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Procedure

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

Send to a folder
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2. Select Adding data in a table-end object.

First, send a document to another user's Inbox.

Copyright 2008 Business Objects SA. All rights reserved. 1of 11



@
Objects

Sharing documents with others an SAP company

Send to a folder
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3. Click the Send To drop-down button.

4. Click the Business Objects Inbox list item.
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Send to a folder
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5. Clear the Use default settings checkbox.

The Use default settings box is selected by default; this setting is determined by your
System Administrator. If you want to send the document to the defaulted
BusinessObjects Inbox destination(s), then you can click Submit. If you want to select
specific users or groups to receive the document, deselect this box.

6. Click the Guest list item.

If there are many users to choose from, you can search for the recipient's name.

You want to send this document to the Guest account.
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7. Click Add .

8. Click to scroll down.

9. Click Submit.

The recipient's name appears in the Selected box.The Target Name: default option is
Automatically generated.You can also choose between sending a shortcut or copy of
the document to the recipient.

Caution: When you specify a new target name for the document, you must also
add the File Extension placeholder at the end, otherwise the file name will have no
extension and will not be sent successfully.

Send to email
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10. Select Adding data in a table-end object.

Now, send the same document by email.

Send to email
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11. Click the Send To drop-down button.

12. Click the Email... list item.
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Send to email
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13. Clear the Use default settings checkbox.

The Use default settings box is selected by default; this is determined by your System
Administrator.

If you want to send the document to the defaulted email recipient(s), then you can
click Submit. If you want to select specific users to receive the document, deselect
this box.

15. As required, complete/review the following fields:
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16.

17.

18.

19.

21.

Field R/0O/(CDescription

From: R
Example:

user@company.com

Enter the desired information into the From field.

Click in the To field.

You are emailing this document to your new employee, because he or she does not
have access to InfoView yet.

As required, complete/review the following fields:

Field R/0O/CDescription

To: R
Example:

guest@company.com

Enter the desired information into the TO field.

Click the Add placeholder... drop-down button E .
You can use a placeholder to add information specific to the report in the email.

Click the Title list item.

When Mary receives the email, the title of this document will appear in the subject
line.

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

Message: R
Example:

Here is the report you requested.

Enter the desired information into the Message field.

22. Click the Add attachment option.

If you just wanted to send an email about this document and not include the
document as an attachment, you would click Submit now.

In this example you want to send the report with the email.

23. Click scroll down.
24. Click Submit.

The automatically generated option will be selected by default.You can also choose to
send a different attachment by selecting Specific Name.

Caution: When you specify a new target name for the document, you must also
add the File Extension placeholder at the end, otherwise the file name will have no
extension and will not be sent successfully.
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Send to a file location
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25. Select Adding data in a table-end object.

Now send the Report to a file location.
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Send to a file location
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26. Click the Send To drop-down button.

27. Click the File Location... list item.

The settings for sending a document to a file or FTP location are similar. They both
can be sent to defaulted locations, as defined by your System Administrator.
Alternatively, you can select specific file or FTP locations for the document. In both
cases, you may be required to enter a user name and password, depending on the
location you are sending the document to.

The Use the Job Server's default box is selected by default. This setting is determined
by your System Administrator. If you want to send the document to a specific
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directory, deselect the box.

In this situation, you want to send the document to the default file location.

Using a default location is useful if you need to send documents to the same place
often, such as a shared network.

End of Simulation
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28. End of Simulation
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