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Chapter Objective

 Upon completion of this chapter, the 
student should have an understanding of:
Creating Documents Using Universes, 

External Data Sources or by Importing 
Documents.

Creating Documents with Multiple Queries 
from the Same Universe.

Creating Documents with Multiple Queries 
from Multiple Universes.

Creating Documents with Queries from Both 
a Universe and an External Data Source
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Logging Into Rich-Client

1. Select System

2. Enter User Name and 
Password

3. Select 
Authenication(if 

necessary)

4. Click Log On
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Creating New Documents-Using a Universe

OR-- Select from 
Previously Used 

Universes

5. Click to View 
Additional Data 

Sources
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Creating New Documents-Using a Universe

OR-- Select from 
Previously Used 
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Additional Data 

Sources
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Creating New Documents-Using a Universe

OR-- Select from 
Previously Used 

Universes

5. Click to View 
Additional Data 

Sources
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Creating New Documents: 
Using a Universe

6.  Click Next.

5. Select Universe

8. Click OK

7. Select Universe
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Creating New Documents: 
From Other Data Sources

1. Mouse-over 
Open Folder

2.  Select a Recent Document of 
Click folder to Browse for 

Documents
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Creating New Documents: 
From Other Data Sources

4. Select Data File

3.  Change File 
Type

5.  Click Open
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Creating New Documents: 
From Other Data Sources

7. Check for 1st 

Row Contains 
Column Names

6.  Select All 
Fields

8.  Click Next
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Creating New Documents: 
From Other Data Sources

9. Click Run 
Query
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Creating New Documents: 
From Other Data Sources

Results are 
Displayed
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Importing Documents: 
To the Repository

1. Mouse-over Import 
Folder to Import a 
Document to the 

Repository

2.  Click Folder to 
Browse for 
Documents
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Importing Documents: 
To the Repository

3. Navigate to the 
Folder Location of the 

Document

4. Select the 
Document

5. Click Add
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Importing Documents: 
To the Repository

Selected Report is 
Displayed Below.  

Multiple Documents Can 
be Imported Together.

Click Remove if you 
Need to Remove 

Documents from the 
Import.

6.  Click 
Import
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Importing Documents: 
To the Repository

7.  Import was 
Successful.  Click 

Link to 
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Importing Documents: 
To the Repository

Check Mark Indicates 
the Document has 
Been Imported.

8. Click Close
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Using an Imported Document

1. Mouse-Over Open Folder 
and Click Folder to Browse 

for Documents
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Using an Imported Document

2. Select WID as 
Document Type

3. Select Document

4. Click Open
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Using an Imported Document

WID Document 
Displayed
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Contact Information: 
Michael Ward
(586) 677-8300
MichaelWard@cttsbi.com

BusinessObjects™ 3.1 Training Classes:
Desktop Intelligence™ 3.1 Basic Reporting  (2 Days)
Desktop Intelligence™ 3.1 Intermediate Reporting  (1 Day)
Desktop Intelligence™ 3.1 Advanced Reporting (1 Day)
Desktop Intelligence™ 3.1 Advanced Crosstabs & Functions (1/2 Day) 
Desktop Intelligence™ 3.1 Foundations (1 Day) 
WebIntelligence™ 3.1 Intro To InfoView (1 Day) 
WebIntelligence™ 3.1 Basic Reporting (1 Day)
WebIntelligence™ 3.1 Intermediate Reporting (1 Day)
WebIntelligence™ 3.1 Advanced Reporting (1 Day)
WebIntelligence™ 3.1 Rich Client (1 Day)
BusinessObjects™ 3.1 Designer (2 Days)
BusinessObjects™ 3.1 Scheduler (2 Hours) 
BuisnessObjects™ 3.1 Administration (2 Days) 
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DI 3.1
Basic Reporting

2 Days

DI 3.1
Interm Reporting

1 Day

Desktop Intelligence
3.1 Reporting

BO 3.1
Designer

2 Days

BO 3.1
Administration

2 Days

WebIntelligence
3.1 Reporting

 Webi 3.1
Intermediate

Reporting
1 Day 

 

Webi 3.1
Basic Reporting

1 Day

 

DI 3.1
Adv Reporting

1 Day

DI 3.1
Adv Crosstabs

1/2 Day

Webi 3.1
Advanced 
Reporting

1 Day

DI 3.1
Foundations

1 Day

 BO 3.1
Rich Client

1 Day 
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