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1. Introduction to Business Objects

Business Obijects 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:

. 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 XI:

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 XI
- 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.

. Search for reports by title or type.

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

. 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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EecBm& X
@ FaHome Personalize Info'iew novw

[ My Folders o - -

[C3 Public Folders BUSI“QSSOblectS Go to Info'view Inbox

Release 2

Go to Performance Management

BusinessObjects InfoView collects and presents business intelligence information
and provides:

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

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

Discussions

[ [T T[S e mtemet 4

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:

. Filtering

. 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.

e Xl General Documentation — Quick Guide
. Xl 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 Xl

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

iii. Click on the Web Intelligence Document Tab

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 [me: testso
& - | O Mew ~ & L% send - My Infoview | Searchtile - | (5] 5 @

Figure 2: Header Panel

Preferences
Web Intelligence Document

Select aview format:
 HTML
¥ |rteractive

" Portable Document Format {AdoheReader required)

Figure 3: Interactive Options

6. Interactive Toolbars

Most Interactive functions are available to users via a right-mouse click or via a standard XI 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 | «| View |« Insert » | @8 Find | @) Undo % Redo |

Arial |__| Page mode B r U | = =|=|
X Remove - | [ Draft mace F| | =2 Bresk | = Calculstion
= [ POF mode
$i A v X
|7 Left panel
[ User Prompt | -
it I7 Status Bar
A o | =
@ Vance Toolbars k([ +  Formatting
Enter Term Code(s): v Report
|2':":'E':":' v+ Formula
Remove All Toolbars
Enter Module ID: -

Figure 4: Activating Toolbars
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: =101 x|
2| Document ~ Yiew - Insert - | 33 Find | ©) Undo (&~ Redo | Zoom v | M M | ¥3 Refresh Data
Arisl -8 L@z U E=EEL-A-OM - ZL-

X Remove - | o Fiter | Sort 2] | | =E Bresk | = Calculstions ~ | ¥ nsert - | B Duplicate ~ | A Alerters

& A v XK [Studert ho |
Figure 5: Xl 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.
{" Fiter Apply Filter Apply a filter to an object within the existing table.
Sort |Al Zl Sort Ascending Sort the data values in ascending or descending order. To see the sort priorities,
a¥ A or Descending right-click the table (not the cell) and select Sort | Properties from the pop-up menu.
:E Break Insert Break Insert a break to an object within the existing table.
. Calculstions - Calculations Insert a sum, count, average, minimum, maximum, percentage to a table or crosstab.
m; [ 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 XI 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.

JJ Du:u:ument|v| Wigwy = Insert -

Close

Save as

Save to my computer az k

Properties

Figure 7: Document Toolbar
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Document Properties %
Hame 515101 - Student List by Module
Authar smulkeen
Dezcrigtion Repoart lists students registe lle:
Meynards module
Last refresh date 27 June 2007 16:45:05
Duration of the previous Refresh 10
Locale en_|E
“ersion 1157723
Previous wersion 11500
¥ Enhanced viewing mode [T Permanent regional formatting

¥ Retresh on open
[~ Use query drill

(7)) More Information

Y'ou can optimize how reports appear on your caomputer screen by selecting Enhanced
viewving mode. You can reguest Web Intelligence 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

[+ | | Document Summary

QF Document Summary T

= Data Summaty

Chart and Takle Types
Available Chiects

Document Structure and Fiters
Marvigation Map

Us=er Prompt Input

C o O O O 38

Find

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 -
=5 Print
=l General
Document name: SI1S1M - Student List by Module
Cregtor: smulkeen
Last modified by testzo
Description: Report lizts students registered to the selected module
Keywwaords: mocdule
Dacument locale: en_IE
Cregtion date: 2 March 2007 16:22:18
Last refresh date: 27 June 2007 17:11:01

=l Document Properties

Enkanced viewing made: on
Refrezh on open: on
Permanernt regional formstting: Off
Usze guery drill: Off
Always merge dimensions: Ooff
=l Prompts
{" Erter Term Coders); 200600
i Enter Mocule I0: EHG 10010
i Enter Crnor % for all Yo

i Erter valuels) for Module Registration Status: RE

Figure 10: Document Summary

Page 9 of 39 MIS019.001.1 - BusinessObjects Xl - Interactive User Manual.doc



Management Services

Business Objects XI - 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 -

=3 Print

= Data source -
= Query 3
Universe; Stoodles_USIS Core Data %1.0
Last execution time: =
Mb of rowes: 418

=l Dbjects
= Query 3
71 Concertration Code 1 Thiz field identifies the major code referenced in the Catalog,
Clasz Sched., Recruit., Admissions, Gen. Student, Registr .,
and Acad. Hist. Modules, Reqd, value: 00 - Maj more...
71 Cortact Type Contact Type (SSBZECT SEBSECT_SCHD_CODE)

71 Course SchoalDepartment Code This field identifies the department code referenced in the
Catalog, Recruiting, Admissionsz, and Acad. Hist. Modules and
by SOAADMS and SOAADMM, Reqd walue: 0000 - Dep
mare...

7 Course SchoolDepartment Desc The description of Course Department Code e.g. 0077 -
welzh, STYDEPT_DESC

71 Course Status Code Thiz field identifies the course registration status code
referenced in the Registration Module. Regd. value: RE -
Registered. The Course registration code ak.a. RSTS (e
mare...

1 Course Status Description Description of Rsts Code, specifies the course registration
status azsociated with the code e.g. RE - Registered |
STWRSTS_DESC

1 Course Title A1 Terms Title of the course for each max effective term. e.q.Marketing.
SCBCRSE_TITLE

1 Cen The Crn for & Course e.q. 625 - Zool3005. SSBSECT_CRM

~1 First Mame The person's first name e.q. Jog SPRIDEM_FIRST _MAME

71 Last Mame The person's last name e, Bloggs. SPRIDEM_LAST _hAME

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

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

71 Major Description Thiz field specifies the major area of study associated with
the major code i.ethe major a student is studying e.g.2
BAgrSc STWMAJR_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.

[ chart and Takle Types -

[}y In=ert a|,| Turn to

These elements are guaiiable to drop Into vour report

= Repott Elements to Drag and Drop
[=I Tahkle Elemernts
B Horizartal Takle
=== “Yertical Table
g Crosstab
S Form

[=I Chart Elemernts
#|lsl Bar Chart=

[#[xx Line Charts

[ Area Charts

i Pie Charts

[#4}" Radar Charts

=T Cells

=[] Farmuls snd Text Cells
[] Blank Cell
[ Crill Fitters
[] Last Refresh Date
[] Document 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.

(4 Available Objects -

Remowve Add Eclit

(= [ Available Ohjects
1 Concentration Code 1
1 Contact Type
71 Courze SchoalDepartment Cade
71 Courze SchoalDepartment Desc
71 Courze Status Code
71 Courze Status Descrigtion
71 Coursze Title All Terms
1 Crn
1 First Mame
1 Last Mame
71 Major Code
71 Major Description
1 nliddle Marme
1 hichile Phone Mumber
1 Module Type
1 Mame (last, first, mid. init )
1 Permanent Phone Mumber
1 Pers E-mail Address
71 Pers E-mail Cade
1 Programme Coade
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.

[ Document Structure and Fiters -

2 Remove | f Fitter ﬁ_"‘_ Format

= _}j SIS0 - Student List by Module

Diata Protection
= 2] 1. Module Classlist

[H] Page Header

[=|E| Page Bocky

[ Cell: 1. Module Classlist
=] 5 | Section Section Term Code
[] Section Cell: Section Term Code
= 5| Section Module ID and Title
[ Section Cell: Module ID and Title
=7 Wertical Table: Block?

Section Gradable Ind Equal to v

' Anp Prograrmime Description In List
Occasional Arts & Celtic St

[F] Page Footer
2. Module Classlist w Email
3. Component Classlist
4. Module Classlist w CRN
5. Maodule Clazslist v CRM_Email
B Module Classlist w Tel Mo

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.

[ Mavigation Map o

= 3| SIS101 - Student List by Module
Diata Protection
=1 [Z] 1. Module Classlist
=/ @ 200600

2. Madule Classlist w Email

3. Component Classlist

4. Module Classlist w CRN

3. Module Classlist w CRM_Email
6. Module Clazslist w Tel Mo

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 Promgt Input =

@ Acdvanced ﬁ Run

Enter Term Code(s):

200800 |

Enter Module 1D:
[EnG 10010 |

Enter Crnv or % for all

[ |

Enter value(s} for Module Registration Status:
FE |

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.
= Fing -
Findk:
|Type your text here. | | Fird Mext
Options

[T Match whole word
[T Match caze
Direction = Up % Down

Figure 17: Find

8. Interactive Functionality Explained
This section explains how you can use the Interactive functionality of Xl 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 toolbar [ Fiter
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.

or right-click and click Quick Filter on the menu — see Figure 18.
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me Code |Description

BHA Set as section ,a-.
BHA A
BHA In=sert 4 "
BHA Foarmat [ BNTA
BHA “F  Cwick Fitter .. i
BHA Turn takle ta... &
BHA . L
Swvap axis
BHA L
Break 3
BHA &
Sort »
BHA =
Pty Calculation 4 F
alad. Remove FIF

Figure 18: Quick Filter Menu

Quick Filter =/

1 Programme Code In List LI

BHACZ002
BHACSO03 BHACSO0

QCACSOm

() Wore Informeation

BHACZ001

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
. 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.
. Edit the filter as required.

iv. To Remove a Report Filter
. 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.

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.

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
Al Z

Report toolbar. sort lg P‘l

. 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.

. Business Objects applies the ascending or descending order to the results on the table or section, as you specified.

Full Hame Programme Perm Tel

el Set o rt= 050-4 3230
der, assedlen - hs 01-520593
iz Insert b s 01-287206
; it 091-TI656
Sl Farmat v [

w1 s 01-253306
i, Ja| o Guick Fiter .. = 01-282337
1, G Turn takle to... te 052-3a320
_ian = . rts 041-95281
At AR RS it 01-284015
ini, Break b ois 01-464071
Per Sart » Pome ]
iz Calculatian L4 E Azcending 1
BCr

z ’

Cali Remove b Al Dezcending 5
¢, Conar 4 g}ﬂ Custom sort... !
4, David A ]
iy r Remave Sorts o
weska, Marta A I Properties ]

Figure 20: Quick Sort Menu
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iii. To Apply a Custom Sort
. 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 %

Reorder walues in the list:

BA (Computer Science) E
BA International French E
BA International German

BA International Spanish

BAMA Liberal Arts

BComm International

Commerce

| |Engineering

| |Law

D |Ococasional Atz & Celtic St

Soience

Social Science

Weterinary Medicine

I Dielete Custom Sort

Pl 7} More Information

Edit custom sort here.

| ok || cencel || Apply

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
. Click Delete Custom Sort. You can also delete a custom sort by using the following procedure:

. 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 =ort= applied to the table:

a..z Mame JE

A1 Name (last, first, mid. init.)

Remove || Custom sart...

(2) Infa

Sort information zone

| Ol | | Cancel | | Aaply

Figure 22: Sort Properties

C. Breaks

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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Frog o ion

OCACE001 | Occasional A= & Celtic 5t 06112624
OCACS001 Occasional A= & Ceftic St OE112773
OCACE001 | Occasional As & Ceftic 5t 06113729
OCACE001 | Occasional A= & Celtic 5t 06113940
OCACS001 Occasional A= & Ceftic St 06113966
OCACS001  Occasional Az & Ceftic 5t 06114024
OCACE00 | Occasional Aris & Celtic 5t 06114253
OCACS001  Occasional Az & Ceftic St 06119913
OCACS001 Occasional Atz & Ceftic St 06120130
OCACE001 | Occasional As & Ceftic 5t 0121292
BHACE00Y B Liberal A= OE3P0071
BHACS007  BAhAS Liberal A= Of383874
BHACE00Y  BAWAS Liberal Aits Of420404
BHACE00Y B Liberal A= OfGe2162
BHACS007  BAhAS Liberal A= O6TO0S889
BHACEDDS  BA Intemational Spanish OE2173T2
BHACE004  BA Intemational German Ofd43150
BHACS002  BA Intemational French 06047294
BHACS003  BA Intemational French 0051693
BHACE00Z  BAC(Computer Science) 05335302
BHACS00  As 01149539
BHACS00M  Ats 03386066
BHACEOM  As 037aviI?
BHACE0M  As 0135873
BHACS00M  Ats 04337085
BHACEOM  As OeF3TEI06
BHACE0M  As 05126070
BHACS00M  Ats 05126134
BHACS001  Ats 06126142

Figure 23: Student Information — No Breaks

Studert No
QCACS001  Occasional Az & Celtic 5t 06113966
06112773
06131292
06119913
DE112624
DE120130
DE112940
DE114253
061137249
Dfi114024
0
BHACSO07  BA® Liberal Arts DAZE3874
DE420494
DBGSZ162
DEY03EEY
DEZ70071
5
BHACSO0S  BA Intemational Spanish DB21737E
1
BHALCS004  BA Intemational German O6443150
1
BHACS003  BA Intemational Franch DB0A 1693
OF047394
b
BHACS002  BA(Computer Science) 05335302
1
BHACSO01 A= Of3AZ4E3
OR361935
o6G11117
DEGa104e
DEYE15942
DEE01129
DEZ20425
DA321286
DBG20470

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.

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
. Click the table cell containing the results you want to group together, and then click the Break button on the Report toolbar
=Z Bresk
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.

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

Programme
Description Major Descriptio
BH& O WM First Arts
BH nM First Arts
3
BHA Insert WL First drts
BHA Format L
BHAY f Guick Fitter... BLH  First Arts
BHA Turn table to. . R First Arts
BH Syvap s tIH First Arts
BH&
Break 3 Inzert
BH&
Sort » Properties
BHA& 0 e
Calculsti »
OCA i F1 Erasmus Ars & e
[olofy Remove P oE01 Erasmus Ars & Cr

Figure 25: Break Shortcut Menu

To prioritise breaks on a table

e  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.
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| Break Properties A

Vertical Breaks ‘

B YFrogramme Code Dl A e

=£ Programme Descri \II I™ Break header
¥ Break footer

| ¥ Remove duglicates
[T Certer value across break
V¥ 2Apply Sort

Page Layout
[T =tart on & new page

4 | | _>| [T Avnid page breaks in block

[T Repest header on every pacge
[T Repest break valus on new pacge

* () Mare Information

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

(024 | | 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:

Page 21 of 39 MIS019.001.1 - BusinessObjects Xl - Interactive User Manual.doc



Management Services

Business Objects XI - Interactive User Manual

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:

Prog Code  |Studert Mo

OCACS001 06112684
06112773
06113729
0fi 113940
0fi 113966
06114024
06114253
06119913
06120130

OE121282
OCACS001 10

Studert Mo
BHACS007  OG370071
06353874
IGEXIE!EY
OGGE2 162

OETOS2E
BHACS007 ]

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
programme.

Fro {al, Student Mo

OCACS00T  D6112634
6112773
06113729
06113040
06113966
D6 114024
06114253
06119913
06120130
06121292

OCACS001 1]

Fro ode |Student Ko

BHACSOOY  DE3TOOF1
0333874
06420494
GGS2 162
06705559

BHAL 5007 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.

Page 22 of 39 MIS019.001.1 - BusinessObjects Xl - Interactive User Manual.doc



Management Services

OCACSO01 06112634
OCACSO0T  DE1127732
OCACSOO0T  D6113729
OCACSOO0T 06113940
OCACS001 06113966
OCACS001 06114024
OCACSO01 06114253
OCACSO0T  O6119913
OCACSO01  D6120130

OCACSO01  DE121202
OCACS001 0

Prog Code |Studert Mo
BHACSOOT 06370071
BHACSOOT  OG383874
BHACSOOT  O6<420494
BHACSOOT  OGGRI162
BHACSOOT  O6T02339
BHAC 5007 b

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.

06112624
06112773
061137249
06112040
0611 3066
06114024
06114263
06119912
06120130
06121292
OCACsIM 10

OCACS00M

0370071
DE323874
BHACSDOT  Dedindad
DEES2 162
DG702E20
BHALCS007 5
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.

. Click Break > Properties
e The Break Properties dialog box appears.
. In the Break Display Properties section, select the appropriate break display properties you require.
e Inthe 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.
p S
0CACS Set as section Bian L.
— p b Cristina
Garcia, Cristing
Format } laura
. ! Hizabetta
" Guick Fitter ..
Turn table to.. |
Break 4 Remowve
BRAEE Sort 4 Propetties
y DENETTETE
Calculation 4
an, James T.
LA Remaove 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 -

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

. Or

. 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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|T|1

Calculations

*

Sum

Court —
Average I
hlin

Max

—
B & &M= MM

Percerntage

Figure 28: Calculations Shortcut Menu

To insert a calculation from the menu
. Select a cell in the column to which you want to add a calculation.
. 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.
. See Figure 29 for example of a count inserted on Student Number.

Programme O iptio Studert Ho
OCACS00M Occasional Ats & Celtic 5t 06112966
O6112773
0121292
06119913
0fi 112634
6120130
0113940
Ofi1 142453
06113728
Ofi1 14024

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.

Programme Code |Programme Description aj ode |Major Description

BHAC 5001 Fits Interim A=

BHACE0M Pris First A=

BHAC 5001 A= Bzonomics Single higjor
BHAC 5001 A= English Single hgjor
BHACS0M ) H English 30 Credit hajor
BHAC 5001 A= History Single higjor

BHAC 5001 A= P=ychology Single higjor
BHAC 5001 s Philosophy Single higjor
BHACS0M ) H GPEF %tage 1 - 40 Credits
BHACE002 BA (Computer Science’) Computer Science Single hig) BA
BHACS00Z BA Inmtemational French BA Intemational - French
BHACS004 BA Intemational German BA Intemational - German
BHACS005 BA Intemational Spanish BA Intemational - Spanizh
BHACE007 BAA Liberal Ats Liberal A= Single hjor
OCACS00 Occasional Ats & Celtic 5t Erasmus A= & 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.

BHACS001 BHACS0M

At At

BALN ECS1

First Arts Bzonomics Single higjor

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
ogramme Dezeri Prts

udert Court 4

HFrogramme g BHACS00Z
ogramme Descripti BA(Computer Science)

udent Cournt 1

ogramme Code BHACSOD3

BA Intemational French

2

Figure 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
. 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
. 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.
. Select Chart and Table Types from the drop down list — see Figure 34 below.

[ Chart and Table Types -

[ In=ert fifgy Turn to

These elements are available to drop into your
Fepart
[=I Repaort Elemerts to Drag and Crop
[=] Tahle Elemernts
H Horizontal Table
=== vertical Table
o Crosstab
[=8Form
[=] Chart Elemernts
[l Bar Charts
¥l Line Charts
[+ Area Charts
@ Fie Charts
{B’- Radar Charts
= cels
=[] Formula and Text Cels
[] Blank Cell
[] Dill Fiters
[] Last Refresh Date
] Document Mame
Page Mumber Cells

Figure 34: Chart and Table Types

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.
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:
e using ‘Turn To’
e dragging a different table type onto a table

To modify a table using Turn To
. Right-click inside the table and select Turn table to... from the menu — See Figure 35.
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{BHAC ARIN Interim s

] Set as section

(BHALC BALN First A=

TBHAC Inzert 4 ECS1 Ezonomics Single higjor
{BHAL EME1 English Single higjor

1 Format 4 8 & L

{BHAC Eruir English 30 Credit higjor
ipHAC| 7 Guick Fitter . H551 History Single higjor

T BHALC Turn table to. . PCE1 P=ychalogy Single hgjor
{BHAC . PL51 Philosophy Single higjor

1 Swvap axis _
{BHAC Wil GPEP 5tage 1 - 40 Credits
{BHAC Break b lcience) CE52 Computer Science Single hgj BA
T BHALC Sort » |French FRLU1 BA Intemational - French
{BHALC . Gemman GRLU1 BA Intemational - German

1 Calculation k

BHAL Spanish ELLI1 BA Intemational - Spanish
{BHAC Remove L Last Liberal &t Single higjor
iEICﬁu.l: 001 Occasional A= & Celtic 5t CFO1 Erasmus A= & Celtic Studies

Figure 35: Turn To Shortcut Menu

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

Turn To £
GUArE e Available Formats
Table Types
o] === == i
[l Bar Charts - B -
[+ Line Charts - = -
EAreaCharts Haorizontal  “erical Takl Crosstah Fi
@ Pie Charts arizonts erical Tahle rossts arm
; Tahle
< Radar Charts
1'3 hore Information Vertical Table
Yertical tshles dizplay header cells s
gt the top of the tahle and the -
Ok | | Cancel | | Apply

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 apply 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
. 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 EZ
General | ] ] l
Iame: |Table 1 |
Dizplay:  [W Table headers [T Table focters
[ &wvoid duplicate row agoregstion ¥ Showy table when empty

[V Show empty rows

(7) Mare Infarmatian

“ou can modify table format properties here.

QK || Cancel || Apply

Figure 37: Format Table Dialog

. Select the General tab on the Format Table dialog box.
e  Check/uncheck Table headers to display/hide table headers.
. 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
. Select a row in the table and right-click.
. 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.
. 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
. Right-click in the table, select Format from the menu, and then select Table.
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e  The Format Table dialog box appears.
. Select the Pivot tab — see Figure 38.

Format Table £,

| Appearance | LayoutProperties [T
Available Objects

= [gig) Available Chjects = % Column(s)
! .
: Ez:ﬂc:,:ﬁ::en I Programme .| | 1 Programme 1 Major Code: I:l
71 Courze School
T Course School
71 Course Status
7 Courze Status
71 Courze Title All
7 Crn
71 First Mame
71 Last Name
71 Major Code

71 Major Descripti
b
=1 Mirrlla hlama
4] i | 1| | |

(7) More Infarmation

You can modify table format properies here.

(0124 | | 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
. Right-click in the crosstab, select Format from the menu, then select Table.
e  The Format Table dialog box appears.
. 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 £
[ a | Layout Properties W7 |
Available Ohjects
= [gig) Avsilable Objects 4] € Columnis)
ji 1
:II gz:rtc:cl;ﬂ rTitFIJDen 5 .r:-i'a:j-or Code Ij
71 Course School Ij

7 Course School_
1 Course Status
7 Course Status
1 Courze Title Al

2 cn ™ Row(s) % By

1 First Mame T programme .. || T \:I "3 StudertCo. Ij
77 Last Mame \EI D
1 Major Code

71 Major Descripti
=1 il Mcwnn_lll
TR . R I— 2

1.7} More Information

You can modify table format properies here.

| Ok | | 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.

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

e 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
. Select the crosstab.
. Right-click and select Swap axis from the menu.
. 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

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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G Avsilshie Cijects -

= |Major Descriplion
Remree T ) Ede "-:..-.I St BRI Intenim drc
;m xfm ﬂ ALE BALT First Sne
BHAL 5001 A ECSH Eoneemics Sirght Majr
: m m BHAL 5001 At ENSI Ereghsh Sirghe Wayor
=1 Mockde Type BHAZ 5001 s Enwi Erglich 30 Credit Major
Haene: (lasd, first, mid, ind ) BHAL 5001 Ate HE3 Hirzory Siegle bor
7 Permanert Prane mber il i Lt Efyt ity W M,
=1 Pers E-mad Address BHALC 5001 s FLE1 Pralazophy Singla liapor
=1 Pers E-mad Code BHAL 5001 frts WAl GPEP fage | - 40 Credts
=1 Programme Code BHAL 5002 B (Compater Scieeci) C532 Comgir Seience Singhe haj
1 Programme Description BHAL 5003 B Intmaisnal Frarech FRUI B gamticeal - Franch
=1 Saction Course Number BHAL 5004 Bl I wmankonall Gerrran GRUT B4, Inberrational « Gerrman
1 Section Gradabie ind BHAL 005 Bt intemational Spanish  ELUT B4 inberrational - Spanish
71 Section Mesting Begin Time BHACSO0T B Liberal B LAs1 Lbsral At Sieght Major
1 Seclion Mesting Bulding Code DCAL 0 Oocasional et 4 Cakic 51 CFOI s Aag & Coltic Studiel
=1 Saction 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.
. Delete the cell formula in the Formula bar.
. Business Objects removes the data from the cell(s).

viii. Removing Tables & Cells

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

To remove a cell
. Select the cell.
. 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.

{
The open report tab is now in Drill mode lT’ =

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

Gl

ndergraduate t 447 10,165 1,776 12,388
G certificates & UG diplomas T B 129 135 |

2759
1514
0o,

Sum: 2,563 12,518 2,459 17,540

Figure 41 — Drillable Objects

2007
—

2563

2459

Registration Status

O Expected B InProgress @ 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.

Expected to Register

EI

Figure 43 — Drilling Down

(=]

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

Expected to Register Regqistration In Progress M

BHACSO001 Arts 1 169 2276
5
BHACS005 BA International Spanish I 1 18
BHACSO00G6 BA Evening I 43 58
1 1
2z
|

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-!, Analyzis context: | 2007 V”Llndergraduaie W

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.

2] Document ~ View|v| nzert + | (2] Save | 3% Find | € Undo

] Page made B 7 U|===|
2 Remove - | [ Dratt moce | | =€ Bresk | = Calculations
& [ POF mode
“I 1
|7 Lett panel
U=zer Prompt | T} analysis context: | 2007
i |7 Status Bar J’ : I:
[ Advanced | Tl
el ! Toolbars k|| ¥  Formatting
Therng arg nu.pm Preferences v Report
queries ih this oo
~  Formula
« Dll
Remove Al 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.

L&

L, Analysis context: | 2007 w | Undergracusts v
| e o) (Al vakes)

Lindbesrorad.ints

S1S109 - Student Registration Progre I

iTv::et Surrenary of Registration Progress, This tab is useful for driling fro

Pastoraduate Retearch

fishcds b $ee & hurther breskdown, Crccasional
| B .. . Pen
Figure 47 — Drill Dropdown List - T
I 4 Analysis cortest: | 2007 v || UG certificates & UG diplomas v

SIS109 - Student Registration Progress - All Levels

Text Summary of Registration Progress. Thiz tab iz useful for driling from summary data doven to a particular student Drillable - tur
underlined fields to see a further breakdown.

5. Summary of Registration Activity and Credits Status - Drillable

Total Student Cohort: 270 03092007 1718

2007 - UG certificates & UG diplomas
Expected to Register Registration In Progress M
CTLSCO05 Cert Safety & Health at Work 1
DPBUS001 Dip Foundations of Business 17

1

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

| !, Analysiz context: | 2007 v || UG cettificates & UG diplomas w || DPLSCO0T Dip SHyWA

SIS109 Student Registration Progress - All Levels

Text Summary of Registration Progress. This tab iz uzeful for driling from summary data down to a particular student Drillable - turn on drilling in the top right corner {magnifying
underlined figlds to see a further breakdown.

5. Summary of Registration Activity and Credits Status - Drillable

Total Student Cohort: 101 03/09/2007 1718
2007 - UG certificates & UG diplomas - DPLSCO001 Dip SHAW

Expected to Register Registration In Progress [Full Module Registration sum:
| - n 101

sum: 1 32 68 101

Figure 49 — Drill Toolbar Display
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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.

Totad Stusdent Cohort: 199 04092007 0905
%qﬂ? - UG centificates & UG diplomas - DPLSCO01 Dip SHWW

[Expectedio Register  [Registration In Progress

1 3 3 <
2 Bill Up to Programme and Desriphion) 2
Sum 7 58

Figure 50 — Drilling Up

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

04/09/2007 09:05

TLSCO05 Cert Safety & Health at Work 4
PACS001 Dioploma Ghaeilge Fheidhmeac 26
PBUS001 Dip Foundations of Business
PLSCO01 Dip SHWW 71
PLSCO004 Dip SHWNW 14
PLSCO06 Diploma in Sports Manageme 3
PVETO001 Diploma in Veterinary Nursing

118
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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.

Drill Down to Level Description D7 14:01

Registration Progress
O Expected B InProgress O Complete

Figure 52 — Drilling Down (Graph)

[Fp07

Registration Progress
O Expected W InProgress @ Complete

2007

UG certificates & UG diplomas i

193 04092007 14:01

195

Registration Progress

O Expected H InProgress [0 Complete

Figure 53 — Drilled Down (Graph)
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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

BHACSD001 Arts 108

HACS002 BA (Computer Science)

BHACSO003 BA International French
Figure 54 — Drill Filters Display

2007 - Undergraduate - BHACS001 Arts

Expected to Register E

M
13
2

108
Figure 55 — Drill Filters Display
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:

3 e

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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