Quick Guide to SAP Business Objects 4.3

Accessing BusinessObjects (“BO”).
There are two access points

Wendy Smith 2 {

In the upper right of your screen v Agency Admin
Mode: 8 shagow

Or by navigating to the Reports menu on
Left of your screen

Type here for Global Search

SkanPoint J
{ Reports I ‘

Provider Reports

Call Record Report

Client perved Report ‘ ‘

CoC-APR

Coordipated Entrfy APR Call Record Report Client Served Report

Daily Unit Report
Data Quality Framelyork
ESG CRAPER
Fund Availability Repo
Needs [Report

PATH
Referrdls
ServiagTransaction

QLIK
ReportWriter
Rhymis Export

o 9

Data Quality Framework ESG CAPER

SSVF Data Quality
SSVF Export

» Admin ‘

9o 9

Referrals Service Transaction
Logout ‘

Custom Reports
A

o 9

BusinessObjects ReportWriter

Just like ART, BO is a delayed reporting tool. You can review when the last “refresh” or
“rebuild” occurred:

< B ,.2.!~? Welcome: Wendy Smith 2 Folders - Q Ko & 2
Folders

=  Favorites = Type Description Last Updated
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And just like ART, SAP BO will include all our reports in their folder, but maneuvering

SAP BO is a bit different.

Your home screen will look something like:

SAP

Foldersa Categories Bl Inbox
(= e =

rs (0)

You are presented with the list of folders like:

When you click on Folde

Instances

Folders
> [&] Personal Folders
5 My Subscribed Alerts
0?1 Public Folders
> [ Available Reports and Templates
> [ Available WellSky Resources

0‘1 portiand_live_folder

> [] ART Gallery Reports and Resources

> [ City of Portland

OooooOooooono

Public Folders / portland_live_folder / ART Standard Reports /

Title

(s CSBG Report - Module 4 (INCO...
[ CSBG Report - Section E [PG] v.1
(e CSBG Report - Section G [PG] v.4
(e MHT Case Manager vi

(5 MHT Prioritization for Home For...

(e OHCS Annual Report - Supplem...
(s OHCS Annual Report - Supplem...
", Participant Demographics [PG] V....

(s Permanent Housing Retention ...

Favorites a

Selected Folder

Type

Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence

Description

Developed for OHCS CSB...
Developed for OHCS CSB...
Developed for OHCS CSB...
Demonstrates clients with ...
Report requested by Bill fo...
Entry Exit Program Type ba...
Entry Exit Program Type ba...
Filtered for Head of House...
+Reporting placements and...

Last Updated

Mar 25, 2022 4:41 AM
Mar 25, 2022 4:42 AM
Mar 25, 2022 4:39 AM
Mar 25, 2022 4:42 AM
Nov 20, 2021 11:10AM
Mar 25, 2022 4:41 AM
Mar 25, 2022 4:41 AM
Mar 25, 2022 4:42 AM
Mar 25, 2022 4:41 AM

Just as in ART you should navigate to the appropriate report via the chevrons
(> ); opening folders as needed
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Once you’ve located the appropriate report click on the Title/Name of report.

Wait for the prompt screen to pop-up

Things start to look
very different.

But the basic prompt

guidelines remain

the same.

Complete all prompts

as needed.

> EDA Provider is
generally always
left as the -
Default Provider —

» Effective Date is
generally always

@

[, EDA Provider (1
_Default Provider-

0

Search

@ To see the content of the list, click the refresh values button

[V Enter effective date (1

[V, Provider Group: (2

[, Provider(s): (1

[V, Start Date: 1

[V, End Date (Plus

ONE Day):

M1 ¢

Prompts

-
7
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EDA Provider

&
&

Reset All Run Cancel

the same as the latest end date prompt of the report.

» End Date is generally always a “Plus 1 Day”, meaning if you want your report for a
calendar year (1/1/2022-12/31/2022), you should add 1 day to the end (12/31/2022)
thus the prompt response would be 1/1/2023.

Work with your contract manager, local administrator, or trainer for guidance on report

specific prompts.

If you need to update a prompt click on the line,

&
Search

[V, EDA Provider (1

Prompts

jo

cnter a aate manuall)

I [V, Enter effective date (1

/glected value(s)

7/12022 12:00:00 AM

v, Provider Group: (2
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Update the fleld Wlth a ”neW Date” and h|t Enter * Enter Start Date of Year: &

then OK | 1172027 ®+ a ®
. . + 1/1/2022 (manual entry)

(Or use this process to search for Values, hit {12017 12:00:00 AM ®

enter and add values as needed.)

Confirm existing prompt @ Froes o2
responses - displaying Search a|@2Dce B e et ® &
current answers by clicking | ea#roveer s
To see the content of the list, click the refresh values button.
on the ChECk BOX [¥. Enter effective date (1 @ ’ e t t :
[¥, Provider Group: (2

If you need to remove values, click on the “X” « Provider Group: &

Enter a value manually

Selected value(s)

WashCo - Washington County CoC (OR-506)(22) @
Clackamas - All acitve programs(949) ®
ORSOVAHFE (ALL)(1434) ®

Once you’ve updated all prompts, then Click on Run

Reset All Run Cancel

And Wait for the report to run...

Maneuver N SAP Twian] Tl o ] il
through the SAP

report by Tabs Query Analyze Display

at the top of v 5 @ | C S [ R

screen (see o Prompts

o e o ) *** & Prompts

eport Detailsl onthly Services Monitori...l lL Clients

Ready to Download/Save the Report?
You will Save by Exporting at @
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Once you clicked on the “export button” 0

Export to

Choose output type, usually

Identify Content Type — (G ML

Reports (not data) @ o )
Choose which report tabs @ csv ’C'VAMM =
you want to download/save 71 | Report Detis Current Repory

Click on Export Montaly Services Monforing

All Clients

The file is saved on your
workstation wherever your
downloads are saved.

Do you need to Re-Run the report?

Click on the Refresh Arrow and Repeat the process
File Query

This is NOT a complete training guide,
but it should help you maneuver your way around BO.

Reach out to your local administrator or trainer for more guidance if needed.

PHB HMIS/ServicePoint Administrator Contact:
Wendy Smith 503-823-2386 wendy.smith@portlandoregon.gov
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Shall we schedule a report?

The process is similar. Find the report you intend to schedule, maneuvering SAP BO

folders.

Public Folders / portland_live_folder / ART Gallery Reports and Resources / ART Gallery Reports /

Title Favorites Type
e 0252 - Data Completeness Repo... Web Intelligence
yo 0254 - Shelter - History, Overlap,... Web Intelligence

e 0260 - HUD CoC APR Data Quali... Web Intelligence

s 0263 - RHY Data Completeness-... Web Intelligence
e 0264 - Coordinated Entry Assess... Web Intelligence
e 0265 - Coordinated Entry Event ... Web Intelligence
e 0315 - Program Daily Census - v4 Web Intelligence

A299  Nrninat Namamrank inm a1

Then click on the 3 dots (1 to open the actions for the row/report.

Now Choose Schedule

Now things start to look different:

| I | | o000

: © General Tab is where you
View e Name

Properties © Add Recipient (1)

Set frequency

Mobile Properties

Schadile © Report Features to

: 1 itle *
ristery “continue the process” ge
Categories

Mark As Favorite

General v/

Description

Do you want to see your sy...
This report will display all o...
This report is a HUD CoCA...
This report was designed t...
This report checks data qu...
This report checks data qu...

This report is designed to p...

Schedule

Destinations

°livery Destinations

Details

Organize

Recurrence

°w Report:

Quick guide to SAP BO reports 08/23/2022
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Last Updated

Mar 25, 2022 4:40 AM
Mar 25, 2022 4:41 AM
Mar 25, 2022 4:41 AM
Mar 25, 2022 4:41 AM
Mar 25, 2022 4:41 AM
Mar 25, 2022 4:41 AM

Mar 25, 2022 4:41 AM

Mav A AAND 44N ANA

Report Features g

Instance Title

Update the report name as needed
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Once you’ve Named your Report e

. . . Select a destination | Default Enterprise Location ® Bl Inbox ®
At @) Destinations click on Add | >
v| Default Enterprise Location

Default Enterprise |
And Check the Bl Inbox, this is Bl Inbox
CRITICAL!
Then Confirm (lower right)

Confirm . Cancel FTP Server

File System

Email

SFTP Server

Now complete the Recurrence or move on to @ Report Features
We set @ Format (it is recommended you use Microsoft Excel — Reports)
and @Update (Edit) Prompts

Schedule

General Repcr\Featureso

Formats

Microsoft Excel - Reports e

Prompts

v [, PHBPDR v.4.2.4 (Participant Demographics Report) eim Prompt Values

EDA Provider -Default Provider-
Enter effective date 7/1/2019 12:00:00 AM

Provider Grouo: -Select-

The prompt pop-up might be slow to pop-up, please be patience.
Once you’ve updated all Prompts and are ready to ‘go’ — click on Schedule in the lower

right corner of the screen.
Schedule Close

To Return “Home” use the house button at top left.
\
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Where will you find your completed scheduled reports?
Bl Inbox

Where will you find the list and status of your scheduled reports?
Instances
Folders Categories Bl Inbox Instances

=

< =

B

Recycle Bin

=)

Instances is like the list of schedule report at the bottom of the ART screen

Schedule Instances

Instance Time: Status:

05.05.2022 - 06.05.2022 ] Select Instance Status v

Instances (34)

Title Type Status Instance Time

0121 - User Contact Information - v1. e Web Intelligence Pending May 6, 2022 7:11 AM

ARP Reporting v04072022 » Web Intelligence @ Running May 6, 2022 7:11 AM

Wendy demo B Microsoft Excel V' Success May 6, 2022 6:21 AM
ERAP RA COVID Response Report 0... [ Microsoft Excel Vv Success May 6, 2022 6:07 AM
Wendy demo Microsoft Excel v Success May 6, 2022 5:21 AM

And Bl Inbox is like your ART inbox

List of Run Reports in left e APl

. ‘ All Alerts Documents
With Document/Report _ —=

details. to right.

Showing 2 items

ARP Reporting v04072022 : 1583011

g May 6, 2022 7:21 AM

ERAP RA COVID Response Report 0506202...

May 6, 2022 6:07 AM

Title:

v | | Enter Document Titte

Scheduled By

portland_live:wendys
portland_live:wendys
portland_live:wendys
portland_live:wendys

portland live:wendys

¥

May 6, 2022 7:21 AM

General Info

Description :
Created On :
Document Type :
Owner

Keyword :

Sender :

Subscription

ARP Reporting v04072022 : 1583011

None

May 6, 2022 7:21 AM
Web Intelligence
portland_live:wendys
None

portland_live:wendys

PHB HMIS/ServicePoint Administrator Contact:

Wendy Smith 503-823-2386

wendy.smith@portlandoregon.gov
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Let’s open that scheduled report
Navigate to your Bl Inbox

Home  Favorites Recent Documents  Recently Run  Applications

Folders Categories Bl Inbox Instances Recycle Bin

[3] % X

El

Highlight the completed report and click on View

< B ,.2‘!-07 Welcome: Wendy Smith 2 My Inbox v Q Wo @ Q-
B o o S
a]c

@1 0260 - HUD CoC APR Data Quality/Completeness - v9 DEMO : 2313930
Showing 1 items

Jun 27, 2022 1:04 PM @
. 0260 - HUD CoC APR Data Quality/Completenes...

Jun 27,2022 1:04 PM

General Inf
Description This report is a HUD CoC APR Data Quality and Completeness monitoring tool for the upcoming 2015 version of the HUD CoC APR. It provides information about both missing data (Data Completeness) and accurac
(Data Quality). Prompts allow the user to specify a date range and to select the provider(s) on which to base the report. The report includes a detail section to assist users in finding and fixing data entry omissions.
Created On Jun 27,2022 1:04 PM
Docu Microsoft Excel
own ort endys2
Key Non
Send portland_Li dys2

The file is saved on your workstation wherever your downloads are saved.

PHB HMIS/ServicePoint Administrator Contact:
Wendy Smith 503-823-2386 wendy.smith@portlandoregon.gov
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Did you notice Favorites?

Yes you can set frequently used reports as a favorite.

Report v.03212(

Properties

Modify

Mobile Properties
Schedule

History

Categories

Mar 21, 2022 10:52 ] Mark As Favorite |:

m 0213-

0222 -

0254 -

Unfavorite your report by clicking on the Star

Quick guide to SAP BO reports

0216 -
0220 -
0227 -
0243 -

0252 -

0260 -

Details |

Delete

Data Elements-Quality at Reco...
Unexited Clients Exceeding Ma...
Data Incongruity Locator - Age,...
Workflow Elements by Client - v2
Project Descriptor Elements Da...
Data Completeness Report Car...
Data Completeness Report Car...
Shelter - History, Overlap, and ...

HUD CoC APR Data Quality/Co...

m Welcome: Wendy Smith

Recently Run

Documents

Home  Favorites  Recent Documents
Folders Categories
Favorites

0121 - User Contact
Information -
Mar 25, 2022 4:39 AM

3o

0260 - HUD CoC APR
Data
Mar 25, 2022 4:41 AM

3e

Sa—"

Those ... (three dots) to the right

Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence

Web Intelligence

Applications

Bl Inbox

X

08/23/2022

Instances

Do you want to see your system..

This report is designed to monit...

This data quality report assists u...

This ART report is designed to ...

This report is designed to monit...

This report is a data completene...

Do you want to see your system...

This report will display all of a cl...

This report is a HUD CoC APR D...

Bl Launch Pad v

Recycle Bin

El

Mar 25,
Nov 20,
Mar 25,
Mar 25,
Mar 25,
Mar 25,
Mar 25,
Mar 25,

Mar 25,

or beneath a report includes an option to “Mark as Favorite”

2022 4:42 AM

Properties

2022 4:41

Mobile Properties
2022 4:41 schedule
2022 4:42 History

2022 4:40 Categories

2022 4:41| Mark As Favorite

2022 4:41 Details
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