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You can use the BI launch pad to access (open) a report once it has been scheduled or ran. 
 Web Intelligence (WebI) reports can be accessed and scheduled from the BI launch pad. Scheduling 

reports with large data sets is the recommended best practice because it helps to avoid time out issues 
and improves system performance. For information about scheduling reports, please refer to the job aid 
WWA Schedule Reports. 

Recently Run 
The BI launch pad includes a quick link to display a list of reports that were recently run. 

In this example, we select the quick link from the BI launch pad to display a list of reports that were 
recently run. 

 

In this example, we select the recently run report to open it. 

         

In this example, we select the ellipses (three dots) on the recently run report to display additional options. 

 
  

mailto:HeretoHelp@ofm.wa.gov


 Access Scheduled Report 
Washington Workforce Analytics (WWA) 

WWA Access Scheduled Report 03.20.2023 Page 2 of 2 
Need help?  Contact the OFM Help Desk  HereToHelp@ofm.wa.gov  360.407.9100 

Instances 
The BI launch pad includes a quick link to display a list of report instances. 
 When a scheduled report runs successfully, WebI will automatically create an instance. 

In this example, we select the quick link from the BI launch pad to display a list of report instances. 

 

In this example, we select the ellipses (three dots) on the report in the list of instances to display 
additional options. 
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