Using BO XI r3 - the new InfoView

Click on: http://infoview/

Add to Favorites.

\F InfoView

"'T"'P

Business Objects

an SAP company

Log On to InfoView Help

Enter your user information and click Log On.
(If you are unsure of your account information, contact your system administratar.)

User Mame: | |

Password: | |

Log On I

Sign on using your regular userld and your InfoView password. If you have any trouble with your password,
contact your InfoView administrator for help getting it reset: for Hr, contact Kiran Shet (ums1), for Finance,
contact Cindy Slade (cms1) and for PB, contact Mark Medwid (mamx).


http://infoview/

First thing to do after logging on is to change Preferences - for that, either click on the Preferences icon on the right
column, middle of the screen:

Personalize

Change your InfoView start page, viewing options, and preferences
for daily tasks.

[E% Preferences

or on the Preferences menu item on the right side at the top of the screen:

e

Business Objects
an SAP company

Help | Preferences | About | Log Out

F X

For the Start Page, “Home” will be best for most people:

General

InfoView Start Page:
* Home

My InfoView
" Favorites
" Inbox
-~
~

Folder: (unspecified) Browse Folder ... |

Category: (unspecified) Browse Category ... |

Keep Category view unless you mostly use Inbox:

Document Mavigation bWiew
" Folder

& Cateqary



Change the number of objects from 10 to 100. Do this by typing the number “100” in the box, then use the <Tab>
key to move off the box (if you simply hit <Enter> the change won'’t take and the number will revert back to “10”)

Set the number of objects {max.) per page:

Uncheck all the boxes in Document Viewing:

Document List Display:

™ description
™ owner

I date

[T instance count

Keep the rest of the page the same:

Product Locale:

IUSE browser locale v|

Current Time fone:

|L|:u:al to web server j

Preferred Viewing Locale:

|Use browser locale ;I

You can change your password on the Preferences page by entering your current password, then what you’d like it
to be.

Click “OK” at the bottom right-hand corner of the screen:

DKl Cancell .

%]

sites |"~.1EIEI3’.3 T

If you get a time-out error, log out and log back in.



The Home Page looks like this:

BUSINESSOBIJECTS INFOVIEW

&% Home | Document List | Open = | Send To Help | P

Navigate Personalize

YWiew your Inbox, Faworites, or Docurment Lists. Use the Help to learn Change your Infoview start page, viewing options, and preferences
mare about Infoliew, for daily tasks.

Document List [ Preferences
My Favarites

5 My Inbios

EZi Information OnDerand Services

@ Help

As you can see, you can either click on the menu item “Document List” or the link next to the folder icon that says

“Document List” (clicking on the icon itself won’t take you anywhere).

@Hume Document List | Open ~ | Send To

IE | Mew - Add Cirganize Actions
=M Title
%2 Personal Categories Personal Categories

B Corporate Categaries | COrporate Categories

The default view (determined in Preferences) is “Category View” which is the % icon. The Category View is

much like the old “Shared Documents” in the old InfoView. The other choice is “Folder View” which is the icon
- that will take you to your Inbox.

@E Home | Document List | Cpen = | Send To

|_ B | & | New ~ add - | Organize - | Actions
= | Title

My Favorites My Favorites

o L nbox Inbiox

You can toggle between the two views by clicking on the icons.



Category View
To expand the view, either click on the “+” sign next to Corporate Categories on the left navigation pane

B @ Corporate Categories

l% m | New - Add - | Organize - | Actions -
=- M Title
%2 Personal Categories Personal Categories
B8 Corporate Categories  COrporate Categaries
" & Financial Reports
" B Hr Reports
- @ FE Reports

Or double-click “Corporate Categories” on the right side:

@ Home | Document List | Open - | Send To -

E m | New - Add - | Organize - | Actions -
Al Title *
& Financial Reports
£ HR Reports
£ PR Reports

=
B8 o

You should see your familiar categories, but as in the old InfoView, not everyone will see every category or every
report.

@ Home | Document List | Open - | Send To -

% i | New - Add - | Organize - | Actions -

= all Title *
%2 Personal Cateqories & adhoc Queries
& % Corporate Categories & annual Cycles Reporting
=- &= Financial Reports B audit Queries
~ & ad hoc Queries = Daily Reports
=B annual CyCles Feporting B ceneric
- B audit Queries B Monthly Reports
-~ Daily Reports = Testing
- B Generic
-~ Monthly Reparts
- Testing

Finance



@ Home | Document List | Open - | Send To -

County

- PB Reports

@ Home | Document List | Open - | Send To -

% & | New » Add - Jrganize - | Actions -
= all
B2 Personal Categories =
o B Corporate Categories e
" & Financial Reports 2
= HR Reports E
- County Payrall and Budget =
-~ B County Payroll and Budget OnDe
- County Personnel Reports 3
-2 Direct Fay
== *
B2 Scheduled Reports
=) ; :
Testing
. "
Locals
P
- 2 madical
P

Title *

County Payroll and Budget

County Payroll and Budget OnDemand
County Personnel Reports

Direct Pay

Scheduled Reports

Testing

HR - Active Employess with Deferred Comp New

HR - Active Hourly Employess Non-\WCC

HR - Active Hourly Employees WCC

HF - Benefits Updates Report

HF. - Benefits Lpdates Report By Trans Date
HF. - Benefits Updates Report_testing

HF. - Bonds Report { DEDSO012 3

HR - imarrallatime 2md Tecniamrae Soimmemare

Searck

Type
Categary
Categary
Categary
Categary
Categary
Categary
Desktop Inte
Desktop Inte
Desktop Inte
Desktop Inte
Desktop Inte
Desktop Inte
Desktop Inte

Macltmm TRt

iy

PB

E = | New - Add - | Organize - | Actions

%2 Personal Cateqories
= Corporate Categories
& Financial Reports

" B Hr Reports

- B 10-2 Reports

- 192 Feparts - Testing
- 192 Support Reports
B PR Benefits

- Budget Forms

B PR Dimensions & Consolidations
- [ PB Forecast and Budget Reports
- [ PR SBFS Reference
- PE Security
o i

FB Testing Reports

- rp Department Forecast and Budget

4

=1

e

(="

="

==

==

=

e

=1

e

Title *

19-Z Reparts

19-2 Reports - Testing
19-2 Support Reports
PB Benefits

PB Budget Forms

FB Department Forecast and Budget Reports

PB Dimensions & Consolidations
PB Forecast and Budget Reports
FB SBFS Reference

FB Security

FB Testing Feports

Searc

Type
Categary
Category
Category
Category
Category
Categary
Categary
Categary
Categary
Category
Category



To Run a Report
To run a report, right-click and select “View”

Fly = RO DY FUldTLepL ARET

\ W
; ‘ View aort by Doc Code
;,‘* i Properties Y
Gop o Catedories L ping Class (WEL4F)
| History eriods 13 and 14 only (WA143
G Mew ' onversion Lodkup

This should bring you to an empty report (except in PB - you get an old report). In the lower left corner there are

e

two view formats (and a search). To toggle between them , click on the appropriate icon.

| = will get you the “navigation map” (more useful when the report is already run):

&3 Home | Document List | Open ~ | Send To - | Help | Preferences | about | Log Out
Desktop Intelligence - FIN - ESUM - Expense Budget Summary .
3] Documert » view | 5 | 34 | |-|M 4!1 (] | & Refresh Data |

Mavigation Magp

Repaort Date: 04/26/2011 02:28:53 FM

Expense Budget Summary

But you can run the report from here by clicking on the “Refresh Data” button on the upper right hand menu bar.

2 Refresh Data |

- will get “user prompt input”:

i_‘]DucurrlenthiEWv|§|%| |v|H4E

User Prompt Input

t‘ﬁ Advanced | Run

Enter Appr Cd (* for All): Feport Date: 04/26/2011 03:

Enter Budget FY (* for All):

| | BFY

Enter Dept (* for All):
| | Fund
Enter FUND (* for All):

Dept
| |

Enter Unit (* for All):
| | Appr Unt  Obj




If you know what you want, just type in the values. The <tab> key will navigate from value to value. When they are
all typed in, the Run button will be ungrayed (if it is not, simply <shift><tab> or click somewhere on the page):

Uzer Prompt Input
(7] Advanced | 5 Run

If you want a list of values, choose the Advanced button and a Prompt Window will pop up:

| Prompts *

Feply to promptz before running the guery.

Enter Appr Cd (* far All:
Enter Budget FY (* for AIL:
Erter Degt (* for Al

Enter FURD (* for &l
Erter Unit (* for Al

L 3R B R

Enter Appr Cd (* for Allj:

Type values here | | > |

Refresh Values &
£
Appr Cd

10110100 -
101101 I
10110200
10110300
10110400
10110599
10111100 =

Erter wour zearch pattern here | &E -

[ 2} Wore Informstion

Select ar type the values you wwart to return to reports for each prompt displayed here.

FRLIm CIery || Cancel

The red arrows to the left let you know that the prompts have not been chosen. Some reports will have Defaults
pre-chosen that you can override.

In this example, for the Appr Cd, you can either type the value in the box that says “Type values here” (then click on
the right arrow to transfer it to the chosen box (if you hover over the left arrow, the help info says, “Add from List
of Values or textbox”. You can also add values from the list, holding the <Shift> key for contiguous values or the
<Ctrl> key for distinct values



1010101 BEY

Refresh values ¥
£
Appr Cd

10110100 -

101101 .
10110200
10110300
10110400
10110533
10111100

Erter your search pattern here | ﬁﬂ -

If you make a mistake, high light the one(s) you want removed and click on the left arrow

Enter Appr Cd (* for All):

10110400

IHII 10111100

To narrow your choices, use the search box below (* for wild card):

Refresh Values & I:

Appr Cd
10116589
10126589
10136599
10146589

|*659* | &4 -

As you make your choices, they will be reflected on top with a green check mark:

Reply to prompts before running the guery.

Enter Appr Cd (* far A1 10110400;10111100;10146599

- Erter Budget F (* far Al
= Enter Dept (* for &0
= Erter FURC (* for Al
- Erter Lnit (* far All:
Enter Appr Cd
| | 5 | 10110400
10111100

Refresh valuez o 10146599

Sometimes the list will be so long, it will be divided into ranges to save space:



Enter Unit (* for Al *

When all the check marks are green and you have the values you want, click on the “Run Query” button on the
bottom of the Prompt Box:

Prompts *
Reply to prompts hefore running the guery.

W  Enter Sppr Cd (% for Al 10110400;10111100;1 0146599
Enter Budget FY (* for Al *

Erter Degpt (* far &I *

Erter FUMND (* for &l *

Enter Unit (* for Al *

L L L

Enter Unit (* for All):
| RENRE
« |0001...364 = r =

Unit Cd

oot -
oo

a7

o015

oo1g

01 &,

no1e i

Erter vour search pattern here | éﬂ -

I ‘? Currertly-zelected values in listhox

Run Guery l| Cancel




& Home | Document List | Open ~ | Send To - Help | Preferences | about | Log Out

Desktop Intelligence - FIN - ESUM - Expense Budget Summary -3
3] Document ~ view - | 1 | 33| @ 0% |- > M &' Refresh Data

Marvigation Map

Repart Date: 04/262011 02:51:60 PM Expense Budget Summary

@ 2005

@ 2006

@ 2007

* 2008 BFY 2004

@ 2009

& 2010

i Fund 101

@ 201
Dept 10 ==
Appr Uit Ohbj  Budget Mame Current Budoet Pre-Enc: Encumbered Accrued Expense Cazh Exp UnCommited UnChligated
10110400 1000 4070 EQUIPMENT SERMACE Sam 5,000.00 o.on 0.oo o.on 4.472.00 528.00 528.00
10110400 1000 4110 BWPLOYEE TRAVEL EXPE! 30,000.00 o.on 0.oo o.on 000001 o.oa o.oa
10110400 1000 4160 TELEPHOME EXPEMSES 88,138.00 o.on 0.oo o.on 8813760 040 0.40
10110400 1000 4360 EDUCATIONAL TRAINING 6,000.00 o.on 0.oo o.on 6,000.00 oo oo
10110400 1000 4380 CONTRACTUAL SERVICES 212,346.00 o.on 0.oo o.on 218,346 52 042 042
10110400 1000 4440 SPECIAL STUDIES 25,000.00 o.on 0.oo o.on 25,000.00 oo oo

10110400 Sum: 372.484.00 000 0.0 o0 371,065.00 52601 52801 v
1l | »

s

| | »

At this point, either the navigation map view or the search will let you find parts of your report quickly.

Saving and Printing
After your report is run, a menu appears with several options:

Desktop Intelligence - FIN - ESUM - Expense Budget Summary

3| Document - ‘iew - | T | 38 | @ v PH

on the left and

BB+ =

2 Refresh Data

on the right.
The Document Menu gives you the option of closing or saving the report in different formats:

In the ‘Document’ drop down list Do not use ‘Save’ or ‘Save As’ option, this will hang your pc. You MUST use
“Save to my computer as”; you must not print from this icon either - save it first as a PDF or Excel, then print from
that. Or you click on the ‘View’ tab and select PDF. Once the report re-displays in PDF format you can print it using
the Print icon in the PDF header.

Desktop Intelligence - FIN - ESUNM - Expense Budget

2| Documert| | view » | T3 | 33| @ -
Close I
Save to my computer as b Excel
Save report to my computer &3 3 FDF
#2005 |I C5Y

and



al Du:u:ument|v| view - | T | 33| @

Close
Save to my computer as

Save report to my computer as

o -

@ 2005

LR el (=

There is no difference between the different Excels and PDFs.

The View menu items gives you several choices of formats to view the report without saving it:

Excel

PDF

ij Document - ‘-.-"rew|v|| ﬁ | % | ‘9

MNavigation Map % Page mode
= 1Fn-esum| 5 Draft mode

= [ POF mode

+  Left Panel

|T Status Bar

Draft Mode (no headings):

REp

BFY 2004
Fund 101
Dept 10
Appr Lhnit Obj |Budget Name Cument Budget Pre-Enc Encumbered
AMNMUAL
10110100 1000 1010 |[REGULAR 2,175,197.00 Q.00 0.00
SALARIES
10110100 Sum: 2,175,197.00 0.00 0.00

Page Mode (includes headings):




Report Date: 04/26/2011 03:24:53 FM Expense Budget Summary

BFY 2004

Fund 101

Dept 10
Appr Unit 0Obj Budget Mame Current Budget Pre-Enc Encumbered Accrued Expenze

10110100 1000 1010 AMMWUAL REGULAR BALAF 2,175,157.00 0.0 0.0 0.0

10110100 S 2,175, 157.00 0.0 0.0 0.0
011010 1000 1200 HOURLY WAGES G,058.00 0.0 0.0 0.0
011010 Ll 1310 OFFICERS 145, 000,00 0.0 0.0 0.0

PDF Mode:

I} View in HTML format | | Status Bar

User Prompt...

@ Advance

Enter Appr C

|

Enter Budged]

|

Enter Dept (*

|

Enter FUND (*

|

Enter Unit (* f

|

T Y

To toggle back to HTML mode, click on

You can toggle the left pane and the status bar on and off

If you are in HTML mode and you click the Print icon

either save first or print from directly.

Report Date: 04/26/2011 03:26:23 PM

EFY 2004
Fund 101
Cept 10

Expense Budget Summary

Sppr Unit Qb Budgst Name Current Budget Pre-Enc Encumbersd  Accrued Expet
10110100 1000 1010 ANMUAL REGULAR SALAF 2,175,197.00 0.0d 0.oo
10110100 Sum: 2,175,197.00 0.00 oo
10114090 1000 1200 HOURLY WAGES 6.056.00 0.0d oao

2] View in HTML format

IT Left Panel

Status Bar

&5

The Search icon # will allow you to find specific values in your report.

, BO will put the report in PDF format which you can



The Undo/Redo icons 9 © don’t do very much.

100% -
The Size box ranges from 10% to 500% and defaults to 100%.

W 4|2 L3
In HTML mode, only one page at a time may be viewed , but you can go to the first page, previous
page, any page number you type in, next page and last page.

In PDF format, you can choose how you navigate (to add more choices, right click on the menu bar).

52 Refresh Data ‘
Clicking on the Refresh icon will bring up the Prompt Box (if the report has prompts).

Above the Refresh icon is another menu: i

The icon will open the report in a new window.

* & . .
The —— and k3 icons hide and show the menus.

Desktop Intell
j.j Duu:ument| v|
= Clo=e
The = icon and the Document Close both close the current report and takes you back to your
Category View.
Inbox

. . ﬁ Home
To get to Inbox, either click on the Home button |- then on Inbox

Document List
z| My Favorites
[ My Inbox
E& Information OnDemand Services

@ Help
Be sure to click on the words “My Inbox” and not the folder icon.

. . . D t List .
The other way is to click on the Document List button OCUMEM =t | 211d then on the Folder icon

My Favorites is also in the Folder View.



