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Procedure

Share Web Intelligence Documents

1. Press any key or click anywhere to continue.

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

First, send a document to a user's BI 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 BI launch pad.

 Press any key or click anywhere to continue.
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2. Click My Favorites.
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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5. Click BI Inbox.
You will send the document to another BI 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 Selection .



Share a Web Intelligence Document

Thursday, October 24, 2013 ShareDocs.udc 8/29

Share Web Intelligence Documents

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 BI launch pad inbox.
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10. Click Inbox.
Open the Inbox folder to check whether the document has been sent successfully.
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11. Click Customer Sales by Region.
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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14. As required, complete/review the following fields:
Field Description

From:

Example:
john@sap.com

Enter your email address in the From field.
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15. As required, complete/review the following fields:
Field Description

To:

Example:
Mary@sap.com

Enter the recipient's email address in the To field.
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16. Click Use Specific Name.
Select the Use Specific Name option and add the file extension placeholder.
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17. Click the Use Specific Name list.
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18. Click Title.
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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 BI 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. As required, complete/review the following fields:
Field Description

Directory:

Example:
\\fileserver\sharedBI_documents

Enter the file path or directory where you would like to send the document.
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23. Click Send.
If the file location is secured, you can enter a user name and password from this page.
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24. Double-click Customer Sales by Region.
Open the Customer Sales by Region document to export it to Microsoft Excel.
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25. Click Export .
Open the Export drop-down list to select the option to export the document to Excel 
2007.
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26. Click Export Document As.
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27. Click Excel 2007.
Export the document to Excel 2007. You can also export the document to PDF or CSV 
files.
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File Download

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

29. Press any key or click anywhere to exit the simulation.
The document is exported to Microsoft Excel 2007.

You have successfully sent a document to a user's BI 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 BI launch pad.

Press any key or click anywhere to exit the simulation.


