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Change Summary

The following table summarizes significant differences between this document and the previous
version.

Date/Version Description Reference
September 2012/QAD BI 3.7 | Added an Introduction chapter 1

Moved the Collaboration chapter into Chapter 2: BI Portal Overview 19
and Navigation

Designer chapter changed to Chapter 3 31

Administration chapter changed to Chapter 4 77

Moved OEE chapter to the new BI Modules and Key Performance -
Indicators User Guide

Major revisions throughout --

March 2012/QAD BI 3.6 Added chapter on Overall Equipment Effectiveness (OEE) metrics --
available in Capacity Planning and Control - Production Lines
Dashboard

September 2011/QAD BI 3.5 | Rebranded for QAD BI 3.5 --
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Chapter 1

Introduction

This chapter provides an introduction to QAD Business Intelligence (BI).

Overview 2
The key features and benefits of QAD Business Intelligence.

Bl Components 2
An overview of the main components of BI: Data Warehouse Designer, the modules, and the BI
Portal.
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Overview

QAD Business Intelligence (BI) improves decision making through easier access to data,
prepackaged analytics, and integrated collaboration. The BI Portal allows business managers to
see that data in a summarized, visual format that supports better decisions.
The key features of QAD BI are as follows:

¢ Daily, scheduled batch updates from source systems

* Browser-based, industry-standard portal framework

» Easy-to-use queries, reports, and dashboards using Flash-based visualization

 Graphing capabilities

* Historical perspectives

¢ Customizable and extensible

The benefits of BI are as follows:
» Enables management by fact
« Identifies key performance indicators that require attention
* Provides easy-to-use investigative tools through the dashboard framework
* Identifies causes of problems or potential problems
e Harmonizes information, consolidates data from disparate systems
* Improves strategic and tactical decision making
* Reduces elapsed time to reach a quality decision

* Facilitates collaboration to support communication and decision implementation

Bl Components

QAD BI is made up of the following components:
» Data Warehouse Designer (DWD)
* Modules
* The BI Portal

MIQAD
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Fig. 1.1
QAD BI Solution

Data Warehouse Designer

The DWD, the engine to the BI solution, consolidates QAD and non-QAD data sources into a
single data warehouse optimized for simple, fast access. When a business has quick and easy
access to data, the decision making in the business improves. The following are key features of the
DWD:

* Data consolidation, optimization

* Multi-currency consolidation

 Support for database maintenance tasks

 Single repository for transformation logic

» Consolidation into a single warehouse optimized for simple, fast access
* QAD and non-QAD data sources

* Auto-generation of data warehouse documentation

 Scheduler

Modules

The BI solution provides out-of-the box ERP and EAM-aware modules, which streamline access
to current and historical QAD ERP data. The QAD modules are preformatted groupings of data,
based on QAD’s extensive application and vertical knowledge. The key features of the modules

are as follows:

» Contain QAD-specific transformation logic
 Allow fast initial setup of the BI, including historical data
¢ Include QAD standard queries, reports, visual items, and dashboards

 Contain a clear upgrade path to new versions of QAD ERP

MIQAD
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* Extensible, to support non-QAD data sources
e ERP aware
 Can be installed separately

The BI solution contains the following modules and submodules:

* Financials * Operations
* General Ledger ¢ Inventory Control and Management
* Accounts Payable * Direct Materials Purchasing
* Accounts Receivable ¢ Capacity Planning and Control
* Order Management * Enterprise Asset Management
* Invoices * Plant Maintenance
* Bookings * Supply Chain
 Shipments  Transportation Management

Collaborative Portal

The Collaborative Portal provides you with all the tools needed to filter through large amounts of
data and display it in a quick and simple format. This allows you to easily see exceptions and
trends in the business that can lead to better decision making. The portal provides users with a
quick, at-a-glance snapshot of business data; designers with the ability to build custom visual
items, reports, and dashboards; and administrators with the ability to manage user access and
portal security.

The key features of the Collaborative Portal are as follows:

* Browser-based delivery » Customizable and extensible features
¢ Industry-standard portal framework  Collaboration forums
¢ Flash-based visualization » Data-based security
* Dashboards, visual items, and reports * Mobile capability
Fig. 1.2
BI Collaborative Portal
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Chapter 2

QAD BI Portal Overview and
Navigation

This chapter provides an overview of the QAD BI Portal as well as information about use and
navigation.

It discusses the following topics:

Navigating the Bl Portal 6
Logging in to the portal and navigating portal menus.

Bl Portal Dashboard 9
Navigating the dashboard and using the visual items.

Report 17
Viewing and running reports.

Collaboration 19
Accessing, navigating, and posting to the forums.

Mobile Capability 23
Downloading the mobile app and accessing the portal using a mobile device.

Internationalization 28
Changing the UI language and translating object names.

Help 30
Using the Help menu options.
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Navigating the Bl Portal

Access the BI Portal through your Web browser using a link provided by the administrator.

Note The portal can also be accessed using a mobile device. See “Mobile Capability” on page 23.

Logging Into the Bl Portal

Follow these steps to log in to the portal:

1 Open your Web browser and click on the link provided by your administrator.
2 The login window appears.

Fig. 2.1
Login Window

Business Inteligence System

Lagin

Forget Passwor d

FIQAD

Our Passion. Your Advantage.

About

3 Fill in the following fields:
Username. Enter a username.
Password. Enter a password.

4 Click Login.

Forgot Password

Follow these steps if you have forgotten your password:

1 In the login window, click Forgot Password.

2  Enter a user ID and click Request New Password.

3 A new password will be generated and sent to your primary e-mail address.
4

To return to the login window, click Cancel/Back.

M QAD
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Fig. 2.2
Forgot Password Window

Forgot Password

A new password will be
generated and sent to your
prirnary ermail address,

Uzer Id
| Request New Password
Cancel /Back
About Bl

To view the BI version number, click the About button on the login window.
Note The About window can also be accessed through the Help drop-down menu.

Fig. 2.3
QAD BI About Window

QAD Business Intelligence Systermn

Version -2
Build Mumber: BIZ-TRUNK-1GEL-1107

Copyright (<) 2009 QAD Inc, All rights raserved,
Other copyrights of other copyright ouners 2pply.

tlick here for other licenses

Lo |

Bl Portal Menus
At the top of the portal window is the navigation bar where you can access the following drop-
down menus:

* Dashboard. Links to all dashboards.

Collaboration. A link to forum home where users can collaborate on visual items or
dashboards.

* Report. A link to report home where users can view and run reports.

* Designer. Links to the query, report, visual item, and dashboard designers.
* Administration. Links to administrator functions.
* Help. Links to a soft copy of the BI Portal User Manual and the QAD Support website.

Note Depending on your user role and the security restrictions set up by the administrator, some
drop-down menus may not be visible on the portal.

MIQAD
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Fig. 2.4
Welcome Screen
Bl Portal Dashbosrd  tollsborstion  Report  Designer  Administration  Help deme logout Language

navigation n QA.D Business Intelligence System
Our Pasion. Your Advantas.

Language link P

Welcome to QAD BI -
If you have any guestions, thoughts, or suggestions, QAD provides a wide variety of helpful resources:

® Help Menu. If you have any questions about how to use QAD BI, access the Help menu from the navigation bar and use the context-
sensitive help system with its pawerful search capability.

® QAD User Forums. The QAD user farums, available 24 hours a day, 7 days a week, contain a wealth of helpful information about QAD B
If there were any issues not addressed in the Help menu, visit the QAD user forums and either search for information regarding that issue
or consult with our experts and ather QAD BI users to solve the problem,

® QAD Document Library. £n online version of the QAD BI Partal User Guide is available in the doc library. additionally, a .pdf version of the
user guide is available here, for downloading and printing purposes.

Thank you for choosing QAD BI,

Important Links:

QAD home page: http://www.gsd.com

Support home page: http://support.aad.com

QAD User Forums: http://community .gad.com/

QAD Document Library: http://www.0ad.com/documentlibrary

Contact Information:

Emails info@aad.com

Phone: +1.888.641.4141 (US{Canada Toll Free)
+1.805,684,6614 (Girect)

Documentation:
User ontains i on sl user visible fact and dimension tables in the dsta warehouse

Technical documentation: Information required to populate and maintain the fact and dimension tables

Note You can access the welcome screen from the Dashboard drop-down menu.

User Roles

Your experience in the portal is dependent on your user role. Four pre-installed user roles in Bl can
perform specific functions within the portal:

 Dashboard Only * Designer

e User e Administrator

Dashboard Only

e Access: Dashboard menu

* Permissions: Read-only access to dashboards

User

* Access: Dashboard, Collaboration, and Report menus

* Permissions: View dashboards, run reports, and collaborate with other users in the forums.

Designer

* Access: Dashboard, Collaboration, Report, and Design menus

* Permissions: View, edit, and create queries, reports, visual items, and dashboards. See
Chapter 3, “QAD BI Portal Designer,” on page 31.

Administrator

¢ Access: All menus.

* Permissions: Manage user access, portal security, and the Data Warehouse Designer. See
Chapter 4, “Administration,” on page 77.

Note All users have access to the Help menu.

IQAD
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The dashboard, which is the front page view for the data warehouse analysis, is the first screen the

system displays when a user logs in.

The dashboard is a collection of visual items that gives a snapshot view of the current business
state; for example, a sales dashboard that shows the current sales figures for each product. The
dashboard can be fully customized so that the user sees information in a quick, easily analyzed
format, which allows for better and more informed decision making.

Fig. 2.5
BI Portal Dashboard

Logout

Dashboard [T | o owger  aiminoason s
drop-down menu FYQAD Business Intelligence System

Our Passion. Your Advartage.

Refresh

Chart. Sales by Product Family for Quarter

Product Family
110m

Visual Item on
the dashboard

Dashboard ——— 4

Sarif Tach

32,141,129 9,309,067

Laser 101,154,978 23,495,729

107,906,226 27,703,867

x

Chart. Sales by Product Type for Quarter

Analysis Links

Internal Links
Fina

Add Link

15,012,452 15,007,429

13,399,464 11,292,898 |-
12,743,327 11,484,801

12,353,123 10,440,558 (=]

21z, Uss this tool For adhoc
ils using Micrazo

nce Harnepage

My Links

Add Report

crosatt

The following is a list of dashboard actions:

* View a Dashboard. To view a specific dashboard, select that dashboard from the Dashboard
drop-down menu. This drop-down menu contains a list of all available dashboards.

Note When you log in again, the system displays the last dashboard viewed.

Export an Image of a Dashboard. The export image option allows a user to export an image
of a dashboard as a .png file. The image file can then be saved anywhere on a local hard
drive or network to be used as needed.

To export an image of a dashboard, right-click on the header bar, and then select Export image
of this dashboard. Click Save and then choose the location to save the file.

Collaborate on a Dashboard. The collaborate option allows you to enter the forums from a
dashboard so you can discuss that dashboard with coworkers. When you select the collaborate
option, an image of the dashboard is attached to the forum topic.

To collaborate on a dashboard, right-click anywhere on the dashboard, select Collaborate on
this dashboard, and then post your comment in the forums. See “Forums” on page 14.

MIQAD
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Visual Items

Visual items such as a grids or charts display the results of a query; for example, a pie chart
showing the total sales of each product type in the current quarter. Visual items can be moved,
minimized, maximized, closed, and restored. Items can have drill capabilities so users can drill in
to other visual items or drill out to reports to see more detailed information.

Note When a visual item is closed on the dashboard, it is only removed from that session. The
item returns in the default area the next time you access the dashboard.

The following is a list of visual item actions:

* Action Menu. Some visual items have an action drop-down menu located in the top right
corner of the item. Click Show from the Action drop-down menu to view the list of options;
for example, in Figure 2.6, the Action menu gives the option to view the data in a grid.

Fig. 2.6
Visual Item Action Menu

Matric: RO for last 12 manths chart Actions Action menu
Show P 11.1.2 Metric: ROI for last 12 months grid

04 1.04 108 )
1.04 y 104102 qgy 1

/

ROI = (NOPAT+ Interest Paid)i Total Assets

May Jun maul Aug MZep MOt MNov  MDec M lan
W Feb W Mar W Apr

* Export Image of a Visual Item. The export image option allows a user to export an image of
a visual item as a . png file. The image file can then be saved anywhere on a local hard drive
or network location to be used as needed.

To export an image of a visual item, right-click on the header bar, and then select Export image
of this item. Click Save and then choose the location to save the file.

* Collaborate on a Visual Item. The collaborate option allows you to enter the forums from a
visual item so you can discuss that visual item with coworkers. When you select the
collaborate option, an image of the item is attached to the forum topic.

To collaborate on a visual item, right-click on the header bar, select Collaborate on this
dashboard, and then post your comment in the forums. See “Forums” on page 14.

Visual Item Types

The following is a list of the types of visual items available in the portal:

* Grids * Free Form Items * Forums

* Charts e Parameter Bars * Report Browser
* Gauges * Images  Links List

* Heat Maps * Messages

M QAD
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Grids

The grid is a simple, straightforward arrangement of information in a sortable format.

Fig. 2.7
Grid

Grid. This year vs last year ranked by customer

Grid. This year vs last year ranked by customer

Srnurfit-Stone Container Carp 34,514,069 30,962,756 |+
Ilinois Tool Waorks Inc 15,355,184 15,031,452
Leggett % Platt Inc 15,012,492 15,007,423
Weayarhasusar Ca 12,299,464 11,292,298
Hanger Orthopedic Group Inc 12,256,228 10,421,709
Georgia-Pacific Corp 12,741,327 11,484,801
Parker Hannifin Corp 12,353,123 10,440,358
Unknown 11,035,246 11,393,563 |=
International Paper Co 11,054,052 11,567,703
Sannett Co Inc 2,987,102 11,663,258
Willarmette Industries Inc 9,470,981 2,268,604
Packaging Corp ©f America 8,702,316 11,918,585
Thermo Electron Corp 8,411,849 9,024,587
Larar Advertizing Co 8,024,007 7,700,510
Rock-Tenn Co 7,745,295 7,259,805 )
Confgra Foods Inc 7,561,094 7,765,628
Consolidsted Graphics Inc 7,549,410 8,930,821
Interstate Bakeries Corp 7,358,730 6,966,654 |

The following is a list of grid actions:

* Sorting. The columns within a grid are sortable. Click on the column heading to sort in
ascending, descending, and nested sort order.

* Drilling. If the grid can be drilled into, the data is underlined, similar to a link. Click the data

to drill into the other visual item or report. Use the breadcrumbs at the top of the item frame to
return to the grid.

Charts

Charts display information in the following formats:
e Column 2D e Pie 3D * Area
* Column 3D * Line * Doughnut 2D
* Pie 2D e Bar * Doughnut 3D

Fig. 2.8
Charts

- 0O x E=IR Chart. Sales by State for Region, Quarter I
Chart, Sales by Praduct Family for Quarter

Chart. Sales by Product Typs for Quarter Chatt. Sales by Stste for Region, Quarter

Product Family i -
San Jose| 2,609,058
210 Lsser, 1010
S—— . \ Los Ange\es| 2,248,07|
aah 23 13m Riverside 1,429,753
~Inkje
GEb
Pato aito [F 1 153,238
EE 23M
F7m
P ] L
22M

Micra Membrane Ink, 10| ¥ | 0 600,000 1,200,0001,800,0002,400,0002,| 7

=1 i |1 m -,

Font Machines Kerning Systems  Serif Tech

Total Prics Totsl Margin
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If a chart allows for drilling, the cursor changes to a hand when dragged over that section of the
chart. Click on that section and drill into the other visual item or a report. Return to the chart using
the breadcrumbs at the top of the image frame.

Gauges

A gauge is a specialized form of visual item used to show some value compared to a target; for
example, current sales compared to the sales forecast.

Fig. 2.9
Gauge

Gauge. Current Bucdget I

Gauge, Current Budget

If a gauge allows for drilling, the cursor changes to a hand when dragged over that section of the
gauge. Click on that section and drill into the other visual item or a report. Return to the gauge
using the breadcrumbs, or back arrow button, at the top of the image frame.

Heat Maps

The heat map displays information through size and color. Hover the cursor over a rectangle to see
more detailed information about that section.

M QAD
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Fig. 2.10
Heat Map

Analysis Map. Region, State for Quarter

Analysis Map. Region, State for Quarter

Size and color )
. — Size Shows: Color Shows:
metrics

vw vv v V v

SLTETETTE TTNETNTY] ORI (TRt
0% 10% 20% 20% 40% 50% 60% 70% 80% 90% 100%

Color range slide

The following is a list of heat map actions:

* Metrics. Use the Size and Color drop-down lists to change the size and color metrics of the
heat map.

* Color Ranges. Use the range slide at the bottom of the window to change the color ranges in
the heat map. Click and drag the desired color triangle to the appropriate value.

* Drilling. If a heat map allows for drilling, the cursor changes to a hand when dragged over that
section of the heat map. Click on that section and drill into another visual item or a report that
shows more detailed information. Return to the heat map using the breadcrumbs at the top of
the image frame.

Free Form Items

The free form item is an advanced metric display, which supports conditional formatting of the
content; for example, a cell changes to red if the value in the cell reaches a certain threshold.

N QAD



14  User Guide — QAD Business Intelligence Portal

Fig. 2.1
Free-Form Item

Metrics. Product Family for Current Year

Product Family: Font Machines
MTD | oTD | vTD |
Revenue 499,212 679,212 979,212
Margin 23,134 - 93,134
Units 231 278 256
Returns ] 278 356
Survey 235 1 23

With a free-form item, you can drill out to reports. If a free-form item allows for drilling, the
cursor changes to a hand when dragged over that section of the item. Click on that section to drill
out to the report. Return to the free-form item using the breadcrumbs at the top of the image frame.

Parameter Bars

A parameter bar is used to set the subject or parameters that other visual items display on the
dashboard. Click the parameter bar to view a drop-down list of the available options or type inside
the parameter bar to find items in the drop-down list that begin with the characters you enter. Click
Refresh to view the changes.

Images

Image items are photos or graphics that can be applied to a dashboard to create a custom and
personalized look; for example, a company logo or a customized graphic associated with the
dashboard.

Messages

A message item is a fully customizable text block that can be placed on a dashboard; for example,
a descriptive paragraph related to the dashboard items or a bulleted list of hyperlinks and important
information.
Message items can be read-only or they can be editable:
* Read-only. Only the designer can make changes to the text area.
» Editable. End users can edit or add to the text content directly from the dashboard. To edit a
message, click the Edit button, make the appropriate changes, then click Save.

Note The ability to edit a message, which is based on user roles, is determined by the designer.

M QAD



Fig. 2.12
Message

\Webpart. Sales Page

Analysis Links

Invoice Analysis,

Use this tool for adhoc analyis of

invoice details using Microsoft Excel Pivot tabla,

Fayrnent Analysiz, Use this tool far adhoc analysis of
payrnent details using Microsoft Excel Pivot Table,

Published Items

Here is the final guarterly results for 04

Weekly Finance Meeting Motes

Internal Links

Finance Homepage

Edit

a

[«]

Forums
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The forum is an item on the dashboard that allows you to view and collaborate on the latest topics
in a forum. Depending on the design, the forum shows the topics from all or selected forums.

To view the latest topics in a forum, click Refresh. To collaborate on a topic, click on the topic and
click Post Comment. See “Collaboration” on page 19.

Fig. 2.13
Forum

EE Accounts Payable Forum

EE Accounts Payable

Use Payment in Process Acct  demo L2} 6/25/2012

Primarily used in Europs; if
Yes, payments credit the
bank's payrnent in process

Confirmed Youchers

Enter No if uouchers are

narmally entered
unconfirmed pending

Hext Journal

Incremented whenever the
system creates AP-related GL
tranzactions for confirmed

Batch Process

dema o &/25/z012  |_
derna o 6/25/2012
darnn n 6/25/2012 ¥

Report Browser

The report browser displays a list of reports, which you can view and run directly from the
dashboard. Double-click the desired report to view the report in a new tab. To return to the
dashboard, close the tab.

MIQAD



16  User Guide — QAD Business Intelligence Portal

Fig. 2.14
Report Browser

Reports. Metrics

Metric Reports
¥ [y Report Def
YE}Demo
] Custerners for Product Type
|| Inwoices for Product 2
] Invaoices for Product and Custorner
| Tep 25 Custermners by Product
] Tep 25 Customers by Product 2
¥ /Reports 0203
|| detail test
| MyReport
_|Report 1

pDTrain

Links List

The links list is an organized table of links to Web sites and reports.

Fig. 2.15
Link List

My Links

Add Link Add Report

Sales Pivot Table Link Excel Pivot table

Lirk Lirk Homepage

QAD Link Link to QAD Inc
Google Link Google

Marketing Hormepage  Link Marketing Hormepage

If a links list is editable, the following actions are available:

e Add Link. To add a link to the list, click Add Link. Enter the URL, a title for the link, and a
brief description, and then click OK.

MQAD



Fig. 2.16
Add Link to Link List

QAD BI Portal Overview and Navigation 17

Enter the URL of link (can be full or relstive.) Example: httpi/fwsw. google. com

Enter the short name to dizplay on the list. Example: Link to Sales Cube

Enter descriptive text for this link. Example: This link allows adhoc access to Sales information,

* Add Report. To add a report to the list, click Add Report. Navigate through the folders, select
the desired report, and then click Open.

Fig. 2.17
Add Report to Link List

¥y Reports
¥ 7 GAD Standard
b [IFinancials
b [ Operations
w (s Order Management
» [ validation
» [ SE Financisls

» [ validation - verified

[=]
[E
[E
=l
[E
[E
[=l
=

Bookings by Channel for current fin maonth qad
Bookings by Item Group for Salesparson, channel | gad
Bookings by Salesperson for Channel, current fin m gad
Inusice by Sslesperson, Customer for current fin mi gad
Sales Alert Dropoff for Entity qad
Shipments by Itern far Itern Group, curent fin men gad
Shiprnents by Itern Group for current fin month qad

Tan 100 Braduct Sales Growth, for Fatity i

Security

General

4fa/2012
4/4/2012
4/4/2012
4fa/2012
4/4/2012
4/4/2012
4fa/2012

atarzniz

Itern Mame  Bockings by Channel for current fin manth

Description

Note If you make changes to the link list, the changes are visible to you only and do not affect
other users and their dashboards.

Report

From the Report menu, users can access the Report Home or a hierarchical list of available reports.

Fig. 2.18
Report Menu

Report

o ini i Help

FIQAD Bgsir® ettt snce System

Our Passion. Your Advantage.

BB cnter search rexe

¥ Reports

b QAD Standard

Link to Report Home

QAD standard b Financia s b EE Accounts Payable

Operations » EE Accounts Receivable

Order Management »  EE General Ledger

Contents and Properties SE Accounts Payable

SE Accounts Receivable

SE General Ledger

EE AP invaices by date, invoice number for supplier, effective month
EE AP Gpen Armounts by Supplier for bucketl,
EE AP Open Amounts by Supplier for bucketz,
EE &P Open Amounts by Supplier for bucket3,

EE P Open Amounts by Supplier for bucketd,

demo

effective manth
effective month
effective manth

effective manth

EE Supplier Spend Ranking for Yaar, Entity (Top 100)

l
Links to reports
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To access Report Home, select Report Home from the Report drop-down menu.

Fig. 2.19
Report Home

Dashboard  Collaboration  Report  Designer  Administeation  Help demo Logout Lanquage

FYQAD Business Intelligence System

Our Passion. Your Advantage.

Run button—/ = |

B Eater search text Item Properties

v Reports General || securty |
¥ @A standard Report definition
¥ Financials
. . b EE Accounts Rayable
Navigation pane——— e acounm: rec Mame £ AR Payment Liasyde a

[=Je€ AR Paymant Li Desaription
[S)EE 4R Payment Li

P E€ General Ledger Full Psth  [Reports /[QAD Standard]/[Financial Is)/[EE Accounts Receivable]/[EE AR Payment Lifecycls]

b SE Accounts Payable

b 3E Accounts Receivable

b 5E General Ledger owner [aad

b Operations
Crested | 3/15/2011

» Order Management
Last Accessed | 6/25/2012

b =E Fin.

b Validation - Verified Last Madified | 4/4/z012

Properties pane

A navigation pane listing all existing reports is located on the left side of the window. A properties
pane, which displays information about folders and reports, is located on the right side of the

window.

Running Reports
To run a report, select a report from the Report menu and then click Run.

Use the parameter bars, located in the top left corner of the window, to change the report
parameters. Click Run to view the report.

Export the report to PDF or Microsoft Excel by clicking the appropriate export icon.
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Fig. 2.20
Report Preview

& \_‘/ - [P e cont 121:8955 gadbidev/DoRequest & [#2] (2] | (2B
w ["RewrtPrE\nEw 17} B - B @ - [Page - £ {FTook -
Product line | HOME PRODUCTS | ¥ |

Report parameters o
e " - n

List price vs. Unit cost ([QMSEMEA] / [HOME PRODUCTS])

Domain Froduct Line Desaiption Base List Frice Base Unit Cost
QMSEMEA

HOME PRODUCTS
$16,365.00 512,743.12

$16,265.00 31274312

$18,385.00 51274312
0/0/10 5:52 AM Dazelail

Report results

Export to PDF
and Excel icons

Run button — > rus 7=

Collaboration

The Collaboration menu allows users to access the forums, where they can discuss and collaborate
on dashboards and visual items.

Access the forums in the following two ways:
e Select Forums from the Collaboration drop-down menu.

 Right-click anywhere on the dashboard or visual item, then select one of the following
choices:

 Collaborate. Links you directly to the forums.

* Collaborate on this dashboard. Links you to the forums and attaches a screenshot of
the dashboard to the forum topic.

* Collaborate on this item. Links you to the forums and attaches a screenshot of the
visual item to the forum topic.

Navigating the Forums
Access the forum home to view the list of available forums. Information about each of the forums
is organized into the following columns:

e Name. The name of the forum. Click on a name to enter the forum.

 Description. A brief description of the forum.

* No. of Topics. The number of topics that have been posted in the forum.
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Fig. 2.21
Forum Home

Dashboard  Collaboration  Report  Designer  Administration  Help

FAQAD Business Intelligence System

Our Passion. Your Advantage.

Forget Search — )
Context link Pick a forurn (to search for your selected visual itern)  Forget Search Context

Accounts Paysble Discuss sll issues related to Accounts Payable 1
Accounts Receivable Discuss all issues related to Accounts Recievable o
Forums Einandials Discuss all issues related to Financials 3
Inventory Discuss sll issues relsted to Inventory 1
Manufacturing Discuss 3ll issues related to Manufacturing [
Miscellaneous Discuss any miscellaneous issues in this forum o
Operstions Discuss all issues related to Operations 1
Purchasing Discuss 3/l issues related to Purchasing o

Click on a forum to view the topics within that forum. Information about each of the topics is
organized into the following columns:

 Topic. The title of the topic.
* Author. The name of the user who posted the topic.
e Number of comments. The number of comments that have been posted in response to topics.

 Date of last post. The date that the last comment was posted.
Click any of the columns to sort in ascending or descending order.

Note When you enter the forums from a dashboard or visual item, the forum applies a filter that
shows only the topics that relate to that dashboard or visual item. If you would like to remove the
filter and see all the topics in the forum, click the Forget Search Context link in the Forum Home
window. See Figure 2.21.

Fig. 2.22
Forum Topics

Dashboard  Collaboration  Report  Designer  Administration Help demo logout Lanquage
FY QAD Business Intelligence System
Our Passion, Your Advantage.
Home ‘ Einancials Search Results for your selacted context itern

2 Topics Found [} Post Tapic

BB crter search text

Author

Booking Issues derno o 6262012
Plaass check the bookings for CDE Manufacturing

Last Months Invoices dermao 1} &/26/2012

Please check numbers for custorer ABC Distributing,

Click on a topic to view the comments that have been posted in response to the topic. Information
about each of the comments is organized into the following columns:

* Post. The content of the comments, including the text and any attached images.
e Author. The name of the user who posted the comment.

* Post Date. The date the comment was posted.
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Fig. 2.23
Topic Comments

gation 21

Dashboard  Collaboration  Report  Designer  Administation  Halp
FAIQAD Business Intelligence System
Our Passion. Your Advantage.

Home | Bookings | difference in bookings for July 2010

smita
I will check with the account manager for each of the product lines there, smita
I notice the same thing in the third and fourth terrataries too smits

Posting a Topic
Follow these steps to post a topic to a forum:
1 Access the forums.
2 Click on a desired forum.
3 Click Post Topic.
4  Enter information in the following fields:
Topic Summary/Subject. Enter the title of the topic.

Description. Enter a detailed description of the issue.

Brian Logout

[ Post comment

Jul 29, 2010 11:07:23 AM

Jul 29, 2010 3:17:34 AM

Jul 29, 2010 3:42:45 PM

Tag(s) (separated by space). Enter keywords, separated by a space, that are associated with

the topic.

Fig. 2.24
Post New Topic

Enter Topic Details

Topic Summary/Subject  January 2012 Inveices

Topic Details  Please check the numbers for ABC Corp. Verify that all inueices are being captured.

Tagls) (separated by space) | Inveices ABC Corp January 2012

N QAD



22  User Guide — QAD Business Intelligence Portal

5 Ifyou are collaborating on a visual item or a dashboard, the image of the graphic appears at the
bottom of the new topic window. Select the check box to include the graphic with the topic.
Click on a graphic to see an enlarged view. Click X to close the image and return to the topic.

Note The ability to attach an image to a post makes it possible for collaborators to comment
on the same version of the dashboard or visual item, even when updates to the DWD result in
changes to the item.

Fig. 2.25
New Topic with Graphic

Topic SummaryfSubject  Januan y 2012 Inusices

Topic Details | Please check the numbers for ABC Corp, Werify that all invoices are being captured,

Taa(s) (separated by space) | Inuoices ABG Corp Januan y 2012

OK Cancel

6 Click OK to post the topic.

Note If you decide to cancel the post, click Cancel at any time.

Post a Comment

Follow these steps to post a comment in a forum topic:
1 Access the desired forum.

2 Select the topic.

3 Click Post Comment.
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Fig. 2.26
Forum Post
Dashboard Collaboration Report Designer Administration Help Bris Logout
FYQAD Business Intelligence System
Oue Pasia, Yo Achatags,
Home | Bookings | difference in bookinas for July 2010

Jul 29, 2010 11:07:23 AM

smita Jul 23, 2010 9:17:34 AM

T uill chack with the account manager for each of the praduct lines there.

I notice the same thing in the third and fourth terrotories tao smita Jul 29, 2010 3:42:45 PM

4  Enter your response in the Comment field.

23

5 In the Tags field, enter keywords, separated by a space, that are associated with the topic.

Fig. 2.27
Post a Comment

Add/View Comment

Commen t | The eamings for ABC Corp were not captured, The graph has been fixed,

Tagls) (separsted by spacs) | ABC Corp Eamings|

Cancel

6 Click OK to post the comment.

Note If you decide to cancel the post, click Cancel at any time.

Mobile Capability

Access the BI Portal using an iPad or an Android mobile device that supports Flash.

Android

There is no mobile application required for the Android device. Access the portal using the Web

browser.
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iPad

For the iPad, there is a native QAD Mobile BI app that can be downloaded from the Apple App
Store. With the iPad app, you can view and perform the following tasks:

* Navigate through available dashboards.

* View and collaborate on charts. The chart content is identical on the iPad to what is shown on
the PC.

Note All other visual items, including grids and parameter bars are, not supported on the
iPad.

* Zoom in and out on charts with the pinch-zoom capability.

¢ Drill down into underlying charts if they are drill-down enabled.
Note Currently, the iPhone and Blackberry are not supported.

Because iPad dashboards only support charts, it is recommended that you create specific
dashboards for mobile consumption. See “Creating Mobile BI Dashboards” on page 74.

Downloading the QAD Mobile Bl App

Follow these steps to download the QAD Mobile BI app:
1 On your iPad, go to the Apple App Store.

2 In the search window, search for QAD Mobile.

3 Choose and install the QAD Mobile BI app.

Fig. 2.28
QAD Mobile BI App in Apple App Store

iPad = 22 92% )
ﬁ Search C qad mobile bi b

Category Relsass Date Customes Ratrg  Price Device Roset Fiers
Al All All All Al
iPad Apps  1-10f1 Sort by: | Relevance
QAD Mobile BI
QAD Inc.

Buginess
Released Aug 31,2011

© indicates an app designed for both IPhone and IPad

User and Server URL information

When you launch the QAD Mobile BI app for the first time, it prompts you for the user and server
URL information. Enter your username, password, and the server URL. If you do not know the
server URL, see your administrator.

Note The server URL and user settings are identical to those used for access through the Web
browser on the PC. These settings can be changed by going into the settings on the iPad and
scrolling down to the QAD Mobile BI app.
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Fig. 2.29
Log in to Mobile BI App

QADB |

Login Info
User

Password

Save Password =

Server Info
Server URL hitp:/imobilebi.demo.qad.com 55500/dems-mabile

Request Timeout 30

After you enter the user and server information, the iPad displays the home page with links to
dashboards and forums.

Note There is no local data stored on the iPad. All data presented in the QAD Mobile BI app is

presented and rendered in real time.

Mobile Bl Dashboards

On the mobile home page, tap on the dashboard icon to view the list of dashboards.

Fig. 2.30
Mobile Home Page

QAD Business Intelligence

H.l.” Mobile Dashboards
QAD Standard

Links to dashboards

>) >)
7§ Sales Forum [ a Ul Usage Forum

Links to forums

3 Validation
# Discussion

Links to all available dashboards are in the left pane. A thumbnail view of the dashboard appears
in the right pane.

Fig. 2.31
Mobile Dashboards
Links to available o T T
dashboards saies

Sales Analysis for last 5 years
Top Performers last year
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Tap on the dashboard to see a full-screen view of the dashboard. The QAD Mobile BI app supports
iPad orientation mode so you can flip the iPad between portrait and landscape mode and still retain
the full functionality. The app also supports all the standard iPad finger gestures such as pinch-
zoom and dragging.

The following is a list of additional dashboard actions on the iPad:

 Tap on a chart to see a full-screen view of that chart.

« If a particular chart is enabled for drill down, tap and select a particular area of the chart and
then tap once again to drill down. Tap the small green arrow in the top left corner to go back up
one level and the small red X in the top right corner to close a chart.

Fig. 2.32
Dashboard Full-Screen View

« If a discussion already exists for a specific chart, tap the forum icon to navigate directly to the
forum discussion.

Note Currently it is not possible on the iPad to start a discussion directly from a chart.

Fig. 2.33
Link to Forum Discussion

—»S.i

110.69M

Mobile Bl Forums

The forums available on the iPad are identical to the forums on the PC, providing a seamless
experience when switching between the iPad and PC.

You can enter the collaboration forums with the iPad and perform the following actions:
* View, browse, and search the forums and topics.

* Post new topics and comments in the forums.

On the mobile app home page, there are links to all available forums. See Figure 2.30.
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Tap a forum icon to view the topics in that forum. Double-tap on a topic to view the comments
within that topic. If a post contains an attached image, tap on the image to view an enlarged screen
view.

Note The ability to attach images to a topic, which is available on the PC, is not available on the
iPad.

Fig. 2.34
Mobile Forum Topics

iPad = 2:16 PM 91 % (mmp

QAD Business Intelligence Financials Post Topic

pen Orders (0 comments
‘0 Ord (] )
) ”l‘Chul‘d Last Commented by: demo on 7/6/2012 2:16:01 PM
= Check these graphs (0
Created

Last Commented by: demo on 7/6/2012 2:10:3

Post a New Topic

To post a new topic in a forum, select the desired forum and then tap Post Topic. Enter a topic
name in the Summary field and a description of the topic in the Detail field, and then tap Post.

Fig. 2.35
Mobile Forum Topic Post

iPad = 2:19 PM

QAD Business Intelligence Operations

Summary | €€ Graph 1
Detail

Verify numbers are correct]

Post

Post a New Comment

To post a comment in a forum, select the topic and tap Post Comment. Enter your comment in the
field and tap Post.
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Fig. 2.36
Mobile Forum Comment Post

\\\\\\\\\\ Comments Post Comment

Please verify

76/ These figures are correct|

Internationalization

The BI Portal can be configured for all 14 QAD-supported languages:

* English (United States) * French * Polish

* Chinese * German * Portuguese (Brazil)
* Chinese (Traditional) * [talian * Spanish

* Czech * Japanese * Spanish (Mexico)
e Dutch » Korean

When you change the Ul language, the system automatically displays major Ul elements such as
frame labels, messages, and button labels in the selected language.

Additionally, you can translate object names—such as the names of queries, reports, visual items,
and dashboards—into any of the 14 QAD-supported languages.

Changing the User Interface Language

In the right corner of the portal window is a link to change the language of the user interface (UI).
See Figure 2.4 on page 8. Click on the Language link, select the desired language from the drop-
down list, and then click OK.

Fig. 2.37
Change Language

Cthange Language

Langusge | English (United States) | ¥

cthange cancel

Translating Object Names

The portal gives the user the ability to translate individual object names; for example, the names of
reports, queries, and visual items. The fields that can be translated have a blue globe icon on the
right side of the field.
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Fig. 2.38
Translating Object Names

Blue globe

J General | | Security | | Attributes | | Document XML | | Referenced By |

Repart definition

Translation format ${id}

Marme ${Inventary On Hand Report} @

Description  [fill in from spec...

Full Path  [Reports]/[GAD Standard)/[Cperations]/[Inventory )/ [${Inventory ©n Hand Report}]

Follow these steps to translate an object name:
1 Click Rename.
2 Apply the ${id} format to the object name to identify it as translatable.

3 Click the blue globe icon.

Note If you click the blue globe without the object name in the ${id} format, the system
displays an error message.

4 Enter the translations in the appropriate language fields. For example, to translate an object
name into Spanish, French, and German, enter the translations in those fields.

Fig. 2.39
Edit Translation

Edit Translations

String Id:  ${Inventory On Hand Report} *

Chinese

Chinese (Traditional)

Czech

Dutch

English (United States)  Inwentory ©n Hand Report

French  Etat des lieux de la main

Gerrman | Inventar zur Hand-Bericht

Italian

Japanese

Korean

Polizh

Partuguess (Brazil)

spanish

Spanish (Mexice)  El Informe de Inventario de la mane

5 Click OK.

6 When the language setting changes to Spanish, French, or German, the user sees the object
name translated into that language.

Note If there are no translations entered in any of the language fields, the user sees the ${id}
format for the object name.
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Help

If you have any questions regarding QAD BI, click on the Help menu. The Help menu contains
links to the soft copy version of the Bl Portal User Manual and the QAD Support Web site, where
you can access the QAD User Forums and post questions to BI experts and other BI users.

FIQAD



Chapter 3

QAD Bl Portal Designer

This chapter provides steps and information about designing content for the QAD BI Portal.
It discusses the following topics:

Overview 32
An overview of the design menu and the item properties pane.

Queries 33
Navigating query home and the query designer; creating queries.

Reports 41
Navigating report home and the report designer; creating reports.

Visual Items 50
Navigating visual item home and the visual item designer; creating visual items.

Dashboards 70
Navigating dashboard home and the dashbaord designer; creating dashboards for PC and mobile
devices.
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Overview

Designers are at the heart of the BI Portal because they are responsible for building all the
components in the portal: queries, visual items, reports, and dashboards.

These components, or building blocks, are reusable and can be designed in conjunction with
security and run-time parameters to provide distinct information without proliferating the
components.

Designer Menu

To create a query, visual item, report, or dashboard, access the appropriate menu from the Designer
drop-down menu.

Fig. 3.1
Designer Drop-Down Menu

I Business Intelligence System

Dashboard Collaboration Report Desi: Administration Help

FAIQAD BusinessIn .o System

Our Passion. Your Advantage. Report

Query

Item Properties

The Item Properties pane displays important information about an item. When you click on an
item, such as a query, the following tabs in the Item Properties pane provide information about the
item:
* General. Contains general information about the selected item, such as the item name, date
created, and a description.

* Security. Displays the object security groups that can view and edit this item. To change the
security restrictions for this item, select the groups that can view and edit this item, and then
click OK.

* Attributes. Used for debug purposes.
* Document XML. Displays the item in XML.

* Referenced By. Contains reference information for the item. For example, if the item is a
query, this tab lists any visual items or reports that use the query and any dashboards that use
those visual items or reports.
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Fig. 3.2
Item Properties

I Business Intelligence System
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FIQAD Business Intelligence System
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I
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Navigation pane
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& cepy of EE Matric Ry

¢ EE GL Balance for My Full Path  [Queries]/[PattyJf/[AP for year by month]
fINV for yesr by mon

# sales for year by m

o site list uner [user
ltem properties o sieditem list Crested | 3/15/2011
» PattyTest
pane ¥ ppe Last Accessed | 10/6/2011
b Comparative Query Te Last Modified  3/15/2011
# AdvancesQLwithPar
# advsalz

Saving an Iltem
Follow these steps to save a query, report, visual item, or dashboard:
1 When you finish creating the item, click Save.

2 In the Save window, navigate through the folders and select the appropriate location to save
the new item.

3 Enter the name of the item in the Item Name field and a brief description in the Description
field.

4  Select the Security tab. Select the security roles that can view and edit the item.

Note If there are no security roles selected, the item can be viewed and edited by all the
security roles.

5 Click Save.

Queries
Queries, which are the primary building blocks of the portal, are used to access data from the data

warehouse for use in visual items, reports, and dashboards.

Query Home

Query Home is the front page of the Query menu where the designer can navigate through a list of
all available queries. Access the Query Home by choosing Query from the Designer drop-down
menu.
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A link to the Query Home is located in a navigation bar at the top of the window. If there are any
queries open, a link to each query appears in the navigation bar, each separated by a spacer
symbol.
The query home toolbar, located beneath the navigation bar, consists of the following buttons:

* New Folder. Create new folder in the navigation pane.

* New. Create a new query.

* Open. Open a query.

* Rename. Rename a query or folder.

* Copy. Make a copy of a query.

* Move. Move a query or a folder to a different location in the navigation pane.

* Delete. Delete a query or folder.

» Export. Export the selected query into a . zip folder as an .xm1 file. Use this feature to copy

or migrate a specific query from one portal environment to another.

A list of all existing queries is located in the navigation pane on the left side of the window. The
properties pane, which displays information about folders and queries, is located on the right side
of the window.

To open a query, double-click on the query name or select the query and click Open.

Fig. 3.3
Query Home

Dasmuans  wwsvurausn mepure suswier  Aunimissauon
n QA D Business Intelligence System
o Advantags.

Navigation bar— s

Query home toolbar —]_

Query navigation |
pane

Properties pane

Query Designer

The query designer is used to build or modify queries. To access the query designer, click New or
open an existing query.
The query designer contains three tabs:

* Design. Contains the essential frames to build a query.

* Options. Contains options to limit the number of results in a query.

* Advanced. Displays the query SQL so that the designer can further fine-tune the query
results using SQL.
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Design Tab

The design tab, which contains the essential tools to build a query, includes the following
elements:

* Query Area drop-down list. Displays a list of fact tables.

* Fact and Dimension navigation pane. Displays a list of the facts and dimensions associated
with the selected query area. Facts, which can be analyzed, are at the top of the list while
dimensions, or selection criteria, are at the bottom.

» Show Tooltips check box. If selected, displays SQL names when the curser hovers over the
dimension or fact.

¢ Selections pane. Displays the facts and dimensions used to build the query. Drag and drop
facts and dimensions into this pane to build the query.

« Filters pane. Displays the filters used in the query. Filters are applied to the query in this pane.
* Query Results pane. Displays the results of the query after you click Run or Test Run.
* Excel icon. Exports the query to Microsoft Excel.

Fig. 3.4
Query Designer

Query Home | New Ouery

Query designer Bjsave | savenc | D mn | D rectrun | [@ close | B cloce st |

tabs ——[ owen || oot ][ advanced ] |
Qu
Query area —fommocerse 7]

Filkars

vy AND ()
== einTo code @
1

7] Customer Name Bill To

Fact and dimension
navigation pane

Add Calculated Column

Selections Filters Export to
Query results Microsoft Excel

Options Tab

In the Options tab you can limit the number of query results that are returned. This tab includes the
following elements:

* Top N. Enter a number in this field to set how many query results are returned.

* Distinct Rows Only. Select this option if the dimensions used for the query result in multiple
rows when a single row is needed.

* Dimension Only. Select this option if the information to be displayed does not include any
facts; for example, a list of cost centers and their related descriptions.
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Fig. 3.5
Query Designer Options Tab
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Our Passion. Your Advantage.
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Advanced Tab

The Advanced tab gives you the ability to directly edit the query SQL to further fine-tune the
query results. Queries that are created in the Design tab can be refined in the Advanced tab to
create SQL that is not supported by the designer.

Note After you alter the SQL in the Advanced tab, the drag-and-drop features of the query
designer are no longer functional and the query must be maintained in the Advanced tab.

The Advanced tab includes the following elements:

* Query Area drop-down list. Displays a list of fact tables.

* Fact and Dimension Navigation pane. Displays a list of the facts and dimensions associated
with the selected Query Area. Facts, which can be analyzed, are at the top of the list while
dimensions, or selection criteria, are at the bottom. Drag and drop a dimension or fact from the
navigation pane to the Query SQL pane.

* Query SQL pane. Displays the query in SQL language. If desired, edit the SQL as needed and
click Next to see details on Measures, Levels, and Parameters for your query. Add/Edit any
default values for your parameters. Modify the datatypes for your Measures and Levels if
desired. Run to check SQL syntax and to run the query.

* Query Results pane. Displays the results of the query after you click Run.
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Fig. 3.6
Query Designer Advanced Tab
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b 1§ Termitory

Query Results Query SQL

* Advanced Columns and Parameters panes. Click Next to view these panes. Displays the
following elements:

¢ Selected Columns. Displays the columns selected for the query. Select the data type from
the drop-down list.

* Parameters. Displays the parameters defined for the query. You can change the label and
data type.

Fig. 3.7
Advanced Column and Parameter Panes

Selected Columns Parameters

Name Itermn Type Data type id Label Default Value
EB site CalcLevel String PO Site %

‘R Base Net Price Extended CalcMezsure Numeric | »

Integer
Numeric

ErE

The SQL used in the Advanced tab is enhanced to support display of query area names in a user’s
desired language by using the language support built into the QAD Data Warehouse. Note that
SQL column names are replaced by special lookup codes that retrieve the appropriate translation
of the column name. These column names must be added to the SQL in the standard Design tab by
dragging and dropping the columns into the query before you edit it in Advanced mode. Manually
entering the lookup codes does not display the desired translated names.
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For more information on using SQL in the Advanced tab, review other queries supplied by QAD
in the QAD Standard folder or consult Microsoft SQL Server documentation.

Creating Queries

Follow these steps to create a query:

1 Click New from the Query Home toolbar.

2 Choose the Design tab.

3 Choose a query area from the drop-down list.
4

Drag and drop facts and dimensions from the navigation pane into the Selections pane.
To change the arrangement or order of the items, drag and drop them into the desired position.

To remove an item, select it and click Remove.

Fig. 3.8
Query Designer

Selections

Compare By

[ Bill To code

[ customer Name Bill To
‘- Average Base Extendad Cost

= Average Base Inuoice Arnount

Average Extended Cost of the item in base currency

| Remove H Add Calculated Colunn ‘

5 To sort the results, select ascending or descending in the Sort Type column.
6 Follow these steps to add a side-by-side comparison:

a Click the Compare By tab and then drag and drop a dimension into the pane. Comparisons
are limited to only one dimension but as many values or measures as you want within that
dimension.

b Click on the dimension to display the Edit and Value tabs:
» Edit. Enter a display label for the side-by-side comparison.

* Value. Select a value from this drop-down list of dimension values.
7 Ifneeded, create calculated columns for the query. See “Adding Calculated Columns”.
8 If needed, apply filters to the query. See “Adding Filters”.
9 To view the first 100 rows of query results, click Test Run.
10 To view all the query results, click Run.

11 When you finish building the query, click Save. See “Saving an Item” on page 33.
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Adding Calculated

Calculated columns display the results of mathematical operations between columns.

Columns

Follow these steps to add a calculated column:

1 Click Add Calculated Column.

2 Enter a title in the Label field.

3 Choose Numeric or Integer from the Data Type drop-down list:

e Numeric. Displays numbers with decimals.

¢ Integer. Displays whole numbers.
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4 Drag and drop a dimension into the formula pane to begin building a formula using SQL
syntax. Use mathematical operators, such as *, +, /, -, and parentheses to properly build the

formulas.

Fig. 3.9

Calculated Column Window

List of dimensions —

Query Area

] show toclips
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oK Cancel

Label Gornrnision Interests —

Dsta type | Numeric - |_

Chack Syntax |-

SUM(FACT_OM_INVOTCE, TNVOTSE_AMOUNT_BASE]

L Label field

L Check Syntax

—— Formula pane

5 Click Check Syntax to ensure that no errors exist in the formula.

6 When finished, click OK.

Adding Filters

The Filters pane is used to apply filters to the query.

Follow these steps to apply a filter to the query:

1 Select the type of filter by clicking the Detail or Summary tab:

* Detail. Applies the filter to each row or record.

Data type drop-down list

* Summary. Applies the filter to rows or records after they are extracted by the detail filter.
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Fig. 3.10
Filters Pane

Filters

Detail Summary

w7 AND ()
[

2 Click the AND folder, then choose AND or OR from the drop-down list.
Note This folder is the setting for the Boolean logic used to join the filters. The default

setting is AND.

e AND. This is a narrowing term. When connecting a filter with the AND operator, the filter
returns records that match all of the criteria you chose.

* OR. This is a broadening term. When connecting a filter with the OR operator, the filter
returns records that match any of the criteria you chose.

3 Drag and drop a selected fact or dimension under the AND/OR folder.

4  Click the dimension and configure the filter using one of the following tabs:

 Edit. Filter on a single fixed value that is entered into a field.

e Column. Filter on a selected column.

* Value. Filter on multiple defined values. To select multiple values, press the Ctrl or Shift
button while clicking on the value.

* Parameter. Allows the user to select the filter values at runtime. Use this type of filter to
prompt for a value, either interactively or in a drill-down of reports or dashboards.

5 Click Run and verify the query results are correctly filtered. Make any changes to the filter that

are necessary.

Filter Tabs

Each filter tab contains a drop-down menu of the following filter operators:

Operator Definition
In Finds records that include one or more of the values entered. Value and Parameter tabs
only.
Not In Finds records that do not match the values entered. Value and Parameter tabs only.

Like Finds records that are similar to the value entered. Wildcards, such as %, can be used.
Not Like Finds records that are not similar to value entered. Wildcards, such as %, can be used.
Equal to Finds records that exactly match the value entered.

Not Equal to Finds all records except for the value entered.

IQAD



QAD BI Portal Designer 41

Operator Definition
Less than Finds all records that are less than the value entered.
Less than or equal to Finds all records that are less than or equal to the value entered.
Greater than Finds all records that are greater than the value entered.
Greater than or equal to Finds all records that are greater than or equal to the value entered.

Filter Options

Right click on the AND/OR folder to display the following options:

Option Definition
Add Group Adds another AND/OR folder.
Add Filter Adds a filter under the parent folder.
Add Child Group Adds a child AND/OR folder under the parent folder.

Add Child Filter Adds a filter under the parent folder.

Reports

Reports, which are built using queries, display information in a spreadsheet format. The report
designer allows you to create a brand new report or upload a report that was created outside of the
portal—in iReport, for example.

Report Home

Report Home is the front page of the Report menu where the designer can navigate through a list
of all available reports. Access the Report Home by choosing Report from the Designer drop-
down menu.

A navigation bar, which contains a link to the Report Home, is at the top of the window. If there
are any reports open, a link to each report appears in the navigation bar, each separated by a spacer
symbol.
The report home toolbar, located beneath the navigation bar, consists of the following buttons:

* New Folder. Create a new folder in the navigation pane.

* New Upload. Upload a report designed outside of the BI Portal, such as with iReport.

* New Wizard. Create a new report.

* Open. Open a report.

* Rename. Rename a report or folder.

* Copy. Make a copy of a report.

* Move. Move a query or a folder to a different location in the navigation pane.

* Delete. Delete a report or folder.

» Export. Export the selected report into a . zip folder as an . xm1 file. Use this feature to
copy or migrate a specific report from one portal environment to another.

Note that when you export a report, the report and the underlying query are exported.
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A navigation pane, which contains a list of all existing reports, is located on the left side of the
window. A properties pane, which displays information about folders and reports, is located on the
right side of the window.

To open a report, double-click on the report name or select the report and click Open.

Fig. 3.11
Report Home

Dashboard Collaboration Report Designer Administration Help
FAQAD Business Intelligence System
Our Passion. Your Advantage
Report home | fesart Home
toolbar—{ [E New Folder | [} New upload | [~ New Wizard | B | :u! Rename ‘ E ‘ [E] Move | = Delete | ] Export |

Bl foter search text Folder Contents and Properties

Last Modified

¥ Reports

¥ QAD Standard EE Financia I qad 10/5/2011 10/
» EE Financia Is Inuentory qad 10/8/2011 R
Order Management qad 10/8/2011 31

Report navigation der Managamen Purchasing qad 10/8/2011 371
pane b Purchasing 53 Fnem=n ks qad 10/6/2011 10/

Properties pane

Report Designer

The Report Designer is used to build or modify reports. To access the report designer, click New
Wizard or open an existing report.
The report designer toolbar, located below the navigation bar, contains the following buttons:

* Preview. View a report.

* Save. Save a report.

* Save As. Save a copy of a report under a new name or location.

* Close. Close the report.

Close All Close all reports that are open.

The navigation pane on the left side of the window displays the sections of the report designer:
* Query. Select the query to create the report.
¢ Fields. Select and format the fields from the query.
* Group By. Add field groups, sub-totals, and report totals to the report.
» Layout. Modify the layout of the report.
* Parameters. Apply parameters to the report.

* Links. Apply linking actions to a report, which allow a user to drill down from one report to
another, more detailed report.

M QAD



Fig. 3.12
Report Designer

Navigation bar.
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Creating a New Report

Follow the steps below to create a new report:

1 Click New Wizard from the Report Home toolbar.

2 Navigate through the folders and select a query.

Note The General tab displays the name and a brief description of the query. The Security tab
displays the security roles that can view and edit the query.

Fig. 3.13
Report Designer Query Section
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3 Select Fields or click Next.
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4 Drag and drop fields from the Available Fields pane into the Selected Fields pane.
 Available Fields. The list of available fields from the query.
 Selected Fields. The fields that are used to build the report.

Change the arrangement or order of the items manually by dragging and dropping the
items to the desired position.

Remove items by dragging and dropping the field back into the Available Fields pane.

Fig. 3.14
Report Designer Fields Section

Report Home | G Account Balance for bonth
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Links

Acct Debit Amaunt

Acct Close Amount
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Formatting options
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5 Edit the fields using the following formatting options:
* Pattern * Font * Font Color

* Alignment * Font Size * Background Color

6 Select Group By or click Next.

7 To group information by a specific field, select the field from the Group 1 drop-down list.
To add a subtotal to the report, select the desired field from the Subtotals list.
To add more groupings, repeat this step using the Group 2 and 3 drop-down list.
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Fig. 3.15
Report Designer Group By Section
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8 To add totals to the report, select the desired fields from the Report Totals drop-down list.
9 Select Layout or click Next.

10 Adjust the layout of the report by configuring the following options:
* QOrientation. Select between Portrait and Landscape.
* Report Title. Enter the title that will appear at the top of the report.

Insert the value of any parameter into the title by specifying the parameter name,
surrounded with braces, and prefixed with a capital P. For example, enter Report Title:
P{current_year} if you want the title to always display the current year.

* Page Header. Select Logo to include a graphic in the report header.

Note that this logo or graphic is system wide and identified when the portal is installed. In
most cases, the graphic is an approved company logo.

* Page Footer. Select this option to add page numbers to the bottom of the report.
» Current Date. Select this option to add the date to the report.

11 Select Parameter or click Next.

12 Set up the report parameters. See“Report Parameters” on page 47.
13 Select Links or click Next.

14 Link this report to another report. See “Report Links” on page 47.
15 Preview the report. See “Report Preview” on page 45.

16 When you are finished creating the report, click Save. See “Saving an Item” on page 33.

Report Preview

To preview the report, click Preview.
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The report opens in a new browser tab using default parameter values.

Use the parameter bars, located in the top left corner of the window, to change the report

parameters. Click Run to view the report.

Click the PDF or Microsoft Excel icon, located in the bottom right of the parameter pane, to export
the report to PDF or Microsoft Excel.

Adjust the relative sizes of the parameter and report output pane by hovering the cursor over the
divider line, then dragging the icon as needed.

Fig. 3.16
Report Preview
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Report Parameters

QAD BI Portal Designer 47

Apply parameters to a report to limit the list of values the user can select from. Follow these steps

to apply parameters to a report:

1 Select Parameters from the left navigation pane.

Fig. 3.17
Report Designer Parameters Section
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2  Enter a label in the Display Label field. The display label appears to the left of the parameter

bar.

3 Choose between Combo Box and Selection List from the Selection Control drop-down list:

e Combo Box. Permits a single selection.

* Selection List. Permits multiple selections at the same time.

4  Set the Parameter Selection Source.

* Use Dimensional Value. Select this option if a dimension contains all the values required
for the drop-down list. Click Browse, select a dimension, and click OK.

e Use Query Library. Select this option to limit the number of values to display to the

users. Click Browse, select a dimension, and click OK.

If specific values are required in the parameter drop-down list, create a query with those
values before setting up the report parameters.

5 Set the Parameter Default Value. This step is optional, but it is a good idea to specify a default

value.

* Supply Value. Select this option and enter a default value in the field.

» Use Query Library. Select this option and click Browse. Select a dimension and click

OK.

Report Links

The Links section gives you the ability to link two reports together so that the user can drill from
one report down to another, more detailed report.
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Follow these steps to link two reports together:
1 Select the Links section.

Fig. 3.18
Report Designer Links Section
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2 Click Add New.

3 Select items from the Bound to selected items list. The items on this list represent columns on
the report. The columns you select become hyperlinks that are used to drill down to the other
report.

Note At this time, the No context (accessed via menu) option does not serve a function.

Fig. 3.19
Action Binding
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4  Choose the Action Target Item tab.
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Action Target
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5 With Link to library item selected, click Browse.
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Note The Link to hierarchy feature has no function at this time and is a placeholder for a

future BI release.

6 Navigate through the folders, select the link-to report, and click Open.

7 Ifalist of dimensions appears in the Parameter Binding columns, select the desired value in

the From drop-down list:

* From. The From-column values represent the columns available in the query that
underlies the current report. Select which value is sent to the query in the link-to report as

a value for the required parameter.

If you are linking to a report that requires a parameter, but you do not have any value in
your current query that matches that parameter, choose Use Default in the From column.
This option forces the query that underlies the link-to report to use its default value for the

parameter.

To. This value represents the parameters in the query that are used in the link-to report.

8 When finished, click OK.

Note After the report links are configured, the link information appears in the Links frame. To
edit the report link, click Edit. To delete the report link, click Delete.

Fig. 3.21
Report Link Options
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Uploading a Report

The Report Designer allows you to upload a report created outside of the portal. The report must
bea .jrxml file, such as an iReport. To upload a report, follow the steps below:

1 Click New Upload from the Report Home toolbar.
2 Click Browse.

Fig. 3.22
Upload a Report

Dashboard  Report  Designer  Administration  Help
FAQAD Business Intelligence System
Our Passion, Your Advantage.

Report Home | Mew Report

@ Close Close all
& L3 [x] [x]

upload File
& Pick s file to uplosd: e

Parameters
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Navigate to the folder containing the . jrxml file and click Open.
After the file is uploaded, the system displays the parameters section.
Set up the report parameters. See“Report Parameters” on page 47.
Select Links or click Next.

Link this report to another report. See “Report Links” on page 47.

Preview the report. See “Report Preview” on page 45.

© 00 N oo a b w

When finished, click Save. See “Saving an Item” on page 33.

Visual ltems

Visual items are built using queries. All visual items created and saved in the visual library are
used as content for dashboards.

Visual Item Home

The Visual Item Home is the front page of the Visual Iltem menu where the designer can navigate
through a list of all available visual items. Access the Visual Item Home by choosing Visual Item
from the Designer drop-down menu.

A navigation bar, which displays a link to the Visual Item Home, is at the top of the window. If
there are any visual items open, a link to each item is listed in the bar, each separated by a spacer
symbol.

The visual item home toolbar, located beneath the navigation bar, consists of the following
buttons:

¢ New Folder. Add a sub-folder.

¢ New. Create a new visual item.

M QAD



QAD BI Portal Designer 51

* Open. Open a visual item.
* Rename. Rename a visual item or a folder.

* Copy. Make a copy of a visual item.

Delete. Delete a visual item.

A navigation pane listing all existing visual items is located on the left side of the window. A
properties pane, which displays information about folders and visual items, is located on the right
side of the window.

Fig. 3.23
Visual Item Home
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Visual Item Designer

The visual item designer is used to build or modify visual items. To access the visual item
designer, click New or open an existing visual item.
The visual item designer toolbar, located below the navigation bar, contains the following buttons:
* Save. Save a visual item.
» Save As. Save a copy of a visual item under a new name or location.
¢ Close. Close the visual item.

* Close All. Close all visual items that are open.

Creating Visual Items

The following visual items can be created in the portal:

* Grids * Free-Form Items * Forums
* Charts * Parameter Bars * Report Browsers
* Gauges e Image Items e Link Lists
* Heat Maps * Messages
Grids

The grid allows for a simple, straightforward arrangement of information in a sorted format. The
columns within a grid are sortable, either ascending, descending, or nested sort.
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Fig. 3.24
Grid Designer
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Follow these steps to design a grid:

1 Click New from the visual item toolbar.

2 The designer opens with the Grid item type selected.
3 Choose a grid style.
4

In the Query selection pane, click Browse. Navigate through the folders, select a query, and
click Open. The information from the query populates the right pane.

Note The General tab displays the name and a brief description of the query. The Security tab
displays the security roles that can view and edit the query.

Fig. 3.25
Query Folder
] d Jan 15, 2010 11:02:34 AM
¥y query Def f yQuery =rmo an
¥ JClass
» [T Demo
B[ Test
B[] Tast2
w0 Train
General Security
Item Mame
Description

MQAD



5 Click the Grid Columns header bar.
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6 Select a measure’s check box to add it to the grid. Measures that are unselected do not appear

on the grid.

Fig. 3.26
Grid Columns
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7  Click on a measure and format the text using the following options:

e Pattern

* Alignment

e Font

e Font size

e Font color

8 Ifdesired, click on the Actions header bar and link this grid to another visual item or report.
For more information, see “Linking Visual Items” on page 57.

9 When finished, save the grid. See “Saving an Item” on page 33.

Charts

Charts allow the designer to display information in the following graphical options:

e Column 2D
e Column 3D
e Pie 3D

e Pie 2D

e Line

e Bar 2D

* Area 2D
* Doughnut 2D
* Doughnut 3D
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Fig. 3.27
Chart Designer
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Follow these steps to create a chart:

1

2
3
4

Click New from the visual item toolbar.
Select Chart from the list of visual items.
Choose a chart type.

Click the Query header bar and click Browse. Navigate through the folders, select a query, and
click Open. The information from the query populates the right pane.

Note The General tab displays the name and a brief description of the query. The Security tab
displays the security roles that can view and edit the query.

Click the Chart Columns header bar.

Select the levels and measures to display in the chart. To remove a level or measure from the
chart, unselect the check box.

Note Levels represent dimensions and measures represent the facts in a query.
Click the Labels header bar and enter labels in the following fields:

Title. Appears above the chart.

Subtitle. Appears directly below the title.

X Axis Label. Appears along the horizontal axis.

Y Axis Label. Appears along the vertical axis.

Click Refresh Chart to see the titles and labels displayed on the chart.

Click the Options header bar. Select any of the formatting options:
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* Stacked (multiple measure). Displays different measures proportionally related to each

other.

* Scroll. Adds another scroll bar within the visual item when you have a big range of data to
display on a chart. Note that this option only works on multi-measure 2D charts with more

than one measure being displayed.

* Show Value Labels. Displays the full value on the chart.

e Abrv Value Labels. Displays an abbreviation of the value on the chart.

* Decimal Display. Determines the amount of numbers after a decimal point. Select 0 if you

do not want to show the decimal point.

* Glass effect (2D charts). Applies a glass effect to 2D charts.

10 If desired, click on the Actions header bar and link this chart to another visual item or report.

11 When finished, save the chart. See “Saving an Item” on page 33.

For more information, see “Linking Visual Items” on page 57.

Gauges

Gauges are a specialized form of visual item used to show some value compared to a target.

Fig. 3.28
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Follow these steps to create a gauge:

1

2
3
4

Click New from the visual item toolbar.
Select Gauge from the list of visual items.

Choose a gauge style.

Preview pane

Click the Query header bar and click Browse. Navigate through the folders, select a query, and
click Open. The information from the query populates the right pane.

Note The General tab displays the name and a brief description of the query. The Security tab

displays the security roles that can view and edit the query.
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5 Click the Gauge header bar.

6 From the Actual Value (from Query) drop-down list, choose a value to represent the gauge
needle.

7 Choose between the two Range Value options for the gauge:

* Range Values: Provided. Displays ranges based on percentages. Click and move the
colored triangles on the color bar to adjust the ranges corresponding to the colors. Enter
minimum and maximum values in the Min and Max fields.

* Range Values: Use Query. Displays ranges based on values from the query. From the
drop-down lists, choose the values of Minimum Value, Threshold 1 Value, Threshold 2
Value, and Maximum Value.

8 Choose the range colors that represent the values on the gauge. The range colors default to
green, yellow, and red.

9 Ifdesired, click on the Actions header bar and link this gauge to another visual item or report.
For more information, see “Linking Visual Items” on page 57.

10 When finished, save the gauge. See “Saving an Item” on page 33.

Heat Maps

Heat maps allow you to compare information displayed through size and color.

Fig. 3.29
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Follow these steps to create a heat map:
1 Click New from the visual item toolbar.
2 Select Heat Map from the list of visual items.

3 Choose a heat map style. The styles provide options for the color value display:
 Style 1. Small values are red and large values are green.

* Style 2. Small values are green and large values are red.
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4  Click the Query header bar and then click Browse. Navigate through the folders, select a
query, and click Open. The information from the query populates the right pane.

Note The General tab displays the name and a brief description of the query. The Security tab
displays the security roles that can view and edit the query.

5 Click the Heat Map header bar.

6 Select the measures for the Size and Color drop-down lists:
* Size. The selected measures appear in the Size Shows drop-down list.

* Color. The selected measures appear in the Color Shows drop-down list.

7 Ifdesired, click on the Actions header bar and link this heat map to another visual item or
report. For more information, see “Linking Visual Items” on page 57.

8 When finished, save the heat map. See “Saving an Item” on page 33.

Linking Visual Items

The Actions pane gives you the ability to link two visual items together so that the user can drill
from one visual item to another item with more detailed information. Linking actions can be
applied to grids, charts, gauges, and heat maps.

Follow these steps to add a linking action to a visual item:
1 In the visual item designer, click the Actions header bar and click Add New.

Fig. 3.30
Visual Item Actions Pane

Actions Add New

2 From the Action Type tab, select whether the user will drill into a visual item or drill out to a
report:

 Drill In. Changes the viewer and adds breadcrumbs. The drill-in option is only available
when linking two visual items together.

* Drill Out. Opens a report in another window. The drill-out option is only available when
linking a visual item to a report.
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Fig. 3.31
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3 Choose the Action Binding tab and select how the visual items are linked:
* No context (accessed via menu). Links the visual item by a menu.

* Bound to selected item(s). Links the visual item by the selected items in the visual item;
for instance, a section of a pie chart or a column in a grid. From the drop-down list, select
the columns on the visual item that you want to link.

Fig. 3.32
Visual Item Action Binding
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4  Choose the Action Target Item tab to identify the link-to object; for example, a more detailed
visual item or report that was previously created.
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Visual Item Action Target
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Note The Link to hierarchy feature has no function at this time and is a placeholder for a

5  With Link to library item selected, click Browse.

future Bl release.
6 Navigate through the folders, select the desired report, and click Open.
7

the From drop-down list:

If a list of dimensions appears in the Parameter Binding columns, select the desired value in

* From. The From-column values represent the columns available in the query that
underlies the current visual item. Select which value is sent to the query in the link-to item

as a value for the required parameter.

If you are linking to a visual item that requires a parameter, but you do not have any value
in your current query that matches that parameter, choose Use Default in the From
column. This option forces the query that underlies the link-to item to use its default value

for the parameter.

 To. This value represents the parameters in the query that are used in the link-to item.

8 When finished, click OK.

Note After the visual item links are configured, the link information appears in the Actions

frame. To edit the link, click Edit. To delete the link, click Delete.

Free-Form Iltems

The free-form item is an advanced metric type of visual item that allows for conditional
formatting. This visual item gives you the ability to develop a high-level summary on a dashboard
where the totals come from different queries. Because a free-form item allows formatting on a per-
cell basis, the format of the cell can change depending on the value of the data within the cell. For
example, a cell can be highlighted in red if the figure falls below a given threshold.
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Fig. 3.34
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Follow these steps to design a free-form item:
1 Click New from the visual item toolbar.
2 Select Free Form from the list of visual items.

3 Inthe Query Properties pane, click Add. Navigate through the folders, select a query, and click
Open. The information from the query populates the right pane.

Note The General tab displays the name and a brief description of the query. The Security tab
displays the security roles that can view and edit the query.

4 To add additional queries to the free-form item, click Add and select another query.

5 A folder for the query appears in the Query Properties pane. Open the folder and then drag and
drop the value into the Free Form items pane.

6 Click on the query item.

7  Click the Text header bar and make changes to the font and bounding box. For numerical
values, apply any changes to the pattern and add any currency and percentage symbols if
needed.
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Formatting options for the
bounding box

Font formatting options

With the query item selected, click on the Conditional Formats header bar and add conditional

formats to the item. For example, a cell can be highlighted in red if the figure falls below a
given threshold.

Follow these steps to add conditional formatting:

a

b

Click Add. An operator appears in the conditional format pane.

Select the desired value from the When drop-down list.

Select the appropriate operator.

Set the value of the item by entering a specific number in the value field or by selecting a

value from the drop-down list.

Set the font and background color options. These format options are applied when the
conditions created in steps b through d are met.
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Fig. 3.36
Free-Form Conditional Format
Selected Item Properties

Item Properties

Text

tonditional Formats

Condition

QL. Balance Fin Month EQ QRYL, Cor Add

When | QRY 1.Balance Fin Month |

Operator | Equal Ta. |

Walue

o)

[O] ‘ QRY1.Corp Amount |

Pattern

Currency | § -

Alignment | Left v

Fent | Yerdana | |

e 3] [ml2 ]
Font Color -
Background Color r

-

9 With the query item selected, click the Links header bar to link the query item to a report.
Click Browse, navigate through the folders, select a report, and click Open.

* From. The From-column values represent the columns available in the query that
underlies the current report. Select which value is sent to the query in the link-to report as
a value for the required parameter.

If you are linking to a report that requires a parameter, but you do not have any value in
your current query that matches that parameter, choose Use Default in the From column.
This option forces the query that underlies the link-to report to use its default value for the

parameter.

 To. This value represents the parameters in the query that are used in the link-to report.

Fig. 3.37
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10 Drag and drop any of the following graphic items into the Free Form items pane:

e Label
e Vertical Line

* Horizontal Line

e System
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11 Format the graphic items using the options available in the Selected Item Properties pane:

* Label. Select the label and make changes to the title of the label, the font, and the

bounding box.

Fig. 3.38
Free-Form Label Item
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* Vertical and Horizontal Line. Select a line and make changes to the length, width, and
color.

» System. Select the system variable and make changes to the variable type, the font, and
the bounding box. The following variable types are available:

o User Name. Adds the user name to the dashboard. For example, the designer can add
Welcome {username} so that the user sees a personalized greeting when logging onto
the dashboard.

* Email Address. Adds the user’s e-mail address to the dashboard.

Fig. 3.39
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12 When finished, save the free-form item. See “Saving an Item” on page 33.
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Parameter Bars

Parameter bars allow the user to change the parameters for one or more visual items on a
dashboard. For example, if there is a series of visual items showing the sales data for the current
month only, a parameter bar can be added to the dashboard that would allow the user to pick the
month for which the system displays sales data.

Follow these steps to create a parameter bar:
1 Click New from the visual item toolbar.
2 Select Parameter Bar from the list of visual items.

3 Click Add to create a new parameter bar selection.

Note To delete any parameter bar selections, select the item and then click Remove.

Fig. 3.40
Parameter Bar Designer
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4  Click on the parameter bar selection and enter a new title in the Display Label field. The
default display label for new parameter bars is Please Select.
5 From the drop-down list, choose a selection control for the parameter bar:
* Combo Box. Permits a single selection.

 Selection List. Permits multiple selections at the same time.

6 Set the Parameter Selection Source:

* Use Dimensional Value. Select this option if a dimension contains all the values required
for the drop-down list. Click Browse, select a dimension, and click OK.

e Use Query Library. Select this option to limit the number of values to display to the
users. Click Browse, select a dimension, and click OK.

Note that if specific values are required in the parameter drop-down list, create a query
with those values before setting up the report parameters.
7  Set the Parameter Default Value. This step is optional.
* Supply Value. Select this option and enter a default value in the field.
* Use Query Library. Select this option and click Browse. Select a dimension and click
OK.

8 When finished, save the parameter bar. See “Saving an Item” on page 33.
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Image Items

With the image item, the designer can add any graphic to the dashboard.
Follow these steps to create an image:

1 Click New from the visual item toolbar.

2 Select Image from the list of visual items.

Fig. 3.41
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3 Click Upload Image. Navigate through the system folders, locate the image file, then click
Open.

4 A preview of the image appears in the Image Control pane.

5 When finished, save the image. See “Saving an Item” on page 33.

Messages

The message item allows you to create custom messages for a dashboard such as text blocks,
organized lists, or links to Web sites.

Follow these steps to create a message item:
1 Click New from the visual item toolbar.

2 Select Message from the list of visual items.
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Fig. 3.42
Message Designer
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3 Click Edit and enter the content in the message window.

4 Edit the content using the font and paragraph formatting tools.

Message window

5 Ifdesired, add hyperlinks. To add a hyperlink, highlight the text in the message and then enter
the Web address in the URL field.

6 Select the user roles that are allowed edit the content of the message. The users who are given
editing access can edit the content directly from the dashboard.

Note If all the user roles are unselected, including the Read-only check box, the message can
be edited by all the roles.

7 Select Read-only if you do not want the message to be edited by anyone.

8 Select the Auto Refresh Interval. The refresh interval is set in multiples of 5 minutes with a
range of 0 to 30 minutes.

9 When finished, save the message. See “Saving an Item” on page 33.

Forums

The forum item can be placed on a dashboard to allow users to see the most recent topics for all or

selected forums.

Follow these steps to create a forum:

1 Click New from the visual item toolbar.

2 Select Forum from the list of visual items.
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Fig. 3.43
Forum Designer
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3 Enter a title in the Header Text field.
4  Set the number of topics that appear in the forum by clicking the up and down arrows.

5 Select a forum from the Restrict to Forum drop-down list to display topics from that forum
only.

Note If this choice is left blank, this forum displays topics from every forum.

6 If desired, select the check box to show current dashboard topics only.

Note If this option is selected, the forum displays topics that were generated in that
dashboard only. If this option is not selected, the forum displays the topics that were generated
in all dashboards.

7  Click the refresh button to update the forums list.

8 When finished, save the forum. See “Saving an Item” on page 33.

Report Browsers

The report browser displays a list of reports, which you can view and run directly from the
dashboard.

Follow these steps to create a report browser:
1 Click New from the visual item toolbar.

2 Select Report Browser from the list of visual items.
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Fig. 3.44
Report Browser Designer
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3 Enter a title in the Header Text field.
4  Click Select Folder. Navigate through the folders, select the desired folder, and click Open.
5 The folder appears in the Report Links Control pane.
6 When finished, save the report browser. See “Saving an Item” on page 33.

Link Lists

The links list is an organized table of links to Web sites and reports.
Follow these steps to create a link list:

1 Click New from the visual item toolbar.

2 Select Link Lists from the list of visual items.
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Fig. 3.45
Link Lists Designer
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3 Enter a title in the Header Text field.

Select Allow user to add own links to allow users to add to the link list directly from the
dashboard.

Note If this check box is unselected, only the designer can add to the links list in the Designer
menu.

5 Click Add Link.
6 Enter the URL, a title for the link, and a brief description, and click OK.

Fig. 3.46
Add Link Window

Enter the URL of link (can be full or ralative.) Example: httpi/fwww.google.com

Enter the short name to display on the list Example: Link to Sales Cube

Enter descriptive text for this link, Exarnple: This link allows adhoc access to Sales inforrnation.

7 To add a report, click Add Report. Navigate through the folders, select the desired report, and
click Open.

8 Ifnecessary, remove items from the list by clicking the Remove button.
9 Ifnecessary, edit items on the list by clicking the Edit button.

10 When finished, save the links list. See “Saving an Item” on page 33.
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Dashboards

The dashboard is a collection of visual items that gives a snapshot view of the current business
state; for example, a sales dashboard that shows the current sales figures for each product. The
dashboard can be fully customized so that the user sees information in a quick, easily analyzed
format to allow for better and more informed decision making.

Dashboard Home

The Dashboard Home is the front page of the Dashboard menu where you can navigate through a
list of all available dashboards. Access the Dashboard Home by choosing Dashboard from the
Designer drop-down menu.

A list of all available dashboards is located in a navigation pane on the left side of the window. A
properties pane, which displays information about folders and queries, is located on the right side
of the window.
The dashboard home toolbar consists of the following buttons:

* New Folder. Create a new folder in the navigation pane.

* New. Create a new dashboard.

* Open. Open a dashboard.

* Rename. Rename a dashboard or folder.

* Copy. Make a copy of a dashboard.

* Move. Move a dashboard or a folder to a different location in the navigation pane.

* Delete. Delete a dashboard or folder.

* Export. Export the selected dashboard in . zip xml format. Use this feature to copy or
migrate a specific dashboard from one portal environment to another.

Note When you export a dashboard, the visual items on the dashboard and all underlying
queries are exported as well.

To open a dashboard, double-click on the dashboard name or select the dashboard and click Open.
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Dashboard Home
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Dashboard Designer

The dashboard designer is used to create new dashboards. To access the dashboard designer, click

New or open an existing dashboard.

Fig. 3.48
Dashboard Designer

Navigation bar

Dashboard Home | Purchasing Forecasts

[¥F) save | [F] save As | |8 tlose

(B close an | % tlear

= Tile | [T=! Lock Al | 3¢ tanvas

- snap to Grid ‘

Dashboard

home toolbar a )

Text ares  Date

Horizontal Vertical

¥ visual Iterns
b Patiy

¥ QAD Standard

Visual item

navigation menu

b Administrstion

» Financdials
» Lookup
» Operations
v Order Management
1l Bockings by channel for
] Bockings by channel fo
f Bookings by fin month f
"] Bockings by fin month
1l Bockings by fin manth,

™ Bookings by fin month,

Dashboard canvas

Year:

Refresh

2012

Cash Requirements Forecast

Open PO Amount by Month

©pen PO Amount by M

Gash Requirernents Forecast 3M
260 2.6M
2.41
2.4
2,610 2.62M
1.8M
1.3M 1.3M
Lam 1.1
T.3m 7.3
1.13M

600K
0

o
an Feb Mar Apr May Jun Dec Jan Feb Mar Apr May Jun Dec

Purchasing Reports

PO Delivery Ontime Performance % YTD

Purchasing Reports

|_JMissed Delivery Detail - Purchase Order +

0.5
fl Backings by fin manth,
—_ 0.4
Bookings by fin menth,
- 0.3
i Bookings by fin month,
0.2
1! Due to ship this Period
T
1! Due to Ship this Quarter|

"1 Fart Tahle Administratic )

0,35

Jop=n PO Cash Commitments by Due D
[J9p=n PO Cash Commitrnents by Dus D

|]Open PO Cash Commitments by Due D

]P0 Delivery Performance Summary

[ 1PC Delivery Performance Summary by |

A link to Dashboard Home is located in the navigation bar at the top of the window. If there are
any dashboards open, a link to each dashboard appears in the navigation bar, each separated by a

spacer symbol.

The dashboard designer toolbar, located below the navigation bar, contains the following buttons:

e Save. Save a dashboard.

* Save As. Save a copy of a dashboard under a new name.
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* Close. Close the dashboard.

 Close All. Close all dashboards that are open.

* Clear. Delete all visual items from the canvas.

* Tile. Resize and tile the visual items for an organized view.

* Lock or Unlock All. Lock or unlock visual items in place. When an item is locked, the item
cannot be moved by the designer or by the end user.

* Canvas. Adjust the canvas size and the background color of the dashboard.
* Snap to Grid. Snap an item’s upper left corner to an invisible grid when the item is moved.
This feature allows items to be easily aligned.
The following graphic items, located below the toolbar, can be dragged and dropped onto the
dashboard canvas:

» Text Area. Add a block of text to the dashboard. To change the format of the text, highlight
the text and use the font and alignment tools. Add hyperlinks by highlighting text and entering
the Web address in the URL field.

Fig. 3.49
Text Area Designer

Text field — Enter the text in this field

Formatting options

URL field

* Date. Add the date to the dashboard. The date item always displays the current date.
¢ Horizontal line. Add a horizontal line to the dashboard.
¢ Vertical line. Add a vertical line to the dashboard.

The dashboard canvas is on the right side of the canvas. To build a dashboard, drag and drop visual
items onto the canvas.

Creating a Dashboard

Follow these steps to create a dashboard:

1 Click New from the Dashboard Home toolbar.

2 Drag and drop visual items onto the dashboard canvas.

3 Move and resize the visual items however desired.

4 To delete any items, right-click on an item and select Delete this item.
5

If desired, make any changes to the item properties. See “Changing the Properties of a Visual
Item”.

6 If desired, link any parameter bars to the visual items. For more information see “Link a Visual
Item to a Parameter Bar”.
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7  When finished, save the dashboard. See “Saving an Item” on page 33.

Changing the Properties of a Visual Item

To change the default characteristics of a visual item, right-click the header bar and select
properties.

Fig. 3.50
Visual Item Properties
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The following options are available to edit:

* General. Edit the title of the visual item that appears in the header bar. Lock the window by
selecting the lock window option, which is useful if you want to lock a single visual item.

 Position. Adjust the positioning of the visual item by entering new values in the X and Y-axis
location fields. Resize the visual item by entering new values in the Height and Width fields.

* Controls. The following control settings are available:

* Show title bar. Determines if the header bar will appear on the visual item. Select this
check box to add the header bar and clear the box to remove it.

* Show borders. Determines if the borders will appear on the visual item. Select this check
box to add borders and clear this box to remove them.

¢ Close allowed. Determines if the window can be closed. If this check box is cleared, the
close symbol will be removed from the header bar and the visual item cannot be closed by
the user or the designer.

* Resize allowed. Determines if the window can be resized. If this check box is cleared, the
item cannot be resized by the user or the designer.

* Window can be moved. Determines if the window can be moved. If this check box is
cleared, the window cannot be moved by the user or the designer.

* Colors and Fonts. Adjust the background color of the visual item or select the Match desktop
background option.
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Note To allow the designer to create items easily, some settings for window movement and
border control take effect at runtime and not at design time. Border shading and item movement
restrictions are different at runtime than they are at design time.

Link a Visual Item to a Parameter Bar

Follow these steps to link a visual item to a parameter bar:
1 Right-click the header bar of the visual item and select Parameters.

2 From the Available Values drop-down list, select the parameter bar that you want to link the
visual item to. Click OK.

Fig. 3.51
Linking the Visual Item to the Parameter Bar

ILI cancel

Note Parameter definitions are not required if the query underlying the visual item specifies a
default. The default is always used on the dashboard.

3 The parameter functionality for a visual item is set, and the visual item reacts to a selection
change in the parameter bar.

Creating Mobile Bl Dashboards

QAD recommends that you create simplified dashboards for the iPad so that the information is
presented in a clear and easy-to-read format.

Fig. 3.52
Mobile Dashboard
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Visual Items

Because the Mobile BI App for the iPad only supports charts and graphs, the mobile BI
dashboards should not contain parameter bars, grids, or any other types of unsupported visual
items.

Note If you have existing dashboards that fit this criteria, they can be accessed through the iPad
app so it may not be necessary to rework every dashboard.

You can create the Mobile BI dashboard using the same charts and graphs as on other dashboards.
It is not required that you create specific visual items for use on the iPad. The charts and graphs
used on a mobile dashboard retain the same security restrictions as those used on a portal
dashboard.

Canvas Size

When you create a mobile BI dashboard, set the canvas size of the dashboard to the screen size of
the mobile device. See “Dashboard Designer” on page 71.

Folder Hierarchy

Organize the mobile dashboards in a three-level folder hierarchy. In a standard Web platform, there
are no restrictions to how many levels are in the folder structure. In the Mobile platform, the folder
hierarchy is restricted to three levels and then it flattens out.

Fig. 3.53
Dashboard Hierarchy
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On the iPad, the dashboard hierarchy appears on the left side of the screen.

Note If the folder hierarchy exceeds three levels on the Web portal, the extra levels will not be
shown on the iPad. All dashboards are flattened out and listed in the third-level hierarchical list.

Fig. 3.54
Mobile Dashboard Hierarchy
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Chapter 4

Administration

This chapter covers the administration of all user and data security.

It includes the following topics:

Overview 78
An overview of the Administration menu options.

User 78
An overview of the User menu; adding new users.

Object Security Group 80
Introduction to the Object Security Group menu; creating, editing, and deleting groups.

Data Security Model 82
Introduction to the Data Security Model menu; creating new models and using the model builder.

Model Administration 88
Introduction to the Model Administration menu; build security, rebuild master data model, and
revoke security.

Data Migration 90
Introduction to the Data Migration menu; exporting and importing data.

Library Administration 92
Introduction to the Library Administration menu; build item references and queries.

Forums Administration 92
Introduction to the Forums menu; creating, editing, and deleting forums.
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Overview

The Administration function in BI handles all data and user security. From the Administration
menu, the administrator sets the access levels of users and user groups, and the security for data
groups and data values.
The Administration drop-down menu contains the following options:

» User. Add, edit, enable, and disable user profiles in the BI Portal.

* Object Security Group. Examine, edit, and create security groups.

» Data Security Model. Build data security.

* Model Administration. Update, rebuild, or remove all data security.

» Data Migration. Migrate items from one portal to another.

e Library Administration. Rebuild the data library.

¢ Forums. Add, edit, and delete forums.

User

In the User menu, the administrator manages the profiles of the end users. The administrator adds
users to the portal, edits a user’s profile, and enables or disables a user’s access.

Access the User menu by selecting User from the Administration drop-down menu.

Information about the user is organized into the following columns:
e User ID. The username used to log in to the BI Portal.
* First and Last Name. The first and last name of the user.
« Status. The current status of the user:
* A. Active.

* P. Pending. A new user who has not logged into the portal and has not changed the initial
password.

¢ D. Disabled.
¢ Email. The user’s e-mail address.

e Application Role. The role assigned to the user.

The user toolbar consists of the following buttons:

¢ New. Add a new user.

Edit. Edit existing user information and access.
* Disable. Disable a user.

* Enable. Enable a user.

Refresh. Refresh the list to show recent changes.
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Fig. 4.1
User Administration Menu
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Adding a New User
Follow these steps to add a new user:
1 Click New from the User toolbar.

Fig. 4.2
Add a New User

User Information
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2 Enter the user information in the following fields:
User ID. Enter the login ID for the user.
AD User. Do not enter anything in this field; used to control access to the Cubes only.
AD Domain. Do not enter anything in this field; used to control access to the Cubes only.
First Name. Enter the user’s first name.

Last Name. Enter the user’s last name.
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10

Common Name. Enter the user’s first name or nickname. The name entered in this field
displays in the top right corner of the portal window.
Email address. Enter the user’s e-mail address.

Note The Password and Confirm Password fields are grayed out. Do not enter anything in
these fields because users set up their own passwords when they log into the portal for the first
time.

Choose a language from the Locale drop-down list. When the user logs into the portal, the
translatable objects in the Ul translate into the selected language.

Choose an application role from the Application Role drop-down list. This setting determines
which applications in the portal the user can access. The following roles are pre-installed in the
BI portal:

* Dashboard Only. Read-only access to view dashboards.

» User. Views and collaborates on dashboards, reports, and visual items; access to
Dashboard, Collaboration, and Report menus.

* Designer. Views, edits, and creates queries, reports, visual items, and dashboards; access
to the Design menu as well as the Dashboard, Collaboration, and Report menus.

* Administrator. Manages user access, portal security, and the data warehouse; access to
the Administration menu as well as the Dashboard, Collaboration, Report, and Design
menus.

Note All users have access to the Help menu.

Select the Object Security Groups and Data Security Models the user can access.

Note The administrator can add additional Object Security Groups and Data Security
Models. See “Object Security Group” on page 80 and “Data Security Model” on page 82.

Click Save.

After adding a new user, rebuild the data security model. Select Model Administrator from the
Administrator drop-down menu.

Click the Build Security button. See “Build Security” on page 89.

An automated e-mail, which contains an auto-generated password and a link to the portal, is
sent to users notifying them that they have access to the portal.

When the user logs into portal and creates a new password, the user status changes to
A(Active).

Object Security Group

The object security group is a security feature used to restrict access to dashboards, visual items,
reports, and queries. When the designer assigns an object security group to an object, only users in
that group can use that object. This feature is useful if you need to restrict access to specific objects
that display sensitive data.

The system ships with three object security groups:

¢ Human Resources
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 Sales Organization

* Management

ig. 4.3

Object Security Group

FYQAD Business Intelligence System

Dashboard  Report  Designer  Administration  Help m Logout

Our Passion. Your Advantage.

sl

t | @ pelete | £ Refresh |

Add an Object Security Group

Follow these steps to add a new Object Security Group:

1

2
3
4
5

Select Object Security Group from the Administration drop-down menu.
Click New.

Enter the name of the group in the Object Security Group field.

Enter the description in the Description field.

Click Save.

Edit or Delete an Object Security Group

F
1
2
3

ollow these steps to edit or delete an Object Security Group:
Select Object Security Group from the Administration drop-down menu.
Select and highlight the object security group.

To edit a group, click Edit and edit the Object Security Group and Description fields as
required. Then click Save.

To delete a group, click Delete and then click OK to confirm that you want to delete the group.

Assign an Object Security Group to a User

F
1
2
3

ollow these steps to assign an Object Security Group to a user:
Select User from the Administration drop-down menu.
Select and highlight the user and click Edit.

Select the appropriate Object Security Groups to assign to the user.
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Fig. 4.4
Assign an Object Security Group to a User
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4  Click Save.

Data Security Model

The data security model is used to control the specific content in the data warehouse that is
accessible by a group of users. These models can control what type of data a user can access as
well as which instances of data a user can access. For example, these models can restrict access to
orders or invoices for only customers in California.

The data security model is a powerful security feature that can be used to do the following:

 Limit the dimension and fact tables a designer can access when defining queries.

* Expose only a subset of the columns in a specific dimension or fact table; for example, show
price, but not cost to a group of users.

 Constrain the rows that are exposed; for example, define a sales territory or product line a user
can access.

To define specific instances in the model, you can define a constraint with filters as part of the
model. Each constraint requires the selection of a column from the dimension followed by the
selection of the distinct values for the column that is included in the data security model.

With data security models in place, a designer can create a common dashboard with visual items
that expose all the content in a data warehouse; for example, all product lines and all sales
territories. Users of the dashboard see a view that limits their content to the product lines and sales
territories that are exposed in the data security models of which they are members.

Access the data security model by clicking Data Security Model from the Administration drop-
down menu.

The data security model toolbar contains the following buttons:

* New Folder. Create a new folder.
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* New Model. Assign access to dimensions and facts to build a new data security model.
* New Builder. Build a new data security model based on characteristics of the data.

e Open. Open a selected model.

* Rename. Rename a model.

* Copy. Copy a model.

¢ Delete. Delete a model.

Fig. 4.5
Data Security Model
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Add a Data Security Model

Follow these steps to add a new data security model:

1 Select Data Security Model from the Administration drop-down menu.
2 Click the New Model button.

3 The navigation pane on the left displays a hierarchical list of all dimensions and facts within
the DWD. The data security model builder is in the right pane.

Fig. 4.6
Add a New Data Security Model
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4 Navigate through the folders and select the desired facts and dimensions that can be viewed by
users with access to this security model.
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Note If a folder is selected, the child items within that folder can be accessed as well. If one
or more of the child items within the folder are not selected, a dot appears in the box next to
the folder, indicating partial access to the folder.

Fig. 4.7
Partial Access to a Folder
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5 Ifdesired, add a constraint to a dimension. Constraints restrict access to specific values within
a dimension; for example, the sales territory dimension can be constrained so that users see
data for their territory only.

To add a constraint, select the dimension and click Add Constraint.

Fig. 4.8
Add Model Security Constraint
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Choose a dimension column from the Dimension Column drop-down list.
Choose In or Not In from the Constraint Operator drop-down list.

Click OK.

© 00 N o

Select the values that are included in the constraint.
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Constraint Values
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10 Save the data security model by clicking Save.

IS
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a In the Save window, navigate through the folders and select the appropriate location to

save the model.

b Enter the name of the model in the Item Name field and a brief description in the
Description field.

¢ Select the Security tab. Select the security roles that can view and edit the model.

Note If there are no security roles selected, the model can be viewed and edited by all the

security roles.

d Click Save.

11 After saving the model, rebuild the data security model by clicking Build Security in the

Model Administrator menu. See “Build Security” on page 89.

Data Security Model Builder

The data security model builder allows the administrator to build a new data security model based
on an existing model. The advantage of using the builder is that it automates the process of

building new models. Rather than creating one model at a time, the administrator instantly creates
multiple models, all based on the same constraint.

Follow these steps to create data security models using the builder:

1
2

Select Data Security Model from the Administration drop-down menu.

Click New Folder and create a folder. This folder serves as the output location for all the new

models you create.

Click New Builder.

FIQAD



86  User Guide — QAD Business Intelligence Portal

Fig. 4.10
New Model Builder
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4  Click the Base on Model Browse button.
5 Navigate through the folders, select the desired data security model, and click Open.

Fig. 4.11
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6 Click the Security Column Browse button to set the dimensional attributes of the model.
7 Navigate through the folders, select the desired attribute, and click OK.

Warning The model builder does not prevent you from creating an inordinate number of models.
Always select a security column with a limited number of unique values; for example, a state or a
sales territory. Using a column with many values is permitted but it could generate thousands of
unique models, which might prove unmanageable and lead to system performance issues.
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8 Click the Target Folder Browse button.
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9 Navigate through the folders and select the output location for the data security models you

create.

10 Select the Security tab, select the User Roles that can view and edit these models, and click

Open.

11 Save the model builder by clicking Save.

Note You must save the model builder before generating all the models.

a In the Save window, navigate through the folders and select the appropriate location to

save the model builder.

b Enter the name of the builder in the Item Name field and a brief description in the

Description field.

¢ Select the Security tab. Select the security roles that can view and edit the builder.

Note If there are no security roles selected, the builder can be viewed and edited by all the

security roles.
d Click Save.

12 Click Generate Model to automatically create all the models.
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Fig. 4.13
Model Builder Results
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13 After creating all the models, rebuild the data security model by clicking the Build Security
button in the Model Administrator menu. See “Build Security” on page 89.

Model Administration

Model administration allows the administrator to update, rebuild, and revoke data security.

There are three synchronization functions in this menu:

* Build Security. Synchronizes data security models with the SQL Server’s security. Must be
performed each time a user is added or any changes are made to the data security model.

e Master Data model. Synchronizes the portal data models with the DWD. Must be performed
when there are changes made to the definitions of objects in the DWD.

* Revoke Security. Removes data security models from SQL Server’s security. Sometimes
performed during initial implementation or upgrades to clean up the database security items.

Note This option should be used infrequently unless directed by technical support.
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Fig. 4.14
Model Administration
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Build Security

Data security models and their relationship with users are maintained in the portal. The actual
security is implemented in the SQL Server using the database security features. Once a set of
security changes are made in the portal, it is necessary to replicate the changes to the SQL Server.
The server security must be created or re-created by accessing this function and executing a build
security command.

The following changes require you to execute a build security command:
* Any change to a data security model; adding or removing tables, columns, and filters
* Associating a user with a data security model or removing an association

Note Due to the complexity of this activity, runtimes can be lengthy. Actual runtime depends
upon the number of users, data security models, and analytical modules in use.

Rebuild Master Data Model

The data warehouse model is replicated in the BI Portal database. If data warehouse definitions
change, administrators must rebuild the master model; for example, a column or new star schema
added, or labels and descriptions created.

Important The rebuild master command does not delete or affect any of the existing data security
models or the user relationships to those models because they are maintained in the BI Portal
database.
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Note Data security models that include objects affected by the change must be opened in the
portal and saved for the data security model to be updated.

Revoke Security

The revoke security function removes the SQL Server security and is sometimes used during
initial implementation or during upgrades to clean up database security items.

Important When the revoke security function is used, the data security models and user
relationships in the portal are not deleted.

Note This option should be used infrequently unless directed by technical support.

Data Migration

The data migration feature allows administrators to import and export visual items, queries, and
dashboards in a . zip folder as an .xm1 file from one portal to another.

Export Data
Follow these steps to export data from one portal to another:
1 Select Data Migration from the Administration drop-down menu.

2 With the Export tab selected, select any or all of the following to export:
* Queries * Visual Items
* Reports  Dashboards

3 Select the export location:
* Download locally. Saves the file to a local drive.

* Save on server as. Enter a file name in the field. The file is exported to the Tomcat server
in the TOMCAT HOME\webapps\WebAppName\export directory.

If you would like to save the file to a specific location in the Tomcat export folder, enter
the path in the field. For example, to save a file named MyQueries in the Dir1 folder,
enter Dirl\MyQueries in the field. An error message appears if the Dir1 folder is not
located in the export folder.

Fig. 4.15
Data Migration Export
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4  When finished click Export.

Import Data

Follow these steps to import data:

1 Select Data Migration from the Administration drop-down menu.

2 Select the Import tab.

3 Ifdesired, select the Update existing records check box.

Administration 91

Note If there are records in the .xm1 zip file that already exist in the portal repository, then
by default they are not changed. However, if the Update existing records check box is selected,
the existing records are updated and replaced by the records in the .xm1 file.

4 Select from the following import options:

* Upload file. Import a zipped .xm1 file that is located on a local drive.

» Upload from a file on server. Enter the name of the file to import.

Fig. 4.16
Data Migration Import
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5 When finished click Import.

6 When the import is complete, a confirmation window appears. Click OK.

Fig. 4.17
Import Completed
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Library Administration

Library administration gives the administrator the ability to rebuild object references and query
definitions.

Follow these steps to perform a command in the Library Administration menu:

Important Perform the library administration rebuild commands only when required as an
upgrade step.

1 Select Library Administration from the Administration drop-down menu.

2 Click the rebuild option as instructed by the upgrade instructions:

* Build Item References. Rebuilds object references. Wipes out the existing item
references and rebuilds them from each library item to others. Depending on the number
of library items, this operation can take a long time. The Build Item References command
should only be performed when required as an upgrade step.

* Build Queries. Rebuilds query definitions using the latest data model. Depending on the
number of library items, this operation can take a long time. The Build Queries command
should only be performed when required as an upgrade step.

Fig. 4.18
Library Administration
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Build Queries

3 When the rebuild process is complete, a confirmation window appears. Click OK.

Forums Administration

Forums administration gives the administrator the option of adding, editing, or deleting a forum.

Accessing Forums Administration
To access forums administration, select Forums from the Administration drop-down menu.

Information about each of the forums is organized into the following sortable columns:
* Name. The name of the forum.

e Description. A brief description of the forum.
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* No. of Topics. The number of topics that have been posted in the forum.

The forum toolbar consists of the following buttons:
* New. Add a new forum.
» Edit. Edit an existing forum. You can also edit a forum by double-clicking on the forum name.
* Delete. Delete a forum.

* Refresh. Refresh the forums list to display updated information.

Fig. 4.19
Forum Administration
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Adding a New Forum

Follow these steps to add a new forum:

1 Select Forums from the Administration drop-down menu.
2 Click New.

3 In the Name field, enter the name of the forum.

4 In the Description field, enter a brief description.

Fig. 4.20
Forum Information
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5 Select the Security tab and select the groups who can view and edit the forum.

6 Click Save.
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