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Step1:  Login to Business Object info View
URL: https://dddwebreports.hcpf.state.co.us:8443/BOE/BI

Enter your user id and 
password

https://dddwebreports.hcpf.state.co.us:8443/BOE/BI



Step2: To create a NEW report, click the Web Intelligence Tool icon.  It is on the Home tab

Web Intelligence Tool Icon



Step 3: After opening the Web Intelligence –Click the ‘New’ report icon 



Step 4: ‘Universe’ and click ‘Ok’



Step 5: Click CCMS.unx and select



Step 6: The different types of packages are listed under the CCMS.unx.  The Consumer Folder have contains all the consumer related information.  The Agency List tab has all 
the agency related  information.  You can select any object or field you need.
The Results Objects panel holds the data elements that you select to use on the report.



Step 7: To create a Waitinglist Report,  you can pull the information from the consumer folder/package



Step 8: Select the objects to include on the report, then double click  or drag and drop them to the Result Objects section. 



Step 9: Select the ‘Waitinglist Status Code Desc’ object and drag and drop it into the “Query filters” section. The first drop-down lists the 
operand/query filters available. 



Step 10: In the Query Filters drop-down, select Equal to. From the second drop-down field, select the “Value(s) from list”. 
The resulting Query Filter is “Waiting List Status Code Description/is Equal To/Values from list”
On the “Waitinglist status code desc” object, select “ Yes-Waiting” for your waiting list report.



Step 11:  After you have selected the Proper object (Report field information),    you are ready to execute the Query . Click the “Run Query” button



Step 12: Wait while the query runs



Step13: The report output will be created based on the selection criteria. The columns are in the order they were set up in the Results Objects panel



Step14: You are able to change the format. For example, change the report title by double clicking on “Report1” and changing the name . Change the 
alignment by using Format tab functionality 



Step 15: After executing the query, save the report on your “My Favorites” folder .
Click the save button.  It will pop-up another window. You can save the report in the Name field. Click Save



Step 16: The report will be saved



Step 17: Execute/Run the report

Select  the report “Right Click”  and View 



Step 18:  Report will open. Click  the “Refresh” icon.
The report will be refreshed with latest data 



Step 19: To Export the report to Excel version, click the Export icon, you can export the report in different formats. Select Excel (.xlsx). 
Note: To export to Excel, you must have Excel installed on your desktop/laptop.



Step20: Once you have selected Excel, the report export  to Excel format In the bottom browser window, you can either Save or Open the 
spreadsheet for the report. 



Step 21:  When you click open, the report will open in Excel format.
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