
Sending a Report To Another User 
 

 
 
Once you’ve created or updated a report that you’d like to send to another user through 
WebIntelligence: 
 
Click on the “Send” drop-down and select “To BusinessObjects Inbox”. 
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Unselect the “Use the Job Server’s defaults” checkbox to see the list of Recipients. 
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Either type the user name in the “Look For:” box and click the Search button OR Scroll 
down the list of “Available Recipients.” 
 
Select the user from the list of “Available Recipients”, and click the single arrow button 
to add the name to the “Selected Recipients” box. 
 
Select either the “Shortcut” or “Copy” radio button under “Send As:” 
 
Click Submit. 
 
 
 
 
 
 


