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Chapter 1

QAD Business Portal Overview

and Navigation

This chapter provides an introduction to the QAD BI Portal as well as information about use and

navigation.
It discusses the following topics:

Overview 2
Introduces the QAD Bl Portal.

Accessing QAD Bl Portal 2
Covers access and login.

Dashboard 3

Explains how to navigate the Bl Portal Dashboard.

Report 9
Covers how to view and run reports.
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Overview

The QAD Business Intelligence Portal (Bl Portal) gives the user information in a quick, at-a-
glance, customizable format.
From the Bl Portal menu bar you can access the following items:

« Dashboard - The Dashboard consists of various visual items that display information in a
number of formats.

 Report - Access and run reports.
Designer - Design dashboards, reports, visual items and queries.

Administration - Set user and data security.
* Help

Accessing QAD BI Portal

Access the system by launching an internet page and activating the link given to you by your
administrator. This will bring up the login screen.

Fig. 1.1
Login

]

Business Inteligence System

Usernarme

Password

l Login |

Fargaot Password

FAIQAD

Qur Passion. Your Advantage.

About

Fill in the following fields:
Username. Enter a username.
Password. Enter a password.

Click Login.

If you have forgotten your password, click Forgot Password.
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Fig. 1.2
Forgot Password

A new password will be
gensrated and sent to pour
prirnary ermail address,

Uzer Id

| Request New Password

Cancel/Back

Enter a user ID and click Request New Password. A new password will be generated and sent your
primary email address. To return to the Login screen, click Cancel/Back.

Dashboard

Dashboard  Report  Designer  Administration  Help

FIQAD Business Intelligence System

Our Passion. Your Advantage.

Guarter: | 1 R Refresh =

Demeo Logout

Chart. Sales by Product Family for Quarter thart. Sales by Product Type for Quarter Ec

Analysis Links
Product Family

Inuoice Analysis. Use this tool for adhoc
el oz ariiO i analyis of invaice details using Microsoft
. | Excel Plust table
2eM
" i i o Payment Anzlysis. Use this tosl for adhec
ATinnlet snalysis of payrnent details using Micrasof
e Excel Pivot Table,
a4p asm 1 Published Items
76M 77M I re is the final quarterly results for Q4

Internal Links
Finance Homepage

[Mucm Membrane Ink, 108M

- ox

Grid. Sales by Product Type for Quarter Actions Grid. This year vs last year ranked by customer —
-

Grid. This year vs last year My Links

Inkjet 32,141,129 9,309,067 40,450

AddLink  Add Report

Laser 101,154,978 23,495,729 54,858 Smu
Micro Membrane Ink 107,906,226 27,702,867 36,479 | Llinois Tool Works Ing SRR EEIERAET Sales Pivet Tal Link Excel Piv - |
Leagett & Platt Inc 15,012,492 15,007,429
Weverhasuser Co 13,399,464 11,292,898 |=
Hanaer Orthopedic Gr... 1 10,421,708
Georais-Pacific Corp 12,741,327 11,484,801
Patker Hannifin Corp 12,353,123 10,440,558

The BI Portal Dashboard is the front page view for the data warehouse analysis. The user sees
information in quick, easily analyzed formats for better decision making.

Access Dashboards through the menu bar at the top left of the screen. All users have access to the
Dashboard menu.

Use the drop-down list to find the desired dashboard. QAD BI Portal remembers the last
dashboard visited and makes this the default dashboard for the next login. You can export an image
of any dashboard. Right-click anywhere within the dashboard, then select Export image of this
dashboard.
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Visual Iltems

The BI Portal Dashboard consists of various visual items that display information in a number of
formats. Some of these visual items can be moved, minimized, maximized, closed, and restored.
You can export an image of any visual item. Right-click on the title bar of a visual item, then select
Export image of this item. Some visual items have Action drop-down options, click Actions to
view a list of options.

Note When a visual item is closed on the dashboard, it will only be removed from that session.
The item will return in the default area the next time you access the dashboard.

Parameter Bars

Parameter bars, or drop-down options that list various parameters, allow you to set the subject or
parameters that the visual items display. They can be located anywhere on a dashboard. Click the
parameter bar to view a drop-down list of the available options. Click Refresh to view changes.

Grids

Grid. This year vs last year ranked by customer

Grid. This year vs last year ranked by customer

N T O L1 MO oo
Srourfit-Stone Container Corp 34,514,069 30,962,756 |+
Ulinoiz Tool Warks Inc 15,355,184 15,031,452
Leggett & Platt Inc 15,012,492 15,007,429
Weverthagusar Ca 13,299,464 11,292,892
Hanger Orthopedic Group Inc 12,856,238 10,421,709
Georgia-Pacific Corp 12,741,327 11,454,501
Parker Hannifin Carp 12,353,123 10,440,558 |
Unknown 11,095,246 11,393,569 |=
International Paper Co 11,054,052 11,567,703
Gannett Co Inc 9,997,103 11,663,258
Willamette Industries Inc 9,470,981 8,368,604
Packaging Corp Of Arnerica 8,702,216 11,918,585
Thermo Electron Corp 8,411,849 9,024,587
Larnar Advertizing Co 8,024,007 7,700,310
Rock-Tenn Co 7,745,295 7,259,805
Confara Foods Inc 7,561,094 7,765,628
Consolidated Graphics Inc 7,549,410 8,930,821
Interstate Bakeries Corp 7,338,730 6,966,654 I~

Grids, or tables, allow for a simple, straight-forward arrangement of information in a sortable
format. The columns within a grid are sortable, click on the column heading to sort: ascending,
descending, and nested sort. Some grids support drilling. If the item can be drilled into, an
underline displays on the data, similar to a link. Click the link to drill into the item to either another
visual item or a report. Use the breadcrumbs at the top of the item frame to return to the grid.
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- x BR=B Chart. Sales by State for Region, Quarter I
Chart, Sales by Product Family for Quarter Chart, Sales by Product Type for Quarter Chart, Sales by State for Regien, Quarter
Product Family ] I I -
San Jose 4,609,058 |
Lol Laser, 101M F— —— i
o \ \ Los Angeles 2,248,07
e 23mM 19 Riverside 1,429,753
~Inkje
66M
44m gam
77M
22M Santa C\araEEBBA?l
Irvine [ 827,544
0
woodland Hills § 582,729
Micro Membrane Ink, 10| 0 600,000 1,200,0001,800,0002,400,0003,) 7
| ) ™ I [ v

Charts display information in a variety of chart formats such as pie charts, bar charts, or line
charts.

If items on a chart allow for drilling, the cursor changes to indicate a drill is possible. Drilling into
an item brings you to a new visual item or a report. Return to the chart using the breadcrumbs, or
back arrow button, at the top of the image frame.

Heat Maps (Analysis Maps)

Analysis Map. Region, State for Quarter

Analysis Map. Region, State for Quarter

Size Shows: Total 5ales | A Color Shows: Min Margin | - |

Fuort Landerdale Saint Peterstnmg oo Orlardo Lake Miary

West Pahn Beach

Lakeland
IeThonmme A

Yvw vv vV V v

i
0% 10% 20% 30% 40% S50% 60% 70% S0% 90% 100%
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6 User Guide — QAD Business Intelligence Portal

The heat map allows you to compare information displayed through size and color. Hover the
cursor over areas to see details about individual rectangles. Change the size and color metrics by
using the corresponding drop-down list in the upper part of the window. Change color ranges by
using the range slide at the bottom of the window. Click and drag the desired color triangle to the
appropriate value.

In the example each rectangle is a geography. A large rectangle equals relatively large Total Sales.
Red rectangles mean relatively small Margin. A geography with a large, red rectangle might
represent an opportunity to drive margin and have a big impact.

If items on a chart allow for drilling, the cursor changes to indicate a drill is possible. Drilling into
an item brings you to a new visual item or a report. Return to the chart using the breadcrumbs, or
the back button, at the top of the image frame.

Gauge Items

Gauge. Current Budget I

Gauge., Current Budget

Gauges are a specialized form of visual item. They are used to show some value compared to a
target, for example, sales to forecast, or actual to budget.

If items on a chart allow for drilling, the cursor changes to indicate a drill is possible. Drilling into
an item brings you to a new visual item or a report. Return to the chart using the breadcrumbs, or
the back button, at the top of the image frame.
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Collaboration Area

Wehpart. Sales Page

Edit

Analysis Links -
Invoice Analysiz, Use this tool for adhoc analyis of
invoice details using Microsoft Excel Pivot table.
Pavrment Analyzis, Use this tool for adhoc analysis of
pavrment details using Microsoft Excel Pivot Table.
Published Items
Here iz the final guarterly results for 04
Weekly Finance Meeting Motes
Internal Links
Finance Hormepage ™

|

Collaboration items allow for users (all or a select group) to set their own content to be placed on
the dashboard. The collaboration area window allows you to see current information including
links and messages that can be viewed by all who have access based on their role. You can edit this
window if you have the appropriate role. To edit, click the edit button, then save changes.

Links List

My Links
Add Link Add Report

| Ceszcription
Sales Pivot Table Lirk Excel Pivat table
Lirk. Link Homepage
QAD Link Link to QAD Inc
Google Lirk Google
Marketing Hormepage  Link Marketing Hormepage

The links list window is essentially a list of useful links in the portal. If you have the proper role,
you may add links to favorite reports or websites. The changes will only be seen by the individual
user and will not affect other users. Add or remove links and reports by clicking the appropriate
buttons.
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Report Browser

Reports. Metrics

Metric Reports
¥ [ 7Report Def

¥ [ ybeme
|_]Sustormers for Produck Type
|_]Invoices for Product 2
|_]Invoices for Produck and Custormer
|_]Top 25 Custormers by Product
|_]Top 25 Custorners by Product 2

¥ [ yReports 0903
|| detail test
|| MyRepart
|_JReport1

B[ Train

The Report Browser lest you use the dashboard to see and run reports in the report library.

Metrics Viewers (Free Form Items)

Metrics. Product Family for Current Year

Product Family: Font Machines
MTD | &TD | vTD |
Fevenus 499,212 679,212 979,212
Margin 23,134 - 93,134
Unitz 231 278 2506
Returns a3 278 356
Survey 25 Q5 95

The Free Form items let you view advanced metric displays including conditional formatting of
the content.
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Dashboard ~ Report  Designer

Our Passion. Your Advantage.

B Eoter search text

¥[JReport Def
¥ [peme
[ Custoraers for Praduct Typs
[ trusices for Product 2
[ tnusices for Product and Custa
[ Metrics
[ Top 25 Custorners by Product
[ Top 25 Custorners by Product
»[JReports 0903
¥ [ Train
[ sample report
[ simple Report
[ simple Repert 2

[ simple report with 2 groupings

Administration  Help

FYQAD Business Intelligence System

Folder Contants and Properties

I peme
03 Reports 0903

I3 Train

Jan 12, 2010 8:38:47 AM

Feb 16, 2010 11:18:25 AM

Demo Logout

Jan 12, 2010 8:38:47 AM

Feb 16, 2010 11:18:26 AM

Reports allows the user with access to view and run reports. To access Reports click Report, then
Report Home on the BI Portal menu bar. The left side of the screen displays a document explorer
list. Click a folder to see information about the contents. click a report to see information about the
content and properties. Once a report is highlighted, click Run to view the report.
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Fig. 1.3
Report Example

Parameter Bar

ity

Buffalo Grove - Run
f e lossasssbalosea

PDF - Export

2

Sales within a city

Max Price Max Units Bill To Zip Froduct Type Froduct Name
1300.0 2 60055-6555 Inkjet 1200
EIZ0 3 60080-6556 Inkjet 1400
1080.0 1 60085-6556 Inkjet z
1719.0 3 60080-6556 Inkjet 200
26220 3 60085-6556 Inkjet z10
2440 2 60080-6556 Laser 1600
7HI5.0 3 60085-6556 Laser 1800
20790 3 60080-6556 Laser 1000
36090 3 60085-6556 Laser 230
5632.0 3 60080-6556 Laser 250
26380 2 60085-6556 Laser E
45360 3 60080-6556 Laser 5
a71z.0 3 60085-6556 hicro hfembrane Ink 270
22500 1 60080-6556 Micro Membrane Ink 280
4g90.0 2 60085-6556 Micro hMembrane Ink &
1450 1 60080-6556 Micro Membrane Ink 7
3550 3 60085-6556 Micro Membrane Ink 2
2/25/10 10:10 AM Dage 1of 1

Depending on how the report was designed, a number of Parameter bars may be present. Use the
parameter bars to choose the desired parameters, then click Run to view the report. You can export
the report in PDF or Excel. Click the PDF button and choose PDF or Excel, then click Export.

MQAD



Chapter 2

Administration

This chapter covers the Administration of all user and data security.

It includes the following topics:

Overview 12
Introduces the Administration application.

User 12
Discusses how to view, add, edit, and disable users.

Object Security Group 14
Describes how to add, edit, and delete Object Security Groups, or roles.

Data Security Model 14
Covers how to build and set data security.

Model Administration 18
Describes administration of Data Security Models.
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Overview

Administration handles all data and user security. From this tab the administrator can set the access
levels of users, and user groups, and set security for data groups and data values.
The Administration drop-down menu item has these four options:

« User - Displays a list of users, along with their information and roles, with the options of
editing, disabling, enabling, and adding users.

« Object Security Group - A tool for examining, editing, and creating security groups.
- Data Security Model - Allows the administrator to build data security.

- Model Administration - Allows the administrator to update, rebuild, or remove all data
security.

User

Dashboard  Report  Designer  Administration  Help Deme Logout

FAIQAD Business Intelligence System

Our Passion. Your Advantage.

‘ [ New | 5 edit | = Disable | Enable | 3 Refresh |

dsmith@aagetem. com Administratar

dan@ael.com Administrator

14
> r » > > > v > [E

o

-]

3

o

o

o

£}

K

dermo@qad.com Dashbasrd Only

From the User page, the administrator can add, edit, disable, and enable users. The page displays
the user 1D, name, status, e-mail, and application role.
Statuses defined:

+ D - User has been disabled.

« A - User is active.

P - A new user who has not yet signed on and changed his/her initial password.

The User toolbar gives you the following options:
« New - Add a new user.

Edit - Edit existing user information and access. User information can also be edited by double
clicking on a user.

Disable - Disable a user.

Enable - Enable a user.

Refresh - Refresh the list to show recent changes.
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Administration 13

New User

User Information

User IL

Pazsward
Confirm Password
First Name

Last Narme
Cornrnon Name
Ernail address

Status

Locale Us English | »
Application Rele -

Dbject Security Groups Data Security Models
|| Human Resource ™) BillzaProdMarnelInvoiceMargin
L | =sales Organization L | Full Access

L | Managerment

P

To enter a new user, click New from the User toolbar, and then follow these steps:
1 Enterauser ID.

2 Enter a password.

3 Confirm password.

4 Enter a first and last name.

5 Enter acommon name.

6 Enter the user’s email address

7 Choose a locale from the Locale drop-down list.

8 Choose an application role from the Application Role drop-down, this determines the
applications within Bl Portal that the user has access to. The following roles are available:

« Administrator - The administrator sets user and data security and has full access to all
applications.

« Dashboard only - The user only has access to the dashboard menu item. Additionally,
depending on the security level of the user, they may only have access to a set number of
dashboards.

« Designer - The designer builds queries, reports, visual items, and dashboards. A designer
has access to every application with the exception of Administration.

 User - The user has access to all Bl Portal menu items except the Designer and
Administration.

9 Click the Object Security Groups and Data Security Models the user has access to.

MNQAD



14 User Guide — QAD Business Intelligence Portal

Object Security Group

Dashbeard  Report  Cesigner  Adménistration  Help

FYQAD Business Intelligence System

O Pasison, Bonm Adsaatage

|Coven | i | S oetatn | £ nutrosh |

Obiject security is used to control the sets of designed objects or items a user can use. Each of the
designers (dashboard, visual items, report, and query) permits a user to design objects for use by

themselves or other users of the Bl Portal. As part of the definition of the object, the designer can
choose to limit the access to an object to a specific Object Security Group. The system ships with
three Object Security Groups:

» Human Resources
« Sales Organization
« Management
To add a new Object Security Group click New from the toolbar, then fill in the Role name and

description. To edit an existing group, highlight the group and click Edit from the toolbar, or
double-click the group to view and edit. To delete a group, highlight the group, then click Delete.

Data Security Model

FA1QAD Business Intelligence System

Our Paision Toor Afuastuge.

Modal e

| o ptar l v el | [ 1o e | 5 3 rensme ] & palate

MQAD




Administration 15

The Data Security Model toolbar displays the following options:

« New Folder - Enter a new folder.

« New Model - Set access to dimensions and facts to build a new Data Security Model.

« New Builder - Build a new Data Security Model based on characteristics of the data.

« Open - Open a selected model.

+ Rename - Rename a model.

» Copy - Copy a model.

+ Delete - Delete a model.
Data Security Models are used to control the specific content in the data warehouse that is
accessible by a group of users. These models can control what type of data a user can access (such

as orders, invoices, or both) as well as which instances of data a user can access (for example, only
customers in California). Data security is quite powerful and can be used to:

- Limit the dimension and fact tables a designer can access when defining queries.

 Expose only a subset of the columns in a specific dimension or fact table; for example, show
price, but not cost to a group of users.

- Constrain the rows that are exposed; for example, define a sales territory or product line a user
can access.

To define specific instances in the model (rows), you can define a constraint with filters as part of
the model. Each constraint requires the selection of a column from the dimension followed by the
selection of the distinct values for the column that will be included in the data security model.

With Data Security Models in place, a designer can create a common dashboard with visual items
that expose all the content in a data warehouse; for example, all product lines and all sales
territories. Users of the dashboard see a view that limits their content to the product lines and sales
territories that are exposed in the data security models of which they are members.

New Data Security Model

Dashboard  Report  Dasignar Administration  Help. Dems  Leaout
FA QA D Business Intelligence System
Our Passion. vour Advantage

Model Home | News Model

B save | 6 dose | [ close an

dim_BillToCompany

aaaaaaaaaaaaaaaaaaaa

aaaaaaaa

CCCCC

Add Constraint

Selected Constraint
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The left side of the screen displays a hierarchical representation of all dimensions and facts within
the data warehouse. The right side of the screen displays information about the Data Security
Model being built.

Navigate or drill into the folders to view items within selected folders. Each item in the explorer
window has a box next to it. When a box is selected, an X displays in the box. The X indicates that
the item can be viewed by users with access to this security model. For folders, the X also
indicates that all children items within that folder can be accessed. If one of more of the children
items within the folder are not selected, a dot appears in the box next to the folder, indicating
partial access to the folder.

To add a constraint, select the dimension whose values you'd like to constrain, and click Add
Constraint.

Add Model Security Constraint

Dirmension Column | Bill To Address

Constraint Cperator In L

114 Cancel

Click the Dimension Column drop-down list to choose a dimension column. The drop-down list
will display all available dimension columns.

Click the Constraint Operator drop-down and choose In or Not In, press OK, then chose the set of
values from the display.

When the Data Security Model is finished, click Save. click Close or Close All to close without
saving.

New Data Security Model Builder

Dashboard Report Designer Administration Help
FIQAD Business Intelligence System
Our Passion, Your Advanlage.

Model Home | Hew Model Builder

| @Save | B close |

Baze on Madel: Browse

Security Column: Browse

Target Folder: Browse
Generate Models

The New Data Security Model Builder allows the administrator to build a new data security model
based on an existing model. To begin building the model, click Browse next to the Base on Model
item.

MQAD



Administration 17

Warning The application does not prevent you from automatically creating an inordinate number
of models. You should always use information that has a low number of unique values, like a state,
or a sales territory. These columns would have a limited number of unique values. Using a column
like street address, for a customer, is permitted but would generated thousands unique models, one
per customer, which might prove unmanageable and lead to system performance issues.

Fig. 2.1

Base on Model

HName Qunar.

| Last Madified

— 5 SecurityModelMidatiant Duane Feb 17, 2010 3159114 AM |
vy Madel Def Iz

=
= e B test derne Feb 18, 2010 10:29:29 ..,
= Train
7 test.1 Allied Dr Duane Feb 18, 2010 10:40:08 ...
&P test.l American Rd Duane Feb 18, 2010 10144157 .,
£

£ test.l Batterymarch Pa Duans Fab 18, 2010 10:43:46 ...
P test.1 Bauhaus Dr Duane Feb 18, 2010 10:41:37 ...
£ test.l Becton Dr Duane Feb 18, 2010 10:42:51 ..,

S testd CamierBl | e Fab 1R, 2010 10:44:22
Security

SecurityModelMidAtianticStates

General

Ttern Marme

Description

e

From the explorer window on the left, drill down and click the desired Data Security Model. Enter
a name and description for the model. click the Security tab to set which object security groups, or
roles, can access and edit this security model. When finished, click Open.

Next to the Security Column field, click Browse, to set the dimensional attributes of the model.

Fig. 2.2
Security Column

Dimensional Attrbutes

» 18l To Company -

» [ Date dimension

» [ Fact Inuoice Detail

¥ [yFact Payment Detail
] Invoice Date

] Payment Date

| Product 1D
» [ Inucice Date

b [ Payrment Date

» i Praduct
. -
b [T Sales Representative
b [ ship To Company |
-
Selaction:
Cancel

Drill into the explorer window to choose the desired attribute. Click OK when finished.

Click Browse next to Target Folder. Drill into the explorer list to choose the desired folder. Then
click Open.

To generate the model, click Generate Model.

MNQAD
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Model Administration

Dashboard Report Designer Administration Help

FIQAD Business Intelligence System

Our Passion. Your Advantage.

Build Data Security

Usage Recreates SQL Server security, Build data security must be done each timme 2 user iz added andfor any data

security model is changed.

Rebuild Master Model

Usage Use this option as the definitions of objects in the data warehouse changes.

Rebuild Master

Revoke Security

Usage Remowves SQLfServer sacurity, Sometime used during initial implementation or upgrades to clean up
database security items. This option should otherwise be used infrequently unless directed by Technical

Suppaort,

Revoke Security

There are three synchronization functions on this form:
- Build Security - Synchronization of QAD BI Data Security Models with SQL Server’s
security.
- Master Data model - Synchronization of the QAD BI Portal data model with the QAD Bl data
warehouse.
 Revoke Security - Removal of QAD BI Data Security Models from SQL Server’s security.

Build Security

Data security models and their relationship with users are maintained in the QAD BI Portal. The
actual security is implemented in SQL Server using the database security features. Once a set of
security changes are made in the QAD Bl portal, it is necessary to replicate the changes to SQL
Server. The SQL Server security must be created or recreated by coming to this function and
executing a Build Security command.

Changes requiring a refresh of data security:
« Any change to a Data Security Model (adding/removing tables, columns, filters).
« Associating a user with data security model, or removing an association.

Due to the complexity of this activity run times can be lengthy. Actual run time depends upon the
number of users, data security models and number of analytical modules in use.

MQAD
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Rebuild Master Data model

The data warehouse’s model is replicated in the QAD BI portal database. In the event data
warehouse definitions change (for example, a column added, a label or description created, a new
star schema), administrators must rebuild the master model.

- This is not a destructive act. Existing data security models and user-to-data security model
relationships will be maintained in the portal’s database.

- Data security models that included objects affected by the change (for example, a removed
column) must be opened in the Bl Portal user interface and saved for the data security model
to be updated.

Revoke Security

This function removes the SQL Server security. This is sometimes used during initial
implementation or during upgrades to clean up database security items.
« This option should otherwise be used infrequently unless directed by Technical Support.

« QAD BI Portal Data security models and user relationships are not deleted.

MNQAD
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Chapter 3

QAD Business Intelligence Portal

Designer

This chapter provides steps and information about designing content for the QAD BI Portal.

It discusses the following topics:

Query Designer 22
Queries are the building blocks of the Bl Portal.

Report Designer 27
Use Queries to build reports.

Visual Item Designer 33

Build the visual items to populate the Dashboard.

Dashboard Designer 49
Assemble various visual items into dashboards.
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Overview

At the heart of the QAD BI Portal, are the Designers. The designers are responsible for building all
of the components within the Bl Portal. All of these components, or building blocks, are reusable,
and can be designed in conjunction with security and run time parameters to provide distinct
information without proliferation of the components.

Items that are created by the Designers can be restricted so they are viewable only by some users
of the system. This is managed through Object Security Groups. Object Security Group
assignments can be set when Designer elements are saved.

Query Designer

Queries are the building blocks of the QAD BI Portal. They are used to access data from the data
warehouse for use in Bl Portal objects such as reports and visual items such as charts, grids,
gauges, and heat maps.

Dashboard  Report  Designer  Administration  Help Demo Logout

FYQAD Business Intelligence System

Our Passion, Your Advantage

Query Home

[E New Folder | [ New | [B) |:uBRenime ‘ El |ﬁbelem ‘

B8 foter search text

¥ Query Def

an 13, 2010 2:05:47 AM

» [ Metrics

o Class Jan 1%, 2010 2:05:47 AM 3.
. EJ Dem monica Dec 21, 2009 12:30:32 PM Jan 15, 2010 7:45:11 AM
EListe 0 Test dem Dec 21, 2009 11:00:04 AM Dec 21, 2008 11:00:04 AM
0T Testz dem Dec 21, 2009 11:02:50 AM Dec 21, 2009 11:02:50 AM
3 Train duane Feb 16, 2010 6:50:55 AM Feb 16, 2010 6:50:55 AM

(# sales Anslysis by Product Type for Quart
(# sales Anslysis by Region for Quartsr

# Sales Anslysis by Region, State for Quar
# Sales Anslysis by State for Quarter, Regi
# Sales by Ttern for Quarter, Product Type,
# Sales by Product Farmily for Quarter

# sales by Product Family for Quarter, Proc
# sales by Product Family for Year, Gustor
# sales by Product Family, Quarter for Tea
# Sales by Product for Quarter, Product Far
# gales by Product Type for Quarter

# gales by Product Type, Quarter for Year

The Query Designer is accessed by clicking Query from the drop-down list under the Designer
button on the Menu Bar.

From the Query toolbar you can add a new folder, create a new query, or open, rename, copy, or
delete an existing query.

The left side of the screen displays a document explorer list of all existing queries. The right side
shows information on a folder or about a selected query.

To view detailed information about a query, or to edit a query, double-click the query, or highlight
the query and click Open from the toolbar. To save changes made to the query, click Save.
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Creating Queries

Dashboard  Repart  Designer  Administraion  Help Demo Logout

FAQAD Business Intelligence System

Our Passion, Your Advantage.

I ] save I [> Run | B close | [ close Al

| esign || options |[ Advanced |

Query Aras
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Filters

Detail Summary

v/ AND ()
b Margin [
v if=Price

JFaverage Price

L] shew tacltips (SQL Names)

J=min price

JEmax Price
b < Total Lines
b Tota
b i Tatal Price
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Siruice L ambar e ———— ettt
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To create a new query, click New from the Query Home toolbar. The new query designer has three
tabs: Design, Options, and Advanced. The box in the lower left displays an explorer list of
dimensions and facts. Facts, which can be analyzed, are shown at the top of the list. Dimensions,
or selection criteria, are at the bottom. Follow these steps to create a new query:

1 Choose a Query Area (fact table) from the drop-down list.

2 Click and drag desired values, not folders, from the left column and drop them into the
Selected Columns box to begin building the query.

3 The arrangement or order of the items can be changed manually by clicking and dragging the
items to the desired position.

4 Click Sort Type: Ascending or Descending.

5 Add Detail or Summary filters by dragging and dropping appropriate filter values into the
filter box. See “Filters” on page 25.

6 Remove columns by clicking Remove.

7 Click Add Calculated Column to create calculated columns. See “Calculated Column” on
page 24.

8 Click Run from the toolbar to preview the query.
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Calculated Column

Query Araa

Label:

| how tooltips (SGL Hames) Data type: | Numeric -

»foMargin Formula: Check Syntax
¥ S Price

J=average Price

demin price
e Masx Price
b Total Lines
b 2= Total Margin
» = Total Price
b Totsl Units

b S Units

0K tancel

To add a calculated column:

1

Click the Add Calculated Column from the New Query designer located in approximately the
middle of the screen.

Click a Query Area using the drop-down list.

When the Show tooltips (SQL Names) box is checked, the cursor displays the SQL names
when hovered over dimensions.

Click and drag a selected dimension and drop it into the formula box to begin building a
formula using SQL syntax.

Click Check Syntax to ensure no errors exist in the formula.
Enter a Label.
Click a Data Type of Numeric or Integer from the drop-down list.

When finished click OK.
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Filters

Filtars

Detail Summary

vy AND ()
|_]Inuoice Date

[ Edit | column | vale | Parame ter

|Ijke v‘

Like =
Not Like |
Equal To

Not Equal To

Less Than

The Filters box is located on the right side of the New Query screen. To add a filter follow these
steps:

1 Click detail or summary.
2 Click the And folder, then choose And or Or from the drop-down list.
3 Click and drag a selected fact from the explorer window, and drop under the And/Or folder.

4 Once that value is under the And/Or folder, click the value. You will see four tabs:
 Edit
« Column
 Value
« Parameter

5 Each tab has a drop-down list with several choices, select one, then proceed with the next tab:
6 Under the Edit tab, enter the Prompt Text and Default Value.

7  Click the Column tab, then click a column from the list.

8 Under the Value tab, click a value on the list.

9 Click the Parameter tab, then enter the Prompt Text and Default Value.
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Advanced

Dashboard  Report  Designer  Administration  Help Demo Logout

FI1QAD Business Intelligence System

Our Passion. Your Advantage
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Query SQL
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For advanced query designer options, click the Advanced Tab. The Advanced tab gives the user
the options of directly editing the query SQL to further fine-tune the query results. Choose a query
area from the drop-down list. Click a dimension or fact from the left explorer window and drop
items into the Query SQL box. Edit SQL as needed, then click Run to check SQL syntax or to run
the query. Query results display at bottom of the screen.

Query designs can be created in the Design tab and refined in the Advanced tab. This is useful for
creating SQL that is not supported by the Designer. Once the Advanced tab is used to alter the
designed SQL, the drag and drop features of the Query Designer can no longer be used. The query
can still be edited in the Advanced tab, however.
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Report Designer

Dashboard Report Designer Administration Help Demo Logout
n QA D Business Intelligence System
Our Passion. Your Advantage.
Report Home

‘ [ New Folder | [} New | [~ New Wizard | B | 5 Rename ‘ B | = pelete ‘

BB frter search text Folder Contents and Properties

Last Modified

¥ (JReport Def
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£ Train dusne Fab 16, 2010 11:16:26 AM Fab 16, 2010 11:118:26 AWM

[E] Top 25 Customers by F
[E] Top 25 Customers by F
> [ Reports 0902
¥ [ Train

[ sample repart
[ simple Repart
[l simple Repart 2

= simple report with 2 gr

Reports are designed using existing queries. The left side displays a report explorer window. Drill
into the explorer tree to find the desired report. Click folders to display information about the
contents of the folder in the right-hand window. Click a report to view and edit information about
the report. When a report is highlighted, click Open to further fine-tune and edit the report.

Creating Reports

Dashboard Report Designer Administration Help
FY QA D Business Intelligence System
Our Passion. Your Advantage.

Report Home | Hew Heport

& | B 2| clos= | [E1 close an |

Pick a file to upload: Browse...

Upload File
Parameters

Links
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To begin uploading a report designed outside the portal (for example, in iReports), from the Report
Designer Home, follow this sequence:

1 Click Upload on the toolbar.

2 Navigate to the folder containing the .jrxml file (which is the saved report definition from the
external application, like iReports).

3 Once the file is uploaded, the Parameters window is displayed.

Report Parameters

Dashboard  Report  Designer  Administration  Help
FAQAD Business Intelligence System
Our Passion. Your Advantage.

Report Home | Customers for Product Type

() Preview | [¥] save | Bl tlose | Bl Close anl

upload File

QBT Display Label: QUARTER

Parameters TYPE
Selection Control: | Combo Box v

Links
Parameter Selection Source

Use Dimension Values

Mame: Invoice Date.invoice cal quarter Browse

() Use Guery Library

o)

Hame: | Browse Refrash
Parameter Default Value
(&) supply value
() Use Query Library
Hamme: Browse | Refresh

& Back B Next

Fill in the following fields:

Display Label. Enter a display label. This will be used as the prompt to the user when the
report is executed.

Selection Control. Use the drop-down list to choose a selection control. Choose between
Combo Box and Selection List. A Combo Box permits a single selection while a Selection List
permits multiple selections at the same time.
Parameter Selection Source. Click either Use Dimension Values or Use Query Library.
For Use Dimensional Values, click Browse to display a list to choose from. Click OK.
For Use Query Library, click Browse to view the guery library and make a selection.
When finished, click Open, then click Refresh.

Parameter Default Value. Click Supply Value or Use Query Library. The value should match a
valid value in the source list.

To continue, click Links, or click Next.
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Report Links

Links, on a report, allow the user to drill from a row on the report, down to another, more detailed,
report. First, choose the Action Binding, or the item to be linked from. Then, choose the Action
Target Item, or the target item being linked to.

To link items on the report to other reports or visual items, click Add New.

Note The from/to values of linked items should be aligned, for example the bill to name, and
quarter would not be tied together.

Fig. 3.1
Action Binding

J Action Binding H Action Target Item ‘

Select how the action should be displayed to the user of the dashboard,

(#) Bound to selected iternis)
L | BillToName
|| invsice_cal_quarter_no

invaice_cal_year

Mext ==
oK | Cancel

1 Click the Action Binding tab. This will determine how the items are linked and what items are
linked.

 No context - accessed through the menu

» Bound to selected item

Note When Bound to selected item(s) is clicked, the window beneath that selection displays
a list of items available to link from. Choose any items from the list.

2 Click Next, or the Action Target Item tab.
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Fig. 3.2
Action Target

Action Binding Action Target Item |

Select how the action should be displayed to the user of the dashboard,

() Link to library item

Marne: Top 25 Customers by Praduct

Pararneter Binding: Browse Refresh

BillTeMarne QUARTER
productType PRODUCTID

P

The Action target item is the item being linked to.

3 Click Link to library item, or Link to hierarchy.

4 If Link to library item is selected, then click Browse to bring up the visual item library. Drill
into the list and click desired visual item, then click Open.

This populates the table with a list of items in two columns: From and To. From here you can
double-click on an item in the From column to bring up a list of other available items to link
from. The From column on the current report is the selection for which more detail will be
provided on the drill to report.

By linking the reports in this manner, the values in the from columns are hyperlinks in the
reports, when pressed, the value is provided as the To value to the second report.

5 When finished, click OK.
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Report Designer New Wizard

Dashboard Report Designer Administration Help
FYIQAD Business Intelligence System
Our Passion. Your Advantage.

Report Home | Mew Report
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To access the New Report Wizard, click New Report Wizard from the Report Designer Home.
To design a new report, follow these steps:

1 Drill into the query list to click the desired query. Optionally you can set the security roles that
can view and edit the report.

2 Click Fields, or click Next.

Fig. 3.3
Report Designer New Wizard Fields

Ouery Pick the Fields for the Report:

Lields Territory City Bill To State Pattern:

Group By Margin Parcent Tatal Sales -

T Profit Margi ;

(e rofit Marain Alignment:
Tatal Margin — ]

v

Parameters Average Margin

— Font:

it Min Margin

Max Margin |*

Fant Calar: -|

Background Calor: !|

<« Back B> Next

3 The left box shows a list of available fields. Click and drag desired fields and drop them into
the right box.
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4 Click a field to edit the following items:
- Pattern
« Alignment
 Font

Font Size

Font Color

Background Color
5 When all fields are added, click Group by, or Next.

Fig. 3.4
Report Designer Groups

Query pick the Groupings for the Report:

Fields Bill To State

Group 1: ¥ | Sub Totals: | Total Sales 5]

Group By
Prafit Margin

Layout Tatal Marnin L)

Parameters gill To State
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Links
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Total Marnin F2
Bill To State
@roup 3: ¥ | subTotals; |Total Sales =
Profit Margin

Trtal Marain 841
gill To State &

Report Totals: | Total Sales

Profit Margin

Tatal Marnin

a Back B> Next

6 Click the group drop-down lists to choose a group, then click the corresponding subtotals. You
can select multiple subtotals can be clicked using shift+click, or control then click.

7 Slick Report totals. Multiple totals can be clicked using shift then click, or control+click.
8 Click Layout, or Next.
9 Adjust the layout using the following options:

a Orientation:
 Portrait
« Landscape

b Enter a report title.
¢ Click page header: Logo.

d Slick Page footer:
- Page X of Y
 Current Date

10 Click Parameter, or click Next.
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Fig. 3.5
Report Designer New Wizard Parameter

Query

Display Label: |
Fields
Selection Control: ‘ v

Group By
Parameter Selection Source

Layout () Use Dimension Values

Parameters Hame: Browse

Links () Use uery Library

Hame; Browse Refresh
Parametar Default Value

) supply walus

) Use Quary Library

Harne: Browse Refresh

< Back B

11 Fill in the following fields:
Display Label. Enter a display label.

Selection Control. Use the drop-down to choose a selection control. Choose between Combo
Box and Selection List. A Combo Box permits a single selection while a Selection List permits
multiple selections at the same time.
Parameter Selection Source. Click either Use Dimension Values or Use Query Library.
« For Use Dimensional Values, click Browse to display a list to choose from. Click OK.
« For Use Query Library, click Browse to view the query library and make a selection.
When finished, click Open, then click Refresh.
Parameter Default Value. Click Supply Value or Use Query Library.
12 To continue, click Links, or click Next. See “Report Links” on page 29.
13 Add links as desired.

14 When finished, click Save, drill into the report library to locate the desired folder, enter a name
and description, then click Save.

Visual Item Designer

Visual items are built using queries. All visual items created and saved in the visual library are
used as content for dashboards. QAD BI Portal supports a wide variety of visual items to choose
from:

 Grids

 Charts

» Tree Maps

« Gauges

Metrics Viewers
Text Areas
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o Links List

To access the Visual Item Designer, click Designer from the menu bar, then click Visual Item.

Cashboard Report Designer Adivenis tration Help Bemo Logeut
n QA D Business Intelligence System
st Panpans Rinss Ritvacdage.
Wisal T Home
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=Y O tast darno Dae 71, 2009 11:19:41 AM Dt 1, 2009 13119141 &AM
P 4 et dammy Due T1, 2009 21:19:23 AM Jon 7, 2010 Zi3asza oM
Y0y Teain = Teain duare Fab 16, 2010 #1340 AM Falb 16, 2010 §121:40 AM

i Salact state
T simnpe grid

T Sienple guid - mid atlas

The screen displays an explorer window on the left that contains a list of saved visual items. Drill
into the list to find the desired item. Click a folder to view information about the contents of the
folder in the right document window. Click an item to view and edit information about the item.
Click an item, then click Open to view or alter the item.

To begin building new visual items, while a folder is highlighted in the document explorer
window, click New.

Designing Grids

Dashboard  Report  Designer  Administ-ation  Help Demo Logout
FYQAD Business Intelligence System
‘Our Passion. Your Advantage.
Visual Ttem Home | Hew Visual Them
| [®save | IO close | [ tlose al |
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|| Format Options (selectad column)

Grids provide 3 tabular display for

uzs on
dashboards Font Gaolor: -
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To begin designing a grid, follow these steps:

1 Click New from the Visual Item Designer Home.
The left side displays an explorer window with a folder titled Visual Item Types.

2 Under the Visual Item Types folder on the left, click Grid.

The right side of the screen is the document window. The top displays the different grid styles.
Click the desired style. The left side of the document window shows three gray bars:

* Query
» Grid Columns
« Actions

3 Click the gray bar titled Query, then click Open. Search the document explorer window until
you locate the desired query. Click Open.

Fig. 3.6
Query Folder
: | T
= oM d Jan 15, 2010 11:02:34 AM
v (7 Query Def & MyQuery amo S
v sclass
» [ Dermo
B[ Test
B[] Test2
w7 Train
General Security
Itern Hame
Description

4 Drill into the document explorer list on the left to find the correct query. You can also set the
roles or security groups that can view and edit the query by clicking the Security tab.

5 Click the gray bar titled Grid Columns to open that window.
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Fig. 3.7
Grid Columns
Tenitory Gity Total Marain argin Margin Percent
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Pattern:

Alignment:

Fort Color: [l

<

6 Click the columns you want displayed in the grid from the Available Columns list.
The right side of the document window displays the columns and values.

7 Further fine-tune the grid by clicking from the following options:
« Pattern

Alignment of left, right or center
- Font

Font size

» Font color

8 Click Save. A pop-up window displays an explorer window listing all saved visual items. Drill
into the list to click a folder to save the new grid. Enter a name and description. You can also
set the roles that can view and edit this item by clicking the Security tab. When finished, click
Save.

Add an Action Item

Actions are generally available on grids or charts. They are used to expose more detailed data to
the user. They are displayed on the visual item as a drop-down list. Click on the drop-down do see
available options.

If you want to add an action drop-down icon to the grid, click the Actions bar, then click Add New.
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Fig. 3.8
Visual Item Action Type

J Action Type || Action Binding || Action Target Item |

Select the desired hehaviar fram the fallowing chaices.

O Crill In, This action changes the viewer and adds breadcrumbs

() Drill Qut, This action opens a report in another windaw

MNext ==

1 From the Action Type tab, click the desired behavior of the action from the following choices:

a Drill In. This allows the user to drill into the grid to other visual items or reports. This
changes the viewer by adding breadcrumbs and a back or forward button.

b Drill Out. This action opens the report or visual item in another window.

2 Click the Action Binding tab. This will determine how the items are linked and what items are
linked.

» No context - accessed through the menu
- Bound to clicked item(s)
Note When Bound to clicked item(s) is clicked, the window beneath that selection displays a
list of items available to link from. Choose any items from the list.
3 Click Next or the Action Target Item tab.

Fig. 3.9
Visual Item Action Target

| Action Type || Action Binding || Action Target Item |

Select how the action should be displayed to the uszer of the dazhboard,

(=) Link to library itzm

Marme: Chart. Sales by Praduct Family for Guarter, Pr

Pararneter Binding: Refresh

Product Type Quarter
Total Price Product Type

The Action target item is the item being linked to.
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4 Click Link to library item, or Link to hierarchy.
5 If Link to library item is selected, then click Browse to bring up the visual item library. Drill
into the list and click desired visual item, then click Open.

This populates the table with a list of items in two columns: From and To. From here you can
double-click on an item in the From column to bring up a list of other available items to link
from. The From column on the current report is the selection for which more detail will be
provided on the drill to report.

By linking the reports in this manner, the values in the from columns are hyperlinks in the
reports, when pressed, the value is provided as the To value to the second report.

6  When finished, click OK.

Designing Charts

Dashboard Report

FYQAD Business Intelligence System

Our Passion. Your Advantage.

Designer  Administration  Help Demo Logout

Visual Item Home | New Visual Ttem
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Access the Chart designer from the New Visual Item window by clicking Chart from the Visual
Item Types folder.

The top of the document window displays the nine options for chart styles.

The left side of the document window shows five gray bars:
* Query

Chart Columns

Labels

Options

Actions

L]
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To begin designing a chart, follow the steps for designing a grid, with the following additions for
clicking labels and options:

1 Click the gray bar titled Labels, then fill in the following fields:
- Title

 Subtitle
« X Axis Label
« Y Axis Label

2 Click the gray bar, Options. Then click any of the following items:
- Stacked (multiple measure)
- Scroll

« Show Value Labels
« Display decimal

c Glass effect, (2D charts)

3 When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.

Designing Gauges

Dashboard ~ Report D

esigner  Administration  Help Demo Logout
FYQAD Business Intelligence System

Our Passion, Your Advantage.
¥isual Item Home ‘ New Visual Item

| [ save | D close | | tlose all ‘

w [yvisual tem Types

anid

Select Gauge Style

1 chart

@ Gauge

E-EHeat Map

Wrres Form

[ 9elections

Actual Value (from Query)

Threshald 1 Value

max

Threshold 2 Walue

Access the Gauge designer from the New Visual Item window by clicking Gauge from the Visual
Item Types folder.

The top left of the document window displays the two options for gauge styles.

The left side of the document window shows three gray bars:
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e Query
- Gauge
 Actions

To design a gauge, follow the steps for designing a grid, with the following additions for the Gauge
bar:

1 Click one of the two options for gauge style in the upper left corner of the document window.
2 Click the Gauge bar.

3 Use the drop-down list under Actual Value (from Query) to choose the value that will be
displayed for the gauge needle.
4 Choose one of the following:
 Range Values: Provided. The gauge displays ranges based on percentages.
« Range Values: Use query. The gauge displays ranges based on values from the query.

5 To use Range Values: provided:

« You can click and move the colored triangles on the color bar to adjust the ranges
corresponding to the colors.

» You can also enter minimum and maximum values.

6 To use Range Values: Use query, you have the following drop-down options to click:
+ Minimum Value
 Threshold 1 Value
e Threshold 2 Value
e Maximum Value

7 Optionally you can choose the colors displayed for each range.

8 When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.
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Designing Heat Maps

Dashboard ~ Report  Designer  Administration  Help Connec! ted as: Demo Logout

FY1QAD Business Intelligence System

Our Passion. Your Advantage.
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Access the Heat Map designer from the New Visual Item window by clicking Heat Map from the
Visual Item Types folder.

The top of the document window displays the two options for heat map styles. The styles provide
two options for the color value display:

« Stylel - Small values are red, large ones are green.

 Style 2 - Large values are green, small values are red.

The left side of the document window shows three gray bars:
* Query
» Heat Map
 Actions

To begin designing a chart, follow the steps for designing a grid, with the following additions for
clicking Heat Map:

1 Click one of the two options for Heat Map style in the upper left corner of the document
window.

2 Click the Heat Map bar.

3 The heat map bar window displays a list of available values that can be displayed by the heat
map. These populate the two drop-down bars (size shows, and color shows), depending on
which items are clicked.

4 When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.
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Designing Free Form Items
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Conditional Formats

Free form items allow for creation of advanced metric displays. Content included on a free form
visual item can be highlighted based on conditions associated with the data itself. For example, a
sales figure that falls below a threshold can be highlighted with a red background. Access the Free
Form designer from the New Visual Item window by clicking Free Form from the Visual Item
Types folder.

Access the Free Form Item designer from the New Visual Item window by clicking Free Form
Item from the Visual Item Types folder.

The right side of the document window shows different gray bars depending on whether a text
item or a query item is clicked.

Items represent content that will be displayed in the visual item. They can be fixed text or a result
from a query.

Note In order for an item to display a result from a query, a query must be open within the free
form item.

A free form visual item showing this quarter and the last quarter sales with a label next to each
would consist of four items: two items whose text were the labels, and two items whose contents
were the respective quarter sales.

Queries show up in the designer as ovals. They do not appear on the runtime dashboards. Queries
are added to the visual item to permit the data they return to be available for display in a text item
or to be used to test conditions and alter the background of items on the Visual item (text or query).

Note Query results columns being displayed or used in conditions should, by design, be a single
value, not an array.

If a text item is clicked, the following three bars are displayed:
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o Text
» Conditional Formats
» Links

If a query item is clicked, only the Selection Properties bar is displayed.

To begin designing a chart, click Add Query or Add Item to add the desired items.
If a text item is clicked, follow these steps:

1 Click the Text bar.

2 If you would like a query result to be displayed in the box, first add a query, following the
directions below. Once the query is open you may click Add Query Column. Choose a query
column from the list of available columns, then click OK.

3 The following properties can be edited whether the item box is a query result or text.
a Change text properties as desired.
b Change Fill color as desired.
¢ Choose Border Style.
d Choose border color.
e Click word wrap if desired.
f  Enter box height and width.

4 To add a conditional format to the query result, click the Conditional Formats bar. Then add
conditional formats using the following buttons:
- Add
- Up
« Down
» Remove

5 Choose from the following conditions:
« When
 Operator
* Value

6 Choose from the following formats:
« Fill color
« Border style
« Border color

7 When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.

MNQAD



44 User Guide — QAD Business Intelligence Portal

If a query item is clicked, follow these steps:
1 Click Browse to view the query library and choose a query to display.
2 Optionally you can edit the name and description.

3 When finished, click Save, drill into the visual item library to locate desired folder, enter a
name and description, then click Save.

Designing Parameter Bar Selectors
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Parameter bars can be placed on dashboards to allow users to set the parameters for one or more
visual items on a dashboard.

Access the Parameter designer from the New Visual Item window by clicking Parameter Bar from
the Selections folder.

Begin designing a Parameter Bar by following these steps:

1 Click Add from the document window. You can also click Remove to delete any unwanted
selections.

2 Enter a name in the Display Label box.
3 Use the drop-down list to choose a Selection Control.
4 For Parameter Selection Source, choose one of the following;

a Use Dimension Values. Click Browse to view a list of dimensional attributes, make a
selection, then click OK.

b Use Query Library. Click Browse to view a list of saved queries, make a selection, then
click Open.
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5 For Parameter Default Value click one of the following:
a Supply Value. Enter a value.

b Use Query Library. Click Browse to view a list of saved queries, make a selection, then
click Open.

6 When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.

Designing Image Items
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Image Items allow you to upload image files such as logos and pictures for use on dashboards.

Access the Image Item designer from the New Visual Item window by clicking Image from the
Images folder.

Upload an image by clicking Upload Image.

When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.
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Designing Collaboration
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Collaboration items allow for users (all or a select group) to set their own content to be placed on a
dashboard, including links to documents and Web sites.

Access the Collaboration designer from the New Visual Item window by clicking Message from
the Collaboration folder.

Click the roles that will be allowed to edit messages.
Click Edit to bring up a text editing window. Add and edit text.

When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.
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Designing Report Browser Items
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Report browser control allow users of the dashboard to see and run reports in the report library.
Optionally, you can select a top-level folder.

Access the Report designer from the New Visual Item window by clicking Report Browser from

the Links folder.

Enter Header Text.

Click Select Folder to view a list of report folders. Make a selection, then click Open.

The right side of the document window will display an explorer window of the chosen folders and
their contents.

When finished, click Save, drill into the visual item library to locate desired folder, enter a name
and description, then click Save.
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Designing Link List Items
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This item allows for the creation of links (both reports and URLS). Links can be global (seen by all
users) or user specific (for example, my reports).

Access the Link List designer from the New Visual Item window by clicking Link List from the
Links folder.

1 Enter header text.
2 Click, or unclick Allow user to add own links.
3 The right side of the document window shows the Links Control display.
4 To add a link, click Add Link, and fill in the following fields:
a Enter the URL of link (can be full or relative)
b Enter the short name to display on list.
c Enter descriptive text for this link.

5 Toadd areport, click Add Report. This will bring up a document explorer window of all saved
reports. Click a report, then click Open.

6 Remove items using the Remove button.
7 Edit items using the Edit button.

8 When finished, click Save, drill into the visual item library to locate the desired folder, enter a
name and description, then click Save.
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Dashboard Designer
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Access the Dashboard designer by clicking Dashboard from the Designer menu drop-down list.

The Dashboard Home toolbar has the following options:
+ New Folder - make a new folder.
« New - Design a new dashboard.
 Open - Open an existing dashboard to view and edit.
« Rename - Rename an existing dashboard.
« Copy - Copy a dashboard.
« Delete - Delete an existing dashboard.

The left side of the screen displays a document explorer window listing all saved dashboards. Drill
into the list to click either a folder or a dashboard.

When a folder is highlighted in the explorer window, the right side of the screen displays a list of
dashboards within the folder, along with information about the items.

When a dashboard is highlighted, the right document window displays information about the
dashboard with options for editing information and security options.

To view what the dashboard looks like, and to edit visual items in the dashboard, highlight the
dashboard, then click Open. This will then display the dashboard for full editing.
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Creating a New Dashboard
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Access the Dashboard designer by clicking Dashboard from the Designer menu drop-down list.

The left side of the document window displays a document explorer window with a list of all saved
visual items.
The top of the document explorer window displays four graphics options:

- Text Area - holds an arbitrary block of text.

- Date - always displays current date.

« Horizontal line - allows for a thin horizontal line used to divide elements on the dashboard.

« Vertical line - represents a thin vertical line to divide elements on the dashboard.

You can add one of these items by clicking one, then dragging it onto the dashboard canvas.
The right side of the document window displays the canvas.

The New Dashboard designer toolbar contains the following options:
- Save - Save finished dashboard.

Close

Close All

« Clear- Clear the canvas of all visual items.

Tile - Tile the visual items for an organized view.

Lock or Unlock All - Lock or unlock items into place. Locked items will not move on the

dashboard, when viewed by a user.

« Canvas - You can adjust the dimensions of the canvas, and set the background color of the
dashboard.

°
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« Snap to Grid - Snap the upper left corner of an item to an invisible grid line when the item is
moved. This allows the items to be easily aligned.

To build a dashboard, simply click a visual item from the list, then drag and drop it into the canvas.
Move and resize the visual items however desired.

When finished, click Save, drill into the dashboard library to locate the desired folder, enter a name
and description, then click Save.

To change the default characteristics of a Visual Item, right-click the title bar and select properties.
The things you can control are the border, resizing options, movement options at run time, window
name, and background color.

Some settings for window movement and border control take effect at run time and not at design
time in order to allow the designer to easily create items. Border shading and item movement
restrictions will be different at run time than they are at design time.

Another important option, for visual items that accept parameters, is defining which parameters on
the dashboard are tied to each parameter on the visual item. Right click the title bar and select
parameters. Required parameters represent the definitions in the visual item. Available parameters
represent the list of parameters included on all parameter pars on the dashboard.

Note Parameter definitions are not required if the visual item query specifies a default, and the
default will always be used on the dashboard.

Once the parameters for a visual item are set, the visual item will react to selection changes in the
parameter bar.
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