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Selecting the version of Web Intelligence

There are two versions Web Intelligence that you can use to created and edit reports. One is the HTML
version and the other is the Desktop or Rich Client version. The major difference between the versions is
that the HTML version only allows you to save to your folders in the Business Objects (EDDIE) repository.
The Rich Client version allows you to save to the repository or to your hard-drive or network drives.
Also, the Rich Client has to be installed. There are other small differences, but the HTML version does
almost everything the Rich Client does.

You can select which version to use when viewing reports in EDDIE and when modifying reports. By
default the HTML version will be used for both viewing and modifying reports. The following steps show
how to select the Desktop or Rich Client version to modify reports.

Log into EDDIE
1. Open the EDDIE login page: https://eddie.ds.uillinois.edu/

Welcome to EDDIE from AITS

The Enterprise Data Delivery Information Environment (EDDIE) system is a Business Objects
environment for delivery of query, analysis, and reporting at the University of Tlinois.
Through EDDIE, you can retrieve, view, and print reports. You can also create custom
reports of your own.

Log In to EDDIE

( » LogInto EDDIE )

Other Environments: (click name to log in)
DEV | QA

Customer Alerts

No Current Alerts

m

There are no customer alerts at this time. All systems are functioning
normally. Please refer to the Data Availability table to verify processing

RN DUPE. DU PSR I (N (. I — o VU SR PR T N -

Additional Resources

® ATTS - Reports & Data
® Business Objects 4.1 Resources

® Contact AITS

Copyright & 2015 The Board of Trustess of the University of Tlincis

2. Click the Log In to EDDIE button.
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3. Enter your University NetID and Password.

UNIVERSITY OF

A-CHAMPA

NetlD
YourMetid

Password

.....l....l

LOG IN

Forgotten or expired password?

Account options Help logging in

7 University of lllincis Board of : | Privacy policy

4. Click LOG IN.

Setting your Web Intelligence Preferences

1. Select Preferences (upper right corner)

Welcome: Curry, Patricia Ann App!]cationslp menu~ Log off

|+ 0unread messages in My Inbox + My Applications |
i B

Mo unread messages

e

>

See more...

| + 0 Unread Alerts
i

No unread alerts
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2. Under Preferences — select Web Intelligence.

]

Home | Documents

Preferences — Curry, Patricia Ann

w Preferences
General
Locales and Time Zone
Analysis edition for OLAP

BI workspaces
Crystal Reports

3. Under Modify (creating, editing and analyzing documents), select Desktop (Rich Client,
Windows only, installation required).

Web Intelligence

Wiew
= HTML (no download required
@ Desktop (Rich Client, Windows only, installation required) (installation required
) PDF

Maodify (creating, editing and analyzing documents):
This is also the interface launched from the Go To list or My Applications shortcut.

@ HTML (no download required

i@ Desktop (Rich Client, Windows only, installation required) (installation required
Loslecs o data = otyancas

Mo default universe

Note: If you have not yet installed Web Intelligence Rich Client, see Web
Intelligence Installation Guide.

4. Click the Save & Close button in the bottom right corner of window.

5. From EDDIE home page My Applications menu, click the Web Intelligence icon.
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Welcome: Curry, Patricia Ann | Applications v Preferences  Help menu Log off

+* 0 unread messages in My Inbox + My Applications h

Mo unread messages

= 0 Unread Alerts

whe Mo inread alerte

6. When prompted to Open or Save the file, Click Open

Do you want to open or save ZHVEbXIOYW1l.zabo_wi (295 KE) from qa-eddied].ds.villinois.edu? Open Save |¥ Cancel b3

7. Web Intelligence Rich Client opens and the home page is displayed:
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p
¥ Web Intelligence Rich Client - [ADHCC1 - @URBBOE41QA4.AD.UILLINOIS.EDU:6400 Connected (HTTP)] E‘ﬂﬁ
| weometigence +|[ 0 & - LI - | S| o8| & - | g-o-
New Document Open Document
Create a document with a recently used data source or browse for more data Open a recent document or browse for one on your computer.
sources.
% Choose a data source to create a document k] Recent Documents
%% Universe P More... [Name bze b‘“ﬁ
116H5 3:28 PM B Yesterday
EDW - STU - Course Schedule 116115 257 PM ) Ciass Roster 13RS AnanS e
EDW - STU - Course Schedule 1914 1:08 Pl = Oider
DU STU - Cauree Catalog S 11 Pl 1! Term Sections 41 49KB 10/27/142:38 PM
58 Excel 2 More.
i Select an Excel spreadshest as a data source.
wl BEx P ore...
Select a BEx query as a data source
LE Analysis View 2 More.
Pick an Analysis View as a data source
= Text P ore...
Select a text file as a data source
&1 Web Services 2 More...

Select a Web Service as a dala source

Close Web Intelligence

Web Intelligence Rich Client will stay running even after you close it. You have the option to have Web
Intelligence completely close rather than stay running in the background. To have Web Intelligence
completely close:

1. Click the Tools icon in the upper-right corner.

Login as... CtrlL

Change Passwaord...

Import Universe

Ry

Manage Bl services

Options...
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3. Uncheck the Keep process active after closing last window option.

Web Intelligence Options i

General Select a default universe:

Viewing (&) Mo default universe

Locale () Select a universe...

Drill

Proxy Select default folders:
User documents: |C:\Users\jclennon\Documents\My SAP Bus Browse...
Universes: C:\Users\jclennon\Documents\Persanal\Parl Browse. .
Help (*): C:\Program Files\SAP BusinessObjects\SA Browse...

Select a priority for saving to MS Excel:
\&) Prioritize easy data processing in Excel
\_J Prioritize the formatting of documents

Wekb Intelligence Rich Client process

|| Keep process active after closing last window (™)

() Fath can be on file system or ba a URL
(**} Improves document Isading time.

OK Cancel

You also might want to change the unit of measure from centimeters to inches.
4. Select the Viewing option on the left.

Web Intelligence Options o
(Gereral | Measurement unit:
Viewing (&) Inch
Locale () Centimeter
Drill
Proxy Grid
[ Show grid
[_] Snap to grid
. o]
Grid spacing: G|

Copy / Paste

[ Reuse copied elements in other Web Intelligence documents (slower)

OK Cancel

5. Select the Inch radio button.
6. Click OK.

Opening Web Intelligence Rich Client from your Desktop

)
w
1. Click on the Windows Start icon. B
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2. Select All Programs.

3. Select SAP Business Intelligence.

4. Select SAP Business Objects Web Intelligence.
The Web Intelligence Home Page is displayed:
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“# Web Intelligence Rich Client - [Standal =N R
Web Inteligence - | [ [ - | S| | &-2 -
New Document Open Document
Create a document with a recently used data source or browse for more y Open a recent document or browse for one on your computer.
data sources
“Zs Choose a data source to create a document i3] Recent Documents
3% Universe Puore . * Name [Size Cate
= | Tod
EDW - Finance Accounts Recsivable  4/1/15 1:20 PI ocey
5C Fees-Month cted) 30KB 4145 150 PY
EDW - STU - Course Schedule 415 853 Al ] G Fees-Honthly (corrected)
GC Fees-Monthly2 (4) 28KB 41115 1:41 P
EDW - STU - Course Schedule 342515 2:23 PI ] G Fees-Honthiy2 (4)
w1 222 o1t {$] Jane Goimez GC Fees-Monthiy2 29KB 41115122 Pl
Test 37KB 4115 1017 AM
EDW R Training 31815 2:13 P ol Tes
EDV/ - STU Registration Limited (FR)  3A1515 2:00 PR E Yesterday
c
EDW - HR Headcount FTE Universe  3/15/15 1:57 PM ¥ Class Roster 1SEKE /3151047 Al
+#| USREG25A_Course_Evaluation_v08g_R... 390 KB 331715 9:49 AN

s Excel P More

Applicant Scholarship Data.xls 3M5M52:16 PM

» | BEx £ More.
Select a BEx query as a data source.

[ Analysis View B More
Pick an Analysis View as a data source.

[ Blank Document

Connection Status

,8 Disconnected

“Disconnected”

Note: When you start Web Intelligence from the desktop, you will not be
connected to the server. You must login to Web Intelligence before opening and
refreshing reports. Note the status in the bottom right corner shows

Login to Web Intelligence (Connecting to the Server)

1. Open the Web Intelligence menu in the upper left corner of the screen.
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2. Select Login as...

Webinteligence~|| [ &= ~ 5] - | 55 | 44 |
Login as... Ctri+L
§ | Fitter Bar
B | outline
[ Formula Bar Ctri+Equals
Side Panel L
¥ Report Tabs
- w Document
¥ Status bar ate a document '
[ FulScreen F11 i
S | Close Ciri+F4
ExzE Cirigit a data source
Exit Alt+F4
T RS ——

3. Enter your University NetID and Password.

4. Verify that the Authentication field is set to LDAP.

User

SAP BusinessObjects
Web Intelligence

Enter your uger information and click Log On.

Authentication

System: |v4.ad.uillinnis.edu:54ElEl (J2EE Portal) -

User name: | NetlD

Password:

. [Loap

\d

|__| use in Offline mode

SAP

LegOn || Cancel

5. Click Log On

You are now logged in to Web Intelligence and connected to the server.
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Creating a New Document

Most reports will be created using a universe. A universe is an interface to the database that contains
objects, which are tied to columns in database tables. Related objects are organized into folders that are
called classes. A universe also can contain predefined query filters.

1. Choose a data source by selecting the Universe link or select the universe from your recently used
universes in the list.

Hew Document

Create a document with a recently used data source or browse for more data
SOUrCES.

data source to create a document

}( e Universe P Wore...
EDWV - 5TU - Course Schedule 12315 1:25 PM
ANVSL 1023015 10:45 &AM
AVSL 1/2315 10:44 AM

123015 10035 AW

1023015 10033 AM
EDW - STU - Course Schedule 81914 1:08 PM
EDWW - STU - Course Catalog 319014 1:15 PW

2. Select the desired Universe from the list and click Select.

Note: You can use the filter box to search for a particular universe.

Universe 20
Select a universe for the query.
Avallable Universes: ' Refresh universe list
State |Name * |Re-.risiun |Ful|:|.er
=TT ST T
€  EDW - RA Contact Analysis Data Mart 58 @OA4RA Universes =
€ EDW - STU Academic Records 195 @OA41\RTA Universes
€  EDW - STU Codebook 30 @aA41\Codebook Universes
€  EDW-STU - Course Catalog 92 @asd1iCat Sched Universes
&  EDW - STU - Course Schedule 173 @0as41\Cat Sched Universes
€ EDW - Student Financial Aid 310 @aA41\Financial Aid Universes
€ EDW- STU Records Directory 174 @OA41\RTA Directory Universes
© EDW-STU Registration Census 230 @aA41\Reg Census Universes
©  EDW-STU Registration Complete 325 @OA41\PRR Universes
€ EDw-sTU Registration Directory 104 @0A41\PRR Directory Universes
€  Eow-sTU Registration Instruct Asg 102 @AA41PRR Instructor Universes
€ Eow-sTU Registration Limited (PR} 284 @OA41'\PRR Limited Universes =
© EDW-STUWeb Applications 42 @A Web Applicant Universes
©  EDwW- Undergrad Admissions Dataart 57 @OA41\RA Universes ./
- T =

Help on selected universe:

The Query Panel is displayed:
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lﬁ Query Panel ZN=r
F Addouery - | |TEHLGE | P2 B 2 Run Query | & Close +
7% Universe outline (7 Result Objects *
[ master Perspective ~ || To include data in the report, select objects in the Data tab and drag them here. Click Run Query to retumn the data to the report
] B 5t
4 3% EDW - STU - Course Sched
» 2 Counts
> £ Time
> [ Section Information
> [ Instructor
> [ Building Information
> [ Room Information
> [ Conditions
» [ Prompts
7 Query Filters B %
To filter the query, drag predefined filters here or drag objects here then use the Filter Editor to define custom filters
Ff Data Preview ¥ Refresh
- D v &
1 (0 Query 1 40 B

Last refresh date: (This document has never been refreshed )

Query Panel Overview

Query Panel Toolbar:

9. 83999

UJ Add Query ~ : | ‘_9 ff' = Run Query | 7& Close ~
1. Add Query — Use drop-down menu to select data source for additional queries.
2. Hide / Show Data Preview Panel
3. Combine Query — Select from Union, Intersection, or Minus
4. Query Properties — Name query, set limits, change prompt order, turn off retrieve duplicate rows.
5. View Script — View the SQL script for query
6. Run Query
Universe Outline:

The Universe Outline displays all of the classes and objects in the universe.
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Searching for Objects and Filters
1. Enter and word(s) that are contained in the name of the object you are looking for.

o Universe outline

[E Master Perspective

a = Instructor

a ddr&ss| E ¢

ez EDW - 8TU - Course Scheduld

Instructor Email Address
a Instructor Email Address
% Instructor Email Addre
Instructor Preferred Emai

2. The Universe Outline will be filtered to only show classes, objects, and predefined filters that

contain that text.

Expand All / Collapse All

You can expand the classes by clicking the triangle next to the folder icon. You can choose to use the
Expand All feature to expand all classes and objects, and the Collapse All feature to collapse all classes

and objects.

1. Click Expand all =+ to expand all folders in universe outline.

2. Click Collapse all =t to collapse or close all folders in the universe outline.

Result Object Panel

The data for objects in the Results Objects panel will be returned when the query is run. To add objects
to the Results Objects double-click the object or drag and drop the object from the Universe Outline into

the Result Object Panel.

(7 Result Objects

Course Subject Code Course Mumber Section Number Section Enrallment % Section Building Name Section Room Number

X X%

Removing Objects from Result Objects

To remove one or more objects from the Result Objects panel:

1. Click the X button to remove selected object.

2. Click the % button to remove all objects.

Query Filter Panel

Filters allow you to limit the data returned by your query. There are two types of Query Filters:
predefined and user-defined. Predefined query filters are filters are saved in the universe. User-defined
query filters are created using any of the objects in the universe.
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Using Predefined Query Filters
1. Locate the predefined query filter.

4 7k EDW - STU - Course Schedule

> [ Counts

> £ Time

> [ Section Information

> [ Instructor

>[5 Building Information

> [ Room Information

4 = Conditions
7 Current Section Enroliment
" Active Section
7 Exclude Independent Study
7 Part of Term Code
7 Current Term
7 Next Term

= Prompts

7 Select Campus Code
7 Select Term Code
" Select Course Mumber
7 Select Course Subject Code
7 Select Section Number

1Y

2. Double-click the filter, or drag and drop it into the Query Filter panel.

> i Building Information
> [ Room Information
4 = Conditions
7 Current Section Enrollment
" Active Section
7 Exclude Independent Study 7 Query Filters
7 Part of Term Code
" Current Term
7 Next Term
4 7= Prompts
T 0 almst Mamamiam N

 Current Section Enrollment

Creating User-defined Query Filters

Query filters are composed of three components:
e The Object (What do you want to compare or filter?)
e The Operator (How do you want to compare the data?)

e The Operand (What would you like to compare the data to?)
To Create a Filter:

1. Dragand drop the desired object into the Query Filters panel.

L UBD LISTU U i L
Schedule Type Code

Instructional Method Code

Block Schedule Code

Section Print Indicator

Self Service Available Indicator

[ Section Enroliment Information
Section Maximum Enroliment
Section Enrollment Current Info Ind
Section Enrolment
Section Enrollment Effective Date
Section Enrollment Expiration Date

© Query Filters

¢ Current Section Enroliment

7 Select Term Code
And

7 Select Course Subject Code

| Section Enroliment | In list v E =P
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2. Click the operator drop-down menu to select an operator. The default operator is In list.

Section Enroliment

In list -
Not in list

Equalto

Mot Equal to

(Greater than

Greater than or Equal to
Less than

Less than or Equal to ¥

ata Preview

3. Click the Operand Menu button at the end of the filter to specify how to enter the operand. Options
include: Enter a Constant, select values from the List of Values, or create a Prompt.

{ Section Enrolment |In Iis_t v
L Constant
Walue(s) from list
Prompt
MNaota Drairicaar

4. To enter a constant, enter the value(s) for your filter in the text box. To enter multiple values, use
the semi-colon (;) to separate values. Remember that values must be entered exactly as they appear
in the database and are case-sensitive.

=B

5. To use Values from List, select the value(s) from the list, then click the > button. Click OK.

Section Enroliment GI’

List of Values Filx

Type a value: || Selected Value(s)

Instructor Last Name
g Aadland = Baig "
d Baik Bollo

d Bolmin  Cech

d Ceisel Danaher

d Danao  Echevarria Canal

d Echevers  Funderburg

d Fung Grushka

Gruss  Hofmann

Hofmeister  Kannan

Kannanganattu  Krist

Kristensen  Longman

Longo  McDuffee

McDufie  Mustata

Muster  Palkar

Pallares . Quintero Ulloa

Quinto-Pozos  Runggaldier

Runkle Shaughnessy =~

Cancel
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6. If using the Prompt option, click the Prompt Properties ja button to change the way your prompt
functions. You may also modify the prompt text in the text box.

'\ Course Mumber Level |In list v | Enter value(s} for C Q S|

Grouping Filters
To group two or more filters together to link with the ‘or’ logical operator:
1. Create filters to group.
7 Query Filters
¢ Select Term Code
¢ Current Section Enroliment
Instructor First Name  |Is not null v

Section Enrollment |Greater than v o= |E—E -

2. Drag and Drop one filter on top of the other.

Instructor First Mame | I= not null v
Secﬁu@mumem Greater than - o @|[E] -
Instructor First Name  ||s not null A
Note:

The system no longer shows the Blue Rectangular indicating that the filters will be grouped.

3. Click the ‘And’ operator to change to ‘Or’.

¢ Select Term Code

¢ Current Section Enroliment
Instructor First Name | 1= not null v

‘{b Section Enroliment  |Greater than - o E|[E] -
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Data Preview

Provides a preview of the data that will be generated once the query is run. Gives you an idea if your
query is set up correctly without having to wait for the full query to generate. If this area is empty, Click

' Refresh to generate the preview. (Optional)

{ \‘ Instructor First Name |l= not null v
FH Data Preview 2 Refresh
Course Subject Code|Cuur5e Number |Section Number |Section Enrellment |Instructor Last Name |Section Building Name Section Room Numk
COMM 491 Al 1 Howesz Grad Sch of Lib & Info Science 131 &
COMM 481 AU 1 Howes Grad Sch of Lib & Info Science 128
COMM 481 AG 2 Howes Grad Sch of Lib & Info Science 131 =
COMM 491 AG 2 Howes Grad Sch of Lib & Infe Science 126 =
- L3
Answering Prompts
If your query contains prompts, the prompt window will be displayed when you run your query.
|
Prompts .
-~ * Select 6 digit Term Code 4120048 Type a value: Selected Value(s)
« | * Select Course Subject Code COMM '
- |Enter value(s) for Course Number Level ~ =
Course Number Level
000
100
200
300
400
500
500
NiA

January 26, 2015 3:43:27 PM GMT-06:00

equired prompts OK Cancel

There are two methods for entering values in the Prompt Window:

e Type a Value box: Manually enter a value in this box. Remember that values must be entered
exactly as they appear in the database and are case-sensitive.

o Select Value(s) from the List: select values from the list of values that is populated from the
database.

e When you have answered all prompts, click OK to run the query.
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Report Manager Window

Once your query has run, the report will be displayed in the Report Manager window. This window has
many toolbars and tabs that contain the various features available in Web Intelligence.

¥ Web Intelligence Rich Client - [TRISHAK - @URBBOEA41QA3.AD.UILLINOIS.EDU:6400 Connected (HTTP)] - for training docs * =N R ==
File | Properties | Report Element | Format | Data Accessy Analysis | Page Setup | Reading |Design - Data - @ -
’/rﬂ - = - | 3 | a | - /" Fiters. | Data Tracking # Display | Conditional " Interact Functions
B-| o @ = 7 Fiter ~ | (kL | =B mput controls ~ | | ¥ Diil ~ T Fiter Bar B Outine
= i ¥
P2 ‘
= | fortraining docs L
= Course Number i
Course Subject Code
(‘ Section Enrolment Regort 1
s Section Number
'_"I Section Room Number
Start Time — End Time N
B % Section Building Name Course : ) Section ’
e e Variabies Subject Course Section Section Room Section
Code Number Number Building Name Number Enrollment
COMM 100 D 1)
COMM 101 A Wohlers Hall 236 23
COMM 101 E 0
COMM 101 C 0
COMM 101 D 0
COMM 101 E Gregaory Hall 123 26
COMM 101 F Gregory Hall 123 25
COMM 101 L 0
Kl
COMM 101 1] 0 e
- T
Arranged by: Alphabetic order = 'l E} Report 1 4bE
Report 1 = Track Changes: Off Pagetofi+ b MW =[5 100% » <= T ! & & 42 minutes ago 9 Connected

File Tab

Create a New Document — Will prompt you for a data source for new document.

Open an Existing Document — Will allow you to browse your files to open a document.

Save Document — Allows you to save your document as a Web Intelligence Document, Excel, PDF, CSV,
or Text file. Also allows you to save document to ypur personal folders in EDDIE.

Print — Print your document

Find Text in Document — Search for particular text within the dcoument.

Export Data — Export the report data as a CSV file.

Send Document as an Email Attachment — Opens a new Outlook message and attaches the report.
Choices to send as Web Intelligence, Excel, PDF, CSV or Text.

Properties Tab

'.File | Properties

View = Document Application

View — Allows you to view and hide the various menu bars.
Document — Document Properties including Refresh on Open.
Application — Set Web Intelligence options (Change Default folders, default measurement unit, etc)
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Document Toolbar

xRE-1oex @
& Cut: Cuts the selected report elements and stores the contents in your Clipboard.
= Copy: Copies the selected report elements and stores the contents in your Clipboard.
Paste: Pastes the selection stored in your Clipboard.
=3 Undo: Undo your last action(s)
¥ Redo: Redo an action that you had used the Undo action on.
X Delete: Deletes the selected report element(s).

& Edit Query: Opens the Query panel so you can make changes to your query.

= Refresh Data: Refreshes the report data. Allows you to change Prompt Values.

Left Sidebar Panel

The left sidebar is used to display information related to your Web Intelligence documents: Document
Summary, Report Map, Input Controls, Available Objects, and Document structure and filters. To switch
between these different views, you can use the toolbar on the left, or the drop-down menu on the top
of the menu.

Available Objects ~ <4 (I

Document Summary

LN

Report Map

i & m

Input Controls

Available Objects

Document Structure and Fiters

1)

# Section Room Number
# Section Buiding Name
[E] Wariables

a

Document Summary — Shows information about the document such as file size, authoer, date
created, and refresh and modify dates.

50"

Report Map — Map of the document allows you to see an outline of all the reports and elements
within the document.

ot

Input Controls — Create and view input controls.

[ 3

Available Objects — Shows available objects and variables for the document. Can be arranged in
Alphabetic order, or by Query using the drop-down option at the bottom of the panel.

Query

L Alphabetic order

Arranged by: Alphabetic order =

port1 -
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Document Structure and Filters — View the structural elements of the document as well as any
report filters that are applied to the reports.

Status Bar

The Status Bar is located at the bottom of the Web Intelligence Report Manager window.

4 - B
Track Changes: Off Page 1 of 1 ML= [B) 100% - S g @, A& 15 minutes ago. 9 Connected
Page Navigation: Shows the current/total page of document. Use arrows to naivgate to other

pages (Flrst page, Previous page, Next page, and Last page)

Print Preview: buttons allow you to toggle between print preview and quick display
mode.

Refresh: Displays the time elapsed since last refresh. Click the Refresh button to refresh
document.

Connection Status: Shows the server connection status. Options are Connected or Disconnected. If

disconnected, you will not be able to refresh document. Click the status to login
to server.

Saving a Document as Web Intelligence
1. Inthe File Tab, click the Save drop-down menu.

2. Select Save as

Web Intel]igence
K| Fropertes | Report Elem
FEIETEY H;/T V=
EH  save 15
= Save As... 12 i

Save to Enterprise...

5"

= 4@ New Document
2 Course Number

Course Subject Code
o Inetrimtar | act Mama

3. Select location to save to

4, Name the document

5. Check the Save for All Users and Remove Document Security checkboxes. (Enables other users to
open and refresh the document).
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6. Click Save

Save Document

Save in

=

. userDocs

| Term Sections 41.wid

My Desktop

»

My Analysis

7

My Documents

=
My Compu
]
i
urbboedig
=
-

My Enterpri

File Name:

ter

a4

ise

Section Enrollment Counts

Files of Type: | Web Inteligence Document

Saving to Other File Formats (Excel, PDF, CSV, and Text)

] BeE

Description:

©

Keywords (separated by semicolon):

|_] Refresh on open

|_| Permanent regional formatting

Iﬁ Save for all users

M Remove document security

Save

1. Inthe File Tab, click the Save drop-down menu.

2. Select Save as

Web In‘belligence

=

o Y

File: | Properties | Repurt Elem
- | = | i | ‘ A Table | Call
[ﬂ Save Ctri+S
= Save As.. F12 |

Save to Enterprise...

= - MNew Document

Course Number
Course Subject Code

Imetriimtnre | ast Mama

Cancel

o

Web Intelligence User Guide

3. Inthe Files of Type drop-down menu, select desired file type. Options include:
e PDF

e Excel 2007 (.xlsx)
o Excel (.xlIs)

e C(CSV

o Text

4. Select a location to save to and modify the file name if needed.

5. Click Save

Saving D

ocuments to EDDIE

The Save to Enterprise option allows you to save a copy of your document to the EDDIE repository.

1. From the File tab, select the &l save drop-down menu
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2. Click Save to Enterprise

2

Save Document

'_'/l [L] Folders, B Categories XET 2 Search title ~ ac
) = &7 Home Title |Size
Wy Desktop . .
=1 (38| My Favorites FIGL_Detail_General_Ledger_Statement 207 KB
> +-[[] ~Webinteligence FIGL_Operating_Ledger_Summary 161 KB
) +- [ Inbox

AT T # [f) Public Folders

£

My Documents.

&l

My Computer

¢l

urbboed1gad

¢!

My Enterprize

*

Mame |Section Enroliment Counts Advanced &

Save Cancel

3. Select the folder or Category to save document to

4. Click Save

Refreshing a Document

To refresh your document, or to bring up the prompt window to change prompt values:

Click the ™= Refresh Button. You can find this button either on the left sidebar toolbar, or on the
toolbar on the bottom-right of the document.

1.

/Fie | Properties | ‘ Report Element | Format
DE-E- S| 8] o, o= o] o]
F o~ -EH -8 2 -

:ﬁﬁx«|:

| Type here to fiter tree —|

E [ 4p| Section Enrolment Counts
r # Course Number
- Course Subject Code
9 - f Instructor Last Name
- # Section Enrolment
# Section Number
- f Section Room Number
[ i # Section Building Name

Course Subje Coy

Note: If the Refresh buttons are inactive or grayed-out, you may be working in Offline mode.
See Appendix B: Trouble-shoot Common Issues
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Editing a Query

To view or make changes to the query:

1. Click the il Edit Data Provider button located on the left sidebar toolbar or in the Data Access Tab.

#  File 7/ Properties | P Report Element |/ FurrnatJ/ Data Access |/ Analysis |/ Page Setup |

DP‘_?'[Q'|8||?&|MY /" Data Providers | Tools — /" Data Objects

i
| Eﬁ New data provider '(@ Edit % Purge ~ | 2 - A" New Variable - | i Merge

o = 3 o |=[Course Mumber]

The Query Panel will be displayed:

Eﬁ Query Panel 20
‘t‘iﬁAﬂﬂuuewv |E|_}E||__‘|@|§' @‘ = Run Queries - | &1 Close ~
-, R . .
v Universe outline tﬁ Result Objects h 4 X /i
Master P cii -
m SRR LSeE ! Course Subject Code ! Course Number 1 Section Number | Section Enroliment
. o
! Instructor Last Name | | #% Section Building Name ! Section Room Mumber
= ‘L'- EDWV - STU - Course Schedule
[E7] Counts =
[E] Time " Query Filters E Eﬁ h 4 %
[E2] Section Information ’
[E] Instructor ¢ Select Term Code
[E) Building Information - =
[E2 Room Information i Select Course Subject Code T
[E] Conditions -
[ Prompts " Current Section Enrollment
And
[ | Section Enroliment |Greater than v || 0 iz - -
f Data Preview 2 Refresh
|Q"';.-:a- o fitter the values |
-Iﬁﬂuenﬂ ﬁmueryz 4 B

2. If you have multiple queries, select the tab for the query you would like to view or edit.
Adding Objects to an Existing Query
If you need to add additional objects to an existing query:

1. Click the o Edit Data Provider button.
2. Locate the object(s) to add and add them to the Result Objects panel.
3. Runthe Query.
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table.

Note: You will notice that the new object is not displayed in your report

Adding objects to a Table

1. Open the Available Objects menu.
2. Dragthe new object into the table.

3. Use the blue rectangles to determine the location of the new column:

Insert column to the left of current column

Insert column to the right of current column

Replace column with new column

Sorting

By default, tables are sorted by dimension and detail columns, left to right in ascending order. There are

two methods for adding sorts to a table:

Right-click Menu

1. Right-click in the column to apply sort.

2. Select Sort.

3. Select the desired sort order (Ascending or Descending).

Insert

Delete Delete

Clear Contents

Set as Section

Turn Into

Fx  Edit Formula... Ctri+Enter

Linking

Start Drill

+l

Group
Fitter

=
il Ranking
A
z

Text

Format Number...

None

Ascending

Descending
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Toolbar Option

1. Select the column to sort on

2. Select Analysis > Display

3. Click the Sort drop-down menu
4

Select the desired sort order (Ascending or Descending)

'.Repurt Element | " Format | " Data Access J/ Analysis | Page Setup |

/ Fiters | Data Tracking | / Dispiay | Condit
7 Fiter = | gl Ranking ~ | ZB input Controls ~ || Group ~ | == Break ﬁ 2| sort \~|||| = sum |~ M Bount More -
||~ =& x| -[Section Enroliment] v MNonme
[~ y | 4] Ascending 1
El Descending
REQOH 1 Advanced...

Course Subje Course Numt Section Numl Instructor La Section Build Section Roon Section Enrol

Sloane Gregory Hall 113

Changing Sort Priority

If a table has multiple sorts applied, you can use the Advanced... sort option to change the priority of the
sorts:

1. From the Sort menu box, select Advanced

Manage Sorts (21 s

= [ Vertical Table: Block 1 | Priority:
1] Section Enroliment -~
41 Course Number

Order:

El Descending .

Sort:
Add...

Remove

Custom Order:

Values...

0K Cancel Apply

2. Select the object to change sort priority

3. Under Priority, click the A or ¥ button

Create a Custom Order Sort

1. From the Sort menu box, select Advanced
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Manage Sorts
=[] Vertical Table: Block 1

1] Section Enroliment
41 Course Number

Lok |

2

| Priority:

Order:

El Descending ¥

Sort:
Add...

Remove

Custom Order:

Values...

Cancel Apphy

2. Under Custom Order, select Values button.

4. Use the click the A or ¥ button to rearrange the order of the sorting.

3. When finished, click OK

Custom Sort : Section Building Name

Values to add in list:

vpe new value here

Sections

2

Customized ascending list:

Armory

Davenport Hall

Foreign Languages Building

Grad Sch of Lib & Info Science e
Gregory Hall

Krannert Center for Perf Arts

Lincoln Hall

Mechanical Engineering Bldg

Noves Laboratory

oK Cancel

Web Intelligence User Guide

Sections divides your report into parts, one for each value for the object used to create the sections.

There are two methods to create a section within a report table:
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Right-click Menu
1. Right-click in the desired column and select Set as Section

€ Course Numt Section Numl| Section Enrol Instruct

101 A 24  Sloane
101 B 26 Elavsky
101 o} 23 Jamisol
101 L} o T lalagre
101 lalagre
19 T ey
201 [ e e lowney
37 ot " lerone
Delete Delete lastron
Clear Contents ! ivia
Set as Section alyivia
jone
N lolina

fx  EditFormula...

er
Tess

linbinn -

Toolbar Option

1. Click in the desired column

2. Select the Report Element > Tools > Set as Section

Report Element | Format | Data Access | Analysis | Page Setup |

/ Tabie | Cell | Section _/ cnat |other | _/ Tools | Pesiton | Linking |
ﬁ'u'ﬂ't' o - @ - ETUI’I‘I|I‘HU'|@SB’[ESSBC‘HDH

Breaks

Breaks divide a table into parts, one for each value of the object. The main reason to insert breaks is to
get sub-totals at each break level. There are two methods to create a section within a report table:

Right-click Menu
1. Right-click in the desired column

28| Page



Web Intelligence User Guide

2. Select Break > Add Break

bje Course Numt Section Numl Section Enrol Instructor La Section Build §

“oane

" Gregory Hall
&  cut CirkX

101 avsky Gregory Hall 1
[E Cirl+C
101 Copy Gl imison Gregory Hall 1
101 Paste Ctri+ avsky Gregory Hall 1
101 Paste Specia CireAlY Blagreca Gregory Hall 1
101 Insert » alagreca  GregoryHall 1
192 X Delete Delete i CICEHERE)
201 owney Grad Schofl 1
Clear Contents
317 2rone Gregory Hall 1
~ %j Set as Section
320 astronardi  Krannert Cen 2
[k
320 Luljgurn inio " lidivia Gregory Hall 1
320 Ix Edit Formula Ctri+Enter §divia Gregory Hall 1
331 Linking *  Erone Gregory Hall 2
Ak 3 StartDril alina Gregory Hall 1
356 Ty N Moyes Labor: 2
358 _ BSS Moyes Labor: 2
3 Filter 3
n Moyes Labor: 1
m:‘ Ranking (5
364 R cChesney  Moyes Labor: 1
T 2|  sor »
- -E  Break =
s
391 WL Hide s
391 Text . Remove All Breaks

r I Format Cell.. | Manage Breaks...

Toolbar Option

1. Select the column for desired break

2. Select Report Elements > Table Layout > Break > Add Break

Report Element | Format | Data Access | Analysis | Page Setup |

“Table | Call | Section | Chart |/ Others | /oot |/ Pesition |/ Linking | _/ Table Layout | Behaviors
A-H-8-8 - i - - - Bl Turninto = | E&] Setas Section |||7= Break |=| | Insert~ | [

e w30 o |=[Course Mumber] " Add Break
Manage Breaks...
D omimmb A

Managing Breaks

To manage the way a break is displayed or the properties for a break:

1. Select the column that contains the break.

2. Right-click and select Breaks > Manage Break
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Manage Breaks 2

E j Block 1 ES Course Number
Course Number
- Display Properties
n/ Break header
.v" Break footer

[ Apply Sort

Duplicate values
Display first v

Page Layout

|| Start on a new page

Add... || Avoid page breaks in block
Remove |__| Repeat header on every page
Ok Cancel

3. From this menu, you can:
e Add additional breaks and manage the priority of breaks
e Remove breaks
e Turn on/off break headers and footers
e Turn on/off sorting on breaks
e Change the way duplicate values are displayed within a break
e Avoid page breaks within a break

e Have header row repeated at the top of each page

Inserting Calculations

There are two ways methods to insert a calculation into a report:

Right-click Menu

1. Right-click in the column for desired calculation
2. Select Insert

3. Select the desired calculation
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ok

2

-

Cut

Copy

Insert

Delete

Clear Contents
Set as Section
Turn Into

Edit Formula...
Linking

Start Drill
Group

Filter

Toolbar Option

1. Select the column for desired calculation

Web Intelligence User Guide

Insert row above
Insert row below
¥ insert column on left

M* . insert column.on right

L % Sum
Entef Count
= Average
Min

Max

Percentage

2. Select Analysis > Functions

3. Select either Sum, Count, or More (Average, Min, Max, and Percentage)

" Report Element | " Format | Data Access J/ Analysis | Page Setup | Rea
/ Fitters | Data Tracking | /" Display |/ Conditional | “interact )/ Functions
= = = -
i Fiter = | Et[:‘Ranking T | :% Input Controls = Group | -= Break - | ‘%l Sort % Sum |~ M Count More =
i = % + =[Section Enroliment] SRR

Min

Max

h Percentage.

Inserting Predefined Cells into Report

Web Intelligence provides several predefined cells that can be added to enhance your reports. The
following cells can be found in the Report Element toolbar tab:

Available Predefined Cells

Document
Last Refres

Drill Filters

Name

h Date

Query Summary

Prompt

Displays the Document Name
Displays the date the report was last refreshed
Displays all applying drill filters (using the Filter bar)

Displays a summary of the query including the Universe name, object
descriptions, and number of rows returned.

Displays a summary of all prompts, or individual prompts

Report Filter Summary Displays all report filters that are applied to a report
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Page Numbers Displays the page number on the report. Can also include total number of
pages.

Adding a Prompt Summary
1. Select the Report Element toolbar tab

2. Select the Cell sub-tab
3. Select the Pre-Defined Drop-down menu button
4

Select Prompt > Prompt Summary

_#" Report Element | * Format | Data Access | z Analysis | & Page Setup |
Table | Call | Section | _/ Ghan |0t | A Tools /“Position | Linking |
1 Blank Pre-Defined = il - % - @ i :3 Turn Into = | £5] Set as Sect
T Decument Name |i3erI)
O £ =
iR i nstructor Last Name ¥ |
| O Dril Fiter
Cl Query Summary
s 1 Prompt r I Summary
§ T Report Fiter Summary I Select 6 digit Term Code
g T  Page Number [0 Select Course Subject Code |2
! i) i= Page Number/Total Pages I Enter valus(s) for Course Number Level 2
i q 1  Total Number of Pages Jamison Gregory Hall T1:3
| CTRARA anm = Flavelw Granam Hall 1172

5. Click your mouse in the location to display the prompt summary

*** Query Name:Query 1***

Select 6 digit Term Code
Select Course Subject Code
Enter value(s) for Course Number Level (Optional)

Course Section

Subject Course Section Instructor Last Section Room Section

Code Number Number Name Building Name Number Enroliment
COMM 101 A Sloane Gregory Hall 113 24
COMM 101 B Elavsky Gregory Hall 113 26

6. Click on the Format toolbar tab to change the font and cell formatting for the Prompt Summary
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:| # Font | Border | Cell | Style | Numbers |

Arial wlf10 <AfAY||B £ U SA-|S L

i 3¢ o/ | =PromptSummary()

‘*”* Cluery Mame:Query 1™

Select 6 digit Term Code
Select Course Subject Code
Enter value(s) for Course Mumber Level (Optional)

Course
Subject Course Section Instructor Last

Code Number Number Name

[alnln] 1 A Slnana

Creating Additional Report Tabs

Section
Enroliment

74

Web Intelligence allows you to create additional reports that can be used to display the data from your

query in different ways.

You can create additional reports in two ways:

e Duplicate an existing report and then modify the new report.

e Add a new blank report, and then build the report by adding a template or dragging objects into the

blank report.

Duplicating a Report
1. Right-click on the Report tab

2. Select Duplicate Report from the menu

Add Report Ciri+Shift+R

i

Duplicate Report

I?;‘.: Delete Report

Rename Report

Move Report P

Format Report...

Rename a Report
1. Right-click on the Report Tab

2. Select Rename Report.

3. Enter the new Report Name in the New Value box.
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Rename Report 2

Current value: |Report1 (1}

New value: E_rjl.glg_.e_;s_ Lat]

0K Cancel

4. Click OK.

Note: When you rename the report tab, the report title is automatically
updated.

Filtering a Report
Web Intelligence offers several ways to apply filters to a report. In this section we will cover how to use
Report Filters, the Filter Toolbar, and Input Controls to filter the data displayed in reports.

Using Report Filters

There are two methods for accessing the Report Filter feature:

1. Right-click in the column that you wish to filter, then select Filter > Add Filter

Group ¥
red T Fiter . 7 AddFiter
2] ﬂ‘]: Ranking L2 -
2 [El son .
areg = *
e Break Fitter by a Mew Input Control...

2. Select the column that you wish to filter, then on the toolbars, select Analysis > Filters > Filter > Add
Filter
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Report Element [ Format [ [rata Accessy Analysis Page Setup |

# Filters l Diata Tracking Display |~ Conditional

i Fitter /= | ﬂjﬂanking = | =8 Input Controls ~ New Rule...
7 Add Fiter Iding Name]
‘i

Fitter by a New Input Control...
| o W I Y

3. Select the operator to use for filter.

Report Filter

" Block 1

% Section Building Name |in list

In list -
Mot in list

Equal to

Mot Equal to

Greater than

Greater than or Egual to
Less than

Less than or Equal to b

4. Select the value(s) from the list of values. You must either double-click each value, or select the
value and click the > button to move it to the list of Selected values.

Type a value: Selected Value(s)

el = = | | Moyes Laboratory

Section Building Name

Armory

Davenport Hall

Foreign Languages Building
Grad Sch of Lib & Info Science
Gregory Hall

Krannert Center for Perf Arts
Lincoln Hall

Mechanical Engineering Bidg
Noyes Laboratory

oK Cancel Apply

5. Click Ok

Using Simple Filters on the Filter Bar

Another way to filter a report is to add objects to the Filter Bar. This creates a more interactive filtering
experience and can be used to drill-down within a report table.

Displaying the Filter Bar

There are two methods to displaying the Filter bar:
1. Right-click anywhere in the toolbar area

2. Click Filter Bar
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Eeoene N 0000
lysie |/ Page Setup | N 5
Readi Ciri+1 =

9

Dicplay |~ Conditional v 1
v Design L
rmatting R New Rule... Y | Outlin
Data Cirl+4 | —
v Formula Bar Cirl+Equals. |
% Filter Bar
BH  Outline
_t 1 Side Panel 4
:/ Report Tabs
3

Status bar

OR

1. Select the Properties tab

2. Select View > Filter Bar

/EJ" Properties | /m| /.E
\{}e;!dv Document Application '_/ Filtar= km|
_ % Fiter Bar E | 7 Fiter ~ |y Ranking
| &8  outine pondt 2 o |:
:[ 3 Formula Bar Cir+Equals : ———
] Side Panel r . -
{5 ¥ ReportTabs : 4
_‘: T/ Status bar | 8
I { [ Fulsecreen F11 F
B
[ ‘ ‘ ‘Caughlin
!Chambers COMM .

Add Filters to the Filter Bar
1. Drag and Drop objects from the Available Objects list to the filter bar.

‘-7;" - Drop objects here to add simple report fiters. )

Report 1

Or
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2. Use the drop-down menu on the filter bar to add objects.

Dop objects here to add simple report fiters.

—
=1+ Section Enrolment Counts

Course Number

Course Subject Code

Instructor Last Name

Section Enroliment

Section Number Report 1
Section Room Number

% Section Building Mame

[ Variables
Section Numl Instructor La

A Jin

A MecChesney

3. Repeat to add afilter for other objects.

|41l Section Building Name M

Brewer
Caban
Caughlin
Chambers
Christians
Cook

Davis

COMM 189 J Berry Gregaory Hall 123 18
COmMmM 39 WEB Berry 1
COMM 5890 WEB Berry 1
COMM 5899 WEB Berry 0

Sum: 20

4. Tofilter the report, select values from drop-down filter boxes.

Input Controls

Input Controls allow you to filter your data interactively using many types of controls, such as Radio
Buttons, Drop-down lists, checkboxes, and slider bars.

1. There are two methods for creating a new Input Control:
a. Right-click in the desired column to filter

b. Select Filter > Filter by a New Input Control

[l Linking e
ad ¥ StartDril
ag Group .
eq) 7 Fiter 2 7 AddFiter
20l L  Ranking . e
=0 Bl sor . %
=1
= Break L2 +
= Filter by a New Input Control.. |
=



OR

a. Onthe toolbars, select Analysis > Filters > Input Controls.

P Report Element | P Format | P Data Acce&sJ/Anahfsis | P Page Setup |

#" Filters |/ Data Tracking

" Display |#” Conditional

| I Fiter = | ﬂRanking = | =8 Input Controls ~

fing Rules New Rule...

Bl & wdf % o [—1cartinn Auildina Mamal

2. Verify that the correct object is selecting and click Next.

Define Input Control
Select Report Object
Select the report objects used to fiter data

~

=l ;: Section Enroliment Counts
Course Number
Course Subject Code
Instructor Last Mame
Section Enroliment
Section Number
Section Room Number
“ Section Building Name
[ Variables

Arranged by: Alphabetic order ~

¥

Cancel

3. Select the desired control type from the menu to the left.

4. Modify any properties needed, based on the control type selected.

5. Click Next.
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Choose Control Type

Select and define the control

M

Single value Uze radio buttons to allow a user to select one value froma
—— list of possible value. All aternatives are always displayed;
= Entry figld the chosen value is ticked.
%FI Combo box E Input control properties
2 Radio buttons Label Section Building Name
@ List box Description
Multiple values List of Values Al values from report
= - Use restricted list of values | | ves
o Check boxes Default value(s)
[EE List box Allow selection of all valu... |o] ves
Operator Equal to
Number of lines 25 =
| == Previous | Next == | | Cancel |

Web Intelligence User Guide

6. Select the report elements that should be controlled by the new input control.

Assign Report Elements

m

Select report elements to assign them to the input control

Report object # Section Building Name Control |3 Radio buttons

= Report 1
ﬁ Page Header
= ] Page Body

@ Page Footer

[ 7] ertical Table: Block 1

<< Previous Einsh | | Ccancel

7. Click Finish.

The new Input Control will be displayed in the Input Control menu on the left sidebar.
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:g New Map Reset
Section Building Name
) Allvalues
(@)
(&) Armory
\_) Davenport Hall
\_J) Foreign Languages Building
\_J) Grad Sch of Lik & Info Science
_) Gregory Hall
\_J) Krannert Center for Perf Arts
\_J Lincoln Hall
_) Mechanical Engineering Bidg

(_) Noyes Laboratory

»

COMM
COMM
COMM
COMM

8. Select value(s) to filter the report.

Editing or Removing an Input Control

1. Inthe Input Control sidebar, hover mouse over the title of the control

5

Section Building Name A=

E ZB Mew Map Reset

&) Al values {b

L
\_J) Armory

\_J Davenport Hall

2. Click A to edit the control

x|

3. Click “* to remove the control

Creating Variables

A variable is a formula with a name associated with it. Variables allow you to combine data for different
objects or use part of the data for an object. There are two methods for bringing up the Create Variable

window:

# i 3¢ o |=[Section Building Name]

A3
Ad
JCU
JCG

Report 1

Ueno
Uena
Caughlin
Caughlin

Armory

oy
Armory

Armaory

Course Subje Course Numt Section Numl Instructor La Section Build Section

430

1. From the Available Objects menu, right-click on the Variables folder and select Create New
Variable.
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| Type here to fiter tree

[ 4| Section Enroliment Counts
J Course Number
J Course Subject Code
4 Instructor Last Name
J Section Enroliment
4 Section Number
4 Section Room Number
#% Section Building Name
[ Variables

B D [oe ALY i)

=i New Variable
&
@

Copy

2. From the toolbars, select Data Access > Data Objects > New Variable.

Report Element |

ForrnatyDataAcces.s | Analysis |

Page Setup |

Data Providers Tools

/ ata O |

Change Source ~ | é Export Data -~

H =i New Variable ~ | # Merge

The Create Variable window is displayed.

Variable Definition

Name: |

Qualification: | # Dimension

Type:

Formula

(3 Formula has not been validated.

Available objects Functions Operators
= 4l Section Enroliment Counts & JFx GetLocalized All| = = <= <o = >
# Course Number JFx GetPreferredViewingl + = L = = { ]
# Course Subject Code JFx HTMLEncede = T
4 Instructor Last Name |= Fe If |E| AUES.. =
# Section Enroliment JFx nitCap Brompis. |i|
# Section Number Jx Interpolation :
# Section Room Number Fx IsDate After
I B R T . Fo InCeear L8| PN
| i1 e 4 | 1 | d v
ned
Description
Section Enrollment
The running total of actual enroliment in a section.
0K Cancel

3. Enter the name of the variable.

4. Select the Qualification for the variable. (Dimension, Detail, or Measure)

Web Intelligence User Guide

5. If you are creating a Detail, select the Associated Dimension by clicking the |_| button.
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6. Enter the forumla for the variable in the Formula box. Use the Available Objects, Functions, and
Operators lists to assist in writing the variable formula.
7. Click the v button to validate your formula.

8. Click OK to exit and save your variable.

Displaying a List of Values in the Variable Editor

If you are inserting values for a particular object into the variable formula, you can choose the values
from the list of values:

1. Select the Object from the Available Objects list.

Available objects Functions Operators
Seszsion Location A1 | & Aggregate .
UIN i | - Al )
UIN (Query 1} + Character -
i Employee UIN (Query2) | _ i | Data Provider =
|#4 Employee Detail Campus Name — || | & Date & Time
% Employee Detail Department N + Document After
{Z= Variables - + Logical N
|« . + Mise. .

And

2. Double-click the Values option under Operators.

3. Select the value(s) to add to the formula and click OK

List of Values 2

peis

UIN
650056105 *
654100733
655497269
6615835930
671845570
671545354
672582543
673080953
6739456895
G744259730
675011135
BY7131745
673865485

ETOA01 49

0K Cancel

Grouping

Web Intelligence allows you to create Grouping variables to group your data. For example, you can
create groups based on the number of students enrolled in a course, or categorize transactions.

1. From the Toolbars, select Analysis > Display > Group

4 Report Element | Format | Diata Access ) Analysis | " Page Setup |
~ Fiters | Data Trac'ursg | / Display I “ Conditional |
~ = r
7 Fiter ~ | ¢fly Ranking = | 2B Input Controls ~ ||| Group ~ | = Break ~ | %] sort -
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(or right-click in the column to group, and select Group > Manage Groups)

2. Enter a name for the grouping variable (For example:

3. Select values to include in the first grouping.

Manage Groups

Name |Enroliment Levels

Group

“Enrollment Levels”)

Ungrouped Values *

L] Section Enrollment Groups:

o
[ 1
[ 2
(o 3
o 4
| 5
7
]
s 10
(] 11
&) 12
1 13
0 14

ii] All Groups

OK Cancel Apphy

Group

4. Click the button.

5. Enter a name for the new group and click OK.
New Group i
Name |Low Enrcliment

0K Cancel

6. Repeat steps 3-5 until all groups have been created.
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F Manage Groups

&l

Name : Enroliment Levels

Broup e 10 Ungroup

| Ungrouped Values ':

Section Enroliment

Groups:

Low Enroliment
Low Enrollment
Low Enroliment
Low Enroliment

Low Enroliment

Low Enroliment

Average Enroliment
Average Enroliment
Average Enroliment
Average Enroliment
Average Enrollment
Average Enroliment
Average Enroliment
High Enroliment

High Enrollment

High Enroliment

!AII Groups

OK Cancel Apply

7. To manage ungroup values,

ungrouped values:

a.

b. Check Automatically Group to assign a group name for all ungrouped values. The default group

name is “Other”.

click the Ungrouped Values button. There are two options for

Check Visible to see the actual value.

| Ungrouped Values | ‘

v

Groups:

Visible

Low Enroliment

Low Enrollment

o Automatically grouped |

8. Click Ok to exit Manage Groups window.

9. The Grouping will be displayed in the Variable folder in the Available Objects list.

iif)

|

o Emlmen e

=l 4@ Section Enroliment Counts
I Course Number

! Course Subject Code

! Instructor Last Name

I Section Enroliment

J

]

D Ll &

*_k_-l Section Number
= Section Room Number
= sk .

=1-[Z= Variables
! Enroliment Levels
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Report 1

Course Subje Section Num| Instructor La Section Build Section Roon Enroliment Levels

Aidman Low Enroliment
COoMm ALP Press Low Enrollment
COMM ANY Valdivia Low Enrallment
COMM EAW Williams Low Enraliment
COomMM cc Christians Low Enroliment
COMM CRM McCarthy




To manage an existing group:

1. Right-click in the grouped variable column.

2. Select Group > Manage Group

To manage a particular value:
1. Right-click on the value

2. Select Group

3. Select from options:

a. Move to Group

b. Ungroup

¢c. Rename Group

Merge Dimension

Web Intelligence User Guide

Merge Dimension allows you to synchronize data from multiple data providers into one table. Objects
with common data values are merged so the data from each data provider can be combined into a table.

Step 1: Sort Available Objects by Query

1. Select the Available Objects list in the left sidebar.

File | Properties |

4

]Jrﬂ  NMEICIEE
X @ | | =
%) | Avaiable Objects ~
lEE Document Summary

Report Map

Input Controls.

‘ Web Service Publisher

- = Available Objects

Document Structure and Filters
SECESI0TIDOTE g Time

L Session Location

UIN

Wariables

% Employee Detail Campus Name
% Employee Detail Department Name

2. At the bottom of the Available Objects panel, select Arranged by: drop-down menu.
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3. Select Query

o NS UGLw
SessionDate and Time
Session Location
UIN

= (73 Query 2
Employee UIN

[f7] Variables

Arranged by: Query =

Sign- = Query

=l | Class Roster
—1-(73 Query 1
Attended Indicator
Course Name
Course Session Key
Employee
Instructor
SessionDate and Time
Session Location
UIN
—1-(7 Query 2
Employee UIN
% Employee Detail Campus Name
% Employee Detail Department Name
[ Variables

Step 2: Merge Dimension Objects

Dimension Objects from difference data sources can be merged in two ways:

Using the Right-click Menu

1. Inthe Available Objects menu, select the first object to merge.

% Employee Detail Campus Name
% Employee Detail Department Name

Apnabcticorder
a7

The Available Objects list will now be sorted by Query:

Web Intelligence User Guide

2. Hold down the CTRL key, and select the second object to merge. The object will most likely be

grayed out, but you will still be able to select it.

3. Right-click on that object, and select Merge

=] - Class Roster
=(7d Query 1
Attended Indicator
Course Name
Course Session Key
Employee
Instructor
SessionDate and Time
Sessiogg Lo
UIN
= (7 Query 2
Employee UIN
% Employee De
% Employee De
[ Wariables

Merge
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The new Merged Dimension will be displayed in the Merged Dimension folder:

s nEESI0N Locanon
I UM
=-{§3 Query 2
| Employee UIN
“ Emplovee Detail Campus Name
“ Emplovee Detail Department Name
=|-[z Merged Dimensions
E- M UN
I UIN (Query 1)
J Employee UIN (Query 2}
[ Variables

Using the Data Access Toolbar
1. Select the Data Access toolbar tab.

2. Inthe Data Objects tab, select Merge.

4 Report Element | FurrrlatJ Data Access | 'Anarysis | 3 Page Setup |

/" Data Providers | _Tex_)is-|
|

£ New data provider = | GﬁEdit ® Purge - | =& -

Crata Objscts

& New Variable =f | | 74 Merge,

3. Select the first object to merge.
4. Hold down the CRTL key, and then select the second object to merge.

Available objects (21
Select two or more gualified dimensions to be merged

=] g Class Roster
=-{73 Query 1
Attended Indicator
Course Name
Course Session Key
Employee
Instructor
SessionDate and Time
Session Location
UIN
=I-{fd Query 2
| Employee UIN
% Employee Detail Campus Name
% Employee Detail Department Name
[[] Variables

OK Cancel

5. Click OK

The new Merged Dimension will be displayed in the Merged Dimension folder:

' HESSION LOCAon
I UIN
= (73 Query 2
| Employes UIN
% Employee Detail Campus Name
“ Employee Detail Department Name
= [z= Merged Dimensions
= UIN
I UIN (Query 1)
J Employee UIN (Query 2}
[[] Variables
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Step 3: Create Variables for Objects to be Displayed with Other Data Source

Business Objects has a rule that only objects from a single data source may be displayed together in a
table (or block) of data. In order to join objects from multiple data sources into the same block of data,
you must build Varaiables for each object, and those variables must be created as Details of the Merged
Dimension.

1. Inthe Available Objects listing, right-click on the Variables folder
2. Select Create New Variable

= Merged Dimensions
= UIN
UIN {Query 1)
Employee UIN (Query 2)
Wariable=
& New Variable

Note: You may also select the Data Access toolbar tab, then select New Variable
from the Data Objects menu.

3. Enter a name for the variable. You must use a distinct name. It cannot be the same as any of the
objects in your query.
Create Variable ¢ o

Variable Definition

Name: Campus
4. From the Qualifications drop-down menu, select Detail

5. Selectthe ==/ button to the right of the Associated Dimension field.

Variable Definition

Name: Campus

Qualification: | #% Detail
Aseociated dimension:

ype:

6. Change the Arranged by: option to Query
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7. Select the Merged Dimension object from the list of available objects.

Available objects

=| 4| Class Roster
=-(7d Query 1
Attended Indicator
Course Name
Course Session Key
Employee
Instructor
SessionDate and Time:
Session Location
UIN
= {7 Query 2
Employee UIN
=== Merged Dimensions
= UIN
UIN {Query 1)
Employee UIN (Query 2)
Variables
e
Arranged by: Query ~

0K Cancel

8. Click OK

Z

e
e
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9. Double-click the desired object from the Available Objects list in the variable window. The formula

=[object name] will be populated in the Formula box.

Type:
Formula

=[Employee Detail Campus Name]

Available objects Functions
C?C:S:S!UIIUi:Ilt.‘ ﬂlIILI e " ¥ Aggregﬂte
Session Location
UIN + All
Lﬁ Query 2 + Character
Employee UIN + Data Provider
% Employee Detail Campus Name | = + Date & Time
% Employee Detail Department Na + DUC_” ment
[== Merged Dimensions * Logical
= UIN v || | & Misc.
- Il S 4] Numeric
Description

Employee Detail Campus Name

Name of campus of the employes’s primary job.

10. Click OK

The new detail variable has been created and added to the Variables folder.
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11. Drag and Drop the variable into the desired location in the Data Block.

-l-[z= Merged Dimensions
= UN
| UN (Query 1) # Attended |Employee UIN Campus
| Employee UIN (Query 2) i
o (2= Variables | 1 Mo Adams, Stephanie J ZEpal by University Administration
% Campus
| 2 Mo Bodine, Amanda i 1 R8 niversity Administration
I
: * =[Campus]
: 3 Mo Curry, Patricia Ann -t Universily Adrministration
|
I
I 4 Mo Miller, Colleen Rose tetifties fig University Administration
I
|
i A Mo Myers, Jerry D TR University Administration
I
|
Report Formatting

Viewing the Print Preview (Page View)

To see what your document will look like when printed, change the view mode to Page Mode:
1. Select the Page Setup tab
2. Select the Display sub-tab.

3. Click the & Page button.

Data Access |~ Analysis /|/ Page Setup | Reading |Design '~ Data
Report | /" Page | Haader | Footer | To Page ! Margins /l/ Display ]

| \a] Portrait ~ A4 ':' 5! Page |

= Quick Display Max —. Rows —. Co 5 I

Scaling (Fit to Page)

If your report has many columns, you can use the Scale to Page feature to easily fit your report to one
page width.

1. Select the Page Setup tab.
2. Select the Scale to Page sub-tab.

3. Use the Width or Height drop-down menus to select the desired scale.

£ Report Element | " Format | Data Access | Analysis J Page Setup | Reading
'_/ Report | Rename Report | Move Report | / Page |/ Heager |- Footer | /ScaleTa Fage [ Margins |- Display |
z = = H = 1 = = = . ; =
E} Add Report E}] Duplicate Report | -ﬁ'] Portrait = | A4 b CWidth:' 1 pages v | Height: | Automatic rj:_—. e| 100% -
L il L : > ' . e =

Changing Page Margins
1. Select the Page Setup tab.
2. Select the Margins tab.
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L]
3. Use the = to adjust each of the four margin settings.

¢ Analysis J/ Page Setup | Reading Design |~ Data
/ Page |/ Header | Footer | # Seale To Page ) Margins | Display |

| 4] porrat - | ae o] [|Hlzen  H@Eem  HElen  HHlzen
Note:

You can also find report formatting options if you right click on any white-space on your report,
then select Format Report. space on your report, then select Format Report.

Wrapping Text
1. Select the desired cell for Wrap Text. To wrap text in multiple cells, hold down the CRTL key while
selecting cells.

2. Select the Format tab, then the Alignment sub-tab.

3. Click the @ Wrap text button.

L L LU UL I ISLLEU 18 ] SECLIT LU S
it V Format | Data Access |7 Analysis | Page Setup | Reading |Des
i
Vea) e - Ve % Tooks
LA sy | grmment |/ S | Gt L Took
Al = PR 2 - ] = === = =
_.-_9 __.Aﬁ”BIH'Eré, |% md | E == = =M |é
2 i
Wrap Text =
Wrap cell text and activate
autofit if necessary.
Report 1

Course Subjé Course Numl Section Num Instructor La Section Build Section Roor Section Enro

COMM 101 A Yomtooh Wohlers Hall 236 23

Changing Row Height and Column Width

1. To adjust the column width, double-click on the right border of the column, or drag the border to
the desired width.

Room

Section Building Name Number
Wohlers Hall 4.”.,235
Gregory Hall 123

2. To adjust row height, double-click on the bottom border, or drag the border to the desired row
height.

Section

Number
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Rearranging Columns

1. Click your mouse anywhere in the column that you would like to move.
2. Dragand drop the column to the desired location.

3. Use the blue rectangle to determine the new column location.

Dropping over the center of the cell will swap the location of the two columns

123 Dropping along the left border will insert column to the left of currently selected
column.
123 Dropping along the right border will insert column to the right of currently

selected column.

Deleting a Column

If you no longer want a column displayed in a table, you can delete it:

1. Select the column to be removed.

roperties | Heport Element / Format Liata Access | Ang
nent  Application /" Font | Border | Cell # Style | Num
—

(1)

|_.)‘xlﬁ_\_ Arial v |l9 r[A A B U S

i 3 o |=[Course Subject Code]

iection Enrollment
Course Number
Course Subject Code
Instructor Last Name
Section Enrollment
Section Number
Section Room Number Course

% Section Building Name Subject  Course

Wariables Code Number

C CMM 101

2. Click the Delete button (or right-click and select Delete)

Format Numbers

You can change how numeric values in certain cells or columns are displayed. By default, number
formats are defined for the objects in the universe. Use Format Number to select another predefined
format, or to create a custom format for numbers in your report.

1. Right-click in the column or cell that contains the number values to reformat.
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2. Select Format Number

3. Select the type of number to be formatted (Number, Currency, Date/Time, etc.)

4. Select a predefined format, or click Custom to create a custom format.

Default sample
Number
Currency 1,234 57, 1,234 57
Deterime 1.234567E3; -1.234567E3
1235; 1235

Boolean 1235; (1235)
Percentage 1234.57; -1234.57
Custom 1,235; -1,235

5. Click OK

Ediiting the Report Title
1. Double-click in the Report 1 cell.

%Regor’[ 1 N

1 =]

2. Enter a new name in the formula editor box

53| Page



3.

Section Enroliments v x|

Click the Validate +' checkmark

: Section Enrollment

Web Intelligence User Guide

Note:

If you rename the report tab, the report title will be updated to match.

Conditional Formatting

You can set up conditions that will automatically format the data in your Web Intelligence documents to
alert you to when values value fall below or above specific thresholds, or when certain strings appear.

1.
2.

Select the Analysis tab
Select the Conditional subtab

Click New Rule to create a new conditional formatting rule

4 Report Element | Format | Diata Access } Analysis | " Page Setup |
/" Filters .-b%-fra.c!ur;; | .D-i.sblaﬂ.r ¢ Conditional
= -

¢ Fiter = | il | Z% Input Controls { New Rule... ,

Enter a name for the rule in the Name box

In the Filtered Object or Cell field, click the == button
Select the desired object for the conditional formatting rule

Click Select an Object or a Variable
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8. Select the object or variable from the list of Available objects and click OK

Fitered object or cell Operator Operands
Oqual = | |Type a value | X

Available objects 4
If the above is true, then display:

=] 4| Section Enrollment

Format... Course Number
Cell cantents Course Subject Code
Instructor Last Name
Section Enroliment
Section Number
Section Room Number
% Section Building Name

Variables

COMM 320 Al
COMM 320 Al
COMM 320 Al
COMM 322 Sy
COMM 331 M
Arranged by: Alphabetic order =
COMM 351 E
COMM 356 A Cancel
COMM 356 B

9. Select an operator from the Operator drop-down list.
10. Type a value in the Operand field, or click the '/ button to select a value from the list of values.

gk Add.. Condition -

Fittered object or cell Operator Operands

Less X i’!U B B "“'“'““"! X

11. Click the Format button to change the way you want the values to be formatted if the condition is
true. (Default will be to display value in red text)
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Formatting Rules Display 2

Display Background Image

| Text

Background Color: () No color @ & -
| Border

Pattern: \&J) Default

\_J None
\J Skin

\._J Image from address:

\._J Image from file:

Preview

Cell contents

oK Cancel

e To change the font and font style for text, click the Text menu
e To add a highlight or background color to the cell, click the Background menu
e To add a border to the cell, click the Border menu.

12. Click OK

dr Add...

13. To add another conditional rule, click the button.

14. When all rules have been created, click OK

Applying the Formatting Rule to a Table:
1. Select the column that the rule will apply to
2. On the Analysis > Conditional menu, select Formatting Rules drop-down menu

3. Check the rule you would like to apply to the column.

I Analysis Page Setup |
“Display |/ Conditional
splay I .||o i

Formatting RI_.l_I&SIV New Rule...

Manage Rules. ..
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Section
Room Section

Number Enroliment

0
Hall 336 11
0
2
1]
1
1
Hall 123 21
Hall 123 17
0

Example: Format all sections with an enrollment less than 10
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