
 Work Instruction  
 

Export Data  
 

Purpose 

Use this procedure to export SAP data to a local file such as Microsoft Excel. 

Menu Path 

Use the following menu path to begin this process: 

•  System!List!Save!Local File  

Helpful Hints 

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

Procedure 

1. Start the transaction using the menu path or transaction code. 

Whatever Data You Want to Export 

 



2. Select System!List!Save!Local File.  This works well for any data in SAP.  This is the 
only option for the top-level (first page) of a report.   

In a drill-down view within a report the Local File button  on the toolbar may be used and 
has the same options. 

Choose File Format 

 

 

3. Click  . 

4. Click  to continue.  If prompted for a format after choosing Spreadsheet, select Excel Table 
to get an excel file that can be modified more easily. 

Choose File Save Location Step 1 

 

 

5. Click  to the right of the Directory field to choose a different location. 



Choose File Save Location Step 2 

 

 

6. Click  or browse your computer to locate the directory where you want to save 
your file. 

7. Complete the following field: 

Field Name R/O/C Description 

File name: R Description of the Export. 
Example: example.xls 

 

 You must add the proper file extension to the name of your file (.xls for Excel, .rtf for 
Rich Text, .html for HTML).  The file extension tells your computer what program to 
open the file with.  If you do not have the file extension at the end, you may not be able 
to open it. 

8. Click  to continue. 



Generate File in Location and Format Selected 

 

 

9. Click  to create the file in the location and format selected.  In this example the file 
was named “example.xls” and saved on the desktop. 

Result 

You have completed the export process. 


