
Page 1 – Working with  Documents and Reports 

The following lesson contains screenshots of the actual BusinessObjects 4.1 
application, with text and narration explaining how to use BusinessObjects 
to perform certain functions. 

Please ensure that you are currently sitting at a computer that has 
sound playing capabilities and that the speakers are turned up to an 
acceptable volume. 

When the narration has finished on a page, please press the 
[spacebar] to continue. If you would like to review a page, press the 
[backspace] key.
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Page 2 – View History  for a Document   

Documents that have been scheduled have multiple instances – one for 
each time the document was generated. We can review the history of a 
document and open any of the instances to see a snapshot of the data for 
that particular time. 
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Page 3 – Select the Document

In this example, we’ll view the history for the Counts by 
Location report. Note there are three instances of this report. 
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Page 4 – Select History 

Select History from the document menu. 
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Page 5 – Select a Document 

There are  three instances here – one for the recurring schedule, and two 
completed instances from that schedule. 

Select the most recent instance. 
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Page 6 – View and Close Document 

The document opens in its native viewer. 

Let’s return to the document history. 
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Page 7– Delete an Instance of  the Report 

When we no longer need an instance, we can delete it from the 

document history. 

Select the report from the list. 
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Page 8 – Delete an Instance of the Report (continued) 

Go to the Organize menu. 
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Page 9 – Delete an Instance of  the Report (continued)

Choose Delete from the menu. 
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Page 10 – Delete an Instance of  the Report (continued) 

Select OK. 
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Page 11 – Delete an Instance of  the Report (continued)

Close the History window. 

11 



Page 12 – Refresh the Window

Now select Refresh. 
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Page 13 – Fewer Instances 

Note there are now only two instances of the report.  

13 



Page 14- Conclusion 

This concludes this lesson.  

For more BusinessObjects  4.1 tutorials, select the link below.  
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https://fmx.cpa.texas.gov/bi/4_1/index.php



