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Work Instruction

Line Item Functionality LIF_SUP

When to Use
Use the functions available to design a custom report output view.

These functions may be used in all reports which have the following or similar toolbar:

@l&??|g%|@|ﬁgﬁﬁ%ﬂﬁ|@ﬁﬁlSEIectiDns

This reference guide will demonstrate the functions using the (ZFIR079) FI Postings:Line Items
Document Number (w/ additional flds) Report

Functionality
The following is a list of functions available using the Function Keys:
e Document Drill Down

e Save, Select and Create layouts

e Sorting
e Sub-total
e Filtering

e Download to Excel

Helpful Hints
To use these functions effectively the purpose of the report, the level of detail required and the
target audience of the final report output should be considered first (i.e. type of layout and
information required from the report).
e Use the matchcode button whenever possible to select from a list of available values
Here are some helpful questions to consider before manipulating the report output:
¢ What information is required in the final report view?
¢ Is there any additional information that is not provided in the default layout?

e Should columns be hidden or the display order changed?

e Should the data be sorted? What is the sort criterion? Is there more than one sort criterion?

o0 Example: Sort by general ledger account, versus Sort by general ledger account

and then by document number

e Should the information be subtotaled or totaled within the report? How many? Order of
importance?

e Should the information be filtered? Is there more than one filter criteria?
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e What is the level of detail required in the final report?
¢ No line items, just summarized totals? Or some detailed line items and subtotals?

e Will this report view be used on an ongoing basis, i.e. weekly, monthly, annually? Will it be
used by others in your area?
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Detailed Procedure

1. Run any line item report to obtain the default report view.

FI Postings: Line Iltems by Document Number (w/ addnal flds)

FI Postings: Line Items by Document Number (w/ addnal fids)

GEAYF % Q BIATGE Ew H)

mm-o.cuaw!ﬂ' TO-ChangeFen

15.05.2009

22.03.2010
22033010
19.06.2009
77 .08.5009
27.08.2009
i F Palroer, D:AMEX Jul 09 Accomodation 15025953 25.08.2009
| 2,044.30 | AMEX:Paimer July]D Accomodation HY Danory._ 25.08.2009

T HICOFE CanfJa_| Ames Ban | 103050 | 22.03.2010 | 78022010 | HVAAT

. 2
1 | | Paitmoer, D-Lunch-NCOPE-Qttawa-Jn. 29 |Davwd NP [843022 [10.02.2010 [22.02.2010 [MYRNAT

161.17- | 11557 | | Corr GL:Amex:Palmas Jub/05-meab-NY | | 27.08.2009 |27.08.2009 | CHIUT

161.17 | 11557 | | AMEX:Fakmar Jukyf09 Meak-NY USA | Amex Ban_[103050 | 25.08.2009 |28.07.2009 | TORRESY
41070 24+ 10.55
841080 Paimer, D- T NCOFE-Ottaws-Jin 26,29 2022010 |MYRNAT
198.42 255466 Rosedale Livery-Palmer-Ottaws-NCOFE-) . 05.02.2010 | MYRNAT
At Palier-Jan] 10- T Ottawa-Jan, 27-HCCOPE
Corr GL:246579 Rosedak Livery-Pakmer July 15 _
Armax-Palmar-Hay] 09-Porter Arines-Serv.chg.H_
| ; 243019 Rosedake Livery-D. Famer-NCOFE-MHia
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2. Select one of the options below:

2.1 Report Functions:
If You Want To Go To
Display (Choose) a line item detail (drill-down) Section 3
Add Column(s) Section 4
Hide Column(s) Section 5
Reorder Columns Section 6
Select Layout. Section 7
Save Layout Section 8
Sort, Total and/or Sub-total Section 9
Expand and/or Collapse Totals Section 10
Filter Data Section 11
Download to Excel. Section 12
2.2 Directional and Common Buttons:
Action Icon Description

Add a Column Move selected column from list on right to the left.

Remove a Column Move selected column from list on left to the right.

Move Up Move the selected column up by one.
Move Down Move the selected column down by one.
Move to Top Move the selected column to the top (first).

Move to Bottom Move the selected column to the bottom (last).

Apply Changes To apply the changes to the report

Save Layout To save and name the layout

X |8 || [« | ]| [« ] |= =]

Cancel Changes

To cancel the changes
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3. Display or Choose aline item:
3.1 Option 1: (recommended)
Double click the line item to view the document.
3.2 Option 2:

Position the cursor on the document line.

Click view the document.
4.  Add Column(s) to the Report:

Click to open the Change layout window.

Columns

CIEAEIED

Displayed Columns Column Set

Column Mame = | Column M...

FI document number [«] FI documnent no. item []

G/L Account [+] FM area currency [+]

Payment budget amount in FM_ ] Year of Cash Effectivity L]

Cost Center WBS element description

Order WBS Element

Funds Center Value Type

Fund Valid to

Cormmitment Item Valid From

Line Ttem Text o Val.type text

Vendor name Transhation Date

Vendor |§| Transaction number |i|

Posting Date [+] Transaction Currency [+]
v H X

Note: Displayed Columns = Currently in Report, Column Set = Hidden but available for use

Optional Step: Click Column N... (Column Name) header to sort the Column Set alphabetically.
Select field(s)

j To select or move multiple columns simultaneously hold the Ctrl key down to while
selecting Column Names

Click E to move field(s) from the Column Set to the Displayed Columns list
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Hide Column(s):
5.1 Option 1: Report View (recommended)

Click the column header to select the column(s)

Hold the CRTL key down to select multiple columns

Right-click and choose Hide from the list

Fl Postings: Line Iltems by Document Number (w/ addnal flds)

FI Postings: Line Items by Document Number (w/ addnal flds)

GEATTF E% A|HTH TS0 E G | I s

doc.no. |G/LAcc “= Pyt Bdgt|Cost €| Ord | Funds Ctr | Fund|Cmmt Vendor Name. Vendor |P Date. 3
| 801910 13,607.72 | 11557 100883 'HRBENAl  Copy Text | | 28.05.2012 |22.05.2012 | PR|[+]
801910 4= 13,607.72 ) Hide
[ 825000 | 26.78 [11557 |  [100883 SUPPLIES  5hoy... [ Office Coffee Solutions Ltd. 106018 [17.05.2012 [14.05.2012 [Ti
82500048, 26.78 aptimeze Width
825600 71.59 [11557 100883 SUPPLIES ;rem e FED&Prov 2012 Rel ‘Chmwe!l \100791 \17.05.2012 |12.u4.zu12 |T
825600 = 71.59 5
(835000 10.96 [11557 | [100883 SRl Unfreeze Coumns fay18 Dir Listing [Verizon [200002 [30.05.2012 [19.04.2012 |T
835000 2= 10.96 Sort in Ascending Order
5835070 | 43.84 [11557 | [100883 | |SERVICES  sort in Descending Order y 15/2012 | Critical Path Couriers Ltd.  [102357 [25.05.2012 |15 052012 [M
835070 = 43.84 Find |
835080 166.52 | 11557 100883 ey 543 6853 Apr2-May1/12 | Rogers ATET 100764 [22.05.2012 |01.04.2012
84.73 | 11557 100883 = 3275 Mar2-Aprij12 | Rogers ATET 100764 |22.05.2012 | 01.04.2012
22.68 | 11557 100883 o % Apr2-Mayl PAD | Rogers AT&T 100764 |22.05.2012 |01.05.2012 | T
38.19 | 11557 100883 Subtotals 31 Apr2Mayl PAD | Rogers ATET 100764 |22.05.2012 |01.05.2012 | T
61.14 | 11557 100883 Of  Spreadsheet... E7345 May2Junl Rogers ATRT 100764 |16.05.2012 |01.05.2012 | T
51.46 | 11557 100883 E GgersBrown 543-6835 May2 Junl Rogers AT&T 100764 |16.05.2012 |01.05.2012 | Ti
1372 11557 100883 Rogers:Palmer Apr2-Mayl 1903122819 09.052012 |09.05.2012 | T
1.19- | 11557 100883 Rogers:Brown Mar2-Apr1 1903104801 09.05.2012 [09.05.2012 | T
13.72- 11557 100883 Rogers:Palmer Mar2-Aprl 1903104794 09.05.2012 |09.05.2012 |T
835080 -  396.09
Je36100 | 107.50 [20103 | [ 100883 | SERVICES RRN-4502--Audio Visual Services [ | [18.052012 [18.05.2012 |PR|
836100 2y 107.50 i
35.92 [11557 100883 SERVICES | Amex paimer Apri 13 Luncheon P. Kendal [ Amex Bank of Canada [103050 [25.05.2012 |28.04.2012 |lg|
N 124.35 [11557 100883 SERVICES ]maﬁSe;anlaguida fine foods-donor mtg w. Humphscis \sanmguma Fine Foods Inc. \105127 \nl.ns.zmz |26.ﬂ4.2l)12 |z
836400 2= 160.27
[836420 | 7446 [11557 | [100883 |  |SERVICES | AmexPalmer Apr 13 Flowers staff members [Amex Bank of Canada ] umm|
836420 fn 74.46
| 10031365 | 841010 423.81 \ 11557 | [100883 [ [TRAVEL | Amex Palmer April 5 NCCFC Conf Air [Amex Bank of Canada [103050 [25.05.2012 [28.04.2012 | a|
84101044 423,
19031344 | 845000 114.58 [11557 100883 ‘SERVICES 4796-043 beck taxi-Apr30/2012 various [ Beck Taxi Ltd. [104174 [22.05.2012 [30.04.2012 |ZH
| 18.62 |11557 100883 | 4796-043 beck tex-Apra0/2012 various | Beck Taxi Ltd. [104174 [22.05.2012 [30.04.2012 [ZH
845000 2= 133.20 o
= 71,050.60 |E|
[0 QD)
]
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5.2 Option 2: Using Change Layout window

Click to open the Change layout window.

Columns

[H)[~[~[2]3]

Displayed Columns Column Set

Colurnn Marme = | Colurnn M...

FI document nurmber [«] FI documnent no. ftem [«]

G/L Account [+] FM area currency [+]

Payment budget amountin FM_ ] Year of Cash Effectivity L]

Cost Center WBS element description

Order WBS Element

Funds Centar Value Type

Fund Valid to

Cormmitment Item Valid From

Line Item Text | Val.type text

Vendor name Translation Date

Vendor |§| Transaction nurmber |§|

Posting Date [+] Transaction Currency [+]
v H %

Note: Displayed Columns = Currently in Report, Column Set = Hidden but available for use

Optional Step: Click Column N... (Column Name) header to sort the Column Set alphabetically.
Select field(s)

j To select or move multiple columns simultaneously hold the Ctrl key down to while
selecting Column names

Click |1| to move field(s) from the Display Columns to the Column Set list.
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6. Re-Order Columns:

6.1 Option 1: Report View (recommended)

Click column header to select the column(s)

@ Hold the CRTL key down to select multiple columns

Drag and drop the column to the desired location (a red line insertion point indicator will appear as
the column is dragged).

6.2 Option 2:Using Change Layout window

Click E to open the Change layout window.

Columns

[H)[~[~[2]3]

Displayed Columns Column Set

Colurnn Marme = | Colurnn M...

FI document nurmber [«] FI documnent no. ftem [«]

G/L Account [+] FM area currency [+]

Payment budget amountin FM_ ] Year of Cash Effectivity L]

Cost Center WBS element description

Order WBS Element

Funds Centar Value Type

Fund Valid to

Cormmitment Item Valid From

Line Item Text | Val.type text

Vendor name Translation Date

Vendor |§| Transaction nurmber |§|

Posting Date [+] Transaction Currency [+]
v H %

Note: Displayed Columns = Currently in Report, Column Set = Hidden but available for use.

Optional Step: Click Column N... (Column Name) header to sort the Column Set alphabetically.

Select column from the Displayed Columns list then use the directional buttons E E @

to re-order the fields (see section 2.2 for more information).

Zj Columns may be re-ordered by dragging and dropping the column names.
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7. Select Layout

= to open the Choose layout window.

Choose a layout by clicking anywhere on the line.

\aioukdesaption
UofT-5td Layout-DO MOT CHAMGE
JUQFT-ETHICS | Fan

UOFTGLTEXT | UOFTGLTEXT
JUSERID userlD
JUTEMP UTernp activity report
JUTM CHECKFC| UTM check all FC posted to CC/I0
JUTM MAT FEE| UTM Material Fee
JUTMCHECKF | UTM check all FC posted to CC/I0 su
IVALMOWAT | UofT-5td Layout-DO NOT CHANGE
Vendor lyout report
Expense detail by GL/text/date

A

[ [« ]

Click to apply the changes and return to the report view.
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8. Save Layout

Ll
Click to open the Save layout window (or click from the Change Layout function described
above).

Save layout

Save as... k Save with |

Layout *| Layout description Default setting
[UQFT UofT-5td Lavout-D0 MOT CHANGE w

[UQFT-ETHICS | Fan

JUOFTGLTEXT | UOFTGLTEXT

[USERID userlD

[UTEMP UTemp activity report

[UTM CHECKFC| UTM check all FC posted to CC/I0
JUTM MAT FEE| UTM Material Fee

JUTMCHECKF | UTM check all FC posted to CC/I0 su

[« ] T [« ]

KDy [ [«][v]
Save layout JUOFT
Mame: UofT-5td Layout-DO NOT CHANGE
[ user-specific Default setting
o K

To define the report layout as a Global Layout (viewable by other users):

o Name the layout with */' prefix in the S2¥& BYOUE fio)q

To define the report layout as a User-specific (viewable only by you):

« Name the layout starting with a letter (A-2) in the 52'& BYOUE g0

e Optional Step: To set layout as a personal default select ] User-specffic ;g
Default setting
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Q The default layout (/UOFT) should not be overwritten. If the standard /JUOFT layout is
customized, the layout must be saved with a unique name.

Enter a description for the layout in the MBME: fig|q.

Click v to apply the changes and return to the report view.

Last Modified: 8 February 2016 Page 11/19



e Financial Advisory Services & Training
UNIVERSITY OF Financial Services Department

\ T O RO N’I‘O www.finance.utoronto.ca/fast
=g

9. Sort, Total & Sub-Total:
9.1 Option 1: Report View (recommended)
Select column(s)
@ Hold the CRTL key down to select multiple columns
. Click to sort in ascending order (from A to Z or lowest to highest)

. Click to sort in descending order (from Z to A or highest to lowest)
o Click to add a total

. Click to add a subtotal
@ must be used before the is available on the toolbar.

& Columns are sorted, totaled and sub-totaled in the order selected.

9.2 Option 2: Using Change Layout window

Click to open the Change layout window.

Select the [ S0rtOrder | tab.

Last Modified: 8 February 2016 Page 12/19



3 Financial Advisory Services & Training
| UNIVERSITY OF Financial Services Department

www.finance.utoronto.ca/fast
v TORONTO

Change Layout: Sorting and Subtotals

Change Layout

Displayed Colurmns " Sart Order L Filter k View k Display |

Gd][«]~]2]%]
Sort criteria Column Set
Colurnn Name e Colurnn ...
G/L Account @O FI document number [«]
Cost Center O FI document no. item [+]
Payment budget amount in FM area ¢ ||
b | | FM area currency
Year of Cash Effectivity
Order
WBS element description
Funds Center
WBS Element
Fund
Value Type |§|
Commitment: Teem [+]
v E %

:" The Sort criteria section indicates how the report is currently sorted and sub-totaled. The
Column set section lists columns available for sorting/sub-totals.

Use the directional buttons to add/hide fields and/or re-order fields m E | -~ | | '| | 2 | | ¥|
(see section 2.2 for more information).

Use the radio buttons to select ascending or descending sort order.

Use the checkbox v indicator to add sub-totals .

& The sort and subtotal order is determined by the display sequence of column names in the
Sort criteria/Subtotals section.

Example: In the image above, the report is first sorted by G/L Account in ascending
order and then by Cost Center in descending order. Sub-totals will be

added at the G/L Account level and then within each G/L Account for
each Cost Center.

Click v to apply the changes and return to the report view.
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10. Expand and Collapse Sub-Totals:

Fl Postings: Line Items by Document Number (w/ addnal flds)
]

FI Postings: Line Items by Document Number (w/ addnal fids,

10.96 115570
10.96

8I5070 384 [uss | [ioomsy |
. [EETIRIE L

i
BIS070 e

__llss?

252012 05.2012
635502631 Rogers:Paimer 2719931 Aprz-Hayl PAD 2052012 | 01052012
1064169636 Rogers:Paimer 917-2345 MayZ-lnl 16.05.2012 | 01.05.2012
1004160636 Rogars:iirown 543-6635 Maya-Junl 16.05.2012 |01.05.2012 ||
Rogers:Paimer Apr2-Mayl 1903122619 9052012 |09.05.2012
Rogers:Brown Mar2-Apr] 1903104801 019.05.2012 | 09.05.2012

||EHH¢IE Ragers:Palmer Hard-Aprl 1903104794 09.05.2012 |09.05.2012 | |

. 396.09

107.50 [20003 | [100883 | [SERVICES | RRN-4502-Auck Viual Senvices | [1805.2012 18052002 |

. 107.50 2001038

T 107250
3582 (11557 | 100683 | [SERVICES | Amex Palmer Apr 13 Luncheon P. Kendal [ Amax gank of Ganada 103050 [35.05.2012 [28.04.2012
12435 100863 |SERVICES | 10863 santaguida fne foods-Gonor meg w. Humphscs | Santaguida Fe Foods Inc. | 108127 | 01.05.2012 | 26.04.2012

160.27 11557 0,

| Amax Bank of Canada [103050 [35.05.2002 |28.04.3012 ||

4238 [11557 [ (100883 | [TRAVEL | Amex Paimer Aprl 5 NCCFC Conf Ar [ Armex Bank of Canada [103050 [25.05.2012 [28.04.2012 |
. 423.81 115570

423.81
11458 | 11557 100683 [SERVICES | 4796:043 beck tau-Apr30/2012 varous Back Tau Lid, 104174 |22.05.2012 | 30.04.2012
1862 [ ]mess |SERVICES | 4796-043 back tan-Apra 2012 various Back Tam Ltd. ]mm 2052012 | 30.04.2012
13320 115578,
v 133.20

' wue 71,0506

Click E on the last line to collapse to a sub-total only view.

Click E on the last line to revert to the detail view.
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s01010 = fL
BI040 =0
[ e0isi0 e 13,607.72
e & N
825600 = 71.59
835000 = 10.96
HISUID s 4384
[ e o 396.09
. TR ]
835400 = 160.27
3420 = 440
U T =T 423,81
T 13330

(Ol

@ Individual subtotals may be expanded/collapsed by clicking on the E icon next to the
subtotal.
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11. Filter:
11.1 Option 1: Using Change Layout window (recommended)

Click to open the Change layout window.

Select the FIItEr l tab.

Filter
Displayed Columns k Sort Order ' Fitter k View k Display |
1st Step: Define the Fiter Criteria
E)[[~[2]%]
Filter criteria Column Set
Colurnn I... Colurnn Ma... =
FI document number Interest Formula [=]
FM area currency Last changed by [+]
Line Ttem Text Log. system source
Log. system source
Name 1
Name 1
Name 2
Mame 3
Name 4 [«]
Mame of CO transaction E
2nd Step: Determine Values for Filker Criteria
v H %

:" The Filter criteria section indicates how the report is currently filtered. The Column Set
section lists the columns available for filtering.

Use the directional buttons to add/hide fields and/or re-order fields: IZ’ E | "| |'| | 2 | |¥|
(see section 2.2 for more information).

& Filters are applied in the sequence listed in the Filter criteria section so the order of filtering
is very important.

Example: In the image above, the report will first filter by FI document number,
then by FM area currency and lastly by Line Item Text.

Click to proceed to the Determine Values for filter criteria window.
Continue to step 11.3.
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11.2 Option 2: Report View

Select column(s) to apply filters.

Click to proceed to the Determine Values for filter criteria window.

11.3 Enter single filter criteria field or click @ for the Multiple selection criteria.
Determine values for filter criteria

FI document number
FM area currency
Line Item Text

j The matchcode @ button can be used to select filter criteria from a list of available
values.

Single, Multiple or Range for Filter Criteria

OvOERTHRRE X

Enter filter criteria to include or exclude using the appropriate tabs then click & to apply and
return to the previous screen.
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12. Downl

)
&

oad to Excel:

.to open the report in Excel view.

The Excel view appears within the SAP window and allows manipulation of the report using
the Excel functions.

If the Excel window is blank, refer to the Setting up Excel for SAP Use document:
http://finance.utoronto.ca/fags/using-excel-with-sap/

FI Postings: Line Iltems by Document Number (w/ addnal flds)
J

Ho2-0v-Ris
|| mome | uent  Pgtimsut  Fomulss  Dats  Renew  View  Developer  acobat =@
B Aot 10 - .o =) — B H ] | Bl I sutosum - Ag
| - = = - wiap T Generst 3 3 i T Lk s
-l Kx =l o Zwmid e B Oy S E A
Pt - - - - - . - Conamional  Format Cenl Insert  Defete Format Sot & Find &
O ramat ot | B £ T | E A EEW R Huegescenters $ - % v %A 'ﬂ'-lﬂﬁ'n'n?ulf' a5 e i | o ey RS Fhod
Chpbaard Fand - Asgnment Humbry ftyer Crih Fditing
Al == 5| number 1]
K R 8 C T T E T F G H [ 3 3 Iz W W =
1 1d=
T 230000 -1 TRAY lan ki 18201 187201
=13 1 1l [TRA [T H: ion Fi Lan K 1 1
4
¢ 5] 20000 -5067.27[11421 100626 EXTERNANC _[Active Netweek Oct/MNov 2012 Prof dev ram 12119/2012]  12119:2012|SANTIAGO
6 'S0000 -5067.37
7] 55000 =267 9111421 100626 EXTERNANC _ [Tembec 2012 5. Smith adv._senices 12119/2012] 12192012 |SANTIAGD
= |8 55000 761
- 8] TEO000 10000, i N [Aeroponic Urban Farm 172012] 05312012 HANSEANG
=] |10 B0 -
o[- TE0400 - 1 i i Lako Usor Foes 2012 | 1 | 12] 1
Bk 4863 77[11421 R IFacully Admn support | 1 | 12| 0 1
R ] -600[11421 RN the end mst of foresty | | | orzeronz] oimsen N
(=] |14 7
=15 190100 S AL
+ | 16
1T S0100 38697
¢ (18] S0560 -5104. 7511421 100626 INBEN-REC _[CRC Rec: Ban. S Thomas/Apr-Sept 2012 05/04/2012]  05/04/2012|HAUDSAR
(19 -1764.15; 553[100626 IN-BEN-REC __ [FOR-DACCA Summer Courses 2012 05M17/2012] 05/17/2012{BAINSH
20 S0 6068.91
¥l 0971 1624 3611421 1l ad - date 01.05 2012 to 31.05.20 2012) 05317201
- (22§ Bl 11421 1 I ad - date 01.06 2012 to 30 06 20 12] 1
=] |23 H0971
[ -2 TR0573 - T [ catchup lo 12 Thomas 1 wer 1 01772012 T2[YUAL
=] [25 T
1i- = il HEE =S T R I I
H S
| ¥ 138258 527 111421 Tiooeze INEXP-REC  [%X-12-009 (1111-0612) | I [ 0n212012] 01212012 [ALDRAR -
Yt e » M| Format - Header - Pwot o Subl o Sub2 - Sub3 - Subd - SubS - Sub6 . Sub7 - Subl - Swb9 - Subll 4 3

To return to the SAP view select Views =» SAP List Viewer from the top menu.

& Clicking on the green back arrow & will exit the report without saving your layout
changes.
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Resource Information:

% Contact your FAST team representative for additional instructions on how to use this
function. http://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/

Reference Guides:
FI Posting:
http://finance.utoronto.ca/wp-content/uploads/2015/10/fipostings.pdf

All Posting:
http://finance.utoronto.ca/wp-content/uploads/2015/10/allpostings.pdf

Excel security settings for SAP:
http://finance.utoronto.ca/fags/using-excel-with-sap/

Setting up Excel for SAP Use:
http://finance.utoronto.ca/wp-content/uploads/2015/09/excelsap.pdf
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