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Procedure

BI launch pad

1. Press any key or click anywhere to continue
Creating a Shortcut to a document or folder creates a shortcut to the original item. You 
can create shortcuts to frequently viewed objects in your Favorites folder.   

Create a shortcut to an object from the Public folders to a folder in your Favorites.

Press any key or click anywhere to continue.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

2. Click Documents.
Start by opening the Documents tab to create the new shortcut.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

3. Click Folders.
Navigate to the Public folders.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

4. Click Product Sales Analysis View.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

5. Click Organize.
Open the Organize drop-down list to select the Create Shortcut In My Favorites option.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

6. Click Create Shortcut In My Favorites.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

7. Click My Documents.
Navigate to the folder Document for Review in My Favorites to paste the document 
shortcut.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

8. Click + to expand My Favorites.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

9. Click Folder.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

10. Click Organize.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

11. Click Paste Shortcut.
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BI launch pad

12. Press any key or click anywhere to continue
Clicking on the shortcut, opens up the original, and any changes made will be reflected 
in the original.

Press any key or click anywhere to continue

13. Press any key or click anywhere to continue
You have successfully created a shortcut to an object from the Public folders to your 
Favorites.

Press any key or click anywhere to continue.


