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1.0 Overview 
 

These instructions provide the necessary steps on accessing BusinessObjects & Running Reports. SAP BusinessObjects is a 
platform used by Clackamas County for accessing custom reports. 

2.0 Work Instructions 
 

1. Accessing SAP BusinessObjects 

a. Log in: Navigate to top right corner and select 
“Connect to BusinessObjects.”  

b. Ensure pop-ups are enabled in your browser settings 
c. You will be directed to the BI Launch Pad. 
d. Select Folders > Public Folders > 

pdxmetroarea_hmis_live > Clackamas County. 
 
Note: If you do not have access and would like to utilize 
SAP BusinessObjects, please contact 
HMISAdmin@clackamas.us 
 

1. Accessing Sap BusinessObjects 

 

2. Running Reports 
a. Locate the desired report within sub-folders. 
b. Select report name to run it directly in the browser.  
c. Or select the three dots next to the report and select 

Schedule for future automated reports. 
 
 
 
 
 
 

2. Running Reports 

mailto:HMISAdmin@clackamas.us
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3. Viewing Reports 
a. After selecting a report, it will load (may take a few 

minutes depending on size). 
b. Report prompts will appear for additional 

specifications (refer to Section 5 for detailed 
instructions). 

 
 
 
 
 
 

3. Viewing Reports 

 
 

4. Scheduling Reports 
a. Select three dots next to a report and select 

Schedule. 
b. Toggle through prompt pages and ensure all 

required fields are filled before finalizing the 
schedule. 

 
 
 
 
 

4. Scheduling Reports 

 
5. Report Formats 

a. Default is Web Intelligence for browser viewing. 
b. Change to Microsoft Excel - Reports for Excel-

based report handling. 
 
 
 
 

5. Report Formats 

 



Accessing BusinessObjects & Running Reports - Work Instructions  

 

Document Owner: HCDD 
Effective Date:12/17/2024 

Printed versions of this document may be outdated. Find 
the most up to date version online. 

                                                                       Page | 3 of 4 

 

6. Prompts Management 
a. Select Edit Prompt Values to modify existing 

prompts. 
b. Familiarize with common bugs such as delayed 

loading of prompts, which will be resolved soon. 
 
 
 
 
 
 
 

6. Prompts Management 

 

7. General Prompt Setup: Provider (Project) 
a. Never fill out the EDA Provider.  
b. Refresh the provider list if no results appear initially. 

 
 
 
 
 
 
 
 
 

7. General Prompt Setup: Provider (Project) 

 

7.1 General Prompt Setup: Date 
a. Manually type or select using the calendar icon.  
b. Defaults to today's date. 

 

7.1 General Prompt Setup: Date 
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3.0 Resources 
 

3.1 Referenced Material 

3.2 Related Material 
 2024 HUD Data Dictionary (linked) 

3.3 Contacts 
 HMISAdmin@clackamas.us  

https://www.hudexchange.info/resource/3824/hmis-data-dictionary/
https://lchsdhelpdesk.freshdesk.com/support/solutions/articles/70000626152-how-to-access-businessobjects-previously-art-
https://lchsdhelpdesk.freshdesk.com/support/solutions/articles/70000626152-how-to-access-businessobjects-previously-art-
mailto:HMISAdmin@clackamas.us

