Quick Reference Card — ”
Exporting a Report ;"/:IRIS

Process: Business Objects (BOBJ) Web Intelligence can be used to display a
report. Reports can contain data from databases, such as Business Warehouse,
Oracle, GRADS, Remedy, etc. Reports can contain data tables, graphs, charts, and
sub-reports. The following steps will show you the basics of exporting a BOBJ report
as an Excel spreadsheet, a PDF document, or a CSV (Microsoft Comma Separated
Values) document with or without options.

Note: For details on other BOBJ processes, please review the BOBJ Reporting QRCs
or course manuals on the myHelp web site.

Role: Authorized Users Frequency: When needed

Exporting as an Excel Document

Open the Business Objects report

&2 Home | Document List |

Click Document e - FI_Miss

“#| Document -

| User Prompt Input

I Web Intelligence - FI_Missy: Budget Re
* Ducument|v| View - | T 33| @

Close

Select Save to my computer as Csave to my computeras D
Save Report to my Computer &s 13

Properties
Budget Type

L

l Web Intelligence - FI_Missy: Budget Report

» Dncument‘ v| view - | 15 | 33 | @ > "
Close | - | E
Save to my computer as 3 [
Select Excel

Save Report to my Computer As 3 POF

Propertiss Gy
Budget Type CSV (with options)... €
Department on funds center ||

File Download &I

Do you want to open or save this file?

@ j Name: FI_Missy:_BOBJ_End_User_Report_xls
LHL Type: Microsoft Office Excel 97-2003 Worksheet, 35.5KB

From: boss.ad.uky.edu

Click Open I (o ) e ] [ ]

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do net trust the source, do not open or
save this file. What's the risk?
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Save the file in either 2003 or 2007
Excel format

Open the Business Objects report

Exporting as a PDF

/| vome | insent  Pagelayout  Formulas  Dwta  Review  View  Adddn  Aerobat

=1 n cut Angt <9 AW | @ | Swnole Custon . *.SI
Pate Siad B SO~ e A (EEW DR MegenContn s $ - % 0| 38 3] Condiions
< Vot Painter = . =2 romatting
Cigbasd - Fant : Angnment Humes
T g Beysrdcas3 JiseEa
2y - M| 128833
A =] c 1] E F G H

1 Ladger: Funds Centar Balances

Annu |
(Hisvise) |Priar

3 | [0 Funds Center |alance

| 1011853830 UNIVERSITY.CENERAL 410200 Appro-Rogular State  (315,800.50000) (315,377.077.13) (313.444,077.18)
& UNIVERSITY-CENERAL 410210 Appro-State Dett Ser 4.649.100.00) {4,648.100.00}

Il & UNIVERSITY-CENERAL 410220 Appeo-State Special 0.00
| 7 RAL 114101 Grants - 5T Noncap 0
| 3 UNIVERSITY-CENERAL 422103 Capital Gt (145.000.00) (145000000 (145,000.00)
E UNIVERSITY-GENERAL 430010 10V Inc - Overmight {10.108.00000) (10.108.00000)  (653,160.44)
| 10 UNIVERSITY.CENERAL 430045 Inv Inc-Bond Riev 11.108,518.95)

Note: Any changes you make to the Excel
file cannot be uploaded to Business Objects.

Click Document

&2 Home | Document List |

- F1_Miss

+# Document «

| User Prompt Input

Select Save to my computer as

Il web Inteligence - FI_Missy: Budget Re
» Dncument|v|View - B i)

Close

"]
( Save to my computer as >

Save Report to my Computer &s 13

Properties
Budget Type |

Select PDF

||| - web inteligence - Fi_Missy: Budget Report

-+ Dncument|-‘\a’iaw -l 8 a -

[n

Close -

Save to my computer as 3 Excel [
Save Report to my Computer As 13

Properties. csv

Budget Type CSV (with options)... €
Department on funds center " |

Click Open

File Download = | P |

Do you want to open or save this file?

Bili'n- MName: FI_Missy:_BOBJ_End_User_Report_.pdf
i | | Type: Adobe Acrobat Document, 130KB
From: boss.ad.uky.edu

([ COpen ]I Save ] [ Cancel ]

[~ > | While files from the Intemet can be useful, some files can potentially
\a ham your computer.  you do net trust the source, do not open or
= save this file. What s the risk?
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To save the document as PDF, use the
menu and click File =& Save As

Open the Business Objects report

= FI.McCool%3A_Ledger_-_Funds_Center_Balances - Budget_vs_Actual[L]paf - Adabe Acrabat Pro W
mEdit View Document Comments Forms Tools Advanced Window Help

i=J0pE G0 L v f Sign ~ |%| Forms = E M

Organizer r

iy @ @ @ - -

Create PDF Portfolio 8] & |8 ® 941% =
| Modify PDF Portfalio »

L

1 Create PDE »
£ Combine »
"_j Collaborate >

izl S

cas
( Save As..

R Save as Certified Document...

Shift+Ctrl+5, of 3

e

Export as a CSV

Click Document

@Home Document List | €

- FL_Miss

ew ~ | &

“# Document -

| User Prompt Input

Select Save to my computer as

I Web Intelligence - FI_Missy: Budget Re
» Dncument|v| View - g B9

Close
Cs_ave to my computer as j
Save Report to my Computer As 3
Properties I.
Budget Type

I Web Intelligence - FI_Missy: Budget Report

Click Save

¥ DDcument‘ -| view - |15 4 @ o n
Close - ~ | F :|
Se|eCt CSV Save to my computer as 13 Excel [
Save Report to my Computer As. 3 FOF
Properties.
Budget Type CSW (with options)... €
Department on funds center ”|
=~
File Download |£|
Do you want to open or save this file?
ﬁ j Mame: FI_Missy:_BOBJ_End_User_Report_.csv
z Type: Microsoft Office Excel Comma Separated Values ...

From: boss.ad.uky.edu

Open ]([ Save ] [ Cancel ]

™ e I While files from the Intemet can be useful, some files can potentially
e ham your computer.  you do not trust the source, do not open or
= save this file. What's the rsk?

Select the folder in which you want to
save the file

Save As . &I

@&T! Desktop |>|

Wy Organize == Views ~ [ New Folder

Name Size =
Iralm.ng. Register DCIML I
: ~ |iVerSity Of Kentucky - IRIS I raining T yHel') WebSIte
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Exporting a Report
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RIRIS

Information System

Keep or change the file name

1= | SAP MetWeaver Portal

ders A T

t File name: _BOBJ_End_User_Report_.csv

Save as type: lMicrosoﬁ: Office Excel Comma Separated Values File

Click Save

File name: _BOBJ_End_User_Report_.csv

Hide Folders Save ] [ Cancel ]
File name: _BOBJ_End_User_Repor@
Keep the file type/exte nsion (_ CSV) Ga_\re as type: [Microsof't Office Excel Comma Separated Values ﬁ@

Save as type: | Microsoft Office Excel Comma Separated Values File

lide Folders

Note: You will be able to open the file
in either 2003 or 2007 Excel format or
import it into other software as needed.

Open the Business Objects report

=, A cu

15 LIKDO/ Nt ACOCAMNE 55000
16 | UKDO/Not ROKANNE® 000" UNIVERSTY WIDE"“UNTVERSITY WiDE
| 17 Original B ACXANNE""SS000" UNIVERSITY WIDE UNTVERSITY WIDE

18 Recurrning AOXANNE"SS000™ UNIVERSITY WIDE""UNTVERSITY Wi
l 13 Criginal B ACXANNI™"99000"UNIVIRSITY WIDE*"UNIVERSITY WY
| 30 Recurming ROXANNE™S9000™ UNIVEREITY WIDE™ UNIVERSITY WIDE

UNIVERSITY WIDE " UINIVERSITY WADE™ "

Mot selected HE10™ Execut
% selected 0610 Fxecutive Management™ 7~ NOT RELEVANT

| o —— =
e L e C = #| | SHwente Geneal g
Pt o poemat painter || B 4 W || S A NE 3 9 G| merge socemer - (4 - % 0 % S \-.f:- b
Cipbowd : Font - e R
SR PR T =]
A T o | Budget Type" Budget Type Key™ Department on funds center™ Department on funds center Key™*Funds Center™ Fur
A [ € o L ¢ o m . - = : = . -
| 1 [Pudget Tibe*Budget Type key™ Bepariment an funds center™ Department on funds center ey Funds Center™Funds Center Budget Family {Key] ™ Fun
2 g i~ raeurring" Annual [Reviss]
|3 d
i
B
6 Actual™¥TD
7 Acusl™vTD
e
2
|12 Parkedt
13| Pl docs™avalable
14 Budget

1 salectad "SI0 Rxacutive Managamant™ 2~ NOT RELEVANT
Mot selected" 0S10" Exeutive Management 2 NOT RELEVANT ™Y

LIKD0S 100 16!
UKDO/ 201165

4 selected ™ OEI0™ Dxecutive M,

"2 RO RELEVAMT™UKD0/ 10116

LIKD0S 10016

'ROT RILEVANT

Mot selected O810™ Exetutivi Management™ 2~ ROT RELEVANT™

Export as a CSV (with options)

UKDO/ 101167

Click Document

Document List | €

&2 Home

- F1_Miss

+# Document -

| Uszer Prempt Input

Select Save to my computer as

Il web Inteligence - FI_Missy: Bud
» Dncument|v| View - B ﬂﬁ
Close
(S:ave to my computer as
Save Report to my Computer As 3

Properties
Budget Type |

—
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V Integrated Resource

Select CSV (with options)

l Web Intelligence - F1_Missy: Budget Report

& Document| | view - | 15| 33 | © 100% |~ i
Close ‘ A.|& .| K]
Save fo my computer as 3 Excel u
Save Report to my Computer As 3 FOF
Properties. 550

Budget Type ( sV (with options). ) €
Department on funds center

Select either a double quote or single
quote as the Text qualifier

Save as CSV - Options

When saving as CSV, use the following values:

@

Column delimiter

Charset: isn-BSSB—'i (Western European) -
Text guali " -
. -
Select a comma, a semi-colon, or a tab — , \
N B arset: . (Western European) -
as the Column delimiter S

[ Enter a new charset

[] set as defautt values

Click to Set as Default Values

Charset: iz0-8859-1 (Western European}

[ Enter a new charset

-

Set as default values

( '_? More Information

Click OK

Set as default

values

} More Information

Click Save

File Download |

Do you want to open or save this file?
E;‘ j Mame: FI_Missy:_BOBJ_End_User_Report_.csv

[ a’ Type: Microsoft Office Excel Comma Separated Values ...
From: boss.ad.uky.edu

Open ]([ Save ] [ Cancel ]

While files from the Intemet can be useful, some files can potentially

ham your computer.  you do not trust the source, do not open or
save this file. What's the risk?

—
|a|
k.

A
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’/

S
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Save As

@@! Desktop |>|

Select the folder in which you want to

= v B MewFolder

‘ Organize +

save the file Name —
i 'Iq'raini:\g. Register ai:::_ |
15| SAP MetWeaver Portal =z
ders €| 1 +
Ge name: _BOBJ_End_User_Report_.csv )
) Save as type: IMicrosoﬁ: Office Excel Comma Separated Values File ']
Keep or change the file name
Hide Folders Save ] [ Cancel
File name: _BOEJ_End_User_Repor@
Keep the fl Ie type/exte nSion (. CSV) [ Save as type: ’Microsof't Office Excel Comma Separated Values File ]
File name: _BOBJ_End_User_Report_.csv -
Save as type: | Microsoft Office Excel Comma Separated Values File v]
Click Save
lide Folders [ Save ] [ Cancel

Note: You will be able to open the file
in either 2003 or 2007 Excel format or
import it into other software as needed.

To select a different report, click
Document

| 25 necuering

Exiting the Report and Business Objects

| canma i - [K W] [ (B SPwester  enew

et L]
T S Famat Panter
ehoud

B 7 Og-

L= &

S| Buiger Type™Budget Type Kiy™ Departmesnt on funds center—Department on funds center Key—Funds Center

Wy g a3
Funds Cer
c o E F G M 1 1 K M N o]

~Budget Type Key™Department on funds center™Department on funds center Key™Funds Center™Funds Center Budget Family (Key) ™ Funds Cen

g™ Ner-recurnng™Ansusl [Revised)

TUKD0/1011653330"

1DE™NNot selected 610" Executive Managems

001011851830

Document List | Open ~ | Send To - | [

—
Web Intelligence - FI_McCool: Ledger - Funds ¢
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Note: If you have made any changes Do e B ——
to the report, you will receive a system o Arevou et ic st vy o s g
message. Click OK to continue without " You il lose any unsaved modifications o this document
saving changes. Click Cancel to return Press OKito continue, o Cancel fostay on the current page.
to the document and save your
changes. | C — ) o |
To exit the report and Business Log Out | }bout | Help
Objects, click Log Out Dt

‘esh Data | [ Track |

@ Convert v [ Select

»
> = Page » i} Tools

Click to close the window

Click Launch Pad to return to the
main myUK tab

© 2010 University of Kentucky — IRIS Training myHelp Website:
QRC BOBJ EU Exporting a Report — Last Update 08/16/2010 http://myhelp.uky.edu/rwd/HTML/index.html



