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Navigating in Business Objects

To Launch Business Objects InfoView:

InfoView is accessed through the world wide web using the following URL (web address):
http://reports2.newhaven.edu/businessobjects/enterprise115/InfoView/logon.aspx?action=logoff

or through the UNH website by selecting the Faculty and Staff link in the Information section of
the UNH homepage. Then select Matrix Reports.

Once you’ve entered the web address, the following log on screen will appear which prompts you to
enter your username and password.

2 Log On to BusinessObjects InfoView - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help

a . L . i - ¢
eBack M > Iﬂ Iﬁ __l\j /.JSearch ‘?,‘\'( Favorites ve} Tt ﬂ @ _J ﬁ :’j
Address ﬁjhttp:,f,l’unh-repnrts-l]1,fhuslnessnh]ectsienterprlse11;’Infn\flew,ilngnn.aspx?actlnn=lngnff V| E

BUSINESS OBJECTS

Log On to BusinessObjects

Existing User

Systern: ‘

FPassword ‘

User narne: ‘DFIonc |

Authentication: | Windows AD v
@b[ Done ‘:ﬁ Local intt

|

System: (leave blank)

User Name: first initial and entire last name as one word (user name is not case sensitive)
Password: same as your Windows NT password (password is case sensitive)
Authentication: Windows AD

Once you’ve entered your login information, click the Log On button.

Business Objects InfoView (Initial Screen)

After you successfully logon to Business Objects you will come to the Business Objects InfoView Initial
Screen.

D Dusinessiibjects Infe¥iew

Microsolt Internet Leplarer

BusinessObjects Info\iew collects and p business i ien and
provides:

Dricinssaotis. ngind
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Navigating in Business Objects

In the Navigation Panel box on the left side of the screen, you can open the report directory you need by
clicking on the “+” sign to the left of the Public Folders icon. Then click on “UNH" to view the Main
Screen which shows the available reports in the Objects Area.

Objects Area Toolbar

Title bar Log Off
Main BUSINESS OBJECTS Xe: DFlonc
TOOIbar—> & B 0 vew - G ¥ sena - My Infoview | Searcattle - 151 Bd o
I Folders collapse EES,
Navigation —Pp E B S B @mE X | & oo - | X | Fiter 8 Types -
Panel DMy’ Pt 0 Title | Last Run Type | Owner Instances
L} # Department Operating Budget Report Mever run Crystal Report Administrator 1
TOOlbar PubL‘J'LFHUMerS Schedule | History | Properties
Fl + Detail Trial Balance Report Mever run Crystal Repart Administrator 1)
Schedule | Histary | Properties
Biscyssions expand
A
L Navigation. Objects Area
Panel

Accessing your Budget Reports:

Select the report by clicking on the title ‘Department Operating Budget Report’ in the Objects Area. The
“Enter Prompt Values” screen will appear:

BUSINESS OBJECTS” Welcome: DFlonc
& ) vew » L Send + My Infaview | Searchitie - [ //I |3 o e
[ Folders caliapsa 2 / STeP]

e e @ @E X || & oz - | X | Fiter_allTypes - | 4
= My Folders 7l | Last Run Type | Owner Instances
B 5 public Falders [0 ¥ + DepartmentOperating Budget Repaort Mewer run Crystal Report Administratar 1
Schedule | History | Propedies
LINH
[ » Detail Trial Balance Repart Mever run Crystal Report Administratar 0
Schedule | History | Properties
Discussions Expand 4

From here, you will select the variables to be included in the report.
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Navigating in Business Objects

Select a Department:

In the Available Values box, you will see listed only those departments that you have security access to
view. In order to select a department, simply click on that department to highlight it. To select more
than one department, you can click on one then hold the control button on your keyboard while clicking

on others. Once you have selected the appropriate departments click the button to move your
selection to the Selected Values box. If you would like to select all departments, you can simply click on

the button to move the entire Available Values list to the Selected Values box without having to
individually select each line.

BUSINESS OB]ECTS‘ Welcome: DFlonc
& | 0 vew » & 4 send ~ [ wy nfoview | Search tite = 5] B e
i Folders callapse @[ . FEE
E & e E._:‘l = _3 x Enter prompt values. A
Sy Folders
B 3 Public Folders Select a Department: Department

- Avalable Vales: | sckcledVales:
101 - Dean - Arts & Sciences ~
102 - Engligh =)
102 - Mathematics | ¥ |
104 - Hiztory S
105 - Vizual & Performing Arts
106 - Philosophy I[2]
107 - Polttical Science D
1108 - Sociclogy e |
| Remove Remove All |
Select Account Categories Categories
Enter Description:
Avaiiable Values: ; Selected Valies:
Operating
2]
B
| Remove Remove All |
v

Select Account Categories:

The Account Codes are the selection of general ledger accounts that you would like to select. Personnel
are only accounts related to payroll and fringe, Operating are only accounts that are non-payroll
operating expenses (i.e. Supplies) and Revenue are only accounts where income is posted. The selection
process is the same as for the Department selection.

Please note: at this time, only Operating expenses are available to view for all users.

Enter Fiscal Period:

University of New Haven
Business Office
Created December, 2006 Budget Inquiry 3




Navigating in Business Objects

The fiscal periods are listed in a drop-down list for your selection. Click on the arrow button at the end
of the selection box to show the drop-down list then click on the appropriate period you would like view.

Select Fund Filter:

As with the Department selection, in Available Values box under the Select Fund Filter selection, you
will see listed only those funds that you have security access to view. In order to select a fund, simply
click on that fund to highlight it. To select more than one fund, you can click on one then hold the
control button on your keyboard while clicking on others. Once you have selected the appropriate funds

click the button to move your selection to the Selected Values box. If you would like to select all

funds, you can simply click on the button to move the entire Available Values list to the Selected
Values box without having to individually select each line.

Welcome: DFlom

BUSINESS OBJECTS
& B3| [ vew - & [F send ~ [H My nfoView | Search tte ~ =] & e
| Folders collapsefid) | CIEE
E esBE 3 X Enter Fizcal Period: A

Sy Folders b
B [ Public Folders

CHunH
Select Fund Filter: Fund Fiter

Available Values: Selected Values:
/125100 - Des -Dean of Enginzering ~ll
135100 -Provost =i
signated-Student Services | Fl
= Institute I—
ntal Center, Inc.

148800
150000
170000

181610 - Unexp Plant-CHEFA Sond Series £ |[2]
183710 - Plant R&R-Summer Renovation Reserve I
187610 - Inv in Plant-Tagliatela Gift Fund Vs
‘ Remove | Remove All
Select Condition for Report ID: Cendition
-
Select Report ID: Value
=
OK -
| Discussions axpand ki

Select Condition for Report ID:
Report ID’s are only used for special tracking purposes and are only available in specific departments. If you
do not have any report ID’s available, you will select the following:

Select Condition for Report ID: less than
Select User Report ID: 10000

If you have specific report ID’s to select, you can select the following:
Select Condition for Report ID: equal to
Select User Report ID: select the appropriate report ID from the drop down list

Once all the parameters have been selected, click on the OK button at the bottom of the page. Your
report will then appear on the screen.
Drill Down Capabilities:
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Navigating in Business Objects

Your report will first appear in a summary format showing the departmental totals.

Print

/

Export

Page

Refresh

W [@B giressObjects Infoyfew % v B dh - mrPage = £ Tods - bt (I—)?.?
BUSINESS OBIECTS" Welcome: DFlg
R \ 5] & @
eport X =
T00|bal‘ Dl | 1 /1 | Main Report e
BS by Folders #-635 Depreciation [ N
=
B publicFolders 21 645 Interest d
DUNH uN\V!lsArerc"F
s em T s Report
H— .
J View
Department Budnet Encumbrance Actual % List
635 Depreciation $3,675,000.00 $0.00  §3,457,949.84 $117,060.06
645 Inter 1,304,399, 50, 51,481,717, $322,68444
e'\AccnuntTotals $5,379,399.0 50.0 sum&&&?i 54397
b
<
You have the ability to drill-down on the departmental total to view the account line detail by clicking
anywhere on the department line you would like to view. Below is an example of the account number
detail screen.
Wel
& B [ vew -~ & [ send » [ Wy nfoview | Searchile - =
b £
= = E;d
E 2% = Fund Filter; 100000 Report 1D: < 10000
= - Availabl
IT_" My Folders GiLAccounto Account Buduet Encumbrance Actual %
B [APpublic Folders )
Operating Expenses
L unH 51100 Supplies-Operating 20.000.00 A
51130 Catering
61140 ehicle Expense-Gas, Oil Repair ..o oo
81150 Repairs & Maintenance Expense Q.00 0.00
61200 Rental of Faciltisz 2.0 2.00 6,9
Click. to see Budget details For Repairs & Maintenance
81210 Rental of Equipment Expense
61300 Travel, Mealz & Lodging
61355 Advertizing-Empee Recruitment
61380 Dues & Memberships
61400 Profezzional Fees-Conzulting 00
61415 Professional Fees-Auditing .00
51420 Professional Fess-Legal 0
61425 Other Prof Fee&Contracted Sves 2
61500 Promoticnal Adv-Newspaper/Mags o
61530 Printing & Publicationz 0
51600 Postags
51820 Freight/Courier

You have the ability to drill-down to the transaction detail by clicking on the specific amount you would

like to view.
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Navigating in Business Objects

For example, in the screen above, in order to see the detail for actual expenses for Account 61100
Supplies — Operating, you would click on the amount $48,466.90. If you would like to see the detail for
the encumbrances, you would click on the amount in the encumbrance column and if you would like to
view the budget details, you would click on the amount in the budget column for this account.

Transaction detail is the lowest level of detail that is available from this system.

Sle]]

I Folders
e 5 3 P M1 !,* 19 ;_61.1.[![! Supplies-Operating | ' # [_‘.DE!‘!-‘: o e i
= 61100 - Supplies-0 Al e
iy Folders R g
B [ public Fold
[ UNIVERSI|ITY CF
HIUnH NEW HAVEN
Detail Trial Balance
7 L
61100 - Supplies-Operating
Post Trans Document Document Source Source  Source Description Debit Credit Balance
Date Type Tupe Ho Code Tuipe To Amount Amount
08/032004  Actual Invoice PRIgDSE2 PURCHASES WVend BASDOT }'V!BECH—W.B. Mszson Co., 14.04 0.00
nc.
08/03/2004 Artus Invoice PPIXD2E3 PURCHASES Vend MASDOT W B Co 21.96
Inc.
08/032004  Actual Invoice PRIgDSE2 PURCHASES WVend BASDOT }'V!BECH—W.B. Mzson Co., 108.00 0.00
ne.
08/03/2004 Artus Invoice PPIXD2E3 PURCHASES Vend MASDOT I‘ -W.B. Mason Co., 24.24
05032004  Actual Invoice FPPIDoS52 PURCHASES Yand MASIOT }'VEWW-B- Mason Co., 24.84 200
ne.
08/03/2004 Artus Invoice PPIXD2E3 PURCHASES Vend MASDOT e 2844
08/032004  Actual Invoice PRIgDSE2 PURCHASES WVend BASDOT }'V!BECH—W.B. Mszson Co., Z3T.80 0.00
nc.
08/03/2004 Artus Invoice PPIXD2E3 PURCHASES Vend MASDOT w1 i .B. Co 4.
Inc.
< L ) ponn 4 L i D e nen ApspnnT ANSSCTNA AT D A ng
T

You can return to any previously viewed level of the current report that you have open by using the
drop-down list in the Report View List.

S 19| 61100 Supplies-Operating |

I

620 General Institutional

51100 Supplies-Operatipepart Yiew List

r 9F

To change the parameters of your report, first return to the main report by selecting “Main Report” from

the Report View List, then click on the Refresh Button = to the right of the Report View List to return
to the Enter Prompt Values Screen.

Printing and Exporting:
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Navigating in Business Objects

To print the report that is currently being viewed, click on the Print button on the left side of the report
toolbar. This will only print the report currently on the screen. For instance when you are viewing the
account line balances, you will not be able to print the department balances until you view that level and
again click the print button.

@ D New = ¥ @ Send - Iy InfoView | Search tile = Iﬂ f, G
[ Folders baE|
¥ i ; .
E@ 29!y b M1 /1961100 Supplies-Operating ¥/ i [ 100% v mgm
i L General |
F Crystal Reports Print Corg E45aYIN-Bus on Unh-prer-echl
=52 SAVIN-PUr on Unh-prtr-echi ’
EZN s
< = B
7 Status:  Ready Preferences =
E:.Dma:z:n \TDra:rz; 2039371045 i) AEcten
Page Range
& Al Kumber of copies: [T =]
o o
- —
'T‘ Cancel ‘ Apply ‘
Any report can be exported to Excel format, Word format or PDF format. To export, click the Export
button (next to the Print button) on the report toolbar to open the export dialogue box.
@ D New ~ 5 @ Send - Wy InfoView | Search fitle v| ||;_j f-,, &
[ Folders oa

E BaB @ P M|t |/19]51100 Supplies-Operating ¥| i [100% v| .

e Export Report - Microsoft Internet Explorer pro... |:||:,rg

File Format: Choose Format hd

Choose Format

Adobe Acrobat (PDF)
WMicrosoft Excel §7-2000 (XLS)
Microsoft Excel 97-2000 - Data Only (XLS)
Wicrosoft Word (RTF)
Microzoft Word - Editable (RTF)
Page Range: Rich Text Format (RTF)

@ Pages:

From: o

QK Cancel

Once you select the format for the report to be exported into, the file download dialogue box will appear.
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Navigating in Business Objects

File Download X

Do you want to open or save this file?

@ j Name: Crystalviewer xls
HI

Type: Microsoft Excel Worksheet

From: unh-reports-01

Open ] [ Save ] [ Cancel

harm vour cormputer. [f pou do not tiust the source, do not open o

l@ ‘while files from the Internet can be useful, some files can patentially
k.
= save this file. Wwhat's the risk?

You can then either open the report in the desired format or you can save it to be opened later. Once the
report is saved in the desired format, it is no longer linked to the Business Objects program. This
information is now “frozen” at the point in time that it was exported. In order to update the information,
you would need to re-run the report in Business Objects.

Keep in mind that if a report is exported to Word or Excel, it then becomes a Word or Excel document
and can then be altered.

Exiting the System:

To exit Business Objects, click the Log-off button on the main toolbar:

& (] vew ~ % [ send - [y nfoview | Search ttie - | |3 (n; g
) Folders =T
E% S B B 5 ¥ W[t |/19]61100 Supplies-Operating v G || | 100% v] wﬂm

It is important to note that Business Objects has an automatic log-off if you are inactive in the system for
20 minutes. If you are automatically logged off (timed out) you will get a message that your session has
expired and you will be required to log back in to the system.

BUSINESS OBJECTS' Welcome: DFlonc

& B3| [ vew - % [3 send - [ Wy nfoview | Searchtitie ~ | 5] el |
[ Folders collapse (3 EEEA
E B % B 3 5 X |Session expired

=y Folders

B public Folders
SunH

To log back in to the system, click on the Log-off button again and the Log-on screen will appear. You
will then go through the same exercise of selecting the report and entering your report information, you
will not re-enter the system at the place you were timed out.
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