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BusinessObjects 4.1

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.

|
» CPA Business Intelligence Welcome: 01010016117 | Applications Preferences  Help menu~ Log off L
| Home ”Dummenls |
View ~ New - Organize Send More Actions Details 2] M 4|1 |ofl » M
My Documents Title ~ Type Last Run Instances
& | | ~Weblntelligence Folder
" & 1nbox [ Asset Management Folder
: { Test Folder
i Eo My Alerts
a ¥ | TXEAMS508B Asset Acquisitions by Location Web Intelligence 0
' subscribed Alerts
i & ¥ | TXEAM700B TJID Project Listing by Funding Sourc Web Intelligence 0
5 :
' P | Cat
SR ¥ | TXEAM704B Listing of Property Missing Two Years| Web Intelligence 0
b
Folders
Search
Total: 6 items
The list panel is updated. H125% -
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Select a report to share.
Right click your selected report.

Click Send.

° CPA Business Intelligence Welcome: 01010016117 | Applications =  Preferences Helpmenu~ | Log off | rel

?'@WFavnrMs
%"Emhm(
é"@muens
é"ﬂs;uhambsdmnx

“ @ personal Categories

Folders
Search

ﬁ

Click BI Inbox.

Helpmenu~ | Logoff |

asalligence

@ Subscribed Alerts

& Personal Categories

Search

Page 4 of 8

‘ I' INFORMATION MANAGEMENT and ANALYTICS



BusinessObjects 4.1

Enter Recipient Information

On Find Title Enter the recipient CAPPS or User ID.

o CPA Business Intelligence Weloome: 01010016117 | Applications > Preferences  Help menu~ | Log off | |2
Vie ?20O%X |
—
Eﬂ [] Use default settings ~ _I
il
] Available Recipients: Selected Recipients: —|
-
i | W 401 Jor2e » W Find Title ~|Enter the Recipient CAPPS TD Here | () W 41 lofiz » W
8 ﬂ_
L [ £ Usor Lit] ﬂ_” ,
i 8 D o — -
| . & &ﬁcmup et & . | = A No Items
G -— il--ll-- >
| & | e— l—-u- -
1 |
18 | e——— [
G - — ey o E
& '_n ! -
< > < >
Target Name:
(@) Use Automatically Generated Name
() Use Specific Name | || Add Placeholder v
|/ Add File Extension
Send As:
() Shortcut
® Copy

Enter your assigned ID.

—_—

Click on % to Search.

c CPA Business Intelligence Welcome: 01010016117 | Appbcations =  Preferences  Help msru = Log off | |

|l

1
-:Q [ use default settings A
Tl M a1 of2e » M Find Title = 010010016177 x| g W o41of1 b W
_* e | |
| Eamm . : L mwes o renmeme
i & &8 Group ust - T—— v A No Itesms
O | - —— L L
é - w— —
TE | e m— ‘“P'-
S| e m— ey S — F
& | —— |———
< > < >
Target Name:
(@) Use Automatically Generated Name
() Use Specific Name | Add Placeholder
' Add File Extension
Send As:
() Shartout
(@) Copy
W
Foid send Cancel.
seal | € >
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Select the Recipient.
Click on the recipient ID.

Click on )

The Recipient will be moved to Selected Recipients box.

o CPA Business Intelligence

Welcome: 01010016117 | Applications ¥ Preferences Helpmenu~ | Log off |

g |
b 4

[] Use default settings

®
>

Available Recipients: Selected Recipients:

W 4[1forz » Find Title = 01010016117 | g8 W 4L lof1 » W

- ind et formusosoioii ol W e rlNeme
2
L

= o=

o, 01010016117 No Items
© €3 User List

& 5
) Group List i =

Target Name:
(@) Use Automatically Generated Name
() Use Specific Name | || Add Placeholder v
|| Add File Extension
Send As:
() Shortcut
(® Copy

Welcome: 01010016117 | Applications >  Preferences Help menu~ | Log off |

[] use default settings

Available Recipients: Selected Recipients:

W 401 |ori » K Find Title = 01010016117 @ " 41 Jor2 » M

¥ g ~

J* nd resutiormorouosou 7 ol VMR 7SR 571 TSR

i "User List"

] No Items & |o1010016117
i | £ User List

- on =
B8y Group List 1 =<

=3

Target Name:
(@) Use Automatically Generated Name
() Use Specific Name | || Add Placeholder
Add File Extension
Send As:
() Shortcut
® Copy
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Select a Report Name and Send

e Select Use Automatically Generated Name to keep current report name.
e Select Use Specific Name to re-name your report.

e Select Copy.

e Click Send.

” CPA Business Intelligence

Welcome: 01010016117 | Applications~  Preferences Help menu~ | Log off |

Ve Send TXEAMSOSE AssetAcquisitonsby locationto BITnbox e

I
:I'y [] Use default settings A
[’
Available Recipients: Selected Recipients:
T W « fofi » W Find Title = 01010016117 | a8 W 4L |oft » M

[ "user List"]
- No Items & |o1010016117
E £ User List

= 82
= 53 Group List

Target Name:
() Use Automatically Generated Name
(®) Use Specific Name [Texas Leg Reports x || Add Placeholder v
[+#] Add File Extension
Send As:
() Shortcut
(®) Copy

Fold !I !l v

Seal £ >

-, e
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Recipient BO Inbox

Click a report to view.

1
|£

~ CPA Business Intelligence Welcome: 01010016117 | Applications ¥ Preferences Help menu~ | Log off |
="
View = New  Organize = Send  More Actions Details R 4 1o » M
|TE | Received on ~ | From IT'E |

Texas Leg Reports.wid Jul 2, 2018 3:47 PM 01010016117 Web Intelligence |
01010016117 ‘Web Intelligence

My Dacuments |
»l
O
»

=
=]

B @5
3] My Favorites

. gaMy Alerts

TXEAMS508B Asset Acquisitions by Jul 2, 2018 3:37 PM

' ‘_9 Subscribed Alerts

@ Personal Categories

Folders
Search
Total: 2 items

For more information, visit our BusinessObjects training page.

Page 8 of 8

‘ I INFORMATION MANAGEMENT and ANALYTICS



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

	How to Email a BusinessObjects Report to BO Inbox
	Login to BusinessObjects using your assigned ID.
	Click on My Documents
	Enter Recipient Information
	Select a Report Name and Send
	Recipient BO Inbox

