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Go to www.uvm.edu/crystalreports
To Login - enter your UVM Net ID username and password.
Click ‘Log On’

Note: Please log out when you are finished running reports

SAP BusinessObjects

Log On to InfoView Help

Enter your user information and click Log On.
{If you are unsure of your account information, contact your system administrator.)

User Name: | |

Password: | |
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= (Click ‘Preferences’ to set the default folder. Once this is set, this folder
will be your default location.

SAP BUSINESSOBJECTS INFOVIEW

&3 Home | Document List | Open ~ | Send To - | Dashboards ~

—
SAPBusinessObjects:

Help | Preferences | About | Log Out

Navigate

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

[ Document List

il My Favorites

= My nbox

EX Information OnDemand Services

@ Help

F X
Welcome: mrichard

Personalize

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

Preferences

i,

= Select ‘Folder’ and click ‘Browse Folder’

SAP BUSINESSOBJECTS INFOVIEW

&3 Home | Document List | Open - | Send To - | Dashboards =

L)
SAP BusinessObjects

Help | Preferences | About | Log Out

Preferences - mrichard

¥ General

InfoView Start Page:
©) Home
@ My InfoView

! Favorites

Tnbox

@ Folder: Self Service Space Survey

Browse Folder ...
© Category: (unspecified) Browse Category ...
[ —

Document Navigation View:
@ Folder

© Category

at the numher of nhiects (max \ nar nans: (10

_) InfoView Page Layout: (unspecified) Browse Page Layout ...

F X

m




Expand the ‘Public Folders’ and then the ‘UVM Folders’ by clicking the ‘+'.
Select ‘Self-Service Space Survey’ and click ‘OK’.

SAP BUSINESSOBJECTS INFOVIEW swuuswmn;'s;

&3 Home | Document List | Open ~ | Send To - | Dashboards ~ Help | Preferences | About | Log Out

Preferences - mrichard F X

¥ General

Select a folder:

searchttie [ ]P |« 4[ Jof1 »
Ll mbox B

-0 public Folders
B0 yvm Folders

Title =

No item to display

Documentation 1
FAMIS CPS FSMSS Reports i
FAMIS CPS Space Reports

FAMIS General Space Reports

I

* Change Password

@ Cancel |

Click “OK” in the lower right corner to exit the preferences screen.

SAP BUSINESSOBJECTS INFOVIEW sapausmes.so;p?m

$Home Document List | Open = | Send To ~ | Dashboards ~ Help | Preferences | About | Log Out

Preferences - mrichard F X
@ Inbox i
@ Folder: Self Service Space Survey
7 Category: (unspecified) M

U
@ InfoView Page Layout: ified) W

Document Navigation View:
@ Folder

m

@ Category

Set the number of objects (max.) per page:
Document List Display:

description

owner

date

instance count

Cancel |
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The ‘Self Service Space Survey’ folder will now be set as the default
location.

-
SAP BUSINESSOBJECTS INFOVIEW ﬂpﬂusmas.sobjn‘)es
#; Home | Document List | Open - | Send To - | Dashboards ~ Help | Preferences | About | Log Out

F x
|18 % | New - Add - | Organize - | Actions - | Searchtile - | [ Jof1
= Al Title * Last Run Tvi
My Favorites Chart Field - Space Functional Use Exceptions Crystal R
L Inbox Exception Report -
=] Public Folders Departments and Spaces where Chart Field and Space Func

& user selected critieria
UVM Folders

Department Room Summary Crystal R
Documentation
Select Departments, Allocations, Buildings, PIs. Room and 2
FAMIS CPS FSMSS Reports i
FAMIS CPS Space Reports category, occupants, movable equipment, chartstrings, room
FAMIS General Space Reports . Dept Inventory Progress Room Count By Inventory Year Crystal R
' Self Service Space Surve) Inventory Report by Inventory Year. Optionally, Room, curre

»
Total: 3 objects

The reports will appear to the right of the folder tree. Three reports are
currently available:

1. Chart Field - Space Functional Use Exceptions

2. Department Room Summary

3. Department Inventory Progress & Room Count by Inventory Year.

Double click on the report name to open the report.

Chart Field -Space Functional Use Exceptions

= Select your department from the available values on the left, click the ‘add
discrete value’ icon, and click ‘OK’.



SAP BUSINESSOBJECTS INFOVIEW

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

—3"
SAP BusinessObjects:

Help | Preferences | About | Log Out

View - Chart Field - Space Functional Use Exceptions

0OF x

Enter prompt values,

Sellect Department(s) to include in report: 3

Department

Available Values:

11002 - STAFF COUNCIL =
11010 - ENTERPRISE BUSINESS INTELLIGENCE
11100 - CAPITAL MANAGEMENT OFFICE
11102 - FACILITIES DESIGN AND CONSTRUCTION
11104 - CAMPUS PLANNING

o

-

Add a discrete Value

»

"= Note: The department list is divided into 2 pages; click on the drop-down and

select page 2 if needed.

SAP BUSINESSOBJECTS INFOVIEW

&5 Home | Document List | Open - | Send To - | Dashboards -

—3
SAP BusinessObjects:

Help | Preferences | About | Log Out

View - Chart Field - Space Functional Use Exceptions

0F x

Enter prompt values,

Select Department(s) to include in report:

Department

Available Values: Selected Values:

55013 - COM GCRC o
55020 - COM PTNT ORIENTED RSCH

55022 - COM OFC OF PRIMARY CARE

58024 - COM OFC OF MED ED

55028 - COM EDUCATIONAL TOOLS

55030 - AREA HEALTH EDUCATION CENTERS PROGR

[T E—2 |

2

7




* You can print the report directly from Crystal Reports by clicking the ‘print’
icon or click on the ‘export’ icon to save the file in rpt, pdf, xIs or rtf formats.

@

SAP SUSINESSOBJECTS ' SAP BusinessObjects:

& ¢ e | Documert en - | Send To - | Dashboards - Help | Preferences = About | Log Out
e P P 9
Vi 4 - Ch- 6l - Space Functional Use i 0F x
& SV paameters PR GroupTree | 4 < 1 Ji1 » ow [ Gfoow |- @ LR EEI S
Main Report |
1104 I =l
Export X jices - Self Service Space Survey
File Format: Space Functional Use Exception Report L
Crystal Reports (RAT) H(lea ip between chart stri d space ional uses | 1
Pagv § i y
Al Enstalkepots (REL n Code Exception Guide
FOF
Microsoft Excel (97-2003) ed to be supported by the listed Space Function Code
des need to be supported by the listed Chart Fields
Microsoft Excel (37-2003) Data-Only - - - - -
) i ion Chart String Functions Chart String Program Space Functic
e CRIE R ) larch 311,312,313,320 0000 22
Microsoft Word (97-2003) - Editable ey 2
Rich Text Format (RTF) Station 351,352 0000 28
Separated Values (CEV) e 401,411,412,415 0000 30
XNL 421,422 0000 38
|11, 12 [Ausiliary Services 451,462,998 0000 50
Selected Department(s): 11104
Data as of 8/24/2011 2:47-58PM p
< i ’
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Department Room Summary

This report shows a detailed view of all the attributes in a room by department.

= Select Department and click the ‘add discrete value’ icon

=
SAP BUSINESSOBJECTS INFOVIEW SAP BusinessOBjects

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

| || View - Department Room Summary Ofx

Enter prompt values. =

Select Department Code(s) Department | | =

Available Values: Selected Values:

00001 - GENERAL UNIVERSITY

03340 - HUMAN RESOURCES/PENSIONS
10000 - PRESIDENTS OFC

10050 - WOMEN'S CENTER.

10060 - AFFIRM ACTION / EQUAL OPP 32

KT -DEE




®  For the current data, select ‘current’. Click on the calendar icon and set the
allocation ‘effective from’ date and the allocation ‘effective to’ date to the
current day. Note: you have to double click on the date on the calendar.

Show The Current Allacation, All Allocations, Or Selected Effective From and To Dates Allacations - Current All Selected

m

Current - Show The Current Allocation - ST E

S M TWTEF S
Select The Allocation Effective_From Date T2 3 & 5 68 Alloc Effective From Date
Please enter Date in format "mm/dd/fyyyy". 7O OWHABB
14 15 16 17 13 19 20
[or24/2011 2 22 3 flas s o

28 29 30 3 \

Select Allocation Effective_To Date Alloc Effective To Date
Please enter Date in format “mm/dd/yyyy".

[82a72011 i

Avallable Values: Selected Values:
[an

[ar >
« n v

Select Buiding or Buildings Building

=  Select building(s). ‘ALL’ is the default value - this will extract all of the
buildings assigned to a given department. The default status is set at open,
construct and renovate. This will extract all active buildings.

SAP BUSINESSOBJECTS INFOVIEW SAP&Jsmess(bh-?h

#; Home | Document List | Open - | Send To - | Dashboards ~ Help | Preferences | About | Log Out

View - Department Room Summary OF x

Select Buiiding or Buidings Building
Avalable Values: Selected Values:
ALL ALL
0001 - 284 EAST AVE
0004 - AGRI ENGINEERING 5
0005 - JAMES M. JEFFORDS HALL
0010 - ALLEN HOUSE
0012 - IRA ALLEN CHAPEL ok .
>

4] BN

i »

m

Remove Remove All

Select Building Status(es) Bilding Status

Available Values: Selected Values:
ALL r OCR - Open, Construct, Renovation

OCR - Open, Construct, Renavation

CONSTRUCT
DEMOLISH
INACTIVE
LEASTERMIN »
MOTHBALL (2]
OPEN <

m

Remove Remove All




= Leave the default values for Room Status, Floor, Room and Principal

Investigator and click OK.

SAP BUSINESSOBJECTS INFOVIEW

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

Dashbeards -

M
SAPBusinessObjects

Help | Preferences | About | Log Qut

View - Department Room Summary

Select Room Status(es)

Available Values:

Selected Values:

OFEX

Room Status

ALL
CONSTRUCT
DEMOLISH
INACTIVE
LEASTERMIN
MOTHBALL

OPEN
RENOVATION

Select Flaor(s)

Available values:

OPEN

Selected Values:

Remove Remove All

Floor |

Select Room(s)

Available Values:

P ALL

]

Remove Remove All

Selected Values:

Room

ALL
001
001A
0018
001C
001D

ETE -

Enter a Value:

ALL

[

Select Principal Investigator:

Available Values:

Selected Values:

Remave Remove All

Principal Investigator

ALL PIs and ALL Rooms with No PI Assigned
AFFILIATED EMPLOYEE

ALBERTINI, RICHARD

ALLEGRETTA, MARK

ALLEN III, GILMAN

ALLEN, CHRISTOPHER.

BALLIF, BRYAN

BATES, JASON

ALL PIs and ALL Rooms with No PI Assigned

m

Remove Remove All




Department Inventory Progress

This report shows an overall room count by inventory year, and a detailed view of each

room displaying the last survey user and date. This report can be used as a checklist to see

the rooms that have or have not been updated to the current fiscal year.
To see an overall count of all of your rooms that have been inventoried:

= Keep the default value ‘ALL’ for the inventory year

= Select the department

= Keep the default value of ‘OPEN’ in the room status

* Choose ‘Summary’

= (Click ‘OK’

SAP BUSINESSOBJECTS INFOVIEW

&3 Home | Document List | Open = | Send To - | Dashboards

)
SAP BusinessObjects’

Help | Preferences | About | Log Qut

Enter prompt values.

Select Inventory Year:

Available Valuss:

2005 ~
2006
2007

5]
1
a

Jom

2011
NULL - No Inventory Year Entered

Select Department Code(s)

Available Values:

11002 - STAFF COUNCIL ~
11010 - ENTERPRISE BUSINESS INTELLIGENCE (&
11100 - CAPITAL MANAGEMENT OFFICE
11102 - FACILITIES DESIGN AND CONSTRUCTION
11104 - CAMPUS PLANNING

OLLERS OFFC

ETF -EE

Select Room Status(es)

Available Values:

ALL
CONSTRUCT
DEMOLISH
INACTIVE
LEASTERMIN
MOTHEALL

OPEN
RENOVATION

Summary Report or Room Detail

Summary - Inventory Year Summary Only e

View - Dept Inventory Progress Room Count By Inventory Year - fmsp

n F X
InvYear
Selected Values:
ALL
Department |
Selected Values:
11104 - CAMPUS PLANNING
RoomStatus

Selected Values:
OPEN

Remove Remave All

SummaryOrDetail

n
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To see a detailed list of rooms that have not been updated to the current fiscal year:

* Remove ‘ALL’ from the Selected Values parameter and replace with ‘NULL’

= Select ‘Room Detail’
=  (Click ‘'OK’

SAP BUSINESSOBJECTS INFOVIEW

&3 Home | Document List | Open - | Send To - | Dashboards

N
SAP BusinessObjects

Help | Preferences | About | Log Out

View - Dept Inventory Progress Room Count By Inventory Year

Select Inventory Year:

Available Values: Selected Values:

2005 p NULL _No Inventory Year Entered

Selected Values!

INULL - No Inventory Year Entered i

Select Department Code(s)

Available Values: Selected Values:

ALL - Select All Departments -
00001 - GENERAL UNIVERSITY =
03340 - HUMAN RESOURCES PENSIONS
10000 - PRESIDENTS OFC

10050 - WOMEN'S CENTER

10060 - AFFIRM ACTION | EQUAL OFF =

BT - bEE

Remove Remove All

OF.%

Inv¥ear | [

Department =

< il

i

Summary Report or Room Detail

Detall - Show Inventoried Room Detail -

Summary - Inventory Year Summary Cnl
Detail - Show Inventoried Room Detail

SummaryOrDetail

N

Important: When you are done running reports, be sure to click ‘Log Out’.
Do NOT close your session by clicking the ‘x’ on the browser window.

SAP BUSINESSOBJECTS INFOVIEW

&} Home | Document List | Open - | Send To - | Dashboards -

— &’
SAP BusinessObjects’

Help | Preferences | About | Log Out

View - Dept Inventory Progress Room Count By Inventory Year - fmsp
Enter prompt values.

Select Inventory Year:

Available Values: Selected Values:

2005 A ALL

2008 ‘

NULL -No Inventory Year Entered 2

Remove Remove All

Select Department Code(s)

Available Values: Selected Values:
11002 - STAFF COUNCIL 11104 - CAMPUS PLANNING

11010 - ENTERPRISE BUSINESS INTELLIGENCE

11100 - CAPITAL MANAGEMENT OFFICE
11102 - FACILITIES DESIGN AND CONSTRUCTION
11104 - CAMPUS PLANNING

e

ok o0

OFx

InvYear

Department

m
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