@
Objects

Adding documents from a local drive an SAP company

Procedure

1. Start the transaction using the menu path or transaction code.

Home Page of InfoView

Go directly to: InfoView

Document List

Iy Paworites

Iy Inbioze

My Preferences

Information OnDemand Services

@ mE O

Help

2. Click My Favorites.

You can add documents to InfoView from your computer. This is useful for sharing
other types of documents with Business Objects users.
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Listing
f | & | New - Add|- | Organize - | actions - Search title = | Vel [ Jof1
Title * Last Run 7 Type Owner Instances
Y=  Company website Hyperlink user
- Public Folders ¥ Formatted Report for Drill Web Intelligence Report user o

This sample document demonstrates

formatted report that is ready for dri

My Infobiew My Infoview user
¥ Sales Revenue Based on Category \eb Intelligence Report user a
¥ Sales Revenue by City \eb Intelligence Report user a
¥ Wertical Table \eb Intelligence Report user a
4 I &l

Total: 6 objects

3. Click Add.

4. Click Local Document....

Internal

Filename: \ || Browse...

File Type: |Microsnﬂ Excel j

5. Click the arrow next to the File Type drop-down list.

6. Click Microsoft Excel.

You can add several file types to InfoView. You specify the file type here, so that
when you add the document to InfoView, the associated file type will display in the
document properties.

In this example you will add an Excel document called Customer Orders.xls from your
computer.
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7. Click Browse....

Choose file

Choose file

2|

Loak jn: IE} Custamer Do j = ¥ B3~

@Custnmer Orders.xls

ty Documents

1
kdy Computer

File name: ||

Files of type: I.-'l‘-.II Files [*.7]

j Open
- Cancel |
J F

8. Click Customer Orders.xls.

You can browse your computer to select the document you want to add.

9. Click Open.
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Internal

¥ Select Document

Filenarme: |C:\Document5 and Settingstadministratoripy Docurner | Browse

File Type: |Microsoﬂ Exncel j

wves [ ]

» General Properties

10. Click the General Properties link.

Customer Orders Properties

Title: ICustomer Orders

Description: =]
Keywords: |

Last Run On:

Categories E2 perscnal Categaries
BB Corporate Categories

11. Click in the Description text box.

InfoView automatically populates the title field with the document title.

12. As required, complete/review the following fields:
Field R/0O/(CDescription

Description: R
Example:

Recent order report
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Customer Orders Properties

=1=]x]

File Edit Yiew Favorites Tools Help

I

Q Back = . - Iﬂ Iﬂ . | ) search ¢ Favotites  £2) | T g - &1

Address I@ hktp: ffidd: 8080/ Infaviewapplisting/main, do?appkind=Infaovi ice=%2FInfoYiewApp % 2Fcommon%.2FappService, dodoc=

BUSINESSOBIJECTS INFOVIEW

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

| Ese ks

Qme: user

Log Out | Preferences | About | Help

Select Document

¥ Select Document

Filename: ‘C:\Ducuments and Settingsh\adminisiratoriy DDEumerﬂ Browse...

File Type: IMichSD& Excel j

F X

-

¥ General Properties
Title: |Custnmer0rdera
Description: [Recernt order repart =]
=
Keywords: |
Last Run On:
Categaries | & B personal Categaries
B @Corporate Cateqories
%I Cancel |
| | _'|;I
Discussions + |
[:&] pone [ [ [S3tocalintranet
13. Click the + before the Personal Categories list item.
You then specify which category you want to place the document in.
14. Click Sales Reports.
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Internal

<4 InfoYiew - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

- B0 8

- search 7 Favorites 482 |

Qeeck - O - [ @

Address I@ htp: i 50/ Infoviewapp/listing/main. do?appki ice=%2FInfoViewApp%2Fcommon¥e2FappService, dodoc=

BUSINESSOBIJECTS INFOVIEW

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

Log Out | Preferences | About | Help

Select Document

¥ Select Document

Filename: ‘C:\Ducuments and Settingsh\adminisiratoriy DDEumerﬂ Browse...

File Type: IMichSD& Excel j

F X

-

¥ General Properties
Title: |Custnmer Orders
Description: [Recernt order repart =]
[
Keywords: |
Last Run On:
Categaries | B B personal Categaries
B rpany Info
B @ Corparate Categories |
OK| Cancel |
4 | @
Discussions + |

|@ javascriptiselect TreeMode('URE', 4);

15. Click OK.

L B B = =
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Listing
f B @ | New » add - | Organize - | Actions Search title ~ | | £ [ Jaf1
B All Title * Last Run Type Owner Instances
Y=  Company website Hyperlink user
Public Folders =] customer Orders Microsoft Excel user
¥ Formatted Report for Drill Web Intelligence Report user i}

This sample document demonstrates

formatted report that is ready for dri

My I isw Ty Infohisw Lger
¥ Sales Revenue Based on Category Web Intelligence Report user i}
¥ Sales Revenue by City Web Intelligence Report user i}
¥ Wertical Table Web Intelligence Report user i}
4 I &l

Total: 7 objects

16. Press [Enter] to continue.

The document has been added from your computer to InfoView.

The document appears in the Workspace Panel within the folder where you placed the
document.

Press [Enter] to continue.
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End of simulation.

f B & | New - Add - | Organize - | actions - Search title = | Vel of 1
B All Title * Last Run 7 Type Owner Instances
Y=  Company website Hyperlink user
E inbox
- 120 public Folders = customer Orders Microsoft Excel user
¥ Formatted Report for Drill \eb Intelligence Report user a
This sample document demonstrates
formatted report that is ready for dri
My I isw Ty Infohisw Lger
¥ Sales Revenue Based on Category \eb Intelligence Report user a
¥ Sales Revenue by City \eb Intelligence Report user a
¥ Wertical Table \eb Intelligence Report user a
4 I &l

Total: 7 objects

17. End of simulation.
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