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Overview

Information, services, and solutions

The Business Objects business intelligence solution is supported by thousands
of pages of documentation, available from the products, on the Internet, on CD,
and by extensive online help systems and multimedia.

Packed with in-depth technical information, business examples, and advice on
troubleshooting and best practices, this comprehensive documentation set
provides concrete solutions to your business problems.

Business Objects also offers a complete range of support and services to help
maximize the return on your business intelligence investment. See in the
following sections how Business Objects can help you plan for and successfully
meet your specific technical support, education, and consulting requirements.

L Maximizing Your Information Resources
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Information resources

Whatever your Business Objects profile, we can help you quickly access the
documentation and other information you need.

Where do | start?
Below are a few suggested starting points; there is a summary of useful web
addresses on page 12.

p Documentation Roadmap

» Documentation Roadmap

The Documentation Roadmap references all Business Objects guides and
multimedia, and lets you see at a glance what information is available, from
where, and in what format.

View or download the Business Objects Documentation Roadmap at
www.businessobjects.com/services/documentation.htm
P> Documentation from the products

You can access electronic documentation at any time from the product you are
using. Online help, multimedia, and guides in Adobe PDF format are available
from the product Help menus.

p Documentation on the web

The full electronic documentation set is available to customers with a valid
maintenance agreement on the Online Customer Support (OCS) website at
www.businessobjects.com/services/support.htm

P Buy printed documentation

You can order printed documentation through your local sales office, or from the
online Business Objects Documentation Supply Store at
www.businessobjects.com/services/documentation.htm

P Search the Documentation CD

Search across the entire documentation set on the Business Objects
Documentation CD shipped with our products. This CD brings together the full set
of documentation, plus tips, tricks, multimedia tutorials, and demo materials.

Order the Documentation CD online, from the Business Objects Documentation
Supply Store, or from your local sales office.

Information resources _|
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P  Multimedia

Are you new to Business Objects? Are you upgrading from a previous release or
expanding, for example, from our desktop to our web solution? Try one of our
multimedia quick tours or Getting Started tutorials. All are available via the Online
Customer Support (OCS) website or on the Documentation CD.

How can | get the most recent documentation?
You can get our most up-to-date documentation via the web. Regularly check the
sites listed below for the latest documentation, samples, and tips.

P Tips & Tricks

Open to everyone, this is a regularly updated source of creative solutions to any
number of business questions. You can even contribute by sending us your own
tips.

www.businessobjects.com/forms/tipsandtricks_login.asp

p Product documentation

We regularly update and expand our documentation and multimedia offerings.
With a valid maintenance agreement, you can get the latest documentation — in
seven languages — on the Online Customer Support (OCS) website.

» Developer Suite Online

Developer Suite Online provides documentation, samples, and tips to those
customers with a valid maintenance agreement and a Developer Suite license
via the Online Customer Support (OCS) website.

Send us your feedback

Do you have a suggestion on how we can improve our documentation? Is there
something you particularly like or have found useful? Drop us a line, and we will
do our best to ensure that your suggestion is included in the next release of our
documentation: documentation@businessobjects.com

If your issue concerns a Business Objects product and not the documentation,
please contact our Customer Support experts. For information about Customer
Support visit: www.businessobjects.com/services/support.htm

L Maximizing Your Information Resources
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Services

A global network of Business Objects technology experts provides customer
support, education, and consulting to ensure maximum business intelligence
benefit to your business.

How we can support you?

Business Objects offers customer support plans to best suit the size and
requirements of your deployment. We operate three global customer support
centers:

« Americas: San Jose, California and Atlanta, Georgia

* Europe: Maidenhead, United Kingdom

* Asia: Tokyo, Japan and Sydney, Australia

P Online Customer Support

Our Customer Support website is open to all direct customers with a current
maintenance agreement, and provides the most up-to-date Business Objects
product and technical information. You can log, update, and track cases from this
site using the Business Objects Knowledge Base.

Having an issue with the product?

Have you exhausted the troubleshooting resources at your disposal and still not
found a solution to a specific issue?

For support in deploying Business Objects products, contact Worldwide
Customer Support at: www.businessobjects.com/services/support.htm

Looking for the best deployment solution for your company?

Business Objects consultants can accompany you from the initial analysis stage
to the delivery of your deployment project. Expertise is available in relational and
multidimensional databases, in connectivities, database design tools,
customized embedding technology, and more.

For more information, contact your local sales office, or contact us at:
www. businessobjects.com/services/consulting.htm

Looking for training options?

From traditional classroom learning to targeted e-learning seminars, we can offer
a training package to suit your learning needs and preferred learning style. Find
more information on the Business Objects Education website:
www.businessobjects.com/services/education.htm

Services _|
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Useful addresses at a glance

Address Content

Business Objects Documentation

www.businessobjects.com/services/
documentation.htm

Overview of Business Objects documentation. Links
to Online Customer Support, Documentation Supply
Store, Documentation Roadmap, Tips & Tricks,
Documentation mailbox.

Business Objects Documentation
mailbox

documentation@businessobjects.com

Feedback or questions about documentation.

Product documentation

www.businessobjects.com/services/
support.htm

The latest Business Objects product
documentation, to download or view online.

Business Objects product information

www.businessobjects.com

Information about the full range of Business
Objects products.

Developer Suite Online

www.techsupport.businessobjects.com

Available to customers with a valid maintenance
agreement and a Developer Suite license via the
Online Customer Support (OCS) website. Provides
all the documentation, latest samples, kits and tips.

Knowledge Base (KB)

www.techsupport.businessobjects.com

Technical articles, documents, case resolutions.

Also, use the Knowledge Exchange to learn what
challenges other users — both customers and
employees — face and what strategies they find to
address complex issues. From the Knowledge
Base, click the Knowledge Exchange link.

Tips & Tricks

www.businessobjects.com/forms/
tipsandtricks_login.asp

Practical business-focused examples.
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Address Content

Online Customer Support

www.techsupport.businessobjects.com | Starting point for answering questions, resolving
issues.

www.businessobjects.com/services Information about registering with Worldwide
Customer Support.

Business Objects Education Services | The range of Business Objects training options and
modules.

www.businessobjects.com/services/
education.htm

Business Objects Consulting Services | Information on how Business Objects can help
maximize your business intelligence investment.

www.businessobjects.com/services/
consulting.htm

Useful addresses at a glance _|
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About this guide

This guide provides a series of step-by-step tutorials to introduce you to standard
BusinessObjects concepts.

Audience

This guide is intended for novice users of BusinessObjects who are interested in
learning how to use BusinessObijects by creating basic queries and reports on
the demonstration universe.

Conventions used in this guide
The conventions used in this guide are described in the table below.

Convention Indicates

This font Code, SQL syntax, computer programs. For
example: @Select (Country\Country Id).
This font is also used for all paths, directories,
scripts, commands and files for UNIX.

Some code < | Placed at the end of a line of code, the symbol (<}
more code indicates that the next line should be entered
continuously with no carriage return.

$DIRECTORYPATHNAME | The path to a directory in the Business Objects

installation/configuration directory structure. For

example:

*  S$INSTALLDIR refers to the Business Objects
installation directory.

- $LOCDATADIR refers to a subdirectory of the
BusinessObijects installation directory called
locData.

L Maximizing Your Information Resources



Introduction

chapter



Getting Started with BusinessObjects

Overview

This introductory chapter for Getting Started with BusinessObjects covers the
following:

*  What is the goal of this tutorial?

* How does the tutorial work?

* The eFashion story line

*  What do | need to do the tutorial?
* Quick lesson overview

*  Your comments are welcome

L Introduction
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What is the goal of this tutorial?

This tutorial aims to introduce first-time users to BusinessObijects. Its goal is to
teach you how to build BusinessObjects reports using corporate and personal
data and then teach you how to analyze the data in the reports to help you make
the decisions that affect your business.

Who is the target audience?

The main focus of this tutorial is to help users who are new to BusinessObjects
or users who are updating from a previous version of BusinessObjects. Business
Objects assumes that you are familiar with Microsoft Windows 2000 and NT
interface standards and conventions but that you are using this version of
BusinessObjects for the first time.

What does the tutorial cover?

This tutorial covers aspects of query, reporting, analysis and report distribution in
BusinessObjects.

This tutorial covers as many aspects of BusinessObjects as possible to give first-
time users a good grounding in the basics and to introduce you to the rich
possibilities of BusinessObjects. A tutorial cannot, of course, cover everything.
For further information on any of the tasks shown here (and more), see the
BusinessObjects User's Guides.

What is the goal of this tutorial? _|
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How does the tutorial work?

L Introduction

The tutorial is made up of eight lessons. The objective of each lesson is to build
a BusinessObjects report to answer a business question. Each lesson shows you
how to carry out the tasks needed to build the report by taking you through step-
by-step exercises.

You can do the lessons in or out of sequence. However, the lessons have been
designed to gradually increase the complexity of the tasks you have to carry out,
building on what you have learned in the previous lessons. Each lesson will take
you between 10 and 15 minutes to do.

The lessons in this tutorial are based on the eFashion demo materials that are
delivered on the BusinessObijects installation CD and on the BusinessObjects
Documentation CD.

P New task

The first time you carry out a task in this tutorial, you get a full explanation of how
to do it with a detailed step-by-step procedure.

P> Recap task

As you progress through the lessons, you may have to carry out the same task
again. If a task has already been explained, we will not always give the detailed
procedure again. If you need a reminder of how to do it, look at the index to find
out where the procedure appears in the guide.
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P Multimedia Quick Tour

For some of the tasks described in this tutorial, there is also an animated
demonstration in the multimedia Quick Tour. You can open the Quick Tour
directly from the BusinessObjects Help menu once you have started
BusinessObjects.

2} :: QuickTour Portal =: - Microsoft Internet Explorer

- i
QUICK TOUR PORTAL o 0 L atemcngrs
4

BusinessObjects™ Enterprise Suite
Accelerate your learning cycle, and maximize your performance
with our series of product Quick Tours.
Jump right in!
take the Quick Tours for BusinessObjects™,

Weblntelligence® and InfoView.
.

access specific, targeted tasks for BusinessObjects™,
Weblntelligence®, and InfoView.

.

view selected essential workflows for

BusinessObjects™ and

.

An actual screen from Quick Tour

P Finished reports

At the beginning of each lesson, we show the report that the lesson will teach you
to build and then take you through the steps to do it.

If you want to look at a finished report, all the reports described in this tutorial,
Efashion.rep, Revenue.rep, Tutorial.rep are in the userDocs folder in the

My BusinessObjects Documents folder. They are copied to this location the first
time you run BusinessObjects from the documents folder, under the demo folder
in the BusinessObjects Enterprise 6 program folder.

How does the tutorial work? _|
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The eFashion story line

It is the year 2004 and you work for eFashion, a successful retail store selling
fashion merchandise in 11 US cities. The company currently sells 211 products
across 12 different product lines.

You are an analyst working at eFashion Head Quarters in New York and your job
is to produce and distribute BusinessObijects reports to all eFashion stores.

You are currently putting together a series of reports on the company’s
performance over this last year, 2003. Some of these reports will be sent to
selected individuals within the company and others will be published and
available to all company employees.

Refresh to select ancther line

W e lis.bagsmallets

Product Line  Category Revenue [ T ———
Accezaoties Belts bags wallets F758,861 Line revenue [JHats.glovesscars

Hair ancessories 147,043 Wl =veiny

Hats gloves scarves 37 588 DLounge tear

—— 56,560 M=o

Lounge wear F247 033 a0

Samples 649,298
Accessories $1,899,405

204
2% a4

13%

L Introduction
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What do I need to do the tutorial?

To do the tutorial, you need to have BusinessObjects installed and running on
your computer and make sure that the following files are installed in the correct
locations. These files are installed as part of the eFashion demo kit. If they have
not been installed, contact the person in charge of setting up BusinessObjects in
your company.

P Installing BusinessObjects

There are two ways you can install BusinessObjects:

» Corporate installation performed by your Business Objects administrator. You
have access to the demonstration universes via the connection setup by the
administrator at the corporate level.

« Individual stand-alone installation performed by you. In addition to the
BusinessObjects product, you must install the Access Pack middleware to
allow the automatic connection to the demonstration universe efashion.unv.

P Installing BusinessObjects from InfoView

If you installed BusinessObjects from InfoView via an Internet browser, these
demo materials and middleware are not automatically installed. You will need to
copy the reports, templates, image and Excel files manually to the correct folders
and make sure your Business Objects administrator has given you access to the
eFashion database and universe.

P eFashion demo materials

To complete this tutorial, you need the following demo files:

File name File Type Default Location in
Program Files

efashion.unv BusinessObijects universe. |Business Objects\
BusinessObjects Enterprise 6\
demo\universes

efashion.mdb Microsoft Access database. | Business Objects\
BusinessObjects Enterprise 6\
demo\databases

efashion.xls Microsoft Excel spreadsheet | Business Objects\
BusinessObjects Enterprise 6\
demo\documents\

What do | need to do the tutorial? _|
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File name File Type Default Location in
Program Files

efashion.bmp Bitmap image of the Business Objects\

eFashion corporate logo BusinessObjects Enterprise 6\

demo\documents\

efashion_md.ret |\BusinessObjects Business Objects\

efashion.ret templates. BusinessObjects Enterprise 6\
demo\templates\

efashion.rep BusinessObjects Business Objects\

tutorial.rep documents containing the | BusinessObjects Enterprise 6\

finished tutorial reports to demo\documents
show you what they should
look like.

revenue.rep

The first time you run BusinessObjects the demonstration documents with the file
extensions .rep, .xls, and .bmp, are copied from the folders indicated above, to

the folder My Document\ My BusinessObjects Documents\ userDocs.
This makes them easily accessible in the default location when you want to open
them from BusinessObijects.

L Introduction
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Getting Started with BusinessObjects

The table below gives a brief overview of the eight lessons in this tutorial:

Lesson Business question

1

How much revenue did
eFashion outlets make
this year?

Learn how to.....

Create a simple query to
build a report and format and
organize the report data.

Report Title

Efashion.rep,

Revenue
Year 2003

How is revenue
affected by regional
and seasonal
differences?

Manipulate variables using
drag and drop; organize a
report in sections and rank
data.

Efashion.rep,

Revenue by
Region

Which cities are making
the best margin?

Use the Formula Editor to
make calculations and
create variables; use alerters
to highlight interesting data.

Efashion.rep,
Margin
Analysis

How has sales revenue
progressed from
quarter to quarter?

Display and format financial
data in a table; calculate
quarterly variance and
publish the report.

Efashion.rep,

Quarterly
Variance

How did product lines
perform over the last
four quarters?

Organize and view reports
that contain a lot of data
using breaks to display totals
and subtotals; learn about
calculation contexts; learn
how to use a template to
quickly format reports to
corporate standards.

Efashion.rep,

Product
Analysis

Quick lesson overview _|
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L Introduction

Lesson Business question Learn how to..... Report Title

6 How do the budget Learn how to bring data from | Efashion.rep,
sales figures compare |a personal data file into Actual v
with the actual sales | BusinessObjects and Budget
figures? combine it with data from a

BusinessObjects Universe
query; create and format a
chart to compare data.

7 What factors impact Use BusinessObijects drill Revenue.rep,
sales revenue mode to analyze your sales
performance? business data. analysis

8 How much revenue did | Set up a report to prompt Tutorial.rep,
this product line make |users to choose what data | weekly
this week? they want to get; refresha | revenue

report to get the up-to-date
data.
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Your comments are welcome

We encourage you to send us any suggestions, ideas or comments that you may
have regarding this guide. Your opinions are the most important input we receive
as we revise BusinessObjects documentation.

You can contact us by email at documentation@businessobjects.com.

To find out information about BusinessObjects products and services, visit our
website at www.businessobjects.com.

This site also provides information on contacting our technical support services.

Your comments are welcome _|



Getting Started with BusinessObjects

L Introduction



How Much Revenue Have |
Efashion Outlets Made This
Year?

esson




Getting Started with BusinessObjects

Overview

Here is a brief summary of this lesson’s content and planning details.

P Business question
How much revenue have eFashion outlets made this year?

P Learning objective

Learn how to create a simple query to build a report and format and organize the
data in the report.

P Time
10 minutes

P Finished report
Efashion.rep, Revenue Year 2003
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Objective

You want to get a high-level view of the revenue that eFashion outlets have
generated this year. To do this, you need to get the sales revenue for all the cities
with eFashion outlets for the current year, 2003, from your corporate database.
To choose your data from your database, you're going to use a BusinessObjects
universe that has been set up for the eFashion company and which puts the
database contents into the terms you use every day to describe your business.

This lesson takes you through all the steps needed to build the following report
to display Revenue for Year 2003:

City Quantity sold  Sales revenue $3,500,000

Mew York 19,109 $3,151 022

Houston 13,342 $2,246,198 2,000,000

Los Angeles 5,559 §1EEEE7E|  Tas000m

San Francisco 7,500 $1,336,003 $2,000,000

Austin 6919 $1,135 479 $1,500,000

Chicago 6,519 $1,134 085 $1,000,000

Washington 5,491 $1,053 581 §500,000

Boston 5,269 $a57 169 e

Colorado Springs 5,116 543 554 E § T B g 5 % 13 E "EE ;:;

Miarmi 4,830 $a11 924 E E ﬁ E 5 g ® 0

Dallas 4932 $803,421 5 ¢ z ?g
Sum: $15,059,143 - s

Before you begin

Make sure that you have everything you need installed on your computer. For
information on what you need, see What do | need to do the tutorial? on page 21.

Objective _|
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Start BusinessObjects

First, you have to start BusinessObjects. To do this:

1. Click the BusinessObjects program icon in the Business Objects group in
the Programs menu.

What happens next depends on how BusinessObjects has been set up in
your company. If BusinessObjects opens directly, go to the next section, Get
the data you need.

If the The User Identification dialog box appears:

BUsINESS OBJECTS

Enter your name and password to log in.

Lser Mame: IUSEH j

Pazsword: I xxxxxxxx 1

I Use in Offine Mods

QK. I Cancel | Help |
2. Enter your User Name and Password, if applicable, choose your security
domain, and click OK.

The User Identification dialog box closes and the BusinessObjects window
opens.

The user name, password and security domain are assigned by your Business
Objects supervisor or system administrator.
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Get the data you need

To create a new report, BusinessObjects has the New Report Wizard. This
wizard guides you through how to get the data you need to build your report.
When you open BusinessObjects, the New Report Wizard displays
automatically. If it is not opened automatically:
R * Click New Report on the Standard toolbar.

New Report

The New Report Wizard displays.

Wizard 1. Choose Generate a Standard Report and click Begin.

¥ Run this Wizard at Startup

Welcome
Thiz wizard helpz you create a new report. To open an existing

document, click Cancel and select the Open command from the
File: mer.

# For the report layout, you can:

This is the

{* Generate a standard report

= Select a template

Click Begin to specify how to access data

Cancel

layout for
your report.

Get the data you need _|
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2. Click Universe and click Next.
Mew Report Wizard

This is how
you are
going to
~ choose the
Pecoradoafies o] datato
display in
your report.

3. Click eFashion from the box under Available Universes and click Finish.
Mew Report Wizard

These are
. the
universes
that you
can use.

The Query Panel displays.
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Add data to the Query Panel

The Query Panel is where you choose which data from your database you want
to have in your report.

1. Open the Store Folder and double-click on City.
City appears the Result Objects section.

Click on the Jd Query Panel - efashion Universe M=]E3
plus sign to Eﬁu|| \é |%l| IScope of Analysis: None j @l%‘llﬂlﬁﬂl@l gl
open a Claszes and Objects Result Objects
folder -{as| Time period -
= Store ooy |

. ‘B State
Clllck on the @
minus sign ‘@ Store name
to close a Staore details
folder

[*-[a8 Measures

Conditions
To apply a condition, drag an object to this pane.

@ O Hl
Optiong... | Save and Close | Wiew... | Bun Cancel |

2. Open the Measures folder and double-click Sales revenue then Quantity
sold.

Get the data you need _|
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O

Pre-defined
Conditions
option

Sales revenue and Quantity sold appear in the Result Objects section.

Jd Query Panel - efashion Universe M=]E3
IE QA"ll T |%l| IScope of &nalpsis: Mone j @l%‘ll ﬂlﬁﬂl@l gl
Claszes and Objects Result Objects

[*--[28 Time period - =

5| Shore & City | @ Sales revenuel @ Quantity zold |

= Product
-- Promations
=& Measures

Click to show

Pre-defined  ~ 4@ v

Conditions

ITo apply a condition, drag an object to this pane.

conditions : -
Optiong... | Save and Close | Wiew... | Bun Cancel |

You now have the data to build a report where you are going to display sales
revenue and quantity sold per city. Your database has data for the last three
years but you are only interested in the latest year, 2003. To specify that you

only want data for this year:

3. Click the pre-defined condition option.
4. Open the Time Period folder and drag This Year into the Conditions section.

You have specified which data you want from your database and are ready to

run the query.
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Jd Query Panel - efashion Universe M=]E3
lg ﬂﬂl IScope of Analysiz: Mone j @l%‘ll ﬂlﬁul@l gl
Predefined Conditions Result Objects

%3 Time peiod & City | @ Sales revenuel @ Quantity zold |

“F Holiday period

[+l (a] Product

Conditions

Click to
show Pre- __|
defined

conditions @ & M|
Optiong... | Save and Close | Wiew... | Bun Cancel |

5. Click Run.

BusinessObjects connects to the database and retrieves the data you
specified. The data displays in a new standard report.

1

Get the data you need _|
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Display Data In A Standard Report

You have built a standard report that shows sales revenue and quantity sold for
the eleven cities where the eFashion retail chain does business. A standard
report displays your data in a table with a report title. As you will see later, you
can present this data in different ways.

Your report is contained inside a BusinessObjects document. A BusinessObjects
document contains data and at least one report. The data contained in the
document displays in the Report Manager window.

Ii’ Businesslbjects - Documentd =1 B3
Standard @ File Edit “iew Inset Format Tool: Data Analysis Window Help 8] x|
toobar — N E (@R[ =2 X6 (# o R AES Q| 5|
Report — ||| Cim el [ = Rl S0 [ =nai oo 2 |1 5 A | =il &) [0 = & [ @2 0
toolbar =] ﬂ
& Data | Map | Report Title ‘
-4 Variables
@ Ciy . y —
Report @ Quaniity sold Clty Salesrevenue Quantity sold
@ Sales revenue Austin $1,135 479 5,219
Manager
Formulas Boston $8587 169 5 268
The query Chicago $1,134 085 5519
data displays Colorado Springs §543 584 5116
in the Data Dallas $803 421 4932
tab. Houston $2 246,198 13,342
Los Angeles $1 B5E 576 9 869
Miami $811.924 4830
Mew York $3,151,022 19,109
San Francisco $1,336 003 75900
YWashington $1,063 581 B 4591
NEN _>l_I
G@ rEl Reportl I
[ ) | Last Exec: 412/02 0551 M [ i
Report tab Report window
TIP

If the Report Manager is not open, click Report Manager from the View menu.
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Save your BusinessObjects document

Before you go any further, save your document containing the report:
1. From the File menu, choose Save.
The Save As dialog box opens.

Save As BE
Save in: I@ useDocs j - = EB-

%] EFASHION.REP

REVENUE REP

Fevenue2003.1ep

test.rep

TUTORIALRER

File name: IDocument‘I Save I
Save as ype: IBusinessDbiects Documents [*.rep] j Cancel |

Options... |
Ew| My Folders

2. Choose where you want to save the document and enter a name.

By default, BusinessObjects saves BusinessObjects documents in the
userDocs folder in the My BusinessObjects Documents folder.

The document saves with the file extension .rep.

Display Data In A Standard Report _|
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Organize the data

Now you have the data, let’s organize it a little differently.

Swap Quantity sold and Sales revenue columns

You can swap columns of data in a table by simply dragging and dropping:

1. Click once in the Sales revenue column to highlight the Sales revenue
column.

Sales revenue

$1,135 479

Austin
Boston
Chicago
Colorado Springs

Dallas
Houston
Swa ————
p Los Angeles
cursor T

Miami
Mew York

San Francisco
YWashington

Quantity sold

Quanti

Sales revenue

Austin
5,269 Boston
6 A19 Chicago
5,116 Colorado Springs
4532 Dallas
13342 Houston
9 869 Los Angeles
4,830 Miami
19,109 Mewe ¥ork
7,900 San Francisco
6,491 YWashington

2. Click again in the Sales revenue column and, holding down your left mouse
button, drag the cursor over the Quantity sold column.

3. When the cursor changes to the swap cursor and the status bar at the bottom
of the BusinessObjects window displays the message Drop to swap contents,

release the mouse.
~48 CTH

Reportl I

Status bar

Drop to swap contents, use Alt to swap and keep source formats, Chil to copy or Shift to move

The two columns have swapped positions.

City Quantity sold  Salesrevenue

Austin 5219 $1,135.479
Boston 5,269 $887 169
Chicago 6519 $1,134 085
Colorado Springs 5116 $843 584
Dallas 4932 $803 421
Houston 13,342 $2,246 195
Los Angeles 9,869 $1 B5E B76
Miarmni 4830 $5811.924
Mews York 19,109 $3.151 022
San Francisco 7,900 $1 336,003
YWashington 6 491 $1,053 581
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Add total sales revenue
Now let's add up the columns and display the total sales revenue for all cities. To

do this:
1. Click in Sales revenue column.
= 2. Click Sum on the Report toolbar.
Sum The total Sales revenue displays in a new row at the bottom of the table. This
is called a footer row.
T i Quantity sold  Sales revenue
Austin 5919
Sum Boston 5 269
dimmed Chicago B519
Colorado Springs 5,116
Dallas 4932
Houston 13,342
Los Angeles 9 869
Miami 4830
Mew York 19,109
San Francisco 75800 51, T_he footer row
Washington B 491 $1,053 581 displays the total
Sum: $15,059,143 sales revenue for
all cites

Sort sales revenue
You want to organize the cities in the table according to sales revenue so that you
can see at a glance who is making the most revenue. To sort the data:
%l @ | 1. Click in the Sales revenue column.
“/mmssssm| 2. Click Sorts on the Report toolbar.
%lﬂ{"ﬂ | 3. Click Descending Sort.
[ The column sorts so that the highest revenue displays at the top of the list and
Descending

Sort the lowest at the bottom.
You see that the city of New York has the highest sales revenue for this year.
TIP
KT

If you make a mistake or are not happy with the result of an action you’ve just carried
out, click Undo on the Standard toolbar or type Ctr + Z to undo the action. You can
Undo undo up to ten consecutive actions.

Organize the data _|
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Format the report title

Now, let’s give your report a title. Whenever you add data or text to a report it has
to be contained. BusinessObjects has three basic containers: tables, charts and
free-standing cells. Text, such as report title, is contained in a free-standing cell.
A free-standing cell is a cell that is not attached to any other report element.

P Give the report a title

A Standard report contains a placeholder for a title. To edit the text in the title
placeholder:
1. Double-click inside the cell that contains the text Report Title.

Report Title is highlighted.

Report Title

2. Enter Revenue for year 2003 and press the Enter.
The new text displays in the cell.

Revenue for Year 2003
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P Format the title

Let’s now format this title a little differently. To do this:

1. Right-click on the cell and choose Format Cell from the menu.
The Format Cell dialog box opens.

Revenue for Year 200

3 Cut Chrl+
LCopy Cirl+C
ﬁ Paste Chil+f

Clear [rel
¥ Delete

Farmat Cell...

Apply Standard Style

Wariables...

2. Click the Font tab.

Cell Format

[ ]
Numberl Alignment  Font | Borderl Shadingl Appearancel
FEont: Font Style: Size:
|M [Bod Jiz
Feqular -
"B Avial Black = " =
Hp Avial Marrow Eold Italic 19 -
B AvantGarde
Hp Book Antiqua — Ellr
B Bookman .
T Bookman Old Style & Autgmatic
T Bookshelf Symbol 1 ' B _
T Rnnkshelf Sumbinl 2 LI
— Effect: — Previe
™ Underline I
™ Shikethrough AaBb Cc

QK I Cancel | Lol | Help

3. Click 18 under Size and click Bold under Font Style.

Format the report title _|
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4. Click the Custom Color box and click gray from the palette, then click OK.

Cell Format x|

Color [ 7] %] adingl Appearancel
Basic colors: Fant Style: Size:
[Boid 18
E Feqular 12 ;I
14 =]
LA [iealie 16
Boid ltalic S |
— Color
& Autgmatic
LCustom colors: LI " Custom _
e o o o o P
o o o o |
Define Customn Colors »> | Aa B b Cc

QK I Cancel | Help |

oK | Carcsl Apply Help

5. Click the Borders tab.

Cell Format E

Numberl Alignmentl Font  Border | Shadingl Appearancel

=1 |
Preset:

—Style
. ﬁ [—— |
None Box | |
Border | |
[ |
— Color
& Automatic
C custom: [ ]

QK I Cancel | Apply | Help |

6. Click the None in the Presets box to remove the border from the title.
7. Click OK to close the Format Cell dialog box and save your changes.
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Your report title now looks like this:

with BusinessObjects

If you need an explanation of any of the options in the dialog boxes:

Numbell Aligr o
|

Help

T RIEsElS

-

Non

[ Border

Click Help on the dialog box.
Click F1 on your keyboard.

vil &
E? BusinessObjects Help I [=]
=
Hi-
Hide Bk Print  Options
= =
Lontents | Index I §sarch| Previous  Mest @ @ Jid
| Setting Using Sett =
Getting assistance with B . Charts - general c...  differert...  chart:

0 Using BusinessObjects
Q Using BusinessObjects Fu

-

Formatting cell horders

Wihat do you want to do?

m Choose aline style for the border

® Choose where horders appear
m Choose a colorforthe border

screen

Subject .
e Click Help to
q | The Barder tah allows you to define the border get help with
of a cell ortahle =
how to use
FR &) e | |—these options

A Help screen opens with short explanations of how to use each option on the

dialog box.

Format the report title _|
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Display data in a chart

You are going to display some of the data in the table in a chart. To do this, you
are going to copy the table, edit it and then turn it into a chart.

To copy the table:
1. Click and hold the left mouse button, draw a box over a part of the table.
Quantity sold Sales revenue
Mews York 19,109 §3,151 022
Houston 13,342 §2 245,198
Los Angeles 9,869 $1 B5E B76
San Francisco 7,900 $1 336,003
Austin 5,919 §1,135 479
Chicago 6,519 §1,134 085
YWashington 6 491 $1,053 581
Boston 5,269 $887 169
Colorado Springs 5116 $843 584
Miarmni 4,830 §811.924
Dallas 4532 §803 421
Sum: $15,059,143

2. Release the mouse.
A hatched gray border appears around the table.

City Quantity sold  Salesrevenue 3

Mews York 19,109 $3.151 022
Houston 13,342 $2,246 195
Los Angeles 9,869 $1 B5E B76
San Francisco 7,900 $1 336,003
Austin 5219 $1,135.479
Chicago 6519 $1,134 085
YWashington 6 491 $1,053 581
Boston 5,269 $887 169
Colorado Springs 5116 $843 584
Miarmni 4830 $5811.924
Dallas 4932 $803 421

Sum: $15,059,143

3. Move the cursor over the table. When the cursor changes to the move cursor,



-

Move cursor

5,

Copy cursor

Getting Started with BusinessObjects

hold down the left mouse button and drag the cursor to the right of the table.

Sales revenue

City Quantity sold

Mews York 19,109 $3.151 022
Houston 13,342 $2,246 195
Los Angeles 9,869 $1 B5E B76
San Francisco 7,900 $1 336,003
Austin 5219 $1,135.479
Chicago 6519 $1,134 085
YWashington 6 491 $1,053 581
Boston 5,269 $887 169
Colorado Springs 5116 $843 584
Miarmni 4,830 $5811.924
Dallas 4532 $803 421

Sum:

Hold the Ctrl key.

The cursor changes to the copy cursor.

Release the mouse.

The table copies in the new location.

$15,059,143

s,
This outline shows you where the
copy of the table will appear

Display data in a chart
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*

Delete

You are now going to delete the Quantity sold column.

To do this:

1. Hold the cursor over the Quantity sold column.

2. Click once, when the cursor changes to a black arrow pointing downwards.
The Quantity sold column is highlighted.

\\\\\\\\\\\\t\\\\\\\\\\\\

City Quantity sold BRI EYN

Mews York 1 $3,151 022
Houston 1 §2 246,193
Los Angeles = $1 B5E B76
San Francisco $1 336,003
Austin §1,135 479

Chicago $1,134 035
Washington i $1,053 581
Boston $8587 169
Colorado Springs $843 584
Miami 4,830 §811.924
Dallas 1. $a03 421

$15,059,143

3. Click Delete on the Standard toolbar.

The Quantity sold column disappears from the table.
4. Select the table.
5. Click Chart on the Report toolbar.

A menu of chart types displays.

Chart button — gl =
) —
ll.l. — 3-D column chart
Chart options i [
- o8
bt
ke

6. Click 3-D column chart.
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The data in the table displays in a chart.

3,500,000 ]
$3,000,000
$2,500,000
$2,000,000
$1,500,000
$1,000,000
$:500,000
$D% ENEE] ; £ Salesrevenue

5 8% &= E‘

€ £ 2 2 ¢ E

o a4 H W

g =z

-

Resize the chart
The chart is not large enough to display all the city names so you need to resize
it. To do this:
1. Click once on the chart just under one of the city names.
Two borders should display. If only the outer border displays, click again just
under one of the city names.

3,500,000 i
3,000,000
2,500,000 Inner border
2,000,000
1,500,000
51,000,000 .
$500,000
$D c o W L] o =
.g g, % % E 1‘:%‘Salesrevenue
o T5° 53¢
Click this u 2 £
area .
" Drag this handle
.......'\.
R, 2. Move your cursor over the handle on the right-hand corner of the inner border.
3. When the resize cursor displays, hold down the left mouse button and drag
Resize the corner to the right to resize the chart.
cursor . .
4. When all the city names display, release the mouse.

Display data in a chart _|
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Rename your report

NET
Reportl I

Report tab

When you create a new BusinessObjects document or insert a new report, the
report is given a default name Report 1 (2, 3 etc.).

To give your report a more meaningful name:
1. Right-click the report tab and select Rename from the menu.

Bename Report...
Apply Template...
Apply Standard Style
Fieset Report
Insert Report
I I 4 I I Duplicate Report
. Welete Hepart
Report’
& Dl
2. Enter a name for the report, Revenue Year 2003, and click OK.
Rename Reportl E
X
Mame:

QK I Cancel | Help |

The new name displays on the report tab.
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Congratulations! You've created your first BusinessObjects report. Your final
report looks like this:

R BusinessObiects - Gelling Started.iep _[O[x]

™) Fle Edt View Inset Fomat Tooks Dats Analysis Window Help

=181 x|

Dl Sl

BEExEaso - RERES |+ (e o |

oo e =

Y EEnens| % Eal=EE He®BOo |

& Dats | Men |
=] Variables

@ Civ

@ Quantity sold
@ Sales revenue
(28 Formulas

cqf O

3,500,000
3,000,000
2,500,000
2,000,000
1,500,000
1,000,000
$500,000
0

3

Mewe York

@
B
T
5
L
“
s
5

San Francisco

Washington

Colorado Springs|

=
City Quantity sold  Salesrevenue
Mew Yark 19,109 $3,151,022
Houston 13,342 $2,246,198
Los Angeles 9,969 1,656 676
San Francisco 7,900 $1,336,003
Austin 6919 $1,135 479
Chicago 6519 $1,134,085
WWashington 6,491 $1,053 581
Boston 5,269 $007,169
Colorado Springs| 8,16 $643 584
Miami 4,830 §011,924
Dallas 4932 $003 421
Sum: $15,059,143
[l |
Revenue for Year 2003 |

| Last Exec: 4/12/02 05:51 PM

The finished report _|
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Differences Affect Revenue?
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Overview

In this lesson:

P Business question
How is revenue affected by regional and seasonal differences?

P Learning objective

Manipulate variables using drag and drop; organize a report in sections and rank
data.

P Time
15 minutes

P Finished report
Efashion.rep, Revenue by Region



Objective

In lesson 1, you built a report to get a high-level view of the sales revenue

Getting Started with BusinessObjects

generated by your eFashion outlets. You now want to look at sales revenue in

more detail to see how this revenue is affected by seasonal and regional

differences. To get a more detailed view, you need to bring in some more data.

This lesson takes you through all the steps needed to build the following report

showing the top three product lines in four eFashion regions:

East

Sweat-T-Shirts
Accessories
Sweaters

Midwest

535 ,320.80

Top Three Product Lines

G556 683,90

a03912.50

564 879.60

128,133.50

199,232.90

228 560.90

132,298,680

11851460

157 555.10

21980270

13056210

Sweat-T-Shirts
Accessories
Shirt Waist

South

237 027.00

339.289.20

219 625,50

270111.20

40,863.10

67 200.10

7581410

41 576.10

57,332.30

5062590

4951370

4412000

Sweat-T-Shirs
Accessories
Sweaters

West

B52.011.40

674,123.90

434 086.10

625,812.90

12491940

163,926.00

236,330.80

11474570

114,314.00

141,864.50

167 B15.20

133,758.50

Sweat-T-Shirts
Shirt Waist
Accessories

399 962.00

451,768.20

343784.80

400,022.60

102,201.40

77 52070

86,070.50

0476220

53.9158.80

9601210

104 ,345.90

7152350

Objective
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Insert a new report

You're going to build a second report in the same BusinessObjects document so
first let’s insert a new report tab.

1. Right-click Revenue in Year 2003 report tab and click Insert Report from the
menu.
A new, blank report appears. Let’s give the report a name right away.
Bename Report...

Apply Template...
Apply Standard Style
Fieset Report

Insert Report

I 4 I I Duplicate Report
. Welete Hepart
R Ye
& Dl

2. Right-click on new report tab and select Rename Report from the menu
3. Type in Revenue by Region in the Rename Report box and click OK.
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Get more data

The Report Manager Data tab currently shows that you have data for City, Sales
revenue and Quantity sold stored in your BusinessObjects document. To build
the new report, you need to use the Query Panel to get some more data. To do
this:
1. Right-click on any variable in the list in the Data tab of the Report Manager
and click Edit Data Provider from the menu.
_— 1 x|
& Data |@ Map I

-2 Variables
Right-click @ 1| Edtvaret
here. : @ ¢ Mew Yariable. .
Farrr

[i=| Edit Data Provider...
Mew Data Provider. ..

B View Data...

[
The Query Panel displays. You are going to keep the data you already have
in the report and add some data to allow you to get a more detailed look at
your business.

2. Open the Time Period folder and double-click on Quarter.
Quarter appears in the Result Objects.

3. Open the Product folder and double-click Lines.

4. Open the Measures folder and double-click Margin.
Six objects display in Results Objects.

Fiesult Objects

& City | @ Sales revenuel

@ Quantity zold | & Quarker |

& Lines | @ Margin | |
5. Click Run.

It will take a few moments for the query to run. The status bar displays
messages, for example, Connecting to the database....., to inform you what

Get more data _|
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BusinessObjects is currently doing.

[t ml

Reportl I

| Last Ewec: 4/12/02 02:39 PM [ A

Watch this area here for messages
while the query is running

The new data displays in the Report Manager Data tab. You can use this data
to build your report.

Feport banager

& Data |@ Mapl

-4 Wariables
Lines .
Cuarter Quarter, Lines and

Margin Margin are added to the
Huantiy sold data stored in the

Sales revenue d ¢
- (2 Formulas ocument.

48 O
Report Manager and BusinessObjects data types
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Feport banager

& Data |@ Mapl

-4 Wariables
City

Lines
Quarter

M argin
Quantity sald
Sales revenue
Formulaz

cqf O

The Report Manager Data tab displays a list of the data stored in your BusinessObjects document.
Business Objects qualifies data used in BusinessObjects in three ways. This qualification shows how
data can be used in reports.

Dimension objects provide the basis for analysis in a report. Dimension objects
o typically retrieve character-type data (customer names, city names, etc.), or dates
Dimension  (years, quarters, invoice dates, etc.)

A detail object is always associated to one dimension object, on which it provides

< additional information. For example, AAdress is a detail object associated to Store.
Detail
Measure objects retrieve numeric data that is the result of calculations on data on the
@ database. Measure objects are semantically dynamic: the values they return depend
Measure on the objects they are used with. For example, if you include City and Sales

Revenue in a table, revenue per city is calculated. If you include Year and Sales
Revenue, revenue per year is calculated.

Get more data _|
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Display

data in a table

To build the next report, you're going to add a new table by dragging data from
the Report Manager Data tab to the Report window. To do this:

1.
2,
3.

In the Report Manager select City.
Holding down the Ctrl key select Lines, Quarter and Sales Revenue.
Drag the selected objects from the Report Manager window into the Report
window.
| R BusinessObjects - Getling Started.iep 1o
™ Fie Edt View Insst Fomst Took Dats Arslsis Window Help @ x|
el SR e X8 AL~ | BARE®S | Q| =
At dud [ =Y A Een e s |5 A =B 5 =80 |
] =
Insert Table Bowe | @] T,
cursor 5} @ Wariables
- ]
@
@
@ Margin
@ Quantity sold
Status bar romes
message tells
you what will
happen when
you release the
mouse. ‘ _»fl
“af CTH =] Revenue for Year 2003 =] Revenue by Region |
Diap to cieate a tabls, 4

The cursor changes to the table insert table cursor and the status bar displays
the message Drop to create a table.

When you release the mouse, the data you selected displays in a table:
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Ii’ BusinessObjects - Getting Started.rep - O] x|
@ File Edit “iew Inset Format Tools Data Analpsiz Window Help ===l
DEE SR =R X (Ao - BARES | -£a|fo |
==l e N A A A e SN

| -
&1 Data |@ i I City Lines Quarter Sales revenue
E“% Va'ia‘?|93 Austin Accessoties a1 §27 959
L Austin Accessories [ $47 435
-8 Lines : :
@ Quarter Austin Accessories Q3 $57 393
- @ Margin Austin Accessories Q4 $32914
: gulantiwso'd Austin City Skirts a1 1,532
g ales revenue N B N
Formulas Austfn Cfty Skfns Q2 $5 211
Austin City Skirts Q3 $9 908
Austin City Skirts Q4 §217
Austin City Trousers a1 2576
Austin City Trousers Q3 $1.920
Austin City Trousers Q4 $1.051
Austin Dresses a1 §26 029
Austin Dresses Q2 §27 322
Austin Dresses Q3 $48 246 =
<] | >
~48 CTH Revenue for Year 2003 ] Revenue by Region I
[ | Last Exec: 4/12/02 09:30 PM [ i

Display data in a table _|
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Organize the data in sections

There is a lot of data in the report and you can organize it so that it will be easier
to read. First, you show data for each city per quarter. By creating a section in the
report for each city you will see the sales revenue for each city per quarter more
easily.
To do this:
1. Click once in the City column.

The City column is highlighted.

2. Click again in the City column, hold down your left mouse button and drag the
cursor out of the table and position it over the top left of the table.
As you move the cursor out of the table, the cursor changes to the create
section cursor.

Quarter Sales revenue
o §27 559

. Accessories Q2 $47 435
Create section cursor in Accessoties a3 §57 393
Accessories [wF:} $32914
City Skirts o §1,532

3. When the cursor changes to the create section cursor and the status bar
displays Drop to move contents and create a section, release the mouse.
The City column disappears from the table and a section for each of the
eleven values of City appears. Scroll down the report to look at the different

City sections. This type of report is called a master/detail report.
= fection: Cigy

section master [Austin |
Lines Quarter Sales rever
section detail ——— Accessaries a1 %2
Accessoties Q2 5%
Accessoties Q3 $5e
Accessoties Q4 §3

You can make the report even clearer by changing the format of the table. At the
moment each row of the table displays sales revenue per line per quarter which
means that quarter and line names are repeated. You can remove this repetition
by turning the table into a crosstab.



Turn to
crosstab cursor
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To do this:
1. Click once in the Quarter column.
The Quarter column is highlighted.

2. Click the Quarter column again, hold down your left mouse button, and drag
the cursor to the top right-hand corner of the table.
[Austin |

Accessories
Accessories
Accessories

3. When the Turn To Crosstab cursor appears and the status bar displays Drop
to turn into a crosstab, release the mouse.
The Quarter column disappears from the table and the names of the quarters
display in the top row of the crosstab. The names of the product lines display
in the left column of the crosstab. Sales Revenue displays in the body of the
crosstab.

|Austin- |

Qz Q3 04
Accessories §27 559 547 435 $57 393 §32.5914
City Skirts §1,532 $5.211 $9 508 5217
City Trousers 2576 Discontinued $1.920 $1.051
Dresses §25,029 §27 322 543 246 $17 314
Jackets $10,739 §2 816 §6,430 §6 501
Leather $1.790 Discontinued $1 253 §707
Outerwear $E6E Discontinued $238 $304
Overcoats $2 567 Discontinued $1 368 $999
Shirt Waist §37 395 §28,324 §26,091 §20,.372
Sweaters §28,010 §37 915 §46,752 §37 391
Sweat-T-Shirts $171,020 $117 437 $90,501 $121,766
Trousers $5.248 §7.149 $4,300 $4,009

To find the sales revenue for Accessories in Austin in Q1, look in the Austin
section, locate Q1 in the top row and Accessories in the left column. The cell
that forms the intersection of these two values gives you the sales revenue for
Accessories in Q1 in Austin.

TIP

When you create the crosstab, move the cursor slowly to the top right-hand corner of
the cell that displays the title Sales Revenue. You have to get the cursor into just the
right position for it to become the Turn To Crosstab cursor.

Organize the data in sections _|
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Rank top three product lines

You now have a report that shows you how product lines performed in the
different cities. What you’d like to do now is see which lines generated the top
revenue in each quarter for each city. To do this, you're going to rank the product
lines according to the revenue generated:

1. Click the Lines column, where Accessories appears to highlight the column.

iy 2. Click Apply Ranking on the Report toolbar.
- The Select Top/Bottom for Lines dialog box opens.
Ranklng Select Top/Bottom for Lines E

*r'ou can digplay the top or bottom values of the chosen
data.

- Selection
u Log |3 j Lines
™ Bottom ID ﬂ
Baszed on: ISaIes evenue j

I™ In percentage of tatal number of values

— Calculation:
™ Display subtatals

" Display percentages

QK I Cancel | Apply | Help |

3. Click the Top check box.

By default, BusinessObijects displays the top three.
4. Verify that Sales revenue appears in the Based on list box.
5. Click OK.

The top three revenue-making lines display in each crosstab.

[Austin |

Sweat-T-Shirts $171,020 117 437 $90,501 $121,766
Accessories §27 589 §47 435 $a7 393 $32,914
Sweaters $28,010 §37 915 §46,752 $37 391




Getting Started with BusinessObjects

Insert a report title

Let’s now add a title to the report to make it clear what the report is about. To add
a title to your report, you first have to insert a cell. The cell is a container for the
text in your title.

To insert a cell:
Y 1. Click Insert Cell on the Report toolbar.
Insert Cell The cursor changes to the Insert Cell cursor.
button 2 Click once at the top of the page to insert a new cell.

3. When you insert a new cell, a flashing cursor appears inside so that you can
type in text.

Insert Cell ‘ |
cursor

4. Type in a title for the report, Top Three Product Lines, and press Enter.

TIP

To edit cell contents, double-click the cell. When the contents highlight, type your
changes and then press Enter.

To re-size the title cell:

1. Hold your cursor over the right edge of the title cell.

2. When the Resize icon appears, hold down your left mouse button and drag
the cell border.
- To make the cell smaller, drag to the left.
- To make the cell wider, drag to the right.

3. Release the mouse when the entire cell contents display.

Format the title

Let’s format the cell a little differently. In the previous lesson you used a dialog
box to change cell formatting. This time you’re going to use the Formatting
toolbar.

Insert a report title _|
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First, open the Formatting toolbar. To do this:
* Right-click the Standard toolbar and click Formatting from the menu.

Ii’ BuzinessObjects - Getting Started.rep

i @ File Edit “iew Inset Format Tools Data Analpsiz Window Help
[DedgR s xa|as- - | BRERES |
chef i = =2 ¥ 2l - | = 5= 0 ab &y [ S| 5 A | = 2

Structure
Borders A Top Thi
| v Standard |
- e | | s |
v Report
Sorts
Charts
Document Exchange Sweat-T-Shirts F171,020
Alignment Accessories §27 950
Wisual Basic Sweaters 28010
Formula B ar
Repart Manager |Boston |
Outline
Toolbars... )
Sweat-T-Shirts $117 576
Shirt Waist $33 962
Sweaters $19.321
KT
~48 CTH Revenue for Year 2003 ] Revenue by Region I_

[ | Last Evec: 4/12/02 0330 PM

The Formatting toolbar displays.

To format the title cell:
1. Click once on the title cell to highlight the cell.
A 2. Click Font Color, on the Formatting toolbar.
Font Color The Color Palette opens.
Choose Dark Blue from the palette and click OK.

4. While selecting the title cell, click the drop-down arrow next to Borders to
display the Borders options.

Borders options




No Borders

Bottom Border

Copy

Paste Format

©@Noo
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Click No Borders.
Click Borders.
Click Bottom Border.

Click once outside the title cell to display the result.

The title is blue and underlined.

Top Three Product Lines

You have spent some time getting this formatting just right. You can now copy
this formatting to other cells in the report so that your report design is consistent.

To copy formatting:

1.

PN

Select the title cell.
Click Copy on the Standard toolbar.

Select the cell that contains the name of the city Austin.

Click Paste Format on the Standard toolbar.

The formatting only, and not the content, of the title cell copies to the Austin
cell. Notice that all the cells containing city names are also re-formatted. Any
changes you make to one section of a master/detail report are applied to all

sections.

Top Three Product Lines

Austin

$171,020 117437 $80,901 §121,766
$27 959 F47 435 57 383 32,914
§2500 37915 $46.752 §37,391

Sweal-T-Shirts
Accessories

Sweal-T-Shirts
Shirt Waist
Swealers

F17 578 §126 658 $84 931 §119,385
$33 962 $23,707 $32543 529,546
$18,321 §19,695 §27 350 §21,086

Chicago

Sweat-T-Shirts
Accessories
Shirt Waist

F123,742 214,167 FT A §195,263
$32175 541,955 42 920 531,579
§36.024 §28,953 §27.198 §24,4683

Colorado  Springs

Sweat-T-Shirts
Accessories
Shirt Waist

F113,285 F125,123 F102,515 F114,849
15 653 $25,245 $32,504 519,997
§21,308 F20873 §22.318 §19,857

Insert a report title _|
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Group cities into regions

® |

Group Values

You would like to organize your report to look at regional differences in sales
revenue. Your database has data for cities but it doesn’t have data for regions.
No problem. Since you have the data for cities, you can group the cities into the
regions of your choice in your report and then calculate sales revenue by region.
To do this:

. Click the cell that displays the city Austin.

2. While pressing the Ctrl key, select Houston, then Dallas and Miami.

3. Click Group Values on the Report toolbar.

The Rename grouped values dialog box opens.

Rename grouped values E
Mame : Im

QK I Cancel | Help |

. Enter South, and click OK.

All the data for the cities of Austin, Houston, Dallas, and Miami group together
into one section, South. A new variable, City+, displays in the list in the Report
Manager Data tab.

Feport banager

& Data |@ Mapl

B V"‘”‘E'i’tfs A new variable, City+

Citp+ displays in the Data tab.
Lines
Quarter

M argin
Quantity sald

Sales revenue
Formulas

“48 O

South

Sweat-T-Shirts
Accessories

Fav1,522 $953,369 354,540 525,501
$104,535 $135,931 199,652 96,552
100,539 117,049 §134 671 116,468

Sweaters




5. Repeat Step 1 to Step 4 to:

Getting Started with BusinessObjects

- group San Francisco and Los Angeles and rename West,

- group New York, Boston and Washington and rename East,

- group Chicago and Colorado Springs and rename Midwest.
Your report now has four sections.

Top Three Product Lines

East
Sweat-T-Shirts F638,321 Fi6:36 654 508,913 fa64,550
Accessories F128,134 199,233 228 561 132,289
$118,515 §1:57 555 219,503 §130,562
Midwest
F237 027 §339,289 219,696 F270,111
Accessories §a0,563 F67,200 F7aE14 §a1,576
Shirt Waist §a7,332 Fa0 626 49,514 44,120
South
Sweat-T-Shirts 692,011 FE74,129 434 086 628,513
Accessories 124919 163,926 236,331 114,746
Sweaters $114,314 141 565 F167 615 133,758
West

Accessories

399,969 451,758 $343,785 400,023
102,201 F77 821 6,071 a4, 762
53,918 96,012 §104,349 $71,524

Group cities into regions
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Let’s rename City+ in the list in the Report Manager Data tab.

To do rename the variable City+:
1. Right-click on City+ in the Report Manager Data tab.
2. Choose Edit Variable from the menu.

The Edit dialog box opens.

E dit City+ ]
a: = Here, you can create or edit a variable by grouping the values of an existing variable.

Mame of the Variable: IHegion

Walues of City: Groups of Yalues:

EHZ South Mew
Austin _—

Dallaz [HEmE

Houston
Iiarni
[CJ East
D Midwest
-2 whest

¥ Unused Yalues Only V' Create a Group for Each Unused Valug

QK I Cancel | Help |

3. Typein a new name, Region, in the Name of the Variable text box and click
OK.
Region displays in the list in the Report Manager Data tab.

Feport banager

& Data |@ Mapl

-4 Wariables
@ Ciy
Lines

Quarter
Fegion

M argin
Quantity sald
Sales revenue

“48 CTF
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The finished report

Your finished report looks like this:
Top Three Product Lines

East

Sweat-T-Shirts
Accessories

635,320.80 656 633.90 5058 ,912.50 564 ,879.60
128,133.50 199,232,580 228 560.90 132,298.80
118,514 .60 157 558.10 215,802.70 13056210

Sweaters

Midwest

Sweat-T-Shirts
Accessories
Shirt Waist

237 ,027.00 339,289.20 215 B95.50 270,111.20
50,863.10 67 ,200.10 75814.10 51576.10
57 332.30 50625.90 49513.70 44,120.00

South

Sweat-T-Shirts
Accessories

592,011.40 674,128.90 434,086.10 625,812.90
124,919.40 163,926.00 236,330.80 11474570
114,314.00 141 864,50 167 515,20 133,758.50

Sweaters

West

Sweat-T-Shirts
Shirt Waist
Accessories

395,969.00 451,758.20 343,784.80 400,022.50
102,201.40 7752070 86,070.50 84,762.20
53,918.80 96,012.10 104,348.50 71523.50

The finished report
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Navigate through your reports

You saw earlier that the Report Manager displays all the data in your report. You
can also use the Report Manager to navigate through the reports in your
document.
To do this:
1. Click the Map tab in the Report Manager.

The Report Manager Map pane displays a list of all the reports in your

document. It also displays the region section names for the report that is
currently displayed.

Feport banager

& Data [F] Map |

o Revenue Year 2001
E|--- Fievenue by Region
@ East

@ Midwest

Gy 08
2. Click West under the Revenue by Region report.
The data for West displays in the report window.
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Get a different viewpoint

Your report is currently organized so that one section appears per region and you
see the top-selling product lines in each region. You can get a different view of
your data by viewing by quarters instead of region.

To do this:
1. Click in the Quarter row.
2. Click and hold the Quarter row again, then drag the cursor over Region cell.

3. When the cursor changes to the Swap cursor and the status bar reads Drop
to swap contents, release the mouse.

ET%%

=

bl T 02 o3 o4

Swap cursor Sweat-T-Shirts $638,321 $656,654 $508,913 §564,880
Accessories $128134 199,233 $228,561 132,289
Sweaters $118515 $157 558 $219,803 $130,562

Region moves to the crosstab and the report now has one section for each
quarter.
o

Midwest South
$638,321 $237 027 $692,011 $309,969
$166,482 $57 332 $169,563 $102,201
§128,134 $50,863 §124,319 $53,9149

Accessories

You see that Sweat-T-Shirts were the top-selling articles for all four quarters this
year.

Get a different viewpoint _|
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Which Cities Are Making The
Best Margin?
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Overview

In this lesson:

P Business question
Which cities are generating the best margin?

P Learning objective

Use the Formula Editor to make calculations and create variables; use alerters to
highlight interesting data.

P Time
15 minutes

P Finished report
Efashion.rep, Margin Analysis



Objective

Getting Started with BusinessObjects

You want to highlight the cities that generate the best margin. To do this, you

need to do some calculations on the data in your report and create your own

report variables.

This time, instead of using a blank report and building from scratch, you're going

to base your new report on the one you built in the previous lesson and re-

arrange the data in it.

This lesson takes you through all the steps needed to build the following report:

Margin per City

Sales revenue Quantity sold  Margin Margin per unit Margin as % rev
2astin 1,135,478 5,919 424,790 a1 3T %
Boston EE7,169 5,269 $336,574 64 3784 %
Chicago $1,134,085 6,519 $439,865 $67 3579 %
Colorado  Springs $843,584 5116 $309,966 $61 3674 %
Crallas Fa03,421 4832 $266,146 55 3562 %
Houston 2,246,195 13,342 855,542 64 3809 %
Loz Angeles $1 656,676 9,869 $619,368 $63 3739 %
Miamni Fa11,924 4,530 $316,132 F66 39158 %
Hew York $3,151,022 19,109 1,189,166 $62 3774 %
San Francisco $1,336,003 7,900 Fa0z121 64 3758 %

iashington $1,053,581 6,491 $385,415 $59 3658 %
Average: IT55

Objective _|
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Reorganize a report

You're going to use the report you built in the previous lesson as a base for
building your new report, so the first step is to duplicate the base report.

Duplicate a report

To duplicate an existing report:
1. Click the Map tab in the Report Manager.

2. Right-click on the report Revenue by Region in the list in the Report Manager
Map tab and select Duplicate Report from the menu.

Feport banager

Feport banager

& Data [F] Map |

| Revenue Year 2001
] Revenue by Region
M argin Analysiz

Shoy et
Hide Detail

Bename Report...

Apply Template...
Apply Standard Style
Fieset Report

Insert Report
Duplicate Report

Delete Report

iy C0E G B2

The report, Revenue by Region (1) appears in the Report Manager Map list.
3. Double-click on Revenue by Region (1) in the Report Manager Map list.
4. Type a new name for the report Margin Analysis.

You now have three reports in your document.

Remove the sections
This report will have only one main section so you are going to remove the
sections. To do this:
1. Select the Q1 cell and click Delete on the Standard toolbar.

BuzinessObjects E

& *r'ou want to delete the section's master cell. Do you want to delete the section Duarter too?

Mo | Cancel |

The message box displays this message: You want to delete the section’s
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master cell. Do you want to delete the section Quarter too?
2. Click Yes to delete the master cell and the section from the report.
Your report now has one section.

Turn the crosstab into a table

You want to display your data in a table and not a crosstab. To turn the crosstab

into a table:

1. Click in the Region row.

2. Click the Region row again. While holding the left mouse button, drag the
cursor over the left column of the crosstab.

3. When a horizontal line appears above the cursor, and the status bar reads,
Drop to turn into a table, release the mouse button.

H T Midwest  South West
— IR 52365797 $1066123]  $2420038] $1595535
& Accessories $655,226 $245,453 $639,922 $325,303
. Sweaters $626,438 $186,022 $557 552 $200,029
Turn into a table .

cursor

Delete a column of data

You do not need the data for Lines in this report so you can delete the column
that contains this data.

To do this:

1. Select the Lines column.

\\\\\\\\\\\\\\\t\\\\\\\
nes

Sales revenue
$2,368,797
1,066,123
$2,429,039
$1,595,535
$688,226
$245,453
$639,322
$325,803
$626,438
$186,022
$557 552
$290,029

3
3
3
3
3
3
3
3
3
3
3
3
i
3
3
3
3l
3
3
3
3
3
3
3
3
3l
3
3
3
3
3
3
3
3
i
3
3
3
3l
3
3
3
3
3
3
3
3
3l
3
3
3
3
3
3
3

2. Right-click then select Delete from the menu.

Give the report a title
1. Double-click the title cell.
2. Type a new title for the report, Margin per City.

Reorganize a report _|
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Add data to the table

The data you want to use for this report is already available in the document. All
you have to do to continue building your new report is add the data to your table
from the Report Manager Data tab.

First, you’re going to replace Region with City.
To do this:
1. Click the Data tab in the Report Manager.

2. In the Report Manager Data tab, select City in the variables list.

3. Click City once more and, holding down your left mouse button, drag the
cursor over the Region column.

Feport banager

& Data |@ Mapl

-2 Variables

i \ Regi ales revenue
Duarter — E= 5,091,772

R i §1,377 670
egion +
Margin =outh §4,397 022

Guantity sold st $2,992 673

Sales revenue

e Farmulas

cqf O

4. When the Region column highlights with a gray hatched border and the status
bar displays the message Drop to replace contents, release the mouse.

The data for City replaces the data in the Region column.

Next, you’re going to add Quantity sold and Margin to the table.

To do this:
1. From the Report Manager Data tab, select Quantity sold in the list of
variables.

2. Click Quantity sold once more. While holding your left mouse button, drag
the cursor to the right edge of the Sales revenue column.

3. Release the mouse when the edge of the column or row highlights with a gray
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hatched border and the status bar displays the message Drop to insert,

Sales revenue

Austin $1,135 479
Boston $iG57 169
Chicago 1,134 053
Colorado  Springs 543 554
Crallzs $803 421
Houston $2,246 1938
Los Angeles $1 656 676
lizimi F811 924
Mewe work $3.151 022
=an Francisco 1,336,003
shington 1,053 551

The data for Quantity sold appears in a new column.

City Sales revenue  Quantity sold
Austin $1,135,479 5,919
Boston $587 169 5,269
Chicago $1,134,085 6,519
Colorado  Springs $543 554 5,116
Callas $503 421 44932
Houston $2,246 195 13,342
Los Angeles $1,656 676 9,669
hizitni $811,924 4830
ey ork $3,151 022 18,109
San Francisco $1,336,003 7,800
iashington $1,053 551 6,491

4. Now, add Margin to the table in the same way you added Quantity sold.

Add data to the table
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Calculate margin per unit

You saw in Lesson 1 that some calculations on data are carried out when you run
a query and that you can make certain calculations on data in reports using
toolbar buttons. You can also make calculations by writing formulas.

In this report you want to display in your table the margin per unit for each city.
You have the necessary data, Sales revenue and Quantity sold, to calculate this
figure already in your report.

First, let’s add a new column to the table to display this new data.

To do this:
1. Click inside the Margin column.
- 2. Click the drop-down arrow next to Structure on the Report toolbar
Structure The Structure options display.

|
P = == [ S oo

3. Click Insert Column After.

A new, empty column appears next to the Margin column.
4. Double-click in the blue cell at the top of the column.

This cell is called the header cell.
5. Type Margin per unit and press Enter.

Sales revenue Quantity sold  Margin Margin per unit

Austin $1,135,479 5919 $424 790
Bostan $387 169 5,269 $336,574
Chicago $1,134,082 G318 $439,863
Colorado  Springs $543,554 5,116 $309 966
Dillaz $303 421 4932 $286,146
Houston J2,246 195 13,342 §i335,542
Loz &ngeles $1 636 676 9,869 $619,368
Iizimi $311,924 4,830 $318,132
Mewy ork $3,151, 022 19,109 §1,189 166
San Francizco F1 336,003 7,900 50211

ashingtan $1,053 581 6,491 $385 415

To calculate margin per unit you need to write a formula which divides Margin
by Quantity sold.
To do this, you use the Formula Editor:
1. Click inside the Margin per unit column.
2. From the Data menu, click Edit Formula.
The Formula Editor opens. The Formula Editor guides you through creating
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your formula by choosing Variables, Functions and Operators directly from

the lists.

Formula Editor
Farmula |

Farmulas

Yariables

Functions

=
=

Operators

- @ Quarter

- @ Margin

- @ [Juantity sold
- @ Sales revenue

D All functions & aggregat
D Aggregates

D Mumeric functions
{7 Character functions
{1 Date functions

{1 Logical functions
B2 Document functiors
D [rata provider functions
B2 Misc functions

[ | i

FEumetion bels |

ok |

Cancel | Help

Double-click on the equal sign (=) in the Operators list.

All BusinessObjects formulas must begin with an equal sign.

Double-click Margin in the Variables list.

Double-click the division symbol (/) in the Operators list.

Calculate margin per unit _|
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6. Double-click Quantity sold in the Variables list.
Formula Editor E

Farmula |

Farmulas

=<Margir < Quantity sold:

< [

Wariables Functions Operators
@ City -] All functions & agaregat
(2] Agoregates x/°
(2 Mumetic functions /
(2 Character functions +
(2 Date functions <
<
<
>

- @ Quarter

- @ Margin

- @ |Quantity zold
- @ Sales revenue

(2 Logical functions

(2 Document functions
(2 Data provider functions
(2 Misc functions 3=

| I3 |
FEumetion bels |
QK I Cancel | Help |

I

7. Click OK.
The result of the calculation appears in the Margin per unit column.

Sales revenue Quantity sold  Margin Margin per unit

[8.15tin 1,135,479 6319 $424.790 561
Bostan $E87,169 5,264 $336,574 $64
Chicago $1,134 085 6519 $439,865 $iG7
Colorado  Springs $543 564 5116 $309 966 $61
Ciallzs $a03,421 4932 $286,146 $55
Houstan 2246195 13342 $855,242 $64
Loz &ngeles 1 BS6,576 9369 619,368 $63
hiztmi $a11,924 4,830 $318,132 $66
ew ork §3.151,022 19,109 $1,189,166 [
San Francisco 1,336,003 7,400 $502,121 64
iashington 1,053,581 f,491 $365,415 $59

The formula you create is stored in the formulas folder in the Report Manager
Data tab.
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Create a local variable

You have the data for sales revenue and margin but since your eFashion outlets
are in cities of different size and importance you will get a better view of how the
different cities are performing by showing margin as a percentage of overall sales
revenue. Again, you are going to make this calculation yourself using data you
already have in your report but this time instead of creating a formula, you are
going to create a local variable.

A local variable is a formula with a name. It is called a local variable because it is
only available in the document in which it was created. However, you can use a
local variable to build tables and charts in exactly the same way as you use
variables retrieved using a query.

To create a local variable to calculate margin as a percentage of sales revenue:
1. Right-click the Variables folder in the Report Manager Data tab and choose

Create a local variable _|
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New Variable from the menu.

Feport banager

& Data |@ Mapl

-2 Variables

TF] Edit Data Provider...
Mew Data Provider. ..

B View Data...

“a CTH
The Variable Editor opens.
2. Click the Definition tab.
Type a name, Margin as % rev.
4. Click Measure to qualify the new variable as a measure.

Definition | Formula |

[l

Type

— Bualification
Thiz object haz the following qualification for multidimensional analysis:

@  Dimension
@ (% Measure

& ) Detal

] | Cancel | Help |

5. Click the Formula tab.
The Formula Editor you used earlier displays. You build the formula for a local
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variable by choosing from the lists in the Formula Editor as you saw earlier.

o N

Double-click the equal (=) symbol in the Operators list.

Double-click the open bracket ( symbol in the Operators list.
Double-click Margin in the Variables list.
9. Double-click the division (/) symbol in the Operators list.

10.Double-click Sales revenue in the Variables list.
11.Double-click the close bracket ) symbol in the Operators list.
12.Double-click the multiply by (*) symbol in the Operators list.

13.Type 100%.

Your formula looks like this:

VYariable Editor E

Defintion Forula |

Farmulas

ariables

=[<Marginz /<5 ales revenuer <1003

Functions

< [

Operators

@ Duarter
- @ Margin
- @ [(Juantity sold

o @ [Gales revenud

D All functions & aggregat
D Aggregates

D Mumeric functions
D Character functions
D [rate functions

D Logical functions
D Document functions
D [rata provider functions
B2 Misc functions

[ | i

I

/
¥
<
<
<
>

=
Between
Frtll =l

FEumetion bels |

o]

Cancel | Help

14.Click OK.

Create a local variable _|
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The variable you create appears in the list of variables in the Report Manager
data tab.

Feport banager

& Data | [ Map I
-4 Wariables

@ Ciy

Lines

Quarter

M argin

Margin az % rev
Quantity sald

: Sales revenue
Formulaz

“48 O

Add the new variable to the table

1. Add Margin as % rev to the table after the Margin per unit column in the same
way you added Margin and Quantity sold.

Notice that the data is not yet correctly formatted as a percentage.
2. Click inside the Margin as % revenue column.
o 3. Click Percentage Style from the Formatting toolbar.
Percentage Style The data correctly formats as a percentage.



Getting Started with BusinessObjects

Highlight cities with above-average margin

You want to highlight all the cities that made above average margin in a different
font color to the others so that these cities will stand out from the rest in the table.
In BusinessObjects, this kind of highlighting is called an alerter. To do this you
need to:

= create a variable to calculate average margin

* setup an alerter

First, you are going to calculate average margin.

1. Click in the Margin as % rev column.

2. Click Calculations from the Data menu, then Average.
Average margin displays in a new row at the bottom of the table:

Sales revenue Quantity sold  Margin Margin per unit Margin as % rev
st $1,135,479 5,919 424,790 a1 3T %
Boston a7 169 5,269 $336,574 64 3784 %
Chicagn $1,134 085 6,519 $439,865 $67 3579 %
Colorado  Springs $843 584 5116 $309,966 $61 3674 %
Crallas $a03 421 4832 $266,146 55 3562 %
Houston $2,246,195 13,342 $855,542 F64 3809 %
Los &ngeles $1 656 676 9,869 $619,368 $63 3739 %
dizmi Fa11 924 4,530 $316,132 F66 39158 %
e “ark $3,1581 022 18,109 $1,189,166 F62 37T %
San Francizco $1,336,003 7,900 Fa0z121 64 3758 %

mshington $1,053 581 6,491 $385,415 $59 3658 %
Average: 3755 %

Next, you are going to turn the formula to calculate average margin into a

variable.

1. Right-click on any open toolbar and choose Formula Bar from the menu.
The Formula Bar opens.

2| %% Vi AN [veagelMagn as Hre)

2. Click the cell that displays the Average margin.

The formula BusinessObjects used to calculate the average margin appears
in the Formula Bar.

2e:F

Highlight cities with above-average margin _|
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T 3. Click Define As Variable on the Formula Bar.
The Define the variable dialog box opens.
Define As Variable

Mame: IAverage margin

Ealuation of the formula
Do you want to:
{* Evaluate the formula in its context

= Keep the farmula generic

=Awerage(<Margin az % rev> In Body] In Report

Ll

Cancel | Help |

4. Type Average margin in the Name box.
Click Evaluate the formula in its context.
6. Click OK.

The variable Average margin appears in the variables list in the Report
Manager Data tab.

o
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You’re now ready to set up the alerter. To do this:

1. Click once in the City column.

A

Alerter The Alerters dialog box opens.

2. Click the Alerter on the Report toolbar.

Alerters E
In thig box, you can add new alerters, and edit or
@ remae existing ones. Y'ou can also activate or
deactivate your alerters.
Add... Eemoye Edit... | [Eopy |
Drescription:
=
li=]
ok | [Lcancel | gt | Hep |
3. Click Add.
The Edit Alerters dialog box opens.
4. Type Above Average Margin in the Name box and then type in a description

of what the alerter does.
Edit Alerters

Definition | Conditions I

@ Irv thiz box, you define a new alerter or edit an existing one.

Mame:

IAbove average margir|

Description:

Highlightz those cities whose margin as a percentage of zales revenue iz above average.

=

|

o]

Cancel

Appl | Help |

Highlight cities with above-average margin _|
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5. Click the Conditions tab.

This is where you define how the alerter displays and when it displays.
Edit Alerters E

Definition  Conditions |
‘Wariable to Compare:

[ETARRRRRRRRRRRRRRRRRRRRRRRS - i

Operator 1

INone 'l

] | Cancel | Lol | Help |

Click the drop-down arrow under Variable to Compare and select Margin as
% rev.

7. From the Operator 1 list box, choose > (greater than symbol).
The Value 1 box appears.
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8. Click the drop-down arrow next to the Value 1 box and select Variables.

The Variables dialog box opens.

VYariables E
=]

“r'ou use this box to add, edit and remove variables, as
well az to inzert variables in the report.

L

@5‘ In Alphabetical Order El(" By Data Provider
: City

Lines

Quarter

Fegion

|

M argin

Margin az % rev
Quantity sald
Sales revenue
- (28 Formulas

[+- (28 Constants

-

Add... | [ErEupE.. Edi... | Femove |
Drescription:

=Awerage(<Margin az % rev> In Body] In Report ;I

e

Inzert | Lloze | Help |

9. Click Average margin from the variables list and click Insert.

10.Click None under Variable 2.

11.Click the drop-down arrow under Result where Cell Content displays and

select Format.
The Cell Format dialog box opens.

Highlight cities with above-average margin _|
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12.Click the Font tab, and set the color to red, the font style to bold and click OK.
The Conditions tab now appears as illustrated below:
Edit Alerters

Definitions  Candiions |

Wariable to Compare:

Operator 1 Walue 1 Operator 2

|> j |<Average marleone j
INone 'l

Besult

[Cell Content =]

QK | Cancel | Apply | Help

13.Click OK to close the Edit Alerters dialog box.
The alerter displays in the alerters list.

Alerters

Irv thiz box, you can add new alerters, and edit or
remove exizting ones. You can alzo activate or

deactivate your alerters.

When the check
box is selected,
the alerter is active.

Add... Bemove Edi... | LCopy |

Drescription:

Highlightz those cities whose margin as a percentage of ;I
zales revenue iz above average.

QK | Cancel | Apply | Help |

14.Click OK to close the Alerters dialog box.

The names of those cities that produced above average margins this year
now appear in bold, red type.
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The finished report

In your finished report, the cities that produced above average revenue clearly
stand out from the rest:

Margin per City

Sales revenue  Quantity sold Margin Margin per unit Margin as % rev

Austin $1,135479 £,919 424 790 F61 3T %
Boston $387 169 5,269 §336,574 §64 37594 %
Chicago 1,134,083 5519 T439 865 &7 3879 %
Coloraddo  Springs 543 554 2116 309 966 TE1 3674 %
Dallas $303 421 4932 F286,146 §58 3562 %
Houston F2,246 195 13,342 855,542 TE4 3809 %
Loz Angeles F1 636 676 9,869 619,365 TE3 3739 %
Miami Fa11 924 4830 $318,132 JE6 3918 %
Hew York F3.151 022 19,108 1,189,166 JE2 T4 %
San Francisco 1,336,003 7,900 Fa02,121 fE4 3755 %
mzhington F1,053 581 6,491 F385415 =59 3658 %
Average: 3755 T

The finished report _|
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Overview

In this lesson:

P Business question
How has sales revenue progressed from quarter to quarter?

P Learning objective

Display and format financial data in a table; calculate quarterly variance and
publish the report.

P Time
15 minutes

P Finished report
Efashion.rep, Quarterly Variance



Objective

Getting Started with BusinessObjects

You want to see how your business has progressed from quarter to quarter over
the past year. You are going to do this by building a report to compare the

difference in certain indicators from quarter to quarter. These indicators include
those you got from your database, such as sales revenue, and those you have
set up yourself, such as margin as a percentage of sales revenue.

This lesson takes you through all the steps needed to build the following report:

0 <
@shi©

Quarter

Sales revenue
Quantity sold

Margin
Margin per unit
Margin as % rev

Quarterly Variance

o 0z 02-01 Q3 04 04.03
$3,742 959 §4 006,718 §263,729 $3,953 355 $3 356,041 §-597 354
22837 22 546 309 26,263 18,650 -7 B13
$1,354 424 $1,647 B60 §263 236 $1,344 435 $1,2590 564 §-53,571
61 §72 F11 $a1 plae] §18
36.99 % 4112 % 414 % 34.01 % 35.45 % 4.45 %

Objective _|
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Before you begin

You are again going to base this new report on the one created in the previous

lesson so you need to copy and rename this report. You also need to turn the
alerter off.

Duplicate and rename

Duplicate the report Margin Analysis and rename it as Quarterly Variance.

Remove the alerter on city

You do not want to display the alerter you have set up in this report. When you

turn an alerter off, it is not deleted, so you can always turn it on again if necessary.
To turn the alerter off:

1. Click once in the City column.
2. Click Alerter on the Report toolbar.

The Alerters dialog box opens.
Alerters E

Irv thiz box, you can add new alerters, and edit or
remove exizting ones. You can alzo activate or

deactivate your alerters.

Add... Bemove Edi... | LCopy |

Drescription:

Highlightz those cities whose margin as a percentage of ;I
zales revenue iz above average. _I
-

QK | Cancel | Apply | Help |

3. Clear the check box next to Above average margin.
4. Click OK.



Getting Started with BusinessObjects

Organize the data

In this report, you are interested in the differences between quarters and not in
the differences between cities so you are going to replace city with quarter in your
table. You also no longer want to display the footer row at the bottom of the table
that displays the average.

To do this:

> 1.

Delete

d

Select the footer row at the bottom of the table and click Delete on the
Standard toolbar.

The footer row containing Average disappears from the table.

Click the Data tab of the Report Manager.

Select Quarter in the list of variables.

Click again on Quarter and, holding down your left mouse button, drag the
cursor over the City column.

When the City column highlights with a gray hatched border and the status
bar displays the message Drop to replace contents, release the mouse.

Tty ales revenue  Quantity sold  Margin Margin per unit Margin as % rev
2145tin 1,135,478 5,919 424,790 a1 3T %
Boston EE7,169 5,269 $336,574 64 3784 %
Chicago $1,134,085 6,519 $439,865 $67 3579 %
Colorado  Springs $843,584 5116 $309,966 $61 3674 %
Diallas [ Fa03,421 4832 $266,146 55 3562 %
Houston Zﬁ?ﬁq $2,246,198 13,342 $855,542 $64 35.09 %
0z Angeles $1 656,676 9,869 $619,368 $63 3739 %
Miamni Fa11,924 4,530 $316,132 F66 39158 %
Hew York $3,151,022 19,109 1,189,166 $62 3774 %
5an Francisco $1,336,003 7,900 Fa0z121 64 3758 %

ashinoton $1,053,551 6,491 $355,415 ] 3655 %

The Quarter column replaces the City column.

Change the table orientation

You can present the data in this table better by displaying the headings in the left
column of the table. You can do this by rotating the table.

Organize the data _|
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Rotate Table

To do this:

1.

Select the table.

2. Click Rotate Table on the Report toolbar.

The table rotates and the headings display in the left column of the table

Quarter Q2 Q3 Q4

Sales revenue §3,742 959 4,006,717 3,953,395 3,356,041
Quantity sold 22 537 22 546 26,263 18,650
Margin 1,354 424 §1 547 GEO 1,344 435 1,290 564
Margin per unit F61 72 Fa1 gils)
Margin as % rev 3699 % 12 % 3401 % 3545 %

Reorganize and format the table

Align Left

Align Center

Let’s format the table to better present the data. First, align the cell contents in
the header column to the left.

To do this:

1.

Select the left column.

This is the header column. It displays the names of the variables whose
values are displayed in the rows.

Click Align Left on the Formatting toolbar.

The contents of the header column cells are aligned against the left edge of
the cell.

Next, make the top row stand out better by centering the Quarter names and
putting them in bold type.

To do this:

1.

Select the Q1 cell.
To select a cell, click inside it once.

. Click Align Center on the Formatting toolbar.

Click Bold on the Formatting toolbar.

The quarter names now stand out better in the table. Notice that any changes
you make to one of the Quarter cells are made to all values of that variable.

Quarter o Q2 a3 a4
Sales revenue §3,742 959 4,006,717 3,953,395 3,356,041
22537 22 545 26,263 18,650
1,354 424 §1 547 GEO 1,344 435 1,290 564
Margin per unit F61 72 Fa1 gils)
Margin as % rev 3699 % 12 % 3401 % 3545 %

Let’s verify the background color of the body cells.
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To do this:
1. Select the Q1 column.

To select a column or row, hold your cursor over the top of it. When the cursor
changes to a black arrow pointing down, click once.

@ 2. Click Background Color on the Formatting toolbar.
The Color Palette opens.
Bacgglrgr“"d 3. Click White on the Color palette and click OK.
All the Quarter columns appear in gray.

Organize the data _|
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Calculate the quarterly variance

a-b

Variance

You want to display the quarterly variance to see how your business has
progressed from quarter to quarter. First, let’'s calculate the difference between
the figures in Q2 and the figures in Q1.

To do this:

1. Click in the Q2 cell.

2. Press Ctrl and click in the Q1 cell.

Quarter

Sales revenue
Quantity sold

Margin

Margin per unit
Margin as % rev

k.

NN

Q1 0z Q3 04
§3.742 989 §4 006,718 $3,953 355 $3 356,041
22837 22 546 26,263 18,650
§1.384 424 §1 647 BEO §1.344 435 $1,2590 564
§72 $a1 plae]
36.99 % 4112 % 34.01 % 35.45 %

3. Click Variance on the Report toolbar.

The difference between each indicator for the two quarters display in a new
cell added after the figures for Q2. This column title is Q2-Q1.

Quarter
Sales revenue
Quantity sold

Margin

Margin per unit

Margin as % rev

o 0z 02-01 Q3 04
$3,742 959 §4 006,718 §263,729 $3,953 355 $3 356,041
22837 22 546 309 26,263 18,650
$1,354 424 $1,647 B60 §263 236 $1,344 435 $1,2590 564
61 §72 F11 $a1 plae]
36.99 % 4112 % 414 % 34.01 % 35.45 %

To calculate the difference in figures between Q3 and Q4:

1. Click in the Q4 cell.

2. Press Ctrl and click in the Q3 cell.
3. Click Variance on the Report toolbar.
A new column of figures displays after the figures for Q4.

Add shading to variance columns

To make the cells that show the quarterly variance stand out, let's shade them a

different color.
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To do this:

1. Select the Q2-Q1 column.
@ 2. Press Ctrl and select the Q4-Q3 column.
Both the Q2-Q1 and Q4-Q3 highlight.
Click Background Color on the Formatting toolbar
Choose Pale Orange from the color palette and click OK.
The variance columns stand out from the rest.

Background
color

Quarter o 02 0201 Q3 04 04-03

Sales revenue §3,742 289 §4,005,718 §263,729 $3.953,395 $3,356,041 §-597 354
Quantity sold 22537 22 846 309 26,263 18,650 -7 B13
Margin §1,384 424 §1 647 560 $263,236 §1,344 435 $1,290 564 §-53,571
Margin per unit $61 §72 $11 $a1 69 $18
Margin as % rev 36.99 % 4112 % 4.14 % 3401 % 38.45 % 4.45 %

Calculate the quarterly variance _|
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Add the finishing touches

This report will be read by the whole company so you’re going to add the
company logo as well as give it a title.

Give the report a title
Type in a new title, Quarterly Variance, in the title cell.

Quarterly Variance

Quarter o 02 02.01 Q3 04 04-03

Sales revenue $3 742,959 4,005 718 §263,720 $3,953 395 $3,356 041 §-597 354
Quantity sold 22557 22 846 309 26,263 18,650 -7 513
Margin $1,304,424 %1647 BE0 §263,236 §1,344 435 §1,290 564 $-63,871
Margin per unit $61 §72 $11 351 $69 §18
Margin as % rev 36.99 % N2 % 414 % 3401 % 3845 % 445 %

Add the company logo

To finish off your report, you want to add the eFashion corporate logo. The logo
is an image file and to add an image you first need to insert a cell to contain the
image and then resize it.
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To do this:
1. Insert a new cell in the top left-hand corner of the report and press Enter.
If necessary, you may need to move the title over to the right to make room.
2. Right-click the cell, then click Format Cell from the menu.
The Cell Format dialog box opens.
3. Click the Appearance tab.

Cell Format E

Numberl Alignmentl Fant I Borderl Shading Appearance |

|:| *f'ou can name the selected cell. You can change the size and position and set a
condition to determine whether the cell iz hidden or displayed.
Mame Cell
— Position Sample
IngizontaI Position Relative to: J Left 116t Irch
Upper Section ~| |8 = S
=l —
Wertical Pogition Relative to: Top E
IUpper Section j |4 ﬂ 1/16th Inch
— Size
‘width I‘I 4 = 1/16th Inch Height I‘I 3 = 1/16th Inch
~I" Hide Cel
I Edit Formula... |

QK I Cancel | Apply | Help |

4. Under the Size box, click the Width box and type 14, click the Height box and
type 13, then click OK.

The cell is now just the right size for the eFashion logo.

Add the finishing touches _|
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To insert the logo:
1. Select the cell.
_ 2. From the Insert menu, click Picture.
,9« The Insert Picture cursor appears.
' 3. Click the report, above the table.
The Open dialog box appears.
Open EHE
Lookjn: |3 UseDacs =l g' |_
Efashion [® French bmp
[ Accessorbmp  [® Hawaii bop
[ Bahamasbmp % Idogo.bmp

® City Skibmp
E City Tro.bmp

Insert Picture

File name: IEfashion.bmp Open I
Files of type: IWindows Bitmap [*.brp) j Cancel |

4. Navigate to the UserDocs folder in the My BusinessObjects Documents under
the My Documents folder.

5. Select Efashion.bmp and click Open.
The eFashion logo displays in your report.

To remove the border from around the logo:
1. Select the cell containing the logo.
2. Click No Borders on the Borders toolbar.




The finished report

Your final report looks like this:

o~

A0
“shy

Quarter
Sales revenue
Quantity sold

Margin
Margin per unit
Margin as % rev

Quarterly Variance

Getting Started with BusinessObjects

1 az 02-01 a3 ad 04.03
§3,742 520 54006 718 $263 729 §3 853 395 §3 356 041 5857 354
2537 22516 303 26 263 18 B50 TE3
51,364 424 §1 547 B0 $263 236 1,344 475 1,290 564 553471
§61 572 511 $51 [E] 518

36.95 % 112 % 414 % 3401 % 3845 % 445 %

The finished report _|
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Publish the report

')

Publish to
Corporate
Documents

The final step is to make the quarterly figures available to the sales and marketing
departments throughout eFashion. To do this, you are going to publish the report
to the BusinessObijects repository and specify which groups of users you want to
publish the report for. The BusinessObijects repository is a centralized storage
place which you can use to exchange documents with other BusinessObjects
users at eFashion.

To do this:

1. Right click one of the docked toolbars and select Document Exchange.

2. Click Publish to Corporate Documents on the Document Exchange toolbar.
The Send dialog box appears.

The names of the groups to which you belong, the default document domain
and the name of the active document are shown:

Send E
F2 *r'ou use this dialog box to zend documents to the repository.
This is the default =
domain. — Domair: [ acurnent

To is inactive because cendto
you cannot select other___ ILI [
groups for Corporate
Documents.

(&1 Enterprize

If you belong to one
user group only, the

icon for that group ducld.. |
appears here. | Browse... |
The name of the Bemove |
active document :

appears here. HTMLQDtlons...|

Categorie:
’7 Document Categories: Lategories. .. | ‘
QK I Cancel | Help |

— Document(z] to Send
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What you see in this section of the tutorial depends on how BusinessObjects has
been set up in your company. Your repository will not have the same groups,
categories, and document domains as those illustrated in this tutorial.

3. Click OK.

BusinessObjects displays a message box to show that you successfully
published the documents on the repository:

Results E

@ Export was successful

Wetaess |

For more information on sending and retrieving documents, see the
BusinessObjects User’s Guide: Reporting Techniques and Formatting.

Publish the report _|
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Overview

In this lesson:

P Business question
How have product lines performed over the last four quarters?

P Learning objective

Learn how to organize and view reports which contain a lot of data using breaks
to display totals and subtotals; learn about calculation contexts; learn how to use
a template to quickly format reports to corporate standards.

P Time
15 minutes

P Finished report
Efashion.rep, Product Analysis
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Objective

You now want to look at how your product lines have been performing in some
detail. The report you are going to build contains a lot of data and you will see
how you can organize and present reports containing a lot of data so that those
reading your reports can go directly to the part that interests them.

This lesson takes you through all the steps needed to build the following report.

@ Product Sales by City
*&S.h\oc' for year 2001
Austin salesrevenue $1,135,479.10
margin $424,790.00
Boston salesrevenue $887,169.20
margin $336,574.10
Chicago salesrevenue $1,134,085.40
margin $439,865.00
Colorado Springs salesrevenue $843,584.20
margin $309,966.00
Dallas salesrevenue $803,420.80

Before you begin

Insert a new report after Quarterly Variance and rename the new report Product
Analysis.

Objective _|
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Create a new report

This time, you’re going to build a new report from scratch using the data already
available in the document and then you’re going to quickly format it by using a
template.

Add a table

After inserting a new report, add all the data you need in this report from the
Report Manager Data tab.

1. In the Report Manager Data tab list, select City, Lines, Quarter, Quantity
sold, Margin and Sales revenue.

2. Drag and drop all the selected variables into the report to create a table.

3. Organize the columns in your table in the following order: City, Quarter, Lines,
Quantity sold, Margin, and Sales revenue.

Quarter Lines Quantity sold  Margin Sales revenue
Austin o ArCcessories 2177 $116.229 $316.417
Austin o City Skirts 7 $773 $1.715
Austin o City Trousers 64 %203 $5.612
Austin o Dresses 308 $13.750 $41.275
Austin o Jackets 97 $6.167 $16.738
Austin o Leather 17 4808 $2.746
Auietin [aXl Mitamwcsr 1RM RN 17 f47

4. Double-click the report tab and type, Product Analysis in the Rename Report
dialog box.

5. Click OK.



Apply a template

Getting Started with BusinessObjects

So far you have the data you need displayed in a simple table. You’re now going
to organize and format this data by applying one of the eFashion corporate

templates.
To do this:
Right-click on the report tab Product Analysis and select Apply Template

1.

from the menu.

2. The Apply a Template dialog box appears. This dialog box has a list of all the
templates you have available in your templates folder.

3. Choose EFASHMD from the Available Templates box.
A preview of the selected template displays.

Apply a Template

Select a Template

Available Templates:

Freview of the selected template:

Crozstab

Crozstab Master Detail
EFASHION

EFASHMD

Fie Chart

Pie Chart Master Dretail
Table

Table Master Detail
Table Multi-t4 aster Detail

j—
Browse... |

0K

Optiong... |
Cancel | Apply I

4. Click OK.
Your report reformats with the template style.

Apply a template _|
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Your report is now organized in sections as a master/detail report with one
section for each city. Your table and cells are formatted using corporate fonts and

shading.
@ <Title>
PR

S,h,\ =addcomment>
Austin
o1 Accessories 174 $8919.00 $27 953 60
o City Skirts 5] $638.20 $1,532.30
o1 City Trousers 25 $120.80 $2 576.00
o Dresses 177 $9,002.20 §25,029.00
o Jackets 5153 §4 252 60 $10,739.00
o Leather 1" §497 .50 $1,790.00
o Outerwear 4 -§47.00 $566.00
1 Mwarrnats n FIR3 AN 7 ERT N

Your report also has the eFashion company logo and a formatted placeholder for
a report title and for a comment. Let’s fill these placeholders in right away.

1. Double-click <Title> and type Product Sales by City.
2. Double-click <add comment> and type in for year 2003.

@ Product Sales by City
=

For information on how to set up a corporate template, see the BusinessObjects
User’s Guide: Reporting Techniques and Formatting.

for year 2003




Break up the report data

Insert break

Getting Started with BusinessObjects

You have already seen that one way of avoiding repetition in a table is by setting
up a report with sections. Another way of organizing data is to break up data in a
table or crosstab.

A break allows you to display all the data for each value of a dimension variable
together, but more importantly it allows you to display subtotals for each break

section.
To do this:

1. Click the Quarter column.

2. Click Insert Break on the Report toolbar.
The table splits up into four sections with one section for each quarter.

o1 [fecessores 174 $8,919.00 27,958 60
City Skirts ] 62520 $1,532.20
City Trousers 25 F120.20 F2,576.00
Dresses 177 $4,002.20 F25,029.00
Jackets ] 4,252 60 F10,730.00
Leather 1 497 .50 §1,700.00
Outervear 5 -§47.00 46600
Overcoats 20 $283.80 §2 ,567.20
Shirt Wiaist 211 F13 60850 $37,394.70
Sweaters 200 $8,500.20 F28,009.90
Sweat-T-Shirts 967 70,142 .60 F171,019.50
Trousers 28 F1,602.20 5,247 60

o

a2 focessories 283 20,397 .30 47 435,40
City Skirts 24 $2,313.70 $5,210.60
Dresses 164 F12,121.40 27,322.20
Jackets 16 §1,307.20 $2,815.50
Shirt Wiaist 163 $4,209.70 28,323 .60
Sweaters 223 F16,361.40 F37 015,40
Sweat-T-Shirts 648 42,490 .40 F117 426 60
Trouszers 34 $3,174.60 7,148 .50

G2

Break up the report data _
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3. Click the Quarter column.
4. Click Center Value Across Break on the Formatting toolbar.
The quarter cells merge into one and each quarter value displays only once.

Center Value
Across Break

focessories 174 $8,919.00 27,958 60
City Skirts ] 62520 $1,532.20
City Trousers 25 F120.20 F2,576.00
Dresses 177 $4,002.20 F25,029.00
Jackets ] 4,252 60 F10,730.00
o Leather 1 497 .50 §1,700.00
Outervear 5 -§47.00 46600
Overcoats 20 $283.80 §2 ,567.20
Shirt Wiaist 211 F13 60850 $37,394.70
Sweaters 200 $8,500.20 F28,009.90
Sweat-T-Shirts 967 70,142 .60 F171,019.50
Trousers 28 F1,602.20 5,247 60
o




Make calculations

Sum

Getting Started with BusinessObjects

As you learned earlier, breaking up data in a table allows you to display subtotals
as well as a grand total. You're going to add totals for three columns of data. You
have to add the totals for each column of data separately.

To do this:
1. Click the Margin column.
2. Click Sum on the Report toolbar.
3. Click the Sales revenue column.
4. Click Sum on the Report toolbar.
5. Click the Quantity sold column.
6. Click Sum on the Report toolbar.
[Accessores 420 $19,384.60 $67,292.80
City Shirts fid §2,628.20 2,908.00
City Trousers 12 1070 F1,919.60
Dreszes kL] $17,850.20 $48,245.90
Jackets Elil 2,871.00 5,429 60
o Leather T 28300 $1,252.70
Outenvear 2 -§7.10 23790
Overcoats a 23470 $1,368.40
Shirt igist 162 7,200.70 F26,090.80
Sweaters rii] $13,085 .10 46, 751.70
Sweat-T-Shirts 459 2271800 $80,900.70
Trousers i} £1,406.90 $4,209.50
2k Sum: 2028 495,363 .10 294,797 B0
[Accessores 214 $11,298.20 picrite) i)
City Shirts 2 F1.00 F216.80
City Trousers 10 -§26.00 F1.051.20
Dreszes 104 5 64870 $17,313.50
Jackets e} 2 64640 5 ,600.50
4 Leather 4 F161.70 ErO7 .40
Outenvear 3 -§110.40 20440
Overcoats g $130.30 $292.70
Shirt igist 154 2,525.40 F29.372.30
Sweaters 258 $12,096 .90 37, 290.70
Sweat-T-Shirts 625 #51,042.60 $121,765.70
Trousers 12 $1,626.10 $4,009.00
[2E: Sum: 1,440 495,029.00 4252 B43 .90
Sum: 6,913 4424, 790,00 41,135,479.10

Notice that for each break section in the table, a subtotal displays a new row and
a grand total displays at the bottom of the table. This allows you to have a total
for each quarter and a total for the year for each city in the report.

Make calculations _|
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Add section headings

You are now going to add some summary information at the top of each section
so that those reading your report can get a high level view for each city and then
look at the details if necessary. You are going to add the sales revenue totals for
each city next to each city name. You can do this in one easy move. But first, let's
add a caption for the sales revenue total.

Add a caption

To add a caption, you need to insert a cell to contain the text. An easy way to add
a cell is to copy one that already exists in the report. The advantage of doing this
here is to correctly format the caption cell so you do not spend time formatting it
from scratch.

To do this:

1. Select the for year 2003 cell.

2. Click the cell again and hold while you drag the cursor and position it next to
the Austin master cell and then press Ctrl.

%;é 3. When the cursor changes to the Copy cursor and the status bar reads Drop
to copy contents, release the mouse.

The cell and contents copy to the new position.

@ Product Sales by City
(2=C

shy

Copy cursor

Austin

4. Double-click the cell and type sales revenue.

Add section totals

Now let’s add the sales revenue total next to the sales revenue caption.
To do this:
1. Click in the Sales revenue column.

2. Click the Sales revenue column again and hold, then drag the cursor out of
the table and position it next to the sales revenue cell and hold down Cirl.



5,

Copy cursor
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Austin salesrevenue
Accessories 174 $8919.00
City Skirts G $638.20
City Trousers 25 $120.80
Dresses 177 $9.002.20
Jackets (a5 $4 262 60
at Leather 1" $497.50
Outerwear =3 -§47.00
Overcoats 20 $283.80
Shirt Waist 21 $13,508.50
Sweaters 200 $8,800.20
Sweat-T-Shirts 967 §70,142.60
Trousers 29 $1,603.80
o1 Sum: 1,891 $117.872.20 $314,429.80

3. When the cursor changes to the Copy cursor and the status bar reads Drop
to copy contents, release the mouse.

The total sales revenue for the city displays in a new cell.

salesrevenue

$1,135.479.10

Austin

The cells containing the comment and the sales revenue total have been copied
to all the city sections in the report. BusinessObjects has calculated the section
totals automatically.

p Calculation contexts

A powerful feature of BusinessObjects is that you can re-use the same
calculation in different parts of the report. BusinessObjects re-calculates
according to the context in which you place the calculation: a grand total at the
top of the report, section totals for each section. You can also define the
calculation context using specific syntax which tells BusinessObjects which
dimension objects you want to exclude or include in the calculation. For more
information on calculation contexts, see the BusinessObjects User’s Guide.

Add section headings
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Format section totals
The new cell is not formatted in the same way as the other cells in the report but
you can quickly fix this.
1. Right-click on the City master cell and choose Copy from the menu.
2. Select the sales revenue total cell.
3. Click Paste Format on the Standard toolbar.
# The formatting copies to the sales revenue total cell.

Paste Format
Austin salesrevenue $1,135,479.10

4. Now add a section total for margin following the same steps you followed to
add a section total for sales revenue.

You may need to move the table down slightly to make room for the section
totals.

Austin salesrevenue $1,135,479.10

margin $424,790.00
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Align section headings

To give the report a really polished look, you can align report elements. Here, you
are going to align the right edges of the cells containing the section totals:
To do this:
1. Right-click on any open toolbar and select Alignment from the menu.
The Alignment toolbar displays.

B & S| IF % .

jmi

Align {?ight
2. Resize the cells containing the section totals to the width of the cell contents.
3. Click the cell containing the sales revenue section total.
All the cells you now select will be aligned with this one.
4. Press Ctrl and click the cell containing the margin section total.
5. Click Align Right on the Alignment toolbar.
The cells align along the right edges.

Add section headings _!
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Show in outline view

There’s a lot of information in this report. A convenient way of displaying a report
in sections like this is to use outline view. Outline view folds up the sections in the
report to display only the high level information that you’ve included at the top of
each section. People viewing your reports can then open up the sections they are

interested in to get more details.

To turn on outline view:
1. From the View menu, click Outline.

At the side of the report window, a bar with arrows displays.
2. Click 1 at the bottom of the bar.

[
I W BusinessDbijects - Getting Started.rep H=] E3
@ File Edit View Insert Fomat Tools Data Analpsis Window Help =S|
DeHER| /2B x| - REAREs | a®|fr =8|
CH e e Sl 2= e S A = [ [ S e D
———————————— | i |
=
& Data Map I E
S Reve e Product Sales
~Z] Revenue vear 2001
2 Revenue by City A0 L
/&) Margin Analysis ‘?yh'\o
@ Quarterly Variance
E--@ Product Analysis i Austin salesrevenue
- @ Austin
@ Boston margin
- @ Chicago
@ Colorado Springs
- @ Dallas
- @ Houstan
-~ @ Loz Angeles
- @ Miami Accessories 174
@ Mew'York City Skirts <1
" e S:" E_’a"c'sc” City Trousers 25
» Washington Dresses 177
Jackets BE
a1 Leather 1
Outerwear a hd
I | 4 b
Gy OO S T[S Revenue Vear 2001 | (] Revenue by Gty | =) Margin Analysis | =] 0
[ | Last Exec: 2/9/99 06:03 PM ]

Click here to fold or unfold all sections.

The sections fold to display only the section title, the name of the city, and the

section totals.
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The finished report

The final report looks like this:

! K BusinessObijects - EFASHION.rep M =] E3 |
@ File Edit View Insert Fomat Tools Data Analpsis Window Help =181l
Dl SR /=0 6 éas- - | BERES | <a =
[EES—————— |
&) Data Map I i R a
PRE R Product Sales by City
@ Revenue by Region P ol
(2] Margin Analysis th'\o Vor year 833
&) Quanerly Variance
[—]@ Product Analysis Austin sales revenue $1‘135‘479_10

@ Austin
- @ Bosh -
« Chiesp s $424.790.00
- @ Colorado 5
Bsratal N | Boston sales revenue $987.169.20
- @ Houston
-~ @ Losdngeles margin ;
a Miami $336,674.10
i N Chicago| ~ ssesrevenue $1,134,085.40
~ @ ‘Washington
2] Actual v Budgst margin $439,865.00
Colorado Springs sales revenue $843,684.20
marein $309,966.00] _

- | |z 4 o

Cy OO Kii| =] Revenue by Region I =] Margin Analysis I 2] Quarterly Variance J =] Product Analy

[ | Last Exec: 10/12/02 0306 PM A

To view a report in outline view:
1. Click the Map tab in the Report Manager.
This gives you a list of the cities in the report.
2. Click Miami in the Map list box.
The high level information for Miami displays in the Report window.
3. Click the arrow next to Miami in the Outline bar.

The Miami section unfolds and you can view the details for the product lines
for the four quarters of the year for Miami.

The finished report _|
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Overview

In this lesson:

P Business question
How do the budget sales figures compare with the actual sales figures?

P Learning objective

Learn how to bring data from a personal data file into BusinessObjects and
combine it with data from a BusinessObjects Universe query; create and format
a chart to compare data.

P Time

15 minutes

P Finished report
Efashion.rep, Actual - Budget
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Objective

You want to compare the actual sales figures for this year with the figures you
forecast at the beginning of the year. You already have the actual sales revenue
figures from the corporate database in your BusinessObjects document. Your
sales forecast figures are in a personal spreadsheet file that you have on your
computer. You can bring this data into BusinessObjects and then link the data
from the database and the spreadsheet so that you can build a report to make
your comparison.

This lesson takes you through all the steps needed to build the following report:

m@Q Actual - Budget
(?S.h.\o
. Projected Sales Revenue
. Salesrevenue
[~ Cantity sold
4,500,000 00 (30,000
4,000,000 .00
3,500,000 .00
3,000,000 .00
2,500,000 .00
2,000,000 .00
1,500,000 .00
1,000,000 .00H
$500,000.00—
$0.00-

Objective _|
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Get data from a personal data file

You want to bring data from a personal spreadsheet file into your

BusinessObjects report to compare the budget figures with the actual sales
results.

To do this:

1. Right-click on any variable in the list in the Data tab of the Report Manager
and choose New Data Provider from the menu.

The New Data Wizard opens.
Insert New Data

Thiz wizard helps you retieve and inzert new data. You must specify
which data you want to access.

# To retrieve new data, you can:

= Build a new query on the universe curently in use

& {hiccess new data in a different way

= Use an existing guery to build a new one

Begin » I Cancel |

2. Choose Access new data in a different way and click Begin.

For more information on the third choice, Use an existing query to build a new
one, see BusinessObjects User’s Guide: Accessing Data and Data Analysis.

3. On the next screen, Specify Data Access, click Others, then Personal data
files from the list box and click Finish
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New Data Wizard

Specify Data Access
‘with Business0bjects, you can work, with corporate data,

az well az with personal data. There are different ways ta
access the data pou want to work, with,

# Select the way you want to access data:

' Universe

Usze a BusinessObjects universe to chooze the
data to display in a report.

& Others
Perzonal data files j

Usze an Excel. dBase or ASCI file to retieve data
and display it in a report

< Back | Cancel |

The Access Personal Data dialog box displays. This is where you set how you
are going to bring the data into the BusinessObjects document.

Your personal data file is a Microsoft Excel spreadsheet.
1. Click the Format drop-down arrow and select Microsoft Excel Files (.xls).

Access Personal Data B3

% *r'ou use this box to specify the file that containz the data you want,

Mame: Iects DocumentshuserDocs\EFASHION %S Browse... |

Farmat: IMicrosoft Eucel Files [*.#l5) j
— Worksheet/workbook File
Sheet Mame: I Efashiong j
Field Selection: & Al Fields
" Range Definition: I
" Range Mame: IEfashion j

[V First row contains colurnn names
™ Build Hierarchies and Start in Drill Mode

Wiew... I Bun | Cancel | Help |

2. Click Browse and locate the file Efashion.xls in the UserDocs folder in the
My BusinessObjects Documents folder.

Get data from a personal data file _|
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3. Click the First row contains column names option.
4. Click View.
The Data Manager dialog box appears.

Data Manager B

Data Providers Results  Definition |

-

@ Quarter Mame:

T Automatic Refresh
) Every & [rce

- @ Month
i Budget lﬁ
- @ Projected Sales Rev Budeel On Date, &t time
I ax Duration:
M ax # Fows: From Date [dd/MM )
= [1ovrzv0z =

¥ Eefreshiatle Time [hh:mm:ss]
File: [0 a6 08 P =]
IE:\Documents and Settin J

Date | Time | # Fows | Du;l
10412402 08:5312 PM 12 1" J
10412402 08:52:31 PM 12 o
<| | _>| 10412402 08:52:28 PM 12 0=
| | »
Edt. | 0o |
QK I Cancel | Help |

5. Click the Definition tab.
In the General box, type the name for the data provider, Budget.
7. Click OK.

The new data displays in the Report Manager window.

o

& 0ata | Man |
data from your query—— Query 1 with sfashion

E% Budget

| @ GuarterBudget)

@ Month{Budget)

@ Projected Sales Revenue

Common

data from your
spreadsheet

By Data Provider
option

4 i

You now have data from two different data providers in your BusinessObjects
document. To see which data comes from which data provider, click the By Data

Provider on the Report Manager Data tab.
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Change the object qualification from measure to dimension

The month variable in Budget is interpreted as a measure when you import the
Excel data. Since you won’t be performing calculations on it, you can change the
variable to a dimension object. The month variable from your query is already a
dimension so the month variable in budget should be the same.

To do this:

1. Right click on any variable in the Report Manager and select View Data.
& 0ata | Man |
(#l-(28 Query 1 with efashion

8 o
@ H Editarable...
@ F Mew Variable...

E: e
o El Edit Data Provider...
Mew Data Provider...

2. Click the Definition tab in the Data Manager dialog box.

3. Click to expand Budget in the Data Providers pane, then click Month so that
Month appears in the Name text box under Data Description.

[rata Providers Fesults  Definition |
-- Query 1 with efazhion — D'ata Description
E‘m Budgst MName: Type:
8 Huarter Im MHurneric j
@ Mont
“o @ Projected Sales Rev | Bl Values:
Thiz item hag the following qualification 7
for multidimensional analysis: 5
3
@ Dimersion 4
@ % Measue g
& " Detail g
Select the function to aggregate this 9
MEaLIE: 10
ol | 2 i
4 » 12
ISum j
Edt. | Dotz |

QK I Cancel | Help |

4. Click Dimension button and click OK.
The Month variable icon changes to a Dimension object.

Get data from a personal data file _|
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Link data from different sources

The next step is to link the data from the two data providers so that you can
display data from both of them in the same table or chart, for example.
To do this:
1. From the Data menu, click View Data.
The Data Manager displays.
2. Click the Definition tab.

You gave the spreadsheet data provider a meaningful name so let’s do the
same for the universe data provider. To do this:

3. Click Query 1 on eFashion.

4. Click the Definition tab.

5. In the General section, type a name for the data provider, Actual.

To link these two data providers together:

1. Click the plus signs (+) for Actual and Budget to open up the data provider

lists.
A list of variables from each data source, displays.
[rata Providers Results Definitionl
E‘a Actual — D ata Description
@ City MName: Type:
; @ Sales revenue
b -
‘@ Cuantity sold lmar er Character J
8 P
@ Lines — Qualification Walues:
L@ Margin This itern has the following qualification 7
E‘fﬁ Budast far multidimenzsional analysis: 32
fok]
g Edz:tt:[ @ 5 [irmension 04
- @ Projected Sales Rev @ Clheasie
& ) Deta
| i
Edt. | Dotz |
QK I Cancel Help
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2. Click Quarter in the Actual list and click Link to in the Qualification box.
The Define Link Between Dimensions dialog box opens.

Define Link Between Dimensions

Select a dimension for the link.
Em Budget

=

QK I Cancel | Help |

3. Click Quarter in the list and click OK.
4. Click OK again to close the Data Manager.

You're now ready to build your report with actual and budget data.

Link data from different sources _|
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Display data in a chart

You want to display your data in a chart. First, you need to insert a new, blank
report.

1. Click Report from the Insert menu after Product Analysis.
2. Click the report tab and rename it Actual - Budget.

3. In the Report Manager Data tab, select Quarter(Actual), Sales Revenue,
Projected Sales Revenue and Quantity sold and drag into the Report
window to create a table.

Notice that Quarter appears twice in the list of variables in the Report
Manager, one from Actual and one from Budget. It doesn’t actually matter
which one you choose.

Quarter(Actual) Projected Sales Quantity sold  Salesrevenue

a1 3,600,000 22537 $3,742 959
Q2 3,100,000 22 846 §4 006,717
Q3 2,400,000 26,263 $3,953 355
Q4 4,100,000 13 kel $3,356,041

4. Right-click on the table and choose Turn To Chart from the menu.
The Chart AutoFormat dialog box displays.

Chart AutoFormat x|

Here you can select a chart type and a chart style. First, select a chart type from the list on
'U the left. The styles for the selected type appear on the right.

LChart Types: Styles for the Selected Chart Type:

i Area

oL,
B Line
€ Fi=

[ sv(Scatter)
3D Area
3D Colurnn
B 3D Line
M 30 Pie

g
4
-2
' Horizontal Area

E Horizontal Colurnn Column chart. The columns for each category are grouped with a
j }]Drizontal Line _ILI gap between each group.
4 3

il | .

¥ Default Settings

oK I Cancel ASpply Help
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. Choose Column from the Chart Types list and choose the first option in the
Styles for the Selected Chart Type section.

. Click OK.

The data displays in a column chart.

4,500,000.00

4,000,000.00 —

3,500,00000- —
Y-axis 3,000,000.00
2,500,000.00
2,000,000.00
1,500,000.00
1,000,000.00

500,000.00

0.00 T T
o
[l

@l
Q3
Q4

X-axis
A column chart has two axes. Measure objects, such as Sales revenue, are
displayed on the Y-axis and dimension objects, such as Quarter, are
displayed on the X-axis.

Display data in a chart _|
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Organize the chart data

The chart has a different color column for each of the three measures: Projected
Sales Revenue, Quantity sold, and Sales revenue. However, revenue and
quantity are not calculated in the same way. Sales revenue calculates in dollars
and quantity sold in units. The Y-axis on the chart represents dollars so you can’t
even see the quantity sold column on the chart.
You can improve this chart in two ways:
* by using different chart types for quantity sold and for revenue
* by displaying data on two Y-axes, one axis with values in dollars and the other
with number of units.
To do this:
1. Right-click on the chart and select Format Chart from the menu.
The Chart Format dialog box displays.

Chart Format E
General Sefies |F'iv0t I Borderl Shadingl Appearancel
Here you can create and edit groups of data. Groups enable you to display data in different formats on
the same chart.
Groups And D ata Series: — Group Type
B Primary -4 M =]
Eh_[ Group 1 P Line
@ Projected Sales R & Fis [
Sl . Latity sold) [ sv(Scatter)
L@ Sales revenue 3D Area
oL Secondany -duis 3D Column
™ 3D Lire x|
Owerlap: 1] ﬂ 3D Wiew... |
Gap:
Giap Width: le Labels... |
| i
Add | Bemove | = | Shovitlegative Values
QK I Cancel | Lol | Help |

2. Click the Series tab.
3. Click the plus sign to open Group 1 and drag Quantity sold to the Secondary
Y-axis folder.
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A new group, Group 2, appears on the secondary axis.

Chart Format

General Sefies |F'iv0t I Borderl Shadingl Appearancel

Here you can create and edit groups of data. Groups enable you to display data in different formats on
the same chart.

Groups And D ata Series:

— Group Type
B Primary -4 M
- Ebull Group 1 [ Line

- @ Projected Sales R & Fis

- @ Sales revenue [ sv(Scatter)
=8 J Secondary Y-duis 3D Area

[=2M | ] 3D Column
o @ Quantity sold B 3D Line

Duverap: [0 SO
Gap:
Gap Width: |u j Labels... |

[ | i

Add | Remove | = | Shovitlegative Values

QK I Cancel | Apply | Help |

4. Select Group 2 and click Line from the Group Type list.|

Chart Format

General Sefies |F'iv0t I Borderl Shadingl Appearancel

Here you can create and edit groups of data. Groups enable you to display data in different formats on
the same chart.

Groups And D ata Series:

— Group Type
Eh{L] Primary ‘f-dsis [l Column
¢ Bl Group [
@ Projected Sales B i Pie

& Sales revenue [ sv(Scatter)
== J Secondary -duis

EH g 3D Colurnin

@ Quantity zold B 3D Line LI
™ Cirop Lines

Labels... |
™ High-Low Lines
| i

™ Up-Down Bars

Add | Bemove |

QK I Cancel | Apply |

Help

Notice that the icon next to the Group 2 is a line chart icon.

Organize the chart data _|
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5. Click the Group 1 icon.
Notice that this icon is a column chart icon.

You can specify how you want your columns to be arranged by setting how
much space you want between the sets per Quarter and whether you want
the columns in each set to overlap.

6. Enter 50 in the Overlap text box and 100 in the Gap Width text box.

Chart Format

General Sefies |F'iv0t I Borderl Shadingl Appearancel

Here you can create and edit groups of data. Groups enable you to display data in different formats on

the same chart.
Groups And D ata Series: — Group Type
=R Primary -duis M ;I
WL (< e
- @ Projected Sales B i Pie [
] L@ Sales revenue [ sv(Scatter)
Eh(L] Secondary f-éuis 3D Area
EHA Group 2 3D Colurnin
L@ Quantity sold B 3D Line =
Owerlap: IED ﬂ 3D Wiew... |
Gap:
Gap width: 100 = _ Lok |
KN 2
Add | [ | = ShowidEgative Valies
0k I Cancel | Lol | Help
7. Click OK to close the dialog box and view the result.
. 4,500,000.00- (30,000
The Primary
- 4,000,000.00-
Y.'aX|S 25,000
displays the 3:500,000.00 The Secondary
values in 3,000,000.00- r20000  Y-axis displays
dollars for 250000000 — the values for
projectedand 5000 Quantity sold
actual 2,000,000.00- h
shown in the
revenue 1,500,000.00 M08 Jine chart
shown in the 1 a00000.00-
column chart 5000
500,000.00
0.00 H

= o
) =)

o o+
o o

Your chart now has a secondary Y-axis. Quantity sold displays as a line chart so you can
clearly see the figures for each quarter.
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Format the chart

Now let’s work on the presentation of the chart by adding a legend and changing
the colors of the columns and lines.
Add a chart legend

A chart legend is essential here to explain what the different columns and lines
on the chart represent.

To add a chart legend:

* Click Show/Hide Legend on the Report toolbar.
Show/Hide
Legend 4,500,000.00 (30,000
4,000,000.00-
25,000
3,500,000.00-
3,000,000.00- 20,000
2,500,000.00 [ Projected Sales Reverue
. Salesrevenue
2,000,000.00 Quantity sold
1,500,000.00- 0,000
1,000,000.00-
5,000
500,000.00
.00 0
2] 3 3 3

The overlapping columns clearly show where the actual sales figures went over or under
the forecast figures.

Format the chart _|
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The chart legend would be better positioned at the top of the chart. To move the
legend:

1. Click the outer border of the chart legend.
A hatched, gray border appears around the chart legend.
2. Drag the chart legend and position it above the chart.

I:‘ Projected Sales Revenue
. Salesrevenue
Guantity sold
4,500,000.00— 30,000
4,000,000.00-
25,000
3,500,000.00-
3,000,000.00- 20,000
2,500,000.00-
5,000
2,000,000.00-
1,500,000.00- 0,000
1,000,000.00-
5,000
500,000.00
0.00 pll

@
o)

a3
a4



Change the column color
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You can change the colors of the column borders and the fill. To do this:

1.

oD

5.

Double-click on the Sales Revenue column.
The Data Series Format dialog box displays.

Data Series Format E
Pattern |
i r - MIEi
& Automatic ' Custom & Automatic ' Custom
I I Shading
I I Il Clear (0%) -
B Soiid (100%)
| | .
Il 50
IR | | s x|
Foreground Color: _
Colar _ Background Color: _
QK I Cancel | Lol | Help |

Under Fill, click on the Foreground Color color box.
Select a color, gray for example, from the Color dialog box and click OK.
Repeat the above step for Background Color.
Click OK to close the dialog box.

If you wish, change the color of the Projected Sales Revenue column.

Change the line color

Now let’s change the color of the line chart that displays the data for Quantity
sold.

Double-click on the line chart.

The Data Series Format dialog box displays. For a line chart, you can change
the color and width of the line and the color and shape of the data point

1.

markers.

Format the chart _|
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2. Under Line, click the Color box.

Pattern |

v ‘I=|nez ¥ Marker
' Automatic & Custom ' Automatic & Custom
I | I B Squae

I I ® " Paoint

+ (* Diamond

& ' Trangle
I """"" I ® T Crogs
color | color |
QK I Cancel | Apply | Help |

3. Select a color from the Color dialog box, dark red, for example, and click OK.
4. Click OK to close the dialog box and view the result.

Format the chart axes

You can also format the chart axes. Here, you are going to format the sales
revenue as currency and change the color of the secondary Y-axis to the same
color as the line chart that displays the data for Quantity sold. This will make it
clearer to those reading your chart that the figures for Quantity sold should be
read against the right axis and the sales revenue against the left axis.



s

Currency Style

To format the currency:

Getting Started with BusinessObjects

1. Click on the data labels on the primary Y-axis on the left of the chart.

The data labels are selected as shown below:

| | n ]
B 500 [100. 0
| | n ]
B 000 J100. 0
n n ]
& 500 [100. 0
5,000 ﬁuu.o[ﬁ—
¥ 500 ﬁuu.o[ﬁ—

[ ] u
,000 L0000

[ ] u
/500 Qo006

[ ] u
000 Qo0.o

%uu,oﬁu.otﬁ—

dHE

. Projected Sales Revenue
. Salesrevenue
—#- Guantity sold

30,000

k25 000

20,000

2,000

0,000

5,000

2. Click Currency Style on the Formatting toolbar.

The sales revenue figures use the default currency style. If your default
currency style is dollars, the dollar symbol appears in front of each figure.

BusinessObjects uses the default currency set in the Windows Control Panel

Regional Settings.

Format the chart _|
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To format the axis:
1. Double-click on the secondary Y-axis on the right of the chart.
The Format Axis Label dialog box displays.

. Projected Sales Revenue
. Salesrevenue

[~ Cantity sold

$4,500,000.00

$4,000,000.00H

$3,500,000.00H

$3,000,000.00H

$2,500,000.00H

$2,000,000.00H

$1,500,000.00H

$1,000,000.00H

$500,000.00—

$0.00-

2. Click the Pattern tab.

3. Under Line, select the same color you used for the line chart, dark red in our
example.

4. Click the Font tab.
5. Set the font color to the same color, again, dark red in our example.
6. Click OK to close the dialog box and view the results.
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The finishing touches

To finish off the report, you are going to add the corporate logo and, of course,
give it a nicely formatted title. A quick way of adding these to this report is to copy
them from one of the other reports in the same document and paste them into
this report.

To do this:

1. Click on the Quarterly Variance report.

2. Right-click the eFashion logo and choose Copy from the menu.

3. Click the Actual-Budget report.
4

. Right-click the top left-hand corner of the report and select Paste from the
menu.

The eFashion logo pastes into the Actual-Budget report.

5. Now copy the title from the Quarterly Variance report into the Actual-Budget
report in the same way and change the title to “Actual - Budget”.

The finishing touches _|
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The finished report

Your finished report looks like this:

0 o Actual - Budget
(?S.h.\o
. Projected Sales Revenue
. Salesrevenue
[~ Cantity sold
4,500,000 00 (30,000
4,000,000 .00
25,000
3,500,000 .00
3,000,000 .00 20,000
2,500,000 .00
5,000
2,000,000 .00
1,500,000 .00 10,000
1,000,000 .00H
5,000
$500,000.00—
$0.00- o

@
a2
a3
a4




What Factors Impact Sales <4
Revenue Performance?

esson




Getting Started with BusinessObjects

Overview

In this lesson:

P Business question
What factors impact sales revenue performance?

P Learning objective

Learn how to use BusinessObijects drill mode to analyze your business data.
p Time

15 minutes

P Finished report
Revenue.rep, sales analysis

To perform this lesson and drill down to the database level, you must have
installed the BusinessObjects product and Access Pack for the MS Access
ODBC middleware.
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Objective

You saw earlier in this tutorial how BusinessObjects allows you to get a different
viewpoint of your business by swapping the position of data in a report.

In this lesson, you'll see how BusinessObijects drill mode allows you to break
down data and view it on different levels of detail to discover what is the driving
factor behind a good or bad result.

Sales Analysis

A0
C?_S»h-\oo over three year period
|§ East ﬂ |§ 2000 ﬂ |§ Acocessones ﬂ

$600,000
$500,000
400,000
$300,000
200,000
$100,000

F0

Beltz bags wallets|
Hair accessories
Hatz gloves scarves
Lounge wear|

What is drill mode?

If you displayed all the factors that could be useful for analysis in a table or chart,
it could be difficult to read. Drill mode allows you to include data for analysis
behind the scenes of your report and display only the top level data. You can then
go down one level at a time and display more detailed information.

Typically, you start off your analysis by looking at the high-level data and when
you spot an unusually low or high value, or an unexpected value, you can analyze
it by displaying related data on a more detailed level.

You set up this behind-the-scenes data in the Query Panel.

Objective _|
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When you set up a report for analysis in drill mode, you include:

* high- level objects to display in your table or chart

« more detailed objects in your scope of analysis

BusinessObjects retrieves the more detailed objects from the database and

stores them behind the scenes in your report so that they are there when you
need them.

You prepare to access this behind-the-scenes data by setting the scope of
analysis from the Query Panel.

— To access the Query Panel, click the Edit Data Provider button on the Standard
[l toolbar.
[@ ©:f= 7|24 [one LeveiDown | - @ =|s o] 7 Set the scope

of analysis here

Clazzes and Objects Fiesult Objects

[} (2 |Time period -
Stors & Year | & City |

This data will be

& Lines | @ Sales revenuel | [— displayedin the

report.

+1- (a8 Promotions
(a8 Measures

Conditions
[To apply a condition, drag an object to this pane.

&8 (@l
Optiong... | Save and Cloze | Wiew... | Bun Cancel |

Set how many levels of detail you want to be able to drill down for the objects that
display in the report. These drillable levels are defined by the Universe designer
and are known as hierarchies.

For more information on hierarchies and setting up data for drill mode, see the

BusinessObjects User’s Guide: Accessing Data and Data Analysis. The aim of
this lesson is to show you how to use drill mode in a report that has been set up
for drill mode analysis.
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Open a document to analyze

You’re going to use a document that has already been set up for analysis in drill
mode. To open this document:

1. From the File menu, click Open.
The Open dialog box displays.

2. Navigate to the UserDocs folder in the My BusinessObjects Documents
folder.

3. Click to open Revenue.rep.
- The document contains one report, Sales Analysis.

- The report contains a chart showing Sales revenue for the top three selling
product lines over the last three years.

- The report is organized in sections, with one section for each of the four
eFashion regions.

East

$2,500,000

$2,000,000

$1,500,000

$1,000,000
$500,000
$0

Sweat-T-Shirts
Accessories
Shirt Wizt

Let’s look at the chart:

« Sales revenue in the Sweat-T-Shirt line has risen to an excellent level in 2003.

* Revenue in the ShirtWaist line has remained steady over the past three years.

* Your top revenue-making line, Accessories in 2001 sharply decreased in
2003.

What happened in 20037 Let’s try to pinpoint the problem in this line by looking
at the chart in drill mode.

Open a document to analyze _|
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Open drill mode

To open drill mode:

1. Select the chart.
Q 2. Click Drill on the Standard toolbar.
A new report appears that contains a copy of the selected chart. The report
tab displays the drill icon to show you are in drill mode. The original report
remains intact.
MI The Drill toolbar displays. The Drill toolbar displays East because you

selected the chart in the section East region.

Drill

TIP
If you have not selected any table, chart or crosstab before you click drill, the cursor
becomes a magnifying glass with a question mark next to it. If this happens, click on
G)v the chart to open drill mode.

Floating Drill — XA Docked Drrill = = = -
toolbar @Est toolbar — @t = |
§2,500 000 §2,500 000
$2,000 000 $2,000 000
1 500,000 1 500,000
$1,000,000 oo $1,000,000 Som
$500,000 2002 $500,000 2002
30 = — = 2003 30 2003
£ & & £ i z
s H 2 z 5 2
: @ T « @
= i) = = ] £
" § [ = o &
2 @ 4
L] L]

Depending on how you’ve set up your toolbars, the Drill toolbar may be docked under other
open toolbars or floating. Use the standard Windows method to dock or float the toolbars.

First, let’s see if the drop in Accessories revenue occurs only in the East or
whether it's a region-wide drop.
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To look at the data for a different region:
1. Click the drop-down arrow next to East in the Drill toolbar and click South
from the list.

Dl ]

The chart updates to show the data for the South.

You see that there have been similar results in this region. If you look at the data
for the other two regions, you see that this is a nationwide drop.

@ South ﬂ
$2,500,000
$2,000,000
$1,500,000
$1,000,000 5001
$:500,000 2002
F0 2003

£ b z

& 2 z

- @ E

) o =4

w g i

© 4

o

You do not need to investigate regional factors any further.

2. Click the drop-down arrow next to South in the Drill toolbar and click All
Region from the list.
The chart updates to show the data for all eFashion regions.

Open drill mode _|
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Drill down for more detail

There has been a steep decline in revenue from 2001 to 2003 so let’s look at the
year 2002 in more detail.

If you hold your cursor over the year 2002, you see that the next level of detail is
Quarter. Let’s drill down to quarter to look at how the accessories line performed
over the four quarters of year 2002.

Dil________H
@ &l Region ﬂ

$&,000,000

§7,000,000

$i6,000,000

$5,000,000

$4,000,000

$3,000,000 001

$2,000,000 —

L -UUU-UEE /0s > Ouarter] The tooltip
&2 @ 5 shows you the
E L
4 7 z next level of
D L =4 .
§ g @ detail
W

To do this:

* Right-click on 2002 and click Drill Down from the menu.
The data for quarter appears in the chart and the selected value, year 2002
appears in the Dirill toolbar.

|@ AlRegion =] (@ 2002 =]

$3,000,000
$2,500,000
$2,000,000
$1,500,000
$1,000,000
$500,000
F0

Q3
Q2
=3

Accessories
Sweat-T-Shirts
Shirt Wizt

@4
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You see that the accessories line was doing extremely well in Q1 and Q2 and
then there was a steep drop in Q3 followed by a further drop in Q4.

What happened with the this line in Q3?

Let’s look more closely at the accessories product line. If you hold your cursor
over accessories, you see that the next level down is category. Let’s look at this
to see whether certain categories of products are responsible for the decline in
revenue or whether this is an overall trend.

To do this:
* Double-click Accessories to drill down to Category.
Deill |

|§ All Region ﬂ |§ 2002 ﬂ |§ Accessones ﬂ

]

$2,000,000
$1,500,000
$1,500,000
1,400,000
$1.200,000
1,000,000
$500,000
$600,000
$400,000
$200,000

$0
$-200,000

Beltz bags wallets
Hair accessories
Hatz gloves scarves
Jewelry

Lounge wear

TIP
You may need to enlarge the size of the chart at this point to see all the data.

You see that Jewelry was the top-selling category in Q1 and Q2 and then went
into steep decline over Q3 and Q4. This looks like a problem.

Why did jewelry revenue decline so drastically?
Let’s drill down on Jewelry and see if you can pinpoint the problem area.

Drill down for more detail _|
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Drill through to get more data

welry
wear

| Sr T When you hold your cursor over Jewelry, you now see that the tool tip displays
h—\ it-click o explare
Repesest Right-click to Explore. This means there is no further data to drill down to in the

document. No problem. You can drill through to the database and get the next
level of data to continue your analysis.
To do this:
1. Right-click Jewelry and choose Drill Through from the menu.
The Drill Through dialog box displays.

Drill Through E

Select a dimenzion object to retrieve data for

& analyziz. & new query will be sent to that
database.

= by Higrarchy

@ Week _I
¢ @ Holiday (win)
=5 Store

@ State
@ iy

¢ @ Store name
45 Products

@ Lines

- @ Category

- @ [SKU desq

-~ @ Colar
@ Unit Price M5RP j

Stock Keeping Unit description [SKU). Lowest level ;I
of product description. Each product comes in
several different colors. LI

QK I Cancel | Help |

The next level down from Category is SKU description.
2. Select SKU description in the list and click OK.
BusinessObjects connects to the database and retrieves the requested data.
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This may take a few moments.
The data for SKU description displays in the chart.

Corill E
|E All Region ﬂ |E 2000 ﬂ |E Arcceszones ﬂ |E Jewely ﬂ

$1,200,000 {1
$1,000,000 |1
500,000 [
$500,000 (]
400,000 (]
200,000 [
= o = — =

@1

Ball and Chain Mecklace

Chain and Pearl Mecklace

Diamond Star Earrings

Goldset Pearl Mecklace

Jet Pearl Bracelet

Large Silver Bracelet

Pearl and Diamond Mecklace

Pearl Pendant Mecklace
Rigid Droplet Mecklac

Rounded Rectangle Brooch

Snake Loop Mecklace

Tortoizeshel Broochf

Drill through to get more data
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Limit the data displayed in the chart

There’s a lot of data in this chart and although you can see that one particular
product has had a dramatic decrease in revenue, it’s difficult to pinpoint which
one itis. Let’s limit the data displayed by only displaying the products that make
up the top 20% of revenue. To do this:

1. Click one of the SKU descriptions on the chart.

You see the yellow background text, Right-click to explore.
2. Click Rank on the Report toolbar.

The Rank dialog box displays.

Select Top/Bottom for SKU desc E

*r'ou can digplay the top or bottom values of the chosen
data.

- Selection
........... oy
G E= SKU dese
™ Bottom ID ﬂ %
Baszed on: ISaIes evenue j

¥ In percentage of tatal number of values

— Calculation:
I | Disnlap subtatals

I | Disnlay percentanes:

QK I Cancel | Apply | Help |

3. Click Top.
4. Click In percentage of total number of values.




5. Type 20 in the Top box and click OK.

$1,200,000 1~

1,000,000

$800,000
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Thick Silver Bangl

Rounded R ectangle Broo
Diamond Pendart Earrin

Drouble Ball and Chain Mecklz
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Getting Started with BusinessObjects

Clearly the problem lies with the E-watch line. Sales for this line were excellent
in Q1 and Q2 and then there was a sharp decrease in revenue in Q3 followed by
a continuing decline in Q4. To look at the exact figures for these four quarters,

let’s turn the chart to a crosstab.

To do this:

* Right-click the chart and choose Turn to Crosstab from the menu.

The figures show an overall decline in accessories revenue but the fall from
$1,081,320 in Q2 to $133,725 in Q3 is extremely worrying.

E-Watch

Rounded Rectangle Brooch
Jet Pearl Choker

Thick Silver Bangle

Diamond Pendant Earrings
Double Ball and Chain Necklace
Tortoiseshell Brooch

76534710 1,081,320.10 133,724,580 1,133.00

196,056.20 67 492.60 37.097.20 3,283.00

97 111.10 141,793.20 30511.40 716.00

247 B22.70 103.00 365.00 272.50

78,481.70 40 ,556.40 5,005.00 265.00
8,716.20 97 596.90 17 527.00
93 ,455.20 18,657.20

Limit the data displayed in the chart _|
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Send the document by email

Let’s send the results of this analysis to the product manager in charge of the E-
watch line and ask for an explanation of this dramatic fall in revenue.

To do this:
*  From the File menu, click Send To, then Mail.
The a new email message window appears with your document attached.

You can send BusinessObjects documents by email if you have Microsoft
Outlook installed on your computer.
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Overview

In this lesson:

P Task objective
How much revenue did this product line make this week?

P Learning objective

Learn how to set up a report to prompt users to choose which data they want to
get from the database; how to refresh a report to get the up-to-date data.

P Time
15 minutes

P> Report
Tutorial.rep, Weekly Revenue
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Objective

Efashion publishes sales figures internally on a weekly basis. You want to set up
a report that allows product managers to focus on the specific data that interests
them. You think they need to view the weekly sales figures for:

* achosen product line
* achosen week

To do this, you are going to set up a query that prompts users when they refresh
a document, to choose the product line and week for which they want to view
data. This lesson takes you through the steps to set up the report below:

@ Weekly Revenue
» <

C?_S»h-\o Week: [
Last updated: 612102
3407% 14.58%

Belts bags wallets $41,452.10 5879%

Hair accessories $9 BE0.30
Accessoties Hats,gloves scarves $166 289.50

Jewelry $59.712.80 . Belts bags wallets

LUUngE wear $6 ,23260 =::I’ ACCeSsOres

= gloves scarve:
Accessories Sum: $284,047.30 uewsiry
. Lounge wear

This is the last lesson of this tutorial. Some of the tasks you have to carry out to
complete this lesson are recap tasks that are described in detail elsewhere in this
tutorial. The procedures for recap tasks do not appear in detail in this lesson.

Objective _|
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Set up a new query

You are going to set up a new query in a new BusinessObjects document and
then set conditions to prompt users to specify which data they want to have
displayed in the report. This allows them to focus on the specific data that
interests them.

Create a new report

First, set up the basic query.

Y 1. Click New Report Wizard on the Standard toolbar.

The New Report Wizard opens up.
2. Choose Select a template and click Begin.
3. Choose EFASHION from the Available Templates list and click Next.
4. Choose Universe and click Next.
5. Choose efashion from the list of universes and click Finish.

The Query Panel appears.
6. Add Lines, Category and Sales revenue to the Result Objects section.

The Query Panel looks like this:

i Query Panel - efashion Universe _[O] %]

Wﬁ’ll 7|%l| IScope of Analysis: None j @l%‘llﬂlﬁﬂl@l gl

Clazzes and Objects Result Objects

][z |Time period
.. Store & Lines | & Category | @ Sales revenuel
-- Product
-- Promations
[*-{28 Measures

New Report
Wizard

Conditions
[To apply a condition, drag an object to this pane.

@ O Hl
Optiong... | Save and Cloze Wiew... | Bun Cancel




Focus on specific data

Getting Started with BusinessObjects

You want to allow users to specify two types of data, which product line they want
to display data for and which week. First, let’s set up the condition for product line.
To do this:

1. From the Product folder, drag Lines to the Conditions section.
The Classes and Objects list turns into the Operators list.

J Query Panel - efazhion Universe

W Qfll T |%l| IScope of &nalpsis: Mone

Operators

Fiesult Objects

- (O] x]

-l sl |s|o| 2|

ca

Equal to

Different from
Greater than

Greater than or equal to
Less than

Less than or equal to
Between

Mot between

I list

Mot in list

Iz il

Iz ot rull

Matches pattem
Different from patterm
Bath

Except

N

LT

& Lines

| & Category

| @ Sales revenuel

Conditions

Optiong... |

Save and Close |

e |

Cancel

2. Double-click Equal to in the Operators list.

Set up a new query _|
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The Operators list turns into the Operands list.

Jd Query Panel - efashion Universe M=1E3
Igﬁfll T |%l| IScope of &nalpsis: Mone j @l%‘llﬂlﬁﬂl@l ?l
Operands Fiesult Objects

*» Tupe a new constant s

® Chow list of walues & Lines | & Category | @ Sales revenuel

*» Tupe anew prompt

®  Show list of prompts

® Select an object

» [Create a subquery [ANY)

* Calculation

Conditions
& Lines Equal to § ct an operand types

c@ C5 Hl

Ao | Caua an S| Whimun | =R | |
3. Double-click Type a new prompt in the Operands list.
Jd Query Panel - efashion Universe M=1E3
Eﬁu|| T |%l| IScope of Analysis: None j @l%‘llﬂlﬁﬂl@l gl
Operands Fiesult Objects
@ Tupe a new congtant s
Sl list of values & Lines | & Category | @ Sales revenuel
Show list of prompts
Select an object
Create a subquery [AMY]
Calculation
Conditions
@ Lines Equal ta[which product lined |
c@ C5 Hl

Mrbeme I Clnalom Alllnes I e I ,TI M ameal I
4. Type Which product line? and press Enter.



Next, set up a second condition to limit the data retrieved to the specified week:

Getting Started with BusinessObjects

1. Open the Time folder and drag Week to the Conditions section.

R Query Panel - eFazhion Universe

[ [0 x]

IE QA“ll h |%l| IScope of &nalpsis: Mone

Operators

-l B[8Y = [#|of 2]
Fiesult Objects

Different from
Greater than

Greater than or equal to
Less than

Less than or equal to
Between

Mot between

I list

Mot in list

Iz il

Iz ot rull

Bath

Except

c@ C

| @ Sales revenuel & Week |

_I & Category

Kl L]

Conditions

& Lines Equal to Prompt [“/hich product Iine?']l

And
_nl & Wesk

Optiong... |

Save and Elose | e | Bt Cancel

2. Double-click Equal to in the Operators list.
3. Double-click Type a new prompt in the Operands list.
4. Type Which week? and press Enter.

J Query Panel - efazhion Universe

- (O] x]

IE QA“ll T |%l| IScope of &nalpsis: Mone

Clazzes and Objects

-l Bl =|s|o| 2|

Fiesult Objects

4=y Time period -

F-@ Year

- @ Quarter

E-@ Moanth

B PR

- @ Holiday [w/n)

{28 Store

=44 Product
-8 Lines

Category

SKU rumber

SKU desc

Caolar

Unit Price MSRP

Extended price

Sold at [unit price]

[+-[z8 Promation: LI

[ I = R O

& Lines | & Category | @ Sales revenuel

Conditions

_nl|

& Lines Equal to Prompt [“/hich product Iine?']l

& ‘Week Equal to Prompt ["hich week?']l

Set up a new query _|
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Get the data

You are now ready to run the query and retrieve the data. To do this:
1. Click Run on the Query Panel.
The Enter or select values dialog box opens.

Enter or Select Values

‘Wwhich product line?

Which week? Help |

I Walues... |

2. Click the Which product line? box and click Values.

The List of Values box opens. This box displays a list of all the available
product lines.
List of Yalues of Lines E

& Tabular View B Hierarchical Wiew

Lines |
Acocessones
City Skirtz

City Trouzers
Dresses
Jackets
Leather
Outenwear
Overcoats
Shirt '/ aist
Sweat-T-Shirtz
Sweaters
Trousers

™ Show Selected Only

Befresh | QK I Cancel Help
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3. Click Accessories from the list and click OK.
Accessories displays in the Enter or Select Values box.

Enter or Select Values

‘Wwhich product line?

IAccessories

Wwhich week?

Help |

Walues... |

4. Click the Which week? box and click Values.
The List of Values box opens, displaying a list of all the available weeks.
5. Choose 6 from the list and click OK.

Enter or Select Values

Chooze a product line

IAccessories Cancel |
Which wesk? Help |
|6

Walues... |

6. Click OK to display the data in the report.

.0 <
@shi®

<Title>

=add comment:>

Accessories

Belts bags wallets

§41,452.10

Accessories

Hair accessories

$9 BE0.30

Accessories

Hats,gloves scarves

$166,9589.50

Accessories

Jewelry

$59,712.80

Accessories

Lounge wear

6,232 60

7. Click Save from the File menu before proceeding to the next section.

Set up a new query _|



Getting Started with BusinessObjects

Format the report

Insert Break

CenterAcross
Rragk

=

Sum

Your data displays in a table. The report contains the corporate logo and a
placeholder for a title and a comment. First, let’s give the report a title.

«  Double-click on <Title> and type Weekly Sales.

Next, let’'s format the table. You are going to insert a break on the Accessories

column so that accessories does not repeat several times and so that

accessories centers across the categories it describes.

To do this:

1. Click the Accessories column.

2. Click Insert Break on the Report toolbar.

3. Click the Accessories column again, then click Center Across Break on the
Formatting toolbar.

Next, add a total.

* Click the Sales revenue column and click Sum on the Report toolbar.

Because you have inserted a break, you have two total rows, one for the

Accessories subsection and one for the whole table. Since Accessories is the

only subsection in this table, the totals are the same, so you can delete one of

these rows.

To do this:

« Select the last row and click Delete.

Your table now looks like this:

Belts bags wallets 4145210
Hait accesszories $9,660.30
Accessories Hatz gloves scarves F166,959.50
[Jenvelry F29,712.80
Lounge wear §6,232.60
Accessories Sum: $284,047.30
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Add tracking information

This report is regularly updated with new data so you are going to add some
tracking information so that you know exactly how old the data is. This is easy to
do in BusinessObjects because you can insert commonly used types of tracking
information in special fields that are automatically updated every time you update
the data in a document.

The report contains data for a specified week so it's useful to have this
information visible somewhere. This is the week you chose when you ran the
query. You can insert a query prompt, such as week, directly from the Insert
menu. But first, let’'s add a caption.

To do this:

*  Double-click on <add comment> and type Week:

Next, let’'s add the special field.

1. Copy the Week: cell and paste the copy to the right of the original.
2. Select the second Week: cell.

3. From the Insert menu, click Special Field and then Query Prompt.

The List of Prompts dialog box displays. This box displays the list of prompts
from your query.
List of prompts E

Select a prompt:

Chooze a product line

e 7

QK I Cancel | Help |

4. Choose Which week? from the list and click OK.
The week you chose when you ran the query displays in the selected cell.

Week: 6

Add tracking information _|
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You are now going to add the date the report was last updated in the same way.

1.

o~ wbd

Copy the Week: cell and paste the copy under the original Week: cell.
Change the text to display Last updated:

Copy the Last updated: cell and paste the copy to the right of the original cell.
Select the right-hand cell.

From the Insert menu, click Special Field and then Date and Time, then
Last Refresh.

The date the report was last updated, in fact the date you ran the query,
inserts in the selected cell.

Week: 6
Last updated: 12/02/02




Getting Started with BusinessObjects

Add a chart

To finish off the report, you are now going to add a chart to display a visual
summary of the weekly sales revenue per category so that you can see at a
glance the best-selling category of the week. To do this:

1. Drag and drop Category and Sales revenue from the Report Manager
window to the Report window to create a table.

2. Right-click on the table and click Turn to Chart from the menu.
The Chart AutoFormat dialog box opens.

Here you can select a chart type and a chart style. First, select a chart type from the list on
'U the left. The styles for the selected type appear on the right.

LChart Types: Styles for the Selected Chart Type:
@ Fi -]
[ sv(Scatter)

3D Area

3D Colurnn

B 3D Line

®

' Horizontal Area

E Horizontal Colurnn

|§§ Horizontal Line —I
3D Horizontal Area

30 Horizontal Colu 3-0 pie chart showing percentages.
B 3.0 Horizontal Lin_el;l
4 I I »

400
Easd

v

o

¥ | Default Settings

Cancel | Lppli | Help |

3. Choose 3-D Pie from the Chart Types list and then the pie chart style with the
% labels and click OK.
The chart displays in the report.
4. Select the chart and click Show Chart Legend on the Report toolbar.

Show/Hide 5. Reposition the chart legend below the chart and resize the chart if necessary.
Legend 340% 14.53%

219%

T9%

-/21 0z

. Beltz bags wallets
. Hair accessories
. Hatz gloves scarves:
I:‘ Jewvelry

. Lounge wear

Add a chart _|
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The finished report

Your finished report now displays total weekly revenue for the Accessories
product line with a breakdown of the figures per category. Hats, Gloves and
Scarves were by far the best-selling category this week, making up 58% of total

revenue.
Weekly Revenue
< N
C?_S»h-\o Week: 6
Last updated: 612102
3407% 14.58%
219%
Belts bags wallets §41,452.10
. - . 58.79%

Hair accessories $9 560.30 ,/21 02%
Accessoties Hats,gloves scarves $166 289.50

Jewelry $59 712,80 ] Bets bags,walkets

Lounge wear $6 232 60 =::r ecessores

= gloves scarve:
Accessories Sum: $284,047.30 [Cuewelry
. Lounge wear
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Display different data for a different product

line

Let’s look at revenue for another product line, Sweaters for week 7. To do this,
you are going to refresh the report:

= 1. Click Refresh on the Standard toolbar.
The Enter or Select dialog box displays.

Refresh

Enter or Select Values

Chooze a product line

ISweaters

Wwhich week?

Cancel |

Help |

|7

Walues... |

2. Click Sweaters from the product line and 7 from the week list, and click OK.

BusinessObjects reconnects to the database, retrieves the requested data
and updates the report with the new data, maintaining the report formatting

and presentation.

The table and chart update with sales revenue figures for Sweaters for week

seven.

Notice that the special field, week, also updates to 7.

Weekly Revenue

A0
t?s.h.‘_o

Last updated: 61202

Week: 7

61.00%

Cardigan

Sweaters Soft fabric

Turtleneck

555 04600 533%
$30,368.80
450710

Sweaters

$90,241.90 IIET %

[ Carcigan [l Soft fabric
I Turtieneck

Display different data for a different product line _|
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C

calculating
averages 87
sum 39

variance 102
calculation contexts 121
cells
aligning 123
aligning contents 100
aligning free-standing 123
copying 120
editing borders 42
editing contents 40
formatting 40
formatting dialog box 41
free-standing 40
inserting 120
inserting free-standing 63
resizing 105
using headers 80
centering
values across break 118
charts
axes 137
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changing line color 143
creating 136
creating pie charts 175
displaying data in 46
legend 141
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organizing data on 138
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selecting 47
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columns

changing background color 103
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Demo 21
templates 22
UserDocs 37
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giving a title 41
inserting new 54
inserting title 63
master/detail 60
navigating through 70
refreshing 177
using standard 31, 36
viewing finished 19
resizing
cells 105
charts 47
free-standing cells 63
titles 63
Revenue.rep 22, 153
rotating tables 100
rows
using footers 39
running
queries 35, 170

Getting Started with BusinessObjects

S

saving
documents 37
search
documentation 9
secondary
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