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Welcome

The Columbia College WebFOCUS Portal - a flexible, robust and user-friendly reporting so-
lution that keeps data at your finger tips.

The reports accessible through the WebFOCUS Portal replace select statements and para-
graphs that you are used to running from XHAL (colon prompt) in Colleague. With the up-
grade to R18, XHAL (colon prompt) will not be available so we are embracing the new re-
porting methods. The new tools expand the reporting capabilities and offer more sophisti-
cated designs to meet your needs. Many reports can be delivered in a variety of formats,
including Excel, HTML, and PDF. The possibilities are endless - you can have tabular re-
ports, visualize your data with colorful graphs and charts and drill down from summaries
to details.

This is an exciting opportunity for Columbia College to bring its reporting practices to the
next level. However we ask you to be patient as it will take time to accommodate all re-
porting needs. It will be a process of continuous improvement and we look forward to
working with you.

WebFOCUS Help

For help with basic understanding and browser set up, please refer to this manual or use
the WebFOCUS Online Training Module. For additional browser setup questions, contact
CCHelpdesk@ccis.edu.

Please submit all WebFOCUS questions, issues, or requests for new reports to WFReport-
Request@ccis.edu.

If the question or request is related to an existing report, please include the name of the
report and the Domain location of the report.

Example: The report Active report example for training video, is located under the Public
domain, in the Demo Reports subfolder of Standard Reports.

= (& Public Domain &
* |/ Standard Reports I
w L Demo Reports ‘é-_
@ Active report example for training video
ﬁ CC Graduation Announcements by Location

@ Culminating Course Sections List



What is WebFOCUS?

WebFOCUS is a Web-ready enterprise reporting system that takes advantage of wide distribution capabil-
ities of the corporate intranet, to deliver easy access to the information that users need.

What is WebFOCUS Portal?

A portal is a web interface that gives you a “point of entry” to information. Some examples of portals you
may be using are;

e Columbia College CougarTrack

e Amazon.com

e Online Banking

e State and Federal Government (.gov)

The WebFOCUS Portal allows you the ability to;
e Run reports
e Conduct advanced searches within domains
e Personalize the content displayed in a Dashboard view

Using the WebFOCUS Portal

Opening the Portal

The portal is a web based application you will access through Internet Explorer 7.0 or higher. It is highly
recommended that you use Internet Explorer 9 when running reports with WebFOCUS portal. If you do
not have access to run Internet Explorer 9, please contact the Helpdesk.

1. Open Internet Explorer.

First time access - Add link to your favorites
e Click Favorites >Add to Favorites. Windows will display the Add Favor-
ite dialog box.
e The Name box will display WebFOCUS BI Portal. If you prefer, you may
type a different name to identify the Web-
FOCUS Portal in your Favorites list. 2 WebFOCUS Business Intelligence Dashboard - Microsoft Internet Explorer
e Click OK. The link will now be saved in PPl et vien Rl Tods Heb
your Favorites list. Qo - (AR S
e In the future you will need to click Favor- L
ites > WebFOCUS to access the link.

Go to the link https://webfocus.ccis.edu. You will be at the WebFOCUS Login page.

At the WebFOCUS Sign In box enter your CougarTrack username. .

At the Password box enter your CougarTrack password. WebFOCUS Sign In
Click Sign in. The Columbia College Portal will be

displayed. User Name:

Password:

| |
|
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https://ccwf01.ccis.edu/ibi_apps/bid-login

WebFOCUS Portal

Portal layout

After logging into WebFOCUS Portal you arrive at the Portal Welcome page. The Portal contains the fol-
lowing two areas: Menu bar and Resource Tree.

McCollum, Stefanie S.  Enable Accessibiity Took Help  Sign Out
POWERED BY
WebFOCV Leowsassor__

Jol Resources
O Filter
~ [ Content
» |..) AHE Division
» [..) Data Warehouse Reports
» [ Financial Aid
» [ Public Domain
» ) Student Records
» ETechnoIogy Services
» L. Favorites
14 Eﬂ Recent Items
» Portals

Menu Bar

Located in the upper-right section of the screen, you may enable accessibility if needed. The options un-
der Tools are not being utilized at this time. The last option on the Menu Bar is Sign Out. Be sure to
Sign Out when you are finished working in WebFOCUS.

Resource Tree
Located on the left side of the page, contains WebFOCUS Resources, such as Content and Favorites.

Resource Tree

The following image shows an example of a Domain Tree displaying multiple domains, subfolders, and
reports all of which can be found under Content on the Resource Tab.

; Resources
X Filter
il E Content
» [.) AHE Division
» ﬁ Data Warehouse Reports .
» [ Financial Aid Domains
- ﬁ Public Domain

« |5 Standard Reports Subfolders
- b Demo Reports

@ Active report example for training video
. @ CC Graduation Announcements by Location Reports
Domain
@ Culminating Course Sections List
Tree
» E Patch Testing Reports
» [ Reports

» [ User Manual

» [] Welcome Page
» ﬁ Reporting Objects
» ﬁ My Content
» ﬁ Library Content
r E Other Files
» [] scheduled Reports

@ help

—  » [l Student Records




Domain: A domain is a high-level grouping of reports. Specifically, reports are grouped by department
then broken into subfolders.

Domain Tree: A domain tree is a structure housing domains that you are authorized to view. When the
contents of a domain tree change the contents are automatically updated.

welcorme! 4

Navigating the Content Node:

omains
To select a specific domain in WebFOCUS; / Be

1. Click the Content node.
2. To expand the Domain tree, click the plus sign next to a Domain.
3. Continue clicking the plus signs to expand each tree and locate the report you are looking for.

. w | ) Demo Reports
Fa VOori teS I Active repor® S
Favorites allow you to bookmark reports you'd like easier access to. To e Graduay P View 1
designate an item as a Favorite, right-click the report, and on the context menu that 8 Culmnating |77

. b [ Patch Testing Ry =
opens, select Add to Favorites. » [l Reports

Properties

You can clear all items in your Favorite Reports list by right-clicking Favorites and selecting Clear Favor-
ites. To remove an individual item, right-click the item in your Favorite Reports list and select Remove.

Recent Items

The Recent Items node lists the items that you have recently accessed. Click Refresh if the window was
open while you were accessing reports in WebFOCUS. This will update the list so you most recently
viewed reports are visible. Click Clear Recent Items to clear your history. This will not actually delete
any reports.

Running reports from Portal

e Selecting parameterized reports options
e Selecting output format
e Saving Excel files to a network folder

Opening Reports

When you locate the subfolder with your reports in the Domain tree, click on the report name to launch
it. The report will open in a separate window. The Report window contains information about the re-
port, such as purpose. Special notes are listed to provide extra information about a report.

XSCAN Savedlists Report €—— Name of Report

Purpose: This report will generate a savedlist of course section IDs that is used by Datatel's XSCAN process screen. Running
this report overwrites the pervious savedlist. Run ¥SCAN after running this repart. You will be prompted for a term and
location.

Report
Information Criteria:
Any course in the given term at the given location excepting internships, directed studies, courses of ane, ROTC, study
abroad, and rather a lot of athers.

Term Location Report Parameters

11711 B
11/51 =
1M1
11/M51

11/01 CA5

13 CA3

11/M31 CAB

11/M32 CcpP2

1112 DE

11/32 EV

11/52 FL1

1Mz FL3

11/M52 - FL4 Z

3 Run Report



Report Parameters

Each report has a unique set of parameters to select prior to running the report. Parameters define the

scope of the report. Parameters may be in a variety of different formats, such as drop down menus or
text boxes where you enter appropriate data.

Selecting multiple parameters

e There may be times when you need to select multiple parameters for a

report. If you would like to select contiguous parameters click the first
item, hold down the SHIFT key and click the last item you would like to
select. All items between the two items are selected.

To select multiple items that are not contiguous, click each item while
holding down the CTRL key.

Report Output Format

When viewing a report on the Content Node, a visiual indicator of the report output format displays. Re-
port output formats may be Excel, HTML, PDF, PowerPoint.

_, Resources
X Filter

+ & content

¥ [ AHE Division
» |_|Data Warehouse Reports
¥ | Finandal Aid
=+ |} Public Domain

w | Standard Reports

+ |\ Demo Reports
@ Active report example for training video
— @CC Graduation Announcements by Location

@ Culminating Course Sections List

Outputting a report to Excel allows you to manipulate data. Whereas, outputting a report to either HTML

or PDF allows you to simply view report data. Additionally, some reports may be delivered in comma de-
limited text file formats (.csv). Below are some example output types:

x Microsoft® Office Excel Worksheet.

Adobe® Acrobat PDF file.

Report procedure.

HTML file.

B

LE

JPG image file.




Running a Report
After selecting your report parameters and report output format (if needed) it is time to run the report.
Running a report is the process of pulling data according to the parameters you set and compiling the

data into the selected report format.

At the bottom of the Report Window click the Run Report button.

Huanmn—E o |*—RD$::I Report Parameiers

Some reports are unique and will not have a Run Report button as shown above. Instead, the report
may be run by clicking a push button. For example: | Run VA Incomplete Grades Report

NOTE: Please be patient after clicking the Run Report button. Depending
on the report, it may take a few minutes to compile the report data. You
may only run one report at a time.

Running a report to an Excel output format prompts you to download the file. You have the option of
Open the report within a second browser window or Save the report to a location on your hard drive,
network drive, or portable device. When you Save a report, be sure to rename the File. All reports, by
default, are named “WFServlet”. PDF and HTML output formats will automatically open.

Save As @ @

Gave in; @ Desklap _v Y F £ G-

%y My Recent Documents

E = Desktop
- L) My Documents

Eﬂy Recent o My Computer Pull down the Save
neliments A 3% Floppy [4:) in menu and select

‘ 7‘7} ‘ % Local Disk [C) the location

L4, DVD-RW Diive (D]

x

smccallum on 'cone

Desktop -
% chare on 'conetfiles’ W
2 datatel on 'conetfiles' (4]
r z home on 'conetfiles' Y]
-'/ z departments on 'conetfiles' [£:]
My Documents g8, My Sharing Faolders

&) My Metwark Places
|2 downloads

o
’_1;~g Rename the report
My Computer NOTE: By default every report
L - is named "WFServiet” |
‘1_? File name: ['WFServlet - . V

- a5

by Network, Save as type: iMicrosoft Excel Wworksheet v |

NOTE: Opening a report in Excel format will not provide full excel functions for data
manipulation. To utilize Excel tools to the fullest, save the report and then open in Excel.



Workinq With Excel Example Excel Wworlhboolk
When opening reports in Excel, please note that multiple

I|< ' lWFZ?ﬁ—l Culminating Sections  / Enrolled Students /£

worksheets may contain report information. Worksheets are
located at the bottom of the Excel Workbook.

Worksheet 1 wWorksheest 2 worksheet 3
If many worksheets are present, click the arrows to scroll through
all worksheets.

WebFOCUS Menu Bar

The banner, located in the upper right corner of the screen, provides a way to easily navigate the
WebFOCUS Portal.

McCollum, Stefanie S, Enable Accessibilty Took Help  Sign Out

| FOWERED BY

Sign Out
Use this button to logoff WebFOCUS when you are finished. You should sign out of the application when-
ever it is not in use.

Tools
Opens report Library. Report Library is a repository of the reports that were distributed using Repot Cast-
er, the WebFOCUS report delivery engine. The Report Library is an advanced function of reporting.

e Deferred Status: View the status of any reports which have been run in deferred status. Must
be coordinated with Systems Analyst.
e Stop Requests: Perform specific searches of the domains available to you.



Required browser settings

There are three changes you must make to your browser settings before using WebFOCUS on a non Co-
lumbia College computer. This will ensure the best performance. All settings are applied automatically
for Columbia College computers. When using IE 7.0 or above you may need to display the Menu bar.

If your Menu bar isn't visible, click on the “* Tools drop-down arrow (near the upper-right-hand corner of
the browser) and select Menu bar. A check mark next to an item indicates that the menus are turned on.

Set Columbia College as a Trusted Site

You must add Columbia College as a trusted site in Internet |Gensral| sty [Privacy | Content | Connections | Programs | Advanced
Explorer for reports to pull valid and accurate data. Not ana e s
. . . elech a 20ne Lo view Or Change security settings,
adding Columbia College as a trusted site may cause report - S "", =
data to be inaccurate. @ 4 ®
et Trusted sites  Restricted

sites

1. Open Internet Explorer. Trusted sites
2. Click Tools - Internet Options. # This zone contsins websites that you
3. Click the Security tab. o o damage your computet o g
4. Click Trusted Sites.
5. Click the Sites button to open the Trusted Sites dialog box. o
6. Uncheck Require server verification (https://) for all sites
in this zone. & ou can add and remove websites From this zone, All websites in
7. In the Trusted Sites dia|og box type: * ccis.edu -*,»" this zone will use the zone's security settings,
8. Click Add.
9. Under Websites you should now see *.ccis.edu Add this website to the zone; |
as a trusted site. | *cci-edd _ ';

‘Websites:

Enable automatic prompting for Downloads
Internet Explorer may block downloads from au-

to m atlca | Iy d own Ioa d | ng . [Jrequire server verification (https:) Far all sites in this zone
{Uncheck "Require server verification....}

1. Open Internet Explorer —

2. Click Tools - Internet Options.

3. Click the Security tab.

4. Click the Custom Level button.

5. Scroll to the Downloads Section. Under Automatic

prompting for file downloads, select Enable.

Internet Options @El

General | Security | Privacy | Content | Connections | Programs | Advanced .
Advanced browser settings
: Enable Install On Demand (Intermst Explorer) ~
v Eﬂable\ns.lal\.ﬂn Dremand [Cither] )
T Ene e o b syrehrnzedcn o schedue 1. Click Tools > Internet Options. Windows will open the Internet
|| Enable Personalized Favorites b i i
z E::bl: thzjj)r;?trzrnv;:?I;jtsensT:l:'s [requires restart] Optlons dlalog bOX'
v Emable F\;isua\ styles on b.luttuns and czntr?s im.walbapagas[ 2 C||Ck the Adva nced Tab
orce orizcreen compositing even under | erminal Jerver [requ - . . .
] st <— 3. Scroll through the Settings list and in the Browser section select
HE TP ot mesagee. the check box next to Reuse windows for launching shortcuts.
Shew friendly URL: H
z Shzx Eri‘:mbu{tun imSAddless bar 4 CIICk OK
Underline links
Gl Always
() Hewer v
< »
[ Ok ] [ Cancel ] [ Apply l




Temporary Internet File Settings
Setup your browser to check for newer version of stored pages with every visit to the page.
1. Click Tools - Internet Options. Windows will open the In-

ternet Options dialog box. Settings
2. In the Temporary Internet files section click Settings. Check for newer versions of stored pages:
3. Select the option Every visit to the page. & K 5 Every visit to the page
4. C“Ck OK OEvery kime: you start Internet Explorer
5. At the Internet Options dialog box click OK. O Automatically
ONever

Desktop Resolution Settings

Verify your Desktop Resolution is set to Normal so you may view reports correctly.
Right click on your Window's Desktop.

Click Properties

Click the Settings Tab

Click the Advanced button.

Change the DPI setting to Normal size (96 DPI).

Click OK.

Click OK to close the Display Properties.

SouhwhE=

Recommended browser settings

Set browser text size to medium

This is the default setting in Internet Explorer. If you are having problems viewing the reports in the Por-
tal you can check to be sure this option is selected.
1. Click View > Text Size > Medium.



