Tab 13:  Tutorial on Ambulatory Data Systems “Business Objects”

Section 1      Introduction

A. BusinessObjects
BusinessObjects is a reporting tool that enables users to retrieve data from the ADS database either through ad hoc or standard reports.  BusinessObjects is a commercial off-the-shelf (COTS) product that provides end-users with an MS Windows graphical user interface for data access and decision support.  BusinessObjects transforms the complex ADS database elements into simple business terms or business objects, thereby simplifying the underlying physical database structure for the end-user.  BusinessObjects offers full report capability, complete with charts, graphs, calculations and multi-dimensional analysis.  Developed for a MS Windows environment, BusinessObjects includes familiar MS traits, including a full-blown on-line help tool.

B. YOU and BusinessObjects
You, at least until you train someone else, will be trained to be the BusinessObjects Administrator, responsible for maintaining access to BusinessObjects by maintaining user accounts and monitoring report activity.  You will also be the sites ad hoc users.  All other users, until you train them to do otherwise, will simply be running reports from an icon on the NT desktop.

C. BusinessObjects and ADS
BusinessObjects is installed on two MS Windows NT workstations.  When reports are run, BusinessObjects will retrieve data from the ADS database.  During installation, a repository was created on the ADS database server.  This repository houses three components: the BusinessObjects security domain, the ADS master universe, and the BusinessObjects document domain.   

1. The Security Domain
BusinessObjects requires a login and password to access the software itself. Upon login, the username is checked at the security layer in the repository on the ADS database to determine what menu privileges in BusinessObjects and what ADS data elements the user is authorized to access.  Individual user privileges are defined on two axis:

a) BusinessObjects activities
A user can be granted access to only those menu privileges that are deemed necessary.  For instance, clinic personnel, until they are trained to do otherwise, are only allowed to open previously created reports, like the fifteen standard reports (replicas of those in the ADS Reports module) and any ad hoc reports that you make available to them. Their BusinessObjects activities do not include building new reports.

b) ADS Data
Clinic personnel will inherit data privileges from their ADS user accounts.  For example, an ADS user who is only granted access to MEPRS code BDAA will only be able to access data in BusinessObjects for MEPRS code BDAA. 

2. The ADS Master Universe
Attached is a comprehensive list of the data items that are available from the ADS database for BusinessObjects report compilation.  The data items are represented in a user-friendly manner with a descriptive title, and they are arranged in a logical hierarchy (all clinic related items are in a folder called Clinic).  This depiction and arrangement of data items is referred to, in the BusinessObjects world, as a universe.  The universe is a semantic layer between the user and the technical components of the database. The universe makes the SQL requirements of database query user friendly for users.  For example, the data table in the ADS database that contains the MEPRS code information is titled “adcs_meprs_cd_clinic.”  The data item in the Universe is simply “MEPRS”. We use the business objects of the universe to build a report, and, behind the scenes, the universe creates the SQL map to the ADS database.  This eliminates the need for users to know the intricate details of the actual INFORMIX database.  The universe was designed by ADS software authors.  It can be changed similar to software upgrades. 

3. The Document Domain

a) Sharing documents among BusinessObjects users
The document domain is basically a space for users to share documents, similar to a bookshelf in a library.  An ad hoc report can be built and “sent to the repository” for one, some, or all other BusinessObjects users to retrieve and use.  

b) The Document Agent
The document domain also accommodates the Document Agent which allows for reports to be scheduled to run during off peak hours and distributed to BusinessObjects users as indicated.

D. ADS Data
As you learn more about BusinessObjects as the ADS reporting tool, keep in mind what data the ADS database contains.  The data is summarized as follows:

1. Data is only collected for patients whose encounters to the facility have been documented on ADS encounter forms.  (The database does have information for complete AND incomplete encounters.)

2. The data for patients whose encounters are documented on encounter forms is compiled of:

a) CHCS downloaded data which will only be as accurate as the CHCS database was at the time of the patients last appointment. 

b) Encounter form collected data which is only as thorough, accurate and specific as the providers commit to document.

Section 2      Terminology

This section is to get you familiar with some of the terminology of BusinessObjects. These are terms we will use quite frequently and you will be much more comfortable with them by the end of our training. 

A. Object:  An element in the universe that is mapped to data in the database enabling the user to retrieve that data for reports. Types of Objects:  

1. Dimension Object:  Objects retrieving character type data or dates.  A majority of the objects you will use are dimension objects. Examples are: 

a) Clinic Name

b) Appointment Date

c) Patient Name

2. Detail Object: Provides additional descriptive data about a Dimension Object.  It is ALWAYS associated with one Dimension Object.  Examples are:

a) DMIS ID (dimension object) = 0365

b) DMIS Description (detail object) = 76th Medical Group

3. Measure Object:  Returns calculations on data in the database. Their values depend on the objects they are used with. Examples are:

a) Patient Name (dimension object)

b) Patient Count (measure object)
When these two objects are used with Primary Provider Name (dimension object), you can get a count of the number of patients each provider saw.

B. Class:  A logical grouping of objects. 

C. Universe:  The universe contains all of the classes and objects. 

D. Data Provider:  The data provider is the mechanism that actually brings the data from the source (database) to the report.  We build a data provider by specifying the data we want to retrieve from the data source. The data retrieved by the data provider is stored with the document in what is called a “microcube”.

E. Microcube:  The microcube is the structure that stores the data in the document. It is like a local database within the document. We can use different pieces of the data to create multiple reports within the same document.

F. Personal Data Files:  Personal files can be a data provider.  Data can be provided to BusinessObjects from personal data files, such as Microsoft Excel spreadsheets.

G. Query:  A request for information.  A query is a type of data provider which the user builds by selecting objects from the universe.   When the query is run, the requested data is retrieved from the database.

H. Condition: A condition can be applied to a query to restrict or limit the data returned in the report query, such as: Appointment Date between 4/1/97 and 4/5/97 (This condition  will limit the data retrieved to one week).  Predefined conditions are available, or users can construct their own conditions. 

I. Document:  The file used to display the data from the microcube. The document can be a collection of Report(s), Tables(s), Graph(s), Picture(s), etc. that are contained in a single BusinessObjects file.

J. BusinessObjects User Module:  Enables end-users to use BusinessObjects to run standard reports and create ad hoc reports.

K. BusinessObjects Supervisor Module:  Enables the supervisor to grant access to BusinessObjects modules, the ADS Universe, ADS standard reports and ad hoc reports.

L. BusinessObjects Document Agent:  Provides the capability to schedule, process, and distribute reports to other BusinessObjects users.

Section 3      Document Structure

A BusinessObjects document is the file you save as a finished product.  A document can contain one or more reports from the same or different data providers.   The presentation layout may vary throughout the document.  Understanding structure will enable the user to better format the document into a professional presentation.

A. Report Structure
Reports within BusinessObjects documents have three main sections:  Body, Header and Footer. 

1. Body 
The body contains the data. The user has full control over the data presented in the report(s) as well as, the report layout.  

a) Cells 
Cells contain data within the body of a report, as well as, information added by the user.

(1) Data Cells - are generated and placed in a report to display the individual pieces of data returned when the initial report is run.

(2) Free form cells - can be inserted throughout the document and allow the user flexibility for adding additional information to the document or report

(a) Titles are contained in Free form cells

(b) Free form cells may contain text, objects or formulas

b) Blocks - Report element that displays some or all of the report’s data.  Represent a logical grouping of data.  Depending on the format, blocks may be placed in one of two categories: data blocks or chart blocks.

(1) Data blocks - Contain the main body of data displayed within a report and come in two types, Tables and Crosstabs.

(a) Tables
Tables display data in columns, and they are the default format for BusinessObjects reports.  They consist of two rows of cells:

(i) Variable Heading Row:  contains the Object name selected to pull data from the database.

(ii) Data Row: contains the actual data brought over from the database.  Data rows are repeated as often as necessary to display all the data available, forming columns of data below each variable heading.

(b) Crosstabs
In crosstabs, data are displayed in columns and rows. Corresponding data appears at the intersection of the columns and rows, in an area referred to as the “Body” of the data block.

(2) Chart blocks
Contain graphical representations of Report data.  BusinessObjects allows the user to select the desired chart from the styles supported which are:  Pie, Bar, Line, Area or Scatter.  Chart blocks may also be imported from outside programs such as Microsoft PowerPoint( or Microsoft Excel(.

c) Report Sections 
Each report block can be broken down into sections.  The term “Master/Detail” refers to the structure of such a report.  Each section contains a “master” value, for example the name of a clinic.  The rest of the data in the section provides detail information about the master.  This sectioned type of document makes reports with multiple levels of detail easier to read and understand.

d) Report Tabs
The body of a single document may consist of one or more reports.  

(1) Single report within the document
A document may consist of a single report.  The report may draw its data from the same or different data sources:  ADS, local database (Access .mdb) or personal data file (Excel or ASCII file)

(2) Multiple reports within a single document 
BusinessObjects documents may also use multiple reports to display data.  Just as Excel allows working with individual worksheets contained in a single workbook, BusinessObjects reports are maintained separately and each can be accessed through tabs on the BusinessObjects main screen.  Select the appropriate TAB to bring a report forward on the BusinessObjects Main Screen

Example:

Report1 tab could have a master detail

Report1(1) tab could have a pie chart:

Report1(2) tab could have a crosstab

2. Header and Footer
Report headers or footers may contain text and/or graphics to be displayed on each page of a Document.  Information is placed in a free form cell and the sections can be resized, allowing the user flexibility.  The facility name and logo, page numbers, Office of Origin and authors name are examples of information found in the report header or footer.

Section 4      Accessing BusinessObjects

A. STUDENT ACTIVITY: Logging in to BusinessObjects 

1. Click on the [Start] 

2. Select the Programs folder

3. Select the BusinessObjects program group

4. Select the BusinessObjects module

OR

5. Double click on the BusinessObjects desktop icon

6. <Enter> Username (case sensitive) or choose Username from the picklist

7. Press the <Tab> key or use mouse to click into Password field

8. <Enter> Password (case sensitive)

9. Press <Enter> or click [OK] 

B. Creating a new document

1. Accessing the New Report Wizard  
The New Report Wizard allows the user to specify the report layout and the data to be displayed.
File … New     [New]     [New Report Wizard] 

2. Navigating the New Report Wizard 
The Create a New Report dialog box contains two options.   We will investigate both options and their associated choices on the next screens to become familiar with the various combinations each choice presents. 

3. Report Layout options on the Create a New Report screen

a) Select a template

(1) Choose Select a Template
(2) Click [Begin]
(3) Select a Template screen:

(a) There are eight templates available. These can be previewed by selecting the desired template to display a sample on the screen.  

(b) CLICK ON ALL TEMPLATE OPTIONS AND MENTION CROSSTAB vs TABLE vs GRAPH vs Master, etc.  (Do not change the default setting).

(c) [Browse]:
Since users can create and save their own template (covered later), clicking [Browse] allows the User to select a template from a different drive or folder.  Click on [Cancel] to return to the previous screen.

(d) Set as My Default Template box:
The User can set a template as the default by clicking in the box.  Right now the default is just a Table.

(e) Click on [Back]

b) Generate a standard report

(1) Choose Generate Standard Report
(2) Click [Begin] 

(3) Specify Data Access screen, ways to access data

(a) Select Personal Data Files 

(b) Click [Finish] - the Access Personal Data appears

(i) Format picklist - choose type of file (Excel, dbase, Access, etc.)

(ii) Type in filename or click on [Browse]  to select the drive, folder and file

(iii) Click [Cancel] to go back to Specify Data Access screen

(c) Select Universe and click [Next] - the Select a Universe screen appears.

(i) More than one is available - select the ADS Master—the others are sample universes for BusinessObjects demonstrations

(ii) DO NOT CLICK FINISH
(iii) Ensure the ADS Master Universe is selected

(iv) Click on the Set as My Default Universe box

(v) Now click on [Back], [Back] to the Create a New Report screen

c) Because we set the ADS Master Universe as the default universe, the Create a New Report screen now combines the previous two screens so that all options  for report layout and accessing data are on one screen:

(1) Select the Use the default universe ADS Master radio button.

(2) To generate a standard report with the ADS Universe, simply click on [Finish]
(3) You are now at the Query Panel.  Please do not touch the computer until further instructed to do so.

Section 5      The Query Panel

A. We learned earlier that to build a document, we need a data provider, and a query is a data provider.  We are at the Query Panel, ready to build a query that will provide us with data for our document. The Query Panel, a Graphical User Interface (GUI) enables you to build a query by dragging and dropping objects from the ADS universe.  The components of the Query Panel are:

1. Classes and Objects
The classes and objects associated with the ADS universe, are found in the Classes and Objects box of the Query Panel.  The Classes and Objects list provide you with all the ADS objects that you can use to build your report. Classes are represented by folders. Objects are represented by cubes, spheres, or pyramids.

a) Click the  +  sign next to the appropriate class name to reveal the objects and subclasses.

b) Click on [Show/Hide Help on selected object] to display object descriptions at the bottom of the screen when an object is selected.

c) Move mouse over title to show full title

d) Move mouse over screen divider and click and drag to expand the area 

2. Query Results
a) Adding Objects
You build your query in Query Results by placing the objects there from the Classes and Objects list.  Three techniques are available to place an object in Query Results.

(1) Click and drag the object into Query Results.

(2) Double click on the object to move the object directly into Query Results.

(3) Drag a class folder to Query Results.  All the objects in the class appear in Query Results.

STUDENT ACTIVITY: Create a new query

DMIS ID

MEPRS

Clinic Name

Clinic Type

Clinic Type Description

b)  [Show/Hide All Classes] 

(1) Click on [Show/Hide All Classes] 

(2) Expand the objects to see the full title (Click and drag) 

(3) Re-arrange Objects
Remember our default template is a table block with data in columns.  The order in which the objects appear in the Query Results box determines the order in which the columns of data will appear in the Table Block.  To change the order simply drag and drop it on top of another object to place it in front of that object.  The object is repositioned in the result area, while the other objects are moved to the right.

(4) Click on [Show/Hide All Classes]
c) Click on [Wrap Result Objects] 
When four or more objects are placed in the Query Results box, a horizontal scroll bar will appear. [Wrap Result Objects] will rearrange the objects into multiple rows so they are easily viewed.

d) Remove Objects
There are three methods for removing an unwanted object from the Query Results box.

(1) Select the object and <Delete>
(2) Click and drag the icon back to the Classes and Objects box.

(3) Speed…Remove
INSTRUCTOR:  END THIS SESSION WITH:

DMIS ID

MEPRS

Clinic Name

Clinic Type

Clinic Type Description

3. [Sort] 

a) Select an object

b) Click on [Sort]

c) Icon is added.  Overrides default sort of objects which is left to right.

d) Select another object

e) Click on [Sort]

4. Click on [Manage Sorts] and rearrange the sorts to demonstrate.  Click on [Cancel].

5. Conditions window area to design limitations on the data returned

6. Yellow funnel radio button
Click on the Yellow funnel to view predefined conditions

7. Open the Patient Age Groups class to demonstrate limitations, but DEFER FURTHER DISCUSSION TO NEXT SECTION

8. Click on the Multi objects radio button

9.  [View SQL] 
The SQL script for the objects and conditions in your query can be viewed by clicking [View SQL] on the Query Panel toolbar.  Do so now.  The SQL generated by our clicking and dragging object names demonstrates how BusinessObjects and the ADS Universe offer an extremely friendly interface between the user and the informix database. Click on [Cancel].

10. [Viewer] 
We have built a query by placing objects in the query results.  Lets execute the query and view the data by clicking on [Viewer] to display the Data Manager screen:

INSTRUCTOR:  HAVE STUDENT NOTE THE BOTTOM OF THE SCREEN WHEN THE BUTTON IS CLICKED TO SEE THE ANALYZING/RETRIEVAL PROCESS

a) Data Provider:  This retrieval of data has built us a microcube of data, our data provider.  The name of the Data Provider is displayed (Query 1 with Ads_v1_1). The objects active in the current query are also displayed in this area.  

b) Definition tab

(1) General
Remember when we clicked on the Viewer and watched the bottom of the screen?  There is a defined limit as to how many rows a query will retrieve and how long a query can try to retrieve those rows.  Those default values are displayed here:  20 minutes and 10,000 rows.  These values can be changed through the BusinessObjects supervisor module if larger reports need to be generated.

(2) Automatic Refresh
The user can set a date and time for the query to be refreshed. 

(3) Statistics 
The statistics box shows the history of the requests for the query in use.

c) Results tab: enables the user to view the columns of raw, unformatted data retrieved by the query

d) [Options] allows the user to eliminate duplication of rows and limit the number of rows returned when the user wants to refresh the data.  

(1) Partial Results
(a) Default Value (set as 10,000)

(b) 10 Rows
(c) 20 Rows
(d) Other (you can set up to 10,000)

(2) Duplicate Rows or No Duplicate Rows
Having duplicate rows returned means that if two rows of data (the entire row) are exactly the same, they will be displayed.  For ADS data, you would want duplicate rows to show, because, for instance, a patient might have two appointments in the same clinic on the same day.  If No Duplicate Rows was selected, the second appointment would not display.

(3) Do Not Retrieve Data
Use this option when you need to build and save a query without running it.  For instance, you want to run a report that will return large amounts of data.   You would not want to run the large report during peak times for the ADS database.  You can build the query, set the Partial Results option to 10 rows, run the report and format the report with a minimal data set.  Then, you would choose the Do Not Retrieve Data option, save the report, and send it to the document agent to be run at a later time. [Cancel] to return to Data Manager screen.

e)  [Purge] 
In order to share formats, styles and queries with other individual users and/or users at other MTFs, it is necessary to purge the data in accordance with the Privacy Act.  Purging only removes data; all other components of the report are retained.   

(1) Click on [Purge].  The dialog box asks “Are you sure you want to purge the results?”

(2) Click on [Yes].

(3) The data is purged, but the query is not (nor would be any of the formatting, etc.)

f) [Refresh]   Re-runs the query and data is returned.

g) [Export]   Enables user to export data, just the data, into another file format. The Export to External Format dialog box displays to choose options, but [Cancel]
h) MENTION [OK] 
i) [Edit] returns to the Query Panel to edit the query if necessary.  Click on [Edit]
11. [Options] is same button as in the Data Manager screen, but once you’re in data manager screen, you have already retrieved data.  This allows to restrict the rows prior to any retrieval.

12. You are finished with everything on the Query Panel that we will use at this time.  There are some other tool bar options we will come back to later.

13. Review the objects in Query Results to predict the tabular display and click on [Run].

14. BRIEFLY VIEW THE DOCUMENT AND CLOSE
B. STUDENT Exercise #2:  Query Panel Exercises

C. With the student’s table from the exercise…
Resize the columns to view full column width:  
THIS IS A QUICK DEMONSTRATION—DO NOT DEVIATE INTO OTHER FORMATTING TECHNIQUES

1. To resize columns and rows within a data block, move your mouse over a column border within the block, until the cursor changes to a double bar with arrows pointing left and right.

2. Click and drag to the right to enlarge the column or left to make it smaller.  

D. STUDENT EXERCISE #3:  Identifying Query Panel Components

Section 6      Using Conditions with Queries 

THROUGHOUT ALL OF THESE DEMONSTRATIONS, DONT FORGET TO NOT CHANGE THE OBJECTS IN QUERY RESULTS SO YOU DONT HAVE SYNTAX ERRORS IN COLUMNS REQUIRING SLICE AND DICE.

A. What is a condition

1. A Condition  is a way of limiting the data that a query returns. 

2. There are two kinds of conditions, which are: 

a) Predefined conditions that universe designers created when they built the universe. 

b) Your own conditions, which you create by selecting the values that you want an object to retrieve.  

3. This is an example of a condition:
APPOINTMENT DATE    EQUAL TO    4/1/97
Applying this condition to a query would only return those appointments for the 1st of April.

4. Conditions are made up of three major elements:

a) Object:  Appointment Date
The query will scan the data represented by the object (Appointment Date)

b) Operand:  4/1/97
The value or values being scanned for. 

c) Operator:  Equal To
Defines the relationship between the object and operand. 

B. STUDENT ACTIVITY :  Building a Query with a condition
Perform the following steps to retrieve a list of patients who had ADS appointments on a specified date.

1. File…New    or    [New]

2. [Finish] 

3. Select:  
MEPRS


Primary Provider Name


Patient name


Appointment Date
4. To build a condition of “Appointment Date Equal to 4/1/97”, the first thing to do is identify the object: Drag the Appointment Date object to Conditions.

5. Note: You must use drag and drop because if you  double-click, the object will go to Query Results. You cannot drag an object from Query Results into Conditions. It must be pulled from Classes and Objects.

6. Notice the object name displays followed by a command to Select an operator.  Notice also that Classes and Objects changes to a list of Operators 

7. INSTRUCTOR:  Go over list of operators and explain each---HANDOUT

a) Equal to
b) Different from 
c) Greater than
d) Greater than or equal to
e) Less than
f) Less than or equal to
g) Between
h) Not between
i) In list
j) Not in list
k) Is null
l) Is not null
m) Matches pattern
n) Different from pattern
o) Both
p) Except
8. We want “Appointment Date Equal to…” so double click on the Equal to operator.  Notice the words Equal to now follow the object name and we are prompted to Select an operand type.  Notice also the window of operators now lists the available operands.

9. INSTRUCTOR: Go over list of operands and explain--HANDOUT

a) Type a new constant
b) Show list of values
c) Type a new prompt
d) Show list of prompts
e) Select an object
f) Create a subquery (ANY)
g) Calculation
10. We want “Appointment Date Equal to 4/1/97” so double click on the 
Type a new constant operand.  Notice the object string now includes a blinking cursor ready for us to type our constant.

11. Type “4/1/97” as the operand.

12. Press <Enter> on the keyboard and your condition is complete.
Appointment Date   Equal to   4/1/97

13. So, we have built a query which should result in a table of appointments from April 1st with the MEPRS code as the first column, the primary provider name in the second column, and then patient name in the third column, followed by the appointment date.  This report displays all patients with ADS appointments in all clinics for 4/1/97.

14. [Run]
C. The Between operator
Run the same report, but instead of appointments for the 1st of April, lets run it for the first week in April.  For a range of appointments, we will use the Between operator instead of the Equal to operator.

1. Data…Edit     or      [Edit Data Provider].

2. Double click on the Equal to operator

3. Double click on the Between operator 

4. Double click on Type a new constant
5. Type a begin date (4/1/97) and press <Enter>

6. Since a Between condition requires two values to complete a between statement (appointments between 4/1/97 and 4/5/97), we have two operands to complete.  Click on the second Select an operand prompt

7. Double click on Type a new constant
8. Type an end date (4/5/97) and press <Enter>

Appointment Date   Between   4/1/97 and 4/5/97

9. [Run]
10.  This report will display all patients with ADS appointments in all clinics on April 1st, 2nd, 3rd, 4th and 5th.

11. Note: The Between operator is INCLUSIVE of the first and second operands.

D. The Greater than operator
Run the same report, but instead of just the first week in April, run it  for all appointments since [three days ago]. For a such an open-ended range of appointments, we will use the Greater than operator instead of the Between operator.

1. Data…Edit     or      [Edit Data Provider].

2. Double click on the Between operator

3. Double click on the Greater than operator 

4. Double click on Type a new constant
5. Type a begin date (three days ago) and press <Enter>

Appointment Date   Greater Than   X/X/97 

6. [Run]
7. This report will give you all patients with ADS appointments in all clinics from [three days ago] through today.  

E. Combining Conditions with AND 

INSTRUCTOR:  NOTE FACILITY MEPRS CODES FOR THIS EXERCISE

1. When you place two objects in the condition window the objects are linked with the word AND. This link means both conditions must be true for each row of data that is returned.  

2. Data…Edit     or      [Edit Data Provider].

3. Change the Appointment Date condition back to “Equal to 4/1/97”

4. From Class and Objects, drag the MEPRS object to Conditions.  Notice the AND joining the Appointment Date condition with the soon to be created MEPRS condition.

5. Double click on the Equal to Operator.

6. Double click on the Type a new constant Operand.

7. Type “BHAA” as the Operand.  Remember that searches are case sensitive. MEPRS codes are always in upper case, so be sure to type in upper case.

8. Press <Enter> on the keyboard.

AND
Appointment Date   Equal to   4/1/97

MEPRS   Equal to   BHAA

9. [Run]
10. This report will display all patients on 4/1/97 with ADS appointments in clinic BHAA.

F. Combining Conditions with OR 

INSTRUCTOR:  NOTE FACILITY MEPRS CODES FOR THIS EXERCISE

1. The AND link can be replaced with the OR link. The OR Operator looks at both conditions and returns results if either condition is true.  Now lets retrieve appointments for MEPRS BHAA OR BJAA.  

2. Data…Edit     or      [Edit Data Provider].

3. From Class and Objects, drag the MEPRS object to Conditions.

4. Double click on the Equal to Operator.

5. Double click on the Type a new constant Operand.

6. Type “BJAA” as the Operand.

7. Double click on the second AND Operator to change it to OR.  Notice the two MEPRS conditions automatically indent to indicate that the Appointment Date condition must be met AND either one of the MEPRS conditions can be met.

8. Press <Enter> on the keyboard.

AND
Appointment Date   Equal to   4/1/97


OR
MEPRS   Equal to   BHAA



MEPRS   Equal to   BJAA

9. [Run]
10. This report will display all patients for 4/1/97 who had ADS appointments in either BHAA or BJAA.

G. The In list Operator

INSTRUCTOR:  NOTE FACILITY MEPRS CODES FOR THIS EXERCISE

1. The In list operator tests for the existence of many given values.  Retrieve appointments for BHAA, BGAA and BJAA using In List operator.

2. Data…Edit     or      [Edit Data Provider].

3. Drag the BJAA MEPRS condition to the left to remove it.  Notice the BHAA condition shifts back to the left, and the OR changes back to the AND.

4. Click on the BHAA’s Equal to operator.

5. Double click on the In List operator

6. Double click on the Type a new constant operand.

7. Type “BCBA,BHAA,BJAA” as the operand.  
NOTE:  No spaces after the comma.

8. Press <Enter> on the keyboard.

AND
Appointment Date   Equal to   4/1/97


MEPRS   In List   BCBA,BHAA,BJAA

9. [Run]
10. This will return all the of the ADS appointments on 4/1/97 for these 3 clinics.

H. The Matches Pattern Operator

INSTRUCTOR:  NOTE PROVIDER NAME FOR THIS EXERCISE

1. The Matches Pattern operator is used when the precise value is not know or the value shares the same properties.  Such as:  patients with the same last name.  The Matches Pattern operator supports two wild card characters that enable this type of search. Matches Pattern can only be used with text based objects.

a) % (percent sign) is the multiple character wildcard, meaning it represents one, twelve, fifty or no other characters. 

(1) Patient Name matches pattern B% would return all patients whose last names begin with the letter B (or the name was just “B”).

(2) Patient Name matches pattern %BROWN% would return all patients whose last name that begins with, ends in or contains the character string B-R-O-W-N. 

b) _ (underscore) is the single character wildcard, meaning that each underscore represents only one character.

(1)  Diagnosis Code matches pattern 401._ would return codes 401.0 through 401.9, but because only a single character wildcard was used, this statement would not return codes 401.01, 401.02 etc.  

c) Wild cards CAN ONLY be used with matches pattern or different from pattern operators.

d) Remember that operand searches are case sensitive and based on exact character strings.

2. Retrieve and display all providers with a last name that begins with the letter X.

3. Data…Edit     or      [Edit Data Provider].

4. From Class and Objects, drag the Primary Provider Name object to the Conditions.

5. Double click on the Matches Pattern Operator.

6. Double click on the Type a new constant Operand.

7. Type “X%” as the Operand.

8. Press <Enter> on the keyboard.

9. [Run]
AND
Appointment Date   Equal to   4/1/97

AND
MEPRS   In List   BCBA,BHAA,BJAA


Primary Provider Name   Matches Pattern   X%

10. This report will display all the ADS appointments on 4/1/97 for the BCBA, BHAA, and BJAA clinics whose providers last names start with a “X”.

I. Creating a Prompted Query
A Prompted Query allows the user to <Enter> the operand value for the condition when the query is run.  For example, when a user runs or refreshes a prompted query, a prompt will display similar to the following:  




Enter Begin Date:



Enter End Date:



Enter the MEPRS Code for the Clinic:

1. Prompts are displayed in alphabetical order.  If the text had been typed as “Enter Start Date” instead of  “Enter Begin Date”, then the alphabetical sort would prompt the user to enter the end date before entering the start date. 

2. The alphabetical sorting of prompts is case sensitive (prompts beginning in uppercase will display before ones in lowercase).  For example, if two prompts read “Enter provider name” and “Enter Provider SSN”, then the alphabetical sort would place the Provider SSN prompt before the provider name prompt.

3. Create prompts for the beginning date, ending date and the MEPRS.

4. Data…Edit     or      [Edit Data Provider].

5. Remove the Appointment Date and MEPRS conditions. To remove them, click and drag to Classes and Objects.

6. Drag the Appointment Date object from Classes and Objects to Conditions
7. Double click on the Between operator.

8. Double click on the Type a new prompt operand.

9. Type “Enter Begin Date” at the prompt.

10. Press <Enter> on the keyboard.

11. Click on the Select an Operand type.

12. Double click on the Type a new prompt operand.

13. Type “Enter End Date” at the prompt.

14. Press <Enter> on the keyboard.

15. Drag the MEPRS object from Classes and Objects to Conditions
16. Double click on the Equal to operator.

17. Double click on the Type a new prompt operand.

18. Type “Enter MEPRS” at the prompt.

19. Press <Enter> on the keyboard.

20. [Run]

21. When prompted for the Begin Date, type “4/1/97”.

22. When prompted for the End Date, type “4/2/97”.

23. When prompted for the MEPRS click on [Values] 

a) Remember, the query will search for the character string that you type in response to a prompt.  

b) Prompt responses have to be exact, i.e. case sensitive and correct spelling.  

c) You can rely on [Values] to supply you with a value to choose instead of directly typing in a string of characters.  Place your cursor in any field and click on [Values] for the corresponding list of values.  

d) [Refresh] can be used to refresh the list.

24. Click on “BHAA” from the list and click on [OK].

25. Click on [OK].

AND
PRIMARY PROVIDER NAME     Matches Pattern      B%

AND
Appointment Date  Between  Prompt (Enter Begin Date) and Prompt (Enter End Date)

MEPRS   Equal to    Prompt (Enter MEPRS)

26. This report will display the BHAA ADS appointments for the timeframe of 4/1-4/2 of the providers whose name starts with a B.

J. Using Predefined Conditions
The Universe designers pre-built some of the more common conditions for quick and easy application to ad hoc reports. 

1. Data…Edit     or      [Edit Data Provider].

2. Remove the Appointment Date object from Conditions. 
3. Click on the yellow funnel to display the available Predefined Conditions.

4. Click the plus sign next to the Conditions and Prompts class folder.  

5. INSTRUCTOR:  DISCUSS ALL of the following

a) Appointment Date Prompt
b) Clinic Prompt
c) Provider Prompt
d) Patient Prompt (Name/FMP/SSN)
e) Diagnosis Prompt
f) E&M Prompt
g) Procedure Prompt
h) Completed Records Only
i) Incomplete Records Only
j) Ignore Logically Deleted Records
k) Logically Deleted Records Only
l) CHCS Insurance Exists
m) Patient Age Groups
n) Sponsor Age Groups
6. Double click on or drag Appointment Date Prompt to Conditions
7. Double click on or drag Completed Records Only Prompt to Conditions

8. [Run]
9. When prompted for the Begin Date, type 4/1/97.

10. When prompted for the End Date, type 4/2/97.

11. When prompted for the MEPRS click on [Values] to see a list.

12. Click on “BHAA” from the list and [OK].

AND
PRIMARY PROVIDER NAME     Matches Pattern      B%

AND
Appointment Date Prompt


Completed Records Only Prompt

13. This report will display the BHAA ADS appointments for the timeframe of 4/1-4/2 of the primary providers whose name starts with a B.  BUT  for completed records ONLY!!

K. Simple Conditions
Allows you to select from a List of Values (LOV) to create a simple condition.  NOTE:  This function is limited.  Only certain Objects, when placed in the Query Results box, will enable the Simple Condition button.

1. Place or select an Object in the Query Results box.

2. Click [Simple Condition] to display the Object’s List of Values.  Click on the Value you want to use, or hold down the <Ctrl> to select more than one value.

3. [OK] and the Simple Condition will appear in the Conditions box.

4. Run the query.

L. Student Exercise #4: Identifying Objects, Operators and Operands 

M. Student Exercise #5:  Conditions

Section 7      Full Results and Structure View 

The data blocks we’ve been displaying (tables) may look like a MS Word table or a MS Excel spreadsheet, but BusinessObjects data blocks are unique.  To demonstrate this uniqueness, lets analyze the components of the data block.  

A. STUDENT ACTIVITY:  Create and run a new query:

MEPRS

Patient Name

Appointment Date

Appointment Date Range:  1 day of data

B. Click on the Appointment Date heading cell.  Notice the one cell you clicked on is the one cell that was selected.

C. Click on one Appointment Date data cell.  Notice that all of the Appointment Date data cells are selected.  

D. This behavior can best be explained if we look at this tables structure. 
View…Structure  or  [Structure] from the toolbar.  Notice for each data variable (MEPRS, Patient Name, and Appointment Date), there is only one heading cell and one data cell.  The data cell repeats as necessary to display all of the data retrieved in the query, but it is still considered one cell.  Notice, the Appointment Date data cell that you selected in the Full Results View is NOT selected here in the Structure View.

E.  Click on one Patient Name data cell. 

F. Click on [Full Results] on the toolbar.  Now note, the Patient Name data cell that you selected in the Structure View is selected here in the Full Results View.

G. Student Activity:

1. Click on a data cell to select just the data cell.

2. Click on a heading cell to select just the heading cell.

3. Move the mouse toward the top of a heading cell.  Notice how the indicator changes into a down arrow.  Click once while the down arrow is active to select the whole column—the heading cell and the data cell.

4. Click in the white area to de-select the cells.

5. Click in the Appointment Date data cell.  Hold down the CTRL key and click on the Patient Name data cell.  

6. Click in the white area to de-select the cells.

7. Click in the Appointment Date data cell.  Hold down the SHIFT key and click on the Patient Name data cell.  

8. Click in the white area to de-select the cells.

9. Select the whole Appointment Date column, but this time click and drag across to the Patient Name column.

10. Click in the white area to de-select the cells.

11. Move the mouse toward the left of the first data cell.  Notice how the indicator changes into a right arrow.  Click once while the right arrow is active to select the whole row.  

12. Click in the white area to de-select the cells.

13. Click in the Appointment Date heading cell and drag all the way to the Patient Name data cell.

14. Double click in the Appointment Date heading cell and type Appointment Date.

15. Double click in the Appointment Date data cell and type Monday.  Notice the repeating data cell repeats Monday down the entire column.

H. Understanding this table structure is important to understand the tables behavior when selecting various components of the table for formatting.  Based on what you’ve just seen, there are a few formatting limitations to be aware of.  You cannot change the format of only one “piece” of data because it is not a row independent of the rest of the data in the query.

I. INSTRUCTOR ACTIVITY

1. Rearrange columns—demonstrate good and bad stuff—replacing, data cells without heading cells.

2. Re-title a heading cell.

3. Re-title a data cell to demonstrate the repeating row concept.

Section 8      Masters and Breaks

In this section we will be working with a variety of ways to arrange your data to emphasize certain data or change the organization of the data to best meet your reporting needs.  We will be using Masters and Breaks to explore the different ways you can arrange your data. 

A. INSTRUCTOR ACTIVITY:  create and run a new query

MEPRS

Primary Provider Name

Encounter Count

Appointment Date range:  1 week of data
Duplicate the report twice—show them how—tell them why
Rename the tabs “Master” and “Break”

B. Creating a Master/Detail
The term “Master/Detail” refers to the structure of the report. Master/detail reports consist of sections, each containing a “Master” value. The rest of the data in the section, the Detail, provides information about the Master. Many things can be done with the Master/Detail report, it can have more than one Master and if necessary you can undo a Master that is already set. Creating a Master report allows repetitive data to be placed in a heading section and details associated with that particular heading in a block below. To create a Master/Detail in a existing report:

1. Click on the Master report tab.

2. Select the MEPRS data cell 

3. Format…Set as Master    or    [Set As Master]. 

4. Note the MEPRS data is removed from the table block into a MASTER data cell with the provider and count information DETAIL under each MEPRS.  Notice also the toolbar button icon symbolizes this format.

5. Click in the master cell and notice the section break that was created

6. Scroll down to view the other section break lines.  Click within another section to show the section break line title.

7. It is possible to apply more than one master to the report by choosing another data cell and setting another master.

a) Select the Primary Provider Name data cell 

b) Format…Set as Master    or    [Set As Master]. 

c) Edit… Undo Set as Master 
This can only be done right after the Master is set because BusinessObjects can only UNDO the last action taken.

8. Select the whole Primary Provider column to demonstrate that the Set as Master command and button are  not available when the whole column is selected, only when just the data cell is selected.

9. View…Structure  or  [Structure] to demonstrate the different structure.  

10. Highlight the Master cell.

11. View…Full results  or  [Full Results] and scroll down to show that all of the master cells are selected.

C. Insert Break
Another way to break up the data is to insert a break.  Breaks group similar data together into Sub-Blocks within the main Block.  You can break up tables so that related data is displayed in smaller blocks. 

1. Click on the Break report tab 

2. Select the MEPRS data cell.

3. Insert…Break   or    [Apply Break] 
Notice a smaller table is created for each MEPRS value. Notice also the toolbar button icon symbolizes this format.

4. Scroll down to view. By default, a “Break Header” appears at the top of each of the smaller tables. The Break Header contains the names of the variables in the original table. Also by default, a “Break Footer” appears below each column of data in each of the new tables.

5. It is possible to apply more than one Break to the report by choosing another data cell and inserting another Break.

a) Select the Primary Provider Name data cell 

b) Insert…Break   or    [Apply Break] 

6. To remove a break, 

a) Select the data cell with the break 

b) Click [Apply Break] to de-select the option.

7. Select the whole Primary Provider Name column to demonstrate that the Insert break command and button are  not available when the whole column is selected, only when just the data cell is selected.

8. Click on [Structure] on the toolbar to demonstrate the different structure.  

9. Note the footer cell and the “unbordered” empty cell (the break).

10. Highlight the data cell with the break.

11. View…Full results  or  [Full Results] and scroll down to show that all of the data cells are selected, even though they’re in “separate tables”. 

D. Break VS. Master Detail
We have seen both the Break and the Master/Detail Reports. Lets take a closer look at the differences and the way they effect your reports. As you’ve seen, a Master removes a data column and creates it as a  Master cell at the top of each block. This can be useful to create a title for each section or to shorten a long row of data and give more clarity. Also we’ve seen how a Break separates the data within the main block and creates a footer  row. The new row is part of the same block and  no separate sections are created. The two formats can also be used together to change the dynamics of your reports. In this section, we are going to create three Reports from a single Data Provider. We are going to create a Report with Breaks, a Master/Detail Report and a Report that uses both techniques. Then we are going to compare and contrast the Reports. (Note: You cannot place a Break or a Master on a   Measure object).

E. STUDENT ACTIVITY:  Create and run a new query

MEPRS

Clinic Name

Primary Provider Name

E&M Code

E&M Count

Appointment Date Range:  1 day of data

1. Duplicate the report four times, for a total of five Reports.

a) Speed…Duplicate Report

b) Repeat step to get a total of five reports

c) Label the first three reports: “Break”, “Master/Detail” and “Break-Master”.

(1) Speed…Rename Report

(2) Type “Break”. Click on [OK].

(3) Repeat steps to rename Report1(1) and Report1(2) as Master/Detail and Break-Master respectively.

2. Select the Break report tab 

a) Select the Primary Provider Name data cell

b) Insert…Break   or    [Apply Break] 

c) Note that the data is still all within the tables but now there is multiple tables. Each table consists of the information for one Primary Provider at a time, while still providing the data that applies to each provider.

d) A Master/Detail report is unlike a Break, that is it doesn’t leave all the data in  one table, it breaks the report into sections. To create a Master/Detail report with the Master/Detail report tab:

3. Select the Master/Detail report tab

a) Select the Primary Provider Name data cell

b) Format…Set as Master    or    [Set As Master]. 

c) You now have a report with separate sections containing master cells with the Primary Provider Name. Within the sections there are detail data blocks with the MEPRS, Clinic Name, E&M Code, and the E&M Count. 

4. Select the Break-Master report tab

a) Select the MEPRS data cell

b) Format…Set as Master    or    [Set As Master]. 

c) Select the Primary Provider Name data cell

d) Insert…Break   or    [Apply Break] 

e) You have a report that has more flexibility and is broken down enabling you to focus on specific details with ease. This process works best when you have a report that is quite large and cumbersome. It allows you to align the data in the most advantageous format to meet the needs of your facility.

5. Click back through the first three reports to contrast the difference in format.

Section 9      Calculations, Sorts, and Alerters 

These are tools that you will utilize once you have gathered the data and are  needing to manipulate and accentuate the pertinent information.

A. STUDENT ACTIVITY:  Calculations
1. Rename the Report 1 (3) tab “Calculations”

2. Click on the E&M Count data cell 

3. Insert…Calculations    or     [Insert Calculations]
a) Sum - adds the selected numeric values 

b) Count - counts the number of occurrences among all of the selected text or numeric values in the selection 

c) Average - averages the selected numeric values

d) Minimum - returns the minimum text or numeric value in the selection

e) Maximum - shows the maximum text or numeric value in the selection

f) Percentage - returns the percentage of the numeric values in the selection

4. Select Sum and click on [OK].  Click on the white background.

5. Scroll down to the end of the table and notice that a cell has been added to the end of the table to display the calculation. 

6. To remove a calculation, 

a) Click on the data cell with the applied Calculation

b) Insert…Calculation    or     [Insert Calculations]
c) Click on the checkmark that you want to remove and click on [OK]. Click on the white background.

7. If you want to calculate individual elements in the report—like a sum for each MEPRS or each provider, you have to apply a break or a master to your table and then insert a calculation.  The calculation will be based to the context of the report.

a) Calculations and Breaks

(1) Select the MEPRS data cell 

(2) Insert…Break   or    [Apply Break].

(3) Select the E&M Count data cell

(4) Insert…Calculation    or     [Insert Calculations]
(5) Check Sum  and click on [OK]
(6) Scroll down and see that the sum is at the end of each group and at the bottom of the block is a grand total

(7) Click in the E&M Count data cell again

(8) Insert…Calculation    or     [Insert Calculations]
(9) De-select Sum
(10) Select  Percentage and click on [OK]
(11) Note how BusinessObjects adds another column to hold the Calculation

(12) Edit…Undo “last action” or [Undo] to remove the percent column.

(13) Remove the break on the MEPRS data cell.

b) Calculations and Masters

(1) Select MEPR and set as master

(2) Scroll down and see that the sum is at the end of each group, but there is not a grand total at the bottom because of the section breaks.

B. Applying Sorts
You can apply sorts to your data, character and numeric. The Sort option allows you to put your data in either ascending or descending order. This can be accomplished from either your toolbar or the drop down menu.

1. Click on the Primary Provider Name data cell

2. Insert…Sort or  [Apply Ascending Sort] or  [Apply Descending Sort] 

3. Now try it with the E&M Code column.

4. Format…Sorts will allow you to add or remove sorts or simply change the sort order or priority order of already applied sorts.

C. Inserting Alerters
An Alerter is the feature that allows the user to apply specified formats to cells containing values designated by the user. The format is  applied if the data in the cells falls within a given range of values or satisfies condition that the user sets. We will walk through using an Alerter together so you can best see the various applications for this function. 

1. We are going to emphasize the Nurse/Tech Code 99211 on our table. The condition that we will specify is “When the E&M Code is 99211 then change the cell content to a BOLD, RED font.  To apply this Alerter to your report:

2. Rename the Report 1(4) tab to “Alerters”

3. Click on the E&M Code data cell

4. Format…Alerters   or    [Alerters] 

5. Click on [Add] 

6. Name your Alerter in the Name Box, for example “Tech Code”. 

7. Press <Tab>

8. Enter a brief description of the purpose for the Alerter in the Description Box

9. Select the Condition tab

10. In the Variable to Compare box, enter the field that you want the Alerter to look at. (The screen should default to the field name of the cell you selected on your table or you could choose another from the picklist.) 

11. Click on the Operator 1 picklist. 

12. Select the Operator that will help create the condition you are looking for. Example,  “when the E&M Code is equal to”, would use the “=” Operator
(Note: when you select Operator 1, another box appears below, allowing for yet another stipulation for the condition) 
13. Value 1 box appears, click on the picklist. The drop down menu gives you Variables and List of Values
14. Select List of Values. You will see a list of the Values for the Field Name that you picked from above. Example, List of Values brings us the list of the E&M Codes.  Note, do not type in variable, it must be selected from the values list.

15. Select 99211, Click [OK]
(Note: now you have the Operator 2 box, which allows you to incorporate another condition to your Alerter).  Now that we have selected our Value that we want to stand out or to have a designated format, we must now select the format or results that we would like

16. Click on the picklist by the Results Box.

17. We can choose the format or cell content that fits our needs. Our options are:

a) Format which allows us to change the cell contents format, or 

b) Text which allows us to enter text that will replace the cell content when our conditional value appears

18. Select Format, then specify the format for this exercise.  This format box works the same as most Microsoft applications:

a) Font Style: - BOLD and 

b) Click on the color box and select RED. 
c) Click [OK]
19. Back at the Edit Alerter Dialog Box, if you are satisfied with the condition(s) you have set, Click [OK]
20. At the Alerters Box you will see your Alerter Name in the Box and checked. Click [OK]
21. Scroll down to verify  that when your conditions (E&M Code = 99211) were met that the cell content was changed to the format that you specified (Bold and red).

D. STUDENT EXCERCISE #6:  Calculations and Sorts

E. Student Exercise #7:  Alerters

Section 10      Filters and Ranking

A. Filters
You may decide that you do not want to view all the data in a report. You may want to focus on a selection of it only, which is difficult to do if there is a lot of data on the screen.  A filter enables you to view only the data you need, by hiding the data you do not want. The hidden data is not deleted from the report - you can view it again whenever you like.

B. STUDENT ACTIVITY:  Create and run a new query

Patient Name

Primary Provider Name

Diagnosis Code

Diagnosis Count

Appointment Date Range:  3 days of data

Limit query to one MEPRS (choose one with multiple providers)
Duplicate the report twice and rename the reports “Filters” and “Ranking”

1. To apply a filter:

a) Select the data cell you want to filter. (Primary Provider Name)

b) Insert…Filter     or   [Apply Filter]
c) The Apply a Filter on <Variable Name> dialog box appears.  It shows the available values for selection.

d) Hold the  <Ctrl> or <Shift> key down and click values you want to be displayed in the report (the unselected values will be filtered out, or not displayed).  (Choose one or two providers).

e) NOTE:  You can select the Select All Values option which will select everything, and then you can hold down <Ctrl> and click on a value one by one to de-select certain values.  

f) Click [OK]

g) Format…Filters
(1) The Filters dialog box appears 

(2) Click [Add] and the Variable(s) to Filter dialog box displays.

(3) Click the variable(s) you want to filter. (Diagnosis Code)

(4) Click [OK]

(5) The values for the selected variable(s) are displayed on the right.  Select the values you want to have displayed on the report.  (Select all but a few).

(6) Click [OK]

2. To remove a filter:

a) Click inside the data cell with the applied filter (Primary Provider Name) and click to de-select [Apply Filter] 
OR
b) Format…Filters….[Remove]…[OK]
C. Ranking
You may decide that you want to filter the data in a report, but you are interested only in the extreme ranges of the data. For example, you may want to determine the top ten diagnoses.  Ranking enables you to look at the largest numbers and the smallest numbers in a report. Like filtering, it hides the data you do not want. The hidden data is not deleted from the report - you can view it again whenever you like by removing the ranking.  Ranking also sorts the data in descending order. Thus, the largest value of the ranking is always at the top of the ranked column and the smallest value at the bottom.

1. Select the “Ranking” tab.

2. To Apply Ranking:

a) Click on the data column you want to rank. (Primary Provider Name)

b) Insert… Ranking    or    [Apply Ranking] 

(1) Top: Click the Top check box to select the largest n values for display. Use the up/down arrows or type directly to set the value of n.

(2) Bottom:  Click the Bottom check box to select the smallest n values for display. Use the up/down arrows or type directly to set the value of n.

(3) Based On:  Select the column from the pop-up list, based on the available measure objects in the report. A selection must be made to activate the [OK] and [Apply] buttons.

(4) In percentage of total number of values:  Select this check box to interpret the numbers in the Dialog Box as percentages from 1 to 100. A percent sign (%) appears at Top and Bottom values to indicate percentages. The values in the Dialog Box will be restricted to this range, with existing numbers truncated if necessary. 

c) Click the ranking values you want to use in your report. (Top three Providers based on Diagnosis Count)

d) Click [OK] and discuss the document

3. To remove a ranking:
Highlight the ranked data cell and click the depressed [Apply Ranking] 

4. Ranking will not work if a filter or a sort is in your report when you try ranking.  When you try to rank your values, a message appears saying “Overwrite?’.  Clicking the yes button will remove any filters or sorts.  Clicking no will return you to your report.

5. Display Primary Provider Name, Diagnosis Code and Diagnosis Count
6. Set Primary Provider Name as a master

7. Apply ranking (top 3) to the Diagnosis Code.

8. Note:  There is no tie breaking mechanism so there may be more than three codes displayed if more than three have one of the top three counts.

D. STUDENT EXERCISE #7-A:  Apply Filters/Apply Ranking

Section 11      Slice and Dice

STUDENT ACTIVITY:  Create and run a new query 

MEPRS

Appointment Date

Patient Name

E&M Code

E&M Count

Appointment Date Range:  3 days of data



Set master on MEPRS


Insert break on Appointment Date


Sort Patient Name Z to A


Sum E&M Count
A. Slice and Dice mode enables a User to manipulate the display of the data in the microcube.  We have worked with manipulating the display by setting masters, setting breaks, applying sorts, etc., and the Slice and Dice panel will allow us to do this all at the same time.  

B. Analysis…Slice and Dice    or    [Slice and Dice]

1. Note available variables:  data provider/microcube

2. Section:  Shows the variable which was set as Master.

a) Remove MEPRS from report

b) Set Patient Name as master

c) [Apply]
d) Exit and explain

e) Analysis…Slice and Dice    or    [Slice and Dice]
f) Move Patient Name master back into block structure

3. Block structure: displays the variables we have chosen to display

a) Rearrange
Change the order of E&M code column and E&M Count column.

(1) [Apply]
(2) Exit and explain

(3) Analysis…Slice and Dice    or    [Slice and Dice]
b) Adding and Deleting

(1) Remove E&M Code and add MEPRS
(2) [Apply]
(3) Exit and explain

(4) Analysis…Slice and Dice    or    [Slice and Dice]
c) [Break] 

(1) Remove [Break] from Appointment Date
(2) [Apply]
(3) Exit and explain

(4) Analysis…Slice and Dice    or    [Slice and Dice]
(5) Replace  [Break] on Appointment Date
d) [Sort]:  Apply ascending sort on Patient Name
e) [Calculation] 

(1) Remove [Calculation] on E&M Count
(2) [Apply]
(3) Exit and mention sort change and calculation change

(4) Analysis…Slice and Dice    or    [Slice and Dice]
f) [Filter] 
Apply a filter to MEPRS to display only three MEPRS codes.

g) [Ranking]
Apply a ranking to display the top three MEPRS by encounter count.

h) Demonstrate the functionality of the rest of the buttons

(1) [Show/Hide Available Variables]

(2) [Show/Hide Section]

(3) [Show/Hide Status Bar]

(4) [Reset]—removes all formatting

(5) Three radio buttons to display dimensions, measures, both

C. STUDENT EXERCISES

1. #8:  Slicing and Dicing Data

2. #9: Slice and Dice 

3. #10: Adding Variables to the Microcube  NOTE: keep this exercise for use in Section 11.

Section 12      Formatting

Finish slice and dice with the SYNTAX error column displayed, and now you have to delete the column.

A. Deleting report components

1. Select the SYNTAX column 

2. Edit…Delete 

B. Inserting components

1. Data…Edit or [Edit Data Provider]
a) Add Patient’s Address Line 1 and City objects.  

b) [Run]
c) Analysis…Slice and Dice  or [Slice and Dice]
d) Add columns to the data block: Patient Name, Address, City
e) [Apply] and close

2. Insert row

a) Select a row (data row or heading row)
b) Insert…Row or [Insert Row Above] or [Insert Row Below]

c) Select either; Insert a Row Above the Selection or Insert a Row Below the Selection. 

d) Click on [OK]
e) Click on the City data cell and drag it into the empty cell under the Address data cell.

f) Select the empty column and delete it (Edit…Delete Columns)

3. Insert Column

a) Select a column (heading AND data cell)

b) Insert…Column 

c) Select either; Insert a Column to the Left of the Selection or Insert a Column to the Right of the Selection. 

d) Click on [OK]
4. Insert cell

a) Click on a data cell

b) Insert…Cell or [Insert Cell After] or [Insert Cell Before]
c) Select either; Insert a Cell to the Left of the Selection or Insert a Cell to the Right of the Selection. 

d) Click on [OK]
e) Mention insertion of a data cell with no heading cell or heading cell with no data cell depending on which was selected.

5. STUDENT EXERCISE #11:  Alerters - Advanced

Section 13      Crosstabs

STUDENT ACTIVITY:
Create and run a new query

APPOINTMENT DATE 

PRIMARY PROVIDER NAME 


ENCOUNTER COUNT

Appointment Date range: 3 days of data

Duplicate the report four times and rename 1, 2, 3, 4

A. We’ve been using data displayed in tables, now were going to talk about displaying data in a different format:  a crosstab.  Remember, a crosstab displays data in columns and rows with corresponding data at the intersection of the columns and rows.  The data at the intersection of the columns and rows has to have meaning for the two variables.  The only objects in ADS that will have meaning with two different variables and, thus fit in a crosstab, are measure objects.  For all crosstabs with ADS data, you will have to select two related dimension objects and one measure object that is related to the two dimensions.

B. Tab 1:  Inserting a Crosstab
The New Crosstab Wizard guides User through creating a Crosstab. Activate the Wizard:  

1. Insert…Crosstab or  [Insert Crosstab] 

2. Notice cursor shape changes to a cross hair.

3. Click and drag out a target area on the Report workspace  (Size of target area is not important as BusinessObjects will resize the area based on the data selected)

4. The wizard prompts to choose a data source:
Data can come from three different sources 

a) Use existing data from the document (microcube from the open document)

b) Build a new query on the universe currently in use 

c) Access new data in a different way (An entirely new type of Data Provider, i.e., personal data file)

5. Choose Use existing data…and click on [Begin]
6. User is prompted to select the variables to be displayed in the crosstab.

7. <CTRL> click on Primary Provider Name, Appointment Date and Encounter Count
8. Click on [Next]
9. Arranging the Crosstab

a) Drag and drop the Primary Provider Name variable into the Columns folder.  This means the Primary Provider Name variable will be displayed down the column (along the left hand side of the crosstab).

b) Drag and drop the Appointment Date variable into the Rows folder.  This means the Appointment Date variable will be displayed across the row (across the top of the crosstab).

c) Click on [Finish]
10. A crosstab displays with the Primary Provider Name variable in the column and the Appointment Date variable in the row.  The measure object returns a count of encounters at the intersection of each primary provider and appointment date.

C. Tab 2:  Using different variables than those in present microcube.

1. Lets do a second crosstab with different variables:  MEPRS and ADS Appointment Status. Note:  to be added to the microcube
2. Insert…Crosstab or  [Insert Crosstab] 

3. Cursor shape changes to a cross hair

4. Click and drag out a target area on the Report workspace below the other crosstab.

5. The wizard

a) The existing microcube does not have the objects we want for this crosstab (MEPRS and Appointment Status), but we can send a new query to the database to retrieve the necessary data.  

b) Choose Build a new query on the universe currently in use.

c) Click on [Finish]
6. The Query Panel displays, add the following variables:

MEPRS 

ADS Appointment Status 

Appointment Status Count 

(IN THAT ORDER) and 

Appointment date range:  1 day of data.

7. A crosstab displays with the MEPRS variable down the column (because that was the first variable selected) and  the ADS Appointment Status variable across the row (second variable selected).  The count variable is at the intersection of each MEPRS and ADS Appointment Status (the body), and it is calculating the number of each Appointment Status for each MEPRS.

D. Crosstab Structure

1. View…Structure or [Structure].  
The structure of our original table is on the left, and the structure of our crosstab is on the right.

2. Notice the crosstab structure has only three cells, and they are all data cells which repeat as necessary to display all the data returned in the query.

3. The default crosstab display does not have a variable heading cell or a row heading cell like the table.  Remember a variable heading would read “MEPRS” not “BCBA”.  Notice the heading cell in the table reads “=Name of <Variable>”.  All cells in the crosstab read “=<Variable>”.   

4. View…Full Results or [Full Results]
5. Click on a MEPRS code and notice all MEPRS codes are selected (they’re all in one repeating data cell).

6. Click on an ADS Appointment Status and notice all of the ADS Appointment Status cells are selected (they’re all in one repeating data cell).

7. Click on a count and notice all the counts are selected (they’re all in one repeating data cell).

E. Crosstab Format

1. Select one of the crosstabs data cells

2. Format…Crosstab or click on crosstab border rope to access right SpeedMenu, Select Format Crosstab…
a) General
(1) Page break behavior can be set by making choices in this screen.

(2) Show Variable Header:  Select this option and click [OK] to demonstrate how variable headers can be placed in a crosstab, just as they are in a table.

(3) You will be warned that choosing this option will “undo” any formatting applied to the crosstab.  Click on [Yes].

(4) The variable headers are inserted in white cells into the crosstab.

(5) View…Structure or [View Structure] to demonstrate similarity in variable headers between the table and the crosstab now.

(6) View…Full Results or [View Results]
(7) Select one of the crosstab’s data cells

(8) Format….Crosstab
b) Pivot
(1) This screen allows for the axis of the crosstab to be changed.

(2) To change the axis of the crosstab, or rather to have the ADS Appointment Status variables down the column and the MEPRS variables across the row,

(a) Drag the ADS Appointment Status variable to the Columns folder.

(b) Drag the MEPRS variable to the Rows folder.

(c) Click on [OK].

(d) Click on the crosstab and Format…Crosstab
c) Border—DEFER TO FORMAT SECTION

d) Shading—DEFER TO FORMAT SECTION

e) Appearance
You can set the location of the crosstab in relation to other report elements by making changes in this screen.

f) Click on [OK].

F. Crosstabs and Calculations 

1. Select body

2. Insert…Calculation or [Calculations]
3. Choose Sum
4. Note a column and a row are added to the crosstab to display the calculation of both axis.

G. Tab 3:  Crosstabs and Masters

1. Go to Slice & Dice panel to add MEPRS to the Master section.

2. [Apply] and close

3. Insert crosstab to the right of the table—DO NOT DRAG BEYOND THE SECTION.

4. Choose Use existing data from the document, [Begin]

5. Choose Primary Provider Name, Appointment Date and Encounter Count, [Next]

6. Make sure the Primary Provider Name is the column and the Appointment Date is the row

7. [Finish]
8. Scroll down to demonstrate the different sections

9. Analysis…Slice and Dice    or    [Slice and Dice]
10. Remove MEPRS as a master 

11. [Apply] and  Exit
H. Tab 4:  Crosstabs and Slice and Dice
1. Insert crosstab to the right of the table

2. Choose Use existing data from the document, [Begin]
3. Choose Primary Provider Name, Appointment Date and Encounter Count, [Next]

4. Make sure Primary Provider Name is column and Appointment Date is row

5. [Finish]
6. Analysis…Slice and Dice    or    [Slice and Dice]
a) Select Crosstab1 tab

b) Pivot the axis

c) [Apply]
d) Exit and explain

e) Analysis…Slice and Dice    or    [Slice and Dice]
f) Remove crosstab (make it a table)

g) [Apply]
h) Exit and explain

7. Student Exercise #12: Crosstabs

Section 14      Charts

A. The third option available to display your data is a Chart Block.  Charts provide a graphical representation of your data and are a favorite with users.  One very important thing to remember is that charts require at least one measure object.

STUDENT ACTIVITY:  Create and run a new query

MEPRS

Appointment date

Patient count

Appointment  Date range:  1 to 3 days 

B. Activate the Wizard.

1. Insert…Chart    or    [Insert Chart] 
2. Notice cursor shape changes to crosshair.

3. Click and drag out the target area in the report.   Remember, when you were creating a Crosstab, there was no problem with the size.  Inserting a chart does require more thought in the size created to hold the chart.

4. Select Use existing data from the document, [Begin]
5. <Ctrl> click on the Variables of MEPRS and Patient Count and click on [Next]
6. Chart AutoFormat appears with the chart types available:

a) 3-D Area

b) 3-D Column

c) 3-D Line

d) 3-D Pie

e) Area

f) Line

g) Pie

h) Column

i) XY(Scatter)

7. Choose the 3-D Pie with the %.  [Finish]
8. Resizing your chart takes practice.  

a) Click on the chart background once and then on the selected border so that a control handle appears.

b) Move your mouse over a control handle until the cursor changes

c) Click and drag to the right or left until the box around the graph is the appropriate size.

d) To ensure that no overlap occurs, switch to the Structure View to see the correct size of the blocks being moved.

e) Switch to Full Results view

9. Select the chart.  Formatting can be applied to your chart by Format…Chart 

a) General - On this tab you can control the way the chart behaves horizontally and vertically.  Such as Start on a New Page, or Repeat on New Page.

b) Pivot - On this tab you can pivot the data by moving the variables from one axis to another.

c) Border - On this tab you can apply custom or automatic borders to your charts.

d) Shading - On this tab you can apply fill or background shading to your chart.

e) Appearance - On this tab you can move the chart.

f) Click on [OK]
10. Click on the chart background.

11. Format…Edit Chart   or   Speed…Edit Chart
a) Chart - On this tab you can change the chart type and click on <3-D View> you can rotate or elevate your chart.

b) Series - On this tab you can create and edit your data.

c) Pivot - Pivot On this tab you can pivot the data by moving the variables from one axis to another.

d) Click on [OK]
12. Click on the chart background.

13. Format…AutoFormat or Speed… AutoFormat allows you to change your chart style.  Click on [Cancel]
14. Format…3-D View allows you to rotate or elevate your chart.  Click on Cancel

15. SHOW THEM THE OPTION:   Format…Turn to Table allows you to change your chart into a table.  BUT DO NOT SELECT IT
16. Format…Apply Template  allows you to go to the preset templates or your own saved template and apply it to a chart.

17. Insert…Title will insert a cell for a title to be typed in.

18. Insert…Legend inserts a legend into your chart.

19. You can also click on the data labels then right-click and Format Data Labels… or Format, Data Labels… and you can then change the Number Category, apply Alignment changes to the text, or apply Font changes as to size, and color

C. Student Exercise #13:  Creating Charts

D. Student Exercise #14:  Formatting Charts

Section 15      Formatting Cells

A. STUDENT ACTIVITY:  Create and run a new query

MEPRS

Appointment Date

Diagnosis Code

Diagnosis Code Description

Diagnosis Count

Appointment Date Range:  1 day of data

B. In order to apply formatting to a cell, column, row, or block it is first necessary to select the area.  By selecting the cell, for example, we are then telling BusinessObjects what screen part(s) we want to change.  

1. Select the Diagnosis Count data cell 

2. Format…Cell    or    Speed…Format Cell
3. Number:  Choose from a comprehensive list of predefined number formats. Choices include setting the number of digits, formatting numbers as currency, percentages, etc.

a) Click on the Category, then click on your choice in the Format box.

b) Click on [Apply] then [OK].

4. Alignment
a) Click on appropriate Horizontal or Vertical choice.

b) The choice is also available to Wrap Text  in the cell.

c) Click on [Apply] then [OK].

5. Font 

a) Make desired changes to Font, Font Style, Size, Effect, or Color.

b) Click on [Apply] then [OK].

6. Borders
a) Click on the Style of border desired, change the Color,  if you like.

b) Click on [Apply] then [OK].

7. Shading 

a) Click on the Fill, Adjust Foreground and Background colors.

b) Click on [Apply] then [OK].

C. Student Exercise #15:  Formatting Cells

Section 16      Formatting Breaks

Once a break has been applied to an area, there are a number of ways to customize the appearance of the cells or blocks.  For example, you may not want the header information to repeat after each break, or you may want to hide the data and only show the header and summary information.  Each break can also print on a separate page.  To format breaks follow these steps.  

A. STUDENT ACTIVITY:  Create and run a new query

MEPRS

Primary Provider Name

ADS Appointment Status

Appointment Status Count

Appointment Date Range:  1 day of data 

B. Break Definitions

1. Set MEPRS as master 

2. Insert break on Primary Provider Name
3. Sum the Appointment Status Count 

4. Duplicate the report, naming reports 1, 2, 3, 4 and 5

C. Tab 1:  Break Header    
1. Format…Breaks or Speed…Edit Breaks
2. Click on Primary Provider Name data cell.

3. This option is selected by default which is why there is a heading cell for each primary provider sub block.

4. De-select the option and click on OK.

5. Notice the heading cell is removed. 

6. To replace the heading cell, you would have to go to Slice and Dice and click on [Reset] (which would reset ALL formatting) or you can type a constant or the heading formula =NameOf(<Variable>) back in.

D. Tab 2:  Break Footers    
1. Format…Breaks or Speed…Edit Breaks 
2. This option is selected by default which is why there is a footer cell for each primary provider sub block.

3. De-select the option and click on OK.

4. Notice the footer cell is removed.

E. Tab 3: Remove Duplicates
1. Format…Breaks or Speed…Edit Breaks 
2. This option is selected by default which is why the Primary Provider Name is only displayed once in each sub block.

3. De-select the option and click on OK.

4. Notice the Primary Provider Name is duplicated. 

F. Tab 4: Fold and Value-Based Break
1. Format…Breaks or Speed…Edit Breaks 
2. This option will collapse the data cell and only display the heading and footer cells.  For large sub blocks, collapsing the data cells may allow for a summary type report if summary data were inserted into the footer cells.  

3. Select the option and click on OK.

4. Notice only the header and footer are displayed for each sub block. 

5. Select Format -> Breaks.

6. De-select the Fold option and click on OK.

7. Select the Primary Provider Namedata cell.

8. Remove the break.

9. Format…Breaks or Speed…Edit Breaks
10. This option will allow you to break on a certain value or values instead of breaking on each value in the data cell.

11. Select the Value-Based Break option which activates [Values].
12. Click on [Values]. The Value-Based Break Dialog Box displays the values of the current variable (Primary Provider Name).

13. Select one or more value (<SHIFT> click or <CTRL> click) and click on [OK].

G. Tab 5:  Breaks and Pages
1. Format…Breaks    or     Speed…Edit Breaks
2. You can 

a) Add…  additional breaks, 

b) Remove…  currently applied breaks, or  

c) Edit… currently applied breaks.

3. You may also select any of the following:

a) Avoid Page Breaks - keeps the header and footer as well as the data in a block on the same page.  This option is not valid when a block extends over more than one page, because the block will not fit.

b) Start a New Page - will display each new block on a new page.

c) Repeat the Header on the New Page - will repeat the break header on each page when a block extends over more than one page.

d) Repeat the Duplicate on the New Page - will repeat the current value on each new page.

4. Check the appropriate boxes, then [Apply], then [OK].




NOTE:  Do not close document, use for next section

Section 17      Page Layout

Reports can be formatted to contain headers and footers.  This is where a repetitive title, date/time of report generation, page numbers, etc., can be displayed. In this mode you can insert cells into the header or the footer and <Enter> text or formulas into them.  You can also insert pictures, such as a logo.  

A. View…Page Layout  

B. View…Structure or [Structure]  

C. Change your zoom to 90%

D. Margins

1. Move your mouse pointer over the dotted line—it will turn into a 2-way arrow.  

2. Click, hold and drag to the desired location. 

E. Header

1. In every report, a report title cell is automatically inserted in the body with the name Free Form Report.  

2. This cell can be double-clicked and a title can be typed in, or, it can be single-clicked (to select) and the text cleared by using the <Delete>. 

3. To delete the cell you must use Edit…Delete or Speed…Delete.  

4. You can also select on it, in the Structure view, and click and drag this title cell into the header area.  

5. You can also insert a cell or multiple cells into the Header and Enter titles that will be repeated on each page of the report.

6. You can also insert an object such as a logo into the header.  For example, your MTF symbol or the TMSSC logo.  

F. Body

1. Click on the block background once

2. Click on the selected border to put it into move/resize mode

3. Move mouse over the selected border until the cursor changes into a four-way arrow.

4. Click and drag to reposition the block

G. Footer

1. In the Footer the cell is already formatted to print page numbers.  

2. If you do not want your page numbers to print in the center of the page, you may click on the cell to select it, and then with your pointer, click and drag it to the right-hand side or the left-hand side of the page.

H. View…Full Results    or   [Full Results]
I. Formatting Page(s) to Print
Once a document is formatted the way you want it to look, the next step is to either distribute it or print it.  To print efficiently, it is recommended that you always use the Print Preview first.  This will give you an overall view of your document with the margin settings, applied masters, breaks, headers and footers, etc.

1. File…Print Preview
Your report is displayed.  You can choose either one or two pages to be viewed by clicking on the appropriate button.

2. If you discover something that needs correcting, you can click on [Close] and return to your document.  One thing to keep in mind when printing to a black and white printer is that BusinessObjects defaults to a format of dark blue and light yellow for cells and columns.  If this is not changed before printing, it will print in various shades of black and gray.  You may want to apply formatting changes before final printing. 

3. Click on [Print]… if your document is ready

4. The Print  screen gives you the options of printing individual pages or a group of pages, printing multiple copies, sending your print job to a different printer, or you can click on Properties and go to the Printer Document Properties dialog box.  The current print setup will be one printer on a serial port dedicated to one of the BusinessObjects workstations.  Any network printer options will depend upon the site.

5. On this screen you can adjust your Page Setup by clicking on the Paper Size pick-list button, change your document orientation from Portrait to Landscape, or change to Duplex Printing.

6. The Advanced tab displays all of your selections up to this point.  You can click on any of the items listed and their parameters will be displayed.  You then will have the option of changing any of them without stepping back through the previous screens and making the individual changes.

7. Click [OK].

Section 18      Saving Documents

A. There are different ways to save documents.  When saving a document for the first time, you will automatically get the Save As dialog box, even when just selecting Save.  The steps to save are:

B. File…Save or Save As    or    [Save] 

C. You will default to UserDocs folder or navigate to a folder of choice

D. Type a name for the file in the File Name field.

E. Click [OK].

F. To save a document in a format other than as a .rep (default BusinessObjects extension) you must:

1. Click on the pick-list button on the Save As type: field.

2. Select a type, such as RTF or TXT.

3. Click on [Save].

G. PURGE PURGE PURGE first if you are sharing a report with folks who don’t need to see your Privacy Act protected data.

H. Student Exercise #16:  Formatting Breaks, Header/Footer, Purging & Saving

Section 19      Data Drilling

What drill down means to data analysis:
Scenario:  The commander wants to know the breakdown of ADS Appointment Status throughout the facility.  You would run a report with DMIS ID, ADS Appointment Status and Appointment Status Count objects.  The commander says, Great!, now let me see it broken down by clinics.  You go build another report with MEPRS and ADS Appointment Status and Appointment Status Count objects.  The commander says, Great!, now let me see it broken down by providers within each clinic.  You go build another report with Primary Provider and ADS Appointment Status and Appointment Status Count objects.  Then he says—which patients had which Appointment Status?.  You build yet another report.  The BusinessObjects tool, Drill Down, would allow you to fulfill the commanders last three requests without building four separate queries.  

A. INSTRUCTOR ACTIVITY:  Create and run a new query

DMIS ID 

ADS Appointment Status 


Appointment Status Count 

Appointment Date Range:  1 week of data.

1. Analysis…Drill or [Drill]
Please note that BusinessObjects automatically duplicated your original report and provided you with a Data Drilling report.  Your original report will be unchanged.

2. Right click on the DMIS ID data cell and choose Explore By…More
3. There are no variables to select, so click on [Edit].

4. Select the MEPRS object and click on [OK]
5. The query prompts display because we are going to retrieve additional data—the MEPRS codes.  Click on [OK] and data is analyzed and retrieved.

6. The MEPRS object is displayed--highlight it and click on [OK].  

7. Notice the DMIS ID is moved to a master cell and the detail (MEPRS) is the first column of the table.

B. STUDENT ACTIVITY:  Data Drilling
Data Drill on MEPRS to Primary Provider Name
Data Drill on Primary Provider Name to Patient Name
Shuffle the data by choosing different things on the MEPRS and Primary Provider master cell picklists
Show Slice and Dice to demonstrate how new variables were added to the microcube.

C. ADS Master Universe Hierarchy

STUDENT ACTIVITY:  Open a New Document
1. Place the Patient Name object in Query Results 

2. Click on the picklist next to the Scope of Analysis area and choose Three Levels Down
3. BusinessObjects will allow universe designers to pre-build a hierarchy.  The steps we just went through included our choosing which dimension to drill down to—we went from facility to clinic to provider to patient.  The default hierarchy for the ADS Master Universe is simply the order of the objects within the classes.  You can drill down based on this default hierarchy.  

4. Notice, according to the order of the objects in the Patient class, three levels down from Patient Name includes the three objects listed after the Patient Name object:

a) FMP
b) Sponsor SSN
c) Patient SSN
5. Running this report, as is, will retrieve all four data elements (Patient Name, FMP, Sponsor SSN and Patient SSN) even though only the Patient Name object will be displayed.

6. Place Clinic Name in Query Results.  Three Levels Down is still chosen, and three levels down from Clinic Name includes the three objects listed after the Clinic Name object:

a) MEPRS
b) DMIS ID
c) MEPR/DMIS ID/Clinic name
7. Add the following objects to Query Results:

Appointment Date

Diagnosis Code
8. Add an Appointment Date range prompt with 3 days of data.

9. Make sure the Scope of Analysis is set to Three Levels Down 

10. [Run]
11. Analysis…Drill or [Drill]
12. Place cursor over the Patient Name data cell and the word FMP appears—ready for direct drill down since we chose Three Levels Down in the query panel

13. Double click or Speed…Drill Down
14. Patient Name shifts to a master with the FMP as the detail.

15. Placing the magnifying glass cursor over each column will show the user what option is available for the next drill down.  For example, placing the magnifying glass cursor over the Diagnosis Code shows that the Diagnosis Description is the next drill down option.

D. Drill Up mode

1. Drilling Up is the reverse of Drilling Down. We will use the same example to reverse our drilling mode.

2. Place the Magnifying Glass Cursor over the FMP column.

3. Speed…Drill Up
The Patient Name moves from the master cell back into the table in place of the FMP column.

E. Drill down and Drill Up can be carried out to the limit depending on:

1. Which level of analysis you choose for Scope of Analysis in the Query Panel if you are relying on the default hierarchy.

2. How many layers deep the Universe designers mapped data if you are relying on customizing a hierarchy.

F. Student Exercise #17:   Data Drilling
Section 20      Formulas

A. Formulas are used to represent the values of the objects in the Query Results. They are also used to manipulate these values, by performing some operation on them, such as mathematical, string and date operations. The Formula Bar is used to view and manipulate formulas. Listed below is a description of its functionality.

B. Entering text as a formula

STUDENT ACTIVITY:  Create and run a new query 

MEPRS

Patient Name 

Appointment Date 

Create a prompt for the user to “Enter Begin Date” and 
“Enter End Date”. (Do not use a predefined prompt). 

Appointment Date Range:  3 days of data

1. Insert a free formed cell in the free space by 

a) Insert…Cell  

b) Position the crosshairs in the free space and draw a cell by clicking and dragging

2. [Formula Editor]: Opens the Formula Editor. The dialog box helps you create a formula by proposing the syntax and functions available in Business Objects.

3.  [Validate]: Create or modifies the formula or constant in the selected report element based on the syntax or text you specified. You can also press the <Enter> key to validate.

4.  [Cancel]:  Cancel any changes you have made. You can also press the <Esc> key.

5. Text zone: Zone in the Formula bar where you can type the formula or constant to be applied to the report element. The tooltip displayed when you move the cursor near this zone displays the context of the current formula or variable.

6. Guidelines on the syntax to use in formulas: 

a) A formula must begin with an "equal to" sign. If you remove this sign, the formula is considered a constant. 

b) Variables included in formulas must be surrounded by a less than sign (<) and a greater than sign (>), e.g., <Appointment Date>.  

c) Text included in formulas must be surrounded by double-quotes (").

7. Format…..Edit Formula   or    [Formula Editor] 

8. Review areas of the Formula Editor screen.

9. Double click on the “=”Operator

10. From the functions list, double click on the CurrentUser .

11.  Click on [OK]
12. Click on [Validate] 

C. To display the Beginning and Ending date for a reporting period on the documents.

1. Modify the previous report by inserting a  new free formed cell in the free space.

2. Format…..Edit Formula or  [Formula Editor].

3. Double click on the “=” in the Operators box.

4. Click on All Functions & Aggregates class and review the Functions List .

5. Double click on the UserResponse function in the Functions Box.
The UserResponse function returns the response to the specified prompt. This prompt is written when the data provider is set up. It appears when you run the query or SQL script. The response the user types in at the prompt is the value returned by the UserResponse function.

6. Double click on the DataProvider function in the Functions Box.
Returns the name of the data provider that retrieved the data for the variable.

7. Double click on the Appointment Date in the Variables box.

8. Double click on Enter Begin Date  in the Operators box.

9. Using the right arrow key, move the cursor outside of the closed parenthesis 

10. Double click on the “&” (ampersand) operator.

11. Select the “(“ (open parenthesis) and type the following “^To^” 
(double quotes, space, T, o, space, double quotes)

12. Double click on the “)” (close parenthesis).

13. Double click on the “&” operator.

14. Double click on the  UserResponse function.

15. Double click on the DataProvider function in the Functions Box. 

16. Double click on the Appointment Date  in the Variables Box.

17. Double click on Enter End Date  in Operators box.

18. Click on [OK].  (This will return you to the report).

19. Click on [Validate]

=UserResponse(DataProvider(<Appointment Date>) ,"Enter Begin Date")&
(" To ")&UserResponse(DataProvider(<Appointment Date>) ,"Enter End Date")

D. Student Exercise #18:  Formulas

Section 21      Data Chart—see handout  
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Section 22      Student Exercises 

A. #19- Creating Reports

B. #20- Editing the Data Provider

C. #21- Masters and Breaks

D. #22- Calculation on Crosstab

Section 23      Standard Reports

The fifteen standard reports that are available through the ADS Reports module have been replicated in BusinessObjects.  Upon installation of BusinessObjects, a folder was placed on the NT desktop entitled ADS Standard Reports.  This folder contains all of the BusinessObjects versions of the ADS standard reports.  Perform the following steps to run a standard report.

A. Double Click on the ADS Standard Reports icon on the desktop. This brings up the ADS Standard Reports window

B. Click on View…List  to view the full title of each report.

C. Double click on desired report. 

D. The BusinessObjects software will load and the User Identification dialog box will prompt for a username and password.  Change username, if necessary, and <Enter> the password.

E. The Password dialog box displays
All of the fifteen standard reports are “reserved” to maintain the integrity of the original document.  Only the universe designers (software developers) will have the password for this screen.  All other users will only have read-only access.

F. Click on [Read Only].  A report displays without any data—only document headers, variable headers, etc.

G. Data…Refresh or [Refresh] on toolbar to populate the report with data.  

H. The <Enter> or Select Values dialog box displays, prompting the user for information (all 15 standard reports have condition prompts)

I. Complete each prompt by typing data or placing the cursor in the prompt field and clicking on [List of Values].

J. Click on [OK] and the data is returned from the database. 
NOTE:  Clinic users are restricted to pulling data only from clinics they have ADS privileges in.  A user can select any clinic from the List of Values, but data will only be returned for the authorized clinic.  An unauthorized clinic selection will return the message “No data to fetch” even if data is available.

K. Although users can only open a standard report as “Read Only”, users can save the document under another name (File…Save As) and make modifications as desired.  INSTRUCTOR NOTE:  a bug has been identified with this process.  Even if users do a “Save As” on a standard report, when they run it, even with their modifications, it will still prompt for “Read Only” access.

L. The fifteen standard reports retrieve completed records only. 

M. A standard report can be opened from within BusinessObjects.

1. File…Open

2. The explorer will default to the UserDocs folder where all of the standard reports reside.

3. If a standard report is opened from within BusinessObjects instead of from the desktop folder, the following will help to translate the abbreviated document titles.

File Name
ADS Standard Report Titles
Alptprov.rep
Alphabetic Patient List by Provider

Clininpt.rep
Clinic Workload for Inpatient Visits

Clinoutp.rep
Clinic Workload for Outpatient Visits

Dgbyprpt.rep
Diagnosis by Provider by Patient

Diagbpro.rep
Diagnosis by Provider

Eaptscl.rep
Encounters by Appt. Status by Clinic

Enaptspr.rep
Encounters by Appt. Status by Provider

Insuranc.rep
Insurance Indicator

Patlist.rep
Patient List (Ins. Indicator Not Marked) 

Prcbtprt.rep
Procedures by Provider by Patient

Prcbyprv.rep
Procedures by Provider

Ptaptrst.rep
Patient Appointment Record Status

Ptctdisp.rep
Patient Categories / Patient Disposition

Ptctprov.rep
Patient Categories by Provider

Ptencprv.rep
Patient Encounters by Provider

N. Student exercise #23:  Re-creating Standard Reports—If they’ve always wanted to modify one of the standard reports, here’s their chance!!!! 

Section 24       Variables

We’ve been using variables in every report we have generated.  Variables are components of our microcube, like Patient Name and MEPRS and ADS Appointment Status.  Variables are what we have to analyze—the Slice and Dice panel lists the variables available to display in tables, charts and crosstabs.  Up until this point, we have been restricted to using only the variables that come directly from the database.  We can create our own variable to analyze data in a different way. Note, though, that user-created variables can only be used in individual documents—we cannot add them to the Universe to use in all documents.  

A. STUDENT ACTIVITY:  Create and run a query

MEPRS 

ADS Appointment Status


Appointment Status Count

Appointment Date Range:  3 days of data

Completed Records Only
BUILD A CROSSTAB WITH MEPRS IN COLUMN AND ADS APPOINTMENT STATUS IN ROW

B. Widen the column to read all of the Appointment Status descriptions.

C. We are going to create our own variable so that we can analyze this information in the following manner:  

1. Group Walk-In and Sick Call together

2. Group Cancelled by Patient, Cancelled by Facility and No-Show appointment statuses together

D. Format…Variables

1. Select ADS Appointment Status variable and [Derive].

2. On the left we have the values of the ADS Appointment Status variable and on the right we have the option to group those values.

3. Name the variable:  “Grouped Appt Status”

4. Click on [New] four times to create four folder groups.

5. Re-title the first folder (triple click on the title) “Appt Sched”

6. Re-title the second folder “Walk-In/Sick Call”

7. Re-title the third folder “T-Con”

8. Re-title the fourth folder “Cancel/No-Show”

9. Drag the all values into the appropriate folders.

10. Click on [OK] and  [Close]
11. Analysis…Slice and Dice   or   [Slice and Dice]
12. Notice our new variable Grouped Appt Status is available.

13. Select the Crosstab tab and replace the ADS Appointment Status variable with the Grouped Appt Status variable. 

14. [Apply] and [Close]

E. STUDENT EXERCISE #24:  Editing Variables

Section 25      Templates

A. Applying a template
Templates enable you to apply predefined styles and a structure to reports. BusinessObjects provides some template choices; or you can create your own.  To apply an available template:

1. Create a new report with objects of your choice.

2. Format…Apply Template

3. In the Apply a Template dialog box, select a template from the Available Templates list.   A preview of the template appears.

4. If you want to apply the template style (fonts, colors, etc.) and structure to the report, click [OK].  The template is applied to the report.

5. If you want to apply only the templates styles, or to replace certain variables in the template with certain variables from the report, click on [Options].

6. Click [Apply Only the Style] if you want to apply the template fonts, colors, page background and header/footer.

7. If you do not want to apply the background or header/footer, deselect [Keep Background] and [Keep Header and Footer].

8. Click [Apply Structure and Style] if you want to apply the template style and its structure (blocks, sections) to the report.  This option also enables you to replace variables in the template with variables from the report. It activates the options in the Structure box.

or    

9. Click [OK], then click [Apply] or [OK] in the Apply a Template dialog box.

10. Student exercises

a) Let them play with applying different templates to existing documents.

b) Go back through the New Report Wizard and let them choose a template before building a query.

B. Creating a Template

1. If you want to re-use the formatting you’ve created and applied to a report, you can save it as a template to use in the future (header and footer for your  clinic or MTF, page numbers, user response formulas, etc.).

2. File…Save As

3. Enter a name for the template in the File Name field.

4. Click on the pick-list button to enable the pick list.  

5. Click on BusinessObjects templates (*.ret).
6. Click on [Save].
Your template will display as an option in the Apply a Template dialog box for use with future reports.

7. Student Exercise
Remind them they will probably want to create a template once they have a standard header and footer (which they can copy from the standard reports and cater to their own specifications).

Section 26      Exporting Data

A. INSTRUCTOR ACTIVITY:  Your data can be exported to Excel or other formats for various reasons.  To export a BusinessObjects documents, build and run a query:

MEPRS

Clinic Name

Encounter Count

Appointment Date Range:   1 day of data
1. With a data-populated report open, Data…View and click on [Export]
2. From the Format section picklist choose MS Excel.  

3. Click on [Browse], the UserDocs folder appears by default.

4. Type in a new file name of ‘Export_test’, then [Save].
5. Click [OK]
6. When the message box is received stating ‘Export done’, click [OK]

7. To view the exported file, open the document as you would any other Excel file.

Section 27      Tools…..Options

Displays the Options dialog box that allows you to view different tabs to define general settings, settings for saving, displaying and creating new documents, drilling in reports, running scripts from the toolbar.

A. General tab
Allows you to define and maintain the settings for running BusinessObjects, and for setting the default image and language that you want to use. Some of these settings take effect only after you close BusinessObjects and then restart.

1. Start-up Options

a) Show Welcome Wizard - Displays the New Report wizard each time you open BusinessObjects. Selecting this option disables the Reopen Last Open Documents option.

b) Automatically Import Universes - Automatically refreshes the universes available on your workstation each time you open BusinessObjects.

c) Reopen Last Open Documents - When you open BusinessObjects, automatically displays the last document(s) you worked on . Selecting this option disables the Show Welcome Wizard option.

d) Notify Document Reception - When you open BusinessObjects, displays the dialog box that indicates the number of documents you have received. If you received documents from other users or from Document Agent, you can retrieve them from the File….Retrieve From menu path.

e) Show Recently Used File List - Indicates the number of files that will be displayed at the bottom of the File menu. This provides you a list of the last documents you opened, so you can open them again quickly. 

2. Other Options

a) Picture Editor - Displays the file path of the application you want to use to edit static pictures in your reports. For example, if this box displays the path ...\excel.exe, by default, BusinessObjects will start Microsoft Excel when you double-click a static picture in a cell. 

b) [Browse] button - Displays the Browse for a Picture Editor dialog box, which allows you to select the executable file and path for the application you want to enter in this box.

c) Language - Displays the language you are working in. The languages you can work in are those that were installed with BusinessObjects.

B. Save tab
Allows you to customize how you want to save documents with BusinessObjects, how often you want them to be saved automatically, also how often you want them to be purged or refreshed.

1. Application Options - These are options that will apply for all documents that you work with.

a) Prompt for Document Properties - Allows you to view and/or enter information on your document when you save it, such as the name of the author, the date it was created, etc.

b) Automatic Save Every : - Saves the document automatically at the time interval that you specify.

2. Options for Current Document - These are options that will apply to the document that you are currently working with only.

a) Refresh Document When Opening - Refreshes the document upon opening with the most recent data from the database or, if prompted conditions are part of the query, the user is prompted immediately for new information (the Refresh command does not have to be issued)

b) Protection Password - Allows you to set a password to protect your document.

c) Write Reservation Password - Allows you to set a password for a document, which will enable other users to open the document in Read-Only mode.  This keeps other  users from modifying your document.  BusinessObjects will ask you to confirm your password.

C. Display tab
Allows you to modify the appearance of the BusinessObjects windows and documents.  For example, you can choose to display the scroll bar, the status bar, the formula bar or other display elements in the report.

1. Application Options 

a) Status Bar - Displays the Status bar at the bottom of the BusinessObjects window. 

b) Formula Bar - Displays the Formula bar, just beneath the other toolbars in the BusinessObjects window.

c) Measurement Units - Allows you to choose Inches or Millimeters as the Units of Measure that you want to use with BusinessObjects.

2. Windows Options

a) Horizontal Scroll Bar - Displays the Horizontal scroll bar in the BusinessObjects window.

b) Vertical Scroll Bar - Displays the Vertical scroll bar in the BusinessObjects window.

c) Report Tabs - Displays the Report Tabs for the document.

3. Report Options

a) Alerters - Allows you to display or hide the Alerters that have been applied to the current report

b) Outline - Displays indicators on the outside of the document that show the outline. You may use these indicators to fold and unfold sections and/or the data that within a break in the current block. (Menu equivalent: View…Outline)

c) Gridlines (Cell Delimiters) – if borders are removed from a table or crosstab, gridlines will still display on the screen, but they will not print.

d) Section Delimiters - Allows you to display or hide the section lines.  (Menu equivalent:  View…Section Delimiters)

e) Show Grid - Allows you to display the grid lines with regular spacing so that you can accurately position blocks and master cells in the report. (Menu equivalent: View…Grid)

f) Snap to Grid - Positions the Blocks or Master Cells in the report along the nearest gridlines. This allows you to ensure the uniform position of report elements based on the spacing of the grid. (Menu equivalent: Format…Snap to Grid)

g) Height - Allows  you to change the height of the squares in the grid.

h) Width - Allows you to change the width of the squares in the grid.

i) Show Colors in Slice and Dice Mode - Allows you to display the icons in the Slice and Dice Panel in color.

D. Drill tab
Allows you to set options that will customize how you analyze report data when you perform drill down/drill up operations in drill mode. You switch to drill mode by selecting the Drill command from the Analysis menu.

1. Pop-Up Menus 

a) Explore List Up To: - Refers to the number of dimensions listed in the submenu that appears when you select the data, right-mouse click in drill mode. You can list up to 10 occurrences.

b) Insert/Replace List Up To: - Defines the number of items that are proposed by the Insert and Replace commands on the popup menu in drill mode.  The Insert and Replace commands allow you to insert a variable in the block, or replace the selected variable by another.

c) Show Number of Occurrences in List - Displays the number of rows of data for each dimension that appears on the Explore By submenu. This menu appears when you click a column of data with your right-mouse button in drill mode.  The number of rows of data also appears in the yellow Tooltips that appears when the cursor is placed over the data cells.

2. Drill Mode - you can only pick one of the following options. 

a) Create New Report - The system creates a new report in the document when you switch to drill mode.  This new report is an exact copy of the current report.  This option allows you to perform drill down on the data and still have a copy of the original report with its appearance unchanged.  

b) Keep Existing Report - Specifies that you do not want to create a new report in the document when you switch to drill mode.  In this case, you will be performing drill down on the original report.

c) Prompt User - Allows you to decide each time you activate the drill mode, whether you want to create a duplicate report to drill with or to use the original report without duplicating.

3. Display Options

a) Change Mouse Icon to Magnifying Glass - Displays the  mouse icon as a magnifying glass when you  place the cursor over report variables while in drill mode.

b) Tooltip to Show Next Dimension to Explore - Displays a ‘Tooltip’ when cursor is placed over a report variable in drill mode.  The Tooltip shows the next dimension that is available in the Hierarchy, when drilling up or down in a report.

c) Add Sum on Measures - Allows you to automatically have a sum placed on a measure in the report when you activate the drill mode. 

d) Add Percentage on Measures - Allows you to automatically have a percentage placed on a measure in the report when you activate the drill mode.

e) Preview - Shows how the tooltip will be displayed when you activate drill mode.  You must have Tooltip to Show Next Dimension to Explore selected.

f) Format Tooltip - Opens the Format Tooltip dialog box, which is composed of the Font and Shading tabs.  This dialog box allows you to  format the appearance of the Tooltips.

E. File Locations tab
This tab displays the default locations for saving various file types.  You can change these locations as necessary. 

F. New Document tab
Allows you to set default options for the layout you want to use when you create a new document with the New Report wizard, and to select the data provider to use to bring data to the report.

1. New Document options - You can set options to customize the way you create new reports.  These options change what appears when the File…New menu path is selected.

a) Systematically Create a Blank Document - Creates a blank report inside a new document when the File….New is selected or click [New] on the toolbar. If you select this option, you can create or insert  special features in a new report before you bring data into the report. (All other options in this tab are unavailable if you select this option).

b) Invoke the New Report Wizard with the following Settings: - Takes you straight to the New Report Wizard upon selecting File….New or  [New] on the toolbar. (All other options in this tab are available if you select this option)

2. Report Layout - 

a) Prompt User - Prompts user (with the wizard) to choose the standard layout (table) or select a specific template.

b) Select a Template – The New Report Wizard displays, but the only options the user has is to select a template.

c) Use a Default Template - Automatically uses the selected template for each new document.  (No wizard if data access is predefined also.)

d) Use a Standard Report - Automatically uses the system’s default template (table) for each new document. (No wizard if data access is predefined also.)

3. Data Access - 

a) Prompt User - Prompts user (with wizard) to choose a data provider (universe or personal data files).

b) Select a Universe - Prompts user to select a Universe as your Data Provider, and allows for a default universe to be set.

c) Use the Default Universe – Automatically uses the selected universe for each new document.  (No wizard if report layout is predefined also.)

d) Use Stored Procedure – not an option for ADS users.

e) Use Free-Hand SQL - not an option for ADS users.

f) Use Personal Data Files - Automatically uses the selected personal data files for each new document.  (No wizard if report layout is predefined also.)

G. ReportScript – Seek online help for more information on this item.

Section 28      Working in offline mode

If there ever is a time when the ADS database is not accessible, a user can log into BusinessObjects and work in Offline Mode.  Offline mode simply means that the user can use BusinessObjects on the NT workstation, but a connection will not be made to the repository on the ADS database.  

A. When working in offline mode users CANNOT: 

1. Build or modify a microcube. or users 

2. Access the Query Panel (ADS Master Universe wont be available)

3. Create a new report

4. Refresh an existing report 

5. Crosstab, Chart or Table Wizard choice:  Build a new query on the universe currently in use

6. Drill down for variables not already in microcube

B. When working in offline mode, users CAN:

1. Open and analyze data in existing reports (reports saved without a data purge, or, rather, the microcube is saved with the document)

2. Formatting (borders, shading, etc.)

3. Set breaks and masters

4. Insert calculations, alerters, etc.

5. Insert crosstabs, charts or tables with existing data

6. Use Slice and Dice mode

7. Drill up or down for variables already in microcube

8. Retrieve data from local databases (dBase/Access) or files (Excel)

C. Student ACTIVITY:  Working in Offline mode

1. Login to BusinessObjects and select the Use in Offline Mode option.

2. Try performing the activities described above.

Section 29      Interrupting a Report Execution

Instructors Note:  Watch the bottom of the screen.  After the analyzing has finished and the rows start running press <Esc> between rows 200-300.  With each demonstration below, repeat these steps.  Demonstrate and explain the below options in the order listed. 

A. STUDENT ACTIVITY:  Create and run a query


MEPRS


Appointment Date


ADS Appointment Status


Appointment Status Count


Appointment Date Range: 30 days of data

B. Click on [RUN]. 

C. Press <Esc> before Row 300
When you press <Esc>, you will see the Interrupted Execution dialog box. The first time the dialog box comes up only the first three selections are available to you. (Explanation: this is because the last option is involved with the subsequent execution of a query).

1. Select Discard the Results? Option.

a) Click [OK]. See that the skeleton of the report is present, but the results are discarded.

b) Data…Edit    or    [Edit Data Provider]
c) [RUN]. 

d) Press <Esc> before Row 300

2. Select Stop the execution and keep the partial results? Option

a) Click [OK]. See that the results are partial by checking the Appointment Date with each MEPRS. The dates only go partially through the specified date range.

b) Data…Edit    or    [Edit Data Provider]
c) [RUN]. 

d) Press <Esc> before Row 300

3. Select Keep the results of the previous execution? Option

a) Click [OK]. See that the previous results are still there, even though you did not let the report Run as long.

b) Data…Edit    or    [Edit Data Provider]
c) [RUN]. 

d) Press <Esc> before Row 300

4. Select Continue the execution? Option

a) Click [OK]. This simply allows the report to finish running.

Section 30      Using personal data files

A. STUDENT ACTIVITY:  Have them open the Export_test document previously saved.

1. At the New Report Wizard, choose Specify how to access data and [Begin].

2. Choose the Personal data file option and [Finish].

3. On the Personal data file dialog box, use the Format picklist and select MS Excel, then [BROWSE].

4. Choose the ‘C’ drive, the BusinessObjects, the UserDocs subfolder and the Export_test.xls file.  Click on [OPEN].

5. The Personal data file dialog box appears, choose the First row contains column names option.

6. [RUN] or [VIEWER].

Section 31      Sending and Receiving Ad Hoc Reports

INSTRUCTOR: Demonstrate the following sections using the report just opened.  NOTE the importance of PURGING the data prior to sending.

A. Sending a report to Another User

1. File… Send to option.  On the submenu choose Users… option, and the Send dialog box appears.

2. Use the Down Arrow button next to the Domain window to display the picklist of available document domains.  Select the desired Document Domain.

3. Click [To…] in the Send to portion of the dialog box.  A list of all users to whom the report can be sent, appears in the Select Users dialog box. Select the name of the user(s) to whom the report will be sent.

4. Pressing the [OK] will display the Send dialog box with the selected user's name(s) appearing in the Send to portion of the box.

5. Use [Browse] to display a list of all filenames containing reports available for sending. 

6. Double click the name of the file to be sent and the selected filename will display in the Document(s) to Send portion of the Send dialog box.  (Repeat steps 5 and 6 until all desired filenames are selected.)

7. Clicking [OK] will bring up the Results dialog box.  It should state, "Export was successful."  If so, click the [OK].

B. Retrieving an Ad Hoc Report From Another User

1. When a user logs on to BusinessObjects, a Notification Panel appears and will state how many documents have been received from other user(s). 

2. By clicking [OK] in the Notification Panel  the panel will disappear.

3. File… Retrieve From option. 

4. Select the Users… option on the pulldown menu to display the Retrieve dialog box. (The first column on the left lists the filenames of all sent reports.)

5. Select the filename of the report(s) to be retrieved.  

6. Click [Retrieve].  If this is a new file, proceed to the next step.  However, if the filename and report already exist, a Replace dialog box will appear.  To replace the filed report with the new one being retrieved, press the [Yes].

7. The Import results dialog box appears stating that the import was successful.

C. Sending an Ad Hoc Report to ADS BusinessObjects Administrator for Distribution 

1. The ADS BusinessObjects Administrator is the only one authorized to distribute an Ad Hoc report to clinic Ad Hoc users.  When an Ad Hoc report is ready for distribution, the person creating the Ad Hoc report should notify the ADS BusinessObjects Administrator through electronic mail. The electronic mail message should include all of the following information:

a) Filename of the report

b) Name of the report

c) Name of the clinic to receive the report

d) Names of the clinic users to receive the report

2. Purge all data from the report, only the layout of the report will be sent.

3. With the report to be sent open and displayed, File… Send to option.  

4. On the submenu select the Repository… option.  The Send dialog box appears.

5. Click the Down Arrow button next to the Domain window and the list of available document domains appears.  Select the ADS Ad Hoc Doc Domain

6. Click [TO] and select the desired group (Field Super), [OK].

7. The Results dialog box appears.  It should state, "Export was successful".

8. [OK] will close the window.

D. Retrieving Ad Hoc Reports from the Repository
Once notified of an Ad Hoc report to prepare for distribution, the ADS BusinessObjects Administrator needs to perform several simple tasks.  The first of these tasks is to retrieve the Ad Hoc report.

1. From the main BusinessObjects screen, File… Retrieve From option. 

2. On the submenu select the Repository…

3. The Retrieve dialog box appears, listing all sent reports available to be retrieved.

E. Distributing Ad Hoc Reports to Clinic Users via Repository
Once an Ad Hoc report has been retrieved, the next task is to prepare and distribute the report. 

1. With the purged report open and displayed, File…Send to option.

2. From the submenu, select Repository… option to see the Send dialog box. 

3. From the pulldown list of available document domains, select the ADS Ad Hoc Doc Domain.

4. Using the [TO] in the Send portion of the dialog box will display a list of groups (clinics) in the Select Groups dialog box.

5. Select the name of the group(s) to which the report will be sent, [OK].

a) The Send dialog box reappears with the selected group's (clinic's) name appearing in the Send to portion of the dialog box. The name of the report that is now open and ready to be sent, appears in the Document(s) to Send lower portion of the Send dialog box.

6. [Browse] will display a list of all filenames that contain reports available for sending.  From the list, select any other report(s) to be sent.  Repeating this step until all desired filenames are selected.

7. Click [OK] and the Results dialog box appears stating "Export was successful."

8. The ADS BusinessObjects Administrator should send an E-mail message to each user receiving the report.  The following information should be provided:

a) Name of the reports to be retrieved

b) Name of the files containing the reports to be retrieved

c) Name of the directory in which to place the reports:  c:\business\userdocs\adsadhoc

d) Notification to follow the appropriate section in this document in order to successfully retrieve the reports.
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		6		Encounter Procedures						X						X																		X

		7		Provider						X								X																X

		8		Sponsor				X		X										X		X		X

		9		Insurance Policy Benefits				X												X		X		X

		10		CHCS Appt Information		X		X		X								X		X		X		X

		11B		ADMIN: Record Completion Stats		X																				X

		11C		ADMIN: SADR						X																		X

		11D		ADMIN: Workload Order				X																						X

		11E		ADMIN: Page Breaks				X		X																						X

		12		Combination Objects		X		X		X		X		X		X		X																X

		NOTES

		Classes in the ADS Master Universe consist of logical groupings of objects.  This means

		only certain classes may be used in the same query.  Failure to ensure class compatibility

		will result in incorrect data being returned and counted. The following rules will assist you

		in building a query:

		1.		If queries from incompatible classes are needed, separate queries must be run.

				The separate query results can then be downloaded into a spreadsheet.

		2.		When the Encounter class or CHCS Appointment Information class is used, an

				appointment date or date range condition must be used.

		3.		Classes NOT SHOWN: PCM Only, Form Overlay Reports and CHCS Code Tables

				aren't directly related to any other class and will require special formatting in order

				to be used on a report.

		4.		All objects from Class 3 (Encounter) are compatible with all objects in Classes 1-10,

				11C and 12.  Therefore, although some classes aren't compatible with each other they

				may be combined in a query when objects from Class 3 are present.

				For example, although the chart indicates the Provider Class and Clinic Class are not

				compatible, both classes may be used  together with the Encounter Class in a query to

				gain the required data.

		5.		Classes 14 (Patient Pharmacy), 15 (Patient Radiology) and 16 (Patient Laboratory)

				are not currently available in the ADS Universe and are not shown on this chart.
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