Executing R/3 Analysis Reports in Foreground

 
If printed, this document is considered an uncontrolled copy to be used for training or reference purposes only.

 

Before the SAP R/3 session:

No action required.
 
During the SAP R/3 session:

I.  R/3 Reports.

SCREEN:  SAP Easy Access

            1.  Use Menu Path or use transaction code for specific report.
 
II. Select Criteria and Save as a Variant.

SCREEN:  Selection Screen

            1.  Use dynamic selections if available (Red-Green-Blue icon).
a.       Click <Dynamic Selections>.
b.       Select data element(s) in the left-hand display box by double clicking.  This will move them to the selection box on the right.  To remove a data element from the selection box, double click on the highlighted data element in the display box.
c.       Enter a Single Value or click on the arrow at right to enter multiple values or a Range.  See further instruction on multiple selections below.
d.       Click <Enter>.
            2.  Other Selection.
a.       Enter other Data Elements as required.
b.       Click <Enter>.
 
Note:  Any of the data elements displayed on the screen can be used to narrow search.

 
            3.  Multiple selection.
a.       Click <Multiple Selection> (yellow arrow to right of selection box).
b.       Enter value(s) in the <1 Single Val> column or multiple ranges, <1 Range> colum.
 
Note:  You can import multiple values from a .txt file by clicking on the green icon (looks like Texas).  You can enter the file path directly or use the pull down arrow to browse for a file.

 
c.       Click <Execute> to save your selections.
 
Note: A range can always be derived by entering a value in second field or leave the first two fields blank and click <Multiple Selection> and enter values separately.

 
            4.  Save as a variant (optional).
a.       Specify selection criteria using one or more of the above selection options.
b.       Select Go To, Variants, Save as Variant.
c.       Enter Variant Name.
d.       Enter Variant Description.
e.       Click <Enter>.
f.         Click <Save>.
            5.  Retrieve variants (if applicable).
a.       Select Go To, Variants, Get.
b.       Select Variant by name.
c.       Click <Enter>.
d.       Enter or change any variable selections as required.
e.       Click <Execute> to execute the report.
 
III. Drilldown.

            1.  Drilldown to certain data elements from within report.
a.       Enter Selection Criteria (if applicable).
b.       Click <Execute>.
c.       Double click on Data Element to Drilldown.  
 
Note:  Drilldown capability is not available for all data elements across all R/3 reports.

 
IV. Display Layouts.

            1.  Sort.
a.       Click on column header to be sorted.
b.       Click <Sort in Ascending Order> or <Sort in Descending Order>.
            2.  Filter.
a.       Enter Selection Criteria (if applicable).
b.       Click <Execute>.
c.       Highlight report column to be used for filter.
d.       Click <Set Filter> or Right Mouse Click <Set Filter>.
e.       Single Value or Range of Values from field list box and move them to right-hand display box.
f.         Click <Copy>.
g.       Click <Execute>.
            3.  Summation (if functionality is available within report).
a.       Enter Selection Criteria (if applicable).
b.       Click <Execute>.
c.       Highlight value column.
d.       Click <Display Sum> icon or Shift + E7.
            4.  Change/Save Report Layout enables the responsible person to select or remove any data elements available in report.
a.       Enter Selection Criteria (if applicable).
b.       Click <Execute>.
c.       Click <Change Layout> button along the top toolbar.
d.       Move report elements into or out of report using black arrows.
e.       Click <Copy> to display new report layout only.
f.         To save layout, click <Save Layout> icon on toolbar.
g.       Enter Layout Name.
h.       Click <User Specific> if user does not want to share this layout available to all end user.
i.         Click <Save> to save layout.
 
Note:  This will display the report with the selected report elements. When you print, it will only display those fields on the screen.

 
            5.  Select Saved Report Layout.
a.       Enter Selection Criteria (if applicable).
b.       Click <Execute>.
c.       Click <Select Layout> from drop down menu.
d.       Highlight desired layout.
e.       Click <Copy>.
 
V. Print Report and Export to Excel.

 
Note:  Depending on the report selected, users will have various options to print and export.

 
            1.  Print.

a.       Enter Selection Criteria (if applicable).
b.       Click <Execute>.
c.       Select List, Print.
d.       Select Printer.
e.       Click <Continue>.
            2.  Export To Excel.
a.       Enter Selection Criteria (if applicable).
b.       Click <Execute>.
c.       Select List, Export, Spreadsheet.
d.       Select Table.
e.       Click <Enter>.
            3.  Export To Excel Using Layouts.
a.       Select Layout.
b.       Click <System ListSaveLocal File>.
c.       Select Spreadsheet.
d.       Click <Continue>.
e.       Enter Filename.xls.
 
Note:  A drive must be designated to transfer (e.g., c:\Filename.xls).

 
f.         Click <Transfer>.
 
Note:  When importing into Excel, the file needs to be parsed as it comes in as an ASCII file.

 
After the SAP R/3 session:

No action required.
