BI Manager

User Guide

I. Introduction

a. Installation

b. Screens

c. Security

d. Reports

e. User Handbook

f. Processes Supported

II. Installation

III. Screens

a. Login 

b. Main Screen – Default screen for navigation of BI Manager

c. Work Log – Input screen for work

i. Work Log Details – details of work, link to Support calls, Projects, Knowledge Base

d. Work Schedule – Shows all workers’ documented work

e. Company Info – Company header and address information
f. All Contacts  - Global contact list and user list
i. Skills Profile – documented skill set for all workers
ii. Contact Rights – set rights to users for BI Manager
iii. Signons – link signon information to contacts
iv. User Group Membership – associate contacts with User Groups
g. Report Specifications – Reporting Elements, Business Requirements, Rules, User Groups, Report Specs

i. Reporting Elements – defines unique Business Element

A. Data Sources – Data sources of each element

B. Data Targets – defines target data mart/ data warehouse table(s) for element

C. User Groups – which user groups have access to each element

ii. Business Requirements – defined

iii. Rules – Business Rules defined – linked to Business Requirements

iv. User Groups – defined

v. Report Specs – Reports/cubes defined, detail/summary groupings defined

h. Support Calls – Support Call History, details of calls

i. Knowledge Base – User defined Knowledge Base for knowledge share
j. Projects – Define projects
i. Project Tasks – details of projects
k. Server Specs – Hardware/software inventory

l. Object Documentation – Document files used for reports, change control history

i. Object History – History of changes to object

ii. Object Types – links objects to type, based on file extension, for automatic object import

iii. Software/Object Type Mapping – links object types to software used

m. User Requests – Help Desk 

n. Auditing – Audit collection for Powerplay Enterprise and IWR
i. Audit Collection History – keeps track of audit events, files processed, user who performed audit collection

IV. Security

V. Reports

VI. Processes Supported

a. Business Reporting Requirements

b. Project Planning and Tracking

c. Change Control

d. Resource Tracking

e. Knowledge Building

f. Auditing for Report Usage

I. Installation

a. You must have Access 2000 to run this program.

b. Copy the files on the disk to any folder on your PC or network.

c. Find the BI Manager.mdb file in Windows Explorer, highlight it, right click, and choose Properties.

d. Clear the Read Only check box.

e. Double-click on the BI Manager.mdb file.

II. Introduction

1. The purpose of this software is to help maintain reports, cubes and data marts.

There are two versions of BI Manager:  Consultant and Vendor.  Both products are identical in every way except for the context:  Consultant, fit more for an external consulting firm, separates each company’s information on the main screen; Vendor Management, for more for an BI Manager, combines all of the companies’ information, and allows the user to track multiple vendors’ activities within an organization.

III. How to Use the Program

This section goes through each screen module and explains all of the features available.

Screens are organized in a consistent way throughout the program.  There are no menus; buttons at the bottom of each screen are used to navigate through the program.

A. Main Screen
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The Main Screen is the first screen upon launching the program.  The Main Screen lists all Vendors that are have been inputted, organized in descending order by Last Engagement.  An Engagement is an entry in the Work Log, which is defined as up to 7 days of work by a vendor.  The Main Screen also lists the number of Engagement days that vendor has logged into the program.  The Client’s own company name is present, which allows internal employees to log work.

Buttons:

Work Log:  Clicking on this button invokes the Work Log, which is a set of screens which allows a user to input work.

Work Schedule:  Shows all logged engagements in descending date order.

Company Info: contains any vendor or company information such as name, type of business, web site, and address information.  Company info is required.

All Contacts:  This is an address book, which contains information about all contacts, as well as a skills Profile, which can be updated regularly.

Business/Reporting Requirements: Maintains all the building blocks needed to maintain the company data dictionary and all reports that use elements defined in it.

All Cust Support Calls: Lists all support calls logged to vendors.  Calls are tied to an Event; from the Main Screen, you can navigate to a particular call.

Knowledge Base:  This is a user definable Knowledge Base which is also tied to an event.  This button will invoke the Knowledge Base Main Screen, which will allow for maintenance and report generation.

Projects:  identifies and details all project efforts.

Server Specs:  Provides maintenance of Server Specs:  Hardware, Operating system, and all software that resides on all servers in the organization.  This information is invoked when logging a Service Call.

Object Doc: Catalogs all Objects used in the projects.  Examples are:  Impromptu Report, Script, Powerplay Cube, Impromptu Catalog, and Cognos Query Package.  These objects are used in Change Control for Requests.

User Requests: Logs all User and IT initiated Requests.  Requests are the heart of Change Control; they can be prioritized, included in ongoing projects, and tracked to completion through the Work Log.

My Profile: Identifies the company who is the focus of the program.

Work Log
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The Work Log provides information about work.  Each worker inputs his or her information into these screens, which can be printed.  Each entry represents an Engagement.  An Engagement is defined as a documented body of work in one week.

Buttons:

Work Contacts:

Follow Up:

Work Log Details:

Copy to New Log Entry:

Company Locations:

All Contacts:

Schedule:

Timesheet:

Go to Project:

Go To Requests:

Back To Main Screen:

