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How to Email a BusinessObjects Report to BO Inbox 

Login to BusinessObjects using your assigned ID. 

Click on Documents on the top left bar. 

Click on My Documents 

Select My Favorites folder. 

You should have a view of all your personal folders and reports. 
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Select a report to share.  

Right click your selected report. 

Click Send. 

Click BI Inbox. 
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Enter Recipient Information 

On Find Title Enter the recipient CAPPS or User ID. 

Enter your assigned ID. 

Click on  to Search. 



BusinessObjects 4.1 

Page 6 of 8 

Select the Recipient. 

Click on the recipient ID. 

Click on  

The Recipient will be moved to Selected Recipients box. 
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Select a Report Name and Send 

• Select Use Automatically Generated Name to keep current report name.
• Select Use Specific Name to re-name your report.
• Select Copy.
• Click Send.
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Recipient BO Inbox 

Click a report to view. 

For more information, visit our BusinessObjects training page. 

https://fmx.cpa.texas.gov/bi/4_1/index.php
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