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Basic Steps to Create a Webi Report Click to open Business Objects. E Click on
Applications to display the drop down options menu. E Click on the _ option.
ﬁ

window will be displayed. E Click on the ‘New’ icon on the in Web Intelligence Tool Bar.

The

The_window will be displayed. > Click 1= Duiscees as data source. 8 Click oK
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Select an Excel spreadsheet as a data source.
w | BEx

Select a BEx query as a data source.
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Pick an Analysis View as a data scurce.

i OK I Cancel |
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Universe
The window will be displayed. Click the universe that will be the source data for your report query.
7 click - Z#8% | the button.
Universe 2 4

Select a universe for the query.

Available Universes:

3

P . .
e Refresh universe list

State  |Mame Fevision |Folder

l €  Financial 323 @DTS-SAF’EIIF'RD‘I.DDA.LAGI:l‘u'iErlDD\CnrpnrateiUniuerses
€  Financial - La Recovery 4 @OTS-SAPBIPRDA.DOA LA GOV _G400Caorpaorate_LUniverses
€  Financial - Neal 221 @OTS-3APBIPRD1.DOALAGOV_G4000Corporate_Universes
€ Gumbo Prod 22 @OTS-SAPBIPRD1.DOALA.GOV_G6400\Corporate_Universes

[

Help on selected universe:

Vertical
Scroll Bar

| Select

Close




Webi Report Basics: How to Create, Save & Modify a Report

Last Revised Date: 02/04/2015

Page 3 of 10

i QueryPanelII
The screen Iu:l will be displayed. click on the plus sign icon to expand the ‘Accounting Detail’ folder,

) [t Accounting Detail

, and E the ‘Acct Detail Agency’ subfolder,
10

expanded, the plus sign icon, , becomes a minus sign, (=1,
" Query Filters

panels.

+-[L ] Acct Detail Agency

. When folder/sub-folders are
(7] Result Objects

Note the instructions in the and the

(4 Add Query -

===

T'E E P HF =

2
R

< Run Query | &l Close ~

< Universe outline (7 Result Objects

-

[ Master Perspective

Toinclude data in the report, select objects in the Data tab and

T X%

drag them here. Click Run Gluery to return the data to return the data to the report.

%

,.: Flnanc:lal
== Accounting Detail |
+-[. ] Acct Detail Columns
+-[L7] Acct Detail Measures

=y =t

A

!

10

/

+

[E] Acct Detail Accounting Period
[E] Acct Detail Account Type
[ Acct Detail Admin Fynd

7 Query Filters

g R

To filter the query, drag predefined filters here or drag objects

Calc=lh g

/

here then use the Filter Editor to define custom filters)

=[] Acct Detail Agency
Agency Budget F
Agency 1D
Agency Name
Agency Class
Agency Category

scal Year

Agency Group

7 Data Preview

| [

Agency Type AFS

Agency Type AGPS

Contr Review Delegated Aul
Delegated Authority Limit
Department Financial
Payment Limit

Purchase Limit

Currant Indicatar

-
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1] In the Data tab to the far left, you can double click on an object to include it in the report OR 12 click & drag them

(7] Result Objects

individually into the panel.

For this example, select #9ency BudgetFiscal Year AgencylD 5,4 Agency Name to pe included in the report.

{3 Query Panel 20

(7 Add query ~

O E | &P F e

= Run Query | & Close ~

e Universe outline

(7 Result Objects

[ Master Perspective -
a4 Type here to filter tree =+ =t

=7 Financial
=-2= Accounting Detail
+-[p 7| Acct Detail Columns
+-[p | Acct Detail Measures
+- L] Acct Detail Accounting Period
+-[p 7| Acct Detail Account Type
+-[p ] Acct Detail Admin Fund

I Agency Class

! Agency Category

| Agency Group

| Agency Type AFS
| Agency Type AGPS
! Contr Review Delegated Aul
]

]

|

]

|

Fo i e R A S

Delegated Authority Limit
Department Financial
Payment Limit

Purchase Limit

Turrant Indicator
- 1] L3

! Agency Budget Fiscal Year ! Agency ID | Agency Mame

/ 12

T X%

To filter the query, defg predefined filtg,

W

5 ct Detail Agency /
! Agency Budget Fiscal Year
| Agency ID "]
| Agency Mame =

r 2
7’

or drag objects here then use the Filter Editor to define custom filters.

s T w®

fH Data Preview

Lﬁ Query 1 »

NOTE: To remove an object from the

and release.

{71 Result Objects

panel, simply click & drag it back anywhere within the Data tab
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13

In the Data tab (far left)

¢ Query Filters

click and drag the object to be filtered into the

example, click and drag f9ency BudgetFiscal Year A filter bar will be displayed for the object.

pointing arrowhead to the right in the operator box,

intist o

15

this example, click

|Equa| to |

16 17

Manually enter 2015 in the window.

side).

panel, and release. For this

14

A dropdown menu of operators will be displayed. For

Click the

2 Run Query

(7 Add Query -

(=]

i T

G P e

7]

== Run Query

T Universe outline

[ Master Perspective -

¥

=7 Financial A
= & Accounting Detail
#-[1] Acct Detail Columns
+-[L ] Acct Detail Measures
+- [ Acct Detail Accounting Period
+
¥

e =4

(L Acct Detail Account Type
[ Acct Detail Admin Fund
[ Acct Detail Agency

Agency 1D

Agency Name
E Agency Class
Agency Category
Agency Group
Agency Type AFS
Agency Type AGPS
Contr Review Delegated Aul
Delegated Authaority Limit
+ Department Financial

Payment Limit

Purchase Limit

Currant Indicator
-4 i L3

+ [+

Agency Budget Fiscal Year /
|13|

(7] Result Objects

Agency Budget Fiscal Year Agency ID Agency Mame

7 Query Filters

______________________________________________

In list

Agency Budget Fiscal Year

15]-

In list &
Motin list
Egual to
Mot Equal to
Greater than

AETY®

7 Data Preview

Greater than or Equal to
Less than
Less than or Equal to

4

i Query1 ¢

NOTE: To remove objects from the

release.

" Query Filters

panel, click and drag it anywhere within the Data tab panel and

Click on the downward

button (upper right




Webi Report Basics: How to Create, Save & Modify a Report Page 6 of 10
Last Revised Date: 02/04/2015

Basic Steps to Save a Webi Report

e Run Query

After clicking , @ basic report with Agency IDs and Agency Names for Agency BFY = 2015 will be displayed.

-
Click the ‘Save Menu’ button, E . The EEEEENSTEE

panel will be displayed. El Click the MYFaVOriEs| ¢ qer,

E In the ‘Name’ field, enter ‘Agency Report for Practice’. E Click the 532 | putton. L2d Close the document.
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= H_v:_ o \” # 2 < o =NameOf({Agency Name])
Fa | Report 1
_ |= w0l New Docum =
= 5\ ! Agency Buddw Fiscal Year Agency Budg AgencyID  AgencyName
B I Agency ID —
3 § Agency Name 2015 100 EXECUTIVE OFFICE
L] Variabl )
'1] [t ] Variables 2015 10001§ e o e 5
il 2015 100018 : ‘ - —
fi3 2015 100502 = | I3 Foiders @ categor. X & & SEe R s i
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Basic Steps to Modify a Webi Report

My Documents

Find the Agency Report for Practice that you created under

E| Double click on the report name to open it.

[LaGov ERP - Data Warehouse
STATE OF LOUISIANA
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LaunchPad {Infoview)

R e )

| Bl Launchpad 4.1
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Let's widen the last column to display the entire M Ak, E Click the | 29| putton (if it is not already

Formatting

highlighted). On the top row of tabs E click the

6

Click on any of the cells under the last column heading.

widen the Agency Name

3 Change the

column. To make your report changes permanent, click the ‘Save’ icon

tab. On the second row of tabs,

5

Width:

value from

click the

Size

tab.
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[ -
Eﬁ’ |There are no input controls defined on Report 1 - -
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fa

Let's add another field to the report. Click on the {_ icon (far left side panel) to open the panel.

E Data Access E (# Edit E

Since the field we want is not here, we will need to click and then click . Click and
T Result Objects =" Ru

drag and to the |- b panel and release. > Click il {

File Properties Report Elements | Formatti E Analysis Page Setup
— L R — ==
Irl“ "H-1 SR 28 E Data Providers | _  Data Objects |
) o | X | > . L_:)_’l =, l (¥ Edit |:* Purge - | i Refresh ~ || Z& New Variable - Merge
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-~ Type here to filter tree
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Agency Name A Budy A D A N
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2015 100 EXECUTIVE OFFICE
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| [ | P 3 3 [l [Eeme] o
2D " Universe outline {I” Result Objects K| 4
2015 - -
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2015 [ Acct Detail Admin Fund
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Agency Budget Fiscal Year
2015 Agency ID
2015 Agancy Name = frach
2015
= Agency Catego
2015 = Agency Group
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2015 " | | » | Type a text to filker the values
2015 —
| 7 Query1

2015 o
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added to the report itself.

Fila |

I'V_.r

Lr

Type here to filter tres

So why isn’t the field you added displaying on the report? I 2 1 2 I ? You only added to the query. Now it has to be
Properties | Report Elements | Formatting | Data Access | Analysis | Page Setup |
2-5 mau—\ | ompeides| oseomess|
(B X | B = [ Edit % Purge ~ | A Refresh - || Z& Mew Variable - Merge
i <
Report 1

=

'_.
Eﬁ' = 3 Agency Report for Practice

Agency Budget Fiscal Year

=0 = Agency Class
(2) Agency ID
Agency Name 2015 100 EXECUTIVE QFFICE

Click and drag the field from the

report changes permanent, E| click the ‘Save’ icon

panel to the report header and drop/release it.

=1

To make your

“Fle | Properties

d':xl:_'r’.'-

Type here to filter tres

'_.
Efl' = 3] Agency Report for Practice

— Agency Budget Fiscal Year

|I:.;ir?h|f-f'- =

f

Repu‘tElﬂﬂents | Fu11'|atl:|ng | Data Access | Analysis | Page Setup |
' Data Providers | | Data Objects |
(¥ Edit =¥ Purge ~ | i Refresh - 5 Mew Variable - Merge

2 o | =[Agency Name]

[

Report 1
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Agency Budy Age
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100016
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200
Report 1
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