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INTRODUCTION: UNLOCKING
DATA INSIGHTS WITH BUSINESS
OBJECTS

In today's data-driven world, the ability
to  transform  raw  information  into
actionable  intelligence  is  no  longer  a
luxury—it  is  a  necessity.  Organizations
worldwide rely on business intelligence
(BI) tools to sift through vast datasets,
uncover  trends,  and  make  informed
decisions. Among the most powerful and
widely  adopted  BI  platforms  is  SAP
BusinessObjects .  However ,  for
newcomers,  this  enterprise-grade  suite
can  feel  overwhelming.  Its  depth  of
features,  from  semantic  layers  to
complex  repor t ing ,  demands  a
structured  approach.  This  is  precisely
why  a  Step  By  Step  Tutorial  For
Business  Objects  is  invaluable.  It
transforms a steep learning curve into a
manageable journey,  guiding you from
foundational concepts to practical report
creation.  This  guide is  designed to  be
your comprehensive roadmap. Whether
you are an analyst, a data enthusiast, or
an  IT  professional,  following  this
systematic  tutorial  will  equip  you with
the  confidence  to  harness  the  full
potential  of  Business  Objects.  We  will
break  down  the  process  into  clear,
digestible phases, ensuring you not only
learn the mechanics but also understand
the rationale behind each step. Let us

begin  this  journey  to  master  Business
Objects, one step at a time.

WHAT IS SAP BUSINESS
OBJECTS? A BRIEF OVERVIEW

Before  diving  into  the  tutorial,  it  is
essen t i a l  t o  e s tab l i sh  a  c l ea r
understanding of what Business Objects
is. At its core, SAP BusinessObjects is a
comprehensive suite of BI tools designed
for  reporting,  querying,  analysis,  and
visualization. It allows users to connect
to  various  data  sources—from  data
warehouses to Excel spreadsheets—and
create  meaningfu l  reports  and
dashboards. Key components include the
Universe  (a  semantic  layer  that
translates complex database structures
into  business-friendly  terms),  Web
Intelligence  (the  primary  reporting
tool), and the BI Launch Pad (the web-
based portal for accessing and managing
content). This tutorial will  focus on the
most  common  tasks,  enabling  you  to
build a solid foundation. By following this
step-by-step  tutorial  for  business
objects, you will learn to navigate these
components effectively.

STEP 1: SETTING UP THE
FOUNDATION – ACCESS AND
NAVIGATION

1.1 Accessing
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the BI Launch
Pad
Your journey begins with the BI Launch
Pad. This is the central hub where you
will  access  reports,  dashboards,  and
administrative functions. Typically, your
system  administrator  will  provide  you
with a URL and login credentials. Open
your web browser,  enter the URL, and
log in with your username and password.
Upon successful login, you will see the
home  screen,  which  offers  a
personalized  view  of  your  recent
documents,  favorites,  and  available
appl icat ions.  Take  a  moment  to
familiarize  yourself  with  the  interface.
Look for the navigation panel on the left,
which  provides  links  to  Documents,
Organize,  and  Application  tabs.
Understanding  this  layout  is  the  first
crucial step in any step-by-step tutorial
for business objects.

1.2 Setting User
Preferences
To  ensure  a  smooth  experience,
customize your  settings.  Click  on your
username in  the  top  right  corner  and
select  Preferences.  Here,  you  can
adjust  language,  date  format,  and
default viewing options. For beginners, it
is  often  helpful  to  set  your  default  BI
launch  pad  view  to  "List"  for  clarity.
Configuring  these  settings  early  on
prevents  confusion  later  and  makes
following  this  tutorial  easier.

STEP 2: UNDERSTANDING THE
SEMANTIC LAYER – THE

UNIVERSE

2.1 What is a
Universe?
The  Universe  is  the  heart  of  Business
Objects. It is a semantic layer that sits
between  your  data  source  (l ike  a
database)  and  your  reporting  tools.  It
translates  technical  database  terms
(e.g.,  "CUSTOMER_TBL.CUST_ID")  into
intuit ive  business  names  (e.g. ,
"Customer  ID").  This  al lows  non-
technical users to create reports without
needing  to  understand  SQL.  For  any
step-by-step  tutorial  for  business
objects,  grasping  the  concept  of  a
Universe  is  non-negotiable.

2.2 Connecting
to a Universe
To  use  a  Universe  for  reporting,  you
must connect to it. From the BI Launch
Pad,  navigate  to  the  Application  tab
and select Web Intelligence. When you
start a new report, you will be prompted
to  select  a  data  source.  Choose
Universe from the list. A dialog box will
appear,  displaying  available  Universes.
Select  the  one  re levant  to  your
organization  (e.g.,  "Sales_Universe"  or
"Finance_Universe").  This  action
establishes  a  live  connection  between
your  report  and  the  underlying  data,
allowing for dynamic analysis.

STEP 3: CREATING YOUR FIRST
WEB INTELLIGENCE REPORT

Now we move to the core of this step-by-
step  tutorial  for  business  objects:
building  a  report.  Web  Intelligence
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(WebI)  is  the primary tool  for  creating
ad-hoc reports and analyses.

3.1 Starting a
New Report
Once you have selected a Universe, you
will enter the Web Intelligence interface.
The screen is  divided into several  key
areas: the Data tab on the left (showing
available  objects  like  dimensions  and
measures), the Report tab (where your
output  appears),  and  the  Result
Objects  pane  (where  you  drag  fields).

Dimensions are business data
categories like "Year," "Customer
Name," or "Product."
Measures are numerical data
points like "Revenue," "Quantity
Sold," or "Profit."

To build a simple table, drag a dimension
(e.g.,  "Year")  and  a  measure  (e.g.,
"Revenue") from the Data tab into the
Result  Objects  pane.  Then,  click  the
Run Query button (the green play icon).
Instantly,  a  table  will  appear  on  your
report canvas, showing revenue by year.

3.2 Formatting
Your Report
A raw table is functional but not always
presentable.  Use  the  Formatting
toolbar at the top to adjust fonts, colors,
borders,  and  number  formats.  For
instance, you can format the "Revenue"
column to display as currency with two
decimal places. You can also add a title
by inserting a text box. Right-click on the
report canvas and select Insert > Text
Box.  Type  your  title  (e.g.,  "Annual
Revenue Overview").  Simple formatting

significantly  improves  readability  and
professionalism.

3.3 Adding
Filters and
Prompts
To make your report more dynamic, add
filters.  In  the  Data  tab,  right-click  on  a
dimension like "Region" and select Add
As Filter.  This  adds the dimension to
the  Filters  pane.  You  can  set  a  fixed
value  (e.g.,  only  "North  America")  or
create a Prompt. A prompt asks users
to input a value each time the report is
refreshed. To create a prompt, right-click
the  filter  and  select  Edit.  In  the  dialog,
choose  Prompt  and  enter  a  user-
friendly  instruction  like  "Select  a
Region."  This  is  a powerful  feature for
interactive reporting and a key skill  in
this  step-by-step  tutorial  for  business
objects.

STEP 4: ADDING CHARTS AND
VISUALIZATIONS

Visualizations help tell a story with your
data.  Web  Intelligence  offers  various
chart types, including bar, line, pie, and
more.

4.1 Inserting a
Chart
To add a chart, click on the Insert menu
and select Chart.  Choose a chart type
(e.g.,  a  bar  chart).  A  blank  chart  will
appear on your report canvas. Now, you
need to assign data. Drag a dimension
(like "Year") to the X-Axis drop zone and
a  measure  (like  "Revenue")  to  the  Y-
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Axis  d rop  zone .  The  char t  w i l l
automatically update to display the data.
You can further customize chart colors,
titles, and legends from the formatting
panel.

4.2 Combining a
Table and Chart
A report can contain multiple elements.
You can have a structured table showing
detailed numbers and a chart providing
a visual summary on the same page. Use
the  layout  tools  to  arrange  these
elements  side-by-side  or  stacked.  This
dual  representation  makes your  report
more  comprehensive.  Following  this
step-by-step  tutorial  for  business
objects, you will learn to combine both
for maximum impact.

STEP 5: ADVANCED REPORTING
TECHNIQUES

5.1 Using
Formulas and
Variables
Basic reporting often requires computed
metrics that aren't  in the source data.
For  example,  you  might  want  to
calculate  profit  margin.  In  Web
Intelligence, you can use the Formula
Editor to create variables. A variable is
a  custom  measure  defined  using
formulas.  Click  on  the  Data  tab  and
select  New Variable.  Give  it  a  name
like  "Profit  Margin  %".  In  the  formula
editor,  you might  write:  =([Revenue]
- [Cost]) / [Revenue] * 100. This
variable  then  becomes  available  as  a

new measure in your report. Mastering
variables is a milestone in any step-by-
step tutorial for business objects.

5.2 Drilling Down
for Deeper
Analysis
Drilling allows you to explore hierarchical
data. If you have a dimension hierarchy
like "Year > Quarter > Month," you can
double-click on "Year" in your table to
drill  down to  the  next  level  (Quarter).
This  interactive  feature  lets  users
investigate data at different granularities
without  creating  new  reports.  Ensure
your  Universe  supports  hierarchies  for
this to function. Enable drill mode from
the Analysis tab.

STEP 6: SCHEDULING AND
SHARING REPORTS

Once  your  report  is  finalized,  you  will
likely  need  to  share  it  with  others  or
have it run automatically.

6.1 Saving Your
Report
Save your  work  to  the  BI  Launch Pad
repository so it  can be accessed later.
Go to File > Save As. Choose a folder
location  (e.g.,  "Public  Folders"  or  "My
Favorites")  and  give  the  report  a
descriptive  name.  Saving  to  a  public
folder makes it accessible to other users
with appropriate permissions.
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6.2 Scheduling a
Report
Scheduling automates report generation.
For  instance,  you  might  want  the
"Weekly  Sales  Report"  to  run  every
Monday  morning.  From the  BI  Launch
Pad, locate your report, right-click on it,
and  select  Schedule.  A  dialog  will
appear. Here you can set the frequency
(once, daily, weekly, etc.), format (PDF,
Excel,  CSV),  and  destination  (e.g.,  an
email inbox or a network file share). You
can also specify prompts or parameter
values for scheduled instances. This is a
critical step in the step-by-step tutorial
for business objects for anyone involved
in regular reporting cycles.

Recurrence: Choose how often
the report runs.
Destinations: Select where the
output is sent (e.g., email, FTP, file

system).
Formats: Pick the output format
(PDF is common for static
distribution).

STEP 7: BEST PRACTICES FOR
EFFECTIVE REPORTING

7.1 Data Source
Optimization
Before  building  reports,  ensure  your
database  and  Universe  are  optimized.
Use filters early in the query to minimize
the  data  volume  pulled  into  Web
Intelligence. Avoid selecting all columns
unnecessarily.  Encourage end users  to
use prompts to limit data at the source.
Efficient  data  retrieval  leads  to  faster
report  performance.
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