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Display Report - Exporting a Report ’t,;:;;?;;;gﬁ;g;;:

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

Note: For details, see the Report Display quick reference card on the myHelp
website.
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Click Document

User Prempt Input
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Close
Edit
Select Save to my computer as & save Cires
Save as
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Save to my computer as D
Crirn Nanar tnme fomntar Ao N
Save as | - H
Save to my computer as Excel )
Select Excel Save Report to my Computer As »
Csv
Commitment tem From (optiona
CSV (with options)...

File Download ==

Do you want to open or save this file?

] Nams: FIMissy: BOBJ_End_User_Report_xis
Bl Type: Microsoft Office Excel 97-2003 Workshet, 35.5K8
From: baoss.ad.uky.edu

Click Open | (o Y se ) o)

i 1 While files from the Irtemet can be useful, some files can potentially
d harm your computer. f you do not trust the source, do not open or
A save this file. What's the risk ?
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Information System

Save the file in either 2003 or 2007
Excel format

Open the Business Objects report
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| 3 UNIVERSITY-GENERAL 430010 I Inc - Cwiméght (10,709.00000)  {10,708.000 .00} (653,160 44}
| 10 UNIVERSITY-CENERAL 430045 I - Bond Rere (1.108,918.95)

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

Exporting as a PDF

Click Document
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Se I ect P D F Save Report to my Computer As 3 FOF
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CSV (with options)...

Click Open

File Download = ‘i‘

Do you want to open or save this file?

Bi?: Name: FI_Missy:_BOBJ_End_User_Report_ pdf
|| Type: Adobe Acrobat Document, 130KE
From: baoss.ad.uky.edu

([ omen |J 5o | [ ool |

i B 1 While files from the Intemet can be useful, some files can potentially
\e/ harm your computer. If you do not trust the source, do not open or
A 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
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Export as a CSV

Click Document
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Select Save to my computer as
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Edit
H Save

Save as
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Save to computer as »
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Select CSV

Save as

Save to my computer as

Save Report to my Computer As

Commitment ltem From (optiona

Click Open

Do you want to open or save this file?

E:‘ j Name: FI_Missy:_BOBJ_End_User_Report_.csv
a-‘ Type: Microsoft Office Excel Comma Separated Values ...
| From: boss.ad.uky.edu
[ Open ] Save ] [ Cancel ]

@ E 1 While files from the Intemet can be useful, some files can potentially
d- ham your computer. f you do not trust the source, do not open or
b save this file. What's the risk?

5
File Download ‘ 2|
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Save in either 2003 or 2007 Excel
format

Open the Business Objects report
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| 1 [Budget Tybe"Budget Type key™"Depanment an funds centes™ Department on funds center Ky *Funds Center™Funds Center Budges Family (Key]™Fur
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Export as a CSV (with options)

g
selected" 010" Fxecutive Managemsant” FLEVANT "UIKDO/ 10116
selected 0810 Dxecutive My " T RILEVANT f

Click Document

@Home Document List | €

- FL_Miss
| Document = “jew ~ E]

User Prempt Input

+ Ducument_|v|\-"iew v_H -B I%_

Commitment item From (optional

Close
Edit
Select Save to my computer as @ save N
Save as
Gﬂve to my computer as _3
Save as | - | || |
Save to my computer as » Excel
SeleCt CSV (With Options) Save Report to my Computer As 3 FOF
csv

CSV (with options)...

s wiitis Lot

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

Save as CSV - Options

When saving as C5V, use the folowing values:

@

Column delimiter

Charset:

i50-8859-1 (Western European) -

Select a comma, a semi-colon, or a tab
as the Column delimiter

Text gualifi
Column delimiter

- -
Charset: - (Western European) -
[] Enter a new charset Tab

[ Set as default values
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Integrated Resource
Information System

Click to Set as Default Values

Charset: i50-8858-1 (Western European) -

[ Enter a new charset

Zet as default values

| :i' More Information

Click OK

Set as default values

(2} More Information

Click Open

File Download ﬁ

Do you want to open or save this file?

ﬁ‘ j Mame: FI_Missy:_BOBJ_End_User_Report_.csw
ci Type: Microsoft Office Excel Comma Separated Values ...

From: boss.ad.uky.edu

l { [ Open ]l Save ] [ Cancel ]

While files from the Intemet can be useful, some files can potentially
harm your computer. Fyou do not trust the source, do not open or
save this file. What's the risk?

Save in either 2003 or 2007 Excel
format

To select a different report, click
Document

Exiting the Report and Business Objects
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Windows Internet Explorer &J
Note: If you have made any changes to
the report, you Wi“ receive a System \ Are you sure you want to navigate away from this page?
. . . You will lose any unsaved modifications to this document.
message. Click OK to continue without '
] . Press OK te continue, or Cancel to stay on the current page.
saving changes. Click Cancel to return
to the document and save your changes. (o J) conc
To exit the report and Business Objects, Log Out | Ybout | Help
click Log Out e I okt
‘esh Data | [V Track 7 T | L4

@& Convert v [ Select

Click to close the window

»
v |=2r Page * { Tools =

Click Launch Pad to return to the main
myUK tab

© 2010 University of Kentucky — IRIS Training myHelp Website:
Last Updated 02/11/2010 http://myhelp.uky.edu/rwd/HTML/index.html



