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Procedure

1. Start the transaction using the menu path or transaction code.

Listing

2. Double-click Status of Accounts by Commitment Item WebI report.

In this simulation, you will learn how to save, export and print a WebI or Analysis Area (OLAP) tool report.

The data used in this simulation is illustrative only.

The process to save, export and print either type of BI Report is similar.

In this scenario, you will save, print and export the Webl report, Status of Accounting by Commitment 
Item.
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Pre-production R1B Umoja Business Intelligence/app1

3. Click the  icon to view the list.

4. Select the Save As list item.

Pre-production R1B Umoja Business Intelligence/app1

5. As required, complete/review the following fields:

Field R/O/C Description
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Field R/O/C Description

Filename: Required

Example:
Status of Accounts by Commitment Item - July 30, 
2013 Report

6. Click the Save button.

Pre-production R1B Umoja Business Intelligence/app1

7. Click the Documents tab.

You can review where this report can be later accessed by visiting the Favorites folder within the 
Documents tab.
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Listing

8. Click the My Documents tab.

Listing

9. Double-click Status of Accounts by Commitment Item - July 30, 2013Report.

Within the My Favorites folder, you can view the Webl report, Status of Accounts by Commitment Item - 
July 30, 2013 Report. This is a static copy of the report saved off to your local Favorites folder. Data within 
this report is not updated over time and is a snapshot in time.



 
Work Instruction

Save,_Print_and_Export_an_Umoja_BI_Report

Wednesday, November 29, 2017  Page 5/9

Pre-production R1B Umoja Business Intelligence/app1

10. Click the Close  icon to close the report.

The locally saved copy of the Webi BI report, Status of Accounts by Commitment Item - July 30, 2013 
Report displays on the screen.

Pre-production R1B Umoja Business Intelligence/app1
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11. Click the Print  icon.

Now, you will print an Umoja BI report.

Pre-production R1B Umoja Business Intelligence/app1 - Windows Internet 
Explorer

12. Click the Open button.

Clicking the Open button re-open the Umoja BI report in Adobe PDF format. You can then print the BI 
report using your local printer.
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Pre-production R1B Umoja Business Intelligence/app1

13.
Click the Export  icon to view the list.

Now, you will save an Umoja BI report.

14. Select the Export Current Report As Excel 2007 menu item.

You may export the Umoja BI report in several formats. However, you should export the BI report in 
Microsoft Excel 2007 to remove any risks and compatiablity issues in case your system has older versions of 
Excel installed.
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Pre-production R1B Umoja Business Intelligence/app1 - Windows Internet 
Explorer

15. Click the Open button.

You can either open or save the exported report as required by clicking the Open or Save button 
respectively.
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xxxx

16. Click the Close  icon.

The exported BI report displays on the screen. You have successfully completed the process to save, print 
and export the WebI report, Status of Accounts by Commitment Item - July 30, 2013 Report.


