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1. Introduction to Business Objects

Business Objects is the standard reporting tool for use with Business Systems in University College Dublin, implemented in 1999. It is
used to deliver reports based primarily on the systems below:

e Banner (Student Information System)

e CoreHR (HR/Payroll System)

e eFinancials (Finance System)

e  CMIS (Timetabling & Room Scheduling System)

¢  FRS (Funded Research System)
Business Objects Reports are written by trained reporter writers with a proficient understanding of the data structures of these systems.
These pre-written reports are then refreshed by the Business Objects Readers campus-wide. The Business Objects application has in

the past been accessed through NAL and required an installation on the user's PC. With the new version of Business Objects (XI)
users can now easily access the tool through a standard web browser eliminating the need for an installation on their desktop PC.

2. Operating Systems and Web Browsers Supported

The following operating systems and web browsers are recommended for Business Objects Xl:

Operating System Browser
Windows 2000/XP Internet Explorer 6.0 SP1/SP2 or Firefox 1.04
Mac OS X Safari 1.3

Note:
- Adobe Acrobat Reader V6 or above must be installed in order to be able to print from Business Objects X/
- Certain pieces of Interactive Functionality appear not to work in correctly in the Firefox Browser e.g. drag and drop tables.

3. What is InfoView?

InfoView is a Portal that acts as a window to your Business Objects XI Documents — see Figure 1. To access InfoView, all you need is a
standard Web Browser with no additional software needed on your PC. The InfoView Portal allows to you to perform the following tasks:

e Open and refresh XI documents.

e  Search for reports by title or type.

e  Organise reports and folders in the ‘My Folders’ Area.

e Print reports.

e  Save reports directly into different formats e.g. Excel, PDF and CSV.

e Set your own preferences for the look and feel of InfoView.
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Microsoft Internet Explorer =10 x|

! File Edit  View Favorites Tools  Help | :f

; eBack - -\-) - \ﬂ @ _;j | ;j Search \J‘;\L( Favarites ﬁ‘}‘ [" :;_ - - _J ﬁ 3

i Address I@ https: ffwebd. ucd. ie/businessohjects/enterprise 115/desktoplaunch Tnfaviewlogonlogon.object j Go ‘ GDOglE|IGv j+| = @ Sethings+ |L\nks e

BusinessObjects the one-stop-shop for information in UCD Welcome: Administrator
i $ | - | D New + Fa @Sand - by Infoliew | Search title v| |\“_J ‘ﬁ @
2 Folders i || Home FOFX
EeecEd=ax
=] @Home Personalize Info'iew now

3 My Folders o - o
[ Public Folders Bu5|n355°bl30tim Go to Infoview Inbox

Release 2

Go to Performance hManagerment

BusinessObjects InfoView collects and presents business intelligence information
and provides:

e Complete viewing and interaction for query & analysis, reporting, and performance management
e Integrated collaboration with threaded discussions, intuitive navigation, and support for 3rd party documents

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

Discussions %]
@ [T Bews

Figure 1: InfoView Home Page

4. Interactive Functionality Available

Business Objects Xl allows users to view, refresh and navigate through available reports. In addition to this, all users also have the
ability to interact or explore data within an existing report. This level of interactive analysis can potentially make a reports’ data more
meaningful and flexible to suit a user’s own needs. These interactive capabilities incorporate a suite of functions outlined below — many
of which are available via a simple right-mouse click:

e Filtering
e  Sorting
e  Breaking

e Adding Calculations
e Adding, Removing and Formatting Data Displayed
e Drilling
Note: You cannot amend and save reports that reside in Public Folders — however you can take a copy of existing pre-built

reports from the Public Folders area and place them in your ‘Favourites’ folder and make interactive amendments to these
copies there.

This Interactive Manual explains how users can use and apply these interactive functions to their best advantage. This manual should
be read as a follow-on to the two documents below which explain the basic principles of accessing and refreshing reports via XI.

. XI General Documentation — Quick Guide
. XI General Documentation — Detailed Instructions
These documents are available from the web site below and also within the Documentation Folder within the XI Tool:

i. http://www.ucd.ie/msu/boxi.html
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5. Turning on Interactive Functionality

Interactive Functionality should be turned on and available to all users by default. To ensure this, follow the steps below:

i Login to Business Objects X

iii. Click on the Web Intelligence Document Tab

ii. Click on the Preferences Icon in the header panel on the top right hand side of the screen — see Figure 2.

iv. The Web Intelligence Preference Page appears.
V. Ensure that the Interactive option is clicked on — see Figure 3 below.
BusinessObjects the one-stop-shop for information in UCD @w: testso
@ - D New - F3 [ send ~ iy Infotiew | Search title v| ||“_J E] @

Figure 2: Header Panel

Preferences

Welr Intelligence Document

Select aview format:
7 HTML
% |nteractive

" Portable Docurment Format AdobeReader required)

Figure 3: Interactive Options

6. Interactive Toolbars

Most Interactive functions are available to users via a right-mouse click or via a standard Xl Toolbar. To turn on all toolbars, open an XI
Report and go to View | Toolbars and ensure that the Formatting, Report and Formula Toolbars are checked on as per Figure 4 below.

«.}J Document | - \-"iew|v| Inzert - % Find [ «} Undo I Redo
arial [i2) Page made B : v ==F

)< Remove - [ Dratt made El :E Bresk | = Calculstior

([ POF mode
$i A v X
|7 Left panel

B User Prompgt | -
ot |T Status Bar
Ad o .

@ Vanee Toolbars k|| ¥  Formatting

Enter Term Code(s): |T Report

200600 [ Formua

Remove Al Toolkars

Enter Module 1D: T

Figure 4: Activating Toolbars

Page 6 of 39 MIS019.001.2 - BusinessObjects XI - Interactive User Manual



Management Services

UCD InfoView - Interactive User Manual

Your XI Header Toolbar should now look something like Figure 5 below.

=101 x|

3 https:/ /webxi.ucd.ie - InfoView - Microsoft Internet Explol

4 Undo (- Redo | Zoom[100% |- L ¥ Refresh Data
== B A. Thin - &
F Calculstionz |T|‘ Insert - % Duplicate - & Aleters

2| Documert = ‘iew - Insert ~ | 3% Find
Arial - g ~||B I O
X Remove - | o Fiter | Sot %] Z| | =Z Bresk

#i A X [Studentho
Figure 5: XI Header Toolbar

A summary of the available Interactive Icons is given in Figure 6. Their functionality will be explained in more detail in the following

sections.
Icon Name Function
Remove an entire cell or table, or invoke a drop-down menu to remove a row or
X Remove - Remove column from a table.
i Fiter Apply Filter Apply a filter to an object within the existing table.
Sort the data values in ascending or descending order. To see the sort priorities,

Sart ‘Al zl Sort Ascending
2% A or Descending right-click the table (not the cell) and select Sort | Properties from the pop-up menu.

Insert a break to an object within the existing table.

:E Break Insert Break
% Calculations Calculations Insert a sum, count, average, minimum, maximum, percentage to a table or crosstab.
|T|1’ Insett - Insert Row or Insert a row or column when you wish to add a new variable or formula to the table.
Column
% Duplicate - Duplicate Duplicate a table when you want to view the same data set in a different style.

Figure 6: Interactive Icons

7. Interactive Document Information

A. Document Properties
You can view information about the current Xl report by choosing Properties from the Document Toolbar. This option will allow you

see information like the report author, report description, keywords and last refresh date. See Figure 7 and Figure 8 below.

_}j Du:u:ument|v| Wiew « Insert -

Cloze

Save as

Save to my computer as #

Propetties
Figure 7: Document Toolbar
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Document Progerl.ies £
Hame 515101 - Student List by Module
Avthar smulkeen
Description Report lists students rediste e
Keyweords mocdulz
Last refresh date 27 June 2007 16:458:02
Duration of the previous Refresh 10
Locale en_|E
Wersion 1157723
Previous version 11500
[V Erhanced viewing maoce [T Permanert regional formstting

¥ Refreshon open
[T Use query drill

(7} More Information

You can optimize how reports appesr on your computer screen by selecting Enhanced
viewving mode. You can request Web Inteligence to update results on reports each time the -

Ok | | Cancel

Figure 8: Document Properties

B. Context Panel

The Context Panel appears on the left-hand side of an open report — see Figure 9 below. It provides you with information on the
queries and data behind the reports. It also shows you how the document is structured into reports and sections, and lists the filters
and prompts that fine tune the results. It lists the objects that are used in a report along with objects that you can add to reports to
include more data. Table and chart types are also available for you to use to format the data into meaningful results. You can also
select to print out information in each section of the Context Panel if required

= |Du:ucumer|t Summary

= ’7 Document Summary
Datas Summary
Chart and Table Types
Available Ohjects
Document Structure and Fiters
Mavigation Map
|d=ser Promigt Input

ol
— O 0= 9 & 35S &3

Fird

Figure 9: Context Panel
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Options available from the Context Panel are outlined below:

i Document Summary
General information available about the current report properties and prompt values that have been entered when the report
was last refreshed. See Figure 10.

[ Document Summary -
3 Print
= General
Document narme: SIS101 - Student List by Module
Creatar: smulkeen
Last modified by testsao
De=cription; Repott lists students registered to the selected module
Heyswvords:; module
Document locale: en_|E
Creation date: 2 March 2007 16:22:15
Last refresh date: 27 June 2007 17:11:01

=l Document Properties

Enhanced viewing mode: on
Refresh on open: on
Permanent regional formatting: Off
U=e quety drill; Off
Alvways merge dimensions: Off
= Prompts
{" Enter Term Codel=s): 200600
{" Enter Module ID: EHG 10010
{" Enter Crnor % for sl Yo

" Enter valuels) for Module Registration Status: RE

Figure 10: Document Summary

Page 9 of 39 MIS019.001.2 - BusinessObjects XI - Interactive User Manual



Management Services

UCD InfoView - Interactive User Manual

ii. Data Summary
Displays the Universe used for current report, how long it took to last refresh and the number of rows it has returned. Also
displays each query in the report, and the objects and their descriptions that have been used. See Figure 11.

[ Data Summary -

8 Print

= Data source
= Query 3
Universe: Stoodles USIS Core Data 1.0
Last execution time: 8=
ME af roswes: 418

|»

=l Objects
= Query 3
71 Concentration Code 1 Thiz field idertifies the major code referenced in the Catalog,
Clazs Sched., Recruit., Admizsions, Gen. Student, Registr .,
and &cad. Hist. Modules. Reqd. value: 00 - Maj more...
71 Contact Type Contact Type (SSBSECT SSBSECT_SCHD_CODE)

71 Course SchoolDepartment Code This field identifies the department code referenced in the
Catalog, Recruting, Admissions, and Acad. Hist. Modules and
by SOAADMSE and SOAADMMN. Regd value: 0000 - Dep
mare...

71 Course SchoolDepartment Desc The description of Course Department Code e.g. 0077 -
wyelzh, STYDEPT_DESC

71 Course Status Code Thiz field idertifies the course registration status code
referenced in the Regiztration Module. Reqgd. value: RE -
Registered. The Course registration code aka. RSTS (e
mare. .

71 Course Status Description Cescription of Rsts Code, specifies the course registration
status azsocisted with the code e.9. RE - Registered .
STYRSTS_DESC

1 Course Title Al Terms Title of the course for each max effective term. e.g.Marketing.
SCBCRIE_TITLE

=1 Crn The Crn for & Course e.g. 625 - Zool3005. SSBSECT _CRM

71 First Mame The person's first name e, Joe SPRIDEM_FIRET_MAME

1 Last Name The person's last name e.g. Blogas. SPRIDEN_LAST _MAME

1 Major Code Thiz field idertifies the major code referenced in the Catalog,

Class Sched., Recruit., Admissions, Gen. Student, Registr.,
and Acad. Hist. Modules. Regd. walus: 00 - Maj more...

1 Wajor Description Thizs field =pecifies the major area of study associated with
the major code i.e the major a student is studying e.g.2
BAgrsc STYMAJR_DESC

Figure 11: Data Summary
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iii. Chart & Table Types
Displays predefined charts, tables, forms and cells types that can be dragged and dropped for use in current report.

Ed  Chart and Table Types -

[y Inzert q|,| Turn to

These elements are avalfable to drap Into wour report
= Repatt Elemerts ta Drag and Drop
[=] Table Elements
B Horizortal Table
"= verlical Tahle
g™ Crosstab
2 Form
[=] Chart Eletmnents
[#|lyl Bar Charts
[# [+ Line Charts
H i Area Charts
@) Pie Charts
[#;- Radar Charts
=[] Cell=
=[] Formula and Text Cells
[] Blank Cell
[ Drill Fiters
[] Last Refresh Date
[] Dacument Mame
Page Mumber Cells

Figure 12: Chart and Table Types
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iv. Available Objects
Displays the objects that are available in the Report Query. Some of these objects may be displayed on the report already
and some may not. For those that are not, it is possible to drag and drop them into the report to display them. See Figure 13.

[ Available Objects -

Remowve Aol Edit

|»

[= [g5] Available Ohjects
1 Concentration Code 1
1 Contact Type
T Courze SchoolDepartment Code
71 Courze SchoolDepartment Desc
71 Courze Status Code
71 Course Status Description
71 Courze Title Al Terms
1 G
71 First Mame
1 Last Mame
1 Major Code
1 Major Description
71 Midddle Mame
~1 Mohile Phone Mumber
1 Module Type
71 Mame (last, first, mid. init.)
1 Permanent Phone Mumker
1 Pers E-mail Address
1 Perz E-mail Code
1 Programme Code
1 Programme Description

Figure 13: Available Objects
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V. Document Structures & Filters
Displays an outline of how the report is structured and displays information on any filters that are used to finetune the results.

See Figure 14.

[d Document Structure and Fitters -

2 Remove Fitter E‘ Forrmat

EIJJ SIS101 - Student List by Module

=] Data Protection
= [=] 1. Module Classlist

Page Header

[=/|E| Pace Body

[ Cell: 1. Module Classlist
= 5 | Section Section Term Cocle
[ Section Cell: Section Term Code
=[5 | Section Module ID and Title
[ Section Cell: Modulz ID and Title
=™ wertical Table: Black

Section Gradable Ind Equal to Y

' Anp Programme De=scription In List
Ococasional Atz & Cefic St

[F] Page Footer

=] 2. Module Clagslist w Email

% 3. Component Classlist

=] 4. Module Classlist vw CRR

Q 5. Module Claszlist w CRM_Email
E| 6. Module Classlist w Tel Mo

E B B

Figure 14: Document Structures and Filters
Vi. Navigation Map Option

Displays hyperlinked bookmarks to the reports and sections in the current report. This can be used to navigate to particular
sections if required. See Figure 15.

[ MNavigstion Map o

= 3] SI5101 - Student List by Module
=| Data Protection
= [=] 1. Module Classlist
= @ 200600

[

=] 2. Module Classlist w Email

=] 3. Component Classlist

=| 4. Module Classlist v CRN

_E] 5. Module Claszlist we CRN_Email
=] 6. Moclule Classlist w Tel Mo

B B B

Figure 15: Navigation Map
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Vii. User Prompt Input
Displays information on any prompts that filter the results on the current report - you can input different values for the prompts
and so retrieve different results. See Figure 16.

[ User Prompt Input =

@ Advanced S Run

Enter Term Code{s):

[z00800 |

Enter Module 1D:
[Enc 10010 |

Enter Crn or % for all

[3 |

Enter value(s) for Module Registration Status:
[re |

Figure 16: User Prompt Input

viii. Find
Allows for search options to find a specific character or numeric string on the selected report page. See Figure 17.
To search for a specific character or numeric string on the whole report, choose View | Draft and then enter your Find
parameters.

[ Find >

Find:
|Type wour text here. | | Find Mext
Options

[T Match wehole word

[T Match case

Direction  Up & Down

Figure 17: Find

8. Interactive Functionality Explained
This section explains how you can use the Interactive functionality of XI to analyse information in an existing report at the click of a
mouse.

A. Filters

You can filter the data displayed in Business Objects reports to focus on the information that interests you for a specific business
purpose. Filters limit the values displayed on reports, tables, charts within the document, but they don’t modify the data that is retrieved
from the database; they simply hide values at the report level. You can easily add quick filters to objects on a report

i To Define A Quick Report Filter
e  Select an object in a table on the current report.

Click the Filter button on the Report toolbarm or right-click and click Quick Filter on the menu — see Figure 18.
The Quick Filter dialog box appears — see Figure 19.

Select the operator you wish to use in the filter from the drop-down list.

Select the values that you wish to use in the filter and click >> to add them to the list of filter values.

To remove a value from the filter, select the value in the list of filter values, then click <<.

Click OK to close the dialog box and apply the report filter.
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Program |Programme
me Code |Description

BHA A
Set az section
BHA A
3
BH Inzert n
BiH & Format koA
BHA " Guick Fitter .. &
B4 Turn table to... &
BHA . A
Swap axis
BHA A
Break 3
BHA A
Sort 3
BHA ]
ac Calculation 2 F
o Remove b IF

Figure 18: Quick Filter Menu

Quick Filter %

1 Pragramme Code In List j

BHACS0M

(7) Mare Infarmatian

BHACE00

Ok | | Cancel

Figure 19: Quick Filter Dialog Box

ii. Viewing, Editing and Deleting Report Filters
Viewing the filters applied to reports helps understand the context of the results displayed on the tables, charts, and sections. You can
edit or delete filters from reports at any time.

To view the filters applied to reports
e Display the Document Structure and Filters by selecting Left panel from the View menu then selecting Document
Structure and Filters from the drop down list at the top of the Left panel.
e  The Document Structure and Filters displays the overview of the filters in the report.

iii. To Edit A Report Filter
e  Select the table on which the filter is applied in the Left panel and click Edit Filter.
e  The Edit Filter dialog box appears.
e Edit the filter as required.

iv. To Remove a Report Filter
e  Display the Document Structure and Filters overview by selecting Left panel from the View menu then selecting
Document Structure and Filters from the drop down list at the top of the Left panel.
e Select the filter you want to remove.
e  Click Remove.
e You can also remove individual parts of the filter by selecting the object individually then clicking Remove.
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B. Sorts
You can organize the information displayed in reports, by using sorts, so that reports are easy to read and navigate. Sorts enable you to
order results alphabetically or numerically. You can apply sorts to the results displayed in:

« section cells — to organise the order in which sections are displayed on a report
- tables — to organise the order in which results are displayed in a column or row

Tip: You can apply multiple sorts to a table or section and then prioritize the sorts, so that the information is sorted in the order you
require.

The following sort orders are available:

Default: This is sometimes referred to as the “natural” order. Depending on the type of data in the column or row, the results are sorted
as follows:

« ascending numeric order for numeric data
« ascending chronological order for date
« alphabetical order for alphanumeric data

Tip: To sort months in chronological order, apply the Default sort order.

Ascending: When selected, results are arranged in ascending order: The smallest value at the top of the column moving to the highest
value at the bottom. For example: 100, 200, 300 or California, Colorado, Florida.

Descending: When selected, results are arranged in descending order: The highest value at the top of the column moving to the
smallest value at the bottom. For example: 300, 200, 100 or Florida, Colorado, California.

Custom When you define a custom sort, you choose your own sort order for the data.

i Applying and Removing Sorts
You can apply sorts to data on tables or sections of reports. Sorting objects helps you organise results chronologically or allows you to
see the highest or lowest results at a glance.

ii. To Apply a Sort to a Table or Section
e  Click the table column/row or section cell you want to sort, and then click the Ascending or Descending sort button on the
Sort E Z1
Report toolbar.
e Or
e Right-click the table column/row or section cell you want to sort, and then on the contextual menu, click Sort > Descending
or Sort > Ascending. See Figure 20.
e Business Objects applies the ascending or descending order to the results on the table or section, as you specified.

Full Hame Programme [Perm Tel

G - 153 050-4 3230
der|  CEtassseton Lo 01-820503
Jrian Inzert [ = 01-257206
:an, Farmat 5 153 091-79656
Y, = 01-283906
1, Jal o Guick Fitter... s 01-282337
1, Turntableto... = 052-38320
_ian . s 041-95281
T G s 01-284015
in, Fl Break L 01-464071
Fen Sart » Mane :
HE Calculation 3 @ Ascending i
BCC = } t
cali Remaove » &l Deszcending
¢, Conor A ) Custom sort...
d, David A
Jeter F Remove Sorts
weka, Marta 4. i Propetties

Figure 20: Quick Sort Menu
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iii. To Apply a Custom Sort
e Right-click the table column/row or section cell you want to sort, and then on the contextual menu, click Sort > Custom Sort.

See Figure 20.

The Custom Sort dialog box appears. See Figure 21.

Select an item in the list then click the down or up button to the right of the list to move the item up or down in the list.

Repeat step 2 until the items are sorted in the order you want.

Click OK.

Business Objects sorts the items according to the custom sort order you specified.

I
Custom Sort %]

Feorder values in the list:

Ba& (Computer Science) \:I
B& International French \Il
B2 International German

B, International Spanish

BaAMA Liberal Arts

BCamm International

COmmerce

| |Engineering

| [Law

o |Qccasional Ars & Cefic St

Science

Social Science

“Yeterinary Medicine

I Delete Cuztom Sort

() More Information

Edit custam =sort here.

| ok |[ cancel |[  spply

Figure 21: Custom Sort Dialog

iv. To Remove a Custom Sort
e  Right-click the table column/row or section cell on which you have applied a custom sort, then click Sort > Custom Sort on
the menu. The Custom Sort dialog box appears
e  Click Delete Custom Sort. You can also delete a custom sort by using the following procedure:

e Right-click the table column/row or section cell on which you have applied a custom sort, then click Sort > Properties on the
menu.

e  The Sort Properties dialog box opens showing all the sorts defined on the table.

e  Select the sort you want to delete and click Remove.

V. To View Sorts Defined on Table
e  Select any cell in the table.
e Right-click and select Sort > Properties.
e The Sort Properties dialog box opens and shows the list of sorts defined on the table. See Figure 22.

Note: If your selected Sort Order doesn’t seem to be applied, you may need to remove existing Sorts from the current report first.
This can be done via the Sort — Properties dialog box as above.
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Sort Properties =
Vertical Sorts |

List of o= applied to the table:

a.Z Mame ‘ \:\
]

4 IE 1, first, mid. init.)

Remove | | Custom sort...

() Infa

Sort information zone

| Ok | | Cancel | | Apply

Figure 22: Sort Properties

C. Breaks

i Breaks Explained
Breaks enable you to group related information together in tables and divides up data with the same results to make it more readable.

Example: How can | show student information grouped by their relevant programme in a table?

The table in Figure 23 below shows standard student information with Programme Code and Programme Description with no breaks
applied.

The table in Figure 24 below shows the same data but with a break on Programme Code and Programme Description. In this table, the
student numbers relevant for a particular programme are grouped together and allows us to place a sub total count of the number of
students on each programme at the bottom of each group.

Inserting breaks in tables enables you to:

« organise how information is presented, by grouping related information together
« display subtotals for each group of information
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FaMne ription
OCACSOM  Oecasional Ats & Celtic St 06112684
OCACS00  Occasional frts & Celtic St 06112773
OCACS00  Occasional frts & Celtic St 06113724
OCACSOM  Oecasional Ats & Celtic St 06112940
OCACSOM  Oecasional Ats & Celtic St 06112966
OCACS00  Occasional frts & Celtic St 06114024
OCACS00  Occasional frts & Celtic St 06114253
OCACSOM  Oecasional Ats & Celtic St 06119913
OCACSOM  Oecasional Ats & Celtic St 06120130
OCACS0N  Occasional Arts & Celtic S5t 06121202

BHACS007  BAWbA Liberal Aris 06370071
BHACE00?  BAWA Liberal Aris 06382874
BHACS00F  BAWA Liberal As Ded20404
BHACS00T  BAA Liberal Ars DEES2162
BHACS007  BAWbA Liberal Aris DG703389
BHACS00S  BA Intemational Spanish 06217378
BHACS0D4  BA Intemational German 06442150
BHACS00?  BA Intemational French DE047304
BHACS003  BA Intemational French DG0S1693
BHACS00Z  BAComputer Science) 5336302
BHACSOD A= 01142529
BHACSOD A= D3 30606G
BHACSO00  Ais 037717
BHACSOM A= 04135873
BHACSOM A= 042337025
BHACSOD A= 04273206
BHACSOD  As 05126070
BHACSOM A= 05126134
BHACSOM A= 05126142

Figure 23: Student Information — No Breaks

Student No
OCACSO01  Occasional A= & Ceftic St D11 2066
OE112772
06121202
oG119913
D6112624
OE120130
06113940
D6 114263
06113720
06114024
i0
BHACSOOY  BAWA Liberal Aris OE3E3ETS
O6420494
OBES2162
OGT0SE50
DEZTO071
4
BHACSO0S  BA Intemational Spanish OB217378
1
BHACS004  BA Intemational German DE442150
1
BHACSO0S  BA Intemational French OEOS 1693
O6047394
2
BHACSDDZ  PACComputer Science] 05238302
1
BHACSO0T A= DE302423
OG3G1935
DEE11117
DRG048
OE7E1542
OGE01129
DE320425
DE381286
OBES0470

Figure 24: Student Information with Break on Programme Code & Description
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ii. How Data is Sorted with Breaks
When you insert a break on an object, the values for the object are automatically sorted in ascending order. If the values are numeric,
the lowest value appears in the first row of the table and the highest result appears in the last row. If the values are alphabetical
characters, then the values are sorted in alphabetical order from top to bottom. You can change this sort order at any time — see
applying Sorts section.

iii. Inserting, Removing & Prioritising Breaks
You can insert one or multiple breaks on a table or crosstab. You can prioritize breaks on tables to organize groups of data on tables
within other groups. For example, if you want to group data on a table by Programme and then, within each Programme, group that data
by Major, you need to insert a break on the [Programme] object and on the [Major] object, and then give first priority to the break on
[Programme].

To insert or remove a break
e Click the table cell containing the results you want to group together, and then click the Break button on the Report toolbar

:E Break

Or

e  Right-click the table cell containing the results you want to group together, and then on the contextual menu, click Break >
Insert. See Figure 25.

e  Business Objects groups the selected data together on the table, by inserting a break, and inserts a footer at the end of each
break.

Erk Set as zection U1 First Arts
BHA BN First Arts
3
BHA Insert MK First Arts
BHA, Formsat P U1 First Arts
BHAD " quick Fitter . LM First Arts
BHA Turn table to... pL First Arts
BHA Swap axis BN First Aris
BHA
Break 3 Insert
BHA
Sort k Properties
BHA T = 3t
i »
ocaj  CHcMation FO1 Erasmus Arts & Gt
QA Femove P E0M Erasmus Atz & G

Figure 25: Break Shortcut Menu

To prioritise breaks on a table

With a report open, right-click the cells in the table break.

The contextual menu appears.

Click Break > Properties — see Figure 26.

The Break Properties dialog box appears. Each break on the selected table is listed in the pane on the left.

Select the break you want to move, and then click either the Move break up or the Move break down arrow to set the priority
of the breaks.

Click OK.

e  Business Objects reorders the breaks on the table, as you have specified.

Page 20 of 39 MIS019.001.2 - BusinessObjects XI - Interactive User Manual



Management Services

UCD InfoView - Interactive User Manual

| Break Properties E

Vertical Breaks ‘

Dizplay Properties

gramme Code
Fogramme Descri \II I"! Break header
¥ Break footer

| ¥ Remove duplicates

[T Certer value across break
¥ &pply Sort

Page Layout
[~ Start on & new page

4 | | _II [~ xvoid page bresks in block

[~ Repest header on every page
[T Repest bresk value on new page

(7} More Information

“ou can define howe breaks (or groups of data) on tables are formatted here.

Ok | | Cancel | | Apply

Figure 26: Break Properties

iv. Setting Display Properties & Page Layout for Breaks

When you first insert a break on a table, certain display options are applied by default. You can edit these default settings and apply
options for the following:

- Display properties — how the results display on the break
- Page layout properties — how the breaks display on the report page

Break display properties
You can set the following display properties for a break:
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Format Option What Happens When Selected

Break header A header is displayed for each group of results or break on
the table. For example, this table has a break on
“Programme” so each value for programme has a separate
break header:

Fraog dent Mo

OCACSOD1 06112624
DE112773
DE113729
DE113040
D& 113066
06114024
DE114253
DE119913
DE120130
DE121292

OCAC SO 10

Student Mo
BHACS007 06370071
DE383E74
DE420494
DEE2Z162

DE702220
BHALC 3007 ]

Break footer A footer is added below each group of results or break on the
table. When you apply a calculation to the results, the result is
shown in the footer. For example, this table has a break on
“Programme,” so each value for programme has a separate
break footer showing the total count of students on that
rrogramme.
F

Studert Mo

OCACSO01  DG112684
06112773
06113729
06113940
06113966
06114024
06114253
06119913
06120130
06121292

OCACS001 0

Fro ode  [Studert Na

BHACSOO?  OGZ70071
06353574
05420494
06652162
05708859

BHALC 3007 5

Remove duplicates Removes all duplicate values from the data in a table when

you insert a break. For example, this table has duplicate
values not removed for each break in the properties section
so the programme code appears multiple times.
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dert Mo
OCACS001  D6112684
OCACS001  DE112773
OCACS001  DE113728
OCACS001  D6113940
OCACS001  D6113966
OCACS001  D6114024
OCACS001  D6114253
OCACS001  DE119913
OCACS001  D6120130
OCACS001  DE121292
OCACS001 10

Frog C dert Mo
BHACS007  O6370071
BHACS007 06383574
BHACS007  O6420494
BHACS007  OGGEZ16Z
BHACS007  OGTO3583
BHAC 5007 ]

Center value across break

Active when Remove Duplicates is selected. It merges
empty cells and centers the values for the object in each
break on the table. See table below.

= ert

06112684
06112773
DF113729
06113940
06113966
Ofi114024
06114253
06119913
06120130
0121292
OCACS001 10

QCACs001

Studert Mo
06370071
06382874
Of420494
06682 162
06708889
BHAC 5007 5

BHALC 007

Apply sorts

Applies an ascending sort to the values in the break.

Break page layout properties

You can set the following page layout properties for breaks:

Page Layout Option

What Happens When Selected

Start on a new page

Displays each part of the table crosstab, or form created by a
break on a new page.

Avoid page breaks in blocks

Where possible, keeps each break section on the same page.
This option is not taken into account when a table is larger
than one page.
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Repeat header on every page Repeats the header at the top of the table on every new page

when a table goes over onto a new page.

Repeat break value on new page Repeats the current value on each new page.

To set properties for a break
e With a report open, right-click the cells in the table break. The contextual menu appears — see Figure 27.

e  Click Break > Properties
e  The Break Properties dialog box appears.
. In the Break Display Properties section, select the appropriate break display properties you require.
. In the Page Layout section, select the appropriate page layout properties.
e  Click OK.
e  Business Objects applies the properties to the break, as you have specified.
e Set az section ian L.
[ v I Cristina
Garcia, Cristina
Format ¥ laum
Bizabetta
Quick Fiter ..
Turn table ta...
SwvaEp axis -
Break 4 Remave
Bl Sort 4 Properies
, SETETETE
Calculation 4
an, James T.
BHACH Remave 4
Figure 27: Break Shortcut Menu
D. Calculations
i. Insert Standard Calculations

You can insert predefined calculations into Business Objects reports. These predefined calculations allow you to perform standard
business calculations on your data. The available predefined calculations are outlined below.

Calculation Description

Sum Calculates the sum of the numbers in the column.

Count Counts the number of rows within a break.

Average Calculates the average of the numbers in the column.

Min Returns the smallest number in the column.

Max Returns the largest number in the column.

Percentage Displays each row’s data as a percentage of the total. Business Objects adds an additional row to the
table to hold the percentages.

ii. Inserting and Removing Calculations
You add calculations from the toolbar or from the right-click menu to insert predefined calculations into Business Objects reports.

To insert a calculation from the toolbar
e  Select the column to which you wish to add the calculation.
. . . . % Calculstions -

e Click the Calculations button on the toolbar to insert the default calculation (SUM)

e Or

e Click the arrow at the right of the calculation button, and then select the calculation you want from the list of predefined
calculations — see Figure 28.

e  Business Objects adds a footer to the column and places the calculation formula and result in it. (In the case of the
PERCENTAGE calculation Business Objects adds an additional column to the table to hold the results of the calculation.)
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® Calculstions

-

1= sum
“|H Court —

If Ayerage I
<X Min

o M
#x,  Percentage

Figure 28: Calculations Shortcut Menu

To insert a calculation from the menu
e  Select a cell in the column to which you want to add a calculation.
e  Right-click, select Calculation then select the calculation from the sub menu.
e The calculations that you have already added are marked in the menu. To remove a calculation that you added previously,
select it again from the menu.

e See Figure 29 for example of a count inserted on Student Number.

Frog de  |Frogramme D iption Student Mo
OCACE001  Occasional Ats & Cehic 5t O 1 13066
06112773
DE121292
06119913
06112654
DE1Z0120
06112940
06114253
DE112720
06114024

Count; 10
Figure 29: Inserting Count on Student Number

E. Adding, Removing and Formatting Data Displayed

When you create a new document, Business Objects generates a new report with a vertical table and standard formatting. This initial
table includes all of the data in the query behind the document. You can insert more tables onto the same report or onto new reports
within the same document.

i Available Table Types
Business Objects allows you to include four types of tables in your reports.

Vertical Table
Vertical tables display header cells at the top of the table and the corresponding data in columns. By default, the header cells display
the names of the objects included in the table. The body cells display the corresponding values. See Figure 30.

Frogramme Code  |Prograrme Description e |Major Description
BHACS001 Atz ARIN Interim A=

BHAC 001 Atz BAN First A=

BHACS001 Aits EC31 Boonomics Single higjor
BHAC SO0 Pris EM%1 English Single Major

BHAC SO0 Ptz EM1 English 30 Credit hgjor
BHAC 5001 A= HS51 History Single Major

BHAC 5001 A= PC51 P=ychalagy Single higjor
BHACS001 ) PLS1 Philasophy Single higjor
BHAC 5001 Fris Wil GPEP Stage 1 - 40 Credits
BHAC 002 BA(Computer Science) (83353 Computer Science Single haj BA
BHACS00 BA Intemational French FRU1 BA Intemational - French
BHALC SO0 BA Intemational German GRU BA Intemational - German
BHAC 5005 BA Intemational Spanish ELLI1 BA Intemational - Spanish
BHAC 5007 BAhitA Liberal Ats Last Liberal At Single hgjor
oCACsom Oceazional Atz & Celtic 5t CFO1 Erasmus Atz & Celtic Studies

Figure 30: Vertical Table Sample
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Horizontal Table
Horizontal tables display header cells at the left of the table and the corresponding data in rows. By default, the header cells display the
names of the dimensions, details, and measures included in the table. The body cells display the corresponding values. See Figure 31.

BHAC 3001 BHAC 3001

Ptz Ptz

BAaL EC31

First A= Ezonomics Single hjor

Figure 31: Horizontal Table

Crosstab Table

Crosstabs display values for objects across the top axis (columns) and on the left axis (rows). You can include more than two objects in
a crosstab. You are not restricted to one object for the columns and one object for the rows. For example, the left axis (columns) might
split the data by Programme Code and Programme Description as in Figure 32.

1

Figure 32: Crosstab Table

Form

A form displays each row of data in free form format. Forms are useful in your report if you want to display detailed information per
Student or Employee. For example, a form is a useful way of displaying individual student records with information such as the Student
Number, Name, Address, and so on. Forms are also useful for formatting address labels for envelopes. See Figure 33.

BHACS001
Hits

304

BHAC 5002
BA[Computar Science)

1

BHAC 5003
HFrogramme i BA Intemational French
udert Court z

'Flgure 33: Form

ii. Inserting Tables & Free Standing Cells
When you create a new document and run the query the first time to display the results, Business Objects generates a report that
includes all of the results in a vertical table. You can modify how the table is organised, remove or add data, change the table type to
display the results differently or insert other tables. You can also insert free standing cells to display results in a single cell.

To insert a table
e Make sure that the Document Properties pane is displayed to the left of the selected report.
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To display the Document Properties pane, click the Show left pane arrow at the top left of the report.
Select Chart and Table Types from the drop down list. See Figure 34.

The Left panel now displays all the types of tables, charts and free standing cells that you can add to the report.

Select the table type that you want to add to the report in the Left panel and drag the table onto the report.

Right-click the table in the report, select Insert from the menu, then select New column or New row to add rows or columns
to the table.

Select Available Objects from the drop-down list at the top of the left panel.

Drag the object that you want to associate with a column to the column in the report table.

The column is populated with the data from the report object.

Continue dragging objects to table columns until you have associated objects with all columns.

To insert a free standing cell
e Make sure that the Document Properties pane is displayed to the left of the selected report.
e  Todisplay the Document Properties pane, click the Show left pane arrow at the top left of the report.
e  Select Chart and Table Types from the drop down list — see Figure 34 below.

[ Chart and Table Types =

Insert | (7} Turnto
(1]

Thesze elements are avaiiabile to drog into voor
report
=] Report Elemerts to Drag and Drop
[=| Tahle Elements
B Horizontal Table
== vertical Takle
g Crosstab
—B{Farm
=l Chart Element=
[# |3l Bar Charts
[#[#+ Line Charts
[+ Area Charts
@ Fie Charts
$ Radar Charts
=] Cells
(=[] Farmula and Text Cells
[] Blank Cell
[ Crill Fitter=
[] Last Refresh Date
] Document Name
Page Mumber Cells

Figure 34: Chart and Table Types

e The Left panel now displays all the types of tables, charts and free standing cells that you can add to the report.

¢ Open the free standing Cells item in the report template hierarchy to display the types of free standing cell you can add.

e Drag the type of free standing cell you want to add to the report.

. If you choose Blank Cell, the cell remains blank.

. If you choose any other type of cell, the cell is populated based on the type of information that the cell displays. For example,
if you choose Last Refresh Date, the cell contains the formula LastExecutionDate() which populates it with the date the
report was last refreshed.

iii. Transforming Tables to Different Table Types

There are two ways to change the type of format for a table already displayed on a report:
. using ‘Turn To’
e  dragging a different table type onto a table

To modify a table using Turn To
e Right-click inside the table and select Turn table to... from the menu — See Figure 35.
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grammrne [ Prograrme Desc
. ARIN Intenm A=
Set a5 section .
BA First A=
Inzert ¥ ECS1 Economics Single higjor
EME1 English Single higjor
Farmat 4 ? g !
ENI Englizh 20 Credit Major
" Quick Fiter . H551 History Single higjor
Turn takleto PC51 Psychology Single higjor
. PLE1 Philosophy Single higjor
Swyap axiz :
Wil GPEP Stage 1- 40 Credit=
Break ¥ cience) Cssz Computer Science Single higj B
Sort » | French FRL1 BA Intemational - French
Calculstion » German GRIN BA Intemational - German
: Spanizh ELLN BA Intemational - Spanish
{BHAC Remove L 5 Last Liberal Atz Single hgjor
EDC.&CSDN Occasional Ats & Cehtic 5t CFD1 Erasmus Atz & Celtic Studies

Figure 35: Turn To Shortcut Menu

e  The Turn To dialog box appears — See Figure 36 below.

Turn To !
Chart and Available Formats
Table Types
= [ | [ | | ]

sl Bar Charts B B -

2% Line Charts - = | —
&Areathar‘cs Horizortal  “erticsl Tabl Crosstab Fi

@ Pic Charts arizortal ertical Takle rosstal arim

i Tahle
-ﬂ} Radar Chart=
-‘5 tare Infarmation Wertical Table
Vertical takles display header cellz -
=t the top of the table and the -
Ok | | Cancel | | Apaply

Figure 36: Turn To Dialog

Make sure that Tables is selected in the left pane.

Select the type of table to which you want to change the current table in the Available Formats area on the right.
Click OK.

Business Objects changes the table to the type you selected.

To app/y a different table type using drag-and-drop

Make sure that the Document Properties pane is displayed to the left of the selected report.

To display the Document Properties pane, click the Show left pane arrow at the top left of the report.
Select Chart and Table Types from the drop down list at the top of the Left panel.

Select the table type to which you want to change the existing table and drag it over the existing table.
Business Objects changes the table to the type you selected.

iv. Including Tables Headers & Footers
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To show or hide a table header or footer
e Right-click inside the table and select Format from the menu, then select Table.

e  The Format Table dialog box appears — see Figure 37 below.
Format Table %

General | ] ] ]

Mame: |Table 1 |

Display: ¥ Table headers [T Table focters

I~ avoid duplicate row aggregstion ¥ Show table when empty

¥ Showw empty rowes

(2} Mare Information

ou can maodify table format properies here.

)4 | | Cancel | | Apply

Figure 37: Format Table Dialog

e  Select the General tab on the Format Table dialog box.
e Check/uncheck Table headers to display/hide table headers.
e Check/uncheck Table footers to display/hide table footers.

Note: If the table is a crosstab, you have the option to hide either or both of the vertical (left) and horizontal (top) headers. In this case
the options Left header and Top header appear in place of Table headers.

V. Adding & Removing Rows & Columns
After you have created a table you can modify it by changing the rows and columns.

To add a row to a table
e Select a row in the table and right-click.

e  Select Insert from the menu, select New Row, then select Above or Below, depending on whether you want to insert the row
above or below the selected row.

To add a column to a table
e  Select a column in the table and right-click.

e Select Insert from the menu, select New Column, then select Left or Right, depending on whether you want to insert the
column to the left or right of the selected column.

To remove a row from a table
e  Select a cell in the row and right-click.
. Select Remove from the menu, then select Row.

To remove a column from a table
e  Select the column and right-click.
e  Select Remove from the menu, then select Column.

Vi. Moving & Swapping Rows & Columns

To reorganise how information is displayed on tables, you can move or swap the table rows and columns. You can also swap the axes
on crosstabs to gain a different perspective on results.

To move columns in a table
e Right-click in the table, select Format from the menu, and then select Table.
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The Format Table dialog box appears.
e  Select the Pivot tab — see Figure 38.

Format Table %
L

| | Pivot
Available Objects

=l [g] Available Objects = % Column(s)

71 Concentration
= Cortact Type 1 Programme ... 71 Programime: ... 1 ajor Code \:l

7 Course School

7 Course School
7 Course Status

7 Course Status

71 Course Title All

71 Crn

71 First Mame

71 Last Mame

71 Major Code

71 Major Descripti =
=1 hdidjdlls hloma
sl | | s

() More Information

“ou can modify table format properties here.

Ok | | Cancel | | Apply

Figure 38: Format Table — Pivot Tab

Select objects in the Available Objects area, and click >> to add them to the table.
Select objects in the Column(s) area and click << to remove them from the table.
Drag objects in the Column(s) area to set the order of columns in the table.

Click OK.

To move columns in a crosstab
e  Right-click in the crosstab, select Format from the menu, then select Table.
e  The Format Table dialog box appears.
e  Select the Pivot tab — see Figure 39 below.
e  The Pivot tab has sections for the row(s), column(s) and body of the crosstab.
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Format Table |

I | Pivot |

Avgilable Objects

= (@] Available Ohjects & ~ Columnis)
71 Concertration
71 Contact Type
7 Course Schoal
71 Course Zchoal
7 Course Status
7 Course Status

71 Course Title Al
9 cm { Rowz) {* Bocy

First b
:: L;ﬂ NZQZ “VProgramme . 71 G & Studert Co...

71 Major Code

71 Major Descripti
=1 Mirrlla hlamn_ILI
KT : e @ n

“1 Major Code

33

]

(7) Mare Infarmeatian

“ou can modify table format properties here.

| DK | | Cancel | | Apply

Figure 39: Format Table — Pivot Crosstab

. Select objects in the Available Objects area, click Row(s), Column(s) or Body and click >> to add the objects to the rows,
columns or body of the crosstab.

e  Click Row(s), Column(s) or Body and click << to remove objects from the rows, columns or body of the crosstab.

. Drag objects in the Row(s), Column(s) or Body area to set the object order.

e  Click OK.

To swap rows or columns on a crosstab
e  Select the crosstab.
e  Right-click and select Swap axis from the menu.
e Business Objects swaps the rows and columns of the crosstab.

vii. Modifying Data Included in Tables &Cells
e Once you have created a table or free standing cell you can modify the data in it by adding or removing objects, clearing the
data that the table or cell contains, or deleting the table or cell.

To add objects to a table
e Make sure that the Document Properties pane is displayed to the left of the selected report.
To display the Document Properties pane, click the Show left pane arrow at the top left of the report.
Select Available Objects from the drop down list at the top of the Left panel.
Select the object you want to add and drag it over to the table so that a red bar appears where you want to place the object.
Release the object.
Business Objects adds the object to the table — See Figure 40.
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E  Avadsble Cbiects -
Major Descripbion
Remave Ak E S| mHACsD01 ats ARIN Interim fts

el o] eHacson Aty AU First e
BHALCSD01 ALE ECS51 Bednormicd Singhe Wagpsr
BHAL 001 Arts ENSI Englesh Singhe Wagr
BHACSDO1 ats ENwi Enghish 30 Credi Major
BHAC 01 AtE HESI Hirtory Sieghe Maor
BHACS001 fns FCSE Prychalegy Tinge W
BHAL 5001 Arts PLE1 Pralosophy Sireghe Magor
BHACS001 Ats Wl GPEP Sxage 1- 40 Credis
BHACS00Z BA(Compter Scieee)  ©552 Computier Science Singhe i
BHALC D0 B I amumisnal Frafeh FRU1 BA tarmaicnal - Frefeh
BHAL 5004 Bk Irdematisnal Gerrran GRU1 B Intermamtional « CTTGN
BHALS005 B Intemational Spanish  ELUN A Intemational - Spanish

1 Sedlion Mesting Begin Time BHAL $007 BAs Liberal et Lag1 Uviral Arte Sight Msjor

7 Sedlion Mesting Buiding Code OCACH0 Occasional Aeis & Cakic @ CFOI Erasrmz A 8 Coltic Suden

71 Section Mesting Day

Figure 40: Add Objects

To clear table or cell contents
e  Select the cell or column within a table.
e  Display the Formula bar by selecting View from the menu, then selecting Toolbars, then Formula.
e Delete the cell formula in the Formula bar.
e  Business Objects removes the data from the cell(s).

viii. Removing Tables & Cells

To remove a table
e  Select the table.
e  Right-click and select Remove from the menu, then select Table.

To remove a cell
e  Select the cell.
e  Right-click and select Remove Cell from the menu.
e Note: You can only remove free standing cells. You cannot remove single cells from a table.
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F. Drilling
Drill mode lets you break down data and view it from different angles and at different levels of detail. The structure used for this
purpose is known as a hierarchy.

i. Hierarchies
A hierarchy is a group of objects that have been placed in a specific order from highest level of detail to lowest.

Example of hierarchy relating to student reports:
Term Year

Level Description

Programme Description

Stage

Major Description

Student No

Drilling allows you to view data at a high level (Term Year in example above), then drill down, using the hierarchical structure
to the lower levels (Student No in the example above), rather than displaying all levels of data at once in a large report that is
difficult to interpret.

A measure object, such as Student Count, would be aggregated according to the level of data being displayed.

ii. Activating Drill Mode
{

Click the Drill button : on the top right of the Standard Tool bar to activate Drill mode.
[} e

The open report tab is now in Drill mode

Drillable objects are underlined in tables and graphs and may have a bent arrow beside them. See Figures 41 and 42.

wr 10153 1779 12,388,
0 122 125 270}
os0 1773 s 2759,
1347 167 1514
609}

Sum: 2,563 12,518 2,459 1?,540;

Figure 41 — Drillable Objects

2007

2,563

24589

Registration Status

O Expected B InFProgress 0O Complete
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Figure 42 — Drillable Graph
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iii. Drilling Down
Drillable objects are now underlined to indicate they have become hyperlinks. When you place your cursor over one of these
links, a yellow message window will appear telling you what the next level down in the hierarchy is. See Figure 43.

lExpected to Register
I 453
mm _giw i !_m s Descrip : E E

Figure 43 — Drilling Down

Click on the hyperlink to drill down to the next level. See Figure 44.

Expected to Register Registration In Progress E

BHACSD002 BA (Computer Science) I 1 7
X
1 2
BHACSD005 BA International Spanish I 1 18
BHACS008 BA Evening (Old Regs) I 51 125

23

[==]
=
=
(o}
1%}
1=
I=]
[r=1
=
=
i
n
[

Figure 44 — Drilled Down

A Drill Toolbar has appeared on screen below the existing Toolbars. See Figure 45. This shows the current level of detail.

'r-l Analysiz context: | 2007 A ||Llndergraduate A

Figure 45 — Drill Toolbar

If you cannot see the Drill Toolbar, you need to turn it on in the View | Toolbars menu. See Figure 46.

_ﬂ Documert = View | = | Insert - | E Save | % Fircl | £} Undo

@ Page mode F U | |
2 Remove - | 7 Draft mode 1 | :E Break | 2 Caloulation:
& (% PDF made
|
|7 Left panel
(4 User Promgt | Tl Analysiz cortest: | 2007
it |7 Status Bar L i I:
T o d =
o] Advance | Toolbars k|| ¥  Formatting ‘
T."JE'{’!?‘,' arg na.pm Preferences v Report
queties i this g
¥ Formula
¥ Dl I

Remaove All Toolbars

Figure 46 — View Drill Toolbars
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You can choose other object values at the same level of detail without having to return to the main table, by selecting from the
dropdown list on the Drill Toolbar. See Figures 47 and 48.

i"‘, Anatysts conbet: | 2007 w | Unclergracueste =
| i

Undergracduabe

S1S109 - Student Registration Progre Il

iTcrt Sumenary of Regisiration Progress, This tab is useful for driling fro
uriderinad felds 1o see & turther braakdown.

I?igrjre 47 - Drill Dr-obdawn ‘Li-s‘t -

), snalysis contest: | 2007 v || U certificates & UG diplomas v

S1S109 - Student Registration Progress - All Levels

Text Summary of Registration Progress. This tab iz useful for drilling from summaty data down to a paricular student Drillable - tur
underlined fields to see 5 further hreakdown.

3. Summary of Registration Activity and Credits Status - Drillable

Total Student Cohort: 270 03/092007 1718

2007 - UG centificates & UG diplomas

Expectedto Register __Registration n Progress_Full Modua
1

DPBUSO001 Dip Foundations of Business T 17

z

|
Figure 48 — Drilled Across

If you click on another hyperlink, the Drill Toolbar shows the additional level of data that has been drilled. See Figure 49

‘ €4, Analysis context: | 2007 v || UG certicates & UG diplomas || DPLSC001 Dip SH |

S1S109 - Student Registration Progress - All Levels

Text Summary of Registration Progress. This tab is useful for driling from summary data down to a particular student Drillable - turn on driling in the top right corner (magnifying
underlined fields to see a further breakdown.

5. Summary of Registration Activity and Credits Status - Drillable

Total Student Cohort: 101 03/09/2007 17:18
2007 - UG certificates & UG diplomas - DPLSC001 Dip SHNW

Expected to Register Registration In Progress [Full Module Registration sum:

1 1 32 65 101
Sum: 1 32 68 101

=3

Figure 49 — Drill Toolbar Display

Page 36 of 39 MIS019.001.2 - BusinessObjects XI - Interactive User Manual



Management Services

UCD InfoView - Interactive User Manual

iv. Drilling Up
To return to the highest level of data you will have to Drill Up through the hierarchy.

Click on the Backup arrow that has appeared in the column header for the objects that have been drilled. A yellow
label will appear telling you the next level up in the hierarchy. See Figure 50.

Total Stuwdent Cohort: 199 04092007 0905
%ﬁﬂ? - UG centificates & UG diplomas - DPLSC0O01 Dip SHAWW

picted to Register !Rlﬁl-ﬂltlm In Progress

3 n
2 B[0rill Up to Programme and Desarigtion) =
7

Sum: 58

Figure 50 — Drilling Up

Clicking on the arrow will bring you back up to the next level in the hierarchy. See Figure 51.

Total Student Cohort: 42 04092007 09:05

Expected to Register

TLSCO005 Cert Safety & Health at Work I 4

PACSD001 Dioploma Ghaeilge Fheidhmeach 26

I
DPBUS001 Dip Foundations of Business I

DPLSCO001 Dip SHAWW I 71

PLSCO004 Dip SHWW erford I 14
3
Sum: 118

Figure 51 — Drilled Up
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V. Drilling on a Chart (Graph)
You can drill on Charts as well as on tables, if this was set up when the report was created. See Figures 52 and 53.

Registration Progress
O Expected W InProgress @ Complete

Figure 52 — Drilling Down (Graph)

2007
Underaraduate

Registration Progress
O Expected W InProgress 0 Complete

2007

UG certificates & UG diplomas 1y

103 04/09/2007 14:01

195

Registration Progress

O Expected W InProgress O Complete

Figure 53 — Drilled Down (Graph)
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vi. Drill Information
Generally, when a report is created it will have a Drill Filter cell added to the drillable tabs. The contents of this cell will change
as you drill up and down on the report tab to display the current drill information. See Figures 54 and 55.

Expected to Register E

BHACS001 Aris 108

HACS002 BA (Computer Science)

BHACS003 BA International French
Figure 54 — Drill Filters Display

2007 - Undergraduate - BHACS001 Arts

Expected to Register a

=)
15

2
Sum: 108

Figure 55 — Drill Filters Display
vii. Saving a View with a Snapshot
This feature copies the current state of a drill report tab and displays it as a new report tab in the current document. Taking a

snapshot of the drill report tab you are working on lets you keep track of the various stages of your analysis while you are
displaying data at different levels of detail in drill mode.

To take snapshots of a drill report tab:

(
. o] . . . s &
Click the Snapshot button on the top right of the Report Toolbar (beside the drill button)
You may take as many snapshots as you like of different levels of details in your report.

Remember, you can save a copy of your report (complete with drill snapshots) to your personal folder (Favourites). You
cannot save a copy in any of the Public Folders.
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