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)

List Edit Goic
@ aldH @@ CHR DDo0 BHE @
Grant Summary Report
=1
?
Grant g0pAORnA1 B Description: Gen Det/Proj 2/99-0o M
Sponsor: 300017 Name: U.5. Dept of Health & Human Servic
Begin Date: B85/81/1999 End: B2/28/2006
Month/Year: MWarc2oos
Sponsored Program PHYS SCIEMCES CHEMIS
Fund: 8000101000
Current Fiscal Year Inception
Feri o to to Open Fark.e Available
Sponsored Class Budget Expenses Date Date Encumbrances Documents Balance
CAF PER PROF COMP E0 4 477 80 608 0.8 4,468 00 o.o8 a.80 9.068
CAP FER FROF FURN/EQ 129,634 .55 6.09 o.80 129,549.33 0.08 o.80 86,22
CLASSIFIED PERSONMEL G0, 261 .37 2 60800 18, 26600 55,450 67 o.o8 a.80 4, 74170
FACULTY 48,157.15 6.09 o.80 43 ,0861.15 0.08 o.80 96. 00
FRINGE BEMEFITS a7, B65. 75 55518 5, GAG. 02 04,904 07 o.o8 a.80 2,871 .68
MISC EXP COMY BRANT 1,215.47 6.09 o.80 1,215.47 0.08 o.80 @69
STUDENT EMPLOYEE 14,420 67 608 0.8 14,429 67 o.o8 a.80 6.6e
SUPPLIES & MATERIALS 313,648 .37 203.11 16,533.07 206,918.28 3 664.54 2,303.00- 15, 368.55
TRAWEL IN STATE 4,152 38 608 0.8 4,147 51 o.o8 a.80 4. 87
TRAYEL OUT OF STATE 2,633.58 6.09 0.80 2,633.58 0.08 0.80 6,09
UNCLASSIFIED PERSONN 325,672 50 84500 11,898 .50 320,783,493 o.o8 a.80 4 888 57
TOTALS 1,081,287 .79 4,211.29 52,293 .53 a72 B6A 66 3 ff4 54 2,363 .00- 27 265.59
IDC EXPENSE 280,838 21 608 0.8 201,602 21 o.o8 a.80 1,794 80
TOTALS 289,898 .21 6.09 0.80 201,692, 21 0.08 0.80 1,794 .00-
GRANT REVENLUE 1,292,980, 80- 14,179.75- 74,247 .06- 1,286,306 34- 0.08 0.80 6,673 .66-
TOTALS 1,292,980, 80- 14,179.75- 74,247 .06- 1,286,306 34- 0.08 0.80 6,673 .66-
=
&
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2. Double-click the account number [S8EEBEHRABETE to drill-down to a line item display



Grants Management: Line Item Display

Goto  Enwironment

ala l CEae SHE ADO0IEE @

Grants Management: Line ltem Display
alaw ¥ Ex|d dadaT e s

Ld |R Wer | Year|CoCd |Crey | Period|Documentio |Ln|lm '|E Trans.cur.|E Co.cd.curr| Grey2 |RefDocumnt |Entered on  |Entered at |Liser Documentho

a0 [} 0 o 2004|754 usoD 71000161628  [Document Mumber |2 15 87415 |USD |7000000072 |03M0i2005 |11:18:46 |LB22 7000000072 E

80 |0 o 2004|754 usoD 7(1000188242 oo11z0 87415 87415 |USD |7000000078 |04/M122005 |09:42:31 |LB22 7000000078 E

80 |0 o 2004|754 usoD 7 (1000161634 001062 | 4549.03 454903 |USD (7000000074 (03M0/2006 |11:22:13 |LB22  |7000000074 M

80 |0 o 2004|754 uso 7[1000188248 001061 282436 2,82436|USD (7000000080 (047252006 |09:47:25 |LB22 |7000000080

80 |0 o 2004|754 uso 7 (10001678456 001044 | 400818 | 400818 |USD |468 037232005 |14:51:18 |CKO2 3500000128

g0 |0 o 2005|754 (USD 71000161634 |000941 21.7% 21.78-|USD |7000000074 |03 02005 |11:22:13 |LB22 7000000074

g0 |0 o 2005|754 (USD 7|1000161634 000923 382.00 382.00-|USD |7000000074 |03 02005 |11:22:13 |LB22 7000000074

a0 |0 o 2005|754 (USD 7|1000161634 |000913 | 200000 2,000.00-/USD |7000000074 (031002005 |11:22:13 |LB22 |7000000074

a0 |0 o 2005|754 (USD 71000161634 (000912 151795 1,517.95 USD (7000000074 (031002005 |11:22:13 |LB22 |7000000074

a0 |0 o 2005|754 (USD 71000161634 000911 510.00 510.00-|USD |7000000074 |03 02005 |11:22:13 |LB22 7000000074

g0 |0 o 2005|754 (USD 7|1000161634 |000910 M7 117.30-|USD  |7000000074 |03 02005 |11:22:13 |LB22 7000000074

g0 |0 o 2005|754 (USD 7|1000188248 000825 3.56 3.56 |USD |7000000080 |04 22005 |09:47:25 |LB22 7000000080

g0 |0 o 2005|754 (USD 7|1000188248 000813 382.00 382.00 [USD |7000000080 |04 22005 |09:47:25 |LB22 7000000080

g0 |0 o 2005|754 |(USD 7/1000188248 |000BOG 18.80 18.80 |USD |7000000080 |04/ 242005 |09:47:25 |LB22 7000000080

g0 |0 o 2005|754 |(USD 7|1000188248 (000805 | 200000 2,000.00 USD |7000000080 (0471272005 |09:47:25 |LB22 |7000000080

g0 |0 o 2005|754 |(USD 7|1000188248 000804 420.00 420.00 [USD |7000000080 |04 22005 |09:47:25 |LB22 7000000080

g0 |0 o 2005|754 |(USD 7|1000161628 000736 7415 874,15 |USD |7000000072 |03 02005 |11:18:468 |LB22 7000000072

g0 |0 o 2005|754 (USD 7/1000188242 000726 87415 87415 |USD |7000000078 |04 22005 |09:42:31 |LB22 7000000078

g0 |0 o 2005|754 (USD 71000167854 |000136 51.60 51.60 |USD |468 03232005 [14:5118 |CK0Z 3500000128

g0 |0 o 2005|754 (USD 71000167854 |000135 2201 2201 |USD |46 03232005 [14:5118 |CK0Z 3500000128 1

90 |0 o 2005|754 (USD 71000167854 |000134 6.85 6.85 |USD |468 022005 [14:5118 |CKOZ |3500000128

90 |0 o 2005|754 (USD 71000167854 000132 B5.25 65.25 |USD |468 022005 [14:5118 |CKOZ |3500000128

90 |0 1} 2005|754 (USD 71000167854 |000132 394 .47 3094 .47 USD | 468 03232005 |[14:5118 |CKOZ |3500000128

90 |0 1} 2005|754 (USD 71000167854 |000131 16.00 16.00 |USD |468 03232005 |[14:5118 |CKOZ |3500000128

80 |0 o 2004|754 usD 7[10001678454 0oo0130|  2,608.00 2,608.00 |USD 468 037232005 |14:51:18 |CKOZ2 3500000126

80 |0 o 2004|754 usD 7[10001678454 ooo1z29 845.00 84500 |USD 468 037232005 |14:51:18 |CKOZ2 3500000126

80 |0 o 2004|754 usD 7(10002071483 000096 B27.31- B27.31-|USD |9000000082 |0511i2005 |15:38:31 |FGO1 9000000082

80 |0 o 2004|754 usoD 7(1000201474 oooog4 5023 60.23|USD |9000000073 |08/ 142005 |[14:30:21  |FGO1 8000000073

80 |0 o 2004|754 usoD 7 (1000201476 oooo7 4 95 456 94.56-|USD  |9000000075 |04/ 142005 |[14:30:21  |FGO1  |8000000075

80 |0 o 2004|754 usoD 7(1000201474 oooo4a 5023 60.23 |USD |9000000073 |08/ 142005 |[148:30:21  |FGO1  |8000000073

80 |0 o 2004|754 uso 7[1000182491 000021 | 14179.75 ( 14179.756 USD  |2872 04/06/2005 |11:46:33 |LB22  |2872

80 |0 o 2004|754 uso 7[1000182491 000004 | 14179.75 | 1417975 USD (2872 04/06/2005 |11:46:33 |LB22  |2872

g0 |0 o 2005|754 (USD 7/1000201476  |00OOOS 95.56 99.56 |USD |9000000075 |04 142005 |1&:30:21  |FGO1 9000000075 =

g0 |0 o 2005|754 (USD 7/1000201483  |000O0OO4 627.31 B627.31 |USD 9000000082 |05 142005 |14:38:31 |FG01 9000000082 E
&

b |R@T (1) ¢100) P2 Wsithea | INS




Sorting Data

Goto  Enwironment

ala l CEae SHE ADO0IEE @

Grants Management: Line ltem Display
a &aFF 2% 00T HEE S

Ld |R b TEET T ermrorreomeniND | Lnim |z Trans.cor. |2 Go.cd.cure Crey2 |RefDocumnt |Entered on | Entered at |Liser Documentho

80 |0 o 2004|754 usoD 712652 ooooo1 116.86 116.86 |LISD 4500000143 |03 12005 [10:01:21  |KW¥W11 E

80 |0 o 2004|754 usoD 7[12684 ooooo1 2,000.00-  2,00000-|USD (4500000143 (031172005 | 14:14:14  |JAT4 E

80 |0 o 2004|754 usoD 712773 ooooo1 35068 36058 |USD 4500000143 |03/222005 |08:53:03 |RRO7 M

80 |0 o 2004|754 uso 7(12782 ooooo1 90.00- 90.00-|USD  |5105606885 |03/2262005 |10:13:01  |OK10

80 |0 o 2004|754 uso 7(12783 ooooo1 90.00- 90.00-|USD  |4500000222 |03/2262005 |10:13:01  |OK10

g0 |0 o 2005|754 (USD 7112791 0o0oo1 18.22 18.22-|USD |4500002446 |03/222005 |10:483:40 |JAT4

g0 |0 o 2005|754 (USD 712803 0o0oo1 §0.00 90.00 |USD |5105606885 |03/2212005 |13:59:21  |OKI10

a0 |0 o 2005|754 (USD 713300 000001 98.50 98.50-|USD |5105607294 |03731/2000 |08:43:22 |OKI0

a0 |0 o 2005|754 (USD 713301 000001 98.50 98.50-|USD |4500000143 0373142000 |08:43:22 |OKI0

a0 |0 o 2005|754 (USD 713610 000004 [ 1417975 14,179.75|USD |2872 04042005 |16:96:25 | W35

g0 |0 o 2005|754 (USD 713630 000001 98.50 98.50 (USD |5105607294 |04/05/2005 |08:59:21 |OKI0

g0 |0 o 2005|754 (USD 713786 000004 [ 1417975 | 14,179.75 |USD |2872 04062005 |11:46:33 | W35

g0 |0 o 2005|754 (USD 7/1000153909 | 000004 255.00 255.00-|USD  |2000046360 |0301/2005 |09:45:24 |SA05 | 2000046360

g0 |0 o 2005|754 |(USD 7 000001 255.00 255.00 [USD |2000046360 |0301/2005 |09:45:24 |SA05 | 2000046360

g0 |0 o 2005|754 |(USD 71000161628 001127 87415 874,15 |USD |7000000072 |03 052005 |11:18:468 |LB22 7000000072

g0 |0 o 2005|754 |(USD 7 000736 7415 874,15 |USD |7000000072 |03 02005 |11:18:468 |LB22 7000000072

g0 |0 o 2005|754 |(USD 71000161634 (001062 4,549.03| 4,549.03 USD (7000000074 (031002005 |11:22:13 |LB22 |7000000074

g0 |0 o 2005|754 (USD 7 000341 2178 21.76-|USD |7000000074 |03 02005 |11:2213 |LB22 7000000074

g0 |0 o 2005|754 (USD 7 000923 392.00 382.00-|USD |7000000074 |03 02005 |11:2213 |LB22 7000000074

g0 |0 o 2005|754 (USD 7 000913 | 200000 2,000.00-|USD |7000000074 |03 02005 |11:2213 |LB22 7000000074 1

90 |0 o 2005|754 (USD 7 000912 1,517.95( 1,517.95|USD |7000000074 |03 02005 |11:2213 |LB22 7000000074

90 |0 o 2005|754 (USD 7 000a11 510.00 510.00-|USD |7000000074 |03 020058 |11:2213 |LB22 7000000074

90 |0 1} 2005|754 (USD 7 oonata 730 117.30-|USD  |7000000074 |031 02005 |11:2213 |LB22 7000000074

90 |0 1} 2005|754 (USD 71000162772 |000002 160.68 160.68 [USD 5000015167 |031 120058 |10:01:21  |KW11 5000002548

80 |0 o 2004|754 usD 7 ooooo1 160 68 160.68-|USD |G000015167 (037112005 |10:01:21  |KW11 5000002548

80 |0 o 2004|754 usD 71000167327 oooooz 176.2% 174629 |USD |G0000155793 |03/222005 |08:53:03 |RRO7 5000002615

80 |0 o 2004|754 usD 7 ooooo1 176.29 17629 |USD |G0000155793 |037222005 |08:53:03 |RRO7 5000002615

80 |0 o 2004|754 usoD 71000167373 oooooz 80.00 90,00 |USD  |5105606885 |032262005 |[13:59:21  |SA05  |5100006722

80 |0 o 2004|754 usoD 7 ooooo1 90.00- 90.00-|USD  |5105606885 |032262005 |13:59:21  |SA05  |5100006722

80 |0 o 2004|754 usoD 71000167618 ooooo4 90.00- 90.00-|USD  |2000049068 |03/23/2005 |09:36:00 |SA05  |2000043068

80 |0 o 2004|754 uso 7 ooooo1 80.00 90.00 (USD  |2000049068 |03/23/2005 |09:36:00 |SA05  |2000049068

80 |0 o 2004|754 uso 7(10001678454 000136 A1.60 61.60 (USD |468 037232005 |14:51:18 |CKO2 3500000126

g0 |0 o 2005|754 (USD 7 000134 22.01 2201 |UsD |468 0372372005 [14:51:18 | CKOZ 3500000126 =

g0 |0 o 2005|754 (USD 7 000134 6.89 6.85 |USD |468 0372372005 [14:51:18 | CKOZ 3500000126 E
EERORE Iysithea | INS V.

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
sort the column in descending order. Notice the little red triangle is now pointing down

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



Hiding Columns

Goto  Enwironment

ala l CEae SHE ADO0IEE @ o

Grants Management: Line ltem Display
alaw ¥ Ex|d dadaT e s

Ld |R Wer | Year|CoCd |Crey | PeriodfDocume=**'~ ST cd.curr|Crey? |RefDocumnt |Entered on  |Entered at |User Documentho

50 [0 |0 |2006|754 |USD 7|126me | Sopried 000.00-USD  [4500000143 [03/11/2005 |14:14:14 | JATS [=]

50 |0 |0 |2006|754 |USD 7[12773 | Hige 35068 |USD |4500000143 |03/22/2005 |D8:53.03 |RROT [~

50 |0 |0 |2006|754 |USD 7[12782 | ghow.. 80.00-|USD |5105606885 |03/22/2005 |10:13:01 |OKIO =

50 |0 |0 |2006|754 |USD 7112788 | gptimize vidtn 80.00-|USD |4500000232 |03/22/2005 |10:13:01 |OKIO

50 |0 |0 |2006|754 |USD 7[12781 1832 |USD |4500002446 |03/22/2005 |10:48:40 |JAT4

Ereeze to Colurnn

90 [0 [0 [2006]754 [usD 7[12803 80.00 |USD |5105606885 [03/22/2005 |13:58:21 |OKI0

90 |0 |0 |2008|754 |USD 7[issony| =2otin ascend. order 9840 USD 5105607294 |03/31/2006 |0843:22 |OKID

30 [0 0 2005(754  [USD 713301 Sortin descnd order 83.50-|USD [4500000143 [03/31/2005 [08:43:22 [OKI0

90 [0 [0 [2006]754 [usD 7[13810 | Eing 178.75|USD  [2872 040412005 |16:56:25 | W35

90 [0 [0 [2006]754 [usD 7[13630 | setriter 88.50 |USD |5105607294 [04/05/2005 |08:58:21 |OKI0

90 [0 o [2008]754 [usD [ EELCL (178.75 |USD [2872 D4i06/2005 |11:46:33 | W35

90 [0 o [2008]754 [usD 7[1o0ms; T 255.00-|USD |2000046360 [03/01/2005 |09:45:24 |SA05 | 2000046360

90 [0 |0 [2008(754 [usD 7 B 255.00 |USD |2000046360 |03M01/2005 |09:45:24 |SA05 | 2000046360

90 [0 |0 [2005|754 |UsD 71000161628  |001127 87415 67415 |USD |7000000072 03102005 |11:18:46 |LB22 |7000000072

90 [0 |0 [2005|754 |UsD 7 000736 87415 674715 |USD (7000000072 [03M0/2005 |11:16:46 |LB22 |7000000072

90 [0 |0 [2005|754 |UsD 71000161634 [001062| 4,549.03| 4,549.03 |USD |7000000074 [03M0/2005 |11:22:13 |LB22 |7000000074

90 [0 |0 [2005|754 |UsD 7 000941 2176 21.76-|USD 7000000074 (03102005 |11:22:13 |LB22 |7000000074

90 [0 |0 [2005|754 |UsD 7 000923 38200  382.00-|USD |7000000074 [03M0i2005 |11:2213 |LB22 |7000000074

90 [0 |0 [2005|754 |UsD 7 000913 | 200000 2,000.00-|USD |7000000074 (031 0/2005 |11:2213 |LB22 |7000000074

90 [0 |0 [2005|754 |UsD 7 000912| 1,517.95 1,517.95|USD |7000000074 (031 0/2005 |11:2213 |LB22 |7000000074 |

90 [0 |0 [2006|754 |UsD 7 000911 §10.00-  §10.00-|USD |7000000074 [03M0i2005 |11:22:13 |LB22 |7000000074

90 [0 |0 [2006|754 |UsD 7 000910 11730 117.30-|USD |7000000074 [03M0i2005 |11:22:13 |LB22 |7000000074

50 |0 |0 |2006|754 |USD 71000162772  |000002 16068 16068 [USD |5000015167 |03M 172005 |10:01:21 |KWI11 |5000002548

50 |0 |0 |2006|754 |USD 7 000001 16068 16068 |USD |5000015167 |03M 172005 |10:01:21 |KWI11 |5000002548

50 |0 |0 |2006|754 |USD 7[1000167327  |000002 17629 17520 |USD |6000015678 |03/22/2005 |D8:53.03 |RRO7 |5000002615

50 |0 |0 |2006|754 |USD 7 000001 17629 17620 |USD |5000015578 |03/22/2005 |D8:53.03 |RRO7 |5000002615

50 |0 |0 |2006|754 |USD 7[1000167373  |000002 50.00 8000 |USD |6105606886 |03/22/2005 |13:58:21 |SA05 |5100006722

50 |0 |0 |2006|754 |USD 7 000001 5000 80.00-|USD |6105606886 |03/22/2005 |13:58:21 |SA05 |5100006722

50 |0 |0 |2006|754 |USD 71000167678 |000004 5000 80.00-|USD |2000048068 |03/23/2005 |D8:36:00 |SA05 | 2000043068

50 |0 |0 |2006|754 |USD 7 000001 50.00 8000 |USD |2000048068 |03/23/2005 |08:36:00 |SA05 | 2000043068

50 |0 |0 |2006|754 |USD 71000167854  |000136 5160 5160 |USD |468 032303005 |14:61:18 |CKOZ | 3600000126

50 |0 |0 |2006|754 |USD 7 000136 3201 2201 |USD |468 032303005 |14:61:18 |CKOZ | 3600000126

90 [0 [0 [2006]754 [usD 7 000134 6.85 6.85 |USD |468 03232005 [14:51:18 [CKOZ |3500000126 =

90 [0 [0 [2006]754 [usD 7 000133 65.25 65.25 |USD |468 03/23/2005 |14:51:18 |CKOZ | 3500000128 =
b |R@T (1) ¢100) P2 Wsithea | INS V.

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

Goto  Enwironment

ala l CEae SHE ADO0IEE @ .

Grants Management: Line ltem Display
alav vl e o deshT s EeE s

Ld |R Wer TEET T Period|Lnitm |2 Trans.cur.|z Co.cd.curr| Crey2 |RefDocumnt |Entered on | Entered at |User DocumentMo

a0 [} 0 o 2004|754 usoD 7 (00000 116.86 116.86 |USD 4500000143 03111720056 |10:01:21  |[KW11 E

80 |0 o 2004|754 usoD 7 (00000 2,000.00-| 200000-|USD 4500000143 |03/11/2005 |14:14:14 U414 E

80 |0 o 2004|754 usoD 7 (00000 340.58 35058 |USD (4500000143 |03/22/20056 |08:43:03 |RROT M

80 |0 o 2004|754 uso 7 (00o0om 90.00- 90.00-|USD  |5105606885 |03/22/2005 |10:13:01  |OK10

80 |0 o 2004|754 uso 7 (00o0om 90.00- 90.00-|USD 4500000222 |03/22/2005 |10:13:01  |OK10

g0 |0 o 2005|754 (USD 7|00000 18.22 18.22-|USD 4500002446 |03/22/2005 |10:48:40 |Ja14

g0 |0 o 2005|754 (USD 7|00000 90.00 90.00 (USD |5105606885 |03/2272005 |13:59:21 |OK10

a0 |0 o 2005|754 (USD 7000001 98.50- 98.50-(USD  |5105607294 |03/31/2005 |08:43:22 |OK1D

a0 |0 o 2005|754 (USD 7000001 98.50- 98.50-(USD 4500000143 |03/31/2005 |08:43:22 |OK1D

a0 |0 o 2005|754 (USD 7|000004 | 14,179.75| 1417975 |USD  |2872 04/04/2005 |16:56:25 |JW35

g0 |0 o 2005|754 (USD 7000001 98.50 99.50 (USD  |5105607294 |04/05/2005 |08:59:21 |OK1D

g0 |0 o 2005|754 (USD 7|000004( 14,179.75 | 1417975 [USD |2872 04/06/2005 |11:46:33 |JW35

g0 |0 o 2005|754 (USD 7000004 255.00- 255.00-|USD | 2000046360 |03/01/2005 |09:45:24 |SA05 | 2000046360

g0 |0 o 2005|754 |(USD 7000001 255.00 255.00 |USD | 2000046360 |03/01/2005 |09:45:24 |SA05  |2000046360

g0 |0 o 2005|754 |(USD 7|o001127 874.15 874.15 |USD | 7000000072 |0310/2005 |11:18:46 |LB22 |7000000072

g0 |0 o 2005|754 |(USD 7000736 87415 874.15|USD | 7000000072 |0310/2005 |11:18:46 |LB22 |7000000072

g0 |0 o 2005|754 |(USD 7|001062 | 4,549.03 | 4,549.03 (USD |7000000074 |0310/2005 |11:2213 |LB22 |7000000074

g0 |0 o 2005|754 (USD 7000941 2.7 21.78-|USD 7000000074 |03M0/2005 |11:2213 |LB22 |7000000074

g0 |0 o 2005|754 (USD 7000923 382.00- 382.00-|USD | 7000000074 |03M0/2005 |11:2213 |LB22 |7000000074

g0 |0 o 2005|754 (USD 7|000913( 2,000.00-| 2000.00-(USD |7000000074 |03M0/2005 |11:2213 |LB22 |7000000074 1

90 |0 o 2005|754 (USD 7|000912( 1,517.95| 1517.95(USD |7000000074 |03M10/2008 |11:2213 |LB22 |7000000074

90 |0 o 2005|754 (USD 7000311 510.00- 510.00-|USD 7000000074 |03M10/2008 |11:2213 |LB22 |7000000074

90 |0 1} 2005|754 (USD 7000910 117.30- 117.30-|USD 7000000074 |0310/2006 |11:2213 |LB22 |7000000074

90 |0 1} 2005|754 (USD 7000002 160.68 160.68 |USD 5000015167 |0311/2006 |10:01:21  |KW11 |5000002548

80 |0 o 2004|754 usD 7 (00o0om 160.68- 16068 |USD (5000015167 |03/11/2006 |10:01:21  |[KW11 (5000002548

80 |0 o 2004|754 usD 7 |0ooooz 175.2% 17529 |USD (5000015579 |03/22/20056 |08:43:03 |RROT (5000002614

80 |0 o 2004|754 usD 7 (00o0om 17529 17529 |USD (5000015579 |03/22/20056 |08:43:03 |RROT (5000002614

80 |0 o 2004|754 usoD 7 |(0ooooz q0.00 90.00 (USD (5105606885 |03/22/2005 |13:49:21 |(BADG  |5100006722

80 |0 o 2004|754 usoD 7 (00000 90.00- 90.00-|USD (5105606885 |03/22/2005 |13:49:21 |(BADG  |5100006722

80 |0 o 2004|754 usoD 7 (0oo0D4 90.00- 90.00-|USD 2000049068 |03/23/2005 |09:36:00 |SADS 2000048068

80 |0 o 2004|754 uso 7 (00o0om 90.00 90.00 (USD 2000043068 |03/23/2005 |09:36:00 [SADS 2000048068

80 |0 o 2004|754 uso 7 (000136 A1.60 41.60 (USD 468 03/23/20056 |14:41:18 |CKOZ (3500000126

g0 |0 o 2005|754 (USD 7000135 22 22.01 (USD 468 03/23/2006 |1451:18 |CKOZ (3500000126 =

g0 |0 o 2005|754 (USD 7000134 6.85 6.85 |USD |468 03/23/2006 |1451:18 |CKOZ (3500000126 E
EERORE Iysithea | INS 7

6. Click to filter data.



Define filter criteria

Fecord Type

“Warsion

Fiscal Year

Company Code

ke Trangaction currency
FPosting Period
Document Mumbaear

Line Iterm

Transaction currency

v %

7. Select the filter categories on the right side (Click Docurnent Mumber  then m and Username
then m to move those to the left side (Filter criteria).

8. Click @ to continue and enter filter values.

Determine values for filter criteria

Document Mumber
User name

v a $E T %




9. Complete/Review the following fields:

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

User name R Description of the User name.
Example: kwll

10. Click to set these filter criteria.

Filtered Line Item Display

CaR 8E

Grants Management: Line ltem Display

= 11686 = 116.86 USD

11. Click to choose a predefined layout.



Choose layout

QOGMBUDGET
MA0GMACTUA. . |drant actuals
{DEFT RFT DEFPAETMENTAL REFORT

M541 hoy travel

v %

K |DEPARTMENTAL REEPORET

12. Clic




Departmental Report Layout

Goto

Enwironment

ala l CEae SHE ADO0IEE @

Grants Management: Line ltem Display
alav ¥ e o dshT s @EeE s

GM . |Receiver Grant |Fund Entered on  |Posting Date |DocumentMo|DocumentMo|RefDocumnt | Frev: Refkey |E Trans.cur.| GIL Acc |Sponsored Class Period| Grantee FY| ‘ear

53 (7| 3000000010 2000101000 |03/23/2006 |03/31/2005 |1000167854 (3500000126 845,00 | 701000 |UNCLASSIFIED PERSONN 7 2005 2005 |[a]

50 (3000000010 |2000101000 |03/23/2006 |03/31/2005 |1000167854 (3500000126 2,608.00 | 701507 |CLASSIFIED PERSONMEL 7 2005 2005||[~]

53 [8000000010 |2000101000 |03/23/2006 |03/31/2005 |1000167854 (3500000126 16.00 | 702200 |FRINGE BENEFITS 7 2005 2005 |

90 8000000010 |2000101000 |03/23/2006 |03/31/2005 |1000167854 (3500000126 3447 |704700 [FRINGE BENEFITS 7 2005| 2005

90 8000000010 |2000101000 |03/23/2006 |03/31/2005 |1000167854 (3500000126 §5.25 | 704300 |FRINGE BENEFITS 7 2005| 2005

99 8000000010 [2000101000 (03232005 |03/31/2005 |1000167354 3500000126 6.85 |705201 [FRINGE BENEFITS 7 2005] 2005

99 8000000010 [2000101000 (03232005 |03/31/2005 |1000167354 3500000126 22.01 [706101 [FRINGE BENEFITS 7 2005] 2005

99 (3000000010 [2000101000 [0323/2005 |03/31/2005 |1000167354 |3500000126 51.60 | 790900 |FRINGE BENEFITS 7 2005] 2005

54 8000000010 03232005 [03/31/2005 [1000167956 3500000128 4,008.18-201995 7 2005] 2005
468 2 . 0.00

60 [8000000010 [8000101000 [04/04/2005 [03/21/2005 |[13610 14,179.75408000 [GRANT REVENUE 7 2005] 2005

99 (8000000010 [8000101000 [04/06/2005 |[03/31/2005 [1000182491 |2872 14,179.75408000 [ GRANT REVENUE 7 2005] 2005

55 8000000010 04/06/2005 [03/31/2005 [1000182481 2672 14,179.75 [101999 7 2005| 2005

60 [8000000010 [8000101000 |04/06/2005 |03/31/2005 |13766 14,179.75 |408000 | GRANT REVENUE 7 2005| 2005
2872 =¥ . 0.00

54 [6000000010 [8000101000 [0301/2005 [03/01/2005 [1000153909 2000046360 | [ [ 255.00[200300[SUPPLIES & MATERIALS | 7] 2005] 2005 ]

55 [@000000010 | |03/01/2008  [03/01/2005  |1000153309 [2000045360 | | | 25500 101993 | 7| 2005 2005 |
2000046360 2 . 0.00

54 [6000000010 [8000101000 [0323/2005 [03/23/2005 [1000167618 2000049068 | [ [ 90.00 [200300 [SUPPLIES & MATERIALS | 7] 2005] 2005 |

55 [8000000010 | |03/23r2005  [03/23/2005 [1000157618 [2000045068 | | | 90.00-|101998 | 7| 2005] 2005 |
2000049062 2y . 0.00

51 [2000000010 [2000101000 [03111/2006 [03/11/2005 12652 0014000050 116.86 |720000[SUPPLIES & MATERIALS 7 2005] 2005

51 8000000010 |2000101000 |03/11/2005 |03/11/2005 |12664 0014000050 2,000.00-| 730000 |SUPPLIES & MATERIALS 7 2005 2005

51 8000000010 |2000101000 |03/22/2005 |03/2212005 |12773 0014000050 35058 |730000|SUPPLIES & MATERIALS 7 2005 2005

51 [8000000010 |2000101000 |03/31/2005 |03/31/2005 |13301 93.50-| 730000 |SUPPLIES & MATERIALS 7 2005| 2005
4500000143 &4 = 1,631.06

51 [BD0O0DO00M0 [8000101000 [03/22/2005 [03/22/2005 [12783 [ | [o014000078] 80.00-[ 730000 [SUFFLIES & MATERIALS | 7] 2005 ] 2005
4500000222 &4 = 90,00

51 [BO0O0DOD0M0 [8000101000 [03/22/2005 [03/22/2005 [12781 [ | [o010002114] 18.22[ 736700 [SUFFLIES & MATERIALS | 7] 2005 2005
4500002446 24 . 1822

50 [BD0O0DO00M0 [8000101000 [0311/2005 [03/11/2005 [1000162773 [5000002548 | [4500000743] 160,68 [730000 [SUFFLIES & MATERIALS | 7] 2005 2005 ||

54 [BDODDOD0M0 [8000101000 [0311/2005 [03/11/2005 [1000162773 [5000002548 | [4500000743[ 160,68 [201998 | SUFFLIES & MATERIALS | 7] 2005 | 2005 |[«]
5000015167 24 . 0.00 [+

Koy [ [«[+]

| Layaut capied b |R@T (1) ¢100) P2 Wsithea | INS 7

13. Click change the layout.



Change layout

Columns ¢ Sort Order

Display

H ~ |~ 2|F

Columns

Column set

Column Mame

Column Mame

Ghi Value Type

Ledger

Feceiver Grant

Fund

Entry date

Fosting Date
Document Mumber
Document Mumber
Ref. document number
Prev.doc: Refkey
Transaction currency

Recard Type

Yersion

Company Code

key Transaction currency
Line term

Base Lnit of Measure
Document category
Logical Systermn
Busineszz Transaction

/8 %

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




Custom Layout

Goto  Enwironment

ala l CEae SHE ADO0IEE @

Grants Management: Line ltem Display
alav ¥ e @ dahT s HEeE

T |Receiver Grant |Fund Entered on  |Fosting Date |Documento| Documentido| Ref. document™| Prey Refkey |z Trans.cur.|GiL Acc |Eponsored Class Feriod| Grantee F¥| Year

90 [ 2000000010 2000101000 |03/23/2005 |03/31/2005 |1000167854 3500000126 845,00 701000 [UNCLASSIFIED PERSONN 7 2005 | 2005 ||[«]

93 (8000000010 |2000101000  |03/23/2005 |03/31/2005 |1000167854 3500000126 2,608.00 | 701601 |GLASSIFIED PERSONMEL 7 2005|2005 ||~

93 (8000000010 |2000101000  |03/23/2005 |03/31/2005 |1000167854 3500000126 15.00 |702200 |[FRINGE BENEFITS 7 2005 2005 | |

93 (8000000010 |2000101000  |03/23/2005 |03/31/2005 |1000167854 3500000126 304 47 (704100 [FRINGE BENEFITS 7 2005|2005

93 (8000000010 |2000101000  |03/23/2005 |03/31/2005 |1000167854 3500000126 6525 | 704300 [FRINGE BENEFITS 7 2005|2005

99 (8000000010 [2000101000  [03/23/2005 |03/31/2005 |1000167854 3500000126 6.85 |705201 [FRINGE BENEFITS 7 2005|2005

99 (8000000010 [2000101000  [03/23/2005 |03/31/2005 |1000167854 3500000126 22.01 [706101 |[FRINGE BENEFITS 7 2005|2005

99 (000000010 [2000101000 [03/23/2005 |03/31/2005 |1000167854 3500000126 51.60 | 790800 [FRINGE BENEFITS 7 2005|2005

54 |8000000010 03/23/2005 |03/31/2005 [1000167856 |3500000128 4,008.18(201995 7 2005|2005
168 2 . 0.00

60 (000000010 [8000101000 [04/04/2005 [03/31/2005 [13610 14,178.75 408000 [ GRANT REVENUE 7 2005] 2005

99 (000000010 [8000101000 [04/06/2005 [03/31/2005 [1000182481 |2872 14,178.75 408000 | GRANT REVENUE H 2005|2005

55 2000000010 04/06/2005 |03/31/2005 [1000182481 2672 14,178.75 [101999 7 2005|2005

60 (8000000010 (8000101000 |04/06/2005 |03/31/2005 [13786 14,178.75 [408000 | GRANT REVENUE 7 2005|2005
2872 =¥ o 0.00 B

54 [800000O010 [8000101000 [03/01/2005 [03/01/2005 [1000153909 (2000046360 | [ [ 25500 [200300 [SUPPLIES & MATERIALS | [ 2005] 2005

55 8000000010 | |03r01/2005 |03101/2005 [1000153903 [2000045360 | | | 25500101998 | 7| 2005|2005
2000046360 [, - 0.00

54 800000000 [8000101000 [03/23/2005 [03/23/2005 [1000167618 (2000040064 | [ I 90.00 [200300 [SUPPLIES & MATERIALS | 7] 2005]2005]

55 8000000010 | |03r23r2005 |03/23/2005 [1000167518 [2000049068 | | | 90.00-[ 101998 | | 7| 2005|2005
2000049068 [, - 0.00

51 000000010 [2000101000 [03711/2005 [03/11/2005 [12852 0014000050 116.86 [730000 [SUPPLIES & MATERIALS 7 2005|2005

51 (000000010 |2000101000  |03A1/2005 |03/11/2005 |12684 0014000050 2,000.00-|730000 [SUPPLIES & MATERIALS 7 2005|2005

51 (000000010 |2000101000 |03/22/2005 |03/22i2005 |12773 0014000050 350 58 730000 |SUPFLIES & MATERIALS 7 2005|2005

51 |8000000010 |2000101000  |03/31/2005 |03/31/2005 |13301 93 50-| 730000 |SUPPLIES & MATERIALS 7 2005|2005
4500000143 1, = 1631.06

51 [8000000010  [8000101000  [0322/2006 [03/22/2005 [12783 I | [o014000078] 90.00-[730000 [SUFFLIES & MATERIALS | 7] 2005 2005]
4500000222 1 = 90.00-

51 [80000D0010  [8000101000  [03722/2006 [03/22/2005 [12791 I | [o010002114] 1822736700 [SUFFLIES & MATERIALS | 7] 2005 2005]
4500002446 [ = 1822

50 [8000000010  [8000101000  [03/11/2006 [03/11/2005 [1000162772 5000002548 | [4500000743] 160,68 730000 [SUFFLIES & MATERIALS | 7] 2005]2005]|| |

54 [80000D0010  [8000101000 031172006 [03/11/2005 [1000162772 5000002548 | [4500000743] 160,68 |201880 |SUFFLIES & MATERIALS | 7] 20052005 |[4]
S000015167 1 . 0.00 [+

Koy [«[+]

[ b |R@T (1) ¢100) P2 Wsithea | INS 7

15. Click to save the layout.



Save layout

Save layout

Save as.. k Save with

Layout =| Lavout description Def. setty
SOGMACTUALS
YOGMBUDGET
MAO0GMACTUA.. |drant actuals

IDEFT RFT DEPARTMEMNTAL REFORT

S 41 now travel
Save layout fDEPT RPT
MHame: DEPARTMEMNTAL REFORT
[ User-specific [ | Default setting
v X

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 [IMserspecific 15 have this layout available for your use.

0 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.



