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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. 

Select Save To My Computer As 

 

To save to Excel, select Excel 

 

Click Save 

 

Select folder 
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Keep or change file name 

 

Click Save 

 

Click Open to open the file 

 

Note: The file will open in Excel 

 

To save to Adobe pdf, select PDF 

 

Click Save 
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Select folder 

 

Keep or change name of file 
 

Click Save 
 

Click Open to open the file 

 

Note: The file will display in Adobe 
Reader. 

 
Using Save As 

Make any modifications to the report. 
 
Important! Be sure to use the Business Objects Naming Standards in saving the 
report.  

Select Save As 
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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. 

 

 
Enter Name 
 
Note: Be sure to begin with the 
Module_UserID: and then the name of 
the report. Example: FI_UserID: Budget 
Report March 2010 

 

Click 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) 

 

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

 

Click OK 

 

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

 
 


