OFM

OFFICE OF FINANCIAL MANAGEMENT

Save Report
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Web Intelligence (Webl) documents can only be saved to one folder at a time. You can save more than one
copy of the document to the same folder or different folders. Modifying one document will not result in changes

to the other copies.

Regular users can save documents to their personal folders (my folders) and power users can save
documents to their personal folders (my folders) or designated public folders (agency folders).

1. Select: Save.
— Or —

Select: Save as.
= WWA standard reports will
only have the ‘save as’ option to
create a copy of the report. The
copied report will not be
impacted or updated if the
original standard report is
revised by OFM.

2. Select: Folder.

=>» This will be the folder where
this copy of the document will be
saved.

=>» Power users can save
documents to their personal
folder (my folders) or designated
public folder (agency folder).

3. Input: File name.

=» You can change the name for
this copy of the document.

4. Select: Options.

=> You can use the default
options or update the options if
needed. For example, you might
want to update the description
for this copy of the document.

= Keywords are searchable in
the Webl launch pad. Use
semicolons (;) to separate
multiple keywords.

WWA Save Report

[7] Sample Folder

> [] Public Folders

File Query Insert Analyze
B C v w0 | By BEv By = e
I Save As l
" Position Detail - Org Hie...
Position Detail
Report Number: SA-001
General Options Categories
Folders W C Documents Q C
~ [#] My Folders (# Sample Webl Document
> [ ~Weblntelligence (» Sample Webl Document 123

File Name: ISample copy SA-001 - Position Detail I

General Categories

Description

This report contains the following views:
1. Position Detail (Default)
2. Position Detail with Org Hierarchy

Position availability, vacancy status, and position holder information. Provides the ability to audit position and employee coding.
Includes an additional view of position detail by Organizational Unit Hierarchy.

Keywords

Add keywords. If you have several keywords,

Refresh on open

Permanent regional setting

Save document with comments
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5. Select: Save. General Options Categories
= You do not need to make

X Categories @ Selected Categories
changes for categories unless
you want to change the default ~ > Personal Categories No'data
settings. Categories are logical > Corporate Categories

associations to documents and
a document can have more than

one category.
g ry Save Cancel

Save Changes Without Running Report

When you create an ad hoc query or modify a report, you can save the changes within the Webl query panel
without running the report.

This is helpful when you anticipate a large data set and need to schedule the report.

1. Select: Apply changes and Query Panel <3
close. raicey | [E)ER E 2 o @

=> Webl will save the changes — .
without running the report. S ————
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