Download Reports Instructions Effective: 03/31/2016

1. On the “Court Related & Miscellaneous Reports” page, from where these instructions were
obtained, click on the ‘Logon to Download Reports’ link (Figurl).
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Figure 1 - Court Related & Miscellaneous Reports.
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2. When the “SAP BusinessObjects Bl Launch Pad” page is displayed (Figure 2), please assure
that the information displayed below is entered before you click the ‘Log On’ button.
NOTES: (1) No Password entry is required. (2) Authentication: Enterprise can be chosen
from the drop-down menu (click on the downward-pointing [v] arrow).

SAP BusinessObjects
Bl launch pad

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

System: WCRYSENT1:6<00
User Name: [public

Password:

Authentication: Enterprise v

W HEl '
&

Figure 2 - SAP BusinessObjects Bl Launch Pad.

3. After you click the ‘Log On’ button, a message like the one below could be displayed on
the “SAP BusinessObjects Bl Launch Pad” page:

Account information not recognized: All of your system's 10 Concurrent Access Licenses
are in use at this time or your system's license key has expired. Try again later or contact
your administrator to obtain additional licenses. (FWB 00014).

If this occurs, close your Web browser and try again later. Our latest reports
application came with an unfortunate consequence; we could not afford to purchase more
than 10 Concurrent Access Licenses. Should you have a personal “deadline” for
downloading a report (s) that is looming, you can send an email to our Helpdesk staff
(Helpdesk@brevardclerk.us) and they can arrange for your report (s) to be run. Please
provide the report name, input parameter values, and desired output file format (Adobe,
Excel, Word, etc.).
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4. Once you are logged on, the BI Launch Pad should open the ‘Documents’ tab with the
‘Public Folders’ group tree displayed in the left window pane (Figure 3). Should the ‘Public’
folder not be open, simply click the Plus Sign [+] next to the folder to open (expand) it and
reveal its contents (Folders) in the main window pane.

2! Yy Welcome: Public | Applications»  Preferences  Helpmenu | Log off fel
®
Home | Documents
View v Mew - Organize - Send - More Adtions = | Details L 1 eofi
My Documents Title ~ Type Last Run Instances
— cwi Folder
B
Fublic Folders Criminal Folder
B rubic Law Enforcement Folder
"5 il Multi-Divisicnal Folder
B3 iminal Traffic Folder
"I Law Enforcement
Multi-Divisional
Traffic
B
Search
Total: 5 items

Figure 3 - Bl Launch Pad Documents.

5. To open a desired folder, you can single-click on the folder name in the ‘Public Folders’
group tree or you can double-click on the folder name displayed in the main window pane.
Its contents (Reports) are displayed in the main window pane (Figure 4).
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:Figure 4 - Bl Launch Pad Folder Contents.
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6.

Effective: 03/31/2016

To display the most-recent output of a report, you can right-click on the report title and
choose “‘View Latest Instance’” from the pop-up menu (Figure 5). You can also double-click
on the report title to accomplish the same action. This differs from previous versions of the
reports application, which displayed an “Error’ dialog. You still cannot choose ‘View’ from
the pop-up menu; an “Error’ dialog (Figure 6) will be displayed.

View £rror
View Latest Instance
Properties The viewer could not process an event. Your reguest was
_ _ refused because you do not have the right ‘Right To

Mobile Properties Refresh’ on report

. ‘frs:/(Input/a_191/121/000/31167/13648d121161d7610.mpt".
History i -

Fleass ask your system administrator to grant you this ight.

Categories []

-—- Error code:0 [CRWEBD0D00119]
Docurnent Link

Organize » (7) show Details oK

Details

Figure 5 - Right Click Report.  Figure 6 — View Error Dialog.
If this occurs, click the *OK’ button and then close the empty Report tab (Figure 7) by
clicking the “Close’ icon [=] on the tab. You will be returned to the ‘Documents’ tab.

SAD4

| Home | Documents | Circuit Civil Dispositio... -

Ae- | O O~ || & 2| & || LFal1of1+ []100% |-

Figure 7 — Close Report Tab.

To display an older output of a report, choose ‘History’ from the pop-up menu to display the
‘History’ dialog box (Figure 8). Click on a report’s Instance Time or Title to display the
output. Click the “‘Close’ icon [:] in the upper-right corner to close the dialog box.

Fiesteey - Foerelosire Sale |nt

““YaY%ota's e

Instance Time =

Type Locale Parameters
Erystad Reperts Fall;
Crysal Repants Pl
Crvstal Repers rull; nul

Cryssl Regorts s

Crystad Feports rull; udl

Fermchmuae Sabe Lt Recurring AT Cryeal Regorts rull;

Figure 8 — History Dialog Box.
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7. Regardless of what method is used above, the Bl Launch Pad displays the report output as a
separate tab (Figure 9). A group tree is usually displayed to the left of the actual report
information; this can be used to navigate through the report output.
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Figure 9 — Bl Launch Pad Report Tab.

8. To print the report output, click on the Print this report’ icon [-#], located in the Report tab

menu bar, to display the
‘Print’ dialog (Figure
10). Complete the
necessary settings for
the printer of your
choice and click the
‘Print’ button. NOTE:
The printing control (for

Web) preference is setas |

‘PDF one-click printing
(Adobe Acrobat

required)’. If you do not

have Adobe Acrobat,
you will be prompted to
download a free copy.
Once download is
completed, the *Print’
dialog should be
displayed.

R\ Wps\itoffice3 = Help @
Copies: |1 % Print in grayscale (black and white)
Pages to Print Comments & Forms
@ Al [ Document and Markups -
(2) Current page
() Pages Il -4
» More Options Scale: 96% I
Page Sizing & Handling (&)
[ EE Size ] l E Poster ] I @ Multiple I E Booklet l
. 11 x8.5 Inches
(@ Fit i
() Actual size i S S I
(7 Shrink oversized pages 3 = FE—
2SR I
P R L R o e

() Custom Scale: (100 %
[] Choose paper source by PDF page size
[] Print on both sides of paper

Orientation:

@ Auto portrait/landscape
() Portrait

(7 Landscape

Pagel of 4

i

Print l [ Cancel ]

Figure 10 — Print Dialog (PDF).
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9. To export the report output, click on the ‘Export this report’ icon [£2], located in the Report
tab menu bar, to display the ‘Export’ dialog (Figure 11a). Under File Format, click the
downward-pointing icon [ = ] to engage the drop-down menu (Figure 11b) and select the
format of your choice.

Export b4 Export e
File Format: File Format:
Crystal Reports (RPT) - Crystal Reports (RPT) -
o moo e ——
PagE Range: _ Pag QVSta ....... POt LR PT:[
PDF
® Al Pages

Microsoft Excel (97-2003)

Select Pages Microsoft Excel (97-2003) Data-Only

From: Microsoft Excel Workbook Data-only
To Microsoft Word (57-2003)
Microsoft Word (57-2003) - Editable
Rich Text Format (RTF)
Export Separated Values (CSV)
XML
Figure 11a - Export Dialog. Figure 11b — Export File Format Choices.
Set the Page Range and click the *Export’ button. A ‘Download File’ dialog (Figure 12a)
should be displayed at the bottom of your screen.

Do you want to open or save Circuit Civil Disposition Review.pdf from verysentl.brevardclerk.us? Open Save | ¥ Cancel

Figure 12a — Download File Dialog.
To download the file to the location of your choice, click the

downward-pointing icon [ = ] and choose ‘Save as’ from the pop- Ve
up menu (Figure 12b). saveas
NOTE: Other choices will place the file in your Operating System Save and open
(OS) default location. Figure 12b - *‘Save’ Options.
The ‘Save As’ dialog (Figure 12c) is Esaens : ==
displayed; choose the desired location and [ &3 =[5+ teene s pocumer: s [ ] searcr Gocumenes ]
click the “Save’ button. Another e et = ®
‘Download File’ dialog (Figure 12d) is e Docurmiaiis "Wl rangely: Folder ©
displayed; click the appropriate button to & oot [ veme ‘
take the desired action and/or click the L ety
‘Close’ icon [x] to close the dialog. L Lo
& Music
B Voo
File name:  Circuit Civil Disposition Review -
Save astype: [AohE Acioha DaEmET, 7]
* Hide Foler e
IEigure 12c¢ - ‘Save As’ Dialog. ‘
The Circuit Civil Disposition Review.pdf download has completed. Open A Open folder View downloads

Figure 12a — Download File Dialog.
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10. When you have finished either printing the report output (Step 8 above) or downloading the
report output (Step 9 above), you should be returned to the Bl Launch Pad Report tab (Figure
13). If there is another report (s) you wish to process, close the Report tab by clicking the
‘Close’ icon [=] on the tab (blue arrow). You will be returned to the ‘Documents’ tab, from
where you can proceed to process the other report (s). If you are finished with you

processing needs, log off the Bl Launch Pad by clicking the ‘Log off’ link [Loa o], located in

the window menu bar (red arrow) and close your Web browser.

B = G P e tsunch pad

File Edit Wiew Favorites Tooh Help

:.l ‘, Webcome: Public
e | Deumeres | Curcut vl Despasiti.. .~
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Eg = 452016
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Figure 13 — Bl Launch Pad Report Tab.
This will assure that the Concurrent Access License you were using is made available to

other users.
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