Saving a BOBJ or HANA BOBJ Report
Background
Web Intelligence is the software that runs BOBJ or HANA BOBJ reports.  This document walks you through the process of saving and personalizing a canned report.  The process is the same regardless of which type of report; BOBJ or HANA BOBJ.

Roles
BOBJ and/or HANA BOBJ reporting roles

Process
You will need to first run a BOBJ/HANA BOBJ report.  If you want to modify a canned report (report created by NFC), you must first save it in your personal folder before changes can be made.  To modify a report in the APHIS folder, save it in your folder before making any modifications to the report.  Note:  DO NOT save documents in the APHIS folder, they will be deleted.

1. <Click> on the Save button in the upper left side of your BOBJ Web Intelligence screen.

Note:  Do not use the Internet Explorer (IE) buttons to Save, IE will only save the current location and you will not be able to open the report.

[bookmark: _GoBack][image: ]<Click> on the Save button.

2. When saving a canned report, you will only have one option Save As. <Click> on the Save As button.
  
Note:  If you have already completed a Save As, the Save option is then available option.

 [image: ]<Click> on the Save As button.


3. The sytem will automatically open the Public Folder, you need to  <Click> on the Favorites folder.  This is where you should save any of the reports you modify.

[image: ]<Click> on the Favorites Folder.



4. <Click> on the plus by Favorites folder; this will open up and you will want to <Click> the Favorite folder, which now looks like a real folder.  You may have additional folders (as in example).
  
5. <Click> on the Filename.
a. If the report is based off of HANA leave HANA as part of the file name. (If the report says HANA it means that the data is real time.) 
b. If the report is based off a BOBJ report, HANA should not be part of the name.  (Regular BOBJ reports are based off of the BI data which is at least a day behind.)

[image: ]<Click> on the File Name.
<Click> on the Favorites Folder.


c. It is recommended that you use the initials of the original report, for example this report is based off the Federal Transaction Register so you would use FTR as part of the new name.  You can also use the full name as well.  Make sure you add something to the file name that shows that this has been changed and are not the original canned report.



6. Once you have updated the name, <click> the Save button.

[image: ]Once the name is changed <Click> the Save button.
Change the file name to show this has been modified by you and is not the original canned report. 



7. Now when you do another Save AS, you can find your document in your Favorites Folder.

[image: ]Report has been saved in your Favorites folder.
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