Procedure
Run and Export Crystal Reportsfrom Web Browser

This procedure is to enable MCFRS usersto run pre-built crystal reports with the internet
browser. This procedureis described in 4 steps. Thefirst step isto logon to the reporting
system, the second step is to access the report folder, the third step isto generate the
report and the last step is to export/save the report.

Note: The normal internet browser procedure to “bookmark’ aweb page (i.e. add to

your favorites) will not work for thisweb page. The last section of this document
(Creating a bookmark) describes the procedure to “bookmark’ this web page.

Step 1: Logon to Crystal Reports with your web br owser

Start the “Internet Explorer” from your computer and enter the following web address:

http://172.29.161.90/businessobjects/Enterprise115/InfoView

Y our browser should display the following page. Enter your user id and password (same as your email

logon id and password). Y our user id must prefix with “M CGOV\” as indicated in the picture below.
Then press the “Log On” button.
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http://172.29.161.90/businessobjects/Enterprise115/InfoView

Step 2: Accessthereport folders

After your successful logon, the system will display the following page. Click on the “+” icon next to the
“Public Folders” on the web page to open the “Public Folders’.

Note: If you want to “bookmark” this web page (i.e. add this web page to favorites of your internet
browser), please refer to the section of Creating a bookmark at the end of this document.
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Y ou should then see the following page showing the “FRS” folder. Click on the “+” icon next to the FRS
label to see all the report folders that you are authorized to see.
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The following screen shot display a sample of what the web page might look like after you open the FRS
folder.
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To see all the reports available in a certain folder, you must click on the NAM E of that folder, not the “+”
icon next to that folder.

TIP: The“+”iconisto allow you to expand the folder in a hierarchical tree structure, just like a Windows
Explorer does. It does not display the available reportsin the folder. To see al the available reportsin the
folder, you must click on the folder name itself, as shown in the following screen shot.

Let say you want to see the “Incomplete Reports”, click on the folder with the link labeled as “Incompl ete
Reports” as follow:
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The system will then display the following page:
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Step 3: Generatethereport

After you get to the web page displaying all the available reports in the folder, you can now choose the
report that you want to generate by clicking on that report. For example, if you want to run the
“Incompl ete Incidents By Battalion” report, click on the corresponding report name on the web page as

shown below:
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Some of these reports allow you to specify the parameters to filter the data. In this particular example, the
report allows you to filter the report by battalion, shift and a date range. Therefore, when you click on the
report, the system displays the following page to allow you to enter your parameters.
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If the report offers you the option to specify the reporting period, you can enter the date parameter directly
or you can use the calendar tool to enter the date. To use the calendar tool, click on the calendar icon as
shown in the following display.
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After you click on the Calendar icon, you should see the calendar shown as follow:
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Y ou can then click on the date inside the calendar to select the date that you want.
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After you enter al the parameters, you can proceed to generate the report by pressing the “OK” button as
shown below:
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Step 4: Export and/or savethereport

After you click “OK” to generate the report, your web browser will display the report as follow:
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Y ou can then navigate the report with the “icons” on the top of the report. Below is the explanation of
some of the iconsthat you are likely to use.
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Y ou can click on the export icon to export or save your report. When you click on the export icon, the
system will display the following page:

A http://172.29.161.90 - Export Report - Microso... [= |1 |[X]

File Format: Cryatal Reports (RPT)

Page Range: XN

Pages:

From: | | Ta |

Ok Cancel
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The system alows you to export the report in several file formats. Y ou can select the file format by
clicking the format list, as shown in the following display:
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File Format: Crystal Reparts (RPT)

Page Range: OFY Click here to select
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Ok Cancel
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The system will then display the following list. Just click on the format that you want. Y ou can also
specify whether you want to export the whole report or certain pages. After entering al the necessary
parameters, you can press the “OK” button to proceed. (NOTE: if you want to export to Excel spreadsheet,
it is recommended to export in “Data only” format).
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Once you click the “OK” button to save, the system will prompt you with the following display. Proceed to
click on the “Save” button.

File Download x|

Do you want to open or save this file?

@ Mame:  Crystalviewer,xls
Type: Microsaft Excel Warksheet

From: 172.29,161,90

Open ] [ Save ] [ Cancel

harm pour computer. If you do not trust the source, do not open or

@ YWhile files from the [ntermet can be uzeful, zome files can potentially
gave thiz file. What's the rigk?

The system then displays the following screen to allow you to specify the location that you want to save the
fileto. Specify the storage location and the file name, then press the “Save” button to complete the save
operation.
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Creating a bookmark

When you are on the Crystal Website click Favorites (A) on the top function bar and then
click Add Favorites (B) right underneath it.
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The Add Favorites Pop-Up is displayed. Select a name for the link and highlight a folder
you would like to place it in or to keep it at the root level just highlight “Favorites” and click
“OK”. The Add Favorites Pop-Up will close.
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Now select Favorites from the top menu bar and navigate to the newly created bookmark.
Once you have reached the link, right-click once to bring up a smaller pop-up. Now

highlight “Properties” and left click once. Properties is the last option on this pop-up
menu.

The link has the following URL path:

http://172.29.161.90/businessobjects/Enterprise115/InfoView/main.aspx

This Is the incorrect URL and will not work._The correct URL is

http://172.29:161.90/businessobjects/Enterprise1i5/InfoView. That is, the
“/main.aspx” at the end of the URL must be removed. Simply Highlight “/main.aspx”

in the URL and delete it. Then click OK.
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http://172.29.161.90/businessobjects/Enterprise115/InfoView/main.aspx
http://172.29.161.90/businessobjects/Enterprise115/InfoView

