
 Work Instruction  
 

Report Fundamentals  
 

Purpose  

Use these procedures – layout, filter and sort – to effectively work with SAP reports. 

Helpful Hints 

When reviewing fields, R = Required, O = Optional and C = Conditional. 

 

 

 

Procedure 

1. Start any transaction (report) using the menu path or transaction code.  A Grant Summary 
Report is used in this example.  However, these tools are common to all SAP reports. 

Grant Summary Report (example only) 

 

 

2. Double-click the account number .to drill-down to a line item display  



Grants Management: Line Item Display 

 

 



Sorting Data 

 

 

3. First click a column header like “DocumentNo” to select that column, then click  to sort the 
column in ascending order.  A little red triangle will appear in the upper-right corner of the 

column header.  This arrow will point up when in ascending order .  Click  to 
sort the column in descending order.  Notice the little red triangle is now pointing down 

. 

 

4. To hide columns, right-click on a column header such as .  



Hiding Columns 

 

 

5. Select Hide from the context menu to hide that column. 

 Note:  MAC users who do not have a right mouse button can use “Control-click” to 
open the context menu.  This works the same in SAP as it does for any MAC 
application. 



Filter Data 

 

 

6. Click  to filter data. 



Define filter criteria 

 

 

7. Select the filter categories on the right side (Click  then  and  

then  to move those to the left side (Filter criteria). 

8. Click  to continue and enter filter values. 

Determine values for filter criteria 

 



9. Complete/Review the following fields: 

Field Name R/O/C Description 

Document Number R Description of the Document Number. 
Example: 12652 

User name R Description of the User name. 

Example: kw11 
 

10. Click  to set these filter criteria. 

Filtered Line Item Display 

 

 

11. Click  to choose a predefined layout. 



Choose layout 

 

 

12. Click  . 



Departmental Report Layout 

 

 

13. Click  change the layout. 



Change layout 

 

 

14. Make your selections then click  transfer those selections to the report. 



Custom Layout 

 

 

15. Click  to save the layout. 



Save layout 

 

 

16. Complete/Review the following fields: 

Field Name R/O/C Description 

Save layout R Description of the Save layout. 
Example: ks19 test 

Name: R Name or more specific description of the layout:. 
Example: test layout for training 

 

17. Check  .to have this layout available for your use. 

 Do NOT check the “Default setting” option.  This sets the current layout to the default 
for ALL SAP users, not just you. 

18. Click  to complete the save the layout process. 

Result 

You have sorted data, set filters, hid columns, and changed and saved layouts. 


