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Web Intelligence - Applying

Formatting

The following lesson contains screenshots of the actual BusinessObjects 4.1 application, with
text and narration explaining how to use BusinessObjects to perform certain functions.

Please ensure that you are currently sitting at a computer that has sound playing capabilities
and that the speakers are turned up to an acceptable volume.

When the narration has finished on a page, please press the [spacebar] to continue. If you
would like to review a page, press the [backspace] key.

Note: If you prefer a PDF version of this tutorial please follow the link below.

View PDF Version

Page 1 — Web Intelligence — Applying Formatting

The following lesson contains screenshots of the actual BusinessObjects 4.1
application, with text and narration explaining how to use BusinessObjects
to perform certain functions.

Please ensure that you are currently sitting at a computer that has sound
playing capabilities and that the speakers are turned up to an acceptable
volume.

When the narration has finished on a page, please press the [spacebar] to
continue. If you would like to review a page, press the [backspace] key.



Add Text to a Document

In addition to the tables that are automatically generated to display
the results of your query, you can also add individual cells to your
Web Intelligence document to hold plain text and pre-defined
document information.

In this tutorial, you will add a blank cell for a label and a predefined
cell for the date the document was last refreshed.

Page 2 - Add Text to a Document

In addition to the tables that are automatically generated to display the
results of your query, you can also add individual cells to your Web
Intelligence document to hold plain text and pre-defined document
information.

In this tutorial, you will add a blank cell for a label and a predefined cell
for the date the document was last refreshed.



Add Text to a Document

Welcome: ABC3774 | Applications» Helpmenuw | Log off

First, let's add a blank cell to the
document header to act as a label

for the refresh date. Deta Access | Analysis | Page Setup | Reading ~ Design » (2 =
v oa Purge Qefresh ~ | &3 New Variable = | /i Merge |
fx o x ) | ¥
Click the Report Elements tab. J
Ba A
& §) Sales-By-Quarter
=g J Gty
= 4 Holiday (y/n)
4 Month Sales Revenue by Quarter
)] s Quarter
- s B :
R o State Store name Year Quarter Sales revenue E
- —
i Texas e-Fashion Austin 2004 a1 $197,891
3 J Year
= Sales revenue Texas e-Fashion Austin 2004 Q2 $154,039
= > Variables
» Sales Tax Texas e-Fashion Austin 2004 Q3 $81,982
Texas e-Fashion Austin 2004 Q4 $127,212
Texas e-Fashion Austin 2005 Qi $263,162
Texas e-Fashion Austin 2005 Q2 §240,204
Texas e-Fashion Austin 2005 Q3 $204,691 v
(Texas e-Fashion Austin 2005 Q4 $205.014 >
Amranged by Alphabetic order ~ | [2 Report1

Page 3 - Add a Blank Cell to the Document Header

First, let’'s add a blank cell to the document header to act as a label for
the refresh date.



Add Text to a Document

7% crapusiness Intaigence Wekome: ABC3774 | Applcations+ Helpmenu™ | Log off
Home | Documents | Sales-By-Quarter & # @
Report Elements | Formatting |~ Data Access |~ Analysis | Page Setup | Reading ~ De]
_/'r.uulnl\lm_/am Other | /" Tools | Posttion | Uinking /" Table Layout | Behaviors
".-I/a".:- Bl v @~ TiTuninto + | &) Setassection | E Bresk - | Insert v | [ Header -
o+ | =NameOf{[Store name]) ¥
— [ Type here to filter tree
~
2 | suorqune Click the Cell tab.
-a 4 Cry
= J Holiday (y/n)
s Month Sales Revenue by Quarter
(2) 4 Quarter
— Yot}
.:‘I 1 15 State Store name Year Quarter Sales revenue E
= J Waak Texas e-Fashion Austin 2004 at $197,891
3 J Year
ws Sales revenue Texas e-Fashion Austin 2004 Q2 $154,029
= 2 Variables
e T Texas e-Fashion Austin 2004 a3 $81,082
Texas e-Fashion Austin 2004 Q4 §$127.212
Texas e-Fashion Austin 2005 a1 §263,162
Texas e-Fashion Austin 2005 Q2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691 “
<Texas e-Fashion Austin 2005 Q4 §205.014 >
Arranged by Alphabetic order + | [3 Report1

Page 4 — Add a Blank Cell to the Document Header

(continued)

Click the Cell tab.



Add Text to a Document

P cra Business Intelligence Welcome: ABC3774 | Applications>  Help menu v Log off

Home | Documents | Sales-By-Quarter = # @

Report Elements |~ Formatting |~ Data Access |~ Analysis | Page Setup | Reading + Design |+ (2 +
Tables ) Cell Section | Chart | Other Tools Position |
| =t lank |PreDefined - || all * 3 - @ - || T Tuminto - | ) Set as sector

O Ok toinsertthe cell here (Press ESCKey o cancel thisacbion))
Sales Revenue by Quarter

Position the crosshair

’ State Store name Year Quarter Sales revenue
b3 where you want to E
- place the cell, then Texas e-Fashion Austin 2004 a1 $197,891
2 click to Insert . Texas e-Fashion Austin 2004 a2 $154,039
= [ Variables
e T Texas e-Fashion Austin 2004 a3 $81,082
Texas e-Fashion Austin 2004 Q4 §$127.212
Texas e-Fashion Austin 2005 at $263,162
Texas e-Fashion Austin 2005 a2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691 “
<Texas e-Fashion Austin 2005 Q4 §205.014 >
Amanged by Alphabetic order ~ | [3 Report1

Page 5 - Add a Blank Cell to the Document Header

(continued)

Click Blank.

Position the crosshair where you want to place the cell, then click to insert it.



Add Text to a Document

P cra Business Intelligence Welcome: ABC3774 | Applications>  Help menu v Log off

Home | Documents | Sales-By-Quarter = # @

Report Elements | Formatting | Data Access | Analysis | Page Setup | Reading - Design  ~
Tables  Cell | Section | ' Chart | Other " Tools | Position | Linking /" Call Behaviors |
[l Blank PreDefined ~ | gl ~ 32 - @ - || T Tuminto 53] Set as section ™ Hide ~ | 1) Page Break ~ | [ Rep]
bl fx o x ¥
[ @ ! Hover over the handle on the edge of the text ]
B—o- cell, then click and drag to lengthen the cell. ~
=@
= A Sales Revenue by Quarter
(2) 4 Quarter
EI | : :a:me State Store name Year Quarter Sales revenue E
~ : :_V: Texas e-Fashion Austin 2004 at $197,891
=) ws Sales revenue Texas e-Fashion Austin 2004 Q2 $154,029
= ‘:‘m;‘:-rax Texas e-Fashion Austin 2004 o3 $81,082
Texas e-Fashion Austin 2004 Q4 §$127.212
Texas e-Fashion Austin 2005 a1 §263,162
Texas e-Fashion Austin 2005 Q2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691 “
<Texas e-Fashion Austin 2005 Q4 §205.014 >
Amanged by Alphabetic order ~ | [3 Report1

Page 6 — Add a Blank Cell to the Document Header
(continued)

Hover over the handle on the edge of the text cell, then click and drag to
lengthen the cell.



(l{:-a- S0 Ha-

4 Holiday (y/n)
J Month

&) 4 Quarter
— 4 State
'n]‘ J Store name
J Week
S J Year
s Sales revenue
= 2 Variables
e Sales Tax

T AR

Welcome: ABC3774

Applications »  Help meny v

T Hide ~

For a blank cell, we need to
manually define the content.

»=) Page Break -

) R

 —

Arranged by Alphabetic order ~

Sales Revenue by Quarter

State

Texas
Texas
Texas
Texas
Texas
Texas
Texas

Texas
<

| [3 Report1

Store name

e-Fashion Austin
e-Fashion Austin
e-Fashion Austin
e-Fashion Austin
e-Fashion Austin
e-Fashion Austin
e-Fashion Austin

e-Fashion Austin

—!

then type Last Executed.

Double-click the blank cell to edit, ]

Year

2005

Quarter

a1

Q2

Q3

o

Q3

Sales revenue

$197,891
$154,029

$81,982
$127,212
§263,162
$240,204
$204,691
§205.014

Page 7 - Manually Define the Content

Double-click the blank cell to edit, then type Last Executed:.



Welcome: ABC3774 | Applications» Helpmenu~ | Log off
Reading ~ Design ~
 Cellgehaviors | |
s sectior " tide ~ | - PageBreak - | 43 Rep]
Type here to filter tree
%8 = ) Sales-By-Quarter [Last Execufed: = N
-a 4 Cry
=t # Holiday (y/n)
s Month Sales Revenue by Quarter
) 4 Quarter o
— J State
.:‘I 1 15 State Store name Year Quarter Sales revenue E
= J Waak Texas e-Fashion Austin 2004 at $197,891
S J Year
ws Sales revenue Texas e-Fashion Austin 2004 Q2 $154,029
= 2 Variables
e e Texas e-Fashion Austin 2004 a3 $81,082
Texas e-Fashion Austin 2004 Q4 §$127.212
Texas e-Fashion Austin 2005 a1 §263,162
Texas e-Fashion Austin 2005 Q2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691 “
<Texas e-Fashion Austin 2005 Q4 §205.014 >
Arranged by Alphabetic order + | [3 Report1

Page 8 — Manually Define the Content (continued)

Click Validate.



Add Text to a Document

Welcome: ABC3774 Applications ¥  Help menu v Log off

Now we'll add the refresh date.

Reading - Design ~
CH-1S-0PE-3 Tables ) Cell | Section | Chart /" Tools m\& /" Call Behaviors
Tumn Int Set as sectior ™ Hide ~ | 1) Page Break ~ | [ Rep]
E = 3] Sales-By-Quarter JLast Eiecuted:;- Click the Pre-Defined list. N
-a / Cry
=t # Holiday (y/n)
4 Month Sales Revenue by Quarter
@) 4 Quarter
J State
':I | 4 Store State Store name Year Quarter Sales revenue E
o
= : :_Vﬂ* Texas e-Fashion Austin 2004 at $197,891
ear
3 wa Sales revenue Texas e-Fashion Austin 2004 Q2 $154,029
a8 Variables
o s Yo Texas e-Fashion Austin 2004 a3 $31,0822
Texas e-Fashion Austin 2004 Q4 $127.212
Texas e-Fashion Austin 2005 a1 §263,162
Texas e-Fashion Austin 2005 Q2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691 “
<Texas e-Fashion Austin 2005 Q4 §205.014 >
Aranged by Alphabetic order = | [2 Report1

Page 9 - Add Refresh Date
Now we’ll add the refresh date.

Click the Pre-Defined list.



Welcome: ABC3774

Applications v  Help meny v

‘Quarter Sales revenue
= :"’: Texa| [ Page Number/Total Pages 2004 Qat $197,891
2 Sales revenue Texa [ Total Number of Pages 2004 @2 $154,039

i Texas e-Fashion Austin 2004 a3 31,982
Texas e-Fashion Austin 2004 Q4 §$127.212
Texas e-Fashion Austin 2005 [+1] $263,162
Texas e-Fashion Austin 2005 Q2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691
Texas e-Fashion Austin 2005 Q4 §205.014
Amanged by Alphabetic order ~ | & Report1

Page 10 - Add Refresh Date

Select Last Refresh Date.

(continued)
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Add Text to a Document

#% cpaBusiness Intetiigence Welcome: ABC3774 | Applications =  Help menu-=

Home | Documents | Sales-By-Quarter & # @

’—'{."H' S-k P2 Tables  Cell | Section | " Chart | Other | " Tools | Position | Linking

Dol DE X F 1 Blank Pre-Defined ~ il -G~ @~ || Tumine 3] Set as section

4 Holiday (y/n)
4 Month
@) 4 Quarter
! State -
EI | 4 Store name Position the crosshair Store name Quarter Sales revenue E
= i whars you want to e-Fashion Austin $197,891
S d Year place the cell, then
s Sales revenue click to insert it. e-Fashion Austin 2004 Q2 §154,039
= [ Variables
o s Yo Texas e-Fashion Austin 2004 a3 $31,0822
Texas e-Fashion Austin 2004 Q4 $127.212
Texas e-Fashion Austin 2005 a1 §263,162
Texas e-Fashion Austin 2005 Q2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691 “
<TEKBS e-Fashion Austin 2005 Q4 §205.014 >
Arranged by Alphabetic order + | [3 Report1

Page 11 - Add Refresh Date (continued)

Position the crosshair where you want to place the cell, then click to
insert it.



Add Text to a Document

Welcome: ABC3774 Applications v  Help menu v

Note the date is calculated as part
of the document information.

Elements | Formatting | Data Access | Analysis | Page Setup | Reading ~ | Design =

/Cell | Section |  Chart | Other  Tocls | Posiion ~ Linking

1 Blank Pre-Defined ~ il -G~ @~ || Tumine 3] Set as section
fx o x ¥
5 3] Soles-By-Quarter Last Executed: 9/28/16 48 ~
-a 4 Cry
=t # Holiday (y/n)
s Month Sales Revenue by Quarter
@) 4 Quarter
4 Stat
EI 1 15 = State Store name Year Quarter Sales revenue E
= J Waak Texas e-Fashion Austin 2004 at $197,891
S J Year
ws Sales revenue Texas e-Fashion Austin 2004 Q2 $154,029
= 2 Variables
e T Texas e-Fashion Austin 2004 a3 $81,082
Texas e-Fashion Austin 2004 Q4 §$127.212
Texas e-Fashion Austin 2005 a1 §263,162
Texas e-Fashion Austin 2005 Q2 $240,204
Texas e-Fashion Austin 2005 Q3 $204,691 “
<Texas e-Fashion Austin 2005 Q4 §205.014
Arranged by Alphabetic order + | [3 Report1

Page 12 - Add Refresh Date (continued)

Note the date is calculated as part of the document information.
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Add Text to a Document

This concludes this lesson.

Additional Tutorials

” CPA Business Intelligence

Page 13 - Conclusion
This concludes this lesson.

For more BusinessObjects 4.1 tutorials, select the link below.

Additional Tutorials
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https://fmx.cpa.texas.gov/bi/4_1/index.php

