Opening a Previously Created BOBJ or HANA BOBJ Ad-Hoc Report
Background
Web Intelligence is the software that runs BOBJ or HANA BOBJ Reports.  APHIS has saved reports available for all programs to use.  Many of you may have also saved your own versions of a canned reports under your “My Documents” section.  This document will provide guidance in locating these reports.  

Roles
BOBJ and/or HANA BOBJ reporting roles

Process 
Reminder – Any reports saved in the APHIS folder will they will be deleted.

1. <Click> on Ad-hoc Analysis which is located in the upper right hand corner.
[image: ]
2. The screen below is the Home screen.  The Home screen shows all the documents you have recently reviewed or ran.  The screen includes other features that have not been activated (i.e., My Inbox, Alerts).
a. <Click> on the Documents tab.
[image: ]
[bookmark: _GoBack]
3. On the left you will have three sections My Documents, Folders and Search.  My Documents will automatically populate with any reports saved in your My Favorites folder.  <Double-click> on any of the reports listed in order to run a report or you can follow the below instructions to run an APHIS report.  
[image: ]Three sections: My Documents, Folders, and Search.
Reports saved in “My Favorites” folder.

4. Finding APHIS shared reports:
a. <Click> on Folders
[image: ]
b. <Click> on Public Folders 
[image: ]<Click> on Public Folders.



5. <Click> on FMMI folder.
[image: ]<Click> on FMMI Folder.

6. <Click> on the Ad-Hoc Reporting folder.
[image: ]<Click> on AD-Hoc Reporting.



7. <Click> on the APHIS folder.
[image: ]<Click> on APHIS Folder.

8. <Double-click> on the folder name of the type of report you would like to run. (Examples: Accounts Payable, Accounts Receivable, General Ledger, Payroll, or Spending).
[image: ]<Click> on one of the five tabs Accounts Payable, Accounts Receivable, General Ledger Reports, Payroll Reports and Spending Reports.


9. A list of available reports will populate under Details. <Double-click> on the desired report to run.
 [image: ]<Double Click> on the report you wish to run.


10. The report you selected will open to the Prompts screen.  Enter the desired prompts/variables to limit the report to only the data you will need. (Note: The red arrows are mandatory and will turn into a green check mark once you have selected data for that variable.)
[image: ]


11. Data will populate if activity has occurred and if the prompts were entered correctly.
[image: ]
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