[bookmark: _GoBack]Running Business Objects Reports Job Aid

[image: ]

To Access Business Objects for the Statewide CAPPS Reports you will click on the hyperlink on the CAPPS Portal.
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To login to Business Objects, the User Name is the same as your CAPPS User ID and your Business Objects password.   
If you require a password reset, please send an email to Project One Security ProjectOne.Security@cpa.texas.gov.  

The navigation for CAPPS Statewide Reports is as follows:
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To run a specific report, you select the report name found in the CAPPS module folder General Ledger, Accounts Payable, Purchasing, Asset Management.  
For example, to run the Asset Active Property Listing you will select the report here.
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Select Report and the Prompt Values are displayed.
[image: ]
Enter the Report Criteria to run Business Objects report.  i.e. Business Unit and then Run Query.
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Active Property Listing (As of Run Date)
Business Unit: ||

00/15/2017 02:39:53 PM

AssetID Asset Asset Description Cnd  Location  Asset AssetClass Description Serial ID Cost  Custodian TxArea
Status Class
0537 T ENTERPRISE LANNETER G 257 | DATA COMMUNICATIONS DIAGNOSTIC 7150318 70,9900
101100 SYSTEMS
01217 | SOFTWARE, LISTSERV- [ 311 ENTERPRISE SOFTWARE 537601
ELECTONIC M
01250 I FAXMACHINE, MURATEC [ 121 FAXMACHINES, TELECOPIER 20013021 12750
F-160
01321 | MONITOR, TANDBERG 6000 P 135 VIDEO CONFERENCING EQUIPVENT 308210 33,3810 LIVINGSTON
01322 | CAMERA VOICE [ 135 VIDEO CONFERENCING EQUIPMENT 1806041 449001 LIVINGSTON
ACTIVATED
01367 | DSP200DCABLEANALYZER G 257 DATA COMMUNICATIONS DIAGNOSTIC 7150845 6,430.01
SYSTEMS

01426 | CAWICORDER, PANASONIC [

131 TV, VCR, CAMCORDER, LASERDISK A1S814383
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HR/ Payroll News & Articles.
Upcoming Maintenance 9/15 thru 9/17
CAPPS HRIPayroll will undergo maintenance on Friday, September 15 and Sunday, September 17, 20
CAPPS Leam Profile Issue
CAPPS Leam is currently experiencing an issue with an Oracle interface.
EY18 State Emplovee Charitable Contributions Campaign 97 thru 10/31117
‘The annual State Employee Chartable Campaign (SECC) begins Friday, September 1 and ends Tuesc
from their paycheck. For employees who enroll during the enrolment period, deductions willnot occur
year. State employees who are a new hire, refire or ransfer employee and are not an active smployee
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IMPORTANT: PeopleTools Browser Information
As a part of the upgrade to PeapleTools, users may need to take some actions in their browsers to ens
‘may have this set to perform requiarly when they close their browser) and 2) I using Intemet Explorer,
your Agency CAPPS Level 1 Help Desk for adaitional assstance.
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The CAPPS Financials Production and Non-Production environments have upcoming maintenance on
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Reply to prompts before running the query.
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