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Procedure

BI launch pad

1. Press any key or click anywhere to continue
If you have the necessary rights, you can add objects to BI launch pad from your local 
computer.

Add a document from your computer to the BI launch pad.

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 add the document Customer Orders. xls to your 
Favorites.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

3. Click My Favorites.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

4. Click New.



Add a Document to a Local Drive

Thursday, October 03, 2013 AddDocLocDriv.udc 5/12

BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

5. Click Local Document.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

6. Click Browse...
Choose the document you want to add.
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Choose file

7. Click Customer Orders.xls.
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Choose file

8. Click Open.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

9. Click the + before Personal Categories.
You can enter title, description, and keywords for your document.

The title for the document was entered for you.

Now, assign the document to Sales Report in your Personal Categories.
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BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

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

11. Click Add.
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BI launch pad

12. Press any key or click anywhere to continue
The Customer Orders document now appears in your Favorites.

You have successfully added a document from your computer to the BI launch pad.

Press any key or click anywhere to exit the activity.


