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1. Access Business Objects from the OIS Home Page > Reporting ...
or from LEO > My Work > Business Objects.

2. Login with your full P-number and

Log On to InfoView

BO password.

Select Enterprise as the

Authentication.

Hit Enter or click on the Log On

button.

Welcome to BusinessObjects

Enter your user information and click Log On.
(if you are unsure of your account information, contact your system administrator)

System: |' SPBOXITEST DOA LA GOV

User name: |pg[]‘|?5?5?

Password:

i

Authentication: |Enterprise

Log On

3. The new BO Xl Home Page opens.

Slelesitubetbul

Welcome: P00175757

Go to InfoView Inbox

BusinessObjects InfoView collects and presents business intelligence information and provides:

« Complete viewing and interaction for query & analysis, reporting, and performance management

&|E D Ovew » B (¥ seno » [ uymfoview | Search content « | 5 e
4 Folders 7 ‘ Home ===
GecsBmm X
@ ¥Home

@ (5 Wy Folders = = R Personalize InfoView now

@ 3 Public Folders BUSIIIQSSOblectS

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

« Advanced scheduling and distribution capabilities making it easier to share information with others

4. Comparison of InfoView Home Page:

Business Objects

. _Folders
GesBd=mn X
B #Home
g &My Folders
(@ Favorites
'_:']!nbcut
£ @ Public Folders
B = AFS
m 4 AGPS
m 3 CFMS

new... BO X1 / R2

My Folders
Favorites
Inbox

Public Folders

Public Sub Folders

(old) BO 6.5.4
Personal Documents
Personal Categories
Inbox

Corporate Documents

Corporate Categories
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5. NEW Toolbars:

The Home icon will return
you to the InfoView’s Home

Page

—

Business Objects

»

The Toggle Navigation icon
opens and closes the Report
Manager.

6. The ZABO documents that were moved from your hard drive to the server are
located in your Inbox (or in your Favorites folders).

7. Double-click on your Inbox (or Favorites)

to display your reports.

B @ My Folders
E & Favorites
m [5Inbox

[ 3 Public Folders

8. Be sure to scroll down and view the number of pages of reports that exist in the

folder ... each page displays 10 reports.

| Folders

B #Home
B 3 My Folders
@ [ Favorites
E 3Inbox
@ [ Public Folders

CesBma X

#* || Favorites

©al

.Fn

*

&l Organize ~ | X |Fiter: AlTypes ~

History | Schedule | Modify | Properties

2007 - Payments by vendor prompt -1244
History | Schedule | Modify | Properties

2007 SSBG - from Beth
History | Schedule | Modify | Properties
Eileen’s repon

2007 SSBG - Reporting Calegories
History | Schedule | Modify | Properties
Eileen's report

2007 SSGE Reportfor 6738 only
History | Schedule | Modify | Properties
this is for Reporting Cat 6798 only

2007s5bg - reporting cat
History | Schedule | Modify | Properties

301 IAT BILLING 330
History | Schedule | Modify | Properties
IAT

301 |AT BILLING 351
History | Schedule | Modify | Properties
IAT

Never run

Never run

MNever run

MNever run

Never run

Never run

MNever run

F.0.5.X|

Web Intelligence Document P00175757 0 i
Web Intelligence Document P00175757 0
Web Intelligence Document PO0175757 0
Web Intelligence Document P0O0175757 0
Web Intelligence Document P0O0175757 1]
Web Intelligence Document P0O0175757 0
Web Intelligence Document PO0175757 0

1234567891011 12 13 14 15 16 17 18 19 5




Getting Started in Business Objects X1 Release 2 Page 3 of 5

9. Click thru the page
numbers to view the
entire list ... or

Web Intelligence Document PO0175757 0

123456780910 11 12 13 14 15 16 17 18 19 5

10. To search for a
report, enter KEY Search title ~ |AFS 144
WORDS of the report
title into the Search
title field and click on
the arrow.

B

11. All reports containing the search & organize ~ | X | Fiter AllTypes ~
information are listed.
s Titie s

Single click on the report title to M 3l + AFS14A
open it in InfoView. History | Schedule | Modify | Properties

12. The report opens in PDF view.

/2 http:// 1spbositest:8080/businessobjects/enterprise115/desktoplaunch/viewers /cdz_adv/viewCDZDocu - Windows Internet Explorer =10 5]
H Save | ') View in HTML format | | Status Bar | 2 Refresh Data

B & eeEmeerw- = -

Bookmarks

<]

E{f] AFS 14A- Budget 7
L ve Exp by Agangcy State of Louisiana 02-13-2008
. ISIS AFS 14A Budget vs Expenditures DateRun: ~ ————
[E] 100 _
o
e page: 52 of 70

&l 300 107  DIVISION OF ADMINISTRATION

] oo —

[ esc

K sav ppropriatidorgantorg Name fovjectovjectnome __|usget oviigation Alexpenaiture AmouEncumbrance Am(Remaining Buad
EXECUTIVE 1900 COMMISSIONER'S4430 ACQUISITIONS - OFFICE EQUI 60,742.00 0.00 0.00 60,742.00
EXECUTIVE P100 P-CARD CARDHO2510 |IN-ST TRAVEL - CONF,CONV,A 0.00 0.00 0.00 0.00
EXECUTIVE P100 P-CARD CARDHO 3185 OPR SUPP'S-PURCHASING C# 0.00 115,042.05 0.00 -115,042.05
EXECUTIVE P100 P-CARD CARDHO 4492 ACQ-OFFICE EQUIPMENT < $7 0.00 0.00 0.00 0.00
EXECUTIVE PPPP P-CARD CORPOR 3185 OPR SUPP'S-PURCHASING CZ 0.00 0.00 0.00 0.00
EXECUTIVE T100 CBA TRAVEL ACC2680 TRAVEL-CENTRAL BUSINESS 0.00 13,888.76/ 0.00 -13,688.76

Sum: 10396531451




Getting Started in Business Objects XI Release 2 Page 4 of 5

13.

14.

15.

16.

To refresh a report, click on the Refresh icon in the upper IDIE]

right corner of the window.

To print a report, click on the Print icon in the upper left of the

window.

Folders include the following
information on reports /
documents:

¢ Report title - determined by
creator

e History - of instances report
was run

e Schedule - if user chooses to
schedule report to run at
appointed time

e Modify - opens the report in
Webi

e Properties — refer to step 16

¥+ Refresh Data

=

AFS Reports - FDM
E—‘ Organize « | X | Fiter: Al Types «»

I 0O # | Title =
T 31 #+ AFSO01, Program Orgn Rollups by Objt and Catg
History | Schedule | Madify | Properties

From the Financial Datamart, total expenditures rolled

Report Properties Properties

e Title AFS 01, Program Orgn Rollups by Objt and Catg Properties

e Description

* Keywords Title: |AFS 01. Program Orgn Rollups by Obit and Catg

* Created Description: (g he F 1D ]

« Last Modified { e e
expenditures rolled up to the level 1

e Last Run On (refreshed) program orgn, by category and object.

e Categories

Keywords:
Created: 12/2772007 3.00PM
Last Modified: 2/22/2008 2:20 PM
Last Run On: Never
Categories:

B I personal Categories
@ Corporate Categories
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Other functions:

17. Click on the Send ! icon for these options:

(4 send|+| [ My infoview

To BusinessUbjects Inbox...
To Email...
To FTP Location...

To File Location

To another user’s BO Inbox
via Outlook email ...function disabled
function disabled

function disabled

18. Click on the New 7| (dropdown)

Web Intelligence Document to create

a new Webi report

L] vew|+| & [ send + [F] My nfoview

¥Web inteligence Document
Hyperink
Analytic

Crystal Report

MYeE




