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1. Press any key or click anywhere to continue

@ When you click on a Crystal report, it is displayed in a viewer. Depending on the type of
viewer you have, you can perform a number of activities.

Set your Crystal report viewing preferences, open a Crystal report, and explore the

Crystal report viewer toolbar.

Press any key or click anywhere to continue.
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2. Click Preferences.

@ Select the Web ActiveX viewer from the Crystal report viewing preference page.

Note: Typically, your IT administrator selects the viewer type that is best suited to your
company's needs. However, you can also manually select your preferred viewer type in
your preferences.
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3. Click Crystal Reports.
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Preferences —user
Preferences Crystal Reports
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Analysis edition For QOLAP
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reractive Analysis Select printing contral {For Web:
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P ' PDF one-click printing (Adobe Acrobat required)

& Active one-click printing {Actives required)

Select a rendering resalution (For Web):
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& Auto Detect

Select & default measuring unit;
7 Inches
@& Millmeters

[¥ Show SAP Wariable Technical Mame (SAP Crystal Reports 2011 only)

4

Save | Save & Close | Cancel |

i

4. Click Web ActiveX (ActiveX required).

The Web ActiveX viewer can be used with Microsoft Internet Explorer versions that

= support ActiveX

controls. It requires you to download and install an ActiveX component. You can view,

refresh, and print your reports and export them to a variety of

formats.
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5. Click Save & Close.
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Changes to some preferences will anly be reflected when the page reloads.

O i
~ My Recently Run Docun |

™
»

\’2010 Met Sales by Product Line 1 instarm...
" 2010 Met Sales by Product Line 1
$4010 et Sales by Product Line 1 instar...
F010 Het Sales by Praduct Line 1 instar. .
\PZUIU et Sales by Product Line 1 instarm...
¥ 2010 net Sales by Product Line

@ TotalSales v
@ TotalSales_instancel

Mo unread alerts

See More... \ LI

The list pane is updated. ’_ ’_ ’_ ’_ ,_ ,_ % Local intranet 0% v
6. Click OK.

Q The next time you Log On the new settings will be visible.
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Mo unread alerts
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F010 Nt Sles by Product Line 1 inskarm... A:lI;l
F010 net Sales by Product Line 1 instarw... %
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See More... Y =
The list pane is updated. ’_ ’_ ’_ ’_ ,_ ,_ % Local intranet 0% v

7. Click Log Off.
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SAP BusinessObjects
Log On to Bl launch pad Help
Enter your user information and click Log On.
(I vou are unsure of your account infarmation, contact your system administratar.)
System: | wdflbmtZ265:6400
User Mame: |user
8 Passuord:
Log on
The list pane is updated. T [ Ndiocaintranet HL00% - A
8. As required, complete/review the following fields:
Field Description
Password:
Example:
Password
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See Mare...
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9. Click TotalSales2008.

@ Open the TotalSales2008 report and explore the Crystal report viewer toolbar.
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10.

o
Click Group Tree’:.

o

The Group Tree option shows or hides the "Group Tree". When the "Group Tree" is
displayed, you can use it to navigate through the data Group Tree in your report.
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Froduct

Sales, Cost and Profit

Y |

700

#00

500

400

ann

200

Electronics

S&P CRYSTAL REPORTS* X

== Group by product
== Group by geography

Totals

B Sales
Cost
W Profit

|Tha lisk pane is updated.

,_ ,_ ,— ’— ,_ ,_ %] Local intranet

H100% - A

11.

o

"
Click Refresh =*.

The Refresh Report option obtains the most up-to-date data from the report's data

source.

Note: You must have the necessary rights, and the server must contain the necessary
data source information, before you can refresh the report.
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12.  Click Stop Loading ﬂ
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13. Click the arrow beside the Zoom

options box.
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14. Click 75%.
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15.  Click Close this tab = .
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SAP msineﬁm":u Welcome: user | Applications v Preferences —Hedr arer— 16
Home I Documents
~ My Recently Yiewed Documents + 1 Unread Message in My Inbox ~ My Applications
4| Totalsalesz00s @ user - =
| Add Sub-tnalysis \D
#2010 Mek Sales by Product Line 1
¥ Sales Figures per Region
#2010 Met Sales by Product Line 1 .
| Orders by Sales per Year ‘)
| Mwiorkspace-1
w| Analysis autosave
55! 2010 Met Sales by Product Line v
See More. ..
* My Recently Run Documents ~ 0Unread Alerts />
'PZDID Met Sales by Product Line 1 instan. .. Mo unread alstts \
B 2010 Net Sales by Product Line 1
'PZDID Met Sales by Praduct Line 1 instans.. |:|\;/
szo Met Sales by Praduct Line 1 instan... .
szo Met Sales by Praduct Line 1 instan...
B 2010 et Sales by Product Line
]
7 Tokalsales *-..1 P
/p® Tokal3ales_instance1
See More, ., Y j
The list pane is updated. l_l_l_ ’_I_ ,_ %] Local intranet H00% v g
16.  Click Preferences.
@ Select the Web Java viewer from the Crystal report viewing preference page.
Note: Typically, your IT administrator selects the viewer type that is best suited to your
company's needs. However, you can also manually select your preferred viewer type in
your preferences.
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* Preferences General

[T Use Default Settings {Administrator defined)
(Change Password

Locales and Time Zone

Set BI | h pad start 5
Analysis edition Far OLAP e aunch pad start page:

(& Home tab

Interactive Analysis
& Default Home tab

EI workspaces
" 7 Select Home tab: Eroyse Horne bl |

17 +———— Crystal Reports

" Documents tab

# My Documents
& My Favorites
{ Personal Categories
= My Inbox
& Folders
% Public Folders

{7 Select Public Folder: Browse Folder . |

& Categories

% Corporate Categories
P Py g i 1

(]
e

| v

Save | Save & Close Cancel _l_l
| »
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[javascript:vaid(o); l_l_l_ ’_I_ ,_ %] Local intranet L 100% v
17. Click Crystal Reports.
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SAP BusinessObjects’

Home E Documents

‘Welcome: user | Applications »  Preferences Helpw Log OFF !

Preferences — user

Preferences

General

Crystal Reports
Select a defaulk view Format:

18 Change Password
Locales and Time Zone
Analysis edition Far OLAP
Interactive Analysis

Bl workspaces

£ Weh {no downloading required)
* Web Activel (Actived required)
€ Web Java (Java required)

Select printing contral (far Web):

¥ PDF one-click printing (Adobe Acrobat required)
€ Activel one-click printing (Activex required)

Select a rendering resolution (For Web):
96 DPT
& 120DPL
¥ Auto Detect

Select a default measuring unit:

€ Inches
&+ Milimeters

[¥ Show SaP Variable Technical Mame (S4° Crystal Reports 2011 anky)

Save | Save & Close Cancel |

i

|Tha lisk pane is updated.

,_ l_ ,_ ’_ ,_ ,_ %] Local intranet

H100% v

18. Click Web (no downloading required).

2l

The Web viewer can be accessed using your browser without downloading a plugin. You
= can view, refresh, and print your reports, edit parameters, and export reports to a variety

of formats.
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>’ -
SAP BusinessObjects ‘Welcome: user | Applications »  Preferences Helpw Log OFF ! S
Home I Documents
Preferences — user (=4
¥ Preferences Crystal Reports
General Select a defaulk view Format:
Change Password @ web (no downloading required)
Locales and Time Zone  Web Activel (Ackived required)
Analysis edition For OLAP 7 Web Java (Java raquired)
Interactfve Anlysis Select printing contral (far Web):
EI workspaces
P ¥ PDF one-click printing (Adobe Acrobat required)
€ Activel one-click printing (Activex required)
Select a rendering resolution (for Web):
96 DPT
& 120DPL
¥ Auto Detect
Select a default measuring unit:
€ Inches
&+ Milimeters
[¥ Show SaP Variable Technical Mame (S4° Crystal Reports 2011 anky)
Save | Save & Closs ﬁ — 19
| i
The list pane is updated. ,_ ,_ ’_I_ ,_ %] Local intranet H00% v g

19. Click Save & Close.
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e b ~ Bl launch pad | | & -6 - g;q - |57 Page + éI-Too\s o &
e’ :

SAP BusinessObjects ‘“Welcome: user | Applications »  Preferences  Help = Log OFF ! 4=

Home I Documents

~ My Recently Yiewed Documents ~ 1 Unread Message in My Inbox ~ My Applications

-
Totalsales2008 @ user |
| Add Sub-Analysis

&

&

#2010 Mek Sales by Product Line 1
¥ Sales Figures per Region
#2010 Mek Sales by Product Line 1
¥ Orders by Sales per Year

¥ ‘Wiorkspace-1

w Analysis autosave

Preferences Changed X )
| 2010 Met Sales by Produch v

hanges to some preferences will only be reflected when the page reloads,

Ok
~ My Recently Run Documn ’j | - > 20

#2010 Met Sales by Product Line 1 instan...
¥ 2010 Met Sales by Product Line 1
'92010 Met Sales by Praduct Line 1 instan... (=)
%010 Met Sales by Product Line 1 instanu.. \"u
2010 Met Sales by Product Line 1 instan. .

B 2010 Met Sales by Product Line

>® Tokal3ales v
B Total5ales_instancei

2

Nounread alerks

See Mare. .. ‘\ j
The list pane is updated. l_l_l_ ’_I_ ,_ %] Local intranet H00% v g

20. Click OK.
Q The next time you Log On the new settings will be visible.
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Click Log Off.
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Enter your user information and dlick Log On.
(If you are unsure of your account information, contact your system administrator.)
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22. As required, complete/review the following fields:
Field Description
Password:
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Password
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24.

Click TotalSales2008.
Q Open the TotalSales2008 report and explore the Crystal report viewer toolbar.
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25. Click Group Tree%E.

@ The Group Tree option shows or hides the "Group Tree". When the "Group Tree" is
3 displayed, you can use it to navigate through the data Group Tree in your report.
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26. Click Close Group Tree
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27. Click Parameter Panelm.

Q The parameter panel shows or hides the "Parameter Panel". When the "Parameter
Panel" is displayed, you can use it to change the data in your report or how it is
displayed.

Note: You can access the "Parameter Panel" only from the Web viewer.
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28. Click Close Parameter Panel
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29. Click the arrow beside the Zoom options box.
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30.  Click 75%.
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31. Click Refresh ReportLE'.

6 The Refresh Report option obtains the most up-to-date data from the report's data
source.

Note: You must have the necessary rights, and the server must contain the necessary
data source information, before you can refresh the report.
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32. Press any key or click anywhere to exit the activity.

@ You have successfully set your Crystal report viewing preferences, opened a Crystal
b report, and explored the Crystal report viewer toolbar.

Press any key or click anywhere to exit the activity.
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