@
Objects

Creating and modifying folders an SAP company

Procedure

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

Home Page of InfoView

Go directly to: InfoView

Docurment List

Iy Faworites

Iy Inbioze

My Preferences

Information OnDemand Services

O E D E

Help

2. Click the Document List tree.
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Listing
f B | & | New - Add ~ | Organize - | Actions ~ Search title ~ | pe [ Jaf1
= A Title
- [E5 My Favorites My Favor ites
S - Inbox
®- [ public Foldars Public Falders
. | i
Total: 3 ohjects

3. Press [Enter] to continue.

Folders are containers of other folders and documents. They are used to organize
information within BusinessObjects Enterprise. Using InfoView, you can access public
folders that are accessible to everyone, and you can also create your own personal
folders that are only available to you.

You will need to create new folders to store documents in an organized way as you
add them to InfoView. Folders will help you manage your documents effectively so
you can find the information you need.

Press [Enter] to continue.
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Listing
f B | & | New - Add ~ | Organize - | Actions ~ Search title ~ | el [ Jaf1
= A Title

My Favorites Iy Favarites

- P — Inbox

- Public Fold
B [0 public Folders Holie Folders

| 2
Total: 3 ohjects

4. Click the My favorites tree item.
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Listing
f B & | New|~| Add | Organize - | Actions Search title - |
B All Title * Last Run

[

Business Objects
A link to the Business Objects wek
Consolidated Income Staterment

E Inbox
B I Public Folders

%

My Infoview

/ Type
Hyperlirl

Crystal Repart

Iy Infohisw

Owner

user

user

user

o)

[ Jof1

Instances

| o]

5. Click New.
6. Click Folder.

7. Click in the Folder Name field.

8. As required, complete/review the following fields:

Total: 3 objects

Field R/0O/CDescription
Enter a new R
folder Example:
name:

Expenses

Enter the desired information into the Folder Name field.

9. Click OK.
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f B & | New - Add - | Organize - | actions - Search title = | Vel [ Jof1
= all Title * Last Run ; Type Owner Instances
: Expenses Folder user
Expenses
i ‘& PBusiness Objects Hyper link Lser
Public Folders & link to the Business Objects webt
¥ Consolidated Income Statement Crystal Report user a
My Infoview My Infolisw user
. | ©

Total: 4 ohjects

10. Click the Expenses tree item

The new folder appears in the Navigation Panel.
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Listing

3 InfoYiew - Microsoft Internet Explorer

=181
File Edt Wiew Favorites Tools Help | ,'
QBack > Iﬂ @ , - search 7 Favorites 4821 | L=t - lib
Address Ig‘] bkt jfidd: 8080/ Infaviewapplistingfmain.do?appkind=Infavi ice="%2FInfoYiewApp ¥ 2Fcommon2FappService, doddoc= Go | Links *
BUSINESSOBIECTS INFOVIEW
& Home | Document List | Open ~ | Send To - | Dashboards - Log Out | Preferences | sbout | Help
F x
f | 2 Mew - add - | Organize = | actions|- Search tite - | [Pl [ Jof1
=8 all Title * Last Run 7 Type Owner Instances
=- £ My Favorites Mo item to display
- L b
Public Folders
Total: 0 objects
Discussions - |
|:EJ Dorne

0T [ Ncimans
11. Click Actions.
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2} InfoView - Microsoft Internet Explorer =& x|
File Edit Yiew Favorites Tools Help | ,'
QBack )T Iﬂ Iﬂ . - search 7 Favorites 482 | T g - ;‘b
Address I@:‘ hktp: ffidd: 8080/ Infaviewapplisting/main, do?appkind=Infaovi ice="%2FInfaYiewApp % 2Fcommon“2FappService. dodlac= Links *
BUSINESSOBIECTS INFOVIEW
&3 Home | Document List | Open ~ | Send To ~  Dashboards - Log Out | Preferences | About | Help
F X
|7 | & Mew - add - | Organize - | actions|- Search title = | el [ Jof1
B all Last Run 7 Type Owner Instances
=15 py Favorites Mo item to display
E nbox
Public Folders
Total: 0 objects
Discussions + |
[:&] pone [ [ [S3tocalintranet
12. Click Properties.
Expenses Properties
Folder Marne: |Expenses
10, CUID: 2138, ARIwZPOSkclEos3ahZdasSrs
Description: =
Keywords:
Created: Apr 29, 2002 9:17 AM

Last Maodified: Apr 29, 2008 9:17 AM
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13. As required, complete/review the following fields:

Field R/0O/CDescription

Description: R
Example:

Travel Expense Report

Enter the desired information into the Description field.

14. As required, complete/review the following fields:

Field R/0O/(Description

Keywords: R
Example:

travel

Enter the desired information into the Keywords field.
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Expenses Properties

2} InfoView - Microsoft Internet Explorer =& x|
File Edit Yiew Favorites Tools Help | ,'

@Back ~ () - [x] 3] o | search - Faworites 4 | L= - "ol
Address I@:‘ hittp: ffidd:3080/InfoviewApp listing/mai do?lastUrI=http%3A°z’o2F%2F\dd%3ASDBD%ZFInFoViewApp°.f92F|isting°Ju2Fhome.do&preferencechanged=true&appKind=InFoVie\j Go | Links *

BUSINESSOBIJECTS INFOVIEW

&3 Home | Document List | Open ~ | Send To ~  Dashboards - Log Out | Preferences | About | Help

Properties - Reis-/Onkosten F X

¥ General Properties

Folder Mame: |Expenses

1D, CUID: 2390, AXOTWTZBhENBYUISF 1GERZIM

Destription:  |Traye| Expenses Report =
Keywords: fravel
Created: S-May-2008 2:56 PM

Last Modified: 8-May-2008 4:09 PM

%I Cancel |

Discussions + |

[E]pene (— L B B = =

15. Click OK.
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f B & | New - Add - | Organize - | actions - Search title - | Vel of 1
B All Title * Last Run 7 Type Owner Instances
: Expenses Folder user
Expenses Travel Expense Report
i ‘& PBusiness Objects Hyper link Lser
Public Folders & link to the Business Objects webt
#  Consolidated Incorne Staternent Crystal Report user a
My Infoview My Infolisw user
4 | 2]

Total: 4 objects
16. Click the Expenses tree item.
17. Click Actions.

18. Click Properties.

You can change the properties of your folders by using the Properties option on the
Navigation Panel toolbar.

Expenses Properties

Folder Mame: |Expenses

1D, CUID: 2138, ARIwzPOSkclEos3ahZdasSrs

Description:  ITravel Expense Report =
Kenwords: travel

Created: Apr 29, 2008 9:17 &M

Last Modified: Apr 29, 2008 9:17 &AM
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19. Click in the Folder Name field.

In this example you want to add the word Travel before Expenses in your folder title.

20. As required, complete/review the following fields:

Field R/0O/CDescription
Folder R
Name: Example:

Travel Expenses

Enter the desired information into the Folder Name field.

Expenses Properties

/23 InfoView - Microsoft Internet Explorer =[] x|
File Edit View Favorites Tools Help | ;','
QBack - &) - %] [2] o | - search 7 Favorites 47 ‘ - i - el
Address I@ http: Hidd: 3080/ InfovievwApp/listing/main, do?appkind=Infoviewiservice=%ZFInfoViewApp%-2Fcommon® 2FappSer vice . dofdoc= j Go | Links **
BUSINESSOBJECTS INFOVIEW Dme: user
& Home | Dorurment List | Open - | Send To - | Dashboards - Log Qut | Preferences | About | Help
Properties - Travel Expenses F %
¥ General Properties
Folder Mame: |Travel Expenses
0, CUID: 2138, ARIw2POSkolEns9ahzdasSrs
Descriptian:  ITrayal Expense Repart =l
Keywords: travel
Created: Apr 29, 2008 9:17 AM
Last Modified: Apr 29, 2008 9:18 AM
OK| Cancel
Discussions *
|&] pone [] [ | | NJtacslntraret
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21. Click OK.

The properties of the folder have been modified. The new folder name is now Travel
Expenses.

Press [Enter] to continue.
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