Creating a New Folder in BOBJ
Background
Web Intelligence is the software that runs BOBJ or HANA BOBJ reports.  This document will show you how to create folders to organize your reports.

Roles
BOBJ and/or HANA BOBJ Reporting roles

Process
1. Go to the BOBJ Ad-hoc Analysis screen; under Documents (click on Details to have your screen match the examples).
a. <Click> on New 
b. <Click> on Folder
[image: ]<Click> on New
<Click> on Folder

c. A new window will pop-up for you to Enter a new folder name (i.e., BOBJ Reports)

[image: ]
d. Type in the new folder name and the <click> on OK.
[image: ]<Type> in a new Folder name
<Click> on OK

e. Your new folder has been created.  
[image: ]Newly Created Folder



2. To move a report to your a folder:
a. Locate the report to be moved; <Click> on the report name and then right <click> on the report name.
b. Go to Organize; go to Cut; <Click>
[image: ]<Click> on the report you wish to move to the new folder.
<Click> on the Cut button.

3.  Go to the folder where you want to place the report; <Right Click> on the folder name
a. Go to Organize; and <Click> on Paste; 

[bookmark: _GoBack][image: ]<Click> on Organize and then Paste.
Right <Click> on the Folder Name.

4.  Your report has been moved and can be found in the new location/folder.
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