How to Use the Maricopa Reporting System (BOEXi)

Last revised by D. Sheldon 7/16/08

BOE is short for "Business Objects Enterprise”, as known as BOEXxi, the Maricopa Reporting System. We will be demonstrating how to run
the EMC_SR_105 Course Sections Overview report written by Steve Brown. This report is comparable to the Legacy SIS 105 Course
Sections screen, but includes some additional course details. *Note: Employees may need to contact their college security administrator(s)
for job-related access to the SIS, BOExi and R25 systems. The BOExi EMCC administrators are Chad Galligan and Steve Brown.

Log into BOEXxi & Viewing Report List

1. Open Internet Explorer or Netscape and enter the URL for Business Objects, InfoView
https://reporting.maricopa.edu/

2. Login screen is displayed. Enter your Enterprise ID (MEID available in the Memo PAT tool), and
enter your MEMO Password (email password), and verify that Authentication is set to LDAP. Then
click on the Log On button.

3. Public Folder will contain the folders that are available to you based on availability and your level
of access in InfoView.* Click on the plus sign to maximize the box to the left of the Public Folders.
| A Public Folders ‘

[HEstrella_Min_Community_Callege ‘

4. Click on the plus sign to the left of Estrella Mtn Community College folder.

5. Click on the plus sign to the left of the Division folder. | @ SiDivision |

B & Divisian
8 Counseling
3 Develapmental Education
(D Fitness/Physical Education
6. Click on the folder with the name of your division BliTclrEtE SO i
HInstructional Computing
Eliberal Arts
[ Nursing
= Occupational Education
M Science & Mathematics

7. The list of available reports will display in the Folders pane.

o :_‘_Ef 0 - | L] new » & 3 send ~ [ My infoview e o
| =i Folders K || .Counselina FO&X
E polBaBE X 2 organize - | X
B #Home ~llO0.0 & |Title Last Run Type |Owner |Instances #
Sny Folders EMC_GCC_HR_0603 Crystal Steve
B EPFublic Folders Ol « PayType Report BiEHeRHIn Report  Brown
3 Documentation History | Schedule | Properties
B EEstrela_Min_Community_College Instneimegadenor
HAcademic_Advisement _ EMC_SR_105 Course Crystal Steve
S Academic_Affairs 0& + Sections Overview rpt Rleyerrun Report  Brown

@ Admissions History | Schedule | Properties
This report layout is comparable to the Legacy SIS 105 Course

B Assessment Sections screen, but includes some additional course details, which

S athletics_Fitness Center are sorted by Course, Days, Begin Time, Start Date, and then
(A Boak Stare Enrallment Status.
[ Career_Services
= oy 2 EMC_SR_105s Course Crystal Steve
iChl\dicgre Ll Subject Selection.rpt Mever run Report  Brown
S Counseling History | Schedule | Properties
A CTL_Blackboard Use this report to display a list of courses by subject(s) by choosing
= Curriculum_Scheduling the Subject Selection parameter. This report is basically the same as

the EMC_SR_105 Course Sections Overview report and is
comparable to the Legacy SIS 105 Course Sections screen

=

EDisability_Services

B L Division
2 Counseling MCCD_SR_1030, Classes Crystal Steve
[ Developrental Education O &1 + with Less than Specified Neverin, Rgmr‘[ Braown
PR i Number of Students
I Fitness/Physical Education Histary | Schedule | Praperties
Hinformation Resources (Library) Report replaces RF50025C, Classes with less than a minimum
3 Instructional Computing number of student enrollments

D Liberal Arts
= Nursing

MCCD_SR_1650 Class Crystal Steve
O& + prder hERERI Report  Brown

Note: Additional pages of reports may be viewed by scrolling to the bottom right of folder pane and
i

clicking on page numbers
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8. If you desire to hide the folder list, click on the Hide Navigation Panel arrow icon.

@ {% ] - u New » ¥3 [_'Ef.' Send - by Info’iem:
1 Folders { & )L_i_beral Arts
EecB=i X 2 Oroenize - | X
= &Home AlO o 2 Title «
Sy Folders E& EMC_SR_105 Course Sections
B A Public Folders L - Owerview.rpt
(3 Docurmentation Wiew Latest Instance | History | Sch
& 3 Estrella_Min_Community_Co This report layout is comparable to
% T : 5 some additional course details, whi
.QAcademlc_AdV|sement then Enrallment Status.

9. If you desire to show the folder list, click on the Toggle Navigation icon.

S ENT - | [ vew - F [ send - [ My infoview
Liberal Arts

él Organize » | X

O 0O & |Title «

[0 2] + EMC_SR_105 Course Sections Overview.rpt
Yiew Latest Instance | Histary | Schedule | Properties
This report layout is comparable to the Legacy SIS 105
sorted by Course, Days, Begin Time, Start Date, and th

Running New Reports

1. Find a report located in your division/department’s Estrella Mtn folder, for this example, locate the
report named EMCC_SR_105 Course Sections Overview.

2. Click on the Schedule link.

T - | L] Mew - i [ send ~ My Infoiew B &
Liberal Arts F .04
E Organize - X
O & = | Title Last Run Type Owner Instances

; - : AMT2008 3:82  Crystal Steve
0 2] + EMC SR _105 Course Sections Overview. rpt =ty Report Erown 1
Viewy Latest Instance | Histo F'mperties
This report layout is comparablE MOt Legacy 515 104 Course Sections screen, but includes saome additional
course details, which are sorted by Course, Days, Begin Time, Start Date, and then Enrollment Status.

Schedule
EMC_SR_105 Course Sections Overview.rpt

Instance tile: EMC_SR_105 Course Secl

B When

Run ohject: _r\.joy_\r - |

Chject will run nowy.

3. The report scheduling page displays. Diabiss Logun
Click the plus sign to the left of Format. Destination
Print Settings
Server Group
Events

Parameters

C:\Documents and Settings\sheldon\Desktop\NEW SIS _2007\_MyClassSchedul erTrainingWEB\Session0 BOEXi Reports Training\BOEXxi_Reports JobAidEMC_16July2008.doc
Page2of 9



4. For this example, choose Adobe Acrobat
(for pdf) from the Report Format pull down list.

5. Click the plus sign to the left of Parameters
on the report scheduling page displays.

6. The default Parameters for this report are
displayed. The reports that are run will display
data depending on which values are chosen. For
this report example, the Academic Institution
value will be for EMC10 — Estrella Mountain
Community College.

B Format

Repart Format: |

.Adube Acrobat |

O Use the exp
Page range;
® All page

O From {1
[0 Create bo

Print Settings

Crystal Report
Microsaft Excel
Microsoft Excel (Data Only)
i Word (RTF

Rich
Editable Rich Text
Plain Text
Paginated Text
Tah-separated Text

Character-separated Values

Server Group

B Format

Report Format: | Adobe Acrobat v
[ Use the export options defined in the report

Page range:
© All pages

© From : To

[0 Create bookmarks from group tree

Print Settings
Server Group
Events

Parameters

B Parameters

Parameter
Academic Institution
Term

Academic Career
Acadernic Org
Class Status

Day Evening Class Designation

Dual Enroliment
CAMPUS On OFF

Value

EMC10 - Estrella Mountain Comm College

Empty

Empty

Empty

A - Active,

D - Day Class Designation, ...
Y - Dual Enrollment Class, .
¥ - On Campus Designation,

7. To choose a Term for the report click on the “Empty” value to the right of Term.

Term Empty

8. For this example, choose 4092 — Spring 2009 from the Select Term pull down list.

B Parameters

Enter prompt values.

Select Term:

- Summer || 2009

- Summer || 2008
- Summer | 2008

9. After selecting the term (for example 4092 — Spring 2009) click the OK button.

B Parameters

Enter prompt values.

Select Term:

[ ok |
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10. If the Security Alert message displays, just click YES.

“ou are aboutto be redirected to & connection that is not
secure

The information wou are gending to the current site might be
retransmitted to & nonsecure site. Do you wish 1o continue?

11. To choose an Academic Career for the report click on the “Empty” value to the right of Academic
Career.

Academic Career Empty

12. For this example, select CRED - Credit from the Select Academic Career values.

13. Add the value by clicking on the arrow. The value displays in Selected Value box to the right.
Note: All available values can be added at once by clicking on the double arrows.

Select Academic Career:

Available Values: Selected Yalues
|CLK - Clock Hours |
[CRED - Credit

NC - Mon Credit \

| Remove || Remove All |

14. After selecting the Academic Career(s), for this example Credit, click the OK button.

Select Academic Career:

Awailable Yalues: i Selected Values:

CLK - Clock Hours
CRED - Credit

| Remove H Remowve All

e
Note: If the Security Alert message displays, just click YES.

15. To choose an Academic Organization (aka Division) for the report click on the “Empty” value to
the right of Academic Org.

Academic Oryg Empty

16. For this example, select 10CNSLG - Counseling from the Select Academic Org values.

17. Add the value by clicking on the arrow. The value displays in Selected Value box to the right.
Note: All available values can be added at once by clicking on the double arrows.

Select Academic Org:

Available Walues: Selected Values:

10BUSTECH - Business Technology A
10CECOMSRY - Continuing Ed & Com Srvc

10CKNELG - Counseling ‘
10COMM_ED - Community Education |

10CULINARY - Culinary Skills

10DWLEDY - Developmental Education @
10EMCALL - EMC All Divisions
| 1OEMERGMED - Emergency Medical |

| Remove Il RemoveAIIl

C:\Documents and Settings\sheldon\Desktop\NEW SIS _2007\_MyClassSchedul erTrainingWEB\Session0 BOEXi Reports Training\BOEXxi_Reports JobAidEMC_16July2008.doc
Page4of 9



18. After selecting the Academic Org(s), for this example 10CNSLG -Counseling,
click the OK button.

Select Academic Org:

Auailable Values: Selected Values:

| 10BUSTECH - Business Technology -
10CECOMSRY - Continuing Ed & Com Srve
10CNSLG - Counseling 3]

10C0OMM ED - Community Education

10CULINARY - Culinary Skills I
100%LEDU - Developmental Education Iil
10EMCALL - EMC All Divisions

| TOEMERGMED - Emergency Medical |

| Remaove || Remove AII!

[ ok |
Note: If the Security Alert message displays, just click YES.

19. To choose a Class Status for the report click on the “A- Active” value to the right of Class Status.
Class Status A - Active,

20. All of the available class status values have been pre-selected. For our example, we do not want
cancelled classes to appear on the report.
Click on the X — Cancelled value in Selected Value box to the right.

21. Click the Remove button.
Note: All available values can be removed at once by clicking on the Remove All.
| Select Class Status:

Avwailabla alues: Selected Yalues:

[ A - Active
3 - Stop Enrl .
T - Tentative 2]
¥ - Cancelled T

22. After selecting or removing the Class Status(es) that you want on the report,
click the OK button.
Note: If the Security Alert message displays, just click YES.

23. Click on the value to the right of Day Evening Class Designation.
‘ Day Evening Class Designation D - Day Class Designation, |

24. The available Day or Evening Class values have been pre-selected to appear on this report.
For this example, keep both of the day and evening values. Click the OK button.

| Select Day or Evening Class Desigantion:
Selected Values:
Jesignation |0 - Day Class Designation
55 Designation __ |E- Evening Class Designation
2]
o)
‘ Remove || Remove Ar‘
| oK

Note: If the Security Alert message displays, just click YES.
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25. Click on the value to the right of Dual Enroliment.
| Dual Enrallment Y - Dual Enrolliment Class, . |

26. All of the available values have been pre-selected to appear on this report.
For our example, we do not want dual enroliment classes to appear on the report.
Click on the Y — Dual Enroliment Class value in Selected Value box to the right.

27. Click the Remove button.

Select Dual Enrellment Class Y/N:

Avallable Values: Selected Yalues:
| - Dual Enraliment Class
M - Mot Dual Enrollment Class

- Dual Enrollment Class
M - Mot Dual Enroliment Class

@ Remove All |

[ ok |

28. After selecting or removing the values that you want on the report, click the OK button.
Note: If the Security Alert message displays, just click YES.

29. Click on the value to the right of CAMPUS On Off.
CAMPUS On OFF Y - On Campus Designatian, ..

30. Both of the available Campus On/Off values have been pre-selected to appear on this report.
For this example, keep both values. Click the OK button.

Select Campus On/OFF:

Available Values: Selected Values
Y - On Campus Designation |If - On Campus Designation
M - Off Campus Designation | N - Off Campus Designation

[ Remove | |_Relnove Ar!

[ ok |

Note: If the Security Alert message displays, just click YES.

w All parameters must be filled in before scheduling reports to run
to avoid a failed status!

31. Click on the Schedule button location in the bottom right-hand corner of the page.

-

[ Schedule || Cancel-|

Note: If the Security Alert message displays, just click YES.
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32. The report shows a Status of Running and/or Pending.

33. Click the Refresh button until the report Status of Success displays.

« | U] new - ¥ L send « [T My nfoview

s e

History
EMC_SR_105 Course Sections Overview.rpt

[ Show only instances owned by me
[IFilter Instances By Time

Pauze | Resume | Delete
O 0 |Instance Time - | Title Run By
EMC_SR_108
Oo@ 4/16/2008 7:59 Course Debra
P Sections Sheldon
Crverview rpt

FOH0X

Show allinstances

@
Resch C

Parameters Format | Status
EMC10 - Estrella Mountain Comm
College; 4092 - Spring 2009; CRED
- Credit; 10CN5LG - Counseling; & -
Active; S - Stop Enrl; T - Tentative;
¥ - Cancelled; D - Day Class
Designation; E - Evening Class
Designation; Y - Dual Enrollment
Class; M - Mot Dual Enrollment
Class, Y- On Campus Designation;
M- Off Campus Designation

Adobe

L Running Reschedule

34. After the report displays Success, click on the Instance Time (date/time area) for the report to be

viewed.
& B - [ Mew - F2 [ Send - My Infa'iew S a
History FOF X

[ Showe only instances owned by me
[CFilter Instances By Time

Pause | Resume | Delete
[1 [}l Instance Time « | Title
EMC_SKE_105
4/18/2008 7:59 Course
O & Phd Sections
Crverview rpt

EMC_SR_105 Course Sections Overview.rpt

Show all instances -

| Run By | Parameters

EMC10 - Estrella Mountain Comm
College; 4082 - Spring 2008, CRED
- Credit; 10CMNSLG - Counseling; A -
Active, 5 - Stop Enrl, T - Tentative,;
¥ - Cancelled; D - Day Class
Designation; E - Evening Class
Designation; v - Dual Enrollment
Class; M - Mot Dual Enrollment
Class; ¥ - On Campus Designatian;
M - Off Campus Designation

Adobe
Acroha

Debra
Sheldon

35. The report file can be opened or saved to your computer.
(Note: May want to include date when renaming files).

Format | Status

eschedule

&

Reschedule|

‘» lj"" TRELLA MOUN FA'I.N Course Sections Overview [sofsd by course)
COMMUNITY COLLEGHE
A Mo Communty Cobege Term = 4082 spring 2005
EMC_SR_105 Course Sections Owendew
Mor Mode WL Cap TOT AL  End Units Honors  Notes SiziDate Daye Bagin

A CPD103BC 15070 P 0 5 o 25 200 TR 10:00aM
A CPDMO3BL 15710 P O 0 o 0 2 W 1:00°M
A CPDIR4 172 P 0O B o 2 3 T £:00°M
A 15072 HY 0 15 o 15 3. T 11:30AM
A 1071 P O 2B 0 25 3 TR 1130aM
A 4552 P D [ T 113080
A 45533 P D 20 o 20

1045 A 18073 P D 5 o 25 c
A 48531 HY O 20 o 20 o 1009

047 A 15074 P O 2B 0 25 c

4015 A P o o o c o024

4017 A P 0 0 o 0 c 0o24 D01/20/2002

048 A 18075 P O 30 o 30 c 01/20/2002

4807 A CPD283AA 15707 P D 15 o 15 c ouz0i200e T 11:304M

Caa Date & Tme

Dtz & e printed

Bldg / Rm

KOM CNS128
HIOM CNS128
OCT 114
252
OCT 114

OCT 114
MON 109
OCT 114
OCT 118
KOM CNS128

EEZEZEZEZZEZEEZEZ=ZE Elc'u

THa0as
THamaE

1:5642AM
534570
Page fof 1

instructor

F. Garrett
H. Jacksan
L. Fishleder
F. Garret
D. Fina
Staff

Staff

F. Garrett
Seaff

L. Fishleder
8. Medna
8. Medna
J. Martnez.
8. Medna

36. Close El the report overview to return to the list of SIS reports.
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Rescheduling (re-running) Reports

Reports that you have run successfully can be edited or “rescheduled” by you. This is especially helpful if all, or
most of the parameters will remain the same.

1. To reschedule or rerun one of your reports, find a report located in your division/department’s

Estrella Mtn folder. For this example, locate the report you just ran named EMCC_SR_105 Course
Sections Overview.

2. Click on History.

SIS Reports

lﬂ_Q Organize - )(

O 0O & |Title = Last Run Type Owner Inst;
O 21 + EMC_CGC_CC 0030 Courses by MNote Number B/16/2008 219 PM  Crystal Report Steve Brown 19

Wiew Latest Instance | History | Schedule | Properties
Courses by MNote Mumber

O &1 + EMC_SR_105 Couy t Crverview rpt TAB2008 5:83 PM Crystal Report Administratar 28
Wiew Latest Instanck | Histary | Jchedule | Properties
This repart layout i to the Legacy SIS 1056 Course Sections screen, but includes some additional course details, whic

sorted by Course, Days, Begin Time, Start Diate, and then Enrollment Status.

3. If desired, filter the history of reports so that you only see the reports previously run by you, by
checking the checkbox named Show only instances owned by me.

Historu
EMC_SR_105 Course Sections Overview.rpt

nly instances owned by me
[ FEr Instances By Time

4. Click on Reschedule.

Historv E S
EMC_SR_105 Course Sections Overview.rpt ]

[ Show only instances owned by me
[CIFilter Instances By Time

Pause | Resume | Delete Showe allinstances » | %3
[] 0O |Instance Time ~ | Title Run By Parameters Format | Status |Reschedule

EMC10; 4082 - Spring 2008, CRED -
Credit, 10CMNSLG - Counseling; A - Active,

EMC_SR_105 : o :
0 & BN B Curee Debif g—_%t;p(l:f‘gl’sl.STD—e'I;n;:g\Df?}é:féigﬁﬂled. ook Succesg Reschedule
Fhd Sections Sheldon Class %Esi e sy l%l NotlDuaI d Acrohat
Orverview rpt g L

Enrollment Class; M- Off Campus
Designation; ¥ - Cn Campus Designation

5. Change any necessary settings. For this example, change Report Format to Microsoft Excel
(Data Only) in the Format options. Note: No Excel column headings will be exported. After the
report is scheduled and run, copy and paste the data into a new Excel worksheet.

B Format

Repart Format: | Adobe Acrobat L4

Crystal Repart
Microsoft Excel

O Use the exp

[SET R e ale i 11 cros oit Excel (Data Only)
- Microsoft Woard (RTF)
®
© All paGes |y yobe Acrobat

© From |1 |Rich Text
Editable Rich Text
[ Create bo|Plain Text
Paginated Text
Print Settings |Tah-separated Text
Character-separated Values

EH _Sap rGEaun
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6. Make any other desired changes to the parameter settings (for example, you could change the
term to 4094 — Summer 2009).

B Parameters

Parameter Value

Academic Institution EMC10

Academic Career CRED - Credit

Academic Org 10CHSLG - Counseling
Class Status A - Active,

B:ZE::{E:? Glass D - Day Class Designation, ...
Dual Enrollment M - Mot Dual Enrollment Class
CAMPUS On OFF M - Off Campus Designation,

7. Click on the Schedule button location in the bottom right-hand corner of the page.

-

[ Schedule || Cancel |

Note: If the Security Alert message displays, just click YES.

8. The report shows a Status of Running and or Pending.

9. Click the Refresh button until the report Status of Success displays.

10. After the report displays Success, click on the Instance Time (date/time area) for the report to be
viewed.

11. The report file can be opened or saved to your computer.
(Note: May want to include date when renaming files).

For this example, the Report Format of Microsoft Excel (Data Only) was chosen. After the report is
scheduled and run, open it and copy and paste the data into a new Excel worksheet.

EMC SR 105 Course Sections Overview.rot

A9 - &

A | B |l c |l ol E |l Fle |l w1 | o] k| L |
1 |LegacylClass SlAssocO EnrlOSt Comb I Com-OpHSO Dual Enrl
2 4906 A CPD1000001 1 10140 P 0 0 0 0cC
3 4908 A CPD1000002 2 10141 P 0 0 0 0cC
41084 A CPD1040001 1 10002 P 0 25 0 25 C
5 4974 A CPD1500003 3 10151 P 0 30 0 inc
6 4938 A CPD1500002 2 10143 P 0 30 0 ncC
74904 A CPD150 0001 1 10139 P 0 0 0 0cC
g 1014 A CPD1600001 1 10001 P 0 an 0 an C

12. Close E| the report overview to return to the list of SIS reports.

ij

13. To log off from BOEXi click on the yellow lock icon
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