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Goal & Objectives

Goal: After taking this class, students will know how to
navigate within infoAdvantage 3.11 in order to generate
reports.

Objectives:

 How to log into infoAdvantage 3.11

 How to navigate in infoAdvantage 3.11

« How to run a report in infoAdvantage 3.11

 How to print and save a report in infoAdvantage 3.11
« How to export a report in infoAdvantage 3.11

« How to close a report in infoAdvantage 3.11

* How to sign out of infoAdvantage 3.11 _
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How to Log into infoAdvantage 3.11

1. Enter the web address for infoAdvantage in your internet browser.

CGl infoAdvantage
Bl launch pad

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

administrator.
2. Enter your 6 digit
employee number as your System: [AZ00T-A215-N:6400 |
User Name, enter your > user Name: [N |
Password, then click the Password: [eesswes] |

Log On button.

CGl infoAdvantage
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How to Navigate in infoAdvantage 3.11

Tabs

» At the top of the page are different tabs for Home and Documents, and one for each
report you have open.

* You can have multiple reports open at one time.

 You can pin frequently used reports to a tab, by clicking on the = on the report tab,
which works as a toggle to pin and unpin reports.

CGl infoAdvantage Welcoms: COTBO Admin |_soglicsfign=~  Preferences Helpmenuw | Log off | |2

- | Fvar0002 Disburseme . |

| Home | Docum:

[ ~ My Recently Viewed Documents ] | ~ 0 unread messages in My Inbox | [v My Applications la)
{$| FIN-AP-0002 Disbursements by Vent... i o
{8 HRM-POSN-0003-Positions Roster Tq |
19 HRM-POSN-0002-Vacant Positions b... ' |
CGl infoAdvantage
—

Home | Documents | FIIH—CDT—BAE:]:EI'IIEL.. A+ E




How to Navigate in infoAdvantage 3.11

The Home Tab: This is the infoAdvantage home page. You can access your ten (10) most
recently viewed documents. The Web Intelligence pane is for report developer access only.

2 CGlinfoAdvantage

CGI Infomvantam Welcome: Shared Services | Applications™  Preferences ™Mgp menu~™ | Log off | |p
N D
~ My Recently Vi Documents * 0 unread messages in My Inbox '\y Applications
:I BIA-COT-FIN-BA Capital Exp for Year by.. Mo unread -
¥ FIN-COT-DCAT Open RE Documeants
$! FIN-COT-AP-0013 Disbursements by V..

¥ HRM-COT-BANK RECS Search for Addra...

|~ My Recently Run Documents N 0 Unread Alerts

Mo recently run documents Mo unread alerts




How to Navigate in infoAdvantage 3.11

The Documents Tab: The My Documents, Folders, and Search are located here. Click on
the Documents Tab and then a Folders Section in the left-hand pane to access your reports.

&oomms ]

View = Mew = Organize = Send ~ Mo

v ‘ Details

@0 (u]eny

My Documents

Search Results

Folders

Search

No Items

My Documents
Tab View

Total: 0 items

Select a document to display additional infarmation.
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How to Navigate in infoAdvantage 3.11

The Folders Section: The Public Folders: Operations, City Wide, Development, and
Financial Monthly Reports are located here. Your security level will determine which of
these folders you will see.

CGl infoAdvantage

Welcome: Developers | Applications=  Preferences  Help menuw | Logoffl

Je

| 57 1_Ready to Promote
% |1 Broken Reports

[ ] puplicate Reports
[

[ R

[ pg

b
b
B
B

% [E1 Repoint

[ 4_Financial Monthly Reports

| view - Mew ~ Organize ~ Send - More Actions * | Details 2 W o4t]efr b oM
Ty DoCammests Title ~ Type Last Run Instances
< bl ) [EJ | 1_Ready to Promote Folder
| ik ; Public Folders |- | Broken Reports Folder
I B 1 operstions [E1 | Duplicate Reports Folder
B [ gudget SR Folder Folders
| B (53 Firance | HRm Folder Section
" i (B Folde: .
| Human Resources lE:I 2 V| ew
| B [ | Repaint Folder
I 1= 2_city wide
B 5 ey
| Bl = HRM E
E- g S
| I - o ccom-
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How to Run a Report in infoAdvantage 3.11

Expand the Folders section and drill down into the folders by clicking on the folder names to
show reports available to be run. Nawgate to the report you would like to run by Double
clicking the report to open it.

@ infomvamaw Welcome: Developers | Applications ™

~ Mew - Clrga% i&nd = Maore Acticns ~ | Deta

My Documents Title = | Last
( Folders .
~ ) / I ;ﬁ FIMN-COT-AP-0013 Disbursements by Vendor
~ ¥ | FIN-COT-AP-0014 Disbursements by Vendor wi
;ﬁ Status of Checks & EFTs issued to a vendor (rev

urces

EED 2 city wide
B mn

B nccounts Payable

= Accounts Receivable
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How to Run a Report in infoAdvantage 3.11

Once the report opens, if the report was designed to be modified using prompts (Look for (?) in
the vertical panel on the far left of the screen), enter the appropriate parameters into the User
Prompt Input section, then clickthe Run button. Once the report has refreshed or completed
running, you ca/1 view the reg rt in the pane to the right of the prompts.

CGI iﬂfﬂﬁdvamagﬁ / Walcome: Developers | Application Preferences Help menu™ | Logoff | |p
|Hnnn|[nm.m Fm-ooT—AP—qusnis... e
Web Intelligence = =0f- 3 o H 9 | @ - |[ETedk - 3 0al - B Fiter Bar riFgéz - H outline [Reading | » Design - @ -
§ "
— | (3 Advanced | (2 Run
%E Department(s): (optional) | ReportID : FIN-COT-AP-0013 City of Tucson
g_g] Run Date : 5/10/2013 Disbursements by Vendor
Fales Sedor Codef) toptionsl) Run Time : 03:44 PM 711/2004 Thru 2/28/2015
(7)) \eo19550 |
nter Vendor Code{Start): (optional) Parameter page
P~ ‘I |
Enter Vendor Code{End): {optional) E
Enter Start Disbursement Date Range{mr
|?|"11’2004 12:00:00 AM ﬁ_ Parameters and Prompts
d hrmm:
Wiy o=z Disbursement From Date  7/1/2004
|Eni.er End Disbursement Date Range{mm Disbursement End Date 22812015
|2/28/2015 12:00:00 AM iz
M/E yyyy himmiss 2 Vendor Code 0018550
b
o Y
£ . >
( ) E] Reportl
M |4 Pageicfi+ F M | |§"ET] 100% \
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How to Print a Report in infoAdvantage 3.11

Two ways you can print a report, 1) by clicking on the Printer icon on the tool bar. Click Open
to open the report as a PDF, which you can then print directly from a printer.l

CGI iﬂfOAd\lamEQB Welcome: Developers | Applications™  Praferences  Help meny L | Leg off | |J.:’

s FIN-COT-AP-0013 Dis.. #' = = |

PEHES-B BE-

| Home | Documer

Web Intelligence ~

Lo B [# Track - & Drill - W Filter Bar r-lF!Eeze - B outline ading |~ Design - (@ ~

T:.l User Prompt Input =
S (31 Advanced | | Run EN
E % Report ID : FIN-COT-AP-0013 ity of Tucson
g Run Date : 5/10/2013 Disbufsements by Vendor
Enter Vendor Code{s): (gptional) Run Time : 03:44 P 7/1/2004 Thru 2/28/2015
T3l |001955u |
Enter Vendor Code(Start): (optional) arameter Page
Enter Vendor Code{End): (optional} E

Enter Start Disbursement Date Range(mr

|?a'1!2004 12:00:00 AM = Parameters and Prompts
M{diyyyy himm:zs a

Disbursement From Date  7/1/2004
Enter End Disbursement Date Range(mm Disbursement End Date 212812015
|2/28/2015 12:00:00 A B
Midfyyyy immissa Vendor Code 0019550

Do you want to open or save FIN-COT-AP-0013 Disbursements by Vendor .pdf from 10.105.8.807 | Open | | Save | 2 | | Cancel % [m
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How to Print a Report in infoAdvantage 3.11

2) You can save or print a report by clicking on the Reading drop-down in the right-hand
corner of the tool bar. Click the arrow to show options, “HTML/ F.” Click on “PDF,”
Open to open the report as a PDF. You can then choose t file or on a printer.

Report ID : Detail Expenditure - Billing Report
Run Date ;101182018
Run Time : 343 PM

Parameter Page
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How to Export a Report in infoAdvantage 3.11

You can export a report as a PDF, Excel, CSV, or Text file, by clicking on the Export icon on
the tool bar, selecting Export Document As, and then selecting the appropriate format.

CGI info.M-Vanta& Welcome: De pers | Applications™  Preferences Help menu™ | Log off
fmm|m&ﬁnwﬁ; FIN-COT-AP-0013 Dis... « = o |

Ned- 18- #| s -'||"‘lf"li‘-"

[ Track - "3 Dnly/~ W Filter Bar nFFEEE - EE outline

Web Inteligences -

75-| User Prompt Input = 3 = Export Document As 13 ! -
| (7 Advanced | | Run Export Current Report A5 * PDF /
E DE|;IH rbnenl:{s] {optrl:ma.l}l iy Export Data o CSV... Excel (=) Cit:f of Tucson
== | Run Date : 5/10/2018 Excel {:xls) Disbursements by Vend
Enter Vendor Code(s): oot cnal Run Time : 03:44 PM CEY Archive 7/1/2004 Thru 2/28/201
(2} |uo1955n Text
~ | Enter Vendor Code{Start): (optional) Parameter PEQE
Enter Vendor Code{End): (optional) " ) "
» To export the entire report, including tabs not
|E-=rer Stert Disbursement Date Kangs(rm- currently being viewed, select Export
e FaRaTctcE AL PTomyes Document As. To export only the current tab
_ Disbursement From Date 7112004 f lti-tabbed | E C
Enter End Disbursement Date Range{mm Dichursement Eid ate IIRI015 OoT a muliti-ta e report se eCt XpO rt u rrent
|2.f23f2a15 12:00:00 AM |1=v' Report As
S e e Vendor Code 0019550 P -
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How to Close a Report in infoAdvantage 3.11

You can close the report by clicking on the X on the report name tab.

[ User Prompt Input ™ “
~ | (7 Advanced | (& Run

Department(s): (optional) -

E |
=0

Enter Vendor Code(s): {optional)

T 1'_:]_” |oo19s50 |
Enter Vendor Code(Start): (optional)

Enter Vendor Code{End): (optional)

Enter Start Disbursement Date Range{mr
7/1/2004 12:00:00 AM B
M/d/yyyy himm:ss a

Enter End Disbursement Date Range{mm
|2.FZEJ2915 12:00:00 AM [z

Mid/yyyy hzmmiss 2

Welcome: Developers | #Applications™  Preferences Help menu™ | Log off |p
| 5 | @ - | [#Treck - 3 Dl - % Filter Bar I-i Fresze - [EH outline E | Design ~ @ -
Ll
ReportiD : FIN-COT-AP-0013 Ciw of Tucson
Run Date : 5/10/2013 Disbursements by Vendor
Run Time : 03:44 PM 7/1/2004 Thru 2/28/2015

Parameters and Prompts

Disbursement From Date T11/2004
Disbursement End Date 212872015
Vendor Code 0019550

Parameter Page

b
- v
< = >
< > | [ Report
M Reporti ¥ W 4 pagetofte » M| [="E [100% | & e7daysage
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How to Sign Out of infoAdvantage 3.11

To sign out of infoAdvantage, click Log off, located in the upper right-hand area of the screen.

Welcome: COTBO Admin | Applications=  Preferences  Help menu= || Log off | Fe
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Thank You!

This concludes the
Basic Introduction to infoAdvantage 3.11

e



