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Interactions
Link to 3.10 InfoAdvantange:

http://infoadv.in.co.monterey.ca.us/BOE/BI
1) User logs in to InfoAdvantage using their userID.

SAP BusinessObjects
Bl launch pad

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

System: |MCSCBVPRPTD1:6400
User Name:
Password:

Authentication: | windows AD v

(]

2) Once logged in, user will be in InfoAdvantage main menu:

:5"-' Wekome: Girard, Patricia | Applications  Preferences Help menuw | Log off

ty Viewed Docus

* 0 unread messages in My Inbox ~ My Applications

No unread messages. '

¥

LR SESE SR SR S S SR SR

~ My Recently Run Documents ~ 0 Unread Alerts

No recently run documents. No unread alerts
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3) User will select the Documents tab, located on the top left hand corner of the screen:
s

Home | ozment |

* My Recently Viewed Documents

HRM-TAX-0001-W-2 Payroll Audit Report
HRM-HPCD-0001 Payroll Register

MC-HRM-PAYR-0041 Workers Compensation Report
MC-HRM-PAM-0056D-Detailed Payroll Cost for PERS Eme---
MC-HRM-HPCD-GTHN Payroll Run Number Listing
MC-HRM-PAM-0055 - General Ledger Summary
MC-HRM-LEAV-0001-Employee Leawe Balance by Depar...
MC-HRM-HPCD-0033 Employee Overtime by Work Locat.--
MC-HRM-HPCD-0032 - Fiscal-Year Hours Worked by Ter---

Cal sk 3 AR Ak Ak AR Ak Ak %

MC-HRM-HPCD-0030 Employee Overtime by Departmen.--

|' v My Recently Run Documents ]

4) User will navigate to the folders library by clicking Folders on the bottom left of the screen:

Home | Dn-cmnenis|

View = MNew = Organize Send More Actions

My Documents

"~ B 1nbox

Iﬁ My Alerts
£ Subscribed Mlerts

- @ Personal Categories

Folders I

Search
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5) The folder library will slide up and user will see all the folders they have access to.
Double click on Public Folders (or click the +) to see all your folder options.

[ﬂl Do-cumenisl

View = New = Organize ~ Send More Actions

My Documents
Folders

6) Public folders will appear in the middle portion of the screen. User will select appropriate
folder, and a list of folders will appear.

=

Home " Documents

View = New Organize Send Mare Actions *  Details
My Documents Title ~
Fo}ders FIN
B r :
Public Folders HRM
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7) The folders listed can be opened by double clicking on the category you wish to view:

Title «
r Auditor Controller
T Benefits Management
T Human Resources
r Learning Management
I —
T Position Management

T Security and Workflow

Example: Double click on Payroll folder and the below reports will appear:

Title -
HRERM-PAM-0002 General Ledger Details - Expanses

IR

HRM-PAY-0001 Pay Parameters by Employee Report
| B | R G001 Ouistanding Checks |
MC-HRM-HC-0002 Current pay period listing of check amount egual to
MC-HRM-HPCD-0024 Final Gross Wages

MC-HRM-HPCD-0030 Employee Owvertime by Department and UnNit
MC-HRM-HPCD-0032 - Fiscal-Year Hours Worked by Temps and Retired
MC-HRM-HPCD-0033 Employee Owertime by Work Location
MC-HRM-HPCD-GTMN Payroll Run Mumber Listing

MC-HRM-LEAVW-O00 1-Employese Leave Balance by Department and Unit
MC-HRM-PAM-0055 - General Ledger Summanry
MC-HRM-PAM-0056D-Detailed Payroll Cost for PERS Employees
MC-HRM-PAM-0057 Payroll Cost by Object and Reporting Code - Detail
MC-HRM-PAYR-0010 Compensation Package

MC-HRM-PAYR-0021 Pay Totals by Pay Category

MC-HRM-PAYR-0023 Time Entered Sheet

MC-HRM-PAYR-0041 Workers Compensation Report
MC-HRM-PAYR-0043 Total Hours Worked by Employee
MC-HRM-PPCD-0003 Preliminary Gross Wages

e e et OO0 088K

MC-HRM-PPCD-0013 Preliminary - CSHFL Mo BASPY Errors
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8) To navigate back to the beginning, click on the HRM folder in the left pane:

| Home ||.Documenls
View - New Organize ~ Send > More Actions ~ Details
My Documents Title ~
Fldes % | HRM-PAM-0002 General Ledger Details - Expenses
= Public Folders * | HRM-PAY-0001 Pay Parameters by Employee Report
(B e om usenamg ks
=] HRM — ¥ | MC-HRM-HC-0002 Current pay period listing of check amount equal to
Auditor Controller » MC-HRM-HPCD-0024 Final Gross Wages
Renafis Management ¥ | MC-HRM-HPCD-0030 Employee Overtime by Department and Unit
» | MC-HRM-HPCD-0032 - Fiscal-Year Hours Worked by Temps and Retire
Human Resources * | MC-HRM-HPCD-0033 Employee Overtime by Work Location
Leaming Management ¥ | MC-HRM-HPCD-GTN Payroll Run Number Listing
1 Payroll ¥ | MC-HRM-LEAV-0001-Employee Leave Balance by Department and Unit
Position Management ¥ | MC-HRM-PAM-0055 - General Ledger Summary
Security and Workflow » | MC-HRM-PAM-0056D-Detailed Payroll Cost for PERS Employees
-5 | MC-HRM-PAM-0057 Payroll Cost by Object and Reporting Code - Detail
“% | MC-HRM-PAYR-0010 Compensation Package
% | MC-HRM-PAYR-0021 Pay Totals by Pay Category
¥ | MC-HRM-PAYR-0023 Time Entered Sheet
¥ | MC-HRM-PAYR-0041 Workers Compensation Report
| MC-HRM-PAYR-0043 Total Hours Worked by Employee
¥ | MC-HRM-PPCD-0003 Preliminary Gross Wages
¥ | MC-HRM-PPCD-0013 Preliminary - CSHFL No BASPY Errors

9. To run a report, double click on report. When report appears, you will need to click on the

5,

e

refresh button located on the lower right hand corner.
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10.The refresh button will bring up the prompts page.

Pi 2.
T — *fe
* Enter Home Department (* for / .
4 |3668..2145 viy | =
* Enter Home Unit (* for All): I J - -
* Enter Employee ID (* for All): Gross To Net Run Number = Gross To Net Type ID =
3668 Reqular
3664 No Pay Calc ~
al 3663 Supplemental
L 3660 No Pay Calc
it 3659 Supplemental
i 3658 No Pay Calc
3657 Supplemental
3655 Supplemental v
3654 No Pav Calc
£

June 4, 2018 9:50:15 AM GMT-07:00

< >

* Required prompts e
* OK Cancel

Prompts Summary all arrows will need to be green before report can run.
Each prompt will require either a wild card (*) or data. To access data click on the

o

e

refresh button and once you select values you can double click or use arrows
to populate parameters of report.

3. To run report, the “OK” button must go to black, then click on report and run.
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11. To save reports or download, use the export button . The following will pop up.
2] é » [ - B O Al w
. BxportDocumentAs  » |

— Export Current Report As * —
Export Data to CSV ...

12. To export report as a PDF, select Export Document As, click on arrow and select “PDF”.

0| * » | - Dy - P; Track ;I Drill =

Export Document As | () | poE
— Export Current Report As  * Excel 2007 m
Export Data to C5V ... Excel
= 55 V
CSV Archive
Text

13. To export report as an Excel file, select Export Document As, click on arrow and select

“Excel”.
S -3 ~| (0 C *| | [& Track = '§ Drill ~
Export Document As O PDF S
— Export Current Report As  # Excel 2007 m
Export Data to CSV ... Excel 55V
CSV Archive
Text T
I
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14. To export report as a CSV file, select Export Document As, click on arrow and select
Export Data to CSV.

_:'-I_I'_'- :' ..i_'j f :;'

. . i

Export Document A< ¥

— Export Current Report As » —

Export Data to C5V ...

15. To close report click on the & and a prompt will come up to ensure you want to
[
Home | Documents | MC-HRM-HPCD-0024 Fin...

=ML
Close report.
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