Find a Saved View

In BEx Web Reporting, Saved Views are not displayed in any order, and you cannot sort the order of the
Views to help search for a particular Saved View.

If you want to find a Saved View, either your own or one created by someone else, you can search on the
Description or part of the Description, without having to know the Technical Name. For instance, you
know the Saved View has ‘ledger’ in the Description, you can search for all Saved Views containing
‘ledger’. Or, you know the Saved View was saved by your counterpart in another department, you can
search using the counterpart’s userid.
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The Choose a View window will be displayed with Display: defaulting to History.
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Change Display: to Roles by selecting it from the drop-down list.

Hiztomy
Fawvartes
|nfodireas

R

The Roles you have been granted in the Business Warehouse will be displayed at their highest level.
NOTE: The roles displayed may be different from those listed below, as roles are based on the access you
are granted in the system.




You will need to have a general idea of the type of report you are searching for, and the Role itis in. For
instance, is the Saved View for Finance, Procard, Payroll, etc.

e Expand the levels of the Role by clicking on the black triangles to the left of the roles until Saved
Views are displayed.

Click to expand levels
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Saved Views

e Press the Control (Ctrl) and F keys at the same time to display the Find window.
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Saved Views begin with a specific userid, so you can search using the userid, or any other characters that
may be in the Description of the Saved View.



To search for Saved Views beginning with a particular userid,

o Enter the userid of the Saved View you wish to find in the Find what box.
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o Click the button until the desired Saved View is highlighted. Continuing to click

will cycle through all the Saved Views beginning with the userid you entered. This
could be your userid or the userid of someone else who has created a Saved View you wish to run

or modify.

When the desired Saved View is highlighted,
¢ Click once on the Saved View, to display the Technical Name of the View in the Selected Object

box.

Click once to select
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Click to display the Saved View.
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To search for other characters that may be in the Description of the Saved View,

o Enter the text you wish to search on in the Find what box. For instance, to find all Saved Views

whose Description contains ledger, go to the Find what: box and type: ledger.
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e Click the button until the desired Saved View is selected. Continuing to click the
button will cycle through all the Saved Views containing the text you entered.
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When the desired Saved View is highlighted,
¢ Click once on the Saved View, to display the Technical Name of the View in the Selected Object

box.

Click once to select
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Click
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to display the Saved View.
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