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Overview

What is ReportMartl
ReportMartl, a web-based system used to access distributed administrative reports, is one of the standard
reporting tools for administrative systems at Stanford.

From ReportMartl, you can access summary and list information upon which you need to report. This
information can then be displayed on the screen, exported to Excel or printed in a variety of formats.

ReportMartl is a business information portal, providing access to various sources of information.
ReportMart1 allows you to quickly locate the information (e.g., documents, reports) you need. You can
view documents and reports and/or save them as files on your system. ReportMart1 also allows you to
open and process reports.

With ReportMartl, you can personalize your view of information display. You can set up personal
Portal.Pages that display information you frequently access, whether documents, jobs, or web sites.

Where Can | Find ReportMart1?

ReportMartl is available at: https://reportmartl.stanford.edu

Who Uses ReportMart1?

ReportMartl is used by the Campus Community. It can be used by PC-users (by way of Internet Explorer)
as well as Macintosh-users (by way of Connect).

Why Should | Use ReportMart1?

ReportMartl was created to meet the reporting needs of several major administrative systems at Stanford,
including PeopleSoft, Pinnacle, Kronos, and STARS. As such, it provides a common reporting
environment and common set of tools for end users and developers.

What Determines My Access to Data and Reports through ReportMart1?

Your role in the University and the organization in which you work determine which categories/folders you
can see and to which content you have access. ReportMartl access is updated based on access granted
in the source systems (PeopleSoft, Kronos, Pinnacle, STARS, etc.)

When Will My Data Appear in My Reports?

ReportMartl is a repository for storing reports, static documents, and links to other web sites. It does not
contain data. Each night, some systems run a process to add the current day’s data from their production
system to their reporting files. When reports are run in ReportMartl, they are actually retrieving the data
from the source system data files.

Some systems have only real-time data and some systems have day-old or reporting data. For most
reports data are retrieved from reporting data. For example, PeopleSoft has reporting data. For reports
that use the PeopleSoft reporting database, information entered or modified in PeopleSoft systems today
will display in ReportMartl tomorrow.
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ACCESSING REPORTMART1

Using a PC to Access ReportMart1

PC users will access the ReportMartl portal using the following URL: https://reportmartl.stanford.edu.
The ‘1’ is now included in the URL to minimize confusion between ReportMartl and ReportMart3 (see the
ReportMart page for a discussion of each ReportMart). The following PC browsers can be used to access
ReportMart1: Microsoft Internet Explorer 6.0 and Firefox 1.0.7. The following Windows operating systems
are supported: Windows 2000 Professional, Windows 2003 and Windows XP Professional.

The ReportMartl portal contains two types of reports: BQY and SQR. Almost all reports in ReportMartl
are BQY reports. BQY reports can contain many sections including formatted reports, result sets and
pivots. BQY reports require the Hyperion Intelligence client (plug-in) to run. Users can easily manipulate
reports and result sets. A small number of Pinnacle reports in ReportMartl are SQR reports. These
reports are highly formatted reports that can be scheduled and do not allow for user manipulation of the
results. SQR reports do not require the Hyperion Intelligence plug-in to run.

The first time that a PC user opens a BQY report in the new portal, s/he will be prompted to install the
Hyperion 8.5 plug-in. Only users with power user privileges (or greater) on a machine will be able to install
the plug-in. The plug-in installation will take approximately 1-2 minutes depending on the options
selected. Please review the plug-in installation instructions prior to installation. In addition, users can view
a 2-minute flash demonstration of the plug-in installation.

Prior to installation, it is important that users turn off all pop-up blockers. For more information on turning
off pop-up blockers see: https://docushare.stanford.edu/Get/File-40726/40726 PopUp_Blockers.doc.
Additionally, on some machines, users may be prompted to allow the installation of the plug-in (an ActiveX
control). To allow the installation of an ActiveX control, click on the yellow bar below the toolbars in
Microsoft Internet Explorer and click OK on the message box that asks if it is ok to install the software.
Once the plug-in is installed, the program will appear in the Add or Remove Programs list in the Control
Panel (see below).

- =
— =
® Add or Remove Programs - |@gj
| e | B
'i—‘j Currently installed programs: %D Show updates Sortby: | Name 5
Change or 1
ol i §" Dell Wireless WLAN Card size  11.68MB &
4
_TO9EME || G Digital Line Detect Size  0.24YB
% & Electronic Vaulting Size  76.04MB
A By HijackThis 1.99,1
Programs *F Hummingbird Exceed Size  37.29MB

15 Hyperion Intelligence Client Size  42.65MB
Click here for support information.

AddRemove

Windows Ta change this program or remove it from your computer, dick Change/Remove.
Components il
] Hyperion Inteligence Explorer Size 125.00MB -
@‘ E Intel{R) Graphics Media Accelerator Driver for Mabile
SetProgram | @5 Internal Network Card Power Management Size  0.65MB
Access and
Defaults ﬂ Java 2 Runtime Environment, SEv1.4.2 03 Size  136.00MB
1§} LiveUpdate 2.6 (Symanter Corporation) Size  9.12MB

i@ij Macromedia Flash Player 8

m MetaFrame Presentation Server Web Client for Win32 Size 6.75MB

#7 Microsoft NET Framework 1,1

@ Microseft MET Framewoerk 1. 1 Hotfix {(KB886203)

ﬁ! Microseft NET Framework 2.0 Size  8B.36MB W
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When the plug-in has been installed the user is able to run or process BQY reports in the ReportMartl
portal.

Using a Mac to Access ReportMartl

Mac users will access the ReportMartl portal using Connect via the following URL:
http://connect.stanford.edu. The following Mac browsers can be used to access ReportMartl: Safari
(highly recommended), Microsoft Internet Explorer, Netscape, and Firefox.

Within the Connect environment, only the Local Client is available for Mac Users. If you receive error
messages when accessing ReportMartl, make sure that the correct version of the Local Client is installed
on your machine. In addition, you may need to associate the ‘.ica/ extension with Citrix. (Note: A user
must have administrator privileges on a machine to install the Local Client.) Before installing a new Local
Client, all older versions of Citrix should be uninstalled. Supported versions of the client are available on
the Connect site (see links at bottom of screen in screenshot below).

Applications ) L ) Welcome

& 1op Bl up MetaFrame Presentation Server Applications

Welcome to your personalized view of your MetaFrame Presentation Server applications. The Applications
box contains icons for the applications that you can use. Click an icon to launch an application. Click Refresh
to view the latest applications. Click Settings to change your settings. Click a folder icon to display its
ReportMart by HPS contents. If you have problems using an application, please contact your help desk or systermn administrator
for more information.

Log Off
Message Center

The Message Center displays any information or error messages that may occur.

i If you do not have the MetaFrame Presentation Server Client for Macintosh, you must install the
\.) client to launch the applications.
Install the client by clicking one of the icons below, appropriate to your system.

2 MetaFrame Presentation Server Client for Macintosh 059 compatible systems

2 MetaFrame Presentation Server Client for Macintosh OSX systems

Other clients are available from the Citrix client download site

NOTE: PC users can access ReportMartl via http://connect.stanford.edu. This is particularly helpful if
the user is having problems with the plug-in or is accessing ReportMart1 using a computer on which s/he
does not wish to install the plug-in (i.e. public workstation).
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REPORTMART1 UPGRADE ON JULY 31, 2006

Why is ReportMartl Upgrading?

The current version of the software behind ReportMart1 (Brio 6.6.4) is no longer supported by Hyperion
Solutions Corporation. Therefore, Stanford must upgrade to a more recent version (Hyperion V 8.5) in

order to retain vendor support. (Note: Hyperion Solutions Corporation recently purchased Brio, thus the
name change.) The upgrade will provide improved system administration with relatively few changes

directly impacting end-users. (View sample screenshot.).

Changes to ReportMartl

For PC users, the URL to access ReportMartl is now https://reportmartl.stanford.edu (the 1 has
been included in the URL to minimize confusion between ReportMartl and ReportMart3

For Mac users, the URL to access ReportMartl is http://connect.stanford.edu

Report numbers are now part of the report names throughout the portal. Please use the report
numbers when submitting HelpSU tickets.

The *My ReportMart Reports report is now titled $My ReportMartl Reports. This report will now
include SQR reports as well as BQY reports.

A few reports and categories have been rearranged. (Obsolete/unused folders and reports have
been removed)

A new ‘Alert’ message system has been implemented to easily inform users of ReportMart1
announcements and news.

In some reports, an ‘Export Results’ button is included on the introduction page. Most of the
reports with ‘export’ button will export differently in the ReportMart1/Hyperion 8.5 portal. (See
‘Exporting Data’ section below.)

The ReportMartl upgrade will impact users in the following ways:

Some reports have been modified to save without results - This issue is significant for users who
use ReportMartl to save sets of data in their reports. A change in how Hyperion handles BQYs
required developers to modify the save settings. In the reports with the modified settings, data (or
result sets) are not retained, by default, when reports are saved to the desktop. To save data with
a report, a user will need to change the Save Options (found under the File menu) by selecting
sections in the Save Query Results with Document section. We hope that this change will be
temporary.

Exported sections will default as HTML rather than .xls or .csv file types

Users will need to recreate all bookmarks and favorites currently stored in ReportMartl. To view a
report of bookmarks and favorites that existed in the former ReportMartl system, open the ‘RM1
Brio Bookmarks and Favorites (RM1_RM101)’ report.

Users must resave all .bqy files that have been saved to the desktop.
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Accessing ReportMartl with a PC, the first time after the upgrade

The first time that a PC user runs a BQY report in the new portal, s/he will be prompted to install the new
Hyperion 8.5 plug-in. Only users with power user privileges (or greater) on a machine will be able to install
the plug-in. There is no need to uninstall the Brio 6.6.4 plug-in before installing the new plug-in. The
Hyperion V 8.5 plug-in installation will take approximately 1-2 minutes depending on the options selected.
Please review the plug-in installation instructions prior to installation. In addition, users can view a 2-
minute flash demonstration of the plug-in installation. In the past, users have had to add ReportMartl to
their trusted sites in the Microsoft Internet Explorer properties. The new version of the plug-in no longer
requires this step.

Prior to installation, it is important that users turn off all pop-up blockers. For more information on turning
off pop-up blockers click here. Additionally, on some machines, users may be prompted to allow the
installation of the plug-in (an ActiveX control). To allow the installation of an ActiveX control, click on the
yellow bar below the toolbars in Microsoft Internet Explorer and click OK on the message box that asks if it
is ok to install the software. Once the plug-in is installed, the program will appear in the Control Panels
Add or Remove Programs list (see below).

-
 Add or Remove Programs

== 1 - -
\_'l-t?r'f Currently installed programs: [%D Show updates Sort by: | Name “ |
Change or =
R‘_emive ;é’]] Dell Wireless WLAM Card Size  11.68MB |
P
Rl i ool | 4 Digital Line Detect Size 0.24MB
% ® Electronic Vaulting Siza  76.04MB
pdd New |G HiackThis 1.99.1
Programs *F Hummingbird Exceed Size  37.29MB
-~ ]'oi-‘ Hyperion Intelligence Client
ﬁl Click here for support information.
Add/Remove .
Windows To change this program or remove it from your computer, dick Change/Remove. Change/Remove
Components e
4 Hyperion Inteligence Explorer Size  125.00MB |
@f :]IE! Intel{R) Graphics Media Accelerator Driver for Mobile
SetProgram | @ Internal Network Card Power Management Size  D.65MB
Arcess and |
Defaults [El Java 2 Runtime Environment, SE v1.4.2_03 Size  135.00MB
|1g) LiveUpdate 2.6 (Symantec Corporation) Size 9, 12MB

l]&i Macromedia Flash Player 8

‘El MetaFrame Presentation Server Web Client for Win32 Size &5.75MB
% Microsoft JNET Framework 1.1

mg,! Microsoft \MET Framework 1. 1 Hotfix (KB8286303)

_rg! Microsoft \MET Framework 2.0 Size  88.36MB

When the plug-in has been installed the user is able to view BQY reports in the ReportMart1 portal.
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Re-create Saved Reports

Reports that have been saved to local machines from the ReportMart1/Brio 6.6.4 portal cannot be
reprocessed in the new ReportMartl/Hyperion V 8.5 portal. It will still be possible to open and view
reports and results saved from the Brio 6.6.4 portal in a browser.

To reprocess and get new results, users must recreate and save the reports to the local machine from the
new Hyperion V 8.5 portal. Users will notice that reports saved to the local machine from the new portal
are saved with the report name (rather than the file name). For example, the default file name for the $My
ReportMartl Reports report will be ‘$My ReportMartl Reports (RM1_RMO001)’ (rather than the file name
“RM1_RMO001_my_reports_2006_07_12. bqy”.

ONE SIGNIFICANT ISSUE FOR USERS WHO SAVE RESULT SETS WITH REPORTS TO THE LOCAL
MACHINE: A change in how Hyperion handles BQYs required developers to modify the save settings in
some ReportMartl reports to not retain data by default when reports are saved to the desktop. The
reports that, by default, will not save result sets can be identified by the ‘SaveData’ tag found at the end of
the description of the report in the portal. To save data with these reports, users will need to change the
Save Options (found under the File menu) by selecting sections in the Save Query Results with Document
section. If the user fails to change this setting ALL DATA WILL BE LOST WHEN SAVING THE REPORT
TO THE LOCAL MACHINE. For instructions on how to change the setting view the 2-minute Saving
Results with Your Report demo. We expect this change will be temporary.
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USING REPORTMART1

Browsing Folders and Categories

Use the Browse tab to view all of the reports to which you have been granted access. Reports are

arranged in folders for easy navigation.

B trowse - martingy on hsappder] stantord, edu - Wicrmsaft internet Ceplorer 5
Fle Edt Vew Fmoies ook feb ar
cmxk -9 1 f : oo eren &) G20 M-
A v B
cis glHosoer E)wsusT ) esermert ] Reormuge @] nsT E]rPseE ) caniorawhe ] Sro Deveisoers Home Page ] Coegle ] Mrmerin esuppert
Stanford ReportMartl s
Errcamant-sar craseanc Tusting | marncy
Browse
= Sianford Reporiail = Stanford ReportMart] & Subscribe 2] Fobdor Propertics (B ) (8 | By Name ~ [ETR
2 frin Developsrs S—— —e e —r R —— g
B Broevicnst Massegin Fublish File| dd Fiser| [Delese e in Foder| (| Hove ftems |
21 Captal Aszat Managemen:
2 oss o sy Regorts (KM RMDO1) [ =
2 event and Faclty infa = = = =
(i sdoian i 1 s mpoies anc eperts o e et SUNEUD imer (B0 3t SRz « remorey 00K, =
2 ireakh end Sefety & o
2 tielp Desk
21 vialp Aemnurces [ETE]
2 1k, Paproll, Denelits Systems
2 17 servces
2] Oilfien of Sponsored Rasaares H
1 Rusdeshal & Dining Enterprises
1 Spnce Management 3@
2 Studert Adminstration
2 System Administration
21 Time:Leave Raparting
2 Traming end Regisiration .
21 xsampie Content a@=
a3
V0T e Foatemarts_faveniies_ 006 07 i new 21170006, A,
E]=]
& 8§ et

Folders Arranged for Navigation

To view the contents of a folder, simply click on that folder. For example, to view the contents of the folder

labeled "Broadcast Messages", click on the folder with that title.
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Finding Reports in ReportMartl

Obtaining a List of Reports to Which You Have Access
To obtain a listing of your reports, complete the following steps.
1. Click on the Browse tab.
2. The categories to which you have access are listed on the left (in the Navigation frame).
Everyone has access to the reports under the "Stanford ReportMartl" category (folder). These

are listed within the Content frame. Click on "Stanford ReportMart1" in the Navigation frame.

3. Click on the report titled, "$My ReportMartl Reports" - a listing of all ReportMart1 folders,
categories and reports for the logged-in SUNet user.

4.  This will open a separate browser window containing an Introduction page. Click on the
"Process Query" button that appears in the "Introduction” page.

5. After your query is processed, you will see an "Introduction” page. All of the reports to which you
have access will be listed here.

6. When you close the "Introduction” page, click on the "No" button when prompted "Save
Changes?"
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Searching for a Report

The search function in the new ReportMart1 portal has improved. Keywords are automatically generated
for each report from the report name, description, and section names. It is now possible to find reports
using a keyword or the report number. To search for a specific report complete the following steps.

1. Click on the Search tab. The screen below appears:

“@0=

] et b d kb e s

Stanford ReportMart1 s

Whers to Saarch
scops of sasech
L
%) Saarch in o feders

Saarch Options
Lt smarch A types of miaematon -

Firet oy fnrre presbd durie the past e =

E
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2.  Enter a keyword or a report number in the top text box. ‘RM001’ is entered as an example in
the screen below.

Where to Search
Senpe of Search
© Dely saaeeh i Sowviors! Aoyl Rer s €5 s-osders
% Fawrch m ol Fokdery
Search Options
Lomé paarch do: M fypen of ederaaton

Firt sy farms e arng S pat Y Vaan &

Stanford ReportMart1 ’

D 8

3. Click on the ‘Search’ button and a list of reports that match the keyword or report number
entered will display on the screen.

B it i e s Yge-
ol wew i ) owints” et i oeivings ) eoret” e ifoitoive b versiowt i g e ety o
Stanford ReportMart1 s
— B o ey eewecs ool
Premr—
Search Results
iy ReportHart] Reports (A1 AMOTL)
[stanford Reportart!/ G
L™
LES EX =

4.  Click on the name of the report to view the report.
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Subscribing to Reports (Creating Bookmarks and Favorites)

If you will be using a report more than once, it may be helpful to subscribe to the report by adding the
report as a bookmark or favorite. If you had bookmarks and favorites in the old Brio portal, you will need
to recreate these in the new ReportMartl portal. To review your old bookmarks and favorites, run the new
RM1 Brio Bookmarks and Favorites (RM1_RM101) report.

To subscribe to a report, click on the ‘Subscribe’ icon at the right of the screen in the content pane.

i}

LELBLLBLBLELELBLLBLL  |§

] m 4 cours e o 5 @

The ‘Subscribe’ screen appears. Select the appropriate check-boxes to add the report as a Favorite
and/or Bookmark. To save your settings, click on the ‘Save Settings’ button.

Stanfard RepartMart1 ’
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Exporting Data

In some cases, you may wish to save only a portion of the report. In this case, rather than saving the
entire report, a section of the report can be exported. If you're exporting a table section, you can choose

Xls; if exporting a formatted report, you can choose .pdf, and it will preserve the format (e.g., fonts,

headings, shading, etc.) that you see online

To Export a Section on a PC, Complete the Steps Below.

1.

2.

3.

Open and process the report.

Select the section to export.

Choose File > Export > Section... from the menu.

i hitps://hpsreportuat.stanford.edu/Hyperion/dataaccess/Browse?REQUEST_TYPE-GET_DOCUMENTEDOC_UMID - Microsoft Internet Explorer  [m |[E1][5%]

File | Edit View Inset Format Repoit Tools Help
Save As... v|E= T Az E & B - = I P -
Save Optins " 58} & [ 24 v & @ B Process - ot @ 5 o i QZ&mm
B == A DA Br%, BE
Section... 5
~ eb Page. # %
3 HTML Wizard, | |
1 e = ]
ﬂ Properties | )
ReportMart1 Access for: Martin, Cindy 07/13/2006 @ 14:39
Folder: Stanford ReportMart1
(within Stanford ReporiMari1)
Report Name | Report Description
SMy ReporiMart Reports Lists all Reporthart1 foldersicategories and reports for the logged-in SUNetiD/user (BQYs and SQR
(RM1_RMOO1) (RM1_RMO01_my_reports_2006_07_12, mod 7/12/2008, AP, H51_UAT)
RM1 Brio Bookmarks and Lists your bookmarks and favorites from the old ReportMart1/Brio partal to help you create
Favorites (RM1_RM101) corresponding bookmarks andior favorites in this portal
(RM1_RM101_Brio_Bookmarks_Favorites_2006_07_12, new 7/12/2006, AP, RMT_PRD) (SaveDat
Show Menu Bar (RM1_HD0O01) Open this BQY te unhide the menu bar ifit has been hidden by an R&DE or Space Mgmt BQY
Ea _] (RM1_HD001_Show_Menu_Bar_2006_05_22 mod 5/22/2006, View Only, none) {(HPS VB8 5)
=} Query .
B fﬁgsg":m e _ Folder: CAMS Public Reports
3 Repont Descic (within Stanford ReporitMart1/Capital Asset Management/CAMS Public Reporis)
[ Folder Name
E Name3 Report Name Report Description
H Named CAMS Print-a-Record Print-out of a CAMS Record. (FIN_CAM002_Camr002_y101_2006 07_08, mod 7/6/2008, WIP,
(FIN_CAMD0Z) OF1_RUA) (HPS V8.5)
[E# Nameb
Ef Nameb
£ Name7 Folder: DPA Reports
Ef Meta Type Uu (within Stanford ReportMart1/Capital Asset Management/DPA Reporis) kot |
H Repot Type | 141 | 3
£ Group Name Report Group1(Results): Folder Name * Folder Path _=| || |Table Dimensions: Report Name +Report Description i
7 UseriD Report Graup? 5 R R
Ef User Name Tabie Facts: : : -
T Folder Path : =
3 leer toms 17
EETLL g 1N 2
2] & Unknown Zona

Navigate to the folder where the report will be saved.

The default format for exporting is HTML. If you want to save your result set as an Excel (i.e.,

xls, csv) or PDF file, you will need to change the file type, using the ‘Save as Type’ field.

Rename the file, if desired (give it a name that is meaningful, one that you will remember), and

click ‘Save’.
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To Export a Section on a Mac, Complete the Steps Below.

1. Open and process the report.

2. Select the section to export.

3. Click on File > Export > Section.

4. Inthe dialog box that appears, click the Save on the drop-down and select

Desktop > ITHPSRMCTX#> C$ on 'Client'(V:), where ‘#' is a 1-digit number (1, 2, etc.); the
drive letter may be V' or another value, depending on your computer’s configuration.

Export Section 2]

Save jn | 1= MyHuperionRpts d - ﬁ E-
Iy Recent

@ Desklop
B My Documents
'3 ITHPSRMCTX3

5 3% Floppy (4]

S

e Femovable [#]
é CD Drive 1)
1L CD Drive 2]

g My Metwork. Places

File name: |$My Reporttdart] Repaorts (RM1_RMO0T] j Save I
Saveastypel  |Micrasoht Office 2000 HTHL [*htri) =l Cancel |

Note: If you don't see an option that looks like C$ on 'Client'(V), please file a HelpSU ticket.

5. Navigate/browse to the folder where the report will be saved. You can also export your file to
C$ on Client (your hard drive).

6. The default format for exporting is HTML. If you want to save your result set as an Excel (i.e.,
Xls, .csv) or PDF file, you will need to change the file type using the ‘Save as Type' field.

7. Rename the file, if desired (give it a name that is meaningful, one that you will remember), and
then click ‘Save.’

General Export Information

In some reports, an ‘Export Results’ button is included on the introduction page. Most of the reports with
‘export’ button will export differently in the ReportMart1/Hyperion 8.5 portal. The changes include:

e Headers no longer are included in the exported file (a few reports).

o Excel file will open before the user saves (formerly the user saved the exported file and then
opened).

Unfortunately, the export buttons do not work for some versions of Excel. As a workaround it is possible to
export data to an external file using the copy-paste method. To use this method, select a result set by
clicking in the upper left hand corner of the result set. Next, use the menu to copy the selection. Open a
text document (Notepad, Wordpad etc) and paste the results into the text document. Save the text
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document. Open the text document from Excel. When prompted, define the data type of each column
(this is especially important for date and number columns). Finally, click OK to import your data into Excel.

Note: It is also possible to paste the copied result set directly into Excel; however, it is possible that
leading zeros may be removed from number columns when pasting directly into Excel.

Saving Reports

If you manipulate or modify a report (add limits, add/remove columns, change formatting etc), you can
save these modifications outside of the ReportMartl portal. Saving reports is different from saving or
exporting only the data. When you save a report, you are saving all of the sections that it contains, as well
as the data retrieved (with the exception of reports that have the ‘SaveData’ tag in the description--see
below), and any changes that you have made. These can include limits, sorting, and field additions or
removal. If you wish to save only the data in the report, you may want to export a section instead. See the
“Exporting Data” section for details.

ONE SIGNIFICANT ISSUE FOR USERS WHO SAVE RESULT SETS WITH REPORTS TO THE LOCAL
MACHINE: A change in how Hyperion handles BQYs required developers to modify the save settings in
some ReportMartl reports to not retain data by default when reports are saved to the desktop. The
reports that, by default, will not save result sets can be identified by the ‘SaveData’ tag found at the end of
the description of the report in the portal. To save data with these reports, users will need to change the
Save Options (found under the File menu) by selecting sections in the Save Query Results with Document
section. If the user fails to change this setting ALL DATA WILL BE LOST WHEN SAVING THE REPORT
TO THE LOCAL MACHINE. For instructions on how to change the setting please view the 2-minute
Saving Results with Your Report demo. We expect this change to be temporary.

Note: Once a report is saved locally, it is not automatically updated if revisions are made by the report
developer such as adding additional sections or functionality. Therefore, it is advisable to view the report
that is listed in ReportMart1 regularly in order to take advantage of any new features.

To Save a Report Using a PC, Complete the Following Steps.

1. Process the report and apply any customizations that you plan to re-use in the future (e.g.,
limits, etc.)

2. From the File menu, select ‘Save As’ or click the Save button on the toolbar.
3.  Navigate/Browse to where you would like the report to be saved.

4. Enter a name for the file (the filename will default to the report name, for example ‘$My
ReportMartl Reports (RM1_RM001)").

5. Click Save.
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To Save a Report Using a Mac, Complete the Following Steps.

1. Process the report and apply any customizations that you plan to re-use in the future (e.g.,

limits, etc).

2. From the inner menu bar (the one closest to the report), select File > Save As...

< https://reportmart.sta|

Eile Edit Wiew Tools

@'Backvﬂbva

Address I@ https: jireportm

J File | ENit View Insett Fd

2N\

Save Optio

Schedule
Import Data File  k
Export 3

Page Setup, .,
Brimk Bresien
Print...

3. Inthe dialog box that appears, click the Save in drop-down and select

Desktop > ITHPSRMCTX#> C$ on 'Client'(V:), where ‘#' is a 1-digit number (1, 2, etc.); the
drive letter may be ‘V’ or another value, depending on your computer’s configuration.

e —_——

(i

= « =ekE-

I Recent

@' Desktop

153 My Documents
Recent 3 ITHPSRMCT:3
= H 3% Floppy [4:]
I"B- f Chrive [C]

I Documents and Settings

Deskiop ) ciacinto
|7y Local Settings

T20x

’ 1= Temp
B2
iy Documents g DDrive (0]
C4 on Client’ [W:H
Er’ “w# Removable Disk ()
' F _ . H,\E CD Drive [
ITHPSRMETX3 H; CD Drive [£:]
!Eg My Metwork Places
,
File name: {8ty ReportMart] Reports AMT_AMODT) |
Save as type: IInteIIigence “Web Client Compressed [*.bgy] j

Save I
Cancel |

Note: If you do not see an option that looks like C$ on 'Client'(V), please file a HelpSU ticket.

4. You can save your file directly on C$ on Client (your hard drive), or put it in a folder: Rename
the file, if desired (give it a name that is meaningful, one that you will remember), and then click

‘Save.’
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Save File
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CI tsm_images
T WINDOWS
4] [
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Re-processing and Using Saved Reports

You can re-process a report that you previously customized and saved.

To reprocess a saved report using a PC, complete the following steps.

1. Log in to the ReportMartl portal.

2. Find the report on the local machine and drag the report into the ReportMartl portal (i.e., open

browser window).

Note: In ReportMartl/Brio it was not necessary to log in to the portal before attempting to open and re-
process a saved report. Additionally, it was possible to open and re-process a saved report by using the
File > Open method or double-clicking on the report. Neither of these methods works in the new

ReportMart1/Hyperion portal.

- ¥:wyHyperionRpis - Microsoft Internet Explorer

Eile Edit Wiew Favorites Tools Help

-3l x|

| EJ e |Linlq =

| &

OBack > G | ' Search Folders ‘ [

Address IQ WiiMyHyperionRpts

Links

EE

File and Folder Tasks S

i} Rename this file

L& Morve this file

[ Copy this file

a Publish this file: to the Web
"j E-mail this file

¥ Delete this il

Other Places &

_'ﬁ % on 'Client’ (v:)
D My Documents

4§ ITHPSRMCTHS
lg My Metwork Places

«

Details

Sizel Tvpe | Date

Stanford ReportMartl | E

ment:User Acceptance Testing | gacinto

EXIT HELP

46 KB BrioQuery Document 7127,

@ 5@ 1 [ey vame Z]E

e fhe foggectin SLNeE user
\17 12 mod 74242005, A4F

L

af i requied For runng 50V

CI

i EAat i reguired for running

@ e

Stanford University

July 31, 2006

17 of 20



ReportMartl User Guide

To reprocess a saved report using a Mac, complete the following steps.

Reprocessing a saved report using a Mac requires the use of multiple browser windows. You may need to
reduce the size of the ReportMartl window to approximately % size. Reducing the size of the window
makes the multiple windows easier to manage.

1.

2.

3.

Log in to ReportMartl portal (via Connect, as normal).

Open a new window by selecting File > New > Window.
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Close tems ﬁm!mmﬂnm
Ltz alf Repord]

Enter ‘'V:\' in the address bar of the new window. You should then see a directory of folders on

your local computer.
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4. Navigate/browse to the saved report, then drag it from the new window into the open

ReportMartl window.
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5. Your report will automatically open.

6. To re-process the report, select the Introduction page and follow the instructions.
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ADDITIONAL HELP

General Help

e HelpSU - for help with ReportMartl, send help requests to http://helpsu.stanford.edu/. Choose
"Application — ReportMart1" as the Problem Category. Please include the report name and
number as well as the operating system of the computer you are using to access ReportMart1. If
you have a question about accessing reports, data in reports, or how to customize reports, this is
the best way to get help quickly. You can also phone the Help Desk at 5-HELP.

Training

e |TS provides an introduction to ReportMartl and the Hyperion Insight query tool in the class
"Introduction to ReportMart1 Using Hyperion" (ITSS-8401).

To register for courses, use STARS via the “Training” tab at http://axess.stanford.edu/. You will be
required to enter your SUNet ID and password in order to register. The STARS online catalog
also contains the most current and comprehensive listing of classes.

e The ReportMartl Team also offers group sessions for more intermediate or advanced topics if
time and resources permit. To inquire about arranging one of these sessions, please send a
HelpSU ticket and choose “Application — ReportMartl” as the Problem Category. Please include
information about the number of people and the type of information you would like covered in the
session.

Useful URLs

e ReportMartl for PC Users
e ReportMartl for Mac Users

e The ReportMartl Upgrade page - Frequently Asked Questions about ReportMart1

e ReportMarts Description page — discussion of ReportMartl and ReportMart3

¢ HR Administration — provides information about HR reports, including job aids and report
examples

e Hyperion Software — a link to the company that makes the Hyperion Insight query tool (for
comprehensive documentation from Hyperion; log in to the ReportMart1 site and click on the
‘Help’ link in the upper right-hand corner of the screen)
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