Business Objects XI Overview


Business Objects XI (BOXI) is a reporting tool that allows users to run reports based on data within the college’s administrative system (Banner) database.

BOXI can be accessed from a link on the main Campus Wide Information Systems web page (www.snc.edu/cwis/).  

 (
BOXI can be accessed from a link on the main Campus Wide Information Systems web page (
www.snc.edu/cwis/
).
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At the sign-on screen enter your username and password and click “Log On”.
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Reports are contained in a directory structure similar to Windows Explorer.  Finance reports are located in the following path:  Public Folders > Finance Public > General Reports


 (
Finance reports are located in the following path:  Public Folders > Finance Public > General Reports
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To run a report, double click its name and enter any required information in the “Prompts” window.  When all prompt information is selected click “Run Query”. 


 (
To run a report, click its name and enter any required information in the “Prompts” window.  When all prompt information is selected click “Run Query”.  This example shows the prompt window for the report named FIN – Budget Status by Orgs.
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Report data will display in the main BOXI display panel.  For a better view of the data you can import the report to Excel or Adobe (pdf).  
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For example, to display the data in Excel click the down arrow to the right of the Document button.  Then select “Save to my computer as” and then select “Excel”.  


[image: ]


The report will display within Excel.
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To exit the report in Business Objects, click the “X” icon in the far right of the upper blue bar.
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To exit Business Objects, click “Log Out” in the upper right section of the window.
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Scheduling Reports


Business Objects XI includes a feature that allows reports to be scheduled at future specified times and emailed to selected recipients.  

The scheduling window has 7 sections: Instance Title, Recurrence, Prompts, Formats and Destinations, Caching, Events and Scheduling Server Group.  For financial reports only the first four are used.  The others can be left to default values.  

For example, to schedule a report named FIN- Budget Status by Orgs, start by highlighting the report (line will turn blue) then choose “Schedule” from the Actions drop down list on the menu bar.  The Schedule pane will then display the 7 scheduling sections.
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 (
Scheduling sections
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The first section is Instance Title which can be left to the default value of the report name. The next section is Recurrence which has choices for when and/or how often to run the report.  For this example the choice will be “1st Monday of Month”.  Many other choices are available.  Prompts for time of day and dates will then need to be completed.
 (
View of Recurrence section of prompts
)[image: ]

Click the “Prompts” scheduling item to select any necessary parameters.  
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Click the “Modify” button to view the “Prompts” window.  Make necessary prompt choices and click “Apply”.
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Next click “Formats and Destinations”.  For the Output Format select either Microsoft Excel or Adobe Acrobat.  Do not leave the default selection of Web Intelligence.  For Output Format Details select Email recipients.  Then click on “Destinations Options and Settings”.

 (
For the Output Format select either Microsoft Excel or Adobe Acrobat.  Do not leave the default selection of Web Intelligence.  For Output Format Details select “Email recipients”.  Then click on “Destinations Options and Settings.
)
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In the Destinations and Options window uncheck the box for “Use the Job Server’s defaults”.

 (
Uncheck box 
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A window will then display for inputting email data.  Valid email addresses must be entered in the “From” and “To” input boxes.  Multiple “To” email address can be used but must be separated by a semicolon.  Always check the “Add attachment” box so the report file will be sent with the email.  Enter optional text in the Subject and Message boxes like any normal email.  

A copy of the report will be retained in Business Objects unless you check the last box “Cleanup instance after scheduling”.  

Finally, click the “Schedule” button in the lower right of the window.   The report should then run at the scheduled time and be emailed according to the parameter setup. 

[image: ]
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