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What’s New in Business Objects XI 3.1
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Overview

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

MARS released this version in January 2010.

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

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.
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.

In-depth HelpBasic Help
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Setting Preferences
For the MARS R&Q Business & Power User
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Setting Preferences: InfoView Start Page

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

To see Corporate 
Documents:

Click Document List
Click Switch to Categories 
button

This is the Home Page
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Setting Preferences: InfoView Start Page

To see Personal 
Documents:

Click Document List
Click Switch to Folders 
button

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

Previous Version

New Version
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Setting Preferences: InfoView Start Page

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.
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Setting Preferences: General Section

Use the following settings if you prefer 
your InfoView Start Page to be the 
Category View.

InfoView Start Page:
Category

Document Navigation View:
Category

Additional recommendations:
Set the number of objects (max.) per page 
to 100.
Uncheck everything under Document List 
Display if you prefer a simple list of 
documents.

Click Browse Category if you would like 
to see a particular category on your 
InfoView Start Page . . .
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Setting Preferences: General Section

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

Click OK to return to the 
preference option list.

Note the selected category.
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Setting Preferences: Web Intelligence Section

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:
Web

When viewing a document:
Use my preferred viewing locale to format the data

Select a default creation/editing tool:
Advanced

Select a default Universe:
No default universe

Drill options: 
Prompt when drill requires additional data
Synchronize drill on report blocks

Start drill session: 
On existing report

Select a priority for saving to MS Excel:
Prioritize easy data processing in Excel

Click OK to save settings.
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InfoView Navigation
For the MARS R&Q Business & Power User



13January 2010

InfoView Navigation: Panels and Menu Bars

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.

Tree Panel Details Panel

InfoView Tool Bar

Main Menu Bar
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1. Home: Go to Home Page as defined in your preferences
2. Document List: Display the document list you were last viewing
3. Open: Used to open My InfoView
4. Send To: Select ‘Business Objects Inbox’ to send documents to other users
5. Help:  Access on-line help
6. Preferences:  Set user preferences (covered in previous section)
7. About:  Business Objects product information
8. Log Out

InfoView Navigation: Panels and Menu Bars

1                 2                    3              4 5               6                7   8

1     2      3         4           5                6           7                              8                          9

1. Display documents by Folder
2. Display documents by Category
3. Refresh Tree Panel and Details Panel
4. New:  Create new WebI document, Category or Folder
5. 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.
6. Organize:  Cut, copy, copy shortcut, paste or delete Personal Folder, Category or Document
7. Actions:  Select Modify under actions to edit a personal document.  Access properties and categories.
8. Search title:  Search for a document by title or keyword.  Advanced search capabilities.
9. Page Navigation

Main Menu Bar

InfoView Menu Bar
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InfoView Navigation: Finding Documents by Name

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.

First, highlight the 
location you want 
to search in the 
Tree Panel

Second, enter search 
criteria and press enter

Results of search



16January 2010

InfoView Navigation: Finding Documents by Keyword

Another way to search is by 
keyword.

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

To view a document, you 
must double click on the 
document name in the 
Details Panel.

In the previous release the 
document would open with a 
single click.
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Working with Documents: Navigating Within a Document

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

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.

This document has been cut from 
inbox and pasted in Labor folder
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Working with Documents: Adding a Corp Doc to Personal Folder

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

Instead you must first view the Corporate Document, and then 
use the Save As option from the Document menu.  

You must uncheck the Corporate Category before saving, or 
you will get an error message and have to cancel out of the 
window and try to save again.

Uncheck the 
Corporate Category 
before saving.

Select Personal 
Category if desired.
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Working with Documents: Sending Documents to Other Users

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

In the 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

Note that Send As Copy 
is now the default.

UNCHECK this option
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Working with Documents: Creating a Corporate Document Shortcut

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.

Corporate Document

Send to yourself

Send as shortcut
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Creating WebI Documents
For the MARS R&Q Power User Only
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Creating WebI Documents

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

From the New Menu select Web 
Intelligence Document.
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You are presented with a 
list of universes.

The MARS teams has 
updated Universe Names 
and Descriptions during 
the migration to the new 
release.

The word ‘Adhoc’ was 
removed from all universe 
names.

The data source (CBS or 
MARS) was added in 
parentheses at the end of 
the universe name.

Creating WebI Documents: Universes
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Creating WebI Documents: Save Document

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.

Do not pick a 
category at this time

Save in 
My Favorites
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Creating WebI Documents: Actions Menu

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.

New Version

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

While in view mode
Click on the Edit option

Or . . .

From the Detail Panel
Highlight the document
in the Detail Panel
From the Actions Menu, 
select Modify

Creating WebI Documents: Actions Menu



January 2010 30

Report Formatting
For the MARS R&Q Power User Only
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Much of the cell formatting you have been changing via the Properties tab, can now 
be done more easily via the Formatting Toolbar.

1. Font
2. Font size
3. Bold
4. Italicize
5. Underline
6. Font color
7. Background color
8. Background image
9. Borders
10. Border color
11. Horizontal alignment
12. Vertical alignment
13. Wrap text
14. Merge columns
15. Format painter

Report Formatting: Formatting Toolbar

1                 2          3   4   5    6       7   8    9    10            11            12      13  14  15
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Report Formatting: Formula Editor

In the previous release, double clicking on a cell would position you in the Formula Toolbar.
In the new release, a Formula Bar is opened in place.  
Click Ctrl+Enter to show the Formula Editor.
You can still manually open the Formula Toolbar by clicking the icon.

Formula Bar opened in place

Formula Toolbar is still available
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Report Formatting: Page Layout

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

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

If you make a mistake while formatting a report, you can click the Undo icon.
The previous version allowed only one undo.  The new version allows more than 
one.
Be sure to Undo before you save.  Saving clears the undo cache.
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New Features
For the MARS R&Q Power User Only
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New Features: Optional Prompts

The Optional Prompt 
setting allows you to 
bypass a prompt without 
having to fill in an answer.  

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

Click the Prompt 
Properties icon to open 
the properties dialog and 
check Optional prompt.
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New Features: Optional Prompts

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

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. 

To turn on Data Tracking, click the Track icon.
Determine if you want the reference data to be updated with each refresh, or to use 
a particular refresh date a fixed reference point.
Check Refresh Now to see changes.



40January 2010

New Features: Data Tracking

You can control the Data Tracking Options:
Insertions
Deletions
Changes
Increased Values
Decreased Values
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New Features: Fold / Unfold

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.

20-30-0000-00 is folded

20-30-0001-00 is unfolded
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New Features: Input Controls

Input 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. 
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New Features: Input Controls

To create an input control, 
switch to the Input Control 
tab.

Click New

Select an object to be 
assigned to the input 
control.
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New Features: Input Controls

First decide if the control will 
allow a Single Value or Multiple 
Value.

Second pick a Control Type.

The example on the previous 
page used a Multiple Value 
Check Box.

Finally, determine which Report 
Elements the Input Control will 
apply to.


