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1. Press any key or click anywhere to continue.

@ You can share a Web Intelligence document with both users and non-users of Bl launch
pad. Explore the various options to send a document.

First, send a document to a user's Bl launch pad inbox. Next, send a document to a user
via email and to a file location. Finally, export the document to Microsoft Excel to share it
with a colleague who is not a user of Bl launch pad.

Press any key or click anywhere to continue.
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2. Click My Favorites.
Q Navigate in My Documents to locate the document that you would like to share.
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3. Click Customer Sales by Region.

Select the document that you want to send.
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4. Click Send.

Display the available sharing options in the Send drop-down menu.
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| | Profit by Praduct Line Web Inteligence 1]
| | Sales Analysis by Product tweb Inteligence a
w!| | Sales Analysis Workspace Analysis Warkspace
,ﬁ Sales Analysis Workspace Analysis Yiew
. % | Sales and Inventory Analysis Wweb Inteligence a
#| | Sales by Customer and Product Web Inteligence 1]
ﬁ Sales by Division Analysis Workspace Analysis Wiew
| | Sales Report Web Intelligence a
2 | shortout to FY2010 Quantity Sold by Custor Shorteut 1]
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5.

Click Bl Inbox.

You will send the document to another Bl launch pad user's inbox.
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6. Click train-18.

@ The Available Recipients list displays from which you can select users or groups of
users. Select the User ID of the person you want to send the document to and move it to
the Selected Recipients area. You can select multiple users as recipients.

Here, you will send the document to train-18.
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7. Click Add to SeIectionLI.
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8. Press any key or click anywhere to continue.

@ Under Target Name, leave the Use Automatically Generated Name option selected to
send the document without changing its file name.

If you want to specify a new filename, select the Use Specific Name option and type a
new name in the Specific name field. Note that if you create 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 properly.

The document by default will be sent as a copy, however you can also send the
document as a shortcut.

Press any key or click anywhere to continue.
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9. Click Send.
@ Send the document to the selected user's Bl launch pad inbox.
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10. Click Inbox.

Open the Inbox folder to check whether the document has been sent successfully.

Thursday, October 24, 2013 ShareDocs.udc 10/29



Share a Web Intelligence Document

Share Web Intelligence Documents

launch pad - Microsoft Internet Explorer provided by SAP-Hosting
@ )+ [ hitoitwdribmezzee: 5080/50E /BL =l #2]| % | [soonte £ -
o »
72? afe 55 BI launch pad | | r’-’?? B oo~ ._\,“’ Page + (O Tools ~
M -
SAP BusinessObjects: ‘“Welcome: user | Applications»  Preferences Helpw Log OFf -
Home I Documents
Wigw T Mew T Organize T Send More Ackions Details = 1 of1
My Documnents Title Received On ~ From Type Description
| My Favorites w | .-]| Met Sales by Region: 36689 |May 12, 2011 11:15PM train-18 Web Intelligence
Qﬂlnbox ¥ | =] Net Sales by Country : 36690 May 12,2011 11:15PM train-18 Web Intelligence
w =] FY¥2010 Sales Analysis by Qua Jul 5, 2011 6:46 AM train-18 Web Intelligence
20
S My Alerts w| | -] Customer Sales by Region: 51 Jul 12, 2011 8:57 PM train-18 Web Intelligence
a
11 ubscribed oledt s} Customer Sales by Region : 5] Jul 12, 2011 8:59 PM train-18 Web Intelligence

%_A Personal Categaties

Folders
Cateqgaries
Search

Total: 5 ikems

11. Click Customer Sales by Region.
Q The document appears in the Inbox list.

Now, send the document to a colleague via email.
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12. Click Send.
@ Open the Send drop-down menu to select the Email option.
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13. Click Email.
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Home I Documents
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14. As required, complete/review the following fields:

Field Description
From:
Example:
john@sap.com

Q Enter your email address in the From field.
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Home I Documents
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15. As required, complete/review the following fields:

Field Description

To:
Example:
Mary@sap.com

Q Enter the recipient's email address in the To field.
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Home I Documents
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™ Use default settings

From: john@sap.com Im
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¥ Deliver Document(s) as Attachment
& Use Aukomatically Generated Mame
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i
Total: 5 ikems

16. Click Use Specific Name.
@ Select the Use Specific Name option and add the file extension placeholder.
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E
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¥ Deliver Document(s) as Attachment
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Total: & ikems

17. Click the Use Specific Name list.
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Message:
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Total: 5 items

18. Click Title.
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View

My L
-

Fold:
Cate
Sear

Send Customer Sales by Region : 51164 ko Email 20X

[ Use default settings

From: john@sap.com IAdd placeholder,,, =

To: Mary@sap, com Indd placeholder... =

'] IAdd placeholder... .=
Subject: IAdd placeholder,,, = |
Message:

IAdd placeholder... vl
¥ Deliver Document(s) as Attachment

™ Use Awkomatically Generated Mame

& |se Specific Mame F=S1_NAMES Add placeholder... =

Send | “Cancel | T 19

Tatal: 5 items

19.

Click Send.

The Deliver Document Attachment option is selected by default. Clear the option if you

@ don’t want to send an attachment. If you send a Web Intelligence document as an
attachment, then the user will need the Web Intelligence Desktop Client installed to open
the document, and the document must be saved with the appropriate options to allow the
user to open it outside of the Bl Platform environment.

You can also add a message in the Message field before sending the document.
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20. Click Send.
@ Now send the document to a file location.

Open the Send drop-down menu to select the File Location option.
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21. Click File Location.
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22 Directary:

File Mame:

% Use automatically Generated Name

Add placehalder... =

" Use Specific Name

User Name:

Password:

Zli Se_ndl Cancell
Siear|
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22. As required, complete/review the following fields:
Field Description
Directory:
Example:
\\fileserver\sharedBl_documents
Q Enter the file path or directory where you would like to send the document.
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My T
.. [T Use default settings
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File Mame:
% Use Automatically Generated Mame
™ Use Specific Mame Add placehalder. .. VI .
User Mame:
Password:
Fald:
as Send |-—Gomee{—— 23
Sear.
e
Total: & items

23. Click Send.

Q If the file location is secured, you can enter a user name and password from this page.
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F'BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting

@_:: » = [P bttp:ffwdflbmk2258: 8080/80E /B
72? ﬁﬁ? ?BI launch pad | |

j 3| K IGDDgIe 2=

-

B - deh - -oPage + (i Tools » 7

o
SAP BusinessObjects’

Home I Documents

‘“Welcome: user | Applications

Preferences Helpw

Log CFf

Wigw T Mew T Organize ™ Send T Maore Actions T Details

My Documents Title

H = My Favorites p 4
Ebtrbex i
»

- &S My Alerts

- @ personal Categoties

Received On ~

]| Met Sales by Region : 36689 May 12, 2011 11:15PM
-] Met Sales by Country : 36690 |May 12, 2011 11:15 PM
|| Ff2010 Sales Analysis by Qua Jul 5, 2011 6:46 AM

|| Customer Sales by Region : 51 Jul 12, 2011 8:57 PM

ter Bn Customer Sales by Region : 51 Jul 12, 2011 8:59 PM m Web Intelligence _

From

train-18
train-18
train-18
train-18

Type Description
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence

Folders
Cateqgaries
Search
Total: 5 items
24, Double-click Customer Sales by Region.
@ Open the Customer Sales by Region document to export it to Microsoft Excel.
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!f'BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting
@: + [ hetpiwdibmee256:6000/80E /1 =142} % | |s00gle o-
oy dfe ~ Bl launch pad | | &vﬂ v[;;q vgpagev@mo\sv >
SAP BusinessObjects Welcome: user | Applications+  Preferences  Helpw Log Off &
Home IDocuments Itustnmer GalesbyR.. & &= & ]
25 | Interactive-Analysis =2 v Sy @y 2B 2B v | v 92 & e | | Track = |0l + [\ Filker Bar | B Outline Readng ~ Design = (21 =
g |Computer =l |Nnrth America B3 |Canada |
- -
Sales by Region =i
$4,000,000 8,000
(7,500
$3,500,000 7,000
6,500
3,000,000 16,000
5,500
2,500,000 L5,000 —
8 3
& 4,500
& $2,000,0001 Fa000 £  AllMeasures /Line
£
E 3,500 = M Het Sales - Electronics o
$1,500,000+ F3,000 & 4 Quantity Sold - Electronics
2,500
$1,000,000 2,000
F1,500
$500,000 1,000
500
$0-
Quebec Toronto Vancouver
oy
-
4| | L
Sales by Date | Sales by Region l \.'@ Sales by Region (1) \;
Sales by Region (1) = [# Trackchanges: OffF | 4 4 Pagetof1 » MW || = [5| [100% -| & 3daysago

25.  Click Export &> ™.

o

2007.

Open the Export drop-down list to select the option to export the document to Excel
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launch pad - Microsoft Internet Explorer provided by SAP-Hosting

@;;’ - I? htp: ffwedflbmk2265: 8080/BOE BT j 43| % IGDDgIe ol
W ~ Bl launch pad | | Xo o+ B - oosh - |sbPage » (ChTodks +
@

SAP BusinessObjects: ‘“Welcome: user | Applications»  Preferences Helpw Log OFf rel

Hame IDocuments Itustnmer GalesbyR.. & = & ]

Interactive pnalysis ~ 5 ] v | Sh g EE A v B0 v |9 o0 @ v | @ Track v |3 onll | g Fiker Bar | 6 Outline Readng = Design ~ (2 -
26 "7?‘ Computer E” North America E['l Export Document As 4
N Expart Current Report Az F ~
salES by Reglﬂn Export Data ko C5Y ...
$4,000,000 8,000
(7,500
$3,500,000 7,000
L6,500
3,000,000 16,000
5,500
$2,500,000 5,000 =
8 Fas00 &
& $2,000,000 4,000 Q All Measures / Line
E 3,500 E M Het Sales - Electronics o
$1,500,000 F3,000 & 4 Quantity Sold - Electronics
2,500
$1,000,000 2,000
F1,500
$500,0004 1,000
500
$0-
Quebec Toronto Vancouver
oy

>
4| | L

Sales by Date | Sales by Region l \.'@ Sales by Region (1) b

Sales by Region (1) - e Track changes: Cl Page 1of 1 i = 100% ~| =2 3days ago
les b 1 [1e k. ch. ff | WA f L = d

26. Click Export Document As.
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!f'BI launch pad - Microsoft Internet Explorer provided by SAP-Hosting
@: » = [P bttp:ffwdflbmk2258: 8080/80E /B =142} % | |s00gle L -
oy dfe ~ Bl launch pad | | &vm v[;;q vl-_;‘fPagev_é}Too\sv >
=
SAP BusinessObjects: ‘“Welcome: user | Applications  Preferences Helpw Log CFf re
m Daocuments Itustnmer GalesbyR.. & = & ]

Interactive pnalysis ~ 5 ] v | Sh g EE A v B0 v |9 o0 @ v | @ Track v |3 onll | g Fiker Bar | 6 Outline Readng = Design ~ (2 -
g |Computer =l |Nnrth Bmerica v | l Export Document As 4 FDF
N Expart Current Report Az F Exicel -
27 Sales by Reglnn Export Data b €34 ... : Excel 2007 —
$4,000,000 8,000
t7.500
$3,500,000 7,000
16,500
3,000,000 16,000
5,500
$2,500,000 5,000 =
8 Fas00 &
& $2,000,000 4,000 Q All Measures / Line
E 3,500 E M Het Sales - Electronics o
$1,500,000+ 3,000 & 4 Quantity Sold - Electronics
2,500
$1,000,000 2,000
F1,500
$500,0004 1,000
500
0 0
Quebec Toronto Vancouver
oy

>
4| | L

Sales by Date | Sales by Region l \.'@ Sales by Region (1) b
Sales by Region (1) = [ Trackchanges: OFF | 4 4 Pagelofl b MW || = [5/| |100% - 2 3daysago

27. Click Excel 2007.

Q Export the document to Excel 2007. You can also export the document to PDF or CSV
files.
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File Download

"~ Bl launch pad - Microsoft Internet Explorer provided by SAP-Hosting
@: + [ hetpiwdibmee256:6000/80E /1 3| | [sooale 0 -
‘af ale L:,-Bllaunchpad | | & - B - [‘g: " lﬂvPage ¥ @Too\s -
o’
SAP BusinessObjects: ‘“Welcome: user | Applications  Preferences Help= | Log OFF | |p
m Daocuments Itustnmer GalesbyR.. & = & ]

Interactive Analysis = ‘[,‘:"' H- S PE-=-
g |Computer =l |Nnrth America B3 |Canada |
Sales by Region =i

|-) o g

| [ Track = |3 Dril ~ 7 Fiker Bar 65 Outline | Readng = Design ~ (2 -

File Download
$4,000,000
Do you want to open or zave this file?
$3,500,000 .
MName: Customer_Sales_by Region 51164 xlsx
$3,000,000- Type: Microsoft Office Excel \Worksheet, 32 BKB
From: wdflbrat2268
$2,500,000
28 E Open Save | Cancel I
& $2,000,000-
B —
1,500,000 o " q
$ While files from the Internet can be useful, some files can potentially
harrn vour computer. |f pou do nat trust the source, da not open ar
$1,000,000- zave thiz file, What's the rigk?
$500,0004 1,000
500
0 0
Quebec Toronto Vancouver
F'City

>
4| | L

Sales by Date | Sales by Region l @ Sales by Region (1) t
Sales by Region (1) = [ Track changes: Off | M 4 Pageloft F M ‘ |§ B| - =

= 3days ago

28. Click Open.
ﬁ Click open to view the document in Excel.
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Microsoft Excel - sales.xls [Compatibility Mode]

H Ly [

‘.fla = salesxls [Compatibility Mode] - Microsoft Excel Picture Tools
- - Home Insert Page Layout Farmulas Drata Review Wie Liwe Crffice Developer EPM Data Manager Format @ - 8 X
Picture 755 = (> £| v
A B & D Ell
$4,000,000 r8,000
1,500
$3,500,000-] 17,000
6,500
$3,000,000+ 6,000
5,500
$2,500,000+ 15,000 o
H Laso0 3
& $2,000,0001 La000 £  AllMeasures /Line
E 3,500 E H Het Sales - Electronics
$1,500,000-] 3,000 & & Quantity Sold - Electronics
r2,500
$1,000,000-] 2,000
1,500
$500,000- 1,000 =
500
$0- 0
Quebec Toronto Vancouver
City
1
2
3
4
5
5}
7
8
g
10
1
12
13
14
15
I1P1 » ¥ | Salesby Date . Sdles by Region | Sales by Region (1) ¥ |_I- m
Ready S
29. Press any key or click anywhere to exit the simulation.

Q The document is exported to Microsoft Excel 2007.

You have successfully sent a document to a user's Bl launch pad inbox, to a file
location, and to an email account. You have also exported the document to Microsoft
Excel to share it with a colleague who is not a user of Bl launch pad.

Press any key or click anywhere to exit the simulation.

Thursday, October 24, 2013

ShareDocs.udc

29/29



