Quick Reference Card — ”
Saving a Report ;",:IRIS

Process: Business Objects (BOBJ) Web Intelligence can be used to create 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 how to save a report.

Note: For details on creating, exporting, or editing reports, please review other
BOBJ Reporting QRCs or course manuals.

Role: Authorized Users Frequency: When needed

Using Save To My Computer As

Make any modifications to the report.

Note: You will not be able to upload the file back to Business Objects once you have
saved it to your computer.

FI_Missy: Budget Report
OE ) S| # | B - | 5 edit Query =]

Select Save To My Computer As = Save as..

<Sa\reta my computer as l‘) Fu

Data | Templates | Map | Properties

FI_Missy: Anthropology Budget Report 2010 January
OE -S| ¢ E - L_]J Edit Query | [ Edit Report

(= Save as... [k Sl
TO save tO EXCG| y Se|eCt EXC6| Save to my computer as b B .

PDF
Data | Templates | Map | Propiraes

Data

File Download ‘il

Do you want to open or save this file?

Igl j Name: ..Anthropology_Budget_Report_2010_January.xls
iH Type: Microsoft Office Excel 97-2003 Worksheet, 18.0KB
From: boss.ad.uky.edu

Click Save

Y m—
Open Il Save ]1 Cancel ]
S —

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

Save As

- T
Select folder \JQG  » Reports D E

‘ Organize gz Views ~ [ MNew Folder
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Keep or change file name

(  Filename _Anthropology_Budget_Report_2010_January.xls ) -
Save as type: [Ml:ro;m‘t Office Excel 97-2003 Worksheet VI

Click Save

Vorkshest v ]

Click Open to open the file

Download complete |g

A
>  Download Complete

cdzServiet from boss.ad.uky.edu

Downloaded 18.0KBin 1sec
Download to \_Anthropology_Budget_Repo
Transfer rate 18.0KB/Sec

[ Close this dialog box when download completes

([ open | JOpen Foider | [ Gose ]
-

Note: The file will open in Excel

L J
gy — _neneapotagy, Budget Rapont 3910 eyl [Compatkity Mode] - Micrssof [ucel |
[/ vome | mam  rogelsest  Fomusr  Dais  Reiew  Vew  Adaiu  Adeeat
= & . o - e . 4 TR 1
g Arial '3 K| |y @ o Whag Test Cenennl h,-., -
Pt (@S W B | (BN R B iuegencoe s [§ 0 % oW M| Condtonsl Tomat et D¢
- matting " o Tabhe - Sipes= "
Cipboad rort J Asgramant 3 Humbes - stytes c
A2l "k = =i e =
a1 - &
A L} c o E F G [ 1 J

2 fem
UNNERSITY- Fads - Bad
3| 10730 CENERAL 400090 Dext
UNNERSITY- © Agers-Rugulse
|4 GENERAL 410200 St (315,500.500.00) (MEITTOTTAI) (113442077 98] BBLEN (1436 2300
UNNERSITY- © Agpr-5ta
5 GENERAL 410210 Dest 540 [4420.900.00)  (2848.100.00)
H unnERSTY- © Agpro-State
] GENERAL 410220 Spenal 000 000
| unnERSITY- © Tekacza
7 GENERML 410230 Agpron 2E0,00000)  (250,00.00)
unnERSITY- © Geands.
L] GENERAL #1410 Hencap 0.00 [0}
| unnRsTy- *
1 9 GENERAL 4203 Cagital Gits (46.00000)  (145.00000)  (145.000.00) (145,000.00)
| UNNERSTY- wwine -
0 GENERAL 430010 vemighi (10,109.000.00) (10,908.000.00) (85398339} (51 (85318490
unnRsTy- * weine-Bond

To save to Adobe pdf, select PDF

F.[_ : Anthropology Budget Report 2010 January
O E | lﬁ| #h | B - | t‘ﬁ Edit Query [2) Edit Report

= Save as... h:'|v '| Zl 'l
Save to my computer as # | Excel S -]

PDF
I Data | Templates | Map | Prope T

! Data

Click Save

.
File Download |

Do you want to open or save this file?

Name: ...nthropology_Budget_Report_2010_January.pdf
| Type: Adobe Acrobat Document, 87.7KB
From: boss.ad.uky.edu

Open Save Cancsl
jp —

harm your computer. if you do not trust the source, do not open or

I@J While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?
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Select folder

‘ Organize ~ z Views - . MNew Folder

Keep or change name of file

‘ File name: _Anthropology Budget Report_2010_January.pdf ) -

Save as type: IAdobe Acrobat Document -

Click Save

[ Save ] ’ Cancel ]

Click Open to open the file

Connere o —— |

j,_y« Download Complete

cdzServiet from boss.ad.uky.edu

Downloaded: 87.7KBin 1sec
Dowrload to \_Anthropology_Budget_Repo
Transfer rate: 87.7KB/Sec

[ Close this dialog box when download completes

( l Open IJOpen Folder ] l Close ]

Note: The file will display in Adobe
Reader.

Make any modifications to the report.

report.

Using Save As

Important! Be sure to use the Business Objects Naming Standards in saving the

Select Save As

|| Data | Templates | Map | Properties

- : Budget Report
M=) s 8 E- | & edit Quey =
th

Save to my computer as ¥ U
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Saving a Report
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Select the folder in which you want to
save the report

Note: Saving the report in My
Favorites will prevent the report from
being seen by others. Saving the report
in one of the Public Folders to which
you have access will allow others to
display and use the report.

| £ Save Document

Folders| & Categories =
E|$ Home

(-3 My Favorites

EH _| Public Folders

> || Title Siz

FI_McCool: ... 241
[+ FI Accounts Payable ||| FIL_Missy: B... 10
S ElEinancial 4

-
— _I_amm FI_Missy: B... 271
(- FI Procard Processir,

Folders| & Categories 3
=& Home

~

Title Size Owner Description
FI_McCool: ... 246 KB
FI_Missy: B... 104 KB

FI Missy: B.,, 122 KB

meccool@u.. (Funds Cen...
kathar2@u... Bdgt Exerci...
missv@uky.., Budaetvs ..,

Eccounts Payable
=] FI Financial Accoun|_

Enter Name

Note: Be sure to begin with the
Module_UserlID: and then the name of
the report. Example: FI_UserlID: Budget
Report March 2010

Mame: |FI_Missy: Anthropelogy Budget Report 2010 January )
0K ] [ Cancel ] [ Help ]

Click Advanced

1010 January

{ Advanced ¥

Enter Description

Note: Enter a brief description of the
report. In parenthesis, enter the name
of the Universe, such as (FI Funds
Center Balances — Budget vs Actuals)

Mame: |FI_Missy: Anthrepology Budget Report 2010 January

Document Options

Description: Keywords:

Departmental Budget Report covering
anuary 2010 expenses

(FIFunds Center Balances - Budgetvs A | 7] permanent regic

= = = v | JIZI Refresh on oper

-t

K

Enter Keywords

Note: This step is optional, but entering
keywords can be helpful when searching
for a report.

alogy Budget Report 2010 January

_f,K_eywo rds:

rort covering

s - Budgetvs 4 Permanent regional formatting

— ' [T] Refresh on open
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Note: It is highly recommended to NOT
select Refresh on Open, since as a
Power User you are able to refresh a
report on demand.

Keywords:

[7] Permanent regional formatting

[] Refresh on open

Click OK

) nl

J [7] Refresh on open
Help ]

Note: The name of the report will
display in the title bar.

' BUSINESSOBIJECTS INFOVIEW

&3 Home | Document List | Open ~ | Send To - | Dashboards =
| i

———
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