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Overview

o This document highlights the changes in
functionality and new features of version
X1 3.1 of Business Objects.

o MARS released this version in January 2010.

o Intended Audience:

® This document is for MARS Reporting and Querying Users
that have experience using the prior version of Business
Objects.

® Page 1-24 are for Business & Power users.
® Page 25 and above are for Power Users only.
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"
Getting Additional Help

m  Additional help can always be found by using the on-line help.
Help from the Main Menu covers Setting Preferences, InfoView and basic report building.

m  Within View mode or Edit mode of a document, clicking the help icon will bring you to
in-depth documentation on building Web Intelligence documents.

Basic Help In-depth Help

1

Help | Preferences | About | Log|Out

' Refresh Data =% | (1 Track | %| W | EE| W | O Dl o | @) |@ ~
| [F] £ View Structurel |'1 wieb Inteligence Help...

== = - |Eh| B .;_;&’l Online Guides. .

o
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Setting Preferences

For the MARS R&Q Business & Power User
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Setting Preferences: InfoView Start Page

&7 Home | Document List | Open = | Send To - | Dashboards -

Help | Preferences | About | Log Out

Navigate

View your Inbox, Favorites, or Document Lists. Use the Help to learn
more about Infoliew.

51 Document List

=] My Favorites

5 My Inbox

ES Information OnDemand Services

@ Help

F X
Welcome: schmiedebergp

Personalize

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

Preferences

This is the Home Page

i H me| Document List | Open = | Send To -

Help | Preferences | About | Log Out

January 2010

F X
7 @ 2 | New - Add - | Organize - | Actions - | Search title - | |2 0 41 _Jof1 »
= Al Title * 7 Tvpe
" 2 personal Categories & Code Listings Category
B =] Corporate Categorie B | Commitment Reparts Category
2 code Listings & | Funds Control and Budget Category
& commitment Reports. =, Higher Level Review Categary
- Funds Control and By & Internal Fund Category
- Higher Level Reviews B |Labor Reporis Category
~ & 1temal Fund & Monthly Variance Reports Category
-~ tabor Reports = NOAA Variance Reporting Category
- B Monthly Variance Rej )
Transaction Reports Category
B noaA Variance Repo
-2 Transaction Reports

The first time you login, the
Home Page will be
displayed.

To see Corporate
Documents:
O Click Document List

O Click Switch to Categories
button
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Setting Preferences: InfoView Start Page

New Version m To see Personal
E2 Documents:
|'—_| & | & | New ~ Add - | Organize - | Actions ~ 1 Click Document List
=0 Title 01 Click Switch to Folders
" 551 My Favarites My Favorites button
-~ &2 Tnbox Inbox
.. [ pPublic Folders Public Folders

m In the new version My
Favorites and Inbox are no
longer a sub-folder of My
Folders.

Previous Version
T3 Folders .

EesBaiE X
= #iHome
= 3 My Folders
(3l Favorites
[5Inbox
Cd Public Folders
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Setting Preferences: InfoView Start Page

|

&7 Home | Document List | Open = | Send To - | Dashboards - Help | Preferences | About | Log Out

Welcome: schmiedebergp

Navigate Personalize

more about InfoView. for daily tasks.

71 Document List Preferences
=] My Favorites

5 My Inbox

ES Information OnDemand Services

@ Help

January 2010

F X

View your Inbox, Favorites, or Document Lists. Use the Help to learn  Change your InfoView start page, viewing options, and prefe

Preference settings
allow you to change
your InfoView Start

Page if Home is not
optimal for you.

To set preferences,
select the Preferences
option from the menu
bar.



Setting Preferences: General Section

Preferences - schmiedebergp
¥ General
m  Use the following settings if you prefer
your InfoView Start Page to be the
B amanis Category View.
' Favorites
€ Tnbox m InfoView Start Page:
' Folder: (unspecified) Browse Folder ... O Category
— & Category: Monthly Variance Reports Browse Category ... u Document NaV|gat|On V|eW
O Category
Document Navigation View:
 Folder
> Category m Additional recommendations:
Set the number of objects (max.) per page: -m H ]:Soe}_ége number Of ObJeCtS (maX.) per page
Document List Display: O Uncheck everything under Document List
BT Display if you prefer a simple list of
O owner documents.
[ date
[ instance count m Click Browse Category if you would like
S to see a particular category on your
Document Viewing: .
%' In the InfoView portal InfOVIeW Start Page S
" In a single fullscreen browser window, one document at a time
' In multiple fullscreen browser windows, one window for each document
Product Locale:
|Use browser Incalej

January 2010 9
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Setting Preferences: General Section

_Preferences - schmiedebergp

m  Scroll through the list of
categories and check your
preferred category.

¥ General

Select a category:

Search title - | Fell f2+ b M .
--@Corpo:t:c;te:ories itle e " Click OK to return to the
- Ti oA . .
= B2 personal Categories [T & | Higher Level Review [ preference 0pt|0n IISt

0 & mternal Fund

Labor Analysis

0@
Monthly Variance Reports

[T & NOAA Variance Reporting

LR | anarne nidooet Coconilstiom i
1| |

OK| Cancel |
Preferences - schmiedebergp

¥ General

Home
My InfoView
Favorites

Inbox

Folder: (unspecified) Browse Fo

{
Category: Monthly Variance Reports Browse Category ...

s 00 00 0N

January 2010

InfoView Start Page: m Note the selected category.

10



Setting Preferences: Web Intelligence Section

Preferences - schmiedebergp

¥ Web Intelligence

Select a default view format:

& weh (no dow

7 Interactive (nc

' PDF (Adobe AcrobatReader required
‘When viewing a document:

' Use the document locale to format the data

& Use my preferred viewing locale to format the data

Select a default creation/editing tool:
% Advanced (Java 2 required
' Interactive (no d

' Dasktop (Web I

' web Accessibility (508 Compliant]

Select a default Universe:

No default universe = Browse ... |

Drill options:
¥ Prompt when drill requires additional data
¥ Synchronize drill on report blocks
™ Hide Drill toclbar on startup

Start drill session:
' on duplicate report
% 0On existing report

Select a priority for saving to MS Excel:
7 Prioritize the formatting of the documents

@ Prioritize easy data processing in Excel

January 2010

Scroll down to the Web Intelligence section. Click
the ®* icon next to the section name to expand the
list of options within the section.

The MARS Team recommends the following Web
Intelligence settings . . .

Select a default view format:
O Web
When viewing a document:
O Use my preferred viewing locale to format the data
Select a default creation/editing tool:
O Advanced
Select a default Universe:
O No default universe
Drill options:
O Prompt when drill requires additional data
O Synchronize drill on report blocks
Start drill session:
O On existing report
Select a priority for saving to MS Excel:
O Prioritize easy data processing in Excel

Click OK to save settings.

11



InfoView Navigation

January 2010

For the MARS R&Q Business & Power User
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InfoView Navigation: Panels and Menu Bars

&% Home | Document List | Open - | Send To - Main Menu Bar

% = | New ~ Add - | Organize - | Actions - InfoView Tool Bar
EI All Title *
Fk Personal Categories % MARS Financial Statement - Annual
B Corporate Categories ¥ MARS Financial Statement - Daily Balance Graph
B Code Listings ¥ MARS Financial Statement - Graph by Fund Group
~ B commitment Reports 4| waRs Financial Statement - High Level
Z Funds Control and BL () aRs Financial Statement - YTD
- Higher Level Review ' MARS Labor Report
B Internal Fund #  MARS Multi-Year Trend by Program
Labor Report
e —— ¥ MARS NOA118 - Annual
= Monthly Variance Rej
# MARS NOA118 - ¥TD
- B2 NOAA Variance Repo )
) ¥ MARS Reimbursables
- 2 Transaction Reports
¥ MARS Status of Funds
#  MARS Transfer Out Status
#  MARS Two-Digit Object Code Report
. ¥ MARS Two-Digit Object Code Report - CrossTab
Tree Panel ’ Details Panel

January 2010

Click the Home icon to return to
the home screen specified in your
preferences.

Note that the screen is divided into
two panels:

« Tree Panel
« Details Panel

The Tree Panel is used to browse
personal folders & categories,
Inbox documents and corporate
categories.

The Details Panel is where the
objects within the selected folder
or category are displayed.

The InfoView Tool Bar is only
available when the Tree and
Details panel are displayed.

The Main Menu Bar on top is
always displayed.

13
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InfoView Navigation: Panels and Menu Bars

Main Menu Bar

|$Hnme Document List | Open ~ | Send To - Help | Preferences | About | Log Out

oO~NO O WN B

1 2 3 4 5 6 7 8

. Home: Go to Home Page as defined in your preferences

. Document List: Display the document list you were last viewing

. Open: Used to open My InfoView

. Send To: Select ‘Business Objects Inbox’ to send documents to other users
. Help: Access on-line help

. Preferences: Set user preferences (covered in previous section)

. About: Business Objects product information

. Log Out

InfoView Menu Bar

E a2 | New -~ Add - | Organize - | Actions - Search title - | o 1 Jof1
2 3 4 5 6 7 8 9

. Display documents by Folder

. Display documents by Category

. Refresh Tree Panel and Details Panel

. New: Create new Webl document, Category or Folder

. Add: Add local document to your personal folder, such as PowerPoint, Excel, PDF, etc. Must be

positioned on My Favorites folder to use this option.

. Organize: Cut, copy, copy shortcut, paste or delete Personal Folder, Category or Document

. Actions: Select Modify under actions to edit a personal document. Access properties and categories.
. Search title: Search for a document by title or keyword. Advanced search capabilities.

. Page Navigation

January 2010 14



InfoView Navigation: Finding Documents by Name

(] ’% & | New - Add - | Organize - | Actions - | Search title - [Travel | 2
E- Al e
" @2 Personal Categories & | Code Listings
G} Corporate Categories| = Commitment Reports Second, enter search
= Funds Control and Budget criteria and press enter
=  Higher Level Review
= Internal Fund
First, highlight the -~ 3% Reports
location you want - Monthly Variance Reports
to search in the = noAA variance Reporting
Tree Panel = Transaction Reparts
| ’7 & | New ~ Add - | Organize ~ | Actions - | Search title - [Travel | &2
- Al Title Folder Type

# | MARS Travel Report Public Folders/00 NOAA/NOAA N Web I

" &2 personal Categories

Eﬁ‘ Corporate Categories ReSUItS Of SearCh

January 2010

Searching for a document has
changed slightly.

The search facility will only
search the selected folder or
category.

Be sure to first highlight the
folder or category you would
like to search in the Tree
Panel.

15
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InfoView Navigation: Finding Documents by Keyword

B Al
# B2 personal Categories

= Corporate Categories

CONEE0000

= ’% = | New - Add - | Organize ~ | Actions ~ | Search keyword|v||

Title * Search all fields
Code Listings Search title
Commitment Reg ¥ Search keyword

Funds Contral an Advanced Search

Higher Level Rev Search Content

Internal Fund
Labor Reports
Monthly Variance Reports
NOAA Variance Reporting

Transaction Reports

Properties - MARS NOA118 - YTD

¥ General Properties

Title: IP\'IA.RS NOA118 - YTD

D, CUID: 6843, AbLInMcKNelCra_wCascdxo
File Name: frs://Inputfa_187/026/000/6843/~ce20505ea0a5d6dd305.001

and Fiscal Manth

Description:  |MTD/YTD Plan and Actual by NOA118 Object for given Fiscal Year =)

Keywords: Object Code, BOP, Variance

Created: R[S g =

Last Modified: Nov 18, 2009 4:49 PM

January 2010

S

¢ Type
Category
Category
Category
Category
Category
Category
Category
Category
Category

ye)

Another way to search is by
keyword.

The MARS team has updated
document keywords as part of
this new release.

16
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Working with Documents
For the MARS R&Q Business & Power User
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Working with Documents: Using a Corporate Document

&3 Home | Document List | Open - | Send To - Help | F m To view a document you
must double click on the

= % 2 | New - Add - | Organize ~ | Actions ~ Search title | | £ document name in the

= Al Tle A Details Panel.

E2 personal Categories MARS Financial Statement - Annual
=B Corporate Categories

- B Code Listings

- = commitment Reports
-2 Funds Contral and B
- @ Higher Level Review
- 2 Internal Fund

- Labor Reports

- B Monthly Variance Rey-
-~ = NoAA Variance Repo
- 2 Transaction Reports

MARS Financial Statement - Daily Balance Graph

m Inthe previous release the
MARS Financial Statement - Graph by Fund Group

document would open with a
MARS Financial Statement - High Level Single CliCk.

MARS Financial Statement - YTD

MARS Labor Report

MARS Multi-Year Trend by Program

MARS MOA118 - Annual

MARS NOA118 - YTD

MARS Reimbursables

MARS Status of Funds

MARS Transfer Out Status

MARS Twio-Digit Object Code Report

MARS Twio-Digit Object Code Report - CrossTab

%%%%%E%%%-{{%%-{

January 2010 18



-
¢l Document » View - | 15 | 34 | @ [1o0% |-
Navigation Map

SR 114RS NOAT18 - YTD

Activity (4

=| User Specified Sections

Total Page

User Spec Sect (CBS Labor)

Total Page (CBS Labor)
Repart Notes

EE=EE

Working with Documents: Navigating Within a Document
Web Inteligence - MARS NOA118 - YTD

m  There will be a panel to the left of the

report. This panel is used to show the
following features:

User Prompt Input
Navigation Map

Input Controls (new feature)
Find

The icons at the bottom of the left panel
control which feature you see.

The last feature you used will show as
default.

The Navigation Map is displayed here.
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Working with Documents:

Organize Menu

This document has been cut from
inbox and pasted in Labor folder

|
|Z | B | & MNew - Add - | Organize|-|| Actions -
= Al G Title
= 5 My Favarites [E] Eiué.y ¥ i GEN DOLLARS3 : 2660240
Contracts [ Copy Shortaut w5 OAR Budget Activity-FY200
Labor (& Paste ¥ = Daily BOP Allet Obligation F g
Training X Delete ¥ 4 OAR Budget Activity-FY200
S o 8 [# | iabor coss for wros 2
1) Public Folders # = Labor COhgts for WFOs - Va
[ ]
|

The Organize menu has been
redesigned. Now you will use the Cut,
Copy, Paste and Delete functions much
like you would in Windows Explorer.

For example, to move a document,
highlight the document you would like to
move.

From the Organize Menu, select Cut.

Highlight the Personal Folder where you
would like to place the document.

From the Organize Menu, select Paste.

E | & | Mew -~ Add - | Organize -|| Actions -
- Al K cut

EIIJ My Favorites Copy

u Contracts Tﬂ Copy Shortout

[ Paste i,
: E"“|—'|Trainir15| X Deleteu
- L nbox

B- Public Folders

January 2010

= Al
E‘ 3 My Favaorites
E [ Contracts
{ .= Training
EL box
E- Public Folders

»

E% = | Mew - Add - | OrgaN

e - | Actions -

Labor Costs for WFOs ; 28

20
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Working with Documents: Adding a Corp Doc to Personal Folder

m  You cannot use Copy / Paste to copy a Corporate Document
to a Personal Folder.

m Instead you must first view the Corporate Document, and then
€3 Home | Document List | Open - | ¢ use the Save As option from the Document menu.

Web Intelligence - MARS NOA118 -
- Dncument|v| view + | 15| 38| @ .
Close - ®  You must uncheck the Corporate Category before saving, or
S you will get an error message and have to cancel out of the
Save to myComputer as 3 window and try to save again.
Save report to my computer as 4
Save As .3 Save As ik
Folders I Catogo ] older Categories
=l [i ] ity Folders w DSWGEALE - AP Trans — # [ parzonal Catagories =
b g m ¥ 05WGALB - by person =l [ Corporate Categories
# (i) Public Folders # CBS Trans Report - 2468642 5 BB [ Code Listings Uncheck the
g SN 1V 18 Al ex SR Io 4 B2 [ commiment Regarta Corporate Category
» Comparizon PP1B Est we. Actual e .
w Copy of PCS Analysis by OC # 5 [ Funds Control and Budget - before saving.
w Credis in 11-80 / 11-82 i B2 [ Higher Level Review 1
¥ CWIP Reports - 2751436 § B2 [T internal Fund Select Personal
Ro i sonal
: ER La-uqr i 2 ¥ Monthly Varance Reports — Category |f deS|red-
' ER Labor by PP Coverad = § B2 [T noAs Variance Reporing &
4] | ;l—‘ i | »
pane [ W16 - 70 |Chsmss_w] | tame [wassnoarie-vio [
[ OK ] | cancsl | [ (0], ] | Cancsl |

January 2010



Working with Documents: Sending Documents to Other Users

&% Home | Document List | Open - SendTo|v|

Business Objects Inbox E
el =

= | New - Add - Orgar Email...

=N All FTP Location...
__ 1 My Favorites I File Location. .. -
= T

Title: Labor Costs for WFOs @ 2815759

Description:

Created: Mov 19, 2009 3:21 PM

Last Modified: Dec 7, 2009 11:06 AM

Last Run: Mever

Destination:  Business Objects Inbox

[ Use default settings <

UNCHECK this option

Available Selected

Search title ~ [hil | £ M 4 [1 Jofl » M

M4 ofl M Title Full Hame
0 Search Title Full Ndme 3 hilld R. Derek Hill
result for: & Hilb Beth A Hill
¢ "hill" in "User
CList" | & hilld

© & Userlist || & hille Eric Hill
E'"riﬁ"tg."'zGroup List & hilln Nicolle Hill

& hillr Randy Hill -
1| | >

& |se Automatically Generated Name

Target Mame:

| | Add placeholder j

" Use Specific Name

Send As:
' Shortcut

& Copy <

Submit | Cancel |

January 2010

m To send a document to
another user:
Highlight or view the

document you wish to
send

From the Send To Menu,
select Business Objects
Inbox

m Inthe Send screen:
Uncheck ‘Use default
settings’

Enter all or part of the
recipients last name in

the search title box and
click the search icon

Highlight the recipients
name

Click the > button to add
the name to the Selected
list

Click Submit

m  Note that Send As Copy
Is now the default.

22



Working with Documents: Creating a Corporate Document Shortcut

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

Help | Preferences | About | Log C

Created: Nowv 17, 2009 6:02 PM
Last Dec 31, 2009 2:24 FM
Modified:

Last Run: Never
Destination: Business Objects Inbox

[ Use default settings

Available

Search title - [schmie

| £

ofl

Title

& schmiedebergp

- & User List

""" & Group List

Target Name:

& |se Automatically Generated Name

Full Name
Penny Schmiedeberg

ES

Title: MARS NOAL18 - Annual <= COrporate Document

Description: Annual Approp, Annual BOF, YTD Actual, Remaining Commitment and Balance by NOA118 Object Code and Organization through
given Fiscal Year and Fiscal Month. Labor and Mon-Labor subtotals on some report tabs. Summarized to the Direct/Reimb, Fund
Group, Fund, Program, Project or Task level for any level of the organization code.

Selected
of 1

Full Name

Title
- | & schmiedebergp Penny Schmiedeberg

Send to yourself

' Use Specific Name |

Send As:
& Shortcut
' Copy

<«— Send as shortcut

||A.L'|L'I placeholder j

January 2010

Subrnit | Cancel |

In the new release
you can no longer add
a document as a
shortcut directly into
your personal folders.

You must first send
the Corporate
Document to your
Inbox as a shortcut,
then save the shortcut
to your personal
folders.

Use the Organize
menu to cut and paste
the shortcut to your
personal folder.

Saving Shortcuts of
Corporate Document
rather than a copy
ensures that you are
always referring to the
latest version of the
Corporate Document.

23



Creating Webl Documents

January 2010

For the MARS R&Q Power User Only
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Creating Webl Documents

| Web Inteligence Document ~ﬂ'n~.

ﬁ Home | Document List | Open - | Send To -
I_‘IE m | Mew|~| Add - | Organize - | Actions -
= Al

" @ Persy E—} Category
=8 Corp{[E* Folder

W

-2 Code Listings
- Commitment Reports
- Funds Control and Bu
- & Higher Level Review
- 2 Internal Fund
-~ Labor Reports

8= Monthly Variance Rej

- 2 NOAA Variance Repo

- Transaction Reports

January 2010

R R R R R R AR R

MARS Labor Report

ancial Statement -
ancial Statement -
MARS Financial Statement -
MARS Financial Statement -
MARS Financial Statement -

Annual

Daily Balance Graph
Graph

High Lewvel

YTD

MARS Multi-vear Trend by Program

MARS NOA118 - Annual
MARS MNOA118 - ¥TD
MARS Reimbursables
MARS Status of Funds
MARS Transfer Out Status

MARS Two-Digit Object Code Report
MARS Two-Digit Object Code Report - CrossTab

m Click Home or Document List so that
the InfoView Menu Bar is displayed.

m From the New Menu select Web
Intelligence Document.

25



Creating Webl Documents: Universes

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

b m  You are presented with a
Web Intelligence Document - New Document 7\ I|St Of universes.
N Universe « Description ,
I MARS Allotment Detail This universe accesses the MARS R&Q nightly copy of the CBS Allotment tabes. A
(CBS) 5 m  The MARS teams has
i MARS Allow Advice This universe accesses the MARS R&Q nightly copy of the Allowance Advice tahl’ updated U_nl\_/erse Na_mes
(MARS) and Descriptions during
* WARS AF Trans (CBS) doésur?ﬂné\r;fgsrfda:ecfisrzisce r?umbers tranglgat:sc?ﬂpgcns n§n—private er:'lr;To:eeee-m the migration to the new
' P : release.
s MARS BOP Detail (CBS) This universe accesses the MARS R&Q nightly copy of the CBS BOP tables. ND
! m  The word ‘Adhoc’ was
L MARS Budget Detail This universe accesses the MARS R&Q nightly copy the Budget table from MARS . removed from all universe
(MARS) ’ names.
I MARS Codes Listings This universe accesses the variance master file information for all systems withi
Object Codes, Organizations, OPT Groups, Pay Periods, etc. s
L MARS Commitment Detail — This universe accesses the R&Q nightly copy of the Commitment Detail tables fro u The data source (CBS or
(MARS) MARS) was added in

L MARS Commitments & This universe accesses the MARS R&Q nightly copy of the Static Data from MARSy parentheses at the end of

Projections (MARS) the universe name.
I MARS Credit Card Trans This universe accesses the MARS R&Q nightly copy of the CBS Credit Card Transa,

(cBs) (
L MARS GL Acct Summary This universe accesses the MARS R&Q nightly copy of the CBS GL Summary Tak,

(CBS) 20,1720,1832,4222,4252 4800 thru 4999,5700-89,6100. NDW_GL_ACCT_SUMM

I MARS PPBES Reporting This universe accesses the MARS R&Q nightly copy of the CBS PPBES tables. N
(CBS) MDW_PPBES_SUMMARY, NDW_RPM_GOAL_CODES_MVY

L MARS Stored Accounting This universe accesses the MARS R&Q nightly copy of the CBS Stored Accnunti‘
(CBS) MDW_CARD_HOLD_ACCT _V, NDW_GSA_TAG_V, NDW_RECURE_V

L MARS Travel This universe accesses the MARS R&Q nightly copy of the CBS Travel Authoriza{
Authorization (CBS)

I MARS Variance This universe accesses a combine table of data from multiple sources; Actualy
Reporting BOP, Initplan and MARS Labor. The data is summarized to the ACCS, Fiscal P

F_MONTHLY_VARIANCE_RPT3
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Creating Webl Documents: Save Document

@ |§| i | - | lﬁ Edit Query Edit Repart

iE ol e | @ A A -] 7 - TE| &)

sl s =B U A- S

Data rTempIates rMap rF"n:uperties rlnput Controls ]

: Data inl

El-4 Training Doc 1
S 0ig Level 4 Code
! Project Code
“owe Net Amount

B 5 sve Document

& Categories =

E@ Home
ESRES] 1y Favorites
¥ Public Folders

-

i —

o]

Cancel |

&dvanced ¥ |

Help |

January 2010

The Save Document screen has changed.

The first time you click Save, you will be

prompted to select a folder and document

name. Optionally you can specify a
personal category.

zl
— Title I Size I Dwirer Descrption I
@- Personal Categories
= Corporate Categories
Do not pick a
category at this time
Mame: | Training Doc 1 Advanced |

]

Cancel | Help

27



Creating Webl Documents: Actions Menu

New Version

|7 = | & | Mew - Add - | Organize - Actions|v|
= All Properties
E‘ “2 My Favorites Cﬁgaries
: Contracts U?éu%l
- [0 Labor Modify
[ Training Schedule
& Inbox Histary

B Public Folders

Previous Version

I 31 + LaborDetail
Histary | Schedule | Modify | Properties

January 2010

Title

B Training Doc 1

The Actions menu is new. In the
previous version the actions could be
found underneath the document name.

To use the Actions menu, highlight the
document you would like to work with
first.

Alternatively you can right click on the
document name to open the quick menu.

A document Category is now changed via
the Categories menu rather than the
Properties menu.

You can change the document name,
description and keywords from the
Properties menu.

28
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Creating Webl Documents: Actions Menu

m  You can open a document for
editing in one of two ways:

m  While in view mode

&7 Home | Document List | Open - | Send To ~ Help | Preferences | About | Log . . .
——— 5 0 Click on the Edit option
| Document - View - | 8 v P M Edit | 2} RefreshData | °% | BH
Mavigation Map ~—
= _}j Training Doc 1
Report Title Or...
'Org Level 4 Code |Project Code Net Amount

, _ _ m  From the Detail Panel
IE | = | New » Add -~ | Organize - Actlons|v| T
= _ 0 Highlight the document
All Properties Title . th Det | Pan |
=[5 My Favorites Categories In the Detal _ ane
[ Contracts — 1 From the Actions Menu,
(53 Labor Modfy g, select Modify
127 Training schedue
& Inbox Histary
#-[20 Public Folders
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Report Formatting

January 2010

For the MARS R&Q Power User Only
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Report Formatting: Formatting Toolbar

‘ i Aial

1

2 345 6

7

12

13 14 15

Much of the cell formatting you have been changing via the Properties tab, can now
be done more easily via the Formatting Toolbar.

©COo~NOGR~wWDNE

Font

Font size

Bold

Italicize

Underline

Font color
Background color
Background image
Borders

Border color
Horizontal alignment
Vertical alignment
Wrap text

Merge columns
Format painter

January 2010
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Report Formatting: Formula Editor

m In the previous release, double clicking on a cell would position you in the Formula Toolbar.
m Inthe new release, a Formula Bar is opened in place.
m  Click Ctrl+Enter to show the Formula Editor.
m  You can still manually open the Formula Toolbar by clicking the icon.
S w9 Al oY -S| - JJJv|1€v|BfViewsrructurel
| b Hie FElzuA- > O -LEES = -EHe@E)
$1| A & 5 [ Report Titke" <—— Formula Toolbar is still available

soguog indu) (T 4

<+— Formula Bar opened in place

ass Ctrl+Enter to show Formula Editor

Organization __project Code _undsiered uemmuunt

20-30-0000-00 09WECTO 2,402 114.413 116,816
20-20-0000-00 09WLVT1 0 27 4971 5.297
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Report Formatting: Page Layout

Training Doc 2

M & -] 3] | E~ | (3 Edtuey |21 EdiRepar]

IS A ]9 A | T -[TEIE | -] -] | [E]E v stwus ]

—— E|@:|Ei|<ﬁ3’l_

Document Properties
-] Appearance

Background color

Background image

Training Doc 2

[ 255, 255, 255

Unwisited hyperlinks color
Wizited hyperlinks color

Page content [Quick Display Mode only]

H Es»rUulA-* - Hi - £ |EES
[ata rTempIates WPmperties rlnput Contr..
: Properties n
4 [m | = =
- General
Mame Report 1

=] Page layout <

Top margin a7t
Bottom margin n7a"
Left margin n7a"
Right margin n7a"
Page size Letter
Page orientation Portrait
Show page header W ‘e
Header height aa"
Show page faater W ez
Faater height ns"

January 2010

20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00
20-30-0000-00

DOWECTO
DOWLVTA
D9WLVE1
E&M5J10
F2NS2AA
FamsJ10
F8M5JGE
FaMEJFM

Report Title

|
Org Level 4 Code |Project Code Net Amount

116,8°
52¢
31,50

1,0255
392%
-B¢

Page Layout properties are
more accessible in the new
release.

Switch to the Properties tab.

If you do not see the Page
Layout options, click within
the white space of the report
until they appear.

Click the + sign if necessary
to expand the Page Layout
section.
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Report Formatting: New Formula and Text Cells

¢ Templates

TemplatesrProperties Map | lnput Con.] 4R
n

E---'ﬁ;: Report Elements
w2 Report
=™ Tables
B | Horizontal Table
™ Vertical Table
Crosstab
= Fam
-l Charts
I_I_[l Bar
& Line
H Area
a Fie
-5 Radar
=] Free-Standing Cell:
= Formiula and Text Cells

[ Last Fiefresh Date
] Dacument Name
[ ey Summany
1 Prompt Summary

; 1 Report Filter Summary
&[] Page Mumber Cells

January 2010

** Query Properties:
Universe:MARS AP Trans (CBS)
Last Refresh Date:12/29/09 11:45 PM
Last Execution Duration: 100
Number of rows: 694
Retrieve Duplicate Row: ON

** guery Definition:
Result Objects: Org Level 4 Code, Project Code,
Net Amount, Undelivered, Unpaid, Paid
Filters ( FY Prompt
AND FMC or LO Prompt
AND ( Undelivered Not Equal 0
OR Unpaid Not Equal 0
)
)

¥x* Query Name:Query 1 **x

FMC or LO for all 20-30
Fiscal Year 2009

Hxx Filter on Report Report 1 ***
No Filter on Report 1

*** Filter on Report Report 2 **%

No Filter on Report 2

Kl

|2 Report |=* Report 2

Under Templates there are
3 new Formula and Text
Cells:

Query Summary

Prompt Summary

Report Filter Summary

When cells of these types
are placed on your report,
they return detail
information on query
execution, query structure,
prompt values entered by
the user, and filters used on
the report.

Examples are shown here.
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Report Formatting: Undo Formatting

m [f you make a mistake while formatting a report, you can click the Undo icon.

m The previous version allowed only one undo. The new version allows more than
one.

m Be sure to Undo before you save. Saving clears the undo cache.

Training Doc 2
[ & ~| 3| # E=] - | (3 Edit Quer|[=] Edit Repart

P e e PR A |dh -] Y -|ZE| Sl -2 - E - SR
: dial o ElB 2 DA - & (|- L ES

[ ata rTempIates rMap/wF'ererties [rpuk Contr..

: Properties u|

B 4 |[=] =t =

- General

Text =[Met Amount]
Dizplay

) Appoarance Organization __Pr

[+ Tevt Farmal T&rial 9 Bemlarl
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New Features

January 2010

For the MARS R&Q Power User Only
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New Features: Optional Prompts

m  The Optional Prompt
setting allows you to
Enter valug(z) for Fund Code: | & @ bypaSS a prompt WlthOUt
‘ having to fill in an answer.

Fund Code  In list

m Leaving the prompt blank
has the same effect as
the **' for all option built
into most Corporate
Documents.

AN m Click the Prompt
Properties icon to open
the properties dialog and
check Optional prompt.

23
(I
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New Features: Optional Prompts

x
Select or type the prompt values for each prompt below,
|Enter value(z] for Fund Code: [optional] If no walue iz zelected, this filker will be removed.l

v FrCoor LO for all 20-01
v Figzal vear 2009

Type & valus Enter wal und Code:
| —t

Refresh values =
£

Fund Code Fund Descr | _|

" ALL il

oo OR4F GEMERAL OPE...

anonz IMTERMAL FUMD 134...

Qnn3 REIMEBURSABLE w4

0nng REIMBURSABLE W/

anns ADVAMCES - SIMGLE ...

00one ADVAMCES - MULTI ..

Qo7 REIMEURSAELE

AN DIRFCT FIM FLMDG 17 T

Last Fefrezh Date: December 28, 2009 4:38:30 P ..

Enter pour search pattern ||ﬂ| -

= Run Query Cancel
January 2010

When the query is run, the
prompt box will be displayed.

If the List of Values does not
appear, click Refresh Values.

With the new optional prompt
you can either

Not select any funds

Select one fund

Select multiple funds

When reports are run, the
prompt text of optional
prompts will contain the
following note: [optional] If no
value is selected, this filter will
be removed.

Note — the “*” for All will not
work with a User Defined
Prompt. If you want all funds,
do not select any funds.
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New Features: Data Tracking

m  When you track data changes, you select a particular data refresh as a reference
point. When you display the data changes on subsequent report refreshes, Web

Intelligence places your current data in context by showing how it relates to the
reference data.

m To turn on Data Tracking, click the Track icon.

m Determine if you want the reference data to be updated with each refresh, or to use
a particular refresh date a fixed reference point.

m Check Refresh Now to see changes. |
v +J8
Edt | <o Refresh Data ||} Track S 7 | E5

Activate Data Tracking

Set the reference data for data tracking
{(* Auto-updste the reference date with each data refresh

{" Use the current data as reference data (data on December 28, 2009 4:54:59 PM GMT-05:00

You need to refresh the document to see changed data

¥ Refresh now

7) Wore Information
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New Features: Data Tracking

m You can control the Data Tracking Options:
1 Insertions

1 Deletions

1 Changes

1 Increased Values

1 Decreased Values

Data Tracking Options
Report Title "

Org Level 4 Code |Project Code 4.Digit Object CodeNet Amount
20-01-0000-00 _F8I||5!GA _1 1-12 _ 334.01_
_20-01-0000-00 _FBM&JGA _1 1-51
20-01-0000-00 _FSMEJGA _1 1-60
_20-01-0000-0!] _FBMSJGA _1 1-82
20-01-0000-00 _FBH&JGA _1 2-10
20-01-0000-00 _GBH&JG.I\ _1 1-12
20-01-0000-00 _GBH&.IGJ\ _1 1-51
20-01-0000-00 _GBHEA.IG& _1 1-59
_20-01-0000-00 _GBH&.IGA _1 1-60
20-01-0000-00 _GBH&JG.I\ _1 1-80
20-01-0000-00  GAMSJGA 11-82
20-01-0000-00 _GBHEA.IG& _12—10
_20-01-0000-00 _GBHE.IGA _1 2-18
20-01-0000-00 _GBH&.IGE _1 1-12
20-01-0000-00  GAMSJGE 111-60
20-01-0000-00 _GBHEJGE _1 1-80
_20-01-0000—00 _GBHE.IGE _1 1-82 A
20-01-0000-00 _GBI.IS.IGE _1 2-10 _
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New Features: Fold / Unfold

Open Obligations

Traumlg[)ncl _ : — "I
|5|ﬂﬁ| =l - | = Edit Report =4 Refresh Data Xlﬁ"p’ Track T %|@|| ?4_.1|Q, Drillﬁ| @_'||_‘3v

:-.,rﬁ'&ﬂ-*)(“lflﬁﬂa | 7 -|[F8] & |n-|E-|—qu|1_ EN i |

| il Fle Bz UA-o- K- - B==-~ Egllﬁzl‘yl

B \ -

-

]

4
,|

20-30-0000-00

20-30-0000-00 is folded

sjonuog induy | 4,

438,543

1

oowgd 20-30-0001-00 is unfolded

173,705

09WLYTT 14] 369

a1 0 -2.454
48M6EJAM 0 853
EBM5J10 -6,674 0
F8MaJ10 -20,095
FaMsJ20 0 -1,178
FaM&JT2 0
Fa8M5JHP 0 -3.412
G3M5J10 84247 35,224
GAMSIHP 910 1,651
20-30-0001-00 Sum: 3.204 9,962

Organization _|project Code_undeiivered Nemmuunt

23,204
58,800
186,439 187,292
6,674 0
94,137 -1,238

1,605,465 1.618.6

20-30-0002-00 09WECTO -4,492 -4,458 ]
Q9WLYT1 1] -220 -1.588 -1.809
; ; @'ﬂepmb'l" —

January 2010

If you don’t need to see
the detail rows within
certain sections of your
report you can use the
Fold / Unfold toolbar.

When a table or break
Is folded, the rows are
concealed and headers
and footers only are
displayed.

Tables must have
headers and footers to
be folded and unfolded.

To turn on the Fold /
Unfold toolbar click this
icon.

To fold a break, first
click within the table,
then click the arrows in
the toolbar to the left.
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New Features: Input Controls

m [nput controls provide a convenient, easily-accessible method for filtering and
analyzing report data. You define input controls using standard windows controls such
as text boxes and radio buttons. You associate these controls with report elements
such as tables or section headers, and use the controls to filter the data in the report
elements. When you select values in the input control, Web Intelligence filters the
values in the associated report elements.

[ ata rTempIatesrProperties Mag._/ |npat Con.]_
¢ Input Contrals - Pepart 1 =l
% M | Rezet |
Open Obligations
Project Code «
[ [Select All =~
Organization _|Projoct Code Het Amount
[~ 0D3WECTD
20-30-0000-00 EBM5J10 -15,000 15,000
[ 09wy
20-30-0000-00 F2MNS2AA -3,512 -13,971 17,483 0
[~ DFwLaE
20-30-0000-00 FamMaJ10 -4,853 -4,955 1,035,314 1,025,506
[V 42MC103
20-30-0000-00 FEMaJGE -13,054 -16, 447 68777 38,275
v 47M7E30
20-30-0000-00 FEMEIFM ] -591 -289 -380
v A7M7ES
20-30-0000-00 GBMEJ10 7531 1,749 -1,524,116 -1,514,837
[V 4BMEJAM
20-30-0000-00 GaMEIZ22 4,225 1] i 4275
¥ 4RMBEISZ
20-30-0000-00 GBMBIGE 10,811 24123 g52 588 687,521
v ARMBK W LI
20-30-0000-00 GEMEJFM ] 538 14,534 15,072
20-30-0000-00 GBR1ADE 1,193 602 0 1,795
20-30-0000-00 GER1WRS 4615 3797 8,069 16475
20-30-0000-00 GBR3IWRS 2,800 ] 200 3,000
20-30-0001-00 4BMEJAM ] 853 186,439 187,292
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New Features: Input Controls

[ ata rTempIateserpertiesrMaVIHput Con. | €4— u TO Create an Input Control,

¢ Input Controls - Report 1

i switch to the Input Control

Heset | tab

There are no input controls defined in thiz report.

Select Report Object

m Click New

Select the report object aszigned to the input contral u SeIeCt an ObJeCt to be

assigned to the input
control.

[El--| Training Doc 2
o @ g Level 4 Code
M Froject Code
S Wet Amaunt
“ow Paid
“own Undelivered
Unpaid

I [helide objests fiom selected Blaek anll

Arranged by Alphabetic order =

January 2010

< Bachk I Mext » I Cancel
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New Features: Input Controls

p——— m  First decide if the control will
B allow a Single Value or Multiple

— = | . Value.

Entry field Combo box  Radio buttons Lizt b

m  Second pick a Control Type.

Multiple values

| . m  The example on the previous
Lot bon page used a Multiple Value
Check Box.
El Input control properties

Type Check bores

Label Froject Code

Drezcription

Ligt of Values All values from report

|Jze restricted list of values [T es

Default value(z)

Operator I list

Number of lines 10 |

= Repart
“.-[H] Report Header
EI I_ Report Body
) Ropon o m  Finally, determine which Report
" Elements the Input Control will
apply to.
< Back Finish Cancel
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