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1 Introduction

1.1 Overview

The WIC Information eXchange, (WI1X) Training Guide provides instruction in accessing
the WIX database and navigating in the applications provided. Guidance is included for
the Autodialer appointment download, WIC MIS News, Canned Reports, My Favorites
and Web Intelligence with access to the data universes for creating ad hoc queries and
reports.

1.2 Prerequisites for Training
You will receive the maximum benefit of this training if you have:

e Worked in WIC MIS for a minimum of 3 months, and/or
e Completed WIC MIS Part 1 and Part 2 training.

Another advantage, though not required, is prior experience with Microsoft Excel. As
you become familiar with WIX reporting capabilities, you may choose to download data
into Excel for further analysis and formatting.

1.3 Training Objectives
By the end of the training you will:

e Learn the various functions available in WIX, including the Autodialer, WIC MIS
News, and the Reporting functions, including Canned Reports and creating ad hoc
reports.

e Learn how the reporting area is organized into universes of data and the kind of
information you will find in each universe.

e Use the basic features of the reporting tool

e Complete sample queries and reports using the reporting tool.

e Create a query to answer a question you have about your agency’s WIC MIS data
e Download and save data into Excel on your PC
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2 Logon ID, Password and Logging On

2.1 The WIX Logon ID

To access WIX, you will need a WIX Logon ID. This ID is intended for individuals who
need to use one or more of the applications provided in WIX. WIC clinic employees
who use only WIC MIS to perform their jobs will not usually require access to WIX.

When a local agency staff member needs a WIX Logon ID, the WIC Director or
manager sends a WIX Logon ID Request form by email to the WIC MIS Help Desk.
This form can be found on the State WIC website at:
http://www.cdph.ca.gov/programs/wicworks/Pages/WIClnformationeXchange(WIX)Train

INg.aspx

The WIX Logon ID is usually the first letter of the person’s first name and up to the first
seven letters of the last name. For example: Jane Doe’s logon ID would be jdoe.
Logon IDs are assigned when they are created by the WIC MIS Help Desk.

2.2 Logging On to WIX

To reach the WIX log on screen, go to https://wix.ca.gov . You may wish to create a

shortcut to this link on iour comﬁuter desk toi.

Welcome to WI

WIC Information eXchange

)
CALIFORN\A.

Additional Resources to help you get started:
alifornia ome Page
our

o\ a

armer Market Nutrition Program

User Name:

Password:

Log In

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC
Copyright & 2012 State of California

To log on to WIX, type in your WIX Logon ID and your WIX password.

Passwords must be between six and twelve characters in length and can contain alpha,
numeric or special characters. Passwords cannot contain the Logon ID and they are
case sensitive. The user account will be disabled after three failed attempts. If you
need your password reset, contact the WIC MIS Help Desk.

Click on Log In.
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2.3 Getting to Reporting
Under Tools, click on Reporting.

Welcome to WIX

Office of Gavermnor i
Jen’y "own d General
Autodialer

Hex your ﬂ
POWER 25,

appointments

Gensrates a fils(s) that can bs used to contact
WIC participants via telephone, smail, andior text  MIS after initial logon
messags regarding future or missed

Logout
Signed in as:
ckronber

WIC Information eXchange
& My Account

WIC MIS News
Creates a message that will be displayed in WIC

Access Universes, Ganned Reports and My

$58%, flihe\California  Tools

19 A {-\-l'l"lllL‘]', et -

Fapor (System F
Reporting
Reports

Important Notices

All Messages »

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC

Copyright © 2012 State of California

This brings you to the SAP Business Objects Infoview home screen where you can
access all of the reporting features of Web Intelligence.

SAP BUSINESSOBJECTS INFOVIEW w&,smmg;?zﬁ
\Vj. Home | Document List | Open - | Send To - Help | Preferences | About | Log Out
F X

Navigate

View your Inbox, Favorites, or Document Lists. Use the Help to learn
more about InfoView.

[ Document List
[E£] My Favorites
5 My Inbox

@ Help

Welcome: ckronber

Personalize

Change your InfoView start page, viewing options, and preferences
for daily tasks.

Preferences

Dicruccinnc
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Expired Password

WIX passwords expire after 90 days. Five days before your password expires you will
begin to see the warning message below in the upper right of the WIX home page.

Logout
Welcome to WIX Signedn s
WIC Information eXchange gltest2

My Account

Password expires in 5 day(s).

Once your password has expired, you will see the screen below when you attempt to
logon with an expired password. Click the Change Password button to go to the
Change Your Password screen.

Logout
Welcome to WIX Senedns:
WIC Information eXchange eltest

Change Your Password
CALIFORNIA . Password: I

New Password: /

Confirm New Password:
Your password has expired. Youn must change your password in order to proceed
& CHILDREN

Furnﬂl&c gmw heaﬂhy with WIC «Change Password - «.....Cancel .-

2.4 How to change your WIX Password

You can change your WIX
Password anytime. From the Welcome to WIX i

WIC Information eXchange

My Account
WIX home page, select My
Account in the upper right "ﬁ o ,
corner 1 ;
. Elex your 3 oot i e o messoge il b Gspiged i 1C
Povr B8
o
CAUFORNLA. My Account
Access Code
.
won.EN .\Mwm,mm Email Telephone Number Then CI'Ck On the WOFd GO Under
carolk354@aol.com o . .
S © = the Change Password option. This
.22 . Change Passmont will bring you to the Change Your

oD -  Go» ] Password screen.

/’
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Logout

Welcome to WIX i O

WIC Information eXchange ckronber

o
CALIFORNIA
WOMEN, INFANTS & CHILDREN

Families grow healthy with WIC
Change Your Password

Passwore a: ||
New Password:

Confirm New Password:

wChange Password, .« ... Cancel, ...

e Enter your old password in the first Password field.

e Enter a New Password. Your new password must be between six and twelve
characters in length. It may contain any combination of alpha, numeric or
special characters. You cannot use your logon ID in your password and you
cannot reuse your previous 10 passwords. Passwords are case sensitive.

e Type in your new password again in Confirm New Password.

e Click Change Password and you will see the screen below confirming that
your password has been changed.

Logout

Welcome to WIX e e

WIC Information eXchange ckronber

o
CAUFORNLA.

WOMEN, INFANTS & CHILDREN
Families grow healthy with WIC
Change Password Complete
Your password has been changed!

Continue

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC
Copyright @ 2012 State of California
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3 WIX Home Page Orientation

3.1 WIX Home Page

WIC Information eXchange
Office of Gavernor = !
Jemy Brown " Generd
Visit his Website ‘
uto WIC MIS N
He}i Y()lﬂ' e a file(s) that can be used to contact  Crea age that will be displayed in WIC
. nts via telephone, email, andior text MIS logon.

R Se—
‘?’K‘& fiheCalifornia ~ Teok
A A ;\nyl?l{r Alert N
Tlrors (System

Reporting
Access Universes, Canned Reports and My
Reports

Important Notices

All Messages

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC
Copyright & 2012 State of California

Logout

Signed in as:
ckronber
My Account

When you log into WIX you will see the Welcome to WIX home page above. The WIX

home page displays the applications available from this page.

e Logout: Located in the upper right corner. Click this option to logout of WIX.

e My Account: Located in the upper right corner. This is where you can change your
password and update personal information such as your email and phone number.

e General: Options link to the Autodialer function and to WIC MIS News.

e Tools: Access to Reporting with all of the reporting tools available in WIX.

The options available and viewable depend on the access assigned to each individual
through their Logon ID. Only those options that the user has been given authorization

to perform will be listed.
Click on key word to transfer to the selected application.

3.2 Log Out of WIX

Click on Logout to close the WIX home page and return to the sign in screen.
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4  Application Options

4.1 Autodialer

The Autodialer application allows you to generate a file that can be used to
contact WIC participants via telephone, email, and/or text message regarding
future or missed appointments. Files can be downloaded in the required format
for transfer to the Autodialer.

Welcome to WIX i

P . . kronber
WIC Information eXchange c
o Satoer ne My Account

Office of Governot 5
Jeny Brown "7 General

Autodisler \WIG MIS News
Hex your r Generates a file(s) that can be used o contact  Creates & message that will be displayed in WIC
. \WIG parficipants via telephone, email, andior text  MIS after iniial lagan.
OWER i message regarding future or missed

sppointments.

;‘K«a ilihe|California Tools

I\ A f:\]l?l?l..] Alest —
Tirons System :
o Reporting
Access Universes, Canned Reports and My
Reports

Important Notices

All Messages

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC
Copyright © 2012 State of California

From the WIX Home page click on Autodialer. This will take you to the screen below.

Logout

Welcome to WIX e e

. . - kronber
WIC Information eXchange ¢
= My Account

Autodialer

o
caurorniA @

Agency: 126
List of Clinics:

001
WOMEN, INFANTS & CHILDREN 002

Families grow healthy with WIC LI

Languages:

HMONG -
HINDI =)
ITALIAN
JAPANESE =

« [

R

Appointment Date:

Message Type:
[“IPhone
[T Text
[ Email

e Agency - Your agency number will be displayed at the top.

e List of Clinics — Select “All Clinics” for all clinics within your agency, click on one
clinic ID number to select it, scroll to select a sequence of clinics, or hold the
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Control key and click on multiple clinic IDs to select more than one, but not all
clinics that are not in a sequence.

e Languages — Select “All Languages” to include all languages within your agency,
click on one language to select it, scroll to select a sequence of languages, or hold
the Control key and click on multiple languages to select more than one, but not all
languages that are not in a sequence.

e Appointment Date — The default Appointment Date is initially blank, after this the
last date selected is displayed. Click on the calendar button to display a calendar
and click on the desired date. You may also enter the date manually if you choose.

e Message Type — Click to check the box next to the desired message type(s). You
may choose one, two or all three message types, (Phone, Text, or Email).

e Submit — Click the Submit button and the system will retrieve your appointments
from the database.

e After clicking the Submit button you will get a message like the two sample
messages below if appointments are retrieved. The file names include the date in
YYMMDD format.

Save Phone Reminders to file 170118 A.rpt for appointments in the future, or
Save Phone Reminders to file 170116 B.rpt for appointments in the past.
e Click on the link to save the file for transfer to the autodialer.
e Click on Home to return to the Home screen.

4.2 WIC MIS News
WIC MIS News allows you to create and send a brief message to some or all of the

clinics at your agency. The message is displayed between initial logon and the Main
Menu in WIC MIS.

Logout

Welcome to WIX Simedinas:

WIC Information eXchange ckronber

My Account
Office of Gavemor f
Jenry Brown General
Visit his Website ‘ /
Autodial

8 WIC MIS News
Hlex your £ Generates a file(s) that can be used to contact  Creates a message that will be displayed in WIC
.

. WIG participants via telephone, email, andior text  MIS after initial logon.
OWER | G e v eonere e
appointments,

o S—

3524, ghihe California deais

1§ A i Amber Alest >

Yo @(.l\'slcm g
Reporting
Access Universes, Canned Reports and My
Reports

Important Notices

All Messages

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC
Copyright © 2012 State of California

From the WIX home page, click on WIC MIS News.
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Click on Add Messages to get to the WIC MIS News screen.

Logout

Welcome to WIX Sianed n s

v . - kronber
WIC Information eXchange c
B e My Account

WIC MIS News
CALIFORNIA .

w I C ‘ B

WOMEN, INFANTS & CHILDREN

Families grow healthy with WIC

N

MRS

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC
Copyright @ 2012 State of California

Welcome to WIX i

: A _ . kronber
WIC Informat Xchs 5
nformation eXchange My Account

WIC MIS News

List of Agencies:

CALIFORNLA.

w I C List of Clinics:

WOMEN, INFANTS & CHILDREN  [3oq

Families grow hedlthy with WIC ggg

m

1

_______________________ [ High Priority
777 7
Message Expiration Date:
_______________________ i
GRS
Message:

e List of Agencies — Your agency number will be the only one displayed.

e List of Clinics — Select “All Clinics” for all clinics within your agency, click on one
clinic ID number to select it, scroll to select a sequence of clinics, or hold the
Control key to select more than one, but not all clinics that are not in a sequence.

e High Priority — If the message is important, click High Priority. The message will
be labeled high priority when it appears in WIC MIS.

e Message Expiration Date — Click on the calendar button to select a Message
Expiration Date. The system will display a calendar. Click to select the expiration
date or manually enter an expiration date if you choose. The system will not allow
you to choose an expiration date before the current date or more than 30 days after
the current date.
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e Message — Enter the message text. You can use both upper and lower case
characters. Note that WIC MIS News does not have a spell check function.

e Submit — Once you finish typing the message, click on the T —
Submit button. There will be a pop-up confirming that the B, e s ety s
message was successfully sent. Click the OK button.

e Show Messages — Click on Show Messages to see a list of all
active messages.

e Delete — Next to each message on the Show Messages list, there will be an option
to delete. Click on the word Delete and click OK on the popup to delete the
message or click Cancel to keep it. There will be another popup confirming that the
message was successfully deleted. Click OK.

e To go back to the WIC MIS News screen, click the Add Messages button.
e Click on Home to return to the Home screen.

4.3 Reporting

This option provides access to the WIX reporting tool with access to the Canned
Reports, My Favorites, My Inbox, Public Folders, and the universes for creating ad
hoc queries and reports.

Logout

Welcome to WIX Signed n s
WIC Information eXchange ckronber
My Account
Office of Governor & !
e G
Jernry Brown " | Gener
Visit hisWebsite 7
Autodialer WIC MIS Hews
Flex your - Generates a file(s) ihal can be used o conisct  Creales a message that will be displayed in WIC
o WIC participants via telephone, email, andlor text MIS after initial logon

appointments.
ER IS .
2%, yTihe California
I\ A )i Amber Alest
T (System

Tools

iverses, Canned Reports and My

Important Notices

All Messages

Conditions of Use | Privacy Policy | Site Requirements | Contact WIC
Copyright & 2012 State of California

From the WIX Home page, click on Reporting and the SAP Business Objects
InfoView Home screen will appear in your web browser.

The InfoView Home page screen is divided into two panels.

1. Header panel
2. Workspace panel
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SAP BUSINESSOBJECTS INFOVIEW SAP Busine ssoqe_;c;

&3 Home | Documen it List | Open ~ | Send To - Help | Preferences About | Log Out
F X

Welcome: ckronber

Navigate Personalize

View your Inbox, Favorites, or Document Lists. Use the Help to learn Change your InfoView start page, viewing options, and preferences
more about InfoView. for daily tasks.

Documen it List %) Preferences
My Favorites

[ My Inbox

@ Help

4.3.1 Header Panel:

The Header panel across the top of the screen displays the name and logo for SAP
Business Objects and contains the InfoView toolbar used to perform the following
actions:

e Home: Displays this InfoView home page or user-defined Preferences

e Document List: Shows the Document List where you will find My Favorites, your
Inbox and the Public Folders.

e Open: Opens My InfoView and Encyclopedia. Click Open again for the option to
Close My InfoView or Close Encyclopedia.

e Send To: This function is not operational from this page
e Help: This displays the SAP Business Objects Enterprise InfoView User's Guide

e Preferences: Allows you to set how information is displayed. Note that the change
password option here has been disabled. Change your password from My Account.

e About: Displays product information about InfoView and a link to the SAP Busiiness
Objects website.

e Log Out: Logs the user out of InfoView. You will also need to log out of the WIX
Home page.

4.3.2 Workspace Panel

This panel displays InfoView content while you are performing activities such as
viewing, scheduling, and modifying objects, browsing the Document List and so on.
The various toolbars available and the options available with a right mouse click will
change according to your current task. The Info View Home page workspace panel is
divided into two areas, Navigate and Personalize.
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Under Navigate, the following options are available.

e Document List: Shows the Document List where you will find My Favorites, your
Inbox and the Public Folders. This tales up to the same place as Document List
in the Header panel.

e My Favorites: Takes you to the Document List but opens the My Favorites
folder. This is where you will save the queries you create and may want to use
again.

e My Inbox: Takes you to the Document List but opens the My Inbox folder. This is
where you will receive queries and reports sent to you by other users.

e Help: This displays the SAP Business Objects Enterprise InfoView User's Guide.

Under Personalize the user can change the InfoView start page, set various viewing
options, and select preferences for daily tasks. How to use Personalize will not be
addressed in the level one course.
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5 WIC Data Terminology and Description

Before proceeding to view and create reports, review the standards for WIC Data
Terminology below. You will notice terms such as All Records and Certified Participants
in various WIC reports. Below is a graphic display of WIC Data Terminology and
Descriptions that provides the standard language used to define various types of data in
WIX. There will be times when you want information on certified participants only, while
other times you may want information on individuals whose certification period has
expired. Understanding the terminology conventions will assist you in setting up your
guery within the WIX reporting environment.

All Records
Individuals within
their certification
period and expired
but not disqualified
records in WIC MIS
up to 90 days after
the certification end
date

’

Expired Records
\WIC MIS records
that have not been
disqualified, up to

90 days after the
certification end

date

Certified Participants No
Individuals within their WIC
certification period that were
issued FI

Fl

not

[

\

/

\

Individuals within their WIC
certification period issued FI

Certified Participant Issued FlI

\

Certified
Participants
Individuals within
their WIC
certification period
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6 Canned Reports

WIX provides access to some ready-made or canned reports. To locate the Canned
Reports, from the InfoView home screen click on Document List and open the Public
Folders.

Click on the folder labeled Canned Reports. A list of the available reports will be
displayed. Notice that there is more than one page of reports listed. Click on the right
arrow next to the page number to advance to the second page.

New reports will be added as they are developed.

6.1 Canned WIC Reports Screen

SAP BUSINESSOBJECTS INFOVIEW SAPSusmessObh—s:w
&7 Home | Document List | Open ~ | Send To - Help | Preferences | About | Log Out
F X
’_ & | & | New - Add - | Organize - | Actions - Search title - | | £ 0f2+ P M
B Al ] Title * Last Run Type Owner Instances
My Favorites Ll BF Mismatch Report Agency Web Intelligence Report bodpalms 0
- &2 mbox
= Public Folders L4 1BO01-A Desktop Intelligence Report Administrator 1]
Percentage of Infants with Feeding Choice B (Ex
pd 1BO01-C Desktop Intelligence Report bodpalma 1}
Percentage of Infants with Feeding Choice B (Ex
» 1C001-A Desktop Intelligence Report Administrator 1}
Average Number of Cans of Formula Issued to C
w 1C001-C Desktop Intelligence Report Administrator 1}
Average Number of Cans of Formula Issued to €
¥ IF001-A Desktop Intelligence Report Administrator 1}
Percentage of Infants with Feeding Choice F (Ex
W IFO01-C Desktop Intelligence Report bodpalma 1}
Percentage of Infants with Feeding Choice F (Ex
] LOCAL_LOGOM_REPORT Desktop Intelligence Report Administrator 1}
Local Agency Logon ID for WIC ISIS
b WID01 Desktop Intelligence Report bodpalma 1}
All Records by Category by Clinic
w WID04 Desktop Intelligence Report bodpalma 1}
All Records by Enrollment in Other Services by €

Each report on the list has a descriptive name and most have a number followed by a
letter A, C or S. The letter A stands for Agency and these reports provide agency wide
data. The Letter C stands for Clinic and the reports will return data for the clinic you
select. The S reports provide you with Statewide data so you can see how your agency
compares to other agencies in the state.

Double click on the title of the second canned report listed, IBOO1-A, Percentage of
Infants with Feeding Choice B, to open it.

The report will appear like the example on the following page.
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SAP BUSINESSOBJECTS INFOVIEW

@
SAP BusinessObjects

&3 Home | Document List | Open » | Send To - Help | Preferences | About | Log Out
Desktop Intelligence - IB001-A OF x
3] Document - View + | T | 34 [loo% - [ Jn=»nm / £ Refresh Data
Find
Find.
[raiei]
Options. Report ID: IB001-A State of California Page 1 of 7
[ Match whole word Run Date: 1/20/2017 Department of Health Services - WIC Program
P of Exclusively Bi tfed Infants by Specific Agency by Month
Ee:;‘t?;:" cese Percentage of Infants with Feeding Choice B (Exclusively Breastfeeding)
© up Agency 126: Agency Totals by Race
@ Down Race: All Races
2 Months 4 Months 6 Months 11 Months
Month Year Number Total % Number Total Y% Number Total % Number Total %
Jul 2015 64 128 500 % 85 M2 491% 39 129 302% 39 121 322% E
Aug 2015 66 134 493 % 45 104 433% 50 M6 431% 33 109 303%
Sep 2015 47 M3 416% 56 128 438% 59 135 437 % 27 94 287%
Oct 2015 63 142 444% 55 137 401% 45 M0 409 % pal 100 21.0%
Nov 2015 59 129 457 % 38 103 369% 49 123 398 % 30 103 291%
Dec 2015 49 130 377 % 61 150 407 % 52 148 351% 23 84 27T4%
Jan 2016 50 1M1 450% 56 139 403 % 44 Ms 383% 29 82 354%
Feb 2016 49 115 426% 51 143 357% 5 155 355% 33 88 375%
Mar 2016 66 136 485 % 39 M 3B1% 58 151 384 % 34 7 436%
Apr 2016 62 141 440% 55 121 4558% 43 153 320% 30 83 361%
May 2016 66 133 496% 43 125 344% 33 108 306% 34 M4 298%
Jun 2016 T2 134 537% 54 144 375% 51 128 398% 26 82 MMT%
Jul 2016 84 1M1 486% 46 128 359% 42 127 331 % 42 M5 365% L5
Aug 2016 47 M7 402 % 56 136 412% 51 142 359% 40 110 364 %
Sep 2016 50 107 467 % 39 M2 348% 47 41 333% 22 87 253%
Oct 2016 54 126 429% 50 131 382% 64 149 430% 27 101 267 %
Nov 2016 49 122 402 % 41 M7 3B0% 47 134 3851% 35 105 333 %
Dec 2016 49 120 408 % 40 121 331% Ll 122 336% 33 109 303%
BN !ﬁ I [E] Agency by Race J
Refresh Date: January 20, 2017 2:05:31 PM GHT-08:00

You can navigate through the various pages using the arrows to the right and left of the
page number.

Some of the reports will require you to respond to a
prompt before they will run. Double click on, W1004,

6.2 Prompts in a Canned Report

All Records by Enrollment in Other Services by
Category (by Selected Clinic). The prompt will
pop up on top of the empty report. You must
address each of the red arrows in the list at the top
of the pop-up.

Highlight Agency ID and then double click on

Prompts x

Reply o prompis before running the query.

B ~gency
»  Choose an Extract Date
»  Cinicid

Refresh Values %3

Agency ID

\

* | [Agency D LOV
126

Jaa -

[Enter your search pattern nere

your agency ID below. You will see the space for

agency ID will be filled in and a green check will

appear on the list in place of the red arrow.

Next highlight the Extract date and select the
date you wish to include from the list provided.

Do the same for the Clinic ID to select the clinic

you want to include in the report from the
dropdown list.

Once all of the items are checked, the Run
Query button will be activated (not grayed out)

and you will be able to select it to run the query.
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6.3 Report Results

Your report will be displayed and you can navigate through the various pages if there is
more than one.

—5
SAP BUSINESSOBJECTS INFOVIEW SAP BusinossObjets
&7 Home | Document List | Open - | Send To - Help | Preferences | About | Log Out
| Desktop Inteligence - WI004 Bxx
) Document - View ~ [ 15| 44| < © [[100%  |-[H 4[T_ |a+ b M | & Refresh Data |

Find
Find:
e o
Options
Report 1D: WI004 - .
Match whole word R pqm' 172012047 State of California
= un Date: California Department of Public Health - WIC Program
AT EED Data as of: 12/31/2016 . s .
Direction All Records by Enroliment in Other Services by Category (By Selected Clinic
. Local Agency: 126
@ up
@ Down
Participation Indicator: A
CLINIC 001
CATEGORY % of Category ~ FOOD_STAMPS % of Category ~ MEDI_CAL % of Category|
P 3% 107 19% 413 75%
N 7% 75 7% 233 85%
| 4% 217 16% 878 63%
c 10 % 1,520 HN% 3,348 91 %
B 6% 186 2% 725 B84 %
Clinic Total: T% 2105 H% 5,59 3%
Participation Indicator: E
CLINIC 001
‘ CATEGORY % of Category ~ FOOD_STAMPS MEDI_CAL % of Category]|
P 3% 13 26 72%
n o a7 & o
EEA") 3 sepore
Refresh Date: January 20, 2017 2:16:26 PM GMT-08:00

6.4 Multi-tab Report

Click on the first report on the canned reports list, BF Mismatch Report Agency. When
this report first opens you will see that the report is empty, without any data. Click on
Refresh All to populate the report with data. You will be prompted to select an extract
date before you can run the query.

—3
SAP BUSINESSOBJECTS INFOVIEW SAP BusinessObjects’
&} Home | Document List | Open ~ | Send To ~ Help | Preferences | About | Log Out
| Web Intelligence - BF Mismatch Report Agency o= x
¥ Document - View - | T3 | 44 [ o [[100% |- 4 41 |A rH | & Refresh All ~ | [ Track ¥y 9% | 6% | 9

Find -

Find:
[fyoe ]

Options.
Match whole word . .
Match case Agency Summary - Breastfeeding Mismatch
Direction
@ e
o Fully BF Mostly BF Some BF  |Total Total BF
@ Down Clinic MisMatch |MisMatch MisMatch |Mismatch |Mothers
Agency Total

Page 19 of 75



WIX Training

Once the report fills with data, notice the six tabs along the bottom of the report. This
one query was used to produce several different reports by displaying the breastfeeding
mismatch information in various ways. Click on each tab to study the reports.

SAP BUSINESSOBJECTS INFOVIEW -«

&
SAP BusinessObjects’
&7 Home | Document List | Open - | Send To - Help | Preferences | About | Log Out

Web Intelligence - BF Mismatch Report Agency

0OF x
9! Document + View - | 15 [ 24 | @ ° [ ]na 2 Refresh All ~ | [ Track ¥ 9 | 62 |
Find -
Find.
Type yo Find Next
Options.
[E] Match whole word i i
[E] Match case Agency Summary - Breastfeeding Mismatch Extract Date: 127312016
Direction
@ u
~ " Fully BF Mostly BF Some BF  |Total Total BF
@ Down Clinic MisMatch |MisMatch MisMatch |Mismatch |Mothers
001 SANTA ROSA WIC CLINIC 15 12 42 69 747 E
002 SONOMA WALLEY HEATH CENTER#002 1 2 2 5 29
003 PETALUMA CLINIC 3 3 2 8 143
008 GUERNEVILLE WIC 0 0 0 0 7
Agency Total 19 17 48 & 992
"
EH P U] =) o mismaton summary TS e e e e

Refresh Date: 1/20/2017 2:46:17 PM GMT-08:00

6.5 Saving, viewing, printing, and searching your report

In the upper left side of your

screen, there are options for SAP BUSINESSOBJECTS INFOVIEW
Sa.Ving, VieWing, pl’inting and &} Home | Document List | Open ~ | Send To -
searching your report. Desktop Intelligence - WI004
2] Document » View - | T3 | 33 - 11

Under Document are the optionsto | SAP BUSINESSOBJECTS INFOVIEW
Close the report or to Save to my

] @ Home Document List | Open - | Send To -
computer as either Excel, PDF or

) Desktop Intelligence - WIDD4

CSV. Try this now and save the &) Document| - | view - | 15 | 48 o e |k <1 |n

report as an Excel spreadsheet. — _
Save to my computer as » Excel
Save report to my computer as 3 FDF

. . . Options csv
The next option in the upper left is |I Data
. . . 3 Home | Document List | Open -
View. Click on the drop down arrow to see the options for how the

(2] Document « view |~ || 15|

User Fromgt Input|

(7] Advancsd
14 PDOF mode

Agency ID B

380 [V LeftPanel
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report is displayed on your screen. The report starts displayed in Page mode. Try
changing it to Draft mode and then to PDF mode. Change it back to Page mode by
pressing View in HTML format in the upper left of the PDF view.

Un-checking the Left Panel box will remove the panel along the left side panel of the
display. Un-checking the Status Bar box will delete the status bar along the bottom of
the page. Just recheck the box to display them again.

i Click on the printer icon to export the report to PDF for printing. Once you export
B the report to PDF, you can print it just like any other document.

SAP BUSINESSOBJECTS INFOVIEW

The next icon opens the find panel on the left and
allows you to find text in the tables and cells on this S ot e
page. You can type in a letter, number, word or
phrase and locate it wherever it appears on that page. Do this |~ 1 0 1]

in draft mode to search the whole document.

Participation Indicator: #

"9 '}' The next icons are two arrows that allow you to undo or redo the previous
actions.

Next is a white box with a percent. Clicking the arrow shows a drop down list in various
increments ranging from 10% to 500%. This lets you zoom in or out on the report by
changing its size on the screen. You can also type in any number between 1% and
500% if you want a more precise size for viewing.

The next white box tells you the page number. You can type
in a page number and press Enter to go directly to the M 4|3 3+ ¢ K
desired page, or use the arrows to navigate forward or
backward through the pages.

= - At the bottom of the left panel are three icons that select what is seen in
1 B the left panel of the report.

e The first, Navigation Map, will show the detail for various fields of the report and
how it is organized.

e The second is User Prompt Input and will show you the prompts you selected when
the report was run.

e The third brings up the Find panel that allows you to find a letter, word, number or
phrase anywhere on the page just like the one above.

6.5.1 Inbox

Page 21 of 75



WIX Training

Inbox is where you will receive reports sent to you by other WIX users, either within
your own agency, from other local agencies or from the State.

6.5.2 My Favorites

My Favorites is your personal file area where you will save queries that you create or
that you receive from other users in your Inbox.

6.5.2.1 Create Folders in My Favorites

You can create new folders within My Favorites to organize your queries the way you
want. This can be done either before or after you save the query. Let's prepare a folder
where you can save the queries you create during this training.

e Go to the Document List and highlight the My Favorites folder in navigation
panel.

Create Folder

e Click the New button on the Navigation
Bar and select Folder from the drop-

down list. EI Canl:ell

The Create Folder pop-up opens in the workspace panel.

Enter a new folder name: [Training |

e Type in the folder name you wish to create. Create a new folder in your My
Favorites and name it Training.

e Click OK and the new folder will appear in the Navigation Panel as a subfolder
in My Favorites.

7  Creating Reports with Web Intelligence

The reporting function in Web Intelligence allows you to put together an ad hoc report
quite easily. This reporting tool provides user-friendly access to the vast amounts of
available the WIC MIS database.

7.1 Getting to Web Intelligence
To get to the Web Intelligence Document screen from the WIX Home Screen

e Click on Reporting
e Click on Document List
e Select New from the menu across the upper left
e Select Web Intelligence Document.
This brings you to the list of universes and their descriptions.
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7.2 Data Universes

The reporting data fields have been organized into groups called universes. The names
of the universes available are listed on the screen below. More universes of data may
be added and others may be deleted as WIX is developed.

SAP BUSINESSOBJECTS INFOVIEW SAPBusmes.iDb;sc:s

7 Home | Document List | Open ~ | Send To - Help = Preferences About | Log Qut

Web Intelligence Document - New Document Of.x

0O Universe = Description Owner Folder
Agency Snapshot Universe A 'Snapshot' of WIC MIS Individual and Family data taken on the last day of each month. bodpalms JUniverses
Breastfeeding Summary Breastfeeding summary reporting universe hdefrei JUniverses
Combination Feeding Summary Combination summary reporting universe Administrator  /Universes
Participation Universe Participation Universe hdefrei JUniverses
Summarized WIC MIS Information Summary tables universe. This universe contains multiple summary tables. Each report must be created from a single folder. bodpalms JUniverses
Unissued Prescription Detail Unissued Prescription Detail Universe hdefrei [Universes
WIC MIS Reporting Information Contains WIC MIS working active data bodpalms JUniverses

Take some time to explore each universe. When you create Tip: While you must

an ad hoc report, you will be creating it from within one or specify a universe when
more of these universes. It is important to learn what fields you Createtallne,tw Oﬁport,
. . . . . you are not limited to a
and what type of information you can find in each universe single universe and can
so you will know which one to use when you want to retrieve create reports querying
information. from multiple universes.

The Agency Snapshot Universe contains snapshots of specific information from WIC
MIS individual and family records taken after the close of business on the last day of
each month. These data snapshots are available for the 13 most recent extract dates
for all fields. Even though you will see older extract dates listed, the data is no longer
available in WIX. None of the fields is updated after the snapshot is taken. This universe
contains many useful data fields not found in the other universes and allows you to
monitor changes over time. Reports will retrieve data on All Records unless you
specify which records you want. Note that there are four category specific folders,
Prenatal, Postpartum, Infant, and Child. Iltems from one these four folders cannot be
combined in the same query with items from another one of these four folders.

The Breastfeeding Summary universe contains information on the infant feeding
choice for only the infants who were 2, 4, 6 and 11 months old during the prescription
month. Information is available back to April 2004 and a new prescription month is
added on the 2nd of each month. Feeding choice is based on the packet type issued so
the records counted are Certified Participants Issue FlI.

The Combination Feeding Summary universe contains information only on the
combination fed infants who were 2, 4, 6, and 11 months old during the prescription
month. Information is available back to April 2004 and a new prescription month is
added on the 2nd of each month. Feeding choice is based on the packet type issued so
the records counted are Certified Participants Issue Fl.
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The Participation Universe has the same information as Participation Summary I, the
first folder of the Summarized WIC MIS Information universe. It has most of the same
data elements, except that it contains data for the racial ethnic categories. It does not
have the predefined conditions for current month and last month, or the sort number for
category. Information in this universe goes back in time to January 2003. The
participation count is updated through close of business the previous day. Only
participants who received FlIs are included so the records counted are Certified
Participants Issue Fl.

Summarized WIC MIS Information contains folders with counts of various parameters,
for example, participation counts or counts of exclusively breastfeeding women for any
given month. Details about specific individuals, families or risk codes are not available in
this universe. The first folder, Participation Summary | is updated daily at close of
business and goes back in time to January 2005. Participation Summary Il is updated on
the 2" of each month and goes back in time to May 1997. The Priority by Category
folder goes back to January 1996 and is updated on the 5th of each month.

The Ethnicity by Category folder also goes back to January 1996. It is based on old
racial ethnic categories and will return accurate data only through April 2005. The
Vaccination Aggregate folder is used only if your agency uses this application is WIC
MIS. The Summarized WIC MIS Information universe is the only universe where objects
from different folders cannot be combined in the same query. Each query must be
created with objects in a single folder.

The Unissued Prescription Detail universe contains the fields needed to identify
individuals and families who have not received food instruments for the current
prescription month. It can be used to prepare a list, with the family name, phone number
and address so that WIC staff can contact the families for follow up. Because it is based
on the food prescription, this universe has only certified individuals who have a valid
prescription for the current month. It will not identify missed appointments for
enrollments, those past their cert end date, or certified participants without a valid
prescription for the current month. The appointment dates and the unissued counts are
updated nightly.

The WIC MIS Reporting Information universe contains specific detail on individuals
and families from the current active WIC MIS record. The WIC MIS Reporting
Information universe gives you the option of the two most recent monthly extracts to
report against. The extract is done after close of business on the second of each month
and is available on the third. Family information and some individual information are
updated throughout the day several times per hour, so this universe has the most up to
date name, address, phone number, and/or appointment date. Although many fields in
the WIC MIS Reporting Information universe are updated regularly throughout the day,
only records that existed on the extract date will be found. Information about new
enroliments during the month will not be available in this universe until after the next
extract date. The various counts available require that you choose whether you want All
Records, Certified Participants, Certified Participants Issued FI or expired records.
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Web Intelligence — Features, Functions and Navigation

Before we launch into how to create an actual report, let’s take a look at some basic
components and navigation standards of this reporting tool. From the universe list,
select the Summarized WIC MIS Information universe.

Do you want to run this application?

When you first open a universe, you may see
this pop-up window asking if you want to run e o
the Java appllcatlon Just Check the box for information at risk. Run this application only iF you trust the location and publisher above.

“DO I"IOt ShOW thls agaln . » and CIiCleJn/vDunutshowﬂusagamfw apps from the publisher and location abovel
Y o romoten

S

‘ﬁ) Publisher: SAP AG
—_— Location:  https: /fwix.ca.gov

o)

The following screen is displayed. Note that this screen is divided into three sections;

the Objects list on the left, Result Objects and Query Filters. The default display
shows the first folder open, with the data objects listed as shown below.

7.2.1 Objects List
The Object list is in the column on the left of the screen. On the Data tab, there are

—
SAP BUSINESSOBJECTS INFOVIEW SAP&usmessObk::w
$ Home | Document List | Open - | Send To - Help | Preferences | About | Log Out
New Web Inteligence Document -
1 M - | @ B~ |7 edit Query| 3 Edit Report = RunQuery BF| @) | @ -

| = (1 Add Query | | ET
Data | Properties Result Objects
# - || Toinclude data in the repart, select objects in the Data tab and drag them here, Click Run Query ta retum the data ta the repart,
=7 Summarized WIC MIS Information
=7 Participation Summary T
Agency ID
- Agency Name
Clinic ID
~ @ Clinic Name
~# Category
Sort Nbr
~ ¥ Food Packet 1D (2 Char)
~ 1 Food Packet ID (3 Char)
Food Packet ID (4 Char)
-~ Priority
FlIssue Date
Valid Start Date
Filt: 7=l |
~# Valid Start Date - Year Month ieryler
Age Range To filter the query, drag predefined filters here or drag objects here then use the Filter Editor ta define custarn filters,
~ @ Racial Ethnic
< Participation Count
¢ Current Manth
= Last Menth
Participation Summary T
Priarity by Category
Ethnicity by Category
Vaccination Aggregate
@ Display by objects
") Display by hierarchies
(7 Query1 4B

folders that contain the data objects available to place in the Result Objects and the

Query Filters sections.
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The Summarized WIC MIS Information universe contains five folders. Use the mouse
curser to hover over any of the folders or objects in the list to show a brief description of
the data object or the contents of the folder

New Web Inteligence Uocument

i ~ ||(%] Edit Query| (2 Edit Report
G E | B add ey | D 8 Hover over Participation Summary | and read the

= e " description. Then hover on Participation Summary Il to
| e see the difference.

Vaccinsion Agareqatd Contane summarzed dta n You will note that Participation Summary | is updated

'WIC individuals who were
fseusaoog memuments fom based upon food instruments issued as of the close of
close of business yesterday.

Loca ageney sat il be business yesterday while Participation Summary Il is

restricted to their own agency's

summarized participation data | updated monthly.

MA o Gl

Open the first folder and highlight some of the data objects to Tip: Click on the plus

read the description. Each folder contains various data objects sign next to the folder
available to place into the Result Objects section. You just drag to open it. Click on
and drop or double click on an object to place it in the desired the minus sign next

to an open folder to
area. close it.

There is an icon in front of each folder or object that tells you what it is, a folder,
attribute or a measure. The icons with their associated description are shown below.

Folders: Folders contain related data objects or subfolders.
Within each folder, there are two object types:
Attributes or labels
EZ Measures of data (counts)

In the Summarized WIC MIS Information universe, you can use data objects from only
one folder at a time to create a report. If you select data objects from two or more

folders, the system will give you this error message and e -
the report will not run. Don’t be afraid to try it and see Query - Smmarized WIC M formation
what happens so you will recognize the problem if you do e

it later by mistake. In all of the other universes with more et (Ero WIS 0012

than one folder you can combine information from different Hep

folders into the same report.

Let’s look at the object list in a different universe. Go back to the universe list by
clicking on the back arrow or clicking on Document List and then New, and selecting
Web Intelligence Document. Select the WIC MIS Reporting Information universe
from the list.

The following screen is displayed with the first folder, Individual Information, open.
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SAP BUSINESSOBJECTS INFOVIEW

\Vj Home | Document List | Open - | Send To -

[]
SAP BusinessObjects:

Help | Preferences | About | Log Out

HNew Web Intelligence Document
[ M -| & 8- |7 Edit Query| [ Edit Report
D[] G | (7 Add Query| | ER

Data | Properties Result Objects

F X

= RunQuery B| @) | @

# ~ || Toinclude data in the report, select objects in the Data tab and drag them here. Click Run Queryta return the dats to the report,

=17 WIC MIS Reporting Information
27 Individual Information

Period

Extract Date

Individual ID

Name

Agency 1D

ClinicID

Family ID

DOB

Age Years at Exract

Age Y¥-MM at Extract

Age Years Current

m

Age Y¥-MM Current
Racial Ethnic Query Fiters
Language Pref Tofilter the query, drag predefined filters here or drag objects here then use the Filter Editor to define custom filters.
Lenguage Description

Category

£DD

Cert Start Date

Cert End Date

Gender

Priority

Intervention Level

TANF Status

Food Stamp Status

Health Care

Families

Centified Participants

Certified Participants Issued FI

All Records i

@ Display by objects
Display by hierarchies

ELES.

The WIC MIS Reporting Information universe consists of four folders; Individual
Information, Family Information, Agency Information, and Clinic Information. In
this Universe, it is perfectly okay to select and mix objects from different folders in the

same query. In fact, you will often want to do this.

The first two folders in this universe contain subfolders to help
organize the large number of objects within this universe. Scroll
down to the bottom of the objects listing in the first folder and you
will see the view of the objects list to the right.

Open the Risk Information subfolder and a list of the data objects
within this subfolder is displayed as in the example below.

Mutrition Ed History
Mutrition Ed Plan
Prescription Information
Risk Informaticn

Risk Code

- Risk Date

Health Stats

Food Instruments

- Certified Participants

-7 Certified Participants with FI
b 7 Certified Darticinants Ma FT =

_

Similar to the data objects listed elsewhere, you can place data

New Web Intelligence Document
N | & H- [jJ Edit Query| (= Edit Rep
[ || 2 | 5 Add Query | | Em

Data | Properties !

Expired Records
Individual Name Details
Miscellaneous
Mutrition Ed History
Mutrition Ed Plan
Prescription Information
Risk Information
Health Stats
Food Instruments
- Certified Participants
v
" Certified Participants Mo FI
" Expired Records
¢ Prenatal Women r
(" Breastfeeding Women
" Nen-Breastfeeding Women
= All Women
= Infants
- Children
- Infants and Children
[+ Family Information
[+ Agency Information
-] Clinic Information =

e ]

m,

objects from subfolders, such as Risk Code and/or Risk Date, into the Result Objects

area when you want to include them in your report.

Go back to the Summarized WIC MIS Information universe and we will create a

simple query.
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7.2.2 Result Objects

The Result Objects area is where you

will place the data objects that you want |, e e ————
to see on the report you are creating. "N 4B Glikun ® we /
Just double click on the object or drag e 7

A - ClinicID | == Particpaticn Count

and drop to move it to the Result
Objects area. The data for each object
initially will be displayed in the order in
which it is placed in this area.

In the Summarized WIC MIS
Information universe, double click on
Clinic ID and then on Participation
Count.

Next, click on Run Query in the upper s

Display by hisarchies

right above the Result Objects area, fre=.
(see arrow).

Your report will look something like the example below.

SAP BUSINESSOBJECTS INFOVIEW

@ Home | Document List | Open ~ | Send To -

New Web Intelligence Document
M E ~| 53| # | E -~ | 3 Edit Query | [2) Edit Report i Refresh Data

Tk |9 A S BRI & % - | 1% - | [E £ View Structure
BZUA & ] £LNEEE|= - - |HH ¢
Data | Templates | Map | Properties | Input Cont..
Data a
=k Mew Web Intelligence Document
Clinic ID
Participation Count Re| ;ort Title
-
001 973,847
002 128,039
003 181,904
004 1
006 8,798

Arranged by: Alphabetic order = Ed Report 1 .
Tip: Always study the data

you get when you create a

You will see a participation count for each clinic in your new report. Does it make
agency. How does this report look? Do the counts seem right f:tzfﬁ';xgz‘; q\t’vﬁgftwc')'t
or are the numbers really high for your agency? Remember asked for, but did you ask

for what you wanted and

get what you expect? Just
Page 28 of 75 because a report runs and
returns data, doesn’t mean
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that in this universe the data goes way back in time. It has given you exactly what you
asked for, the total of all the participation for each clinic for all of the months in the
database. How do we get it to return something more useful, like the participation just
for last month?

Click on Edit Query in the top menu bar above the report. This will take you back to the
guery-building screen.

7.2.3 Query Filters

The third area of the query-building screen is Query Filters. Filters place limits on or
restrict the data objects in the report. The Query Filters section is where you place the
data objects you wish to limit. Any of the data objects from the objects list can also be
added to the Query Filters area.

Additionally, you may have noticed a different icon on the objects Tip: Predefined

list that looks like a small funnel. These are predefined filters. date-related filters
such as Last Month
Predefined filters make regular
monthly reports easy
to run.

For example, since you want a participation count only for last
month, drag the predefined filter for Last Month to the Query Filters area. In this
example, this is a predefined filter on the attribute Valid Start Date-Year Month. With
this object in the Query Filters area, the report will always retrieve data for the previous
month, so in future months you will not have to edit the query to change the date.

Here is an example of the query and the resulting report for participation count by clinic
for last month.

SAP BUSINESSOBJECTS INFOVIEW

&5 Home | Document List | Open - | Send To - SAP BUSINESSOBJECTS INFOVIEW
New Web Inteligence Document I
=, & | B - |00 it Quen| B Edit Report @Hnme Document List | Open - | Send To ~
is] (4 Add Query | | B2 New Web Intelligence Document
Bl Propetics Result Objects M & - || # | E -~ | (30 Edit Query| 2 Edit Report
i - ClinicID | |« Participation Count b wil fiy A -= A 5 s
B Summarize o WIC MIS Information Fl g Ak il2l 1% - | [E) [ View Structure
= Participation S 1
Sagago B7U|A -5 L =
Ageney Nam
aneo Data | Templates | Map | Properties | Input Cont..
Category Data R
Nb
Food Packet ID (2 Char) H =l New Web Intelligence Document
If there is not a " Feimen
Food Packet ID (4 Char) L. Participation Count R t Tt
predefined filter epert T
Query Fitters
th
that matches cinic o participation coun
oo 5,148
what you want, o s
Parti
i oy defi 003 974
oty by Coegory yOU can dertine
accination Aggregate

006 60

the filter yourself.
When you move
any object to the Query Filters area some
new fields appear. For example, let’'s get a count of just the women served last month.
Drag the object for Category into the Query Filters area. You will see the words In
List with a drop down list arrow, a blank space that you can type in, and then another
drop down menu to select from.
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Click on the arrow next to In List and you will see a list of options for the conditions you
can set. Choose the option you want by clicking its name on the list.

Equal to
Mot Equal te

Equal to is used when there is only one thing you want, such as

one specific clinic or category. Greater than

. . . Greater than or Equal to
In List is used when there are two or more things you want, such Less than
as clinic 001 and 002. Place a semi-colon between items in the Less than or Equal to
list but do not add a space between them. Between

Mot Between

Different from is used when there is only one thing you don’t In lst
want, such as all the clinics except (different from) 001. If‘“” list
Greater than, Greater than or Equal to, Less than, Less than Is ot null
or Equal to, Between and Not Between are used for numbers Matches pattern
and dates Different from pattern

Both
Except

Is null and Is not null are used for date fields. A null field is
blank. For example, use Exam Date Is not null if you want to include only those
participants with a date in the Exam Date field.

Matches pattern and Does not match pattern are used with “wild card” symbols.
Use _ for only 1 character, for example use the filter Matches pattern C_ to get all
two character food packet IDs for children. Use % for one or more characters, for

example to count attendance at each of your group classes without listing the four

digit code for each class, write the filter as Matches pattern G%.

Both is used when you want to query for participants who have two possible options
for an object, such as Risk code. For example, you can query for a list of
participants that have both anemia, B12, and underweight, A10.

Except works like Different from, but it takes longer to run. For this reason, using
Except is not recommended.

Note that when you choose options Between, Not Between and Both, two spaces will

appear where you can type in the two filter definitions.

Choose In List. In the white space that says Type a Constant, type in the categories
you want. Enter B;N;P to filter for only the women categories. Capitalize the letters and
put a semi-colon between them in the list. Do not put a space between items on the list.

Another way to do this after choosing In List is to click on the drop down menu next to
the space. You will see the options other than Type a Constant. Five options are

presented.
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vdnu udr vdie
Valid Start Date -°
Age Range
Racial Ethnic
Participation Cou
Current Menth
Last Month
Participation Summa
Pricrity by Category
Ethnicity by Category
Vaccination Aggregal ™
4 [T 3

oy
5
o
o

@ Display by objects

Query Filters
Current Maonth

Category Inlist , |B;N:P

w

e

)

Constant
Value(s) from list
Prompt

Result from another query

Display by hierarchies

Constant is used to type in a specific filter definition when you create the query, like
we just entered B;N;P.

Value(s) from list is used when you want to see a list of options to select from or
are not sure of the correct formatting. For Category this will bring up a list of all the
categories for participants in WIC MIS. The report will always show only the options
you choose. An advantage of choosing the values from a list option when it is
available is that you will make fewer mistakes. Your selection will be formatted
correctly and you will not be able to add more than one option when you choose
Equal to.

Prompt is used when you may want to run the same query for different options. You
will be prompted to select your choice from the values list every time the query runs.
This is useful for reports that you will run over again every day or every month. You

can enter the condition when the report runs without having to go to the Edit Query

screen to change it. This way you can easily use the same query to create reports

for different dates, risk codes, clinics, etc.

e Result from another query allows you to make a filter based on an object from
another query in a document with multiple queries.

e Object from this query allows you to make a filter based on another object in the

same query.

Click on Value(s) from list. The List of
Values pop-up will appear. Double click on
the B, N and P to move them to the Select
Category(s) section. Then click OK. This
will type in the selected categories in the
correct format for you.

Click on Run Query. Below is the same
report with the participation counts for last
month. Only the women are counted, but
note that since we did not put category in the
Result Objects area, the report is not
displayed by category.

| [ List of Values

Al /¥ Select Category(sk: B:N:P

Type a value Select Category(s):

B

Refresh values == N

Category P

-

Last Refresh Date: June 28, 2012 5:17:02 PM G...
-
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SAP BUSINESSOBJECTS INFOVIEW SAP Business Objorts
&7 Home | Document List | Open - | Send To - Help | Preferences | About | Log Out
New Web Inteligence Document i
0 E +| &S| # | E - | (1 edit Query|[3) Edit Report 2 Refresh Data =X | [ Track T 9| B | 88| % | Q orin il | @ | @
ol | 9 A S =E| &l & - | & - | [E] £ View Structure 100% ~ | PageM 4|1 [P M
BZUA D -|F £ = Ml &
Dats | Templates | Map | Properties | Input Cont.. -
Data 7
= New Web Intelligence Document
Clinic ID
Participation Count Report Title
ciicio ____|paricpation coun
001 1,256
002 133
003 235
006 14
« m v
Arranged by: Alphabetic order ~ ¥ Report 1 q4p B

Open the Agency Snapshot Universe and explore the different folders, data objects,
measures (counts), and predefined filters available. This universe has a long list of
folders. Other than the four category specific folders, objects from different folders can
be used in the same report.

Explore the other universes.

The Breastfeeding Summary, Combination Feeding Summary, Participation
Universe, and the Unissued Prescription Detail universe each contain only one folder
of data objects.

8 How to Design and Create Reports

8.1 Define the Question

All reports that you generate will begin with a question. You will often hear the words
guery and report used interchangeably. But there is a difference. Query is just another
word for question. The report you will generate from a query is the answer to the
question.

Clearly defining the question is the first and most crucial step to create a successful
guery that will generate a report and accurately provide the information you seek. In
general, you should ask yourself: “What data am | trying to gather?” It is from this
guestion that all other considerations will follow, including:
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e Which Universe(s) to use

e Which Result Objects to select

e What filters to apply

e How the data should be presented

Asking the question begins a methodical approach to report building. This involves
taking a program need for information -- for example, “How many of our infants are
breastfeeding?” -- and breaking it into objective, quantifiable fields in the WIX database
such as feeding choice, age, the month/year the food packet was issued, and a count of
participation. A step-by-step system of definition, refinement, and confirmation of
results will aid you in report building and in using the WIC MIS data from the WIX
database to meet the information needs of your county or local agency.

Let’s start with this question: How many infants and what percentage, by age in
months, were exclusively breastfeeding, combo-feeding or formula feeding in
your local agency last month?

8.2 Design the Query

8.2.1 Step 1: Choose the Universe

Where will you start? What universe will you use? Which folder will you use?

Remember that for this query you are looking for counts and not individual detailed
information about the infants.

You have probably guessed that you want to select either the Breastfeeding Universe,
the Participation Universe or the Summarized WIC MIS Information universe.

e Breastfeeding Universe: While this seems like the obvious choice, we can rule it
out because the Breastfeeding Universe only includes the 2, 4, 6, and 11-month-old
infants and we want all of the infants.

e Summarized WIC MIS Information: This one will work, and an advantage is that it
has the predefined filter for Last Month.

e The Participation Universe also has all of the fields we need except the predefined
filter for Last Month. But let’s select this one so we can practice writing the filter to
get the data just for last month.

Selecting the universe will bring you to the New Web Intelligence Document screen
with the Participation older open. This is the starting point for the query.
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SAP BUSINESSOBJECTS INFOVIEW SAP Business Objects
\VJ Home | Document List | Open ~ | Send To ~ Help | Preferences | About | Log Out
liew Web Inteligence Document F X
i} & | B~ || Edit Query| 2 Edit Report 7 Run Query

A (7 Add Query| | ED

Data | Properties Result Objects
B+ || Toinclude data in the report, select abjects in the Data tab and drag them here. Click Run Queryto return the datato the raport.
SR PammEatmn Universe
AgencyID
+ @ Clinic ID
Racial/Ethnic
+ 1 Racial/Ethnic Desc
Reporting Race
- # Reporting Race Desc
Food Packet ID (2 characters)
+ 1 Food Packet ID (3 characters)
Food Packet ID (4 characters)
~# Category
Priority
o # lssue Date Query Fiters B e
Valid Start Date
e Valid Start Date Month/Vear Tofiterthe queny, drag predefined filters here or drag objects here then use the Filker Editor to define custorn filkers,
1 AgeRange
w i Participation Count
@ Display by objects
Display by hierarchies
(] Query1 v e

Discussions. =3

You are ready to drag and drop data elements from the objects list into the Result
Objects area and the Query Filters section to create the basis of your report.

8.2.2 Step 2: Select the Objects

To answer the question above, there are four objects that you will need in your report.
As you analyze the question, figure out which objects to select.

Tip: Only the
. ) objects placed in
e You want to know about infants by age in months, therefore, the Results Object
you want to drag and drop the Age Range object to the section will be
. available to appear
Result Objects. in the report.

e You want to know the feeding method. This is determined by
the type of food packet issued. Just the first two characters are needed to indicate
the feeding method. Therefore, drag and drop the object Food Packet ID (2 Char),
which for infants will return 1B, IC, IF, and IT.

e You want to know how many infants received the various food packets, so you must
select a measure or count. Drag and drop the object for Participation Count into
the Result Objects area.

e You want the information for last month, so select Valid Start Date Month/Year and
drag this object to the Result Objects area. Be careful not to choose Valid Start
Date because that will list each date during the month separately.
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SAP BUSINESSOBJECTS INFOVIEW SAPBusinessOocts
&7 Home | Document List | Open ~ | Send To - Help | Preferences = About = Log Out

New Web Inteligence Document F X
OB - @) Bl | edit Query [3 Edit Report & Run Query | @

i (1 Add Query| @ | ED
Data | Properties Result Objects 7

# - ||| #AgeRange | # Food PacketID (2 characters) ** Participation Count | # Valid Start Date MonthyYear

-7 Participation Universe

B Participation
~# AgencylD

=@ ClinicID

+ @ Racial/Ethnic
Racial/Ethnic Desc
Reporting Race

- Reporting Race Desc

+ ' Food Packet ID (2 characters)

+ ' Food Packet ID (3 characters)
Food Packet ID {4 characters)
Category
Priority

- Issue Date

- Valid Start Date

- Tofilter the query, drag predefined filters here or drag objects hers then wse the Filter Editor to define custon filters.
Age Range
Participation Count

Query Filters B

©) Display by objects
Display by hierarchies

DJQneryl 4 v E

Discussions =3

If you were to run the query now, you would get all the age ranges in the database, all
of the various 2-character food package IDs, all of the months in the database, and a
count of all the women, infants and children for each month, food package ID, and age
range.

The next step is to restrict the information you ask for to just infants and for just last
month,.

8.2.3 Step 3: Apply Filters

You apply filters to a query in order to limit the results to the information you want. In
this example, there are two filters to apply to the query. You want information only on
infant food packets and you want the count only for last month.

Since you are interested in the information for the infants you must tell the query to look

only for participants in the category called Infant. Drag and drop the Category object
into Query Filters area, as shown in the example on the next page, for the first filter.
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SAP BUSINESSOBJECTS INFOVIEW

@ Home = Document List | Open -  Send To -
New Web Intellicence Document

O M - | - || edit Query| @ Edit Report

@ 5 | 3 Add Query| | BB

Data | Properties Result Objects

—9’
SAP BusinessObjects

Help = Preferences = About | Log Out

* X

& RunQuery 2| @ | @ ~

X R

i - Age Range| |  Food Packet ID (2 characters) |« Participation Count

-7 Participation Universe
1 Participation
- # AgencyID
Clinic ID
- # Racial/Ethnic
Racial/Ethnic Dese
- # Reporting Race
Reporting Race Desc
- # Food Packet ID (2 characters)
Food Packet ID (3 characters)

Walid Start Date Month/Vear

- # Food Packet ID (4 characters)

Category Query Filters
- # Priority
Issue Date

Category Equalto .
- # Valid Start Date

Valid Start Date Month/Year
« # AgeRange
Participation Count

@ Display by objects
©) Display by hierarchies

(1 Query 1

=

X R

e

Once you drag the Category object over to the Query Filters area, the space for you to
define the filter appears. The default selection is In List. Click on the drop down menu
arrow beside In List and you will see a list of options, as shown below.

@ Home | Document List | Open ~ | Send To -

New Web Intelliagence Document
[ M -| &) B - ||5 Edit Query| [ Edit Report

E|E 7 | §F Add Query| | E2

Help Preferences About Log Qut

F X

Data | Properties Result Objects e
# ~ | AgeRange Food PacketID (2 charscters] - Participstion Count  Valid Start Date Month/Vear
-7 Participation Universe
EH= Participation
. # AgencyD
prisich Query Filters BA A X R
~ # Racial/Ethnic =
Roctal Bt Dase Category Equalto . |Type s constant |[i2)
- # Reporting Race Equalto
- # Reporting Race Desc
Mot Equal t
Food Packet ID (2 characters) ot Equalto
- ¥ Food Packet ID (3 characters) Greater than
Food Packet ID (4 characters) Greater than or Equal to
- Cat
p::r?t;"’ Less than
« # Issue Date Less than or Equal to
Valid Start Date o
BN Viic Start Date Month/Year
- Age Range Mot Between
Participation Count In list
Nt i list
s null
@ Display by objects —
() Display by hierarchies Matches pattern
& querr 1 Different from pattern i a
Both
Last Refresh Date: July 17, 2012 417:42 PM GMT-07:00
Bxcept

In this example, select Equal to, since there is only
one category you want. Make the Category equal
to infants by typing a capital | in the white text box
that says Type a constant. Once you type in the

Query Filters

Category Equalto , [l

desired category, the first query filter is complete and will look like the view to the right.

Can you think of other objects to use instead of category to filter information just for

infants? Often there is more than one way to set a filter.
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For the second filter to this query you want just the information for food packets issued
for last month. Look at the objects list and find the one called Valid Start Date
Month/Year. Drag and drop it into the Query Filters area.

While the object is highlighted, place the mouse cursor over the object until you see the
description pop-up. Note that the description reads, “Prescription month and year in
YYYYMM format.” When you define the filter, you must write the month you want in that

exact

format.

SAP BUSINESSOBJECTS INFOVIEW

@ Home = Document List | Open -  Send To -

New Web Intellicence Document
~ ||(% Edit Query|[2 Edit Report

DM - &

] (3 Add Query | P |

Data | Properties

Result Objects

~9’
SAP BusinessObjects

Help = Preferences = About | Log Out
X

2 Run Query :X| @

X

i - Age Range| |  Food Packet ID (2 characters) | Participation Count

w4 Participation Count

=7 Participation Universe
- Participation

Agency 1D
Clinic ID
Racial/Ethnic

+ ¥ Racial/Ethnic Desc

Reporting Race

~ # Reporting Race Desc

Food Packet ID (2 characters)

~ # Food Packet ID (3 characters)

Food Packet ID (4 characters)

~ # Category

Priority

~ # Issue Date

Valid Start Date

pllll V' 2lid Start Date Month/Year

Age Range

Valid Start Date Month/Year

Query Filters
Category Equalto . [Types constent [[F5]

Valid Start Date Month/Year Inlist , |Typea constant

@ Display by
Display by

(7 Query

objects

Valid Start Date Month/Year A/

Type:string

Prescription month and year in
YYYYMK format

hierarchies

1

EIEES

Because you want data for just one month, choose Equal to. Go to the next drop-down
list to the right of the Type a Constant space. From the drop down list choose Prompt.
You will see that Enter Valid Start Date Month/Year is now written in the white box.

Wait! You will not type in the date yet. When you choose Prompt, whenever you run
the query you will be prompted to add the date you want. This way you can use this
same query to get the infant feeding rate for whatever month you want in the past and
also use it for future months without having to edit the query.

To help you remember the correct date format for this universe, you can add a
reminder. For example, type in “as YYYYMM?” after the word Year so that it now reads

Enter Valid Start Date Month/Year as YYYYMM:

Your query filter should look like the example below.

Query Filters

Category Equalto . |l

(T

-

—

Valid Start Date Month/Year Equalto , |Enter Valid Start Date Month/Year as YYYYIMM: & E
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You have now finished applying the filters to restrict the data in this query to infant
participants and to be prompted to add in the month in the correct format when you run

the query.

/Tip: When using query filters:

sure.

.

1. All constants are case sensitive and all letters need to be capitalized. Remember you are looking
for information from WIC MIS and WIC MIS has only capital letters.
2. Equal To is used for one constant.
3. In List is used for more than one constant. When entering more than one constant, separate them
with a semicolon (;). For example, if you want the two categories, Pregnant and Breastfeeding,
type P;B. Do not put a space between them.
4. For dates, separate the month, day, and year with either a hyphen (-) or a forward slash (/).
October 5, 2012 can be either 10-5-2012 or 10/5/2012. Be sure to include the full four-digit year.
5. Format the filter the way it will appear on the report. Check the object description if you are not

6. When using a Prompt in a query filter, you can add or delete words to the enter instructions in the
white box. For example, to remind yourself of the correct date format you can type in YYYYMM.

8.2.4 Step 4: Run the Query

Click on the Run Query button in the upper right of the screen. The Prompts window
will appear with the instruction to Enter Valid Start Date Month/Year as YYYYMM.
Type in the date for last month in the space provided, for example 201206 for June
2012. Click Run Query. In a few seconds the report will appear as shown below.

SAP BUSINESSOBJECTS INFOVIEW

@Hnme Document List | Open ~ | Send

@
SAP BusinessObjects’

Help | Preferences | About | Log Out

New Web Inteligence Document
M &l || | E - | & edit Query | [#) Edit Report
4 0

o |9 O/ =) 8l

Data | Templates | Map | Properties | Input Cont..
Data a

B 7 UA - & L

= New Web Intelligence Document
- # AgeRange
Food Packet ID (2 characters)
Valid Start Date Month/Year
Participation Count

Arranged by: Alphabetic order -

Report Title

1M00=01
1M00=01
1M00=01
1M00=01
1101=02
M01<02
M01=02
1101=02
M02<03
1102=03
M02<03
M02=03
1M03=04
M03=04
1103=04
M03=04
1104=05

=7 Report 1

ood Packet ID (2 ¢
B

' Refresh Data

X | [ Track 1

66 201612
1201612
16 201612
1201612
70201612
11201612
21201612
7 201612
49 201612
24201612
42201612
5201612
41201612
25201612
45 201612
10201612
40 201612
m
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8.2.5 Step 5: Format the Report

This report has great information but it is difficult to read because some of the column
information is redundant. The ages are repeated for each packet type, packet types are
repeated for different ages and the month is repeated in every row. The report is also
not visible on one page. Reformatting the report can make it more readable.

8.2.5.1 Create a Section

First, let's move the Valid Start Date Month/Year up to the top of the report. In the
Data tab of the left panel of the screen, highlight the object and drag it to the space
between the report title and the top of the report. You will see a message that says,
“Drop here to create a section” when you hit the right spot. This makes a heading with
the year and month for this report. Then delete the date column from the report. You

can also just drag and drop the column heading from the report to this position to move
it and create a section.

@Hnme Document List | Open » | Send To -

HNew Web Intelligence Document

O E - | 3| #f | B~ | (3 edit Query | [2) Edit Report ' Refresh Data =% | [ Track T Ty| !

i | 9 A cE| & & - | m . |3 View Structure
B I U A & L - IE=E=E==-|E5H-<
Data | Templates | Map | Properties | Input Cont..
Data B
=1 New Web Intelligence Document
: Age Range
Food Packet ID (2 characters)
Valid Start Date Month/Year Report Title

Participation Count
‘alid Start Date Month/Year

(AUE range rova Packet ID (2 gParticipation CouniValid Start Date M

Moo=01 1B 66 201612
Moo=01 IC 1201612
Mo0=01 IF 16 201612

In this example for December 2016, the date 201612 is now at the top of the report. If
the report had more than one month, creating a section would break the report into a
separate table or section for each month.
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SAP BUSINESSOBJECTS INFOVIEW

\Vj Home | Document List | Open » | Send To -

HNew Web Inteligence Document
[ &l -| 5| # | E - | & edit Query | [2) Edit Report
vk el |9 A SE|EL - E | | W | TR - | [E) B View Structure
B 7rU|A & Y 4 =sE==|==-|5H ¢

Data | Templates | Map | Properties | Input Cont..

Data 7
= Mew Web Intelligence Document
Age Range
+ Food Packet ID (2 characters)
+ Valid Start Date Month,Year | Report Title

Participation Count
201612
1100<01 1B 86
1M00<01 IC 1
1M00=01 IF 16
1M00=01 10 1
1M01=02 B T0

8.2.5.2 Create a Crosstab Report

A crosstab with rows and columns will display the data in a more readable format. When
designing a crosstab, it is generally recommended to put the object with the longer list
of data on the left side (row headings) and the object with the shorter list of data across
the top, (column headings).

HNew Web Intelligence Document
[ & +| @S| 88| E -~ | 7 Edit Query| = Edit Report

To create a crosstab, go to the Templates tab in the T

left panel of your screen, as seen to the right. Drag B 7UA- &

the object Crosstab and drop it on top of the report. Dota. Termplates | Map | Properies | Input Cont.

This will convert the table to a crosstab. You may S — .

need to drag and drop the objects on the report and = Bepert

move them around to get them displayed exactly the L 3;;@73@'&/

way you want. £ Crosstoh %
Moo=

The same information is displayed as a crosstab in the Moo<

example below. You can see all of the information at o

once and the report is a lot easier to understand. ] Fres-Stonding Cele o<
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8.2.5.3 Add Totals and Percentages

When you make a crosstab, you will usually want to have totals and/or percentages for
each column or row. Highlight the data area of the report. This activates the sum icon.
Click on the sum symbol (3) along the upper left of the screen. You will see a drop
down menu of options, including Insert Sum, Count, Average, Minimum, Maximum,
and Percentage.

—
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Click on Insert Sum to add row and column totals to your report.

—

SAP BUSINESSOBJECTS INFOVIEW AP BusinessObjotts
&7 Home | Document List | Open ~ | Send To - Help | Preferences | About | Log Out
New Web Intelligence Document * X
0 E -S| #h| B - | (0 edit Query|[2) Edit Report & Refresh Data =X | [ Track T 9| | 88| T | O Dt | @ | @ -

o |9 A gL - Y - |FE[8 5| E - T -] B~ | TR - | B P View Structure 100% ~ |PageH 4|1 [P M
Arial -9 ~-B I UA - % L EEE = === H ¢

Data-~ Templates | Map | Properties | Input Cont.. -
Templates a ]
E|--'|i;; Report Elements
- [#) Report
7 --;_ab:;rizunta\Tahle Report Title
-] Vertical Table
L =lCrosstab] 201612
-B- Form
m &6 1 16 1 84
70 1 21 7 109
49 24 42 5 120
Free-Standing Cells M 25 5 . 121
a0 21 51 ) 121
38 13 55 12 118 M
41 12 61 8 122
41 13 69 9 132
43 18 59 10 130
m 36 1 67 4 112
woetn | 5 9 7 ‘ 2
33 9 56 8 3 109
7 1 1 3 40 62
Sum: 549 168 624 20 43 1,474
< m 3 )
|57 Report 1 46 E

Click on Percentage to add percentages to the report. Percentages will be added both
across and down the report.

e By row, going across, the report shows the percentage of infants within each age
that got each packet type, for example, the percentage of 2-month-olds that were
breastfeeding, combo and formula feeding. This is the information you want.

e By column, going down, it shows the percentage of infants within each packet type
who are in each age range, for example, the percentage of breastfeeding infants
that were 2 months old, 3 months old, etc. This reflects the relative number of
babies in each age group not the feeding method and is irrelevant.

Since you only want the percentage by packet type (across), remove the columns that
show the percentage of each age. Highlight a Percentage column, right click your
mouse, choose Remove, and then Remove Column. This makes the report easier to
read and interpret.
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SAP BUSINESSOBJECTS INFOVIEW

#7 Home | Document List | Open ~ | Send To -

—

&
‘SAP Business Objects

Help | Preferences | About | Log Out

HNew Web Intelligence Document

S

DE -S| ) E‘lEEd\tQuery‘@ EdrtReport|

' Refrash Data =X | [ Track T | W | 9E| % | Q orin b | @ | @ -

IBohf |9 O A|@ Y [T - - | |- B EP View Structure [ 0% v |lpage M4 D[]
i B/UA -3 L-E=s=5==-1E0<}
Data Templates | Map | Properties | Input Cont.. | -
: Templates n Report Title
=-[la} Report Elements T
~[& Report
£ Tables 201612
- Vertical Table
Fifc oot movcor | s 1 s 1 s
=
S Eh F:"’” 78.57% 1.19% 19.05% 1.19%
arts
M01<02 70 1 21 7 109 L
54.22% 10.08% 19.27% 5.42% 1
M02<03 49 24 42 5 120
Free-Standing Cells 4083% 20.00% 25.00% 417%
M03<04 4 25 45 10 121
33.88% 20.66% 37.19% 2.26%
M04<05 40 21 51 3 121 L
3308% 17.36% 4215% 7.44%
M05<06 38 13 55 12 11e
3220% 11.02% 46.61% 10.17%
a 2 o s 2
3361% 9.84% 50.00% 6.56%
B 13 & s 2
31.06% 2.85% 5227% 5.82%
M08<09 43 18 59 10 130
percentase | 33.08% 13.85% 45.38% 7.69% 2
‘ 1 b
[ Report 1 ] N

You can experiment to see what your report looks like by putting different data objects

into a cross tab table.

8.2.5.4 Add aTitle

To add a title to your report, double click on Report Title at the top of your report. A text
box will appear where you can type in the title you want.

nfant Feeding Rates

201612

R N "
66 1 16 1

8.2.6 Step 6: Save the Query and Report
Click on the Save icon in the upper left corner of the screen.

e Choose Save as to s

ave your queries to your My Favorites folder.

sSum:

84

e Choose Save to My Computer As to save your reports to your personal computer

or network drive. Reports can be saved as Excel, PDF or CSV. Be careful when
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downloading and saving a report that contains identifying participant information. To
avoid compromising participant confidentiality, always save these reports to a secure
network drive.

(3 eps:/wha.cagov/InfcViewhpp ating i ptparameter—rrainisppKind_InfoViewaerice-SC2fnfoViwhpp s2fcommm f Tip: Notice the difference between saving \
SAP BUSINESSOBJECTS INFOVIEW a query in My Favorites and saving a

&5 Home | Document List | Open + | Send To - report on your c_omputer. Savmg a query
ut Feeding Rates saves the question that you may want to

DS | S8 8| & e oo EETEER ask again at a different time. Saving the
Save as.. SE| 4] & - | T ~ | [E] [£2 View Structure .
ST - , = Report saves the answer to the question at

i eicas in s eecee] O 72 the particular time that you ran the query.
Preperis o Over time you may accumulate many
(with options)...

2 8% |[=]| = el

k “answers” or reports from the same auerv. j

8.2.6.1 Save the Query to My Favorites

|£| Save Document &J

Choosing Save As will produce the pop-up

Folders| B Categories = o

at the right. Highlight the folder or subfolder | =% The Sz Owner  Descrption
you want to save the query to and type in a Tl s

brief name for the query. Highlight Training U puslcFolders
to save this query to the folder you made

earlier.
Name: Infant Feeding Ratesl m
ok | [ close | [ Hep |
Before clicking OK, choose Advanced for & Seve Documert -
additional options. Folderd @ Categores
= ?%” Title Size Cwner Description
H = ~Wehintelligence Ethnici 53 KB ckronber
Wlth Advan Ced yOU can.: e _Pr::fctlljce " Margmt;rra.” 662 KB ckronber
. . .. £+l Training Infant Feedi... 40 KB ckronber
e type in a brief description of the report that ) Pubic Folder
will appear under the title in the folder
contents list,
e add key words to aid in a search,
Name:  Infant Feeding Rates [ Advanced = |
e check the Refresh on open box so that Documen Optios
when you open the report you will getupto ™" e
date information. This is recommended. If Pemanent egionalformatting
you do not check this box you must Refreh on open
remember to click on Refresh data to rerun
the query after you open the report. ok | [ Concd | [ Heb

Page 44 of 75



WIX Training

Click OK to save the query.

8.2.6.2 Copy and Move Documents and Folders

Using the Workspace Panel and the Navigation Panel toolbars in Documents List
you can move or copy documents from one folder to another or move copy or move a
subfolder to a different folder.

To copy a document SAP BUSINESSOBJECTS INFOVIEW

$ Home | Document List | Open ~ | Send To -

e Inthe Navigation Panel or document He

= | New - Add + Orgamzelv‘ Actions -

list, locate and select the document you =« * !
- avorites I3 copy ligence
want to copy. ) cwenmmatgence B ot |
- practice [T Paste
e Click the organize button from the | g Traning X odete .
toolbar above the document list or right Fublic Foiders N
click to get the same options. |
Infant feeding count and percent by age and 2 char p
) Select CO py from the dropdown menu e Merging reports from two universes

e Inthe Navigation Panel, select the
location to paste the copied document

e Click Organize

e Select Paste from the dropdown menu

The screen will refresh and the copied document or folder will display in its new location
as well as in its original location.

To move a document or folder from one location to another, use the same procedure
with Cut and Paste instead of Copy and Paste. It will be deleted from its original
location.

8.2.6.3 Delete a Document or Folder

You can delete documents and folders by using the Delete function in the Organize
drop-down menu from the Navigation Panel.

8.2.7 Step 7: Print the Report

To print a report, it must be open in Edit Report or opened from My Favorites. Click on
the print icon in the toolbar in the upper left of the screen. A pop-up will appear at the
bottom of the screen asking if you want to Open or Save the document. You can open it
and print it without saving or save it to your computer before printing.
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SAR BUSINESSOBJECTS INFOVIEW SAPBusinessO;?cﬁ
$ :Mist Open - | Send To - Help | Preferences | About | Log Out
Web Inteligence - Infanjifeeding Rates 0F %
46! Document - View - | [ 5| 43| @ [roo% ]~ [ n Edit | ' RefreshData | [% Track 71 % | 7 | O
Find -

Find:

()
Options.
[F] Maich whole word Infant Feeding Rates
[] Match case 201612
Direction .
ot e e k0 | sum:
@ Down m 66 1 16 1 84
7857% 119% 19.05% 119% 3
70 1 21 7 109
54.22% 10.08% 19.27% 642%
49 24 42 5 120
40.83% 20.00% 35.00% 417%
: 41 25 45 10 121
33.88% 20 66% 37.19% 826%
I 40 21 51 E] 121 =
33.06% 17.36% 42.15% 7.44%
a8 13 55 12 118
32.20% 11.02% 46.61% 10.17%
41 12 61 8 122
33.61% 9.34% 50.00% 6.56%
41 13 69 9 132
21.06% 9.35% 52.27% 6.32%
43 18 59 10 130
33.08% 13.85% 45.38% 7.69%
m 36 11 67 4 112 o
< . v
EE" ) ) Report 1
017 12:50:48 PM GMT-08:00
———— Do you want to open or save Infant Feeding Rates.pdf (51.0 KE) from wix.ca.gov? Open - | Cancel %:

The document will open as a PDF and can be printed on any of the printers that are

available to you locally.

8.2.8 Step 8: Send Reports and Queries to Other Users

You can send queries to WIX users in your own agency, in other local agencies and at
the State. To share queries with other WIX users, you send them directly to their WIX

Inbox folder.

8.2.8.1 Purge Data

Queries and reports that you may want to send to users in other local WIC agencies
should be purged of data before you save and send them. When the recipient opens
the document, they will be able to refresh the query and view the report containing their
own agency’s information.

In Edit Report, click on the Purge Data icon in the toolbar in the upper right of the
screen. The data will be purged from the report and you can then save the query as

Page 46 of 75



WIX Training

described previously. Check the Refresh on Open box so that the report will run and
display new data when the recipient opens the document.

——
SAP BUSINESSOBJECTS INFOVIEW sﬁpm.smeuoqedeu
& Home | Document List | Open ~ | Send To - Help | Preferences | About | Log Qut
Ethnicity F X

M E ~| &S| # | B - | 5 Edit Query|[3 Edit Report @ Refresh Data (22| (@ Track T | W | €8] % | Q Dl 8| @ | @ -
L ol | QA SE| 4] = - [ View Structure 100% - PageM 41 PM
9

= -
= = |E M ¢

MES

[

B/ UA- 3

8.2.8.2 To send a query and report to other WIX Users:

e Queries can be sent from the Document list, My Favorites or another folder. The
report should not be opened. From the Navigation Panel in the Document List,
click + to expand the folder containing the document you want to send. The
available documents will display in the workspace.

e Select to highlight the document you want to send.

e Click the Send To drop-down arrow on the Navigation Bar to display the available
options on the menu.

SAP BUSINESSOBJECTS INFOVIEW

@ Home | Document List | Open - | Send T0|v|

FTP Location...

|—@ i | Mew - Add - | Organ Email...

B- Al D Business Objects Inbox Last Run

File Location...

B[ My Favorites .

~Webintelligence

e Select Business Objects Inbox. The Business Object Inbox page displays.

e Un-check the Destination box next to Use default settings
so that you can view the full page.

InfoView Inbox

Destination:
SHNATON: ] Use default settings

e Select the user or users you want to send the document to and move them to the
selected area by using the > button. You can navigate through the pages of user
names with the page number arrows or use Search title to locate specific users. Be
sure to move back to the User List between searches if you are searching for more
than one recipient.

.

—
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SAP BUSINESSOBJECTS INFOVIEW SAPHusmes.iOb;sc‘;

&} Home | Document List | Open ~ | Send To ~ Help | Preferences | About | Log Out

Business Objects Inbox - Infant Feeding Rates F X

Title: Infant Feeding Rates
Description: Inf feeding rates by prompted YYYYMM

Created: Apr 23, 2015 1:54 PM
Last Modified: Apr 23, 2015 1:54 PM
Last Run: Never

Destination: InfoView Inbox
stnation: Use default settings

Search title - [ckro | £ of 1
of 2+ b M ™ Full Name

¢ Search m* Full Name & ckronber
i result for: o

"ckro" in "User = ltest_AS
i List © 1test CL
""" & ltest_EP

& AAbundiz

al i »

Target Name:

@ Use Automatically Generated Name

Use Specific Name |

Send As:

Shortcut

e Select the appropriate Target Name. The Target Name is the name of your report.
> Leave the Use Automatically Generated Name option selected to send the
document without changing its filename.

» To create a new filename, check Use Specific Name and type in a new name in
the Specific Name field.

e Inthe Send As area, deselect Shortcut and select Copy to send a copy of the
guery. Do not send queries to other users as a Shortcut.

e Click on Submit in the lower right corner of the screen and the document will be
sent and received in the Inbox of the WIX users you selected.

8.2.8.3 Send a Report to Non-WIX Users

If you want to send reports to non WIX users, open the report in Excel or as a PDF on
your computer so that it can be attached to an email in the usual way and the recipient
can view or print the report.

8.3 A Review of Queries and Reports

8.3.1 Step 1: Define the Question and Select the Universe

You have decided to apply for a grant for overweight children. The application asks that
you identify which one of your sites has the highest percentage of overweight
children. You need to know many children are in each clinic in your agency and how
many of them are overweight?
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Where will you start? What universe will you use? Which folder(s) and objects will you
select?

You are looking for a count, but you also want information about specific participants in
your agency.

For this query, you can use either the WIC MIS Reporting Information universe or the
Agency Snapshot Universe. Both have the data objects you need to answer the
guestions. However, the Agency Snapshot Universe has a consolidated data object
that can give you all the information you need in one simple query.

From Documents List, click on New and choose Web Intelligence Document. From
the universe list select the Agency Snapshot Universe. You are ready to drag and
drop the data objects to the Result Objects area to create the foundation of your report.

New Web Inteligence Document F X
[ M -| 6| 8- || Edit Query| B Edit Report 2 Run Query B @

i i Add Query| | =

Data | Properties Result Objects

B~ || Toinclude data in the repart select abjects in the Data tab and drag them here, Click Run Query to return the data to the report,

B¢ Agency Snapshot Universe
=+ Individual
Extract Date

- Agency 1D

-1 Agency Name
Alpha Agency Name

= # Clinic 1D
Individual ID
Family 1D

- Record Create Date
Fam Lang Pref

- # Language Desc

~ 1 MNT Referral
MNT Referral Desc Gl

- # Participation Indicator Query Fikers 2
Participation Indicator Desc Tofitter the query, drag predefined filkers here or drag objects here then use the Filter Editor to define custorn filters,

- Individual Count

- Family Count
Women

~7 Prenatal Women
Breastfeeding Women
N Braart Exceling il

© Display by objects

Display by hierarchies

7 Query1 <bE

Discussions k3

8.3.2 Step 2: Select Objects

To Qetermlne the percent of overweight chlldren at ea_Lch AP BUSINESSOBIECTS INFOVIEW
clinic, you need to count the total number of children in €ach | & e vocment st open < | oo -
clinic and not just the number who are overweight. Nenw Welh ntelience Dociument

DM -| & - | |3 Edit Query| [3 Edit Report

i i Add Query | | ER

Close the Individual folder. Find the Risk folder and open it. Data [ Propetes —
Place the mouse over the data object Overweight and read /= s swperimiens :

Individual

the definition in the description box. 5 gency D
ity

Child

Drug Aleohol Questions

A consolidated data object is not an actual field in WIC MIS. i o

It was created to answer the question, “Did the woman or [§ RkCoe
child have an overweight risk?” It will return the number of eeroeicr
very overweight, overweight, and at risk of overweight, as

Overweight Desc

Smoking| Overweight
Second H Type:string Tofi
HGB HCY

HGB HCY For women and Children, did the

""" Uniqueln participant have an overweight
“[) Immunizatio| rigk? Values are O = Overweight,
Pa e 49 Of 75 #I] Individual R4 v = very Overweight, R = Risk of

g el Famil Overweight (Risk for Children
© Display by objects | only), Blank = No Overweight
Risk

Display by hierarchi

(71 Query 1
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well as the number of those with no overweight risk. This is exactly what you need to
know. Drag or double click on this data object to place it in the Result Objects area.

You also need a count, so drag the data object for Unique Individual Count to Result

Objects.

The data object for clinic is in the Individual folder at the top of the list. Add it to the

Result Objects area.

Your screen should look like this.

SAP BUSINESSOBJECTS INFOVIEW

§; Home | Document List | Open ~ | Send To «
Hlew Web Intelligence Document
[ M -| & B - |3 it Query| B Edit Report
F|5 F | (3 Add Queyy| | B0

Data | Properties

0

SAPBusinessQbjects
Help | Preferences | About | Log Out
F X

:’\‘}RunQuery ¥ @8-

£ Individual

- Bitract Date

- hgencyID

-1 Agency Name

. AIEha Aian(y Name

- Indiidual ID
- Family D
- Record Create Date
Fam Lang Pref

- Language Desc
- MNT Referral
- 1 MNT Referral Desc
- Participation Indicator
- Participation Indicator Desc
- Indiidual Count
- Family Count
- Women

¢ Prenatal Women
- Breastfeeding Women
+'( Non Breast Feeding Women

-7 Infant

© Display by ohjects
) Display by hierarchies

{# Query1

Result Objects X )’(‘J
Overweight | Unique Individual Count @ ClinicID
Query Filters HmEX R
Tofilter the query, drag predefined fiters here or draq obtjects her then use the Filter Editor to define custom filters,
4+E

8.3.3 Step 3: Apply Filters

In this report, you want only the number of children. Select the predefined condition
Children from the list of objects within the first folder and drag it to Query Filters area.

In this universe, the data object, Unique Individual Count, counts All Records, which
includes certified participants as well as expired records. To count only the number of

children who are enrolled in the program,
(Certified Participants) find the Participation
folder, and drag the object for the predefined
condition, Certified Participants to Query

Filters.

] List of Values

¥ |Select Age Band 2(s): ¥ 02-03;Y 04-05

Typeavalue

AgeBand 2

Refresh values i/

Select Age Band 2(s):
v02-03
3 Y 04-05
| <

Remember that children under age two cannot | wes

have an overweight risk in WIC MIS. If we

TEENS

¥ 02-03
v 04-05
V¥ 20-29
v 30-39
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include them in the total count of children, the percent of overweight children will be

inaccurately low. To exclude them:

e Go to the Demographic folder and select Age Band 2.

e Choose In List from the first drop down list, and

e Choose Value(s) from List from the second drop down menu.

e Select the age band for 2-3 year olds and 4-5 year olds. Double click or use the >
button to move them to the Select area.

e Click OK

Compare your work to the example
at the right.

This query asks for a count of
individuals by weight status and by
clinic.

With the query filters, the
information is restricted to children
who are certified and in the age
groups between two and five years
old.

New Web Intelligence Document

O M -| &8 B - || Edit Query| [ Edit Report

il (3 Add Query | | ET

Dsta | Properties

Result Objects

Family

] Prenatal Qutcome
3 Participation
: Certification
= (= Demographic

- 1 FosterInd
Gender
First Name
Middle Initial
Last Name
Date Of Birth
Age Years
Age Months
Age Band 1
Mother First Name
Birth County
County Name
Birth State
State
Birth Country
Country

Overweight Unique Individual Count| Clinic ID

@) Display by cbjects
Display by hierarchies
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8.3.4 Step 4: Run the Query

At this point, you can run the query. Click on the Run Query button on the upper right
of the screen. A Prompt pop-up appears with a list of extract dates to choose from.

These are the dates that the monthly snapshots of WIC MIS data were taken. Choose
the most recent date available and click on Run Query. Wait for the results to appear.

Your report should look like the example below.

New Web Intelligence Document F X

M E -S| # | B - | G Edit Query |3 Edit Report 2 Refresh Data 22| [ Track T 9| W |68 % | QA Dl | @) | @ -
Tk |0 A CE|El | E - | | 1% - | B B View Structure 100% || Page M 4[1 [P M
BrUA- |2 L =s====- |50
Data | Templates | Map | Properties | Input Cont..
Data 7
5 New Web Intelligence Document
- # Clinic D
Overweight
Unique Individual Count Report Title

1573 002
2739 003
1582 004
3919 005
358 002
906 003
360 004
880 005
354 002
881003

—0 @ @™o o oo

Amanged by: Alphabetic order = < Report 1 -

8.3.5 Step 5: Format the Report

This report tells you the number of children who are overweight (O), at risk of
overweight (R) and not overweight (blank) at each clinic. Make the report easier to read
by formatting it into a crosstab. Click on the Templates tab and drag the object for
Crosstab on top of the report.

New Web Inteligence Document
M [E -S| #h | El - | (57 Edit Query| 2 EditReport
b |0 A gL - ElE G E | | B | | BB View Structure
B 7 U|A L) L E==ET =M ¥

Data~ Templates | Map | Properties | Input Cont..
Templates 7
=iy Report Elements
Report Title
ooz | 1573 s 4
oo | 2739 03 1
oos | 1562 %0 2
Free-Standing Cells

In order to determine which clinic has the highest rate of overweight, we need to add
percentages. Highlight the individual count area on the report and the sum symbol )
will be activated. Click on the dropdown arrow and select Percentage from the list.
Percentages are automatically inserted in both directions.
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e The percentages reading in rows across indicate the percentage of children for
each clinic who have each of the three weight status options. This is the

information you need.

e The percentages reading down indicate the percentage of the total children
within each weight status at each clinic. Since this is a reflection of the relative
caseload size at the clinic and not the weight status, we can delete these
irrelevant columns and make the report a lot easier to read.

SAP BUSINESSOBJECTS INFOVIEW

& Home | Document List | Open ~ | Send To -
New Web Intelligence Document
[ & -| &S| | E - | 53 Edit Query| 3 Edit Report

M

SAP BusinessObjects:

Help = Preferences About Log Out

F X

2 Refresh Data X | (77 Track T M| W[ €E| % | Q Dl 18| @ | @ -

P |9 A dh - Y B8 T -E R 100% ~ || Page M 41 B M
B 7 U A-&-§ r4
Deta Templates | Map | Properties | Input Cont.
Templates 2
= Report Elements
[RELT
Report Title
I S P S "
_ 1573 16.03% 358 14.30% 354 1370% Percentage:
68.84% 1567% 15.49% 100.00%
2739 2791% 906, 36.18% 881 34.00% Percentage:
o Roctar 50.52% 20.02% 19.47% 100.00%
&) Free-Standing Cells oos | 1562 15.12% 280 1433% 420 16.25% Percentage:
66.98% 15.24% 7.78% 100.00%
_ 3919 39.94% 380 3514% 929 3595% Percentage:
68.42% 15.36% 16.22% 100.00%
Percentage 100.00% Percentage 100.00% Percentage 100.00%
4| r
| Report 1 4bE
Report Title
e Select one of the columns that has [ oo o lercemase |
; ; o2 | 7 et e
the Percentage heading. Selecting S
2738 Clear v 36.18%
one selects them all. . e
_ 1582 T TumTe Remove Column a2
. . 66.98% 388 Format Number... Remove Table 178y
e Right click your mouse and select ERN oo A e
£8.42% o Formula Toolbar 18220
Rem ove. Percentage format ' 100.00% Percentage
Hyperlinks ,
Sort 3
- Order ,
e Use the Remove Column option to ot

delete these columns from the report.

%% New input control
Align

[® Document Properties

The report now shows the number and percentage of children in each of the three

weight status categories for each clinic.

In the example on the following page the children at clinic 003 have the highest rate of
overweight and risk of overweight, nearly 40 percent.

What did you learn about the children at your agency?
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Report Title

L b R
2 1573 353 154 Percentage:
Percentage 55.84% 15.67% 15.49% 100.00%
3 2738 806 251 Percentage:
Percentage £0.52% 20.02% 10.47% 100.00%
1582 360 420 Fercentage:
Percentage 55.08% 15.24% 17.78% 100.00%
3919 830 929 Fercentage:
Percentage £5.42% 15.36% 16.22% 100.00%

FPercentage: Fercentage: Fercentage:

Finish the report by giving it a new title.
Double click on the Report Title and type in eight Satus of Childen by Clinid
the new name in the space provided. Press
enter. Click Yes if you are asked to validate

the formula.

SAP BUSINESSOBJECTS INFOVIEW wmaimua;-?u
& Home | Document List | Open - | Send To - Help | Preferences | About | Log Out
Hew Web Intelligence Document e
O & - 5| ) B~ | 6 et Query [ Edit Report 2 Refresh Data =X | (77 Track 0 | B[ 68| % | O vvi 0 | @ | @ -
(B9 Al T Y- R | || BB ViewSiudue [ 100% ~|[pageM 4t P m
i BJUA-S N i'\ng\EEs\ﬁ'\a\o’-

Data Templates | Map | Properties | Input Cont. =
i Templates 7 B
-1t Report Elements
[3) Report
Weight Status of Children by Clinic
b k|
1573 358 354 Percentage.
68.84% 1567% 15.49% 100.00%
4 2739 906 881 Percentage L
R‘:da, i 60.52% 20.02% 19.47% 100.00%
) Free-Standing Cells _ 1582 360 420 Percentage
66.98% 15.24% 17.78% 100.00%
_ 3919 280 929 Percentage
68.42% 15.36% 16.22% 100.00%
ge: e g
[ »
[ Report1 | avE

8.3.6 Step 6: Edit the Query

At any point in creating a report, you may wish to add or delete an object. This is easy
to do. So that you will remember the Extract Date that was selected for this report, add
it to the query so we can put it on the report.

Click on Edit Query in the menu bar in the upper left of the screen. This takes you

back to the query building page. Add the object for Extract Date to the Result Objects
area.
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SAP BUSINESSOBJECTS INFOVIEW SAPB-JsmeAsm’o\)ﬁr
&7 Home | Document List | Open - | Send To ~ Help | Preferences | About | Log Out
& P p g
New Web Intelligence Document F X
[ M -| @ | B - |3 edit Query| [2) Edit Report 2 Run Query :X| @) | @ -

=i & _on

LG | 0 A ey

Data | Properties Result Objects X R
#h - ||| 7 overwei ht “ Unique Individual Count | # ClinicID | Extract Date
g g
57 Agency Snapshot Universe
= Individual
Extract Date
Agency 1D
Agency Name
Alpha Agency Name
Query Filters BAmE X
7 Children
7 Certified Participants
AgeBand2 Infist . V0203,V 04-05 [[]
Bl B o

© Display by objects

©) Display by hierarchies
7T Queny 1 «rmE

Click Run Query.

When the report appears, you will notice that it looks exactly the same. However, the
object for Extract Date is now on the list on the left side under the Data tab. Anytime
you add an object after you have already run the query, it will not be displayed on the
report until you manually place it on the report.

Drag the object for Extract Date to the report to create a section. Drop it when you see
the words “Drop here to create a section.” This will place the Extract Date at the top of
the report, under the title.

New Web Intelligence Document
O E -| 5| # | E - | 5 edit Query [2 Edit Report

k|9 A | dh BRI & W - | 1% - | [E B View Structure
B ZUA- & £ - EEE|T = - |EE <
Data | Templates | Map | Properties | Input Cont..
Data 7
59| New Web Intelligence Document
Clinic ID
: ExuactDat:  Weight Status of Children by Clinic
Overweight
Unique Individual Count
68.84% 15.67% 15.49% 100.00%
—

The example on the following page shows the final report. The same query can be
used with different extract dates to produce reports to so that you can monitor the
childhood obesity rates for your agency over time.
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SAP BUSINESSOBJECTS INFOVIEW AP BusincssObjoets

& Home | Document List | Open ~ | Send To - Help | Preferences | About | Log Out

New Web

F x
o v|ﬁ\ﬂﬁ|ﬁv\@smtn}uew|@ Edit Report 2 Refresh Data X | [27 Track T M| W[ €E| % | Q oin 18| @ | @ -
B9 AT -[TE[E [T - | | TS | B B viewsStudure [ o0 - [Pageu aft [pm

BsUA-|®-|HFE-£- =M ]

" Data | Templates | Map | Properties | Input Cont..| -
E

 Data

-] New Web Intelligence Document
¥ Clinic ID
- ¢ COrn
- # Overweight
Unique Individual Count

I

06/30/12012

1573 358 354 Percentage:
6684% 15.67% 15.49% 100.00%
2739 208 831 Percentage: -
60.52% 2002% 12.47% 100.00%
_ 1582 360 420 Percentage:
66.98% 15.24% 7.78% 100.00%
s | 3919 280 929 Percentage:
68.42% 15.36% 16.22% 100.00%
g g g

m, b

Amanged by: Alphabetic order ~ [ Report 1 4arm

Last Refresh Date: July 10, 2012 1:27:02 PM GMT-07:00

Run the query again and choose the extract date for one year ago. Compare the rates
of childhood overweight at each clinic between now and one year ago.

8.3.7 Step 7: Save the Query

To save the query in My Favorites, click on the save icon at the upper left of the screen
and choose Save as to get the Save Document pop-up.

Place the query in the Training folder and give it a name. Click on Advanced and
check the box to Refresh on open. Add a description if you wish. Click OK to save.

SAP BUSINESSOBJECTS INFOVIEW

—a’
SAP BusinessObjects’

&7 Home | Document List | Open ~ | Send To -

Help | Preferences | About | Log Out

New Web F X
O (& -| 5| #| B - | (7 Edit Query| (2 Edit Report 2 Refresh Data i | (27 Track T M| W[ €E| % | Q ot i@ | @ | @ -
iE R |9 A |dL | 7 |28 o[ = - | § (2] Save Document i =X 0%~ pagee et |rn
B/UA -2 0
| [ Fold Cat = =
" Data | Templates | Map | Properties | Input Cont.| u‘; ers B Categoris o
: 585 Home Title Size Owner Description M
i Data = =38 My Fovorites
- New Web Intelligence Document ] ~Webintelligence Clients 34KB ckrenber
- # ClinicID {1 Practice Ethnicity 53 KB cronber
- (=] 1 coirinc Sections  S0KB chronber
- Public Fold:
Ouerweight [#H121 Public Folders Aletters  565KB chronber L
Unique Individual Count =
create new ... 75 KB ckronber
Using new ... 58 KB cronber
Infant Feed... 40 KB chronber
Merging re... 662 KB chronber
empty 38KB ckronber
O m ]
Name: |Weight Status of Children by Clinic
Document Opt
Description: Keywords:
[C] Permanent regional formatting
Refresh on open L
LR »
Arranged by: Alphabetic order ~ [ q)| 4@
[ ok ][ canca | [ Hep Last Refresh Date: July 10, 2012 1:27:02 PM GMT-07:00
Discussions E3
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8.3.8 Step 8: Download the Report
Download the report and save it on your computer in Excel.

Click on the save icon at the upper left of the screen. Choose Save to my computer as
and choose Excel. You will get the pop-up below asking if you want to open or save
the file. Save will bring up a Save As popup for Excel. Open will open the report in
Excel where you can see it, manipulate it and save it when you wish.

—

SAP BUSINESSOBJECTS INFOVIEW

@
SAP BusinessObjects’

@ Home | Document List | Open -

Send To ~

Help | Preferences | About | Log Out

Weight Status of Children by Clinic
O E - | &) # ) E - | 5 edit Query
Brhu w0 0 A d T

B 7 U A

4] Edit Report

I

z

& -k

F X
& Refresh Data 25 | [17 Track W @ | B | 8B | % | Q prn s | @ | @ -

100% ~ |PageH 4|1 |bM

Data | Templates | Map | Properties
Data

Input Cont..
a

[ Weight Status of Children by Clinic
- @ ClinicID
o Extract Date
! Overweight
Unique Individual Count

Weight Status of Children by Clinic

12/31/2016

1792 373 396

S

il

| %] Web Intelligence

/;: Do you want to open or save this file?

MName: Weight Status of Children by Clinic.xls

[ open *L

Save | | Cancel §

1

100.00%
Percentage:

Percentage: Percentage:

Click on the Open and it will open in Excel. Now you can save the report in your own
computer files. It's a good idea to use the extract date in the name of the report when

you save it.
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Weight Status of Children by Clinic [Compatibility Mode] - Excel Dave Kronberg B -

Home Pagelayout  Formulas  Data Revieu fiew ) Q Tell me what you want to do

B o Wiep Tert General - £ ’;5 £in %X @ 23 fefir: = A&y ,O

0 % [ MR Y =
P - Condi \Fp Cell I Delete F lsi- Sort & Find &
aste B I U~ [i- O-A- === =3= EMergesiCenter - | § - % » G £§ | Conditional Formatas Cel nsert Delete Format ort & Find
. ¥ A 2 20| ormatting > Tabler Stylesw| o+ v+ Clear Filter+ Selact =
Clipboard Font & Alignment ® Mumber ® Styles Cells Editing ~
Al - % v
al B c D E F G H J K L M N (8] P Q -
.y
2 Weight Status of Children by Clinic
3
4 | 12/131/12016
5 PO
Mo | 1792 73 35
7 69.97% 14.56% 15.46%
e 220 s 5
9 70.50% 13.86% 15.63%

oos | 24 n %
1 65.72% 14.81% 19.47%

=

| 2 5 5
13 64.71% 17.65% 17.65%

1 :
s 100.00%

16 Percentage: Percentage: Percentage:

9 Case Study 1 -- Participation Scenario

You would like to check your participation every morning to see how your agency is
doing for the month. Create a report that shows total participation by clinic and by
category for the current month.

Try each step before you read the instructions. Then check your work before you move
on to the next step.

9.1 Step 1. Define the question
From the description above you are looking for:
participation counts for your agency
broken down by clinic and
by category,

restricted to information for the current month with

totals for each clinic and category

9.2 Step 2: Select the Universe

Since you are just looking for a count of participation and not information about
individuals, for this query you can use either the Participation Universe or the
Summarized WIC MIS Information universe. Both are updated as of close of business
yesterday. However, the Summarized WIC MIS Information universe has a
predefined filter for Current Month. If you use that, you won’t have to type the new
dates into a prompt every morning when you run the report.

Click on the New, Web Intelligence Document and select the Summarized WIC MIS
Information universe.
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SAP BUSINESSOBJECTS INFOVIEW

@ Home | Document List | Open ~ | Send To -

Web Intelligence Document - New Document

0 Universe « Description

e Agency Snapshot Universe A 'Snapshot’ of WIC MIS Individual and Family data taken on the last day of each month.

b Breastfeeding Summary Breastfeeding summary reporting universe

i Combination Feeding Summary Combination summary reporting universe

i Participation Universe Participation Universe

1 Summarized WIC MIS Information Summary tables universe. This universe contains multiple summary tables. Each report must be created from a single folder.
bd Unissued Prescription Detail Unissued Prescription Detail Universe

el WIC MIS Reporting Information Contains WIC MIS working active data

This universe contains summarized information in several different folders. The first one
is Participation Summary I. The Participation Summary | folder contains information on
WIC participation as of the close of business yesterday. Since you want up-to-date
information for the current month, this is the folder to use.

9.3 Step 37 Select the Objects

From within the Participation Summary | folder, choose the following objects: Valid
Start Date-Year Month, Clinic ID, Category, and Participation Count.

-
SAP BUSINESSOBJECTS INFOVIEW sAP&.meuoq:n-
&7 Home | Document List | Open » | Send To - Help | Preferences | About | Log Out
HNew Web Intelligence Document F x
[N | 5 | 1~ | (7 Edit Query| (3 Edit Report & Run Query i | @) | @

| 7H G | G Add Query| | B2
Data | Properties Result Objects X 7
# - Valid Start Date - Year Month | # Clinic ID Category | | Participation Count
Agency ID
Agency Name
Clinic 1D
Clinic Name
Category
Sort Nbr

Food Packet ID (2 Char)
Food Packet ID (3 Char)
Food Packet ID (4 Char)
Priority
Fllssue Date
Valid Start Date
Valid Start Date - Year Month
Age Range
Racial Ethnic Query Filters [r=liv= RSP,

-

~F Current Month

7 Last Month

-1 Participation Summary I

1 Priority by Category

[ Ethnicity by Category

[ Vaccination Aggregate -

m

T filter the query, drag predefined filters here or drag objects here then use the Filter Editor to define custom filters.

@ Display by objects
) Display by hicrarchies

] Query1 4rmE

9.4 Step 4: Apply Filters

Now you are ready to add the filter to the query to restrict the information it will return.
Remember that you want the report for the current month. Find the predefined filter in
the Participation Summary I folder for Current Month. Drag and drop it to the Query
Filters section of the screen.
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Valid Start Date - Year Month

Query Filters EEEESS
" Current Month
@ Display by
) Display by
(2 Query1 4B

9.5 Step 5: Run the Query

Click on Run Query. In just a few seconds you will see the report resulting from the
query.

It should look something like the example on the following page.

SAP BUSINESSOBJECTS INFOVIEW sﬁpg.,smwo‘,;':,
& Home | Document List | Open ~ | Send To - Help | Preferences | About | Log Out
New Web Intelligence Document F X
M E ~| &S| # | B - | 5 Edit Query|[3 Edit Report & Refresh Data =X | 17 Track T Q| W | 38| % | Q Dril 8| @

L S e 9 O A SE| 4] z - W~ | T - | 2 B View Structure 100% ~ | PageM 41 |[pH

B U A-& L E=E=E==_|FH-<
Data | Templates | Map | Properties | Input Controls
Data L
=i+ip) New Web Intelligence Document
Category
\Ex:slgn Date - Vear Month Report Title
Participation Count
Ve startpate _vicinic D ____Jcategory ___[paricipation Coun
201207 002 B 19
2012-07 002 c 299
2012-07 002 1 60
2012-07 002 N 20
201207 002 P ES
2012-07 003 B 72
2012-07 003 c 556
2012-07 003 1 181
2012-07 003 N 58
2012-07 003 P 84
nnnnnn o .
Arranged by: Alphabetic order ~ 7 Report 1 4 b @

Last Refresh Date: July 13, 2012 11:19:13 AM GMT-07:00

9.6 Step 6: Format the Report

Initially the layout of the data will look like the example above. Format the report so that
you create a nice looking, easy to read report.

e Change the report to a crosstab with the year-month as a section header at the
top of the report.

e Add totals to the columns and rows.

e Make the title of the report “Participation: Current Month to Date”

¢ Adjust the column widths by selecting the line between the columns and moving
it from right to left as desired to widen or narrow the column.

e Center the report and title on the page. Just select the selection you want to
move and drag and drop it to the new location.
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SAP BUSINESSOBJECTS INFOVIEW

&7 Home | Document List | Open « | Send To -
New Web Intelligence Document
M E -S| i) B~ | (5 edit Query |[2) Edit Report,
Fd oA M E 4
B I U|A
Data " Templates | Map | Properties | Input Controlg

Templates

7

=" Report Elements

@ Radar
- Free-Standing Cells

- | T - | [E) E» View Structure

E M <

' Refresh Data =X | [ Track T | W | 2B | %

o

SAP BusinessObjects’
Help | Preferences | About | Log Out
F x

Qoil | @| @~

100% v | Page M 41 (L]

Discussions

< Report 1

Panicigation: Current Month to Date

2012-07

9.7 Step 7: Save the Query

sum:
434
951
518
1112
3018

Save your final report in the Training folder in My Favorites.

9.8 Step 8: Send the Query

b
4 b
Last Refresh Date: July 13, 2012 11:29:15 AM GMT-07:00

+

Send the query to the Business Objects Inbox of another WIX user in your agency.

Congratulations! You have successfully completed the first case study.

10 Case Study 2—Participant Address List

Hurray! You got that obesity grant. Now you are going to hold some family centered
childhood obesity classes for the three and four-year-old children at clinic 003™.
Invitations to the classes will be mailed to the families. You need to know the primary
language so the flyer will be in the correct language. You also want to specify the child’s
name so the families will bring the right child to the group.

As you begin each step of this case study, try to do it yourself. Then check your work
and compare it to the suggestions following the heading.

10.1 Step 1: Define the question

e Who are the three and four-year old overweight children at clinic 003?

! Use the clinic number for whichever site at your agency had the highest percentage of overweight

children.
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e \What are the names and addresses of the families at clinic 003 with these
overweight children?
e What is the primary language of each family?

10.2 Step 2: Select the Universe

Create a query to produce a mailing list with the above information about just the
overweight children at clinic 003. Once you create the report, you can download it into
Excel and use it to produce personalized letters and mailing labels.

For this query, you can use either the Agency Snapshot Universe or the WIC MIS
Reporting Information universe. Both universes have the risk codes for individuals to
identity the overweight children and both universes have the individual name, family
name and mailing address. However, the address fields in WIC MIS Reporting
Information are updated every few minutes, while those in the Agency Snapshot
Universe are only updated once a month.

To be sure you get the most up-to-date address information, go to New, Web
Intelligence Document and select the WIC MIS Reporting Information universe.

10.3 Step 3: Select the Objects

Since address is part of the family record in WIC MIS, open the Family Information
folder to see the list of data objects. Drag and drop or double click the objects for
Family Name, Street Address and City/State/Zip to the Result Objects section.
These three data objects have all the information you need to make mailing labels. Just
line them up in one long row.

It's always a good idea to add the Family ID and/or Individual ID to a query that lists
individuals and/or families so that you have a unique identifier for each record. Add
Family ID to the Result Objects.

Next drag and drop the object for Language Pref into the Result Objects area.
From the Individual Information folder, add the objects for Individual ID, Name and

Age in Years at Extract. From the Risk Information subfolder, select Risk Code and
add it to the Result Objects. Compare your work to the example below.
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SAP BUSINESSOBJECTS INFOVIEW SAP BusinessObjects
& Home | Document List | Open - | Send To - Help | Preferences | About | Log Out
HNew Web Intelligence Document F X
(] @ | [~ |7 Edit Query B Edit Report = Run Query

B (3 Add Query | | BT

Data | Properties Result Objects

i - FamilyID || # Family Name | # Strest Address| | # City/Stete/Zip | # Language Pref | # Individual ID Name Age Vears at Edract |  Risk Code

%

et
Cert End Date

- ¥ Gender
Priority

- # Intervention Level

- # TANF Status

-# Food Stamp Status

Query Filters =

T filter the query, drag predsfined filkers here or drag objects here then use the Filter Editor to define custom filters.

Risk Date
Health Stats

@ Display by objects
Display by hierarchies

(4 Query1 4B

10.4 Step 4: Apply Filters
What filters do you want to set to restrict the data in the /T ip: You can put filters on \

report? objects that are not in your
. . report. In this example, Clinic
e Limit the report to children. ID is not in the Result Objects
e At clinic 003 (or whichever clinic at your agency had area and V¥I|Ln0t appear ?n
. . . your report. However, only
the highest percentage of overweight children) formation for clinic 003 will
e Only the 3 and 4-year-olds be returned when you run the
e Only the children who are overweight or at risk of QUEW- /
overweight.

Drag and drop the predefined filter Children into the Query Filters area.

Next drag the object for Clinic ID into Query Filters. Change In List to Equal to since
you want the children from only one clinic. In the blank space indicate the desired clinic
ID by typing in 0032,

Drag and drop Age Years at Extract to the Query Filters Tip: When putting a filter on
area. Click on the arrow next to In List and select Between E‘aﬁ':letgs and dates always use
from the drop down list. Two blank boxes will appear where Between, Greater Than,

you can type in a constant. Type in a 3 in the first space and Greater Than or Equal to, Less

type a 4 in the second space. Than, Less Than or Equal to.

Next place a filter to restrict the report to only the children who are overweight or at risk
of overweight. In this universe, we have to do this by putting a condition on Risk Code.
The risk codes for Overweight and Risk of Overweight are A24 and A26.

% Be sure to use the clinic ID for the site in your local agency with the highest percentage of overweight
children.
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Use In List for Risk Code. Type in A24;A26 in the blank space. Remember to

capitalize the letters and put a semi-colon but not put a space between the items.

Your Query Filters should now look like the example below.

Query Filters

Children

[I1]

4lll

ClinicID Equalte , 003

EE
alll
L1l

alll

Age Years at Extract Between , |3 And 4

Risk Code In list A24:A26 :

- L
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2] Prompts ===

10.5 Step 5: Run the Query Secrype the prompt el forechpromp s
Click Run Query.
Select the Extract Date in the Prompts pop-up and
click Run Query.
The report will look similar to the example below.
The headings should look the same; however in thiS | e ose s sssas o
example the data has been removed to protect the a
privacy of the participants. e

SAP BUSINESSOBJECTS INFOVIEW sapaumwo«;";

&5 Home | Document List | Open ~ | Send To - Help | Preferences | About | Log Out

New Web Intelligence Document F X

M & ~| &S| | B - | G Edit Query|[3 Edit Report & Refresh Data B¢ | [f7 Track T M| W | 9E| % | Q ol ol | @ | @ ~

LAl | ) A i SE| 4] z &= - | 1% « | [E 7 view Structure 100% v PageM 41 |[pH

B U A-& L E=E=E==_|FH-<
sy Report Title
s vame st paiess itz Jramiy 0 ianguageprot o0 ame g vars atexaiscove |

Arranged by: Alphabetic order ~ =7 Report 1 4pE
There you have it, your final report. You may now click on the save icon in the upper
left portion of the screen to save the query and download your report.

==

10.6 Step 6: Save the Query

Use Save as to save the query to the Training folder
in your My Favorites.

Give it a brief name that will help you remember what
the query does.

If you want to add more detail, click Advanced and
add a short description. Check Refresh on Open if
you want to get fresh data whenever you open the
guery. You will always be prompted to select an
extract date.
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10.7 Step 7: Download the Data to Excel

) Tip: Remember it's always
Use Save to my computer as to save your report in Excel. a good idea to add the

Since we did no formatting of the report, your results will look extract date to the name of
like a database table and in Excel you will be able to {g:jrsdaa\f:‘ﬁf;ﬁ”_'oads when
manipulate and format the data as you wish. See the

example below.

Once you have the data open in Excel you can save it to your PC or network drive in the
usual way.

- =
7 dome | nsen Page Layout  Formulas Data Review  View @ - = x

= 7 | B Bx 5 || E Autosum -

St wrap Text General - EJ(F! T I = T A? }a
: = e D9 | f Eri- 7l

SE|| EMergescenter = | [ § - % o |[%8 ;%8| Conditional Format  Cell Insert Delete Format AT éﬁt’:rﬂi SF;TEGRBEV

Clipboard ] Font [ Alignment s Number s Styles Cells Editing
| AL - £
F B C D E F G A 1 J Kl L v N 0 P

= Cut
5& Copy

Paste ==
- J Format Painter B —

Arial ~ls - [lAEan||

il

Report Title

Family Namo | street address |ciystatorzip [FamiyiD |Language prof individualiD _ |Name _|ge Years atExtelRisk Code
’
0

4 4 | Report1 <] 0 m | 0
Ready List of Overweight kids at Clinic 003 [Compatibility Mode] i8]

Now this report is available to you whenever you need it. Just open it in Excel from the
location you have it saved on your computer.

You can also run the query again from My Favorites. Double click on the name of the
guery from your documents list. If you had checked Refresh on Open when you saved
the query, the query will run and return fresh data.

If not, when the report opens, choose Edit in the upper right of the screen if you want to
change something or add a field to the query. If you want to edit the query before you
run it, instead of clicking on the report to open it, just highlight it, right click and select
Edit to go directly to the Edit Query screen without opening the report first.

Click Refresh Data if you want to run it again with updated information. You will be
prompted to select an extract date whenever the query runs.
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11 Case Study 3 -- Missed Food Instruments

Some families have missed their appointments and have unissued checks for the
current month. You want to identify them and give them a call to reschedule their
appointment or arrange to mail their food instruments.

Result Objects: Using the Unissued Prescription Detail universe, put together a report
showing the clinic site, family 1D, family name, language, phone number, phone type,
schedule date, contact type, and the number of individual unissued prescriptions in the
family. Note that some of the fields in this universe have different names than in other
universes.

Query Filters: Select only the families that have missed their appointment. (The family
appointment in WIC MIS is in the past.)

Formatting: Section the report by clinic and then sort it by language and the count of
unissued individuals. Sort first by language and then by count, placing the families with
the most unissued participants at top of the list.

Your report should look similar to the one below when it is completed.

001
Fam
Addr Linel Lang | Primary Phone Primary Schedule | Contact
Family ID Family Name Pref Number Phone Type Date Type
GA987654321 ANA GARZA EN 7075252525 BLANK 7/13/2012 S 4
AM123456789 MARIA ARNO EN 7075252535 HOME 7/22/2012 GC45 3
JA876543210 AMY JONES EN 7075252545 CELL 7/7/2012 GPO1 2
BT192837465 TISHA BELL EN 7075252565 MESSAGE 7/5/2012 S 2

Please note that this report includes only families with unissued Fls in the current
month. It does not include missed appointments that were scheduled for new
enrollments, for those who are past their certification end date or for certified individuals
without a valid prescription in their WIC MIS record.

When you are finished, save the query to your Training folder. Download the report and
open it in Excel.
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12 Case Study 4 — Participation Graph

Make a graph showing your total monthly participation for the last year. Put together a

report showing the Valid Start Date Month/Year and Participation Count. Include all
those with a valid start date between one-year before the first of this month and the end
of last month. Format the results into a Bar Chart.

Your report should look like the one below when it is completed.

—
SAP BUSINESSOBJECTS INFOVIEW SaPausmeuoqgns
& Home | Document List | Open - | Send To - Help | Preferences | About = Log Out
New Web Inteligence Document s
0O E - 3| db| E -~ | 5 Edit Query| [ Edit Report &2 Refresh Data = | [ Track T M| W (8B | T | Q Dl i | @ | B -

LA | QA EL | P - CE| S | | -] S| T~ | [ B ViewStucture 100% v | Page WM <1 MM
B UA-|&- M -£-E==~=-|8Hv
Data Templates | Map | Properties | Input Cont..

Templates 2 Report Title
-1 Report Elements
2 Report
-7 Tables 12,000
| Horizontal Table
™ Vertical Table
& Crosstab
£ Form
-l Charts
£-{lud Bar
Y cico roupe]
Herizontal Grouped
+la] Vertical Stacked
B Horizontal Stacked
S-1ill Vertical Percent
= Horizontal Percent
il 3D Bar 2,000
[l Vertical Bar and Line
LB’ Horizontal Bar and Line 0
Eé Line 201107 201108 201108 201110 201 201112 201201 201202 201203 201204 201205 201206
M Area
D Pic Valid Start Date Month/Year
* Radar
Free-Standing Cells

10,000

8,000

6,000

4,000

Participation Count

< i | b
[= Report1 4vA
Last Refresh Date: September 10, 2012 10:43:39 AM GMT-07:00

12.1 Variations
Below are some suggested variations to try with this report.

1. Edit the query to add the Clinic ID. Run the query again and section the report
by clinic to show a separate graph for each clinic in your agency.

2. Edit the query to add Category. Run the query again. Remove the section for
clinic and section the report by category

3. Add clinic ID to the Report Filter Bar (Use the show hide report filter bar 7

and look at just one clinic at a time by category.

)

4. Add a filter to look at just the categories for women.

5. Edit the Query Filters to add a Prompt in the Valid Start Date range spaces
and run the query for a different time period.
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6. Turn the graph in to a cross tab table by Valid Start Date Month/Year and
Category. Add totals to the columns and rows.

7. Section the cross tab by clinic.

8. Make one table showing the percent of total participation by category. Remove
unnecessary row and/or columns.

9. Save the report to your computer as PDF and attach it to an email to a coworker.

10.Give the report a title and save the query to your Training folder in My
Favorites.

13 Case Study 5 - Create Your Own Report

Think of a question you have about the participants in your agency. Write a query and
create a report to answer the question.
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14 Advanced Procedures

Open Case Study 1, Participation: Current Month to Date.

14.1 Variable Editor

Use the Variable Editor to create
a new object to add the current
date to the top of the report.

e Open the Variable Editor by clicking
the icon in the toolbar in the upper left
of the screen.

e Type the Name in as Current Date

e From the Functions list, choose
Current Date. Double click to add it to
the Formula area.

e Click OK.

e Current Date will appear as an object
on the Data tab of your report.

Click on Edit.

] Variable Editor =)

Variable Definition

Name: Current Date

Qualification: | # Dimension -

Type: lunknown
Formula:

=Ci tDate() v

X

Operators

Valid Start Date - Year Month || |
Participation Count :

Description
date CurrentDate

Returns the current date formatted according to the regional settings

e Add it to the report as a section above the month and year.

14.2 Change the Sort Order

Highlight the categories on the report and right click the mouse. From the list select

Sort and then choose Custom Sort.

N - E - G- || B EP View Structure
£L-=E=E===- |50
Participation: Current Month to Date
71312
2012-07
| | N Sum
° Fe— "E
o wm e
Insert 3
s ea oot
Copy as text
oos | P
Clear 3
emove »
BUME | | 165 254 3,015
g TumnTo
A Format Text..
> Formula Toolbar
Format »
Hyperlinks v
Sort P ||%| None
. Order 3 ‘% Ascending
2 Report 1 = Mew input control il Descending
Align v |l Custom sort..

B Document Properties

| %] Custom Sort

Create a custom sort for ¥ Category
The same order will appear whenever this object is used in a report.

v
IMZT‘m

curre e
document type it sbove then
2dd it to the sort

Delete Custom Sort

[ ok | [ concel | [ hHelp |

Use the up and down arrows to
change the sort order for
Category to P,B,N,I,C.

Click OK. Category will be
displayed in the new order on the
report.
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14.3 Produce Multiple Reports with the Same Query

Open Case Study 2, Overweight children at Clinic 003.

Click on Edit and then on Edit Query.
Add an Individual or Family Count to case study 2 and run the query.

Right click on the Report 1 tab at the lower center of the screen. Choose Duplicate
Report.

Right click on the new tab (Report  sewweb ntellinence bocument

~| 5| i | = - | (37 edit Query | [#l Edit Report

1(1) and change its name to AN INF Y ZE[8 | T o -] B P | B Viewsmcure
Language Count. BrUjA S L E==I- - - B¢
On the Language Count tab, T — ’
remove all of the objects from the 2 bt Report Tite
report except for Language. g Pt h

P P guag C— ;
Add the Family or Participant R

n h r r “wa Unique Individual Count _ 1

Count to the report —— :
Use Templates to create a C =
Vertical Table. -
You now have a count of families
or children (individuals) by pr—re——— 5 Report 1. [2 Language Gount

language.

Open Case Study 3, Missed Food Instruments. Make copy of the report on a new
tab. Remove all objects except the ones for clinic, language and the individual count.
Create a crosstab to show the sum of individuals with missed appointments by clinic
and language.
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15 Toolbar Icon Descriptions
Below are brief descriptions of the functions of various toolbar

options available.

Tip: You can rest the
cursor on each icon
on the tool bar to view
a brief description.

15.1 Standard Toolbar Buttons

Button

Description

[Fh

New Document
Creates a new blank document in the currently selected Universe

g -

Save
Allows you to save documents to Personal and Public folders or to
save documents on your own computer.

-

Print
Enables you to print a copy of your report.

(¥

Find
Allows you to find specified text on the displayed report page.

.r

Configure Views
Allows you to show and hide the different Report Manager tabs as
well as show and hide each of the three toolbars.

Edit Query

DJ Edit Query Opens the Query panel. Allows you to define data content of the
document.

- - Edit Report

= Edit FlEpI:urI: Opens the Report panel. Allows you to view or format the

document.

2 Refresh Data

Refresh Data button
Allows you to rerun the query and retrieve the most recent data
from the database.

u Purge Data

Allows you to remove the data retrieved by one or more queries
from your document.

B Track Activate Data '_I'racking .

: Allows you to display the difference between the most recent data
and either the data before the last refresh, or fixed reference data.

= Show/Hide Report Filter Toolbar

T Shows Report Filter pane that allows you to add simple filters to a
report that can select one or all of an object variable from a drop
down menu.

L Drill | Drill

Starts and ends drill mode. Allows you to analyze report values by
drilling down or across the dimensions displayed in the tables and
charts.

(i

Take Snapshot of Drilled Report
Allow you to make a duplicate of a drilled report so that you can
keep a copy of the drilled values in the same document.
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15.2 Reporting Toolbar Buttons

Button Description

Show/Hide Filter Pane
Shows Report Filter pane that allows you to create new filters on
report objects in order to restrict the amount of data displayed in
the report.

£ Show/Hide Formula Toolbar

' Allows you to create custom formulas using a graphical editor and

save them as variables for reuse in the document.

i Variable Editor
Allows you to create a new variable by building a formula and
defining it with a name in the Variable Editor.

'I-:? Merge Dimensions

Allows you to merge objects with common values from multiple
queries into a single dimension that can be use join data into a
block.

ul:l Undo
Allows you to cancel the previous action.
l}. Redo
Allows you to redo the previous undone action.
Alerters

Allows you to create, edit or delete alerters. Alerters allow you to
highlight results that meet or fail specific targets.

Apply/Remove Ranking

Allows you to show only the extreme ranges of data, by ranking
the top or bottom values of a given dimension on the basis of a
given measure.

Add Quick Filter
Activated when you select an object in the Result Objects pane
and allows you to select a value to filter data on.

Insert/Remove Break
Insert or remove a break on a table column or row.

M=
—
4

Apply/Remove Sort

Apply to or remove a sort from a column of data. Clicking the
down arrow displays the descending and custom sort options as
well.

Insert Sum

Insert Sum or display the list of calculations you can apply to a
column of data. Clicking the down arrow displays the additional
calculations.

Insert Count

Insert Sum or display the list of calculations you can apply to a
column of data. Clicking the down arrow displays the additional
calculations.
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Button Description
= Insert Row Above
= Insert a new row above the selected row. Clicking the down arrow
displays additional insert options to add rows below or columns to
left or right.
mip Order

Allows you to define the order in which overlapping blocks display
in a report.

1

Align Blocks and Cells
Allows you to align positioning

7

Switch Page/Quick Display
Allows you to toggle between the normal view of a report and a
preview of how the report will appear on the page when printed.

|2 View Structure

View Structure
Toggles between viewing the structure of the report and the
results.

15.3 Query Toolbar Buttons

Button

Description

T

Show Hide Data Manager
Shows or hides the left data panel.

Show/Hide Filter Pane
Shows or hides the Query Filters pane.

Show Hide Scope of Analysis Pane
Shows or hides the Scope of Analysis pane that show objects in
the query that are not displayed on the report.

(79 Add Query

Add a New Query

Allows you to add an additional query tab and select the same or a
new universe. When run, provides the option to display data in a
new or on the same report. Reports may be then combined in a
block using Merge Dimensions on data elements in common.

Add a Combined Query
Allows you to combine two separate queries from the same
universe into the same report.

View SQL
Opens SQL viewer and allows you to view, copy generated SQL or
create and validate custom SQL.
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