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Credible
Business Intelligence:

BI Administration:
Joins and View Creation Process

Joining Two Tables
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Pet Species

Buddy Dog

Fluffy Cat

Felix Cat

Douglas Dog

Petey Dog

Pet Toy
Buddy Squeaky bone
Fluffy Catnip Mouse
Sherlock Tennis Ball
Douglas Kong toy
Mittens Rubber hedgehog

Gonzo Rubber Ducky

Inner Join:
Must be a record 
in each table

Pet Species Toy

Buddy Dog Squeaky bone

Fluffy Cat Catnip Mouse

Douglas Dog Kong toy

Join on the 
common field:
Pet
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Joining Two Tables
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Pet Species

Buddy Dog

Fluffy Cat

Felix Cat

Douglas Dog

Petey Dog

Pet Toy
Buddy Squeaky bone
Fluffy Catnip Mouse
Sherlock Tennis Ball
Douglas Kong toy
Mittens Rubber hedgehog

Gonzo Rubber Ducky

Pet Species Toy

Buddy Dog Squeaky bone

Fluffy Cat Catnip Mouse

Felix Cat

Douglas Dog Kong toy

Petey Dog

Left Outer Join:
Shows all 
records in the 
left table

Join on the 
common field:
Pet

“Left” Matters!
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Pet Species

Buddy Dog

Fluffy Cat

Felix Cat

Douglas Dog

Petey Dog

Pet Toy
Buddy Squeaky bone
Fluffy Catnip Mouse
Sherlock Tennis Ball
Douglas Kong toy
Mittens Rubber hedgehog

Gonzo Rubber Ducky

Pet Species Toy

Buddy Dog Squeaky bone

Fluffy Cat Catnip Mouse

Sherlock Tennis Ball

Douglas Dog Kong toy

Mittens Rubber hedgehog

Gonzo Rubber Ducky

Join on the 
common field:
Pet

Left Outer Join:
Shows all 
records in the 
left table
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Key:
Blue = Inner Join
Green = Outer Join

View with Joins 
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Views
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View Building Process
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Define Fields
• Organize fields into 

categories
• Set calculated 

fields when 
possible/needed

Build View & 
Create Calculated 
Fields
• Select fields
• Select columns
• Establish joins

Analyze Problem & 
Plan for New 
Solution
• Plan
• Critical to 

understand what 
report builders and 
readers need

Publish View
• Define access 
• Test before 

expanding access
• Monitor and adjust

1. Drag and Drop Editor

2. View Fields

3. View Summary

View Building Steps
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Drag and Drop Editor
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View Categories

Confidential & Proprietary

View categories are used to limit available folders for field categories when 
making a new view. Only those appropriate to the type of report will see the 
category.
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Field Categories
• Folders containing the fields made available for report building
• Can utilize table names or other appropriate descriptions

Field Categories
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View Building Area
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Select the First Table
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View Building Area
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Define Joins
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View Options
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Selecting Fields
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Selecting Available Fields
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Choice of Fields

When viewing available fields, 
click and drag the elements to 

the center section. You will 
notice the bolded fields are 

ones that you added. The fields 
that were dragged across show 

in that section.
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