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UNDERSTANDING PUBLICATIONS 

"Publishing" is the process of making documents such as Crystal reports, Web Intelligence 

documents, and Desktop Intelligence documents publicly available for mass consumption. The 

contents of these documents can be distributed automatically via email or FTP, saved to disk, or 

managed through the BusinessObjects Enterprise platform for web viewing, archiving, and 

retrieval, and automated through the use of scheduling. From within InfoView or the CMC, you 

can take documents and tailor them for different users or recipients; schedule a publication to 

run at specified intervals; and send it to a number of destinations, including recipients' Business 

Objects inboxes and email addresses. 

 

1. Initial Setup – Before attempting to create a publication there are a few things to setup first. 

1.1. Publication server – Log on to the CMC and navigate to Servers. Ensure the Publication 

server is started and enabled. 

1.2. Destinations – Ensure that Email is correctly setup for all job server destinations. The 

following must be set up correctly for the Crystal Reports Job Server, Publications Job 

Server, and Destination Job Server. Double Click on the job server to access the server 

properties/Select Destinations on the left and then add Email. If it is already there simply 

click on it to open the Email destination properties. 

 

 

2. Ensure than normal scheduling works – Before creating your first publication ensure that normal 

scheduling works by creating a schedule and emailing the report. Sometimes there can be 

problems with connectivity between your BO server and Exchange server and these must be 

resolved first. You can use TELNET checks to troubleshoot these communication problems if they 

do crop up. Also, ensure that your Exchange server does not have specific rules set up that 

prevent certain emails from being sent (e.g. certain attachment types might not be allowed). 

Once you have successfully scheduled a report that is attached in an email you can go ahead and 

create your first publication.  
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3. Creating a Dynamic Recipient List – who needs to receive this report and what are their email 

addresses? This needs to be setup beforehand and can either be a Crystal Report or a WEBI 

report. The following format must be adhered to (your report must have 3 columns): Recipient 

ID (required), Full name of recipient, Email address. Publish this report to Enterprise. 

 

 

 

Publish to Enterprise: Save the report to Enterprise and check that it runs successfully 

 
4. Publish the Source Report to Enterprise – This is the report that the Publication is going to be 

based on. In this example it is a Customer Invoice History report. This is a basic report which has 

only 1 parameter Customer ID and the data is filtered on this field too. 
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5. Create your new Publication: 

 

5.1. Enter General Properties Details like Title info, Description, Keywords. 

5.2. Select Source Documents/Add. Find the Customer Invoice History Report. Note: you can 

have more than 1 source document. This can be useful if you want to send each customer 1 

email only but have a few reports attached to that email. 

 

5.3. Enterprise Recipients is where you can specify any users (within Business Objects) that need 

to receive the publication. In this example, I only want this publication to be emailed to 

those customer’s specified in my dynamic recipient list so will not enter anything here. 
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5.4. Select Dynamic Recipients and Crystal Reports as the source for the dynamic recipient list. 

Navigate to the Customer Dynamic Recipient List.rpt report and wait for additional options 

to load. You then have to map fields from the source document to the fields in the dynamic 

recipient list. You can use the entire list or you can specify which recipients only should 

receive the publication by un-checking the ‘Use entire list’ option. You either Include certain 

addresses or Exclude others. 

 
5.5. You now need to personalize the publication so that each customer receives only their data. 

Select the Personalization option. Simply map the field from the dynamic recipient list to 

the field in the Source document (i.e. the parameter) 

 
5.6. Now, select Formats to specify which format you would like the output of the publication to 

take. The following formats are supported: 
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5.7. The next step is to specify the Destination information. You can send your publication out to 

one or many destination targets (Inbox, FTP, File System, BO Inbox). You can also specify if 

you want to ZIP the attachments (this could be useful if you have more than 1 source 

document in your publication). As with normal scheduling, you can also configure the 

Subject line and Message details by using placeholders. 

 
 

5.8. Don’t forget to SAVE your publication. 

 

 

 

6. Well Done! You have created your first simple publication. You may also configure further 

settings by selecting Additional Options. A useful one is “Merged PDF Options” whereby you can 

combine more than one report into 1 pdf and configure page numbers and table of contents. 

Other options are: 
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7. Your publication will now be available in InfoView, whereby you can schedule it as per normal. 

 

 

 

 

 

8. Open your Email account – The report should be delivered 

 

 

 

 


