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Procedure

BI launc pad

1. Press any key or click anywhere to continue
Scheduling an object allows you to run it automatically at specified times.

Schedule a Web Intelligence document to run automatically at specified times.

Press any key or click anywhere to continue.
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View a Document in BI Launch Pad

2. Right-click the Customer Sales by Region document.
Display the shortcut menu and select the Schedule option.
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View a Document in BI Launch Pad

3. Click Schedule.
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View a Document in BI Launch Pad

4. Click Recurrence.
The Schedule dialog box displays. The links on the left of the screen allow you to view 
and modify different schedule settings.

Open the Recurrence page.



Schedule an Object

Thursday, October 03, 2013 ScheduleObject.udc 5/11

View a Document in BI Launch Pad

5. Click Formats and Destinations.
The Recurrence schedule is already selected as Now in the Run object field.

Open the Format and Destinations page.
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View a Document in BI Launch Pad

6. Select the Microsoft Excel check box.
Select the output format for the scheduled document.
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View a Document in BI Launch Pad

7. Click Schedule.
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View a Document in BI Launch Pad

8. Click Refresh .
The History page for the document displays all scheduled report instances and their 
status. You can open and view document instances from this page.

Refresh the History view.
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View a Document in BI Launch Pad

9. Click the July 8, 2011 11:08 PM.
The document's status changes to Success indicating that is has been scheduled 
successfully.

Open a scheduled document instance by clicking its time link.
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View a Document in BI Launch Pad

10. Click Open.
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View a Document in BI Launch Pad

11. Press any key or click anywhere to exit the simulation.

You have successfully scheduled a Web Intelligence document to run automatically at a 
specified time.

Press any key or click anywhere to exit the simulation.


