012895 - AOC Administrative Assi =

number of values | | 30013040 - roc Division Assistant
. ‘| | 30013271 - Access and Visitation Coar
selected is

30005459 - Accountant

indicated in the 30012947 - Accountant

Prompt Summary P

—

* Requ"ed s

NOTE: The warning icon is now a green check v indicating that the mandatory prompt is set.

7. The report will display in the Workspace.
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B0165-T: Job Attributes w/o OrgUnit as of JUL 2017 .
Job Job Desc Job Pay Type Job Pay Area Job Pay Group Mumberod  Job Min Pay  Job Max Pay  Job Sal Rel  Average
Positions Ll Lavel
30001100 Empioymant Security Manager | Graded Anfual Bakaries GRTY el 44T T4 58,346 58,
Andd119 Empioyment Sscurity Manager Il Graded Annual Salaces GRTE e} 43 198 81,353 [N 65
30001102 Emgioymant Security Manager Wl Graded Annual Salares GRTT 12 52561 89,008 G629 66,
0012347 Astountant Graded S i JE20 1 488k 7,342 63,583 57,
013040 AQC Devision Assistant ‘Graged R JB15 2 ITEsE 56.682 47470 43
01327 Astids and Vistation Codedinaion Flal Rate S i 301327 5 TR 50,747 o 13,
3000025 Agggntant Banded Carepr Baraing 31000025 283 Mz w263 50342 62,

NOTE: The Execution Date is in the top right corner of the report to show the date the report
was generated.

Navigation Panel

1. Find Option - Click on the Find icon to open the Find panel. This allows a search for titles,
keywords, and/or measures within the report. The search results will be listed in the Find
panel.

A. Type the title, keyword, and/or measures in the search field.

re- 00 (@2 ]| ifon_Je[om )
A fnd o«
| Security # v|
tg B0165-T: J
Find Panel e T
30012947 Accountant
30013040 AOC Division Assistant
30013271 Access and Visitation Coordinator

Click on the arrow to the right of the binocular, to change the output results of the Find
feature (for example, Match Case or Match Whole Word Only). The default is open
search with no parameters.

’7 Match Whaole Waord Onhy

«
atch Case -|
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B. Click on the binoculars to display the search results.

| Security wl
3 Results Found

Employment Security Manager I
Page 1

Employment Security Manager 11
Page 1

Employment Security Manager 111
Page 1

C. Click on the result found to navigate to the selected result.

NOTE: The selected result is highlighted in the report.

i _ Employment Security Manager1 E,-aded
| Security - | Employment Security Manager | Graded

: 3 Results Found Employment Security Manager 1| Graded
B T — Accountant Graded
Page 1 ADC Division Assistant Graded
Employment Security Manager 11 Access and Visitation Coordinator Flat Rate
?agel ! L o __|I | Accountant Banded

D. Click on the double arrows in the top right corner of the panel to minimize the Find
panel. Your search will remain in the search panel while the report is open.

| Security # - |

2. Group Tree Icon - IEE - Click on the Group Tree icon to display the Group Tree panel. The
headings for each group in the report will display in this panel. To show all groups reflected
in the report, click on the plus sign to expand.

NOTE: The Group Tree is unique to the report selected - not all reports have group headings.
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A. Selected Crystal Report without group headings - shown below:

File =

00-‘&:@-‘\é|_}1p_]10f1 - | 100% |+

Egl|| Group Tree B0165-T: Job

Panel without
Group Headings

Job Job Desc

Toolbar Elements

Flew | Q O ~

L:i"f&lé,‘_hﬂ 10f 1 | 100% |*

1. File - a copy of the report link can be created in your My Favorites folder as a shortcut.

A. Click on the File drop down on the toolbar and select Create Shortcut in My Favorites:

ocrl = A

Send To 4

- Create Shortcut in My Favorites

Creste Shortcut in My Favortes
H :
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B. Then you will see the report shortcut in your My Favorites folder:

i"'h’ E}D‘:Uﬂ'lEE‘IE i Title = -Tm
- | —— | Agency Research Reports Folder
Testing Folder
Training Folder Folder
Training Folder 1 Folder

4 Shortcut to B0165-T: Job Attributes Shortcut

NOTE: Once the report shortcut is in the My Favorites folder, it can be cut and
pasted to sub-folders to better organize your workspace. You may also change the
title of the report, add additional description and keywords by opening the
Properties box for the shortcut.

View

C. Once the title, description, and/or keywords have been changed, click on the Save &
Close button located in the bottom right corner.

Properties — Shortcut to B0165-T: Job Attributes w/o Orgunit

Title:  [Shortcut to BO165-T: Job Attributes w/o OrgUnit

]
Properties lGeneral Properties

ID, CUID: 4472659, klz6 TKCACnWCDtwASOMCCCDvefM

Description: is report displays detail about a job induding job min/max/ref information
without Org Units.

is report is run for Executive review

Shorfout fo: - Public Folders/HR-Payroll/_Training/B0165-T: Job Attributes w/o OrgUnit

Keywords: |Dolan, Executive, Review, Combs

Creafed:  Jun 7, 2019 7:38 AM
Last Modified:  Jun 7, 2019 7:38 AM

ﬁ Save & Close Cancell

2. Print the Report -__I_‘ ~ DO NOT USE - Report must be exported to a PDF file to print (see
#4 Export the Report).

i,

3. RefreshData- '~ The data in a Crystal report can be refreshed on demand by clicking
on the Refresh Report icon on the toolbar. The Prompts box will display. If you want to
refresh using the original prompt values selected, click Run. However, you can select new or
additional prompt values at this time.
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4. Export the Report - = the report can be exported to a variety of file formats by clicking
on the Export icon and selecting the format in which you want to export the report.

Export

File Format:

Microsoft Excel (97-2003) -
pagl  Civstal Reports (RPT}

PDF
[

' ¥ | Microsoft Excel (97-2003)
Microsoft Excel (97-2003) Data-Only
Microsoft Excel Workbook Data-only
Microsoft Word (97-2003)

Microsoft Word (97-2003) - Editable
Rich Text Format (RTF)

Separated Values (CSV)

XML

A. Once the format has been selected, the system defaults to export All Pages. You can
elect to export only a portion of the report by entering a page range in the appropriate
box. Once you have determined the export criteria, click on the Export button at the
bottom right.

Export

File Format:z
Micresolt Excel (97-2003) i
Page Range:

™ Al Pages
) Select Pages
Froam

Tac

B. Once Export is clicked, the following box displays for you to determine if you want to
open or save the exported file. The exported file will be saved on your computer and
not within BOBJ.

Do you want to open or save BO165-T_ Job Attributes w_o OrgUnit.xls from bi.mybeacon.its.state.nc.us? Open Save v Cancel b 4 -
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NOTE: The File Download options may appear different depending on the browser you
are using. If you use IE10, the download will appear in the bottom of the browser
window with the option available to open or save.

C. File Exported to Excel

BO165-T_ Job Attributes w_o OrgUnitxls [Compatibility Mode] - Excel Blackmon, Linda C
Formulas  Data  Review  View  Acrobat @ Tell mewhat you want to do
oy N PO = B i Bx G > AutoSum - A,
Arial S - AN == & EWepTet General - - 2] B = = E Ad

O, = BH H SR~ z
Paste - B I U- &. My . A-' === =3 ME,QE&CEHM . $ -0 s <0 o Conditional Formatas Cell Insert Delete Format Sort & Find &

- Formatting - Table~ Styles- - - - Clear - Filter = Select -
Clipboard Font LM Alignment LM MNumber [F] Styles Cells Editing
Al N I

A B (D E FIGH[ I J K |L M NOIP @ RS T u VMX Y |ZAA AB ACAAE AF A AH AIA AK AL J
1[]

La
2 . ; P Execution Date:
E B0165-T: Job Attributes w/o OrgUnit as of JUL 2017 Bl
4
o
6 Job Job Desc Job Pay Type Job Pay Area Job Pay Group Number of Job Min Pay  Job Max Pay Job Sal Ref Average Salary
T Positions Level Level
9 30001100 Employment Security Manager | Graded Annual Salaries GR73 22 44347 7441 58,346 56,690.54
11 30001101 Employment Security Manager Il Graded Annual Salaries GR75 36 48195 81,392 63,699 58,800 55
13 (30001102 Employment Security Manager [Il Graded Annual Salaries  GR77 12 52 551 89,008 69,629 66,503.40
15 30012947 Accountant Graded Judicial JBz0 1 48,828 78,348 63,588 57,060.00

LA " . ) .
5. Go to Page - allows you to select next, previous, last, or first page to view.

1of2 -

6. Page Navigation- allows you to type in the page number you want to
view.

100% |~

7. Zoom factor — allows you to select zoom factor for the report.
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Prompt Selections for Organizational Units and Dates

As a reminder, Crystal reports are for viewing purposes. They are preformatted with the only options of
altering data based on prompt selections.

Selecting Organizational Unit(s) on Prompts Box

When selecting Organizational Unit values on the Prompts box, click on the plus sign (+) to drill down to
specific organizational units. If you select an Organizational Unit with the plus sign (+) in front of it, then
you are selecting that Organizational Unit and every Organizational Unit underneath that unit.

Prompts

A Q-

[+] DORGUNIT/20000044 - COM Division of Employment Security -
[+] 0ORGUMIT/20000045 - Revenue
(+] DORGUMNIT/ 20000046 - Cultural Resources
=] DORGUNIT/20000047 - Crime Control & Public Safety
20000047 - Crime Control & Public Safety
=I0ORGUNIT/20000026 - CCPS Office of the Secretary
20000026 - CCPS Office of the Secretary
[+] DORGUNIT/20010357 - CCPS 0S Chief Deputy Secretary Office
+] 0ORGUNIT/ 20010360 - CCPS OS Asst Secretary for Admin Office
[+] DORGUNIT/20010370 - CCPS OS National Guard Adjutant General A

Selected: 1 0f 38

oK Cancel

NOTE: You can enter a search value in the Search field box to narrow the Organizational Unit list
to select. You can search using words or numbers in the search field. You do not need to use the
asterisk (*) wildcard in the search field. Once you have entered the value, click on the binocular
search icon to execute the search. Note the Search field for Organizational Unit is not case

sensitive.
Prompts
H @ -
Turnpike ol
I l'DDRGUNiTIZGmmM - COM Division of Employment Security 1A
#0ORGUNIT/ 20000045 - Revenue I |
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Then you will see the list of values narrowed to meet the search criteria. Click on the value(s) you want
to use to select and show in the Prompts box.

Prompts
[l (¥
i 2
Turnpike x
Value Path
DORGUNIT/20002994 - NC TURNPIKE AUTHORITY =

20002994 - NC TURNPIKE AUTHORITY

4 | 2

Selected: 1 of 38

OK Cancel

Selecting Dates on Prompts Box

When selecting dates on the Prompts box, you have the option to select From Day/To Day values,
Calendar Month/Year values, or a range of dates.

1. Selecting From Day/To Day Values

A. When you click on From Day and/or To Day in the Prompt Summary, the current date
defaults in the value field(s).

Prompts =
v * Organizational Unit: 0ORGUNIT/20000037 - Administration ~ *Organizational Unit
W *From Day (Single Value, Mandatory ). 5/7/2015 DORGUNIT /20000037 - Administration 8]
v *To Day (Single Value, Mandatory): 5/7/2015
v s) - A-SPA

Employee Subgroup(s) - (Optional): no vale
Employee(s) Perslo. - (Optional): 7o valve
Gri R (s) - (Optional): no vale

~ *From Day (Single Value, Mandatory)

< € <

5/ 7/2015

~ *To Day (Single Value, Mandatory)

5/ 7/2015
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B. To select another day, click on the month icon. This will bring up a calendar so you can
select a new date. Double-click the date for which you need to run the report, and it
will populate in the value field.

~ *Qrganizational Unit

0OORGUNIT/20000037 - Administration =]

L * *From Day (Single Value, Mandatory)

5/ 7/2015
4] May 2015 5 | b
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 8 g 9

10 11 12 13 14 15 16
17 18 19 20 21 22 23

24 25 26 27 28 29 30

25 26 28 9

NOTE: You can enter a date directly in the prompt rather than clicking on the month
icon.

2. Selecting Calendar Month/Year (Single Value):

A. Click in the drop-down arrow beside the Calendar Month/Year value field option. This
will bring up a list of dates available for selection. Double-click the date for which you
need to generate a report, and it will populate in the value field.

NOTE: You can enter a Month/Year directly in the prompt rather than clicking on the
drop-down arrow beside the Calendar Month/Year value field option.

| = *Calendar Month/Year (Single Value, Mandatory)

Flease enter a value -

@ -

200706 - 06/2007 ~
200707 - 07/2007
200708 - 08/2007
200709 - 09/2007
200710 - 10/2007
200711 - 11/2007
200712 - 12/2007
200801 - 01/2008
200802 - 02/2008
200803 - 03/2008 v

NOTE: Also, you can enter a search value in the Search field box to narrow the date list
to select. You do not need to use the asterisk (*) wildcard in the search field.
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B. Once you have entered the value, click on the binocular search icon to execute the
search.

= # Calendar Month/Year (Single Value, Mandatory)

EEﬂ o

_
000000 - # B
191906 - 06/1919 =5

192105 - 05/1921
192710 - 10/1927
193109 - 09/1931
193807 - 07/1938
194706 - 06/1947
194909 - 09/1949
195210 - 10/1952
195304 - 04/1953 v

C. You will then see the list of dates narrowed to meet the search criteria. Click on the
date you need to select and show in the Prompts box.

* * Calendar Month/Year (Single Value, Mandatory)

2015

201501 - 01/2015
201502 - 02/2015
201503 - 03/2015

201504 - 04/2015
201505 - 05/2015
201506 - 06/2015
201507 - 07/2015

-
_T
Search Results |

SUMMARY

In this lesson, you learned to:

e Understand the definition of Crystal Report

e Open and View a Crystal Report
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Lesson 5: Business Objects - Web Intelligence
Reading Mode

Objectives

e Understand the definition of Web intelligence (WEBI) - Reading Mode

e Open and view a Web Intelligence Report

Definition of Web Intelligence

Web Intelligence (WEBI) allows you to perform querying, reporting and analysis tasks all in a single tool.
It provides an easy-to-use interface with powerful query features that allows your business analysts and
nontechnical information consumers to ask spontaneous and iterative business questions of their data.

To Open and View a Web Intelligence Report

Once you log into the Integrated HR-Payroll System and select the Business Objects tab, the Launch Pad
will open providing access to the reports and information housed in BOBJ. Click on the appropriate
folder (My Documents or Public Folders) to locate the report in the workspace panel which you would
like to view.

NOTE: The report may be in the Home tab, My Recently Viewed Documents, if it was in the last ten
reports opened.

View - Organize More Actions - | Details
My Documents Title ~ Type Last Run
Folders o
= Public Folders ~l »  B0165-T: Job Attributes wjo OrgUnit Crystal Reports
8 HR-Payroll - B0165-T: Job Attributes wfo OrgUnit Web Intelligence

[+

_Help B0194-T: Positions Vacant-Filled

B0165-T: Job Attributes w/o OrgUnit

Description:

This report displays detail about a job including job min/max/ref information
without Org Units.
Type: Web Intelligence

Agency Performance Metrics

BN: Benefits

Cross Agency Verification

Hovering over a report in the list or single clicking the report will display an information box showing the
Description and Type of the Report.
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1. Double-click on the report title in the Workspace Panel. Also, you can right click on the
report title and select View.

My Documents Title ~ Type
Folders ¢ B0112-T: Positions Vacant-filled Compari: Dashboards
= [ public Folders ~ 0 3 B0165-T: Job Attributes w/o OrgUnit  Crystal Reports
= HR-Payroll % 4 i View
BB jyep ' BO194-T: Positions Vacant-Filled Analysis Applicatior Properties
_Training Mobile Properties

Workspace Panel History

Agency Performance Metrics

2. Once the report is open, you will see a Prompts box that contains the values that are defined
for the report. Any value that contains an asterisk (*) is a required field. You must enter a
value in these fields before you can view the report. When a valid value(s) is entered, this

indicator will turn into a green check mark

Prompts X

Available prompt variants | i _.5

ExclUge Employee SUBGroup [Cc

Refresh Values 5. =

* Required prompts

Cancel

3. The Prompts box is unique to the report selected. There may be additional fields that are
optional which allow you to further refine the search.

Highlight the value in the Prompts Summary field and click on the Refresh Values option to

o
load the content for selection. Refresh Values o

NOTE: Most of the prompts allow direct entry rather than requiring drop down selection.
There are some exceptions depending on how the prompt was defined. The selection is still
required for the Organizational Unit prompt.
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4. Once the values are loaded in the content area for selection, single click on the selected
value, and click the right arrow to add to the selected prompt window. Notice that once the
value(s) are selected, the Red Arrow | * beside the mandatory field becomes a Green
Check ¥
PROCESS TIP: Click and hold Shift or Ctrl on your keyboard, and click on the selected values
to highlight multiple values before clicking on the right arrow to add to the selected prompt
window.

Available prompt variants | v| B &R X

Prompts Summary

@ * Job(s) (Mandatory) ABC Chief

&  Exclude Employes Subaroup (Co

| | Accountant
- Accountant ~
Refresh values % 3 Accountant T

ZCMMM_10B < | | Accountant 1T

| Accountant IIT
Accountant IV
Accountant V
Accounting Clerk 1T
Accounting Clerk I1T
Accounting Clerk TV
Accounting Clerk Supervisor WV
(V] Accounting Clark W
Accounting Director
Accounting Manager W
‘Accounting Manager I

e e o000 0

* Required prompts

OK Cancel

PROCESS TIP: The Key icon located next to Refresh Values is an option available to use if you
would like to see the key (humber) associated with the values in the list.

|

|
Refresh\!alues@l ,? I

ZCMMM_10B
b Accounting Spedalist II (30000500)
b Accounting Spedialist II (30013030) ~
b Accounting Spedialist IIT (30013031)

b Accounting Spedalist IV (30013036)
b Accounting Supervisor (30006914)
b Accounting Supervisor I (30012937) W
b Accounting Supervisor IT (30012938)
[4 >
| | -

Also, you can enter a search value in the Search field box to narrow the list from which to
select. Once you have entered the value, click on the binocular search icon to execute the
search.

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 59



Lesson 5: WEBI Reading Business Objects Reporting

BOBJ410

PROCESS TIP: To search by text, the search feature in WEBI is case sensitive. You do have to
use the asterisk (*) wildcard before and after the text in the search criteria.

|*5&|:ur1't',r"‘| x|"ﬁ M

To search in key, click on the drop-down arrow located by the binocular search icon and
select “Search in key.”

ACCoUNT
30012940 | ¥y -
Match casé
¥ Search in key

Refresh Values Fa. m

ZCMMM_J08

Accounting Spedalist 11 [20000500)

Accounting Spedialist I (30013030) ~
Accounting Spedialist 11T (30013031)

Accounting Spedialist IV (30013038)

Accounting Supervisor (30006914)

Accounting Supervisor I (30012937)

Accounting Supervisor 1T (30012938)

Accounting Supervisor 11T (30012942 W
Arrruintinn Tachnician (71000000

£ >

=Security™ | x|#y -

[ B B N B
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You will see the list of values narrowed to meet the search criteria. Click on the value(s) you

want to select to highlight them. Once the values are highlighted, click the arrow —— to
add to the selected prompt window.

| AOC Division Assistant
P H Access and Visitation Coordinator )
Refrash Values T ,? - G ntant

ZCMMM_J08 < Accountant
= I_, Accountant

Accountant I

Accountant IT

Accountant IIT

Accountant IV

Accountant V

Accounting Clerk 1T
Accounting Clerk ITT
Accounting Clerk IV
Accounting Clerk Supervisor V
W Accounting Clerk v
Accounting Director W
Accounting Manager

July 26, 2017 3:52:11 PM GMT-04:00
*Sacurity™ LR

To remove a selected value in the prompts box, highlight the appropriate value and click the

arrow .

5. Now that you have selected your value(s), click OK.

Job(s) (Mandatory)

| | Military Security Assistant Chief
- Military Security Guard ~
Refresh Values & ¢ Military Security Supervisor
Mebwork Security Specialist
Property Security Officer
A Property Security Supervisor
Security Chief 1
Security Chief 11
Security Coordinator
Security Guard
Security Officer T
Security Officer 1T
Security Officer 111
Security Supervisor
W Zoo Security Chisf
Zoo Security Officer 1 W

Tuly 26, 2017 3:52:11 PM GMT-04:00 Zoo Security Officert
*securiy™ L

]

2

=

II
&
2]

]

e o o000 00
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6. The report will load and appear in your work space.
ome Documerts
Web Inteligence ~ (= [ - | S~ 44| & 0 o | & - || R Treck ~ Fp Filter Bar || Freeze - & Outline Reading - Design ~
= B0165-T: Job Attributes w/o OrgUnit as of JUL 2017 Execution Date: 7126117
B
= JUL 2017
(7)
— Job Job
Number Min Max Job
Job Pay Job Pay of Pay Pay Sal Average
Job Job Desc Type Job Pay Area Group Positions Level Level Ref Salary
30000315 Accounting Clerk IIl Graded Annual Salaries GR57 2 25331 35973 31,396 36,767.00
30000318 Accounting Clerk IV Graded Annual Salaries GR59 63 27013 41827 33619 3274185
30000319 Accounting Clerk V Graded Annual Salaries GRS&1 65 28,875 45,073 36,142 38,025.56
30000325  Accounting Clerk Supervisor vV Graded Annual Salaries GR&1 1 28875 45,073 36,148 44,848.00
30001067 Employment Security Regional Manager Graded Annual Salaries GRT3 3 543837 43,142 72333 2077463

— 200 ™ ol ﬂerr_' wwwfﬁmes‘“‘_@g&‘ hf“%WQrmarHuw ,-—.-..-' — b »

NOTE: Effective June 2019, all WEBI reports were updated to include a new feature where
the report description will launch when clicking on the title of the report. The report
description will open in a separate tab.

u

Intelligence =~ |[= Link to BO165-1 Report Description [& Track = ¥ Flter Bar f“ Freeze

B0165-T: Job AttributeE without Org Unit as of 6/11/19

Web Intelligence Modes of Review

WEBI has two modes of review available - Reading Mode and Design Mode (See Lesson 5).

This online web training will cover the WEBI Reading mode. The Design Mode will be taught as an
instructor-led WEBI course.

1. Reading Mode - simplifies the Web intelligence interface, providing only those functions
associated with exploring and analyzing reports. Special functions associated with reading
mode include the Filter Bar and Freeze mode.

2. Design Mode - Design mode expands the Web Intelligence interface. It also allows you to
explore and analyze reports. Additional special functions associated with Design mode are
available, such as the Report Elements tab, the Formatting tab, the Data Access tab, the
Analysis tab and the Page Setup tab. Design mode is used for most your when creating a
Web Intelligence document. Many interface elements are available only in this mode.
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Reading Mode

Toolbar Menu

webInteligence ~ (= & - | S - 48 | B | O ¢ A - | | [& Track - W Filter Bar [ Freeze ~ 85 Outline

e Web Intelligence - drop down menu allows you to view or hide the various menu bars such as
the Filter Bar, Outline, Side Panels, Report Tabs, and/or Status Bar.

Web Intelligence -

B Outline |
Side Panel  *

v Report Tabs

v Status Bar

e Save- - allows you to save a report in the My Documents drawers, My Favorites folder.

1. Click on the Save drop-down arrow on the toolbar and select Save As.

g
3

2. You will see a Save As box. Click on the Favorites Folder drawer and then double click on the
appropriate folder located in the Favorites Folder to open to folder. Click on the double
arrow to expand the Save As box to review additional fields.

Save As 24

Favorites Folder

B (B8 Fayorites Folder & shortcut to BO112-T: Positions Vacant-filled Comp:

Title =« Last Run Time

This operations report is usad by agencies to comy
% Shorbcut to BO165-T: Job Attributes w/o OrgUnit
This report displays detail about a job induding jol

Agency Ressarch Reports

Testing

" = Training Folder 1

Public Folders

| |
File Name: [B0165-T: Job Attributes wjo OrgUnit_| |
Save As Type: [Web Intslligence v]

»
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3. You can change the File Name and add additional information in the Description as well as in
the Keywords fields. Once you have updated the field(s), click Save.

Save As

Favorites Folder Title » Last Run Time

B Bl Favorites Folder ZE  shortcut to BO112-T: Positions Vacant-filled Compi
-- 1 Agency Research Reports This operations report is used by agencies to comy

5 Shortcut to BO165-T: Job Attributes wio OrgUnit
This report displays detail about a job induding jol

&[0 Training Folder 1

Public Folders

1
Filz Name: [Training BO165-T: Job Attributes w/o OrgUnit | |
Save As Type: [wieb Intelligence v]

%

Description: his report displays detail about a job including job min/max/ref information without Org Units. This report will A‘
b= used for training purposas. b

IKevwordS: [pob, Job Details, Job Attributes, training |

Assign Category:

R A S S i s Y

- went .. gional forne.dng

4. The report has been saved and can be accessed by clicking on the appropriate folder located
in the My Favorites folder.

My Documents Title = Type
= 55l y Favorites we
B 7] Agency Research Reports 2| Shortout to BO165-T: Job Attributes w/fo OrgUnit Shortcut
T Testing w| Training BO165-T: Job Attributes wfo OrgUnit Web Intelligencs

. = Training Folder

NOTE: If updates are made to the report located in the Public Folders, your saved report will
not be updated.

=

e Print - Report will be exported to a PDF file to print.
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e Find i allows you to find words or numbers within the report.

1. Click on the Find icon to display a Search Bar in the bottom left corner of the report tab.

™

=eanch Bar | i - - Find Next = Find Previous

[Z BO165-T Job Attributes without OrgUnit

2. Type the word in the Search field and click the binocular icon. The result(s) will be
highlighted in the report.

————— = e g g e e o —— o ————— —_————

30003154 | EEEMLY, Coofdinator Graded Annual Salaries GRED
L4
Search Bar| Security iy ~] || = Find Mext = Find Previous | (£ Found matches on cumrent page

] [Z RO165-T Inh Atrihutes withont Orallnit

You can click on Find Next or Find Previous to see your search results on the page(s).

Click on the arrow to the right of the binocular to change the output results of the Find
feature (for example, Ignore case or Match case).

<
Search Bar| Security ﬂE w Find Next

[£] BO165-T Job Attribute] v Ionore rase

65-T Job Attributas without Orgl Match case
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e Export & - the report can be exported to a variety of file formats by clicking on the Export
icon and selecting the format in which you want to export the report.

Export - 4
Select
(w0 Reports
) Data
[ select Al

[w]B0165-T Job Attributes without Orgl

£ >

File Type:
Excel (.xdsx)
Exicel (xls)
0 5V Archive
Text

4 k|4 F

Images DPL: Default -
| OK | Cancel

1. Once you select the format, the following box displays for you to determine if you want to
open or save the exported report/document. The exported report/document will be saved
on your computer and not within BOBJ.

Do you want to open or save Training_B0165-T__Job_Attributes_w_o_OrgUnit.xlsx (8.83 KE) from bi.mybeacon.its.state.nc.us?

Open Save > Cancel

NOTE: The File Download options may display differently depending on the browser you are
using. If you use IE10, the download will appear in the bottom of the browser window with
the option available to open or save.
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S . . .
e Undo and Redo - Reverses the previous action or Reverses the undo action.

e Refresh ™ - The datain the report can be refreshed on demand by clicking on the Refresh
icon on the toolbar. The Prompts box will appear, and you have the opportunity to select new

values when the report is refreshed on demand. If you want to refresh using the original values

only, click OK.
ik Track -
e Track: = This option is an advanced feature and will not be covered at this time.
r Filter Bar

e Filter Bar - shows or hides the Filter Report toolbar.

1. Click on the Filter Bar icon to add another toolbar at the bottom of the basic toolbar menu.

ick icon to add simple report filters

2. Click on the key icon and then click Others to see the list of available data elements.

7 Chick icon to Job {Query 1)
Others * Job Pay Type (Query 1)
TTrannmi.

Job Pay Area (Query 1)
Job Pay Group {(Query 1)
Job Family (Query 1)

JUL 2017

Job Branch {Query 1)

Pos Pay Type (Query 1)
Pos Pay Area (Query 1)

Prs Pawv Groun (Dnsere 11

3. Select the data element you want to filter. The data element selected will appear in the filter
bar as an item that can be used for filtering.

?+| IJl:ub Pay Type (&l '-.ralues}ﬂ
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4. Click on the drop-down box and select the data value to apply the filter.

[|Graded
Information Tach

5. Once the filter has been applied, the rows not contained in the filter are hidden from view.

"7 |Flat Rate

Training BO165-T: Job Attributes w/o OrgUnit as ©

JUL 2017

Job Desc

Chairman- Employment Security

30005189 Commission Flat Rate Flat Rate

30013271 Access and Visitation Coordinator Flat Rate Judicial

6. To remove the filter from the bar, click on the drop-down box and click (Remove).

(Intell 1ob Pay Type (All values)
Banded

b
— | Graded i
Information Tech

e i

PROCESS TIP: Ensure that the data element is displayed in the report layout before adding it
to the filter bar, otherwise the filter will be empty, and no values can be selected.

- é I-D:uunh",r (No '-.ralue]l
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ﬁ Freeze -

e Freeze - The Reading mode enables you to freeze column headers or a specific
numbered column in a table to ensure that they remain visible as you scroll through the rest of
the table.

1. You must select a cell within your table to activate the Freeze icon.

2. Click the Freeze drop down box and click on the number to Freeze Left Columns. If you click
the 2 under the Freeze Left Columns, the first two columns remain visible while you scroll
through the additional columns of the table.

i Freezp ~ I@E Outline

3. To unfreeze the left columns, clear the Freeze Left Column check box or select 0.

Freeze Header Rows is defaulted, but you can unfreeze the header rows by clearing the
Freeze Header Rows check box.

You must be in Quick Display Mode for this to function properly.

. B Cutline ] o )
e Outline - This option is an advanced feature and will not be covered now.

Status Bar

The Status Bar is at the bottom of the report page. From here, you can view the pages, change display
mode, zoom and see when the last refresh was completed.

[ Track changes: Off | M 4 Pagelofi » M| |= (5| |100% ~| = 16 minutes ago

e Track changes: This option is an advanced feature and will not be covered now.

L. M 4 Pagelofl # M
¢ Navigation: allows you to move through the pages of a

document. If there is a + sign next to the second page number, this indicates the report is more
than one page. If you click on the "Page 1 of 1+" text, you can enter a page number for direct
navigation.
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e Display Options: = allows you to toggle between Quick Display mode and Page mode.
Page mode gives you a preview of how it will look when printed. You must be in Quick Display
mode when using the Freeze functionality.

100% -
e Zoom: ———— allows you to zoom in or out on the document.

e Refresh: = © 1 minute ago allows you to refresh data on demand and provides the length of
time since the last refresh action.

Navigation Panel

e Document Summary - provides information about the report you are viewing, such as the type,
author, refresh date, document and data options, and Parameters (Prompts).

=]
=l 1 Print
IEE Training B0O165-T: Job A
0 Attributes w/o OrgUnit
= * General
() Typa: ‘Web Intelligence document

Author: E1D~ 10000538677

Creafion Juby 26, 2017 4:04:02 PM GMT-0
gate:

Locals: Enalish {(United States)

Description: | This report displays detail about
job including job min/manx/ref
information without Org Units. T

Keywords: Job, Job Details, Job Attributes,

training

¥ Statistics
Last refresh July 28, 2017 4:24:06 PM G
gate: 000
Last modifed:  July 26, 2017 40402 PM G

04:00
fy‘f“”""i’ﬁe“' B1P-100/00999302
Duration af

previous refresh: 1

¥ Document Options

P SRS . e, _ppeis
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e Navigation Map - allows navigation between sections and tabs of the report.

= Training BO165-T: Job Attributes w/fo Orgl
ENE50165-T Job Atributes without OrgUnil
» JUL 2017

[EP ! R

e Input Controls - allows you to add and edit input controls applied to the document and is only
available in Design mode. Input Controls are unique to the report selected. This feature will be
covered during the instructor-led WEBI Design course.

Map Resst

There are no input confrols defined an this report,
To define & new ons. switch fo Design mads.

e User Prompt Input - reflects the prompts that were selected when the report was launched.

(7 Advanced | £ Run

IEE Job{s) (Mandatory)

2| | | ABC Field Auditor A
ABC Permit Compliance Officer
() AOC Administrative Assistant I
—| | AOC Division Assistant
Access and Visitation Coordinator b
Accountant

£ >

Exclude Employee Subgroup (Contractor) (c

[a1

SUMMARY

In this lesson, you learned to:

e Understand the definition of Web intelligence (WEBI) - Reading Mode

e Open and view a Web Intelligence Report
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Lesson 6: Business Objects - Web Intelligence
Design Mode

Objectives

e Open a WEBI report and change to design mode to analyze and explore data
e Add Columns and Variables to WEBI Reports

e Add Tables and Charts to WEBI Reports

e Save a WEBI report to My Favorites Folder for future access

e C(Create a Variant

Design Mode

Design mode expands the Web Intelligence interface. Design mode allows you to explore and analyze
reports. This mode has additional functions available such as the Report Element tab, the Formatting
tab, the Data Access tab, the Analysis tab and the Page Setup tab. Desigh mode is used when creating a
Web Intelligence document. Many interface elements are available only in this mode.

Open the B0O165-T report from the _Training folder in the Public Drawer. Select at least 50 values in the
prompts box to add to the report. Once the report is open, click on the Design mode icon located in the

top right of the toolbar —

NOTE: Effective June 2019, all WEBI reports were updated to include a new feature where the
report description will launch when clicking on the title of the report. The report description will
open in a separate tab.

Intelligence - Link to B0165-1 Report Description [ Track = 7 Flter Bar § | Free

B0165-T: Job Anributi% without Org Unit as of 6/11/19

1]

T
Pl
(1]

@ It is very important to save often when using WEBI Design.
INFORMATION

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 73



Lesson 6: WEBI Design Business Objects Reporting
BOBJ410

Toolbars

e Edit Toolbar: provides access to standard functions such as Undo, Redo, Cut, Copy, Paste and
Refresh.

o o |k B B X |

e File Tab: provides access to features for opening, saving, printing, searching, and exporting

documents.

- ;

Poperes
- S-8 &
Save: & -

allows you to save a report in the My Documents drawers, My Favorites folder.
It is very important to Save your report often while working in Design mode.

e Properties Tab: allows you to view or hide the various menu bars, as well as view and modify
the properties of the current document and of the Web Intelligence application.

File | Properties

|‘u’|ew + Document Application

e View: allows you to view and hide the various menu bars such as Filter Bar, Outline, Formula
Bar, Side Panel, etc.

=

Vi - || Docurment

[

~#* Formula Bar

Side Panzl  # 1
v Report Tabs
v Status Bar
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e Document: allows you to modify the current document properties such as Description and

Keywords.
Document Summary ¥
\9 Training B0165-T: Job Attributes w/o OrgUnit ~
General
Type: Web Intelligence document
Author: B1D~100/00538677
Crestion dste: July 26, 2017 4:04:02 PM GMT-04:00
Description
This repart displays detail about a job including job min/max/ref information without Org Units. This repart
will be used for training purposes.
Keywords
Job, Job Details, Job Attributes, training
Options W

| ] I . & . . P . M
oK Cancel
e Report Elements Tab: allows access to functions for inserting and modifying various report

elements such as tables, cells, sections, and charts. The tab gives you control over the layout of
these elements:

|: Report Elements | | Formatting | Data Access | Analysis |~ Page Setup | Reading

> Tahlesl (=] Saction > Chartl > Toolsl Position " Table Layoutl Behavicrs
-2~~~ @~E~ 2 ~53~ More - || T2 Tuminto = | 85 Setassection || °= Break ~ | Insert v | [[7] Header ~ [ Footer =

. Formatting Tab: allows you to format individual cells, column headings, and columns or rows
of data. You can also copy the formatting from one cell to another.

Report Elements |~ Formatting | | Data Access | Analysis | Page setup |

y F|:|r1t| Border | Cell 5ty|E| Mumbers s Alignmentl Size | Padding " Tools
Arial o - |& &||B F US| A-S-DlEs=Els==E &%
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1. Click on Formatting tab, Tools sub-tab, and Formatting option - after selecting a cell(s) on a

report to set and change the text format. Note that selecting any cell in a table will select
the entire column.

Report Elements |l’ Formatting I Data Access | Analysis | Page Setup |

_/ Funt| Border |- Cell _/ 5ty|E| MNumbers _/ Alignment Size | Padding _
Arial o -llA B 72U S A B-O|EEE === B &P

Formatting (Ctrl+D)

Display formatting options
for the sslected report
element

2. The following Format Cell pop-up box will open for you to make your selections:

Format Cell F %
General Font name: Font style: Font size:
Alignment Aria Regular 8
Arial Regular 6
Font BOJapan A | Ialic 7 A
Barder Courier Mew Bold ]
Fixedsys Bold Italic Q
App=arance Gothic W 10 W
Gulim 11
Color:
A -
_—
Effects
[] Underline
| Strikethrough
Preview
AbCd123
(0] 4 Cancel Apply

3. Once the formatting is complete, click OK.

General tab - provides options for changing the overall size and display settings for the
cell(s)

Alignment tab - enables you to define cell alignment and padding, and to wrap text or
merge cells.

Font tab - allows you to change the format of the font in the selected cell(s).
Border tab - enables you to adjust the lines around the selected cell(s).

Appearance tab - provides options for changing the cell background using colors or images.
You can choose a predefined color or create your own custom color.
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NOTE: You can also right click in a field within the report to open the pop up window with
options available from the various menus to use:

' K DuE Cirl+X
& Copy Cirl+C
lication | o
— i |[# Paste Ctrl+V
X | & ~
Comment...
=[eb] Insert L4
x Delste
m [P Merge
Clear Contents
%j Set as section
Turn Into L4
Edit Formula...
Linking 3
Db Desc Assign Reference...
ccounting Cle Group .
. 2 3
ccounting Cle A
. dih Ranking >
ccounting Cle
4] sort ’
ccounting Cle __
== Break b
mployment S f Hide b
UL E i ormatting Rules 3
mployment S Text 3
mployment S Format Cell...
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e Data Access Tab: allows user to create new variables. The Merge function is an advanced
feature and will not be covered during class.

Report Elements | Formatting |[ Data Access |! Analysis | Page Setup |

" Data Objects

=% Mew Variable - Merge

e Analysis Tab: allows you to work with and examine the data in your report. You can apply filters,
database ranking, input controls, data tracking, breaks, sorts, format rules, and simple
arithmetic functions to your data. The Ranking, Data Tracking and Outline functions are
advanced features and will not be covered during class.

Report Elements | Formatting | Data Access Analysis | Page Setup |

" Filters |~ Data Tracking " Display |~ Conditional " Interact | Functions
7 Filter ~ | (fl, Ranking ~ | =B Input Controls = || Group = | °= Break -~ | %] Sort = || % Filter Bar & Outline ||| /&

°  Interact Sub Tab: allows you to enable Filter Bar and Outline Mode. These features are also
available in Reading Mode:

- Interact Fumctions

ra Filter Bar B Outline

e Page Setup Tab: allows you to manage reports and prepare them for output. You can add,
rename, and move reports; set up the paper orientation and dimensions; and format headers,
footers, margins, and report scaling. You can also apply limits on the number of rows or columns
for output.

Report Elements | Formatting | Data Access | Analysis | Page Setup | I

> REport| Rename Report Maove Report > Pagel Header Foater " Scale to Pagel Margins Display
[ Add Report @']Duplicate Report [# Delete Report || [A7 Landscape = | Letter = || Width: automatic | Height: |automatic ~|| Scale: |100% -
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e Formula Bar: Contains functions for creating and editing formulas and variables. You can use
formulas to create custom calculations for use in your reports. Variables allow you to save and
name formulas for easy re-use. The Formula box displays the formula language for the currently
selected cell.

fr md® 3¢ o |JobDesc

Training BO165-T: Job Attributes w/o OrgUnit as of JUL .

JUL 2017

Job Pay
Job Job Desc Type Job Pay Area

30000315 Accounting Clerk [l Graded Annual Salanes

e Report Panel: displays the report. At the bottom of the Report Panel is a separate tab for each
report contained in the active document. You can switch between reports by clicking the tabs.

S TUUU 1 FIOpEILY DUy wAneen Siued LAl Sdiiamng S UL 1L

31002629 IT Security Specialist Banded Career Banding 3100262¢

31002975 ABC Permit Compliance Officer T-Grade Annual Salanes TGES

31004025 Chief Information Security Officer Graded Judicial JB2G
Informati

31004036 Enterprise Risk & Security Director on Tech Annual Salaries IT14

i=| BO165-T Job Attributes without OrgUnit [5] Report 2

Status Bar

At the bottom of the report page is the Status Bar, that allows you to navigate the pages in the report,
change display mode, modify screen magnification, and refresh the report data.

o

[& Track changes: Off | M 4 Pageiofi » = |

r
[

m
et
=]
=
'R
4

1

L

53 minutes ago

=

... (M 4  Pagelofl » M |
e Navigation: ° - shows the current/total pages of the document.

It allows you to move through the pages of a document. A + sign next to the second page
number indicates the report is more than one page. Use the arrows to navigate to other pages
(First Page, Previous Page, Next Page, and Last Page) or if you click on the "Page 1 of 1+" text,
you will be able to enter a page number for direct navigation.
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e Display Options: - allows you to toggle between Quick Display mode and Page
mode. Page mode gives a preview of how it will look when printed. You must be in Quick Display

mode when you use the Freeze functionality in Reading mode.

100% - .
e Zoom: - allows you to zoom in or out on the document.

Refresh the data (Ctrl+R})

| Last refresh on:
Juby 26, 2017 4:35:04 PM GMT-04:00

=] | 0r =] i .
e Refresh Button: - = | [*%9% = 25 MINUEES 30 | shows the last date and time the report

was refreshed with the latest data. Click on the Refresh icon to trigger a new refresh.

Navigation Left Side Panel

e Document Summary Panel: displays information about the document properties, such as the
author, refresh date, document and data options, and parameters.

=

= Print  Edit

50"

Training BO165-T: Job
Attributes w/o OrgUnit

* General

[ Thpe: Web Intelligence document
Avthor: B1D~100/00538677

’ L'| Creafion Juby 26, 2017 4:04:02 PM GMT-0
o aste:

_% Locale: English {United States)

Description: | This report displays detail about
job including job min/maxref
information without Org Units. T

Keywords: Jclt_l, ;l{hb Details, Job Attributes,
training
 Statistics

Last refresh July 27, 2017 8:42:44 AM &
aste: 000

Last modified:  July 26, 2017 5:34:55 PM G
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e Navigation Map: allows you to see an outline of all reports and elements within the document.

= J;:- Training BO165-T: Job Attributes w/o Org
ENE|B0165-T Job Atiributes without OrgUni

» JUL 2017

Report 2

n
[m]."]

—
=
—r

)

e Input Controls Panel: allows you to add and edit input controls applied to the document. Input

Controls (interactive filters) are report specific. We will go over these in more detail at the end
of the session.

= Input Controls ~

i

S8 Mew 55 Group Map Resst + 4

There are no input controls aefined on this report,
To gefine & new ane, click the Mew butfor.

e User Prompt Input Panel: Reflects the prompts that you selected when you launched your
report. The selected items are shown in this area:

(7 Advanced | = Run

Job(s) (Mandatory)

ABC Permit Compliance Officer

AOC Administrative Assistant I

AOC Division Assistant

Access and Visitation Coordinator v

Accountant
£

B
o

>

Exclude Employee Subgroup (Contractor)
61 |
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e Available Objects Panel: displays the list of the available objects and variables that can be added
to the report, once in Design mode. The list includes dimensions and measures.

J-II

hE

+

OO R OEE EE R E

=l ! Training BO165-T: Job Attributes wio Orgl

Cal Mth/¥r
Country
Employee Group
Employee Subgroup
ESG CAP

Job

Job Branch

Job Family

Job Pay Area

Job Pay Group
Job Pay Level
Job Pay Type
Plenoing Status

The list is unique to the report being generated.

If the available object is bold, it indicates that the data element or measure is not currently

included in the report.

Dimensions:

- key data elements, such as Position - Text or Position - Key.

Dimension objects represent the basic structure of the data. Text is a description of the data
element where a Key is a unique number/code for the data element. (Ex. Employee - Text is
the Employee Name, Employee - Key is the Employee’s Personnel Number.) Org Unit, Job,

Position, and Employee dimensions all have attributes *

associated with them.

PROCESS TIP: You can drag and drop an attribute in the report even if the associated
dimension is not in the report; however, the system may not calculate the measures correctly
resulting in a Multivalue error message. See _Help/Job Aid folder located in the Public
Folders/HR-Payroll folder for more information regarding this error. You can also visit the OSC

Training website.

(o}

Measures:

(o}

' - numeric values that are the result of calculations.

Variables - If you have created a formula that you may want to apply more than once in the

report, you can save the formula as a variable to make it reusable.
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Document Structures and Filters Panel: allows you to view all the elements that make up the
document, such as the headers, sections, report blocks, and footers, as well as the filters.

Expand the sections to see all the filters and other details. Pre-existing report filters can be
edited, and additional filters can be added.

N
|

Filter fxis = Shared Element

IEE = _}jTraining BO165-T: Job Attributes wio OrgUnit
2 = |=| B0165-T Job Attributes without OrgUnit
= Y Filter: And
¢ Country Matches pattem

l'-"_J Page Header

B = [s] A
] [ =[Cal Mth/¥r]
™™ vVertical Table : Black 1
ﬁ" [F] Page Footer
=| Report 2

Adding Objects to a Report

Generate the BO165-T WEBI Report from the _Training folder. Select a range of Jobs to include in your
report.

Once the report is open, we are going to add an object to the report, and then we are going to add a
formula and variable. We will also format the new column data.

PROCESS TIP: It is good practice to first make a duplicate copy of a report before making major

modifications. This way, if the changes don’t work, you still have the original version of the
report. Also, remember to save your changes frequently.

Design | -

1. Change to Design Mode.
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2. First duplicate the Report 1 tab by right clicking on the Report 1 tab and selecting Duplicate
Report in the pop-up menu. You can also click on the Page Setup tab, Report sub-tab and
Duplicate option.

————— e —— immn g e mm ey e ammem e meeem e

30002141 Zoo Security Officer | 2 Add Report Ctrl+shift+r |
30003142 ilitary Security Guand rlﬁ Duplicate Report |
30003144 Security Officer | Delete Report |
30003145  Security Officer Il Rename Report |
30003146  Security Officer Il Move Report &
< Format Report...

[Z B0165-T Job Attributes without OrgUnit

An exact copy of the Report 1 tab is added to the document and is now the active report.
You can rename the tab by right clicking on tab and selecting Rename Report from the
menu, or you can double click on the new report tab and type the new name.

30003146 Security Officer [ Graded Annual 5alanes GRE
{

BO165-T Job Attributes without OrgUinit \I [Z BO165-T Job Attributes without OrgUnit (1)

3. Click on the Available Objects button to show the list of available objects. In this exercise,
add the Employee Subgroup Text object to the report.

Type here to filter tree

IEE [= | Training BO165-T: Job Attributes w/o OrglUnit
=5 Cal rath/r

=0 Country

* Emplovee Group

E Employee Subgroup

= &7 ESG CAP
’ h..‘| Job
= Job Branch

__% Job Family

Job Pav Area
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4. To add the object to the report, left click on the object title and drag it to the report. You will

| | Employes Subgroup (Drop here to insert u:ell]ll

notice a rectangle icon
mouse cursor indicating to drop here to insert cell.

moving along with the

-+

JUL 2017

=
=
3l

| Job
' Job Branch

! Job Family . PR
| Job Pay Area Job Desc T]l'l! Employee Subgc-up (Drop here to |nrt cell)

! Job Pay Group

U PN Ny, SEPRR P | INANNI4E A mnebime Sl 1 rmene Armienl Calarian nPDET

gl
HE R EE

NOTE: There is a + beside the Employee Subgroup. This means there is additional
information under the heading. If you click on the + to expand the selection you will see
Employee Subgroup — Key.

EwmaprELr e s e

P o phoyes Subioroai

% Employee Subgroup - Key

Notice that the expanded entry indicates - Key. The main selection is a text field and the Key
selection is the key field information. Notice the difference in the two that were added to
the report:

Employee
Employee Subgroup
Subgroup - Key
FT 5
FLSAOT
FPemm B1 Grade
FT 5-
FLSACT
Perm B1 Grade:
FT 5
FLSAOT
Tl B3 Grade

5. Once the Employee Subgroup - Text object has been added to the report, the field value will
reflect: #REFRESH. Click on the refresh button to update the report with the added object
information.

Employee

Subgroup
ing Clerk [l #REFRESH Graded
ing Clerk IV #REFRESH Graded
ing Clerk #REFRESH Graded
inn Clerk Sunendsor W #RFFRFSH (raderd
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& |

6. Clicking the Refresh button will bring the Prompts dialog box up. If you are not adding
any additional prompts to the report (your original list will show), click OK to refresh the

data.
Prompts R
Ayailable prompt variants | *| _EJ [ﬂ pd
rompis Summary | Jobt) (Handaton)
;. .................................
g i A R |T',rp-e values here | ABC Chief Administrator 0
Exclude Employes = - n ABC Field Auditor ™y
Refresh Values & 9 L | ABC Permit Compliance Officer Ar
To s=e the content of the list, click 4 AOC Administrative Assistant I
the Refresh values button. 1 | AOC Division Assistant An
Arccess and Visitation Coordinator
Accountant A
Accountant A A
Accountant
| % - < > Ar
An
L4 >
] An
* Required prompts
oK Cancel A
B
30003118 Security Guard #REFRESH Graded Ar
30003122 Military Security Assistant Chief #REFRESH Graded Ar

7. Once the data has refreshed, you will see the values in the column on the report.

Employee Subgroup

FT 5-FLSAOT Perm Graded
FT 5-FLSACT Perm Graded
FT 5-FLSADT TL Graded
FT 5-FLSACT Perm Graded
FT S-FLSADCT Prob Graded
FT 5-FLSACT Perm Graded
iager FT N-FLSAOT Perm Graded
LR FT NFI SANT Parm rEradad
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PROCESS TIP: When dragging and dropping an available object, you will see the message
inside the rectangle icon changes to ‘drop here to replace cell’ or ‘drop here to insert cell.’ If
you are dragging an object and dropping near an existing column, you must read the
rectangle icon message. If your icon reads replace cell, it means it is replacing the current
column. If the icon reads insert cell, you are inserting either before or after the cell
depending on your cursor location.

NOTE: Dimensions can be placed behind measures in a report.

Y

CAUTION

Remember to save often.

Adding Columns, Creating Formulas, and Creating
Variables

We are going to add a column to grant a 10% increase to the Job Sal Ref column and then add another
column to show how to use a variable to add the 10% increase to the Job Sal Ref value.

Adding Columns

In Web Intelligence - Design Mode, you can add a column to a table by dragging an available object to
the desired location or by inserting a blank column in the report. Below are two approaches for inserting
a blank column:

Method 1 — Using the Report Elements Tab:
1. Click on the column in the report where you want to insert the new column. In this exercise,

click the Average Salary column.

2. Click the Report Elements tab, go to Table Layout sub-tab, click on the Insert function, and
select Insert Columns on Right.

,t Repar: Elemerts || Formatting | Data Access | analyss | Page setp | Re
_/ Tables | cell | Section | " Chart | /" Tools | Position lm Behaviors
A-EH-f-E- M- -@-E- 208 vore - | B Tuminto » | 5 Set as section :EBreak'jHeadar'JFocl
e wi x o |=[Average Salan] T dnser Rows Above r
£, Insert Rows Below =
wes wio ooy S W/0 OrgUnit as of JUL 2017 Execution Date: 7127 1) _Insert Columns on Left

Job
Min Max Job
Pay Sal Average

Employee Job Pay Pay
Subgroup Job Pay Area Group it Level Level Ref Salary

#REFRESH Graded Annual Salanies GRA&T 2 25381 38,973 31,396 36,767.00
#REFRESH Graded Annual Salanes GR59 63 27,013 41,827 33619 3274195
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Method 2 - Right Click on Column

1. Click on the column in the report where you want to insert the new column. In this exercise,
click the Average Salary column.

2. Right click on the highlighted column, select Insert from the menu list, and click on Columns

on Right.
n = Break * | Imsert — —
Comment..
12 sows Above — b
E, Rows Below X, Delete
M Columns on Left 1:| Merge
I]'Iqr Columns on Right Clear Contents
. Sum #2] Set as section
1 Count Turn Into »
a Average Edit Formula...
: Min Linking »
i Mz Fﬂ Assign Reference...
3 Percentage Group b
| 3
41827 33610 3g ¢ e
Ranking »
45073 36,148 38
4] sort v
45073 36,148 4 _ .

3. The blank column will be added to the report.
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Creating a Formula

Web Intelligence - Design Mode enables you to create custom formulas to calculate values that are not
stored in your data source.

1. Click in the first cell under the header row to highlight the new column you just added to
your report.

2. Click on the Edit the Formula button, or right click and select Edit Formula

3. Inthe Formula Editor box, fill in the following values to construct the formula. You will
construct the formula to calculate a 10% increase by multiplying Job Reference Salary by
10%.

4. Double click the measure, Job Reference Salary from the Available Object list to add it to the
Formula box.

NOTE: Brackets are automatically placed in front and behind the available objects in the
Formula box. Also, the equal sign is automatically added to the beginning of the formula
when you select the first available object.

Formula Editor N = -4
| =[1ob Reference Salary]| "
‘ X
!
[ Sl
I Available Objects Available Functions Available Operators
Average Zalary Aggregate = |2 &= &% = ==
[ FTE Annual Salar )
Agagregates . + - / = )
| Job Max Pay Level Average
Job Min Pay Level Count Values...
| First Prompts... A
Number of Emph Interpolation H
[ Murnbar of Pasition Last :
N Maw {
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5. Single click on the appropriate Available Operator. In this exercise, we are multiplying;
therefore, select the asterisk (*).

Formula Editor g O
Formula
| =[1ob Reference Salary]™ [+ |
| [ |
!
[ el
I Available Objects Available Functions Available Operators
Average salary 2 i _ _ r
Agagregats = < <= <F = =
I FTE Annual Salar Aogregate )
Job Max Pay Level Average E R A
l Job Min Pay Level Count Values. .. [E]
| First Prompts... A
Number of Emph Interpolation ;

6. Click in the Formula box to the right of the * and enter 0.10 - this is the 10% increase based
on the Job Reference Salary value. Once the formula is complete in the Formula box, click

the green check v to validate.

Formula Editor 2 = I 4
Formula
=[Job Reference Salary]*0.10| [ |
[ 2|
!
I HKvamil=shla Aki~mbm HKuamil=sbla Ciomebimem- Aramilabla Mimaratoe-
7. Click OK.
AVaNADIE FUNCTons AVSNEDIE UPErators
sal
. <z =
wa Web Intelligence
Pay . / *
E 0 The formula is defined correctly.
frea
r of
Tk —
Ny x|
E
:Es er'l v fat i

- Al
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A. Click OK to close the Formula Editor if the formula is defined correctly.

Formula Editor £ O X
Formula
=[1ob Reference Salary]*0.10| [+ |
[ X]
i
Available Objects Available Functions Available Operators
----- Average Salar = [ Aggregate = 2 2= 2% |% ==
----- FTE Annual ‘ A ~
Aggregate + |- (7 [= |t D)
----- Job Max Pay L Lyerage
----- Job Min Pay L v Count . Values,.. ™
ee TR First Prompts...
< > Tnternolation : YT

Sl S S ,"“‘#J«J‘"‘ -

| 0K | Cancel

The calculation now displays in the new column.

Average
Salary

31,396

36,767.00

27 33,619 32,741.95
173 36,143 38,025.56
173 36,143 4434500
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9.

To add a title to the column, click in the column header area of the new column and type the

title in the Cell Formula Bar Text box. Once the title is entered, click the green check v to
validate the formula. You can double click in the column header and press enter once you
have typed the title.

Fx mif 3¢ | [10% Increase

Or

10%
Increase

Increase
6,767.00 3,1396
2,741.95 3,361.9
8.025.56 361438
4,848.00 3,614.8
0,774.63 7,283.3
7 031 00 77833

Y

CAUTION

Remember to save often.
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Creating a Variable

If you have created a formula that you may want to apply more than once, you can save the formula as a
variable to make it reusable.

1. Click on the 10% Increase column to set as a variable and then click on the Variable icon on
the formula bar.

fxl ¥ |)Q o | =[1ob Reference Salary]*0.1

Create Variable

| M t as of JUL 2017 Execution Date: 7127117

Creats a new variable using
this farmula.

Job
Max Job
Employee Job Pay Job Pay Pay Sal Average 10%
Subgroup Type Job Pay Area Group Positions Level Ref Salary Increase
FT 5
FLSAOT
Perm Graded Annual Salaries GR57 2 25381 38,973 31,396 36,767.00 3,1396
FT S-
FLSAOT
Perm Graded Annual Salaries GRAY 65 27,013 41,827 33,619 3274195 T3 3mBTT

2. You will need to define a unique name for the variable, which will appear in the list of
Available Objects. Name the variable in the Name text box to populate it and click OK.

Create Variable 2 = s
Definition
MName: Type:
10% Increase] * Undefined
Qualification: i
| Dimension - i
Formula
=[Employee Subgroup] [ s |
[ 2|
Available Objects Available Functions Available Operators
F " Fos Fay Iyp _ _ -
= £ &€= £ »  »=
Annual Salary A = [0 Aggregate Y
Average Zalar i.ggregate . + |- |/ * )l )|
| verage
FTE Annual ! Count v/ | values... A
L4 > First Prompts... b
Description

Tl Cancel
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3. The name of the variable will now appear in the Variables folder in the Available Objects
panel. You can now select it when editing formulas, etc.

B

FTE Annual Salary
Job Max Pay Level
Job Min Pay Lewel
Job Reference Salary
Number of Employees
Number of Positions
[=) [ Variables
10% Increase

4. Now that the variable has been created, we will add another column to the far right of the
report and use the variable to calculate a formula.

5. Highlight the new column and click the Edit the Formula button. Remember you can also
right click and select Edit Formula from the list. We will add the 10% Increase variable to the
Job Reference Salary object to calculate the new salary.

Formula Editor = 4
Formula
=[1ob Reference Salary]4[10% Increase] _..--""P'vf |
| x |
Ayailable Objects Ayailable Functions Available Operators
FTE Annual Salary = Aogregate = £ | £=|2= = | ==
Joh M:':n{ Pay Level ) Aggregate ) . PR = )
Job Min Pay Level Average
Job Reference Salary Count Values...
Number of Employees First Frompts... ~
Murnber of Positions Interpolation H
= == variables Last {
i 10% Increase v Max y
Referances Median
Min W | | After v
< > Mode Al

Description

10% Increase

O Cancel
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6. Once you have clicked OK, you will see the value of the Job Sal Ref column has been added
to the 10% Increase column to give you a new value reflecting the total of the two columns.

NOTE: Remember to enter a title for the column.

Job Sal
Ref plus
Average 10% 10%
Salary Increase Increase
238,973 31,396 36,767 23,1396 34 5356
41,827 33619 3274185 336159 36,9809
41,827 33,619 ] 33,3619 36,9809
45 073 36,148 33,084.29 36143 3876238

Formatting Numbers

Web Intelligence - Design Mode enables you to adjust the text and number formatting of the values that
appear in cells and tables in a report.

In this exercise, you will change the number formatting for the values in the columns you have added.

1. Highlight both columns by clicking on the 10% Increase column. Then click and hold the
Control key on the keyboard and click the Job Sal Ref plus 10% Increase column.

2. Click the Formatting tab, go to the Numbers sub-tab and choose from a set of predefined
formats in the Number Format drop down menu, or right click and select Format Cell and
then number.
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Farmatting |/Da‘I3Ax:cess|/AnahrsE|/PageEpetLp|

ﬁl Skyle Mumbers
5 - |A &*||| & - | % ||Default = |
—T v pel

1,234.57; -1,234.57

o OrgUnit as of JUL 1,234567E3; -1.234567E3
1235; -1235

1235; (1235)
1234.57; -1234.57

1,235; -1,235
1,234.57; -1,234.57

mployee Job Pay £1,234.57; ($1,234.57)
OR
3139 K& cut Cri+x
[& Copy Cti+C
3,361 |_‘I:"-ﬁ Paste Ctr+Vv
Insert >
3,361 X Delets
EEH Merge
3,614 Clear Contents
Turn Into L
= Alj 3
3614 = "
Text 3
Format Mumber...
3,614 Format Cell...
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Format Number

s
Default
srad Sample
Murmber
rop— 1,234.57; -1,234.57
ey 1.234567E3; -1.234567E3

Diate/Tims 1235; -1235

1235; (1235)
Boalean 1234.57; -1234.57

1,235; -1,235
Percenta 1£33; ~Ly

resntege 1,234.57; -1,234.57
Custom
Custom
(8] 4 Cancel Apply

Freeze Columns/Rows

The Reading mode in BOBJ WEBI enables you to freeze column headers or a specific number of columns
in a table to ensure that they remain visible as you scroll through the rest of the table.

NOTE: The Freeze functionality is not available in Design mode.
For this demonstration, we will Freeze the first three columns of our BO165-T report.
1. Click on the Reading Mode for the report.

2. Click in a data cell within your table to activate the Freeze icon.
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3. Click the drop-down arrow beside the Freeze icon on the Toolbar.

Training BO165-T: Job All rreeze Left columns 1D

L 1]

JUL 2017

Job Desc
FT 5-
FLSAOQT
20000315 Accounting Clerk (Il Pearm

4. Select from the drop-down list the number of columns to freeze. In this exercise select 3.

5. Once you start to scroll to the right, you will see a dark gray line appear. The first three
columns remain visible while you scroll through the additional columns of the table.

Employee

Job Desc Subgroup Job Pay Area

30000315 Accounting Clerk [l Fe Annual Salaries GRET

30000318 Accounting Clerk [V Perm Annual Salaries GRES

FT 5-
30000318 Accounting Clerk [V FLSAOT TL Annual Salanes GRED

FT 5-
FLSAOT
30000319 Accounting Clerk W Perm Annual 5alanes GRE1

FT 5-
FLSAOT
30000319 Accounting Clerk W Prob Annual Salanes GRE1

6. To remove the Freeze option, clear the Freeze Left Column check box or select 0 (zero) from
the drop-down list. This removes the Freeze panes and scrolls the entire report.

Freeze Header Rows is defaulted but you can unfreeze the header rows by clearing the
Freeze Header Rows check box.
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....... =
NOTE: You must be in Quick Display Mode. L=

Quick Display mode

_| Display in Quick Display
mode.

100% ~| & 12n

Y

CAUTION

Remember to save often.

Creating a Table

In Web Intelligence - Design Mode, you can create a table by choosing a table layout and dragging and

dropping objects in the columns. Alternately, you can choose a table layout and define the columns
using a dialog box interface. You will create a table using both methods.

Dragging and Dropping Method for Creating a Table

1.

First add a new report tab to your report by right clicking on the second report tab and

selecting Add Report from the menu list. Also, you can click on the Page Setup tab, Report sub-
tab, and Add Report option.

¥l

Add Report titrl+5hiﬁ:+R ri

i |

| B

Duplicate Report

Delste Report ;
Rename Report

Maove Report k

]
Format Report...

ributes without OrgUnit (1)
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You will see the Report 3 tab at the bottom of your report and a blank workspace. To
rename the Report tab, double click on the new report tab and type the new name.

stes without OrglUnit (1) [2] Report3 .

2. Now that a new report tab has been added - click on the Report Elements tab and select the
Table sub-tab.

Report Elementsl Formatting |

Tables | call | Saction # Chart
B E-E- 5w

3. Click on the Define Vertical Table icon.

Report Elements Formatting |
" Tables | cel | Saction # Char
= M

Define Vertical Table

Define a vertical table to
display data in columns.

4. Click in the Report Workspace Panel to insert a blank table. In order to view the entire data
table, it is very important that you click in the Workspace area below the Header section.

5. Click on the Available Objects panel to see the objects that you can add to the table.

6. You must define the contents of the table by dragging the object to the table. In this
exercise, you will add the Employee Subgroup - Text, Position - Text, Job Reference Salary,
and Number of Positions objects.
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NOTE: When you drag an object to a table, the selected cell becomes highlighted. Dropping
an object when the center of the cell is highlighted inserts the object in the selected cell.
Dropping an object when the left or right edge of the cell is highlighted adds a column to the
right or left of the highlighted cell. Dropping an object when the top or bottom edge of the
cell is highlighted adds a row above or below the highlighted cell. The system also provides
prompts indicating your action.

=== .

| I Employee Subgroup (Drop here to replace u:ell]l|

Once all objects have been added to your table, you may have to click the Refresh icon to
retrieve data.

Number
Employee Job Reference of
Subgroup Position Salary Positions
FT 3-FLSACT Perm Accountant 50 342 1
FT 5-FLSACT Perm Accountant 50 342 1
FT 5-FLSAOCT Perm Accounting Clerk V' 35,148 1
FT S-FLSACT Perm Accountant 549,342 1

Choosing Table Layout Method for Creating Table

If you use the list option to insert the table rather than clicking on the icon, a dialog box opens that you
can use to define the parameters of the report columns.

1.

First add a new report tab to your report. You will see the Report 4 tab at the bottom of
your report and a blank workspace. To rename the Report tab, double click on the new
report tab and type the new name.

Click on the Report Elements tab and select the Tables sub-tab.

Report Elements ﬂ_

Tables | call | Sec

E-H-8-E
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3. Click on the drop-down arrow beside the type of table you want to insert into your report. In
this exercise, you will select the first icon to define a vertical table. Click on Define Vertical
Table from the drop down.

Report Elements | Formatting | Data Access |

Tables Cell Saction Chart

A= |u-v-0-

4. Click in the blank workspace to insert the table.

|_ Click to insert the table here (Press ESC Key to cancel this acﬁc:ln]l|

5. The following dialog box will display. It is very important to click in the Workspace area
below the Header section.

Insert Report Element 7

=

Tables

== = Columns
Bar ==z == = _
Box E | Pick... ||+~

Column

Geographic Wertical Horizontal  Cross Table Form
Line Table Tahble

Map

Pie

Point

Radar

Tag Cloud

Waterfall

Vertical Table

Vertical tables display header cells at the top of the table
and the corresponding data in columns.

0K Cancel
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6. On the right-hand side, you will see Columns listed with a drop-down arrow. Click on the
drop-down arrow and select the object you want added to the report. Note there is a +
option beside the selection box. Once you have selected the first object to add, you can add
as many other objects as you need by selecting the + and choosing from the list. In this
exercise, we will select Employee Subgroup - Text, Position - Text, Job Reference Salary,
and Number of Positions objects.

|:| Columns
% |:| Employee Subgroup... = + -

Position (Query 1)

4
o=
4

"able Form

4
o+
4

Job Reference Salary

X XXX

Mumber of Positions ~| + -

NOTE: Click on the K to remove a column if added in error.

NOTE: Click the arrows next to the + option to change the placement of the columns
(Move Up, Move Down, etc.).

Columns

Employee Subgroup... = + = X

Position (Query 1)

5
A

Job Reference Salary - Insert

Mumber of Positions - Delete
Mowe Up
Mowve Down
Mowe Top

Mowe Bottom
Hide
Jx  Edit Formula

Format number...
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7. Once you have selected as many columns for your table as you need, click OK. The table

appears in the Report 4 tab.

Insert Report Element

=
Tables

Bar il

E
Box 1

Column |:

Geographic Vertical Horizontal  Cross Table Form
Line Tablz Table

Map

Pie

Paint

Radar

Tag Cloud

Waterfall

Vertical Table

Vertical tables display header cells at the top of the table

and the corresponding data in columns.

NOTE: You may have to click the refresh button

were not part of the original report.

b

Columns
Employes Subgroup... «| + = X
Position (Query 1) MIE LI 4
Job Reference Salary  ~| + = X
Murnber of Positions <[ + = 2
oK Cancel

if you added items to the table that

Y

CAUTION Remember to save often.

Resizing Columns and Rows

While all your columns fit on one page, you may want to change the column width.

Hover over the right border of the cell until you see a cross tab

« . Double-click on the right border

of the cell or click of the right column border and drag to desired width.
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Adding a Header to a Table

Once you have created a table in your WEBI document, you can add a Header by inserting a blank cell in
the Header section of your report and typing the desired text.

1. Click on the Header section within the Workspace Panel.

Job Reference Salary Number of Positions

50,342 1

2. Click on the Report Elements tab, select the Cell sub-tab and click on Blank.

o

Report Elements f

} e | ot U] e

[ Blank | Pre-Defined -

3. Click in the Header section to insert the blank cell.

[1 dick to insert the cell here (Prass ESC Key to cancel this a-::tic:n)|

NOTE: You may need to increase the height of the Header by clicking on the node
located at the bottom of the Header and dragging down.

4. The blank cell appears as a single line text box in your header.

‘/
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5. Double click inside the blank cell and type the name you want to display in the Header. Press
enter to display the name of your table.

Table Header Name

6. To format the cell, right click in the cell and select Format Cell.

| Table Header Name ,[
$ of  Luf Ctri+X
E Copy Cirl+C
Comment...

Accountant - e
Accountant Clear Contents
Accounting Clerk Edit Formula...
Accountant Linking 9
Accounting Clerk V' B Assign Reference...
Accounting Clerk V Yy Order »
Accounting Clerk V = Align r
Security Guard Text '
Security Guard Format Cell...

7. You may change the General Size, Alignment, Font, Border, Appearance and Layout of the

cell.
Format Cell 6%
General Alignment
Alignment | Horizontal: Auto .
Font Vertical: Auto .
Border
Padding
Appearance =. 0
Top |0.04 .| inches Bottom |0.04 . | inches
Layout ~ =
Left |0.06 . inches Right |0.06 . inches
Display
D Wrap text
Merge cells
0K Cancel Apply
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NOTE: To add an image to your report such as a logo, you must first add a blank cell to
the report, right click on the blank cell, and select Format Cell. Click on Appearance in
the Format Cell box, select Image from file, click on Add to browse and select a file to

be uploaded.
Format Cell ¥ X
| General
i Background
Alignment Color: ® No color [ g -

Y1 Font
1 Border Pattern:_) None
p] i O skin:
1l Layout
| O Image from address | o || 2 || |
J ® Image from file Hdd

Displz o
U Upload Image il ¥

Positil
Il Click Browse to select a file.

p Browse...

Upload Cancel

L Ok Cancel Apply

8. Click OK once you have completed formatting the cell(s) your header. Your formatted
Header will display in your report.

B0165-T: Job Attributes w/o OrgUnit as of AUG 2017 Execution Date: 81517

Y

CAUTION

Remember to save often.
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Adding a Chart to Report

Adding charts to Web Intelligence reports allow you to visualize the data.

1. First add a new report tab to your report. In this exercise, rename the tab to read Chart.

2. Click on the Report Elements tab and then the Chart sub-tab. In this exercise, you will add a
Pie Chart. Select the drop-down arrow beside the Pie Chart icon from the toolbar menu and
select Pie.

/RepmtEIements|/Fm1mtﬁng]/ndaﬂm]fmﬂym]/PaQESEup]

Tables | Call | Section | Chart |
Mo E- | w- @ E- - vaé
D |
@ Pie with Variable Slice Depth I
iy Donut
More Piz Charts...

3. Click in the blank workspace to insert the Pie Chart into the report. The following object will
appear. It is very important to click in the Workspace area below the Header section.
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4. You must now choose the data you want to display in the chart. Open the Available Objects
panel and drag and drop the desired objects directly onto the chart. Web Intelligence
automatically determines how to display the data based on the chart type you selected. For
this report, select Job Pay Area and Number of Positions.

Job Pay Area

Drag and Drop the

desired objects here. Annual

Salaries
H Flat Rate
B Judicial

Career
Banding

NOTE: You may have to click the refresh button to display the data in the chart.

MNeed Refresh - Error in dataset
values : #FTOREFRESH

Refresh your query to display the data
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5. The chart now reflects the data you selected. For the objects, you selected in this exercise,
you have determined that the Pie Chart is not the correct type of chart.

Job Pay Area

Annual
[ | D
Salaries

Career
- Banding

B Flat Rate
Judicial

6. Web Intelligence allows you to convert the Pie Chart into another type of chart. Click on the

Tools sub-tab located under the Report Elements tab, click on the drop-down arrow beside
the Turn Into icon.

Transform a report element
into another report elemeant
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7. Select Column Chart for this exercise.

Tocls | Position | Behar

TL} Tum Inkto - ﬁ:l Set as section :::ém Hide
] Wertical Table

- ﬂ_| Horizontal Table
Ej Cross Table

Column Chart
Line Chart

Pie Chart

D @ K E

More Transformations... Ctrl+Shift+T

8. The Column Chart now reflects more meaningful data to view.

800 -
i
5 600 -
=
Wi
o
o
5 400 -
b All Measures
o
E MNumber of
2 200 Positions
0- ) & ) o
e A ¥ K "
\cJ‘i.\ q_\‘z\- 3 &
el (=
P“ L‘b
Job Pay Area

Y

Remember to save often.
CAUTION

Adding a Title to a Chart

In Web Intelligence, you can add a title to a chart by using the Formatting tab, Chart Style sub-tab and

)3 . .
clicking on the Format Charticon = . You can also right click and select Format Chart.

1. Select the chart by clicking on the border of the chart.
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2. Once the chart has been selected, right click and select Format Chart.

800 & D Ciri+X
5 Copy Curl+C
L] 1"
€ eoo| L5 Paste Ctri+v
=
[ Comment...
&
w 400 2 Delets
E Turn Into d All Measures
£ 200 Assign Data... Number of
= Fositions
Linking »
0 I/ Filter » .
A
.%l sort .ﬁ-&“‘:“
)
.n\"-"& F Hide £
w B
LY Order .
A
e LE'-_ Align »

L% Format Chart...

3. Click on the drop-down arrow beside Select chart area and select Title.

Format Chart

Select chart area: | Title -

design 2

Leaend
Category Axis
Value Axis

[*)

Plot Area -
4. Click on Visible located in the General section so that a check mark appears in the box in
front of the word Visible. Visible must be checked for the title to display on your chart.

5. Type your title between the quotations in the Title Label field. It is considered a formula;
therefore, it is important that the equal sign and quotation marks are not deleted.

Format Chart
Select chart area: | Tite -
design General
Visible
Title Label ="B0R] Chart" x| +* | 2 | x|
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6. You can change the Layout, Text, Border and Background of your title within the Format
Chart function.

Format Chart

Select chart area: | Title - |

design General
M visible

e e Soomomr [ v] x| %]

Location | Top Bottom Left Right |

Orientation | Automatic Vertical Lettering

Spacing ] -
] Adjust Layout

Text

e o EEE) Al

Horizontal Text Alignment
Vertical Text Alignment

Text Policy | No Wrap Wrap Truncate |

Border and Background

Border Size | MNaone v|
Border Color (® RGBA Color_) Gradient
100

i = [
Background Color ® RGEA Color) Gradient

0
L- 9

0K Cancel Apply
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7. Click Apply to see the title and make additional changes if necessary. Once you have
completed the formatting, click OK.

BOBJ Chart
BOO -

Wi

=

8

=

¥

!

e

[

o

P All Measures
o

= Number of
2 Fositions

LA . 1»."! .
o & ot 0('?-‘{‘%
'\L"‘ c G
L4
P o

Job Pay Area

Formatting Chart Areas

In Web Intelligence, you can format chart areas by right clicking on the chart plot area with the chart and
select Format Chart Plot Area.

1. Select the chart area by clicking on the border of the area you want to format. In this
exercise, you will select the Chart Plot Area. Once the Chart Plot Area is selected, right click
and select Format Chart Plot Area.

o
BOBJ Chart /
BOO -

i)

K Cut Ctri+X
i
5 600 - Copy Ctrl+C
E ._Elq] Faste Ctri+v
<
w 400 - Turn Into r
Oa Assign Data... ures
a
£ 200 - Series Colors p Erof
1% Format Chart Plot Arza...
0 - .,t_‘:l' -\_i- '\T“ {‘\.ﬁ‘
\at o e ooV
\5° o W «®°
A gt
o™ o

Job Pay Area

i}
|';|
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2. The Format Chart prompts box will display. Click on Background in the left side panel to
change the background color(s) to the plot area.

.
%

¥

Select chart area:| Plot Area - |

I—dﬁiﬂn— Grid Background A
borderBackground Grid and Background | Plain Background Striped Badcg'cn.lru:l|

Background Color  (® RGBA& Color_) Gradient
100

e

Category Axis Grid Color @) RGBA Color_)  Gradient

100
d -
|

Value Axis Grid Color ~ ®) RGBA Colorl)  Gradient
0
L J

[] Dashed Lines

| O | Cancel apply

3. Toformat the Data Series, you must select the Data Series area, right click and select Format

Data Series.
(o] O 0
BOEB] Chart
B00 <«
Vi
c
8 GO0
i
o
a
w 400
E I
O E Chl+% All Measures
E 200 Mumber of
2 Cri+C Positions
Ctrl+v
0
5 Turn Into L
g
0‘;:05 Assign Data...
P‘ﬂ
Series Colors k
o Format Data Series... 0
1% Format Chart Plot Area...
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4, The Format Data Series prompts box will display. You can change data series to a custom

color and/or select to show Data Labels.

Format Data Series

) Automatic® Custom
Color

100
& - 0
Data Values

] Show Data Labels

Data Position| Inside First, Outside Oth... ~

Cutside First, Inside Otherwiss
v Inside First, Qutside Otherwise

[5]:9 Cancel

Apply

5. Once you have completed formatting the chart, click OK.

BOB] Chart
200
Wi
=
2 600
=
i
=]
o
W 400 -
Q
b
@
il
E 200 -
=]
=
0 - = o
B T ..,}'\ T
e Ll act
ﬁ.ﬂl;‘;h \'CI Er{ﬁ
pe® o

Job Pay Area

All Measures

Mumber of
Positions
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NOTE: All areas of the chart can be formatted by selecting the chart area from the drop-
down menu in the Format Chart prompts box.

Format Chart
Select chart area: | Plot Area -
df_lsign G'C-'}EIE
borderBackare Title nin G
Legend wasn
Category Axis
Value Axis
»  Plot Area
CAUTION Remember to save often.

Changing Data Objects in a Chart

In Web Intelligence, you can change the data objects within a chart after the chart has been created by
right clicking on the chart and selecting Assign Data.

1. Right click on the chart and select Assign Data.

Commen
2 Delets
B Turn Into ’
Assign Data... —
v Linking r
g
= Filter 4
& A
g%l sort r
e —
€% Hide »
JE:
L5
'E 4 Order r
Z |2 Align »
. iy
1'% Format Chart... =
1 r—
e A i

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 117



Lesson 6: WEBI Design Business Objects Reporting
BOBJ410

2. You can change the Category Axis and/or the Value Axis by using the drop-down arrow
beside the specific axis and selecting the object from the list that you want to change in the
report. Also, you can add a data object by clicking on the + option beside the selection box.

Assign Data... -

<

Virtuzl dimension composed of
Measure Name is restricted to one
ocourrence.

Category Axis
Job Pay Area (Query... = +.» X

Value Axis 1 ‘\

Number of Positions =|| + = X

Region Color
{optional) -+ |-

| OK | Cancel Apply

3. Once you have selected the data object(s) for your chart, click OK.

Filtering Data

After running a query, you may decide that you want only certain data to be displayed in your report.
The filters hide data that is visible in reports, charts, tables and graphs but the data is still available
within the WEBI report structure. Once a report filter is removed, no additional data refreshes are
needed.

WEBI reports can be filtered using two methods:

o Filter Bar - allows for the addition of multiple single value report filters on a report. This method
is also available in WEBI Reading Mode. For details in using the Filter Bar, refer to the Toolbar
Menu section within Lesson 5 - WEBI Reading Mode.

e Input Controls - provides a convenient, easily accessible method for filtering and analyzing
report data. Use Input Controls to create a dynamic report depending on the selection to
enhance the report presentation and usability. Input Controls are report-specific.
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Creating Input Controls using Dimensions

1. Click on the Input Controls button to open the Input Control left side panel.

Input Controls -~ £

2 Mew 55 Group Map Resst + 4

There are no input confrols defined on this report,
To gefine & new one, dick the Mew butfor.

sl £E7 | i)

2)]
s

2. Click on the duplicate report tab 2 and highlight the column for the dimension on which the
filtering will be done. In this exercise select Employee Subgroup.

3. Click on New in the Input Controls panel to display the Select Report Object prompt.
Employee Subgroup should be highlighted.

-
0%

Select Report Object Lz

b

select the report object assigned to the input control

1 Cal Mth/Yr
MEmployee Subgroup
= @ 1ob
# Job - Key
1 Job Pay Area
1 Jab Pay Group
1 Job Pay Type

I Position

Filter objects to current selection

Arranged By Alphabetic Order A

< Previous Mext = Cancel
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4. Click Next to display the Choose Control Type prompt. In this exercise, you will select Simple
Selection, Radio Button.

v
n

Choose Control Type 7

:

Select a control and its associated properties

Simple Selection Input Control Properties
= Entry field
[ combao box Radio buttons: Select a value from a list via radio buttons. Every possible value is
R 5 dio buttons| displayed.
(=5 List bax
B caendsr Caontrol type Radio buttons
TE spinner Mame Employes Subgroup
= simple shider
= Tree bt Description
List of valuss Fram report -

|Use restricted List of Values s
Multiple Selections

E Check box
(=2 List bax

tllow selection of all valuss W] es

llow selection of null values [] Yes

Default valus(s)

o= . o La gl e ettt g gl |

< Previous Mext = Cancel

. Simple Selection: allows you to select one value from a list of possible values.
° Multiple Sections: allows you to select several values from a list of possible values.

5. Click Next to display the Assign Report Elements prompt.

Input controls can be applied to the entire document, not just a single report. This is helpful
where there are multiple reports that need to be filtered in a single document. Applying an
input control to all reports allows global control of the data displayed in elements like tables,
charts, and sections. To apply the input controls to the entire document, click on the Entire
document option on the Assign Report Elements prompt.
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(=
X

Assign Report Elements

Select report elements to assign them to the input control

Report object #  Employes Subgroup Control |5 Radic buttons

@] Erlﬁreduq.mentl | )] Current report |

= 3. Training BO165-T: Job Attributes w/o OrgUnit

= =[] B0165-T Job Attributes without OrgUnit (1)
[#] Page Header

= Page Body

2 (5] O cal mthyyr
™1 ¥ Block 1/

[F] Pags Footer

| <pPrevious | Fnsk || Cancal |

Input Controls can be associated with the report elements such as Page or Section Headers,
Page Body or Page Footers. In this exercise the value you are filtering on is included in

Block 1.
6. Click Finish
o Report Input controls.

2 New EZ Group Map Resst + 4
~ Document Input Controls (0)
* Report Input Controls (1)

"

Employee Subgroup
All values
Temp FT 5-FLSAOT
FT 5FLSAOT Perm JBS
FT S-FLS40T Prob
FT N-FLSAOT Perm
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o Document Input controls.

g

2 Mew E2E Group Map Resst + 4

5"

* Document Input Controls (0)

* Report Input Controls (1)

*

() Employes Subgroup

& Al valuss

o A
fa| | (O Temp FT s-FLSAQT
| 1D FT S-FLSAOT Perm JBS
22 |0 FT S-FLSAOT Prob
- v

() FT M-FLSAQT Perm

7. Selection of one value in the input control selection will result in applying the filter criteria
to the result in the report. In the example below, FT S-FLSAOT Perm is selected.

* Report Input Controls (1)

r

Employes Subgroup
P R-FDS BT Parm

FT EPA ~
FT N-FLSAOT Perm JBS

FT S-FLSAOT Perm Employee
=TT v Job Desc Subgroup

JUL 2017

FT S
FLSAQT
30000315 Accounting Clerk 1l Perm Grade

FT -
FLSACT
30000318 Accounting Clerk IV Perm Grad:

FT &-
FLSACQT
30000319 Accounting Clerk W Perm Grads

FT S-
FLSACT
30000325 Accounting Clerk Supenvisor W Perm Grads

You may have multiple input controls within a report.

8. To add a second Input Control, highlight the column for the dimension on which the second
filtering will be done. In this exercise select Job Pay Type.

9. Click on New in the Input Controls panel to display the Select Report Object prompt. Job Pay
Type should be highlighted.

10. Click Next to display the Choose Control Type prompt. In this exercise select Multiple
Selection, List box.
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Ype o
Select a control and its associated properties

Simple Selection Input Control Properties
™1 Entry fisld
= Combe box List box: Select several valuss from a scrollable list,
|&  Radio buttons
% List box Control type List baox
Calendar
Mame Job Pay T
B soinmer | R L |
P= simple slider Description
= Tree fist
List of values |Fm|11repc:rt v|| |

Use restricted List of Values || ves

Multiple Selections Allow selection of all values ] Yes
g Chack bax Alow selection of null values [] Yes
=8 Default valus(s) | | | |
TR Double slider
= Tree fist Filter operators | In List '|
Number of line(s) 's |
L

<previous | Net> || Cancel

11. Click Next to display the Assign Report Elements prompt.

NOTE: Remember, input controls can be applied to the current report or to the whole
document.
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Assign Report Elements 7 ne
Select report elements to assign them to the input control
—[ Report object # Job Pay Type Control [ZE List hﬂ-x]
() Entire document urrent report

=] ﬂ Training BO165-T: Job Attributes wio CrgUnit
= El [ Bo165-T Job Attributes without OrgUnit (1)
[E] Page Header
I = Pages Body
= 5] ] cal mthyye

= M Block 1
] [F] Page Footer

" sttt £ p J«"" F aaal SR

< Previous || Zinis Cancel

Input Controls can be associated with the report elements such as Page or Section Headers,
Page Body or Page Footers. In this exercise, the value you are filtering on is included in
Block 1.

12. Click Finish.

Input Controls ~ €
ZE Mew 25 Group Map Resst + 4
* Document Input Controls (0}

r Report Input Controls (2)

"

Employee Subgroup
® Al values
(O Temp FT 5-FLSAQT
() FT 5-FLSAOT Perm JBS
(O FT 5-FLSAOT Prob
(O FT N-FLSAOT Perm

b

Job Pay Type
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13. Selecting of one or more values in the Input Control selection and pressing OK will result in
applying the filter criteria to the result in the report. In the example below, Graded and
Banded are selected in the second filter. The first filter on Employee Subgroup remains as FT
S-FLSAQOT Perm.

Input Controls ~
Map Resst

Employee
+ Document Input Controls () Job Desc Subgroup

¥ Report Input Controls {2) FTS
FLSAOT
30003118 Security Guard Perm Graded

FT MN-FLSAQT Perm JBS FT S

FT S-FLSAOT Perm | FLSAOT
FT 5FLEADT TL 30003145 Security Officer [ Perm Graded
PT S-FLSAOQT Perm FT S-

v
FLSAOT
FT S-FLSAOT TL 185 30003146  Security Officer Il Perm Graded

b3

Employee Subgroup

[oXeXe [O)[@]

FT 5-
FLSAOT
30003148 Military Security Supervisor Perm Graded

bl

Job Pay Type

oK FT &
v — FLSAOT
30003154 Security Coordinator Perm Graded

FT S-
FLSAOT
30003176 Security Supervisor Perm Graded

FT &-
FLSAOT
31000025 Accountant Perm Banded

FT &-
FLSAOT
310001890 Froperty Security Officer Perm Banded

FT 5-

Bl o AT

LT LN YL T 1T Cimmuemibes S mmimlimd [ TR P ol

To remove the Input Control, click on the Remove icon on the Input Control toolbar to
return the results to their original, unfiltered state.

¥ Report Input Controls (2)

w

Employee Subgroup a =] X

FT MN-FLS&OT Perm JBS
FT 5-FLSACT Perm
FT 5-FLSAOT TL

DT C_Fl SAMT Darmn
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Creating Input Controls using Measures

1. Click on the Input Controls button to open the Input Control left side panel.

Input Controls -~ £

2 Mew 55 Group Map Resst + 4

There are no input confrols defined on this report,
To gefine & new one, dick the Mew butfor.

sl £E7 | i)

2)]

2. Highlight the column for the measure on which the filtering will be done. In this exercise
select Job Sal Ref.

3. Click on New in the Input Controls panel to display the Select Report Object prompt. Job
Reference Salary should be highlighted.

.
Ey

Select Report Object 2

:

Select the report object assigned to the input control

| Employes Subgroup
= @ Job
#g Job - Key
Job Pay Area
Job Pay Group
Job Pay Type
Position
----- Average Salary
----- Job Max Pay Lewvel
----- Job Min Pay Level

----- Job Reference Salary

wy ber of Positions

. e S |r*\'_-’\lw-’“‘*ﬁ‘

< Previous Mext = | | Cancel
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4. Click Next to display the Choose Control Type. In this exercise, select Multiple Selections,
Double slider.

Double slider: Use the double slider to select two values from an interval. You must set
interval bounds and default values. The values change as the slider is moved.

.
s

Choose Control Type F

E

Select a control and its associated properties

Simple Selection Input Control Properties
1 Entry field
. Double slider: Enter two values and use a slider to increment or decrement it.You

must declare default values and interval bounds.

53] Contraol type Dauble slider

= Spinner Mame Job Reference Salary

%= Simple slider

= Tree st Description
Min value
Mz valus

Multiple Selections Increment 1
E Check Box Default value(s)
— Min value

=" Double slic

o= IEE It Mz valus
Filter oparators Betwesn -

p Missing: Default valus{s), Min value, Max valus

< Previous Mext = Cancel

5. Set the minimum and maximum numerical values in the Input Control Properties. Once
entered in the Min Value and Max Value fields, the values default to the Default value(s)
field. In this exercise set the Min at 30000 and the Max at 120000

6. Setthe Increment - The amount by which the input control increases/decreases a numerical
value when you are choosing a value. In this exercise set the Increment at 10000.

TS

T

updated 7/8/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 127



Lesson 6: WEBI Design Business Objects Reporting
BOBJ410

7. Set the Filter operators - The operator that the input control uses to filter the associated
report elements. In this exercise set the Filter operator at Between.

-
)

Choose Control Type 7

3

Select a control and its associated properties

Simple Selection Input Control Properties
Entry field
“ombo bo Double slider: Enter two values and use a dlider to increment or decrement it.You

- iHans must declare default values and interval bounds.
B calendar Control type Double slider
= Spinner Name Job Reference Salary
= Simple slider
= rree list Description
Min value 30000
Max value 120000
Multiple Selections Increment 10000

Default value(s)

Min value  |30000

Max value | 120000

Filter operators Betweesn -

< Previous MNeat = Cancel

8. Click Next to display the Assign Report Elements prompts.

Input Controls can be associated with the report elements such as Page or Section Headers,
Page Body or Page Footers. In this exercise, the value you are filtering on is included in
Block 1.

9. Click Finish. The input control appears on the Input Controls panel.
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Input Controls ~

SN fic mit 3 |=[lobReference Si'

]

2 Mew 52 Group Map Resst 4+ 4 F
+ Document Input Controls (0) /o OrgUnit as of JUL %
* Report Input Controls (1)
Job Reference Salary &

120000
]
30000

Employe

e
Subgrou Job Pay
p Type

FT &

FLSAOT Graded

Perm

FT 5-

FLSAOT Graded

Perm Annual

FT S-
FLSACQT Graded
TL Annual

Execution Date: 73117

Job
Sal
Level Ref

31,396

5 41,827 33,619 X

41,827 33,619

The values associated with the input control are displayed in the report.

10. You can change the value of the variable using the slider control. In this exercise, using the
double slider, change the min value to 50000 and the max value to 90000. The values
associated with the double slider input control are now displayed in the report.

Input Controls ~

* Document Input Controls (0}

Rl o mif x |=[Jab Reference Salary] i

ZE Mew Z2 Group Map Reset

~ Report Input Controls (1)

Job Reference Salary

»

| Manager

riCa&Rr)

ributes w/o OrgUnit as c?

{
3

Employe
[
Subgrou
1]

FT N-
FLSACT
Perm

(Graded

FT N-
FLSACT
Perm

Graded

FT N-
FLSACT

Parm 147

887

) 87 93142 72233
Graded

Execution Date: 73117

Job

Max Job

Pay Sal

Level Ref

93,142

T4 A1 RR AR FR ¥
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Creating Sections and Breaks

You can create sections and/or breaks in your reports to make the data easier to read and navigate
between.

Creating a Section

A section distributes the data into multiple free-standing cells called section headers. Each section
header contains one value for a dimension, with a block of data that corresponds to the dimension
value. It allows you to split report information into a smaller, more comprehensible part.

PROCESS NOTE: Remember it is good practice to first make a duplicate of the original report
tab before making major modifications. This way, if the changes don’t work, you still have the
original version of the report in a separate tab.

1. Firstlet’s duplicate the Report 2 tab by right clicking on the Report 2 tab and selecting
Duplicate Report in the pop-up menu. An exact copy of the Report 2 tab is added to the
document and is now the active report. You can rename the tab by right clicking on tab and
select Rename Report from the menu or you can double click on the new report tab and
type the new name. You should now have six report tabs.

2. Select the column you want to define as a Section.

3. Once you have selected the column that you want to apply the section, right click and select
Set as section from the menu. Note: Set as section is also located in the Report Elements tab
under the Tools sub-tab. In this exercise select Employee Subgroup.

:ﬂ Merge

Clear Contents

l%j Set as saction

FTS Turn Into

FLS# Edit Formula...
30000315 Accounting Clerk (1 Penm

Linking

FTS o= i

FLed 2o Assign Reference...
300003138 Accounting Clerk IV Pernm Group

FTS 7 Filter
30000318 Accounting Clerk [V FLSS ..
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4, The dimension, Employee Subgroup is now a Section Header.

FTN-FLSAOT Perm JBS

Job Desc
30012947  Accountant Graded Judicial
31004025 Chief Information Security Officer Graded Judicial
32001828 Metwork Security Specialist Graded Judicial

FT S-FLSAOT Perm JBS

Job Pay
Job Desc Type

30013040 AQCC Division Assistant Graded Judicial

FT S-FLSAOT TL JBS

Job Desc

5. To remove the Section, drag and drop the dimension back to the report block.

]

FT N-FLSAOT Perm

Job P
Job Desc FTN-FLSAOT Perm IS | =i

e ¥ =|Employee Subgroup] (Drop here to insert cell)
30001067 Employment Security Regional Manager Graded Annual Salaries GR78
300010e1 Employment Security Manager (C & R) Graded Annual Salaries GR72

LW Y [ P T R ¥ B 1 DR — o F - LI S P R
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Creating a Break

A break is a division within a block in which data is grouped according to a selected dimension or
measure into self-contained sections. Breaks are represented as smaller tables within the same block of
data. Breaks are used to display all the data for each unique value of an object in separate parts.

Breaks offer the following advantages:

e You can more efficiently organize how your data is represented.
e You can display subtotals.
e You can display sub-aggregations.
When you apply a break to a hierarchy, the break occurs on all hierarchy members at all levels.

When you apply a break in a report, a default sort order is applied.

When you insert a break on an object, the values for the object are automatically sorted in ascending
ordering.

1. Select the column in the report which you want to apply the break, right click and select
Break, Add Break from the menu. Note: Break can also be found on the Report Elements
tab, under the Table Layout sub-tab. In this exercise select Job Pay Type.

3

P |[-==  Add Break

b |-= Remove Break

b Remove All Breaks
S- Text L4 Manage Breaks...
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2. The dimension, Job Pay Type is now separated within the one block as a break.

Employee

Subgroup Job Pay Area
arity

FT EPA FlatRate | -.; Rate

FT 5-

FLSAOT TL
nator JBS Judicial

Flat Rate

Employee
Subgroup Job Pay Area

FT N-
FLSAOT T-Grade
Ferm Annual Salaries

FT 5-
FLSAOT
cer Perm Annual Salanes

T-Grade

3. Toremove a break, right click and select Remove Break or Remove All Breaks from the
menu. You can remove the break(s) using the Break tab also.

Calculating Totals and Subtotals

Web Intelligence calculations enable you to quickly add information to your report. You can sum the
values in a column, count the number of values in a column, and display averages and percentages.
Many of the calculations only work with numeric data. The type of data determines which calculation
functions are available.

The following table shows the available calculations and data types:

Calculation Object Type Description

Sum Dimension and Measure Calculates the sum of the selected data.
Count Dimension Counts distinct rows.

Count Measure Counts all rows.

Average Dimension and Measure Calculates the average of the data.
Percentage Dimension and Measure Displays each row’s percentage of the total.
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Once you have divided your report into sections, you can add section totals and subtotals.
1. Select the report tab with the Sections and Breaks.

2. Highlight the column you want to calculate the sum. In this exercise, select the Job Salary
Reference column.

3. Click on the Analysis tab and select Sum from the drop down beside Sum in the Functions
sub-tab.

Analysis | Page Setup |

Display | Conditional | Interact || Functions
Group = Bresk ~ | &) sort - | = sum - .n Count More -
V] v s B
Default Aggregation

4. The sum of the Job Sal Ref values is added for each Break, and a total sum is added for each
Section.

L 1T A A LY S e ¥ ] s TR ErE AT T

Graded Sum: 360,732

Job Pay Job Sal
Job Desc Type Ref
31002975 ABC Permit Compliance Officer T-Grade Anw 4,001 52,644 41,941
T-Grade r Sum: 41,941

Job Pay Job Sal
Job Desc Type Ref
31000025  Accountant Banded Care$ 37,012 98 263 50,342
31000190 Property Security Cfficer Careeg 5,332 51,260 31,056
31002629 IT Security Specialist Care? *000 127,681 90,800
Banded j Sum: 181,198
+ Sum: 583,871

"
5. To remove the Sum, click on Sum from the drop-down menu in the Functions sub-tab.
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Exporting the report

A report can be exported to another application for sharing or manipulating.

1. Click on the Export icon from the tool bar menu to display the Export options.

Export F
Select
(] Reports
) Data
] Select Al .
| BO165-T Job Attributes without
[w]B0165-T Job Attributes without C
< >
File Type: [PDF v ]
D Current Report
®! Al pages
From: |1 :
Ta: |1 s
Images DFI: Default -
| OK Cancel
There are multiple options to select when exporting.
. Reports - this allows you to export all reports in the document or select specific

reports to export if you have added additional reports to the original. You can export
them all into separate tabs in an Excel workbook. File Types available to select when

exporting:
| roF
Ewcel (=)
Excel (xls) [~
5\ Archive
Filz Type:
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. Data - this allows you to export the data in the report as a Comma Separated Value
(Csv).

2. Select the second report tab (duplicated report) - For this exercise you will choose Excel
(.xIsx) from the File Type menu and click OK.

Export e X
Select

o) Reparts

O Data

[ select Al -

[ ] BO165-T Job Attributes without

[wB0165-T Job Attributes withaut C 1
< >

Excel (k=)

cel [Lls
L] cu 5 Archive
Text

4 F |4k

Imagss DPL: Default -

| (8] 4 | Cancel

3. You will be asked to either Open or Save the File Download. Select Open. The option you see
will depend on which version of MS Office is being used.

Do you want to open or save Training_B0165-T__Job_Attributes w_o_OrgUnit.xlsx (15.2 KE] from bi.mybeacon.its.state.nc.us?

Open Save > Cancel
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4. Your report will be exported to Excel where you can save the file for later manipulation and
use.

Training_B0165-T_ Job_Attributes w_o_OrgUnitxlsk [Read-Only] - Excel Blackman, Linda C = O

Insert Page Layout Formulas Data Review View Acrobat Q Tell me what you want to do r!:_";_ Share

General - %Conditional Formatting ~ E‘“Inser‘t - Z - é"

i "Dg{’ Arial o -|A A E=EE = -
E e - $ - 9% * [FormatasTable~ £<Delete ~ W]~ R~
! Pafte » B IU oA EEE=EEEH- ga (7 Cell Styles - & Format~ & -
; Clipboard = Font -] Alignment Rl Mumber R Styles Cells Editing -
| a1 - f v
; }I B | C | D | E | F | G . H | J | K | -
o 1=
13| JuL 2017
15
g | FTN-FLSAOT Perm
—
] |
Job Min Job Max
Job Pay Job Pay Number of Pay Pay Job Sal  Average
[ 8_ Job Desc Type Job Pay Area Group Positions Level Level Ref Salary
9 | '3000105? Employment Security Regional Manager Graded Annual Salaries GR78 8 54887 93142 T2833 80774625
10_ '30001091 Employment Security Manager (C & R) Annual Salaries GR7S 2 B4 887 93142 T2833 77031
11_ '30001100 Employment Security Manager | Annual Salaries GRT3 17 44,347 74431 58346 56690.5385
b 12_ '30001101 Employment Security Manager Il Annual Salaries GR75 32 48195 81,392 63,699 598005517
b 13_ '30001102 Employment Security Manager Il Annual Salaries GR77 12 52551 89008 59629 66503.4
1 14_ '30003122 Military Security Assistant Chief Annual Salaries GREE 1 36,761 59876 47384 46644
1 15 | '30003151 Zoo Security Chief Annual Salaries GRE2 1 29826 46775 37462 36056
1 16 | 30003247  Chief Of Security (DOP) Annual Salaries GR77 2 52551 89,008 69,629 63780
$ 17 Graded Sum: 491,815
] BO165-T Job Attributes without ® [ 3
A - oo = m = . annn

Printing the Report

WEBI allows you to print the report. The system will convert it to a PDF document first and then ask you
to either Open or Save before printing.

1. Click on the Print icon on the toolbar menu:

S8 H/

d Prink (Ctrl+P) i

Export to PDF for printing

2. Click on Open from the File Download box.

Do you want to open or save Training_B0165-T__Job_Attributes_w_o_OrgUnit.pdf (513 KB) from bi.mybeacon.its.state.nc.us?

Open Save |¥ Cancel
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3. The report will open in PDF with normal options available - including Print.

File Edit View Window Help

Home Tools Training_BO165-T__... %

B3 X Q @ 1 /16 A M O® wx - ﬁ 5 e e ¢

& Training BO165-T: Job Attributes w/o OrgUnit as of JUL 2017
N

JUL 2017
Number
Employee Job Pay Job Pay of
Job Desc Subgroup Type Job Pay Area Group Positions

FTS-
FLSAOT

30000315  Accounting Clerk [l Perm Graded Annual Salaries GRS57 2| 25,
FTS-
FLSAOT

30000318  Accounting Clerk IV Perm Graded Annual Salaries GR59 65 27,
FTS-

30000318 Accounting Clerk IV FLSAOT TL Graded Annual Salaries GR59 3 27,
FTS-

WEBI allows you to save reports to your Favorites folder. You cannot save to the Public Folders. It is
important to remember that if updates are made to the report located in the Public Folders your saved
report will not be updated.

By Default, data refreshes each time the report is opened.
1. Click on the Save As option on the File toolbar.

B S-# L

o g
Cirl+5
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2. You will then see a Save As box. You must click on the Favorites Folder drawer and then
double click on the appropriate folder located in the Favorites Folder to open to folder. Click
on the double arrow to expand the Save As box to review additional fields.

Save As 2

e

Favorites Folder Title = Last Run Time
B g Favorites Folder EJF Shortcut to BO112-T: Positions Vacant-filled Compi
- Agency arch Reports This operations report is used by agencies to comg
Shortcut to BO165-T: Job Attributes wio OrgUnit
Testing This report displays detail about a job induding jol
B

Training Folder 1
Public Folders
Filz Name: |BD]ES—T: Job Attributes wfo OrgUnit |
Save As Type: [Web Intelligence v]

»
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3. You can change the File Name and add additional information in the Description as well as in
the Keywords fields. Once you have updated the field(s), click Save.

Save As

Favorites Folder Title « Last Run Time
= [59 Favarites Folder #  Shortcut to BO112-T: Positions Vacant-filled Compi
-- [E1 Agency Research Reports This operations report is used by agencies to comg
% Shortcut to BO165-T: Job Attributes wyo OrgUnit
This report displays detail about a job induding jol
B [ Training Folder 1
Public Folders
|
File Name: [Training BO165-T: Job Attributes w/o OrgUnit || |
Save As Type: [Web Intelligence v
*
Description: IThis report displays detail about a job including job min/max/ref information without Org Units. This report will A‘
be used for training purposes. W
|Kevwc-rds= Db, Job Details, Job Attributes, training] | ]
Assign Category:

.. ment..gional fomowdng

4. The report has been saved and can be accessed by clicking on the appropriate folder located
in the My Favorites folder.

My Documents Title = Type

) [551 wy Favorites o
" 1 agency Ressarch Reports % Shortcut to BO165-T: Job Attributes w/o OrgUnit Shortcut
1 Testing Il #  Training B0165-T: Job Attributes wjo OnglUnit Web Intelligence
i [~ Training Folder

PROCESS TIP: Each time you run this report, the data will refresh.
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Creating a Variant

If you run a specific Web Intelligence report with the same set of values often, you can create a prompt
variant which saves the values in the prompts for reports saved in your My Favorites folder. You must
first create, run and save the WEBI report in your My Favorites folder. Now that you have a saved report,
run the report. Once the prompt screen is displayed and the value(s) is selected for the appropriate
prompt(s) complete the following steps to create the prompt variant.

1. Click the Create Prompt Variant icon F. which will open a Create prompt variant box.

3 ; [
Create prompt variant % b
]
Name M
sl
QK Cancel w
b
2. Enter the desired name of the variant and click OK.

%:mmpt variant 2
MName Original Selection of Jobg x

| OK | Cancel

3. The prompt variant has been saved and is available to use in this specific report.
Prompts

Available prompt variants Criginal Selection of Jobs - ﬂj _ﬂ:l >

4. Click OK to generate the report.
NOTE: It is very important to save your report often while working in Design mode.

5. The next time you run the report from your My Favorites folder, you can see any saved
prompt variants by clicking on the drop-down menu.

Available prompt variants Criginal Selection of Jobs - _,:,J _ﬂ:l >

% * Jobis) (Mandatory) ABC ¢ Security

(] Exclude Employee Subarg
Fov ¢ Accountant Refrach Values *
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6. Select the variant from the Available prompt variants drop-down menu according to the
data you would like displayed in the report. In the example below, Accountant is selected;
therefore, the report will display the data for Accountant jobs only.

Available prompt variants |A.ccm.|ntant ' B X

—
o | | Accountant

@  Exdude Employee Subgroup (Gt Accountant I A
Accountant IT

Accountant IIT

Accountant IV

Accountant W

D5T Investment Accountant
Grants Accountant

Public Utilities Accountant
Public Utilities Accountant I
Public Utilities Accountant IT
Public Utilities Accountant 11T
Systems Accountant I
Systems Accountant 1T W
Unemployment Insurance Accountant I

/i

values button.

£ >
* Reguired prompts
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7. Click OK to generate the report.

Training BO165-T: Job Attributes w/o (

JUL 2017

Job Desc
FLS¢
30000453 Unemployment Insurance Accountant | Permr
FTN
FLS
30012947 Accountant Perm
FTN
FLS
30012957 Grants Accountant Perm

There are some limitations with using prompt variants. First, it does not support manual
entry in the prompts and second, the prompt variant does not get saved with a new copy of
the report. If you save a copy of the report in your My Favorites folder you will need to
create a new variant for the new report. It should prove helpful to users when a report is
used often with the same or very similar prompt selections, especially if the selections are
complex.

SUMMARY

In this lesson, you learned to:

e Open a WEBI report and change to design mode to analyze and explore data
e Add Columns and Variables to WEBI Reports

e Add Tables and Charts to WEBI Reports

e Save a WEBI report to My Favorites Folder for future access

e C(Create a Variant
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Lesson 7: Course Review

Objectives

e Understand the definition of Business Objects
e Understand the definition of Launch Pad and the components
e Understand the definition and view of Dashboard Reports

e Understand the definition and view of Analysis Application Reports

e Understand the definition and view of Crystal Reports

e Understand the definition of Web Intelligence Reports

e Open a WEBI report and change to design mode to analyze and explore data
e Add columns and Variables to WEBI Reports

e Add Tables and Charts to WEBI Reports

e Save a WEBI report to My Favorites Folder for future access

e C(Create a Variant

Next Steps

Monitor the Integrated HR-Payroll System communication
©  BEST Shared Services website (especially BOBJ System Status Log)

URL: https://www.osc.nc.gov/state-employees/BEST

°  Access the Training HELP site

URL: https://www.osc.nc.gov/state-agency-resources/training/training_help documents

Keep your training materials close by as a ready reference.
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Need transactional assistance?

Remember to access the Training HELP website when you need assistance in completing
transactions. As stated above, the work instructions can be accessed online through the web link in
the steps above.

Course Assessment/Evaluation

Follow the instructions given by your instructor to complete your competency assessment and your
evaluation of today’s class in the Learning Management System (LMS).

CONGRATULATIONS!

You’ve completed the course!
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