@
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Setting general preferences an SAP company

Procedure

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

InfoView
BUSINESSOBIECTS INFOVIEW wWelcome: User
& Home | Document List | Open + | Send To - | Dashboards + Log Out | Preferences|| About | Help
F X
Go directly to: InfOVieW
Document List
My Favorites
5 My Inbox
%y Preferences
EZ Information OnDemand Services
@ Help
Discussions ES

2. Click Preferences.

You can set general preferences for InfoView to determine your default settings when
you view documents. Your General Preferences determine how you log on to InfoView
and what view is displayed when you do.

Note: As a best practice, you should set your preferences before you begin to work
with objects in InfoView. However, depending on your deployment, your System
Administrator may have configured your system to use predetermined settings by
default.
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You will now learn how to change some general preferences that control what you see
how your documents are displayed.

Preferences

Infoview Start Page:

& Home

O iy Infoliew

 Favorites

 Inhios

CFolder: (unspecifiedy | Browse..

C Category:  (unspecified) |~ Browse ... L]

' Dashboard:  (unspecified) = Browse ..
O Infoview Page Layout: (unspecified) | Browse ... |

Document Navigation Yiew:
@ Folder
 Category

Set the number of ohjects (max. ) per page:

Cineant L st Diics =

ﬂl Cancel |
[ il

3. Click the Favorites option.
InfoView Start Page:

The initial default view when you log on is a home page that introduces InfoView. You
can change this setting so that the initial view defaults to something that you access

often. For example, if you choose Favorites, then the contents of the Favorites folder

are automatically displayed in the Workspace Panel the next time you log on.

In this scenario, you want to view your Favorites folder as your start page.

Refer to the InfoView User's Guide for more information on these options.
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Preferences

4} InfoView - Microsoft Internet Explorer

File Edit View Favoites Tools Help |
Q Back = ) ~ |ﬂ E‘] : | o~ Search ¢ Favortes &£ = e - - a:b
Address I@j http:x’fboetraining:BDSDz’lnfoViawAppz’Iistingf’main.do'?lastUrI=http°/°3A°/e2F°/°2Fboetraining°/o?»§8080°/°2Flnfo\r"iewAppAct\ons%2Fisp°/e2F|nfoView_Listing°/a2FinfoviewLishng_facej a Go | Links *

BUSINESSOBIECTS INFOVIEW \Welcome: User
&3 Home | Document List | Open ~ | Send To ~  Dashboards - Log Out | Preferences | About | Help

F X

-

Preferences - User

¥ General

Infoview Start Page:
© Harme
C py Infoviews
¥ Faworitas
© Inhinx
C Folder: (unspecified) = Browse ..

' Catagory:  (Unspecified) = Browse .., |

' Dashboard:  (unspecified) | Browse ...
O Infoview Page Layout: (Unepecified) — Browse ..

Document Mavigation Yiew:
@ Folder
& Cateqgary

Set the number of objects {max.) per page:

Dicraant List Clise |z

%I Cancel |
| | _'|;I

Discussions + |

[&] Done [ [ 8 Local intranet

4. Click in the Set the number of objects (max.) per page: text box.

Document Navigation View:

The option that you choose determines whether the Navigation panel displays the
objects in InfoView by the folders in which they are located or the categories to which
they are assigned.

Set the number of objects (max.) per page:

The default number of documents you see on a page is 10. You can increase or
decrease this number.
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5. As required, complete/review the following fields:
Field R/0O/CDescription
Set the R
number of Example:
objects 5
(max.) per
page:
In this scenario you want to reduce the amount of documents listed in your document
list view.

InfoView

| B InfoView - Microsoft Intemet Explorer ___________________________________________________________ mpH

File Edt View Favorites Tool:  Help

L/
&

) Back = ) - %] 2] , | - Bearch 7 Favorites £ | -0 il - i

Addiess I@j http:.-"f’boetraining:SDSU.-"Info\u"iewApp.-"Iistingfmain.do'?lastUrI=httDZ&AZZFZZFbDetrainingZ&ABDBDZZFInfoViewADMthonsZZFisp‘ZZFInfoView_ListingZZFinfoviewList\ng.facej E, Go
BUSINESSOBIJECTS INFOVIEW

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

Links *

Log Out | Preferences | About | Help

Preferences - User

¥ General

Infoview Start Page:
' Horne

O by Infoiews

& Favorites
 Inbax

C Folder:  {unspecified) | Browse ..
O Category:  (unspecifiedy | Browse .

 Dashboard:  (unspecifiedy | Browse ..

€ Infoview Page Layout: (Unspecified) | Brawse ..

Docurment Navigation Yigw:
& Folder
0 Category

Set the number of objects {max.) per page:

DL irnaint it Ciicn |z

F X

-

1

%I Cancel |

-
LD
Discussions * |
|£j Done

[ | | SdLocal intranet

Copyright 2008 Business Objects SA. All rights reserved.

4 of 10



@
Objects

Setting general preferences an SAP company

6. Click to scroll down.

7. Click the description check box.
Document List Display:

You can select the summary information that you want to see in the Workspace panel
for the objects that you view.

You can choose to show or hide the description, owner, last run date and instance
count for the documents that appear in your document list.

In this scenario, you want to hide the document description from each object as they
appear in your document list.

8. Click the In a single fullscreen browser window, one document at a
timeoption.

Document Viewing:

These settings determine how you want to view documents in a window: from within
InfoView, from a single new window for all documents, or from a new window for
each document.

In this scenario, you want to view the documents you open one at a time in a single
fullscreen browser window.
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InfoView

Docurnert List Display:
™ description
[ owmer
¥ date

IVl instance count

Document Yiewing:
© I the Infoview partal

@ina single fullscreen browser window, one docurment at a time

0 In multiple fullscreen brawser windows, ane window for each docurnent

Product Locale:

IUse browser locale 'l

Current Time Zone:

|L0cal o web server j

Preferred Viewing Locale:

| Use browser locale j

O | Cancel |
-
l | »

9. Press [Enter] to continue.

Product Locale:
This setting determines the language set and date format that is used by InfoView.

Current Time Zone:

This setting determines the time-zone used.

Note: It is important that you check this setting before you schedule any objects to
run. By properly setting your time zone, you ensure that your scheduled objects are
processed in accordance with the time zone in which you are working. For more
information, contact your System Administrator.

Preferred Viewing Locale:

This setting determines the locale that uses the formatting conventions for dates,
numbers, and time that you would like to use while viewing objects.

Press [Enter] to continue.
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InfoView

Docurnert List Display:
™ description
[ owmer
¥ date

IVl instance count

Document YWiewing:

in a single fullscreen browser window, ohe document at a time

0 In multiple fullscreen brawser windows, ane window for each docurnent

Product Locale:

IUse browser locale 'l

Current Time Zone:

|L0cal o web server j

Preferred Viewing Locale:

| Use browser locale j

OK| Cancel |
-
| »

10. Click OK.

Now you will check to see how your general preference changes appear in InfoView.
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InfoView
4} InfoView - Microsoft Internet Explorer
File Edit View Favoites Tools Help | ;','
@ Back = )+ [x] 2] o | - Search - Favorites 421 | - il - el
Addiess I@] http:x’fboetraining:BDSDz’lnfoViawAppz’Iistingf’main.do'?lastUrI=http°/°3A°/e2F°/°2Fboetraining°/o?»§8080°/°2Flnfo\r"iewApp°/°2F|isting°/°2Fhome.do&preferenceChanged=true&appK\ndj a Go | Links
BUSINESSOBIECTS INFOVIEW
&3 Home | Document List | Open ~ | Send To ~  Dashboards - Log Out | Preferences | About | Help
F X
|7 B 2 Mew - add + | Organize - | actions - Search tite - | el [ Jof1
Title * Last Run - Type Dwner Instances
%= Business Cbjects Hyperlink User
- S Inbox
& I public Folders
4 | ]
Total: 1 objects
Discussions + |
[€]Dane T T W Losalinranet

11. Click + to expand Public Folders.

You can see the default view has now been changed to the My Favorites folder.
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InfoView
f B & | New » Add v | Organize - | Actions
B Al Title *

= Iy Favorites
“ b Inbix
I Public Folders

Administration Tools

& Business Objects

Auditor
Feature Sarmples

Report Conversion Tc

Report Sarmples
Search Program

1 | ol 4l

Last Run

Search title ~ [

yeol [ Jaf1

 Type
Hyperlink

Owner

User

Instances

| o]

12. Click the Feature Samples folder.

13. Double-click the Formatted Report for Drilldocument.

Total: 1 objects

You can see that only 5 documents appear at a time in the list and that the

description is hidden for each document.
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4} Web Intelligence - Formatted Report for Diill - Microsoft Internet Explorer

ol Document » view | [ 5| 33

-

Mavigstion hap
(= 3 | Formatted Report for Dril

Product and Top 10 Category

( L Analysis context:

Edt | & RefreshData | [ Track 77 7 [[0) &2

3

-

Overall State & City Sales

State City Sales revenue

Mewy York e York 3151.021.70

Texas Houston 224619840

California Los Andeles 1.656,675.70

California San Francisco 1,336,003.30

Texas Austin 113547910

llinois Chicago 1.134,085.40 \ ‘

jnle3 Washinoton 1,053,581.40 / f

Massachusetts Boston 887.169.20

Colorado Colorado Springs 84358420 Sales revenue

Florida tdiami 811,823.60

Texas Dallas 803,420.80

15,059,142.80
0 iy 02 & 03 Eif
Sales Total Sales Total Sales Total Sales
revenue Percentage revenue Percentage revenue Percentage revenu

New York New York 747 160.60 20% 855,616.60 21% 914 246.80 23% 633,9 e
1 | &l | _'I—I
EN - I 7 Geography Sales = I

Refresh Date: October 4, 2007 6:23:12 &M GMT-07:00

14. Click CloseXl.

The document opens in a new browser window, instead of opening from within

InfoView.
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