3767 PRINTING INSTRUCTIONS AND COMPUTER NAME FOR HFD REPORTS

1. Access HFD using either one of the following:

e Enter the internet address:
http://reports.cadweb.fire.ca.gov/CrystalEnterprise

CDF Intranet Main Page - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help
5

wyr \_) \ﬂ \g _:] j.__xl Search

‘iﬁ'\? Favarites

ddress |a ikkp: /freports, cadweb. fire.ca, goviCrvstalEnterprise
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— ﬁCDF Intranet Q seance
in -
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; B Org H B
ﬂRadi... Main Page | Phones & Locations | P::Izr:n?:
JGate... Program Links
jlW Fira! From the Ch’-ef. .
i Media Fire Prevention

e Click on the shortcut via the CDF Intranet home page

SHORTCUTS

n E-Pay Portal ZDF Farms

Forest Prackice Svstermn
Farrn

CDF Handbaoaoks .
HFD Infarrmation
% AIMS Pending Contract Log

Abandoned Mewbarns §
Safely Surrendered Baby Law

Mew Emmploves Clearance

* COF family overseas.

o Hurricane Relief Leave
Award Recipients Prograrm

CDF Yendor Informaton

Vendor Nurnber Lookup [(no login required)

HFD Yendor Nurnber Lookup Instructions

HFD Wendor Murnber Lookup

Business ortcuts

State & Federal Property Program

The HFD login page will appear.
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2. HFD Online Logon Page

3 Log On to BusinessObjects InfoYiew - Microsoft Internet Explorer

_(&]x]
J File Edit View Favorites Tools  Help “ Q-0 - R .\J | P e | [~ & .9_-"1 i3 ‘ '.J'
JAddrESS I@ http:ffreports cadweb. fire.ca.govjbusinessobjectsfenterprisel { fInfoviewlogon. aspx j Go |J Lirks

BUSINESS OBJECTS” b =

Log Onto BusinessObjects

Existing User

Systern:

User name: hsahmauﬂ

Pasewnrd  [eeessses]

#uthentication: |Windows AD =

-]
] T T (e ke
mfstartl J oz J 2| trbas - Micrasoft ... | (0} saurce | # FAME - Microsaft ¥... ”@ Log On to Busine... ] Dacument1 - Micro, . | B2 2z

Enter the following information:

System: Leave blank

User name: Enter network user name
Password: Enter network password.
Set Authentication to Windows AD

Click Log On

The HFD Online home page will appear.
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3. HFD Online home page

Business Objects’ Welcon
& E < | [ Mew -~ &[5 Send + My Infoviews | Searchtile - [ |3 EH
L5l Folders, .|| Home Z

EeceBdaid X
B i Home

= Public Folders

Business°bie l m Personalize [nfo'iew now

Go to Infoview Inbox
Release 2

BusinessObjects InfoView collects and presents business intelligence information
and provides:

» Complete wiewing and interaction for query & analysis, reparting, and performance management

» [ntegrated collaboration with threaded discussions, intuitive navigation, and support for 3rd party
docurnents

e Advanced scheduling and distribution capabilities making it easier to share information with others

If not expanded, click the plus sign next to Public Folders @ [
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4.

BusinessObjects Info¥iew - Microsoft Internet Explorer

JF\'E Edit  View Favorites Tools  Help

j0-0-RRAelLAxelc-Sm-Uia3

If not expanded, click the plus sign next to HFD Reports B [
Click on the report group folder such as Vendor Reports.
Vendor Report Page

=]
G

J Address @ http:Jfreports. cadweb. fire. ca.gov businessobjectsfenterprisel 1 fInfobiew/main. aspx

| B |JLinks

=& ]

question for help ~ X

El BUSINESS OBJECTS’ !

Welcome: JSahmaun

wendor payment research by vendor number. Vendor numbers 'AAAAAARAAA and ‘0000702050 are not

allowed to retrieve

n Wendor Research by Wendor Number (6 Month
[ e poniorimoenhoy !

Mevertun -

Crystal
"

Administrator

& 3@ [ new » % [ send » [ My nfoview | Searchiile [ 5 2 o
eaalders sallanse Hag
E B @ =B X E Organize = | 24 | Fiter: Al Types -
My Folders i | Title | Last Run | Type | Cwner | Instances <}
B Ll public Folders r @ Wendor Mumber Lookup Mewer run gg:;ﬂ Administrator 0
S cars Reports Schedule | History | Properties
“Wendor number lookup tahle.
B D HFD Reponts
- = Other Reports 4 “endor Research by Claim Schedule Mever run Crystal Administratar 0
o endor Repo ’ Report
- Schedule | History | Properties
Siross Repars ‘endar pavment listing by claim schedule.
- “Wendor Research by Claim Schedule (6 Manth Crystal
- * Payment Histary Mever run Report Administrator 0
Schedule | History | Properties
Frior & month history of vendor payments by claim schedule
r 4 “endorResearch by Document Mumber Mever run EEW:;?-[‘ Administrator 0
Schedule | History | Properties
endor payment listing by document number.
. wendor Research by Document Mumber (G Month Crystal .
- * Payment Histary) Mewver run Reporl Administratar 0 =
Schedule | History | Propetties
Era m— i ents by document number.
- Wendor Research by Vendor Number Never run ggﬁ;ﬂ Agministrator 0

]

-

= |ulisEussicus
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Pa ‘a javascript:gotodction(fbusinessobjects/Enterprise 1 1 /Infoview/Repart/report_view, aspx?id=234067&reparthumber= |° Internet

Aistar| | 8 0@ @

J ﬂ &) Inbox - M\cros...l L2 Windows ..

Click vendor research by vendor number (circled above).
The report parameters page should appear.
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5. Report Parameters

a BusinessObjects Info¥iew - Microsoft Internet Explorer _ ||:||1|
J File Edit Wew Favorites Tools Help |J O - 'w) = E @ ,;/h | p -}}{ ,@ | E'{..;' & @ - D ﬁ _3 | #
JAgdress I@ http: jfreports, cadweb. fire, ca.gov/businessobjectsfenterprise 1 1 fInfoViewmain, asp: j GO |J Links
BUSINESS OBJECTS i Welcome: JSahmaun
& @ [ vew ~ G [ Send » [[] My Infoview | Searchiile ~ | 15 Y
|=LFolders ____collapse STl
E @ S % Eﬁ E xEnter prompt values.
iy Folders
=] Public Folders Enter a vendor number. (required) “enho
I caIRS Reports
700500
& I HFD Reports
E other Reports I set to b
Evendor Reports
[IR0S5 Reports Enter a vendor suffix. (required) ensuffix
E =
Erter & Yalue:
joa
I~ Set to hul

= =
] C DT T T T mtemet /

Enter the report parameters (i.e. Vendor No: 700500 and Vendor Suffix: 00).
Click OK.
The report should appear.
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6. Report Page

usinessObjects Info¥iew - Microsoft Internet Explorer

=10l x|

J File Edit Wiew Favorites Tools Help |J Q-9 -« [ :'\J | P e | A~ = Iy_—l - S | z"‘
JAgdress I@ httpiffreports.cadweb. fire, ca.gov/businessobjectsfenterprisel 1/Infoview/main, asp:x j GO |J Links
BUSINESS OBJECTS : Welcome: JSahmaun
@ | D Mew » Fa @ Send - My Infoiview | Searchiitle - | |,E_] '_f-:] @
o ; P -
OepesBRal X H 4 » Hll J’SIMalnRepor‘t'l\_@H # [100% =] oy -
= DEPARTMENT OF FORES
E
My Folders VENDOR RESEAI
& EPuplic Folders
“endor Mot Fo0s00
I caIRS Reports .
nendor Suffix: oo
=2 EHrD Reports “wendor Name: DEPT OF CONSERWATION
mother Reports “windor Address: ACCOUNTING OFFICE
EVEHUDI’REDDI’TS SACRAMENTO CAS53143500
ERross Reparts Sorted By: Process Date
Sfx Ref Doc Mo - Invoice Cur Doc: Mo F - Index - Object - PCA
oo 040 - DE049 05- 0211 - 384, - 02152
oo SCA01D21 02 - DE245 [ 05 - 0830 - 384, - 06205
oo 8CA01021 02 - DE1N 05 - 0830 - 384, - 06205
oo SCAD1021 02 - DE173 [ 05 - 9530 - 354 - DEI0OG
oo SCA01021 02 - DE156 [ 05 - 9530 - 284, - DEI0G
oo 8CA01021 02 - DED4Z [ 05 - 0830 - 384, - 06205
oo 8CA01021 02 - DED4Z [ 05 - 0830 - 384, - 06205 e
oo 8CA01D21 02 - D104 [ 05 - 0830 - 404, - 06205
oo SCAD1D21 01 - DE043 C 04 - 9530 - 354, - DEI0G
oo SCAD1021 02 - DE042 [ 05 - 9530 - 354 - DEI0OG
oo SCA01021 00 - DEODS C 05 - 9530 - 284, - DEI0OG
oo 8CA01021 01 - DS045 [ 04 - 0530 - 384, - 06205
oo 8Ca01021 01 - D591 [ 04 - 0530 - 384, - 06205
oo 8CA01021 01 - DS002 [ 04 - 0530 - 384, - 06205
oo SCAD1021 01 - 05864 C 04 - 9530 - 354, - DEI0G
oo SCA01021 01 - DA363 [ 0% - 9530 - 384, - DEI0OG
oo SCAN1021 01 - 05864 C 0% - 9530 - 384, - DEI0OS
I oo SCA01D21 02 - DSOA4 [ 03 - 0540 - 384, - 06122 _ILI
4 »

|@ Dane

C DT T T T mtemet /

Click on the print button & (circled above).

The Crystal Reports Viewer window should appear.
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7. Crystal Reports Viewer

a Crystal Reports Yiewer -- Web Pag

2 x

|htt|:|:,|',l'repn:|rt5. |‘ Internet

After a moment, the printer options should appear
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8. Print options.

&eant 2(x|

eneral I
— Select Frinter
= oY o -
g [ 23 = a J
Add Prinker Microsaft PrimoPDF
Cffice Doc... -
K | :
Status Ready Freferences |
Location: 1416 9th Street 15th Floor Boom 1544 _ _
Comment:  Fast Unit's Canon 5020i M etwark. Copier Fird Printer... |
—FPage Range
Lo Mumber of copies: I'I 3:

£ Selection £ Curent Page

" Pages: I'I -3 ¥ | Callate
Enter page numbers and/or page ranges

geparated by commas. For example, 1,512

Errirt I Cancel |

1=
o
=2
=

Set the print options or accept the default settings.
Click Print

The document should print and the report page should reappear.

If you are unable to print, submit the computer name. To find the computer name, do
the following:

9. Locate the “My Computer” on the desktop

My Cormputer

Use the “Right click” function from your mouse.
Select “properties”
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10. The “properties” will be displayed.

System Properties

Syztem i Updates | Fiemate |
Giener Computer Mame Hardware | Advanced |

System:
Microsoft Windows <P
Frofeszional
YWerzion 2002
Semvice Pack 2

Registered to;
COF
COF
FE487-E41-0931 026-23379

Compliker:
IntellR]
Pentium[R] 0 CPU 3.00GHz
200 GHz,1.97 GE of Rk

Click on the “computer name” circled above.
The “computer name” properties will appear.
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Computer name properties

System Properties

| | Syztem Restore

[ Automatic Updates || Remate |

General Computer Mame Hardware || Advanced |

wiindowes uzes the following information o identify your computer

an the netwark.

Computer description:

For example: "Kitchen Computer or "k any's

e

! < Full computer name:

DADLWEBBXP fire. ca.gov

Dramain:

L domain and create a local
0.

To uze the Metwark, [dentification *izard to join a Wetwark 1D

To rename thiz computer or join a domain, click Change.

hire.ca.gov

Lzer account, click Mebwark,

Change...

iy

L k. ][ Cancel ] Apply

Submit the computer

name to the help desk.

3767 - 10

Mar 2008



