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GETTING STARTED  

Why EP010 Contract Summary?  
How Do I Get Access?  Security Roles and GRC-CUPS 
How to Find Procurement/Contract Reports 



Why EP010 Contract 
Summary?  
• EP010 Contract Summary primarily contains Contract Header 

data from SRM (Supplier Relationship Management).   
• This report can be used to track the system agreements that 

have been approved by the District to issue purchase orders 
against.   

• The report assists Procurement/Contract staff to track 
contract expiration dates, remaining balances, sponsoring 
department and contract status as well as the contract types.   

 



How Do I Get Access?  Security Roles 

• BP001_0000 BW 
Procurement 
Reporter 
• This role is for 

Procurement and 
Facilities 
buying/contract staff 

• BP002 _0000 BW 
Shopping Carts 
Reporter 
• This role is for 

Shopping Cart 
Requestors and 
Approvers 



Request SAP Access via GRC-CUPS 
• Log onto SAP, click on Access Request tab, and click on Access Request Form.    
• Go to User Access tab, click on Add, and select Role.  Select Roles pop-up opens.   
• From Business Process drop-down, select Procurement, click on Search button.   Procurement roles 

will appear. 
• Select appropriate role and click on OK button.   
• Select Roles pop-up closes and selected role appears under User Access tab.  Click on Submit button.   



How to Find Reports  
Log onto https://apps.lausd.net.  Click on Reports tab.  Click on Procurement/Contracts 

sub-tab.   
 

https://apps.lausd.net/


MAKING SENSE OF IT ALL 

How Does Data Get Into Reports?  
Where Is Data Coming From?  
New Fields and Definitions 
Using Processing Status With Associated Status 



How Does Data Get Into Reports?  
• BW (Business Warehouse) loads data via a scheduled nightly cycle  
• Data in BW reports is view only 

SAP BW 
(Business Warehouse) 

Absence 
Management 

(Time) Reports  
FIGL Reports HR Reports Payroll Reports  Procurement/ 

Contract Reports 

SAP 
ECC 

(ERP Central Component) 
SRM 

(Supplier Relationship Management) 



Where Is EP010 Contract 
Summary Data Coming From? 

SRM 
• Data in EP010 Contract 

Summary is primarily from 
SRM, Contract Header 
 

ECC 
• Exception: Purchasing Group 

is from ECC because this is 
where the Master Data is 
stored and maintained  

 



New Fields and Definitions 
Field Name  

(used in report) 
Description Examples 

Assoc. Status 

Supplemental status to Processing 
Status is an additional status that 
provides further information on what is 
happening with the contract prior to 
Release or after it has been Released.   

Awaiting Approval, In Renewal, 
Locked 

Changed On  
The Changed On date is the last action 
date on that particular contract  

mm/dd/yyyy 

Distr. to Catalog 
Identifies if the contract was sent to the 
MDM Catalog module 

Yes (X), No (#) 

Location 1 Can have up to 4 locations.   
102 LAUSD, 103 Stores Distribution, 
104 Foods Distribution 

Location 2 Can have up to 4 locations.   
102 LAUSD, 103 Stores Distribution, 
104 Foods Distribution 

Location 3 Can have up to 4 locations.   
102 LAUSD, 103 Stores Distribution, 
104 Foods Distribution 

Location 4 Can have up to 4 locations.   
102 LAUSD, 103 Stores Distribution, 
104 Foods Distribution 



Using Processing Status with Associated Status 
Processing 

Status 
Associated 

Status 
Where Does This Occur in 
Contract Release Process?  

Comments 

Released 
Not 

Assigned 
Contract has been released  

Contract is Released. This group also 
includes expired contracts. 

Completed Locked 
After Contract has been 
released  

Document is closed. No further actions 
can take place on the contract. 

Held 
Not 

Assigned 
Prior to Contract being 
released 

Started working on the Contract and is 
saved (Held) for more information or 
work. 

Document 
Completed 

Awaiting 
approval 

Prior to Contract being 
Released  

Contract is 'Awaiting Approval'. 

Document 
Completed 

Release 
Rejected  

Prior to Contract being 
Released 

Contract was not approved. 

Deleted 
Awaiting 
approval 

Prior to Contract being 
released  

Contract is deleted while in approval. 
Approver could have rejected and initiator 
deleted. 

Deleted 
Not 

Assigned 
Prior to Contract being 
released  

Started working on the Contract but 
later Deleted. 



BW REPORT BASICS  

Variable Entry 
Analysis Area 



The Basics 
• Selection button 
• Context Menu 
• Open/Collapse Tray 
• Expand/Collapse Folder 
• Sort (Ascending/Descending) 
• Drop Down Menu  
• Filter button 
• Select All 
• Include/Exclude 
• Settings 
• Change Order 
• Add (Add All)/Remove (Remove All)  
• Apply button 
• OK button 



All BW Reports Have… 
• A Variable Entry Page 

• Enter filter criteria prior to running 
report  

• Selection Criteria can be manually 
typed in or entered by clicking on 
selection button  

• Variants can save filter criteria for 
future use 

• An Analysis Area 
• Defaulted to layout pre-defined by 

business owner 
• Can be changed by dragging and 

dropping fields, filtering, sorting etc. 
• Use Context Menu to customize  
• Save customized report to Portal 

Favorites 



Variable Entry: Search 
• To search for a filter value, click on Show view: drop down menu, select 

Search.   
• To search by either Key or Text, click on the drop down next to the field 

name.   
• Type in your search criteria in the field located to the left of the 

selection button.   
• Keep in mind, search is CASE SENSITIVE 
• Using a * (wildcard) before and after search may help.   

 



Variable Entry:  Value Range 
• To enter a Value range, click on the Show tool:  dropdown and select 

Value ranges.    
• Value ranges can be further customized to Sign: Include/Exclude 

and Operator: between, Equal, Greater, Greater or equal, lower, 
lower or equal, Contains Pattern 
 



Variable Entry: Variants 
• Enter Filter Criteria 

• Manually type in 
selection criteria or 
click on selection 
button 

• Enter Value Range 
• Click on drop down for 

Show tool:  
• Select Value ranges, 

From:= 0, To = 
9999999999 

• Click on Add button to 
add range to Selections  

• Click on OK button 
 



Variable Entry: Variant –continued- 
• Save Variant  

• Click on Save As button  
• Save Variant pop-up opens 

• Enter Description, click on OK button  
• Variant can be reused by clicking on dropdown next to Available 

Variants:  
• Clicking on Delete button will delete Saved Variant  

 



Analysis Area: Default Layout, Rows, Columns, 
Free Characteristics 
• Default Layout: predefined by report owner (can be modified) 
• Columns:  data displays across/horizontal ↔ 
• Rows: data displays down/vertical ↕ 
• Free Characteristics:  additional fields that can be added to report/filtered on 

Default Layout 

Columns (data displays across/horizontal) 

Rows (data displays down/vertical) 
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Analysis Area: Drag and Drop 



Analysis Area: Sort 
• BW reports automatically sort in the order of the fields 

displayed in the Analysis Area.   
• Clicking on the up or down arrow next to a field will sort the 

field in ascending or descending order.   
 



Analysis Area: Context Menu 
• The Context Menu provides users with additional report 

options.   
• Place cursor on a field and right click.   
• The Context Menu has 5 primary features: Back, Filter, 

Change Drilldown, Properties, and Sort.   
 



Context Menu: Back, Filter, Change Drilldown 



Context Menu: Properties 
• Properties is used to change the related field’s display.   
• From the General tab, users can change the field Display to Key, Text, or 

Key and Text as well as change Display Results to Never or Always.   
• Attributes (if available for the field) allows users to add additional 

information about the field.  Keep in mind, however, that Attributes are 
always as of TODAY’S DATE (even in a historical report).   
 



Analysis Area: Export to Excel 
• Report results can be exported to Excel 
• Click on Export to Microsoft Excel button 
• A prompt at the bottom of your screen will display.  Select Open.  
• Remember to Save As and Save as type:  Excel Workbook 



Analysis Area: Save As & Portal 
Favorites 
• Saving a report using the Save As button saves the customized 

report in Portal Favorites  
• Reports saved to Portal Favorites can be stored and organized 

in custom folders for easy access 
• Save As allows you to save report layouts to Portal Favorites  
•  Reports saved to Portal Favorites do not “break” like 

Bookmark links when the underlying report is changed  



Analysis Area:  Save As 
• Clicking on Save As… button opens Save as pop-up.  Enter 

Description and click on OK button.   



Portal Favorites 
• Saved reports can be found on the SAP portal page, Portal Favorites 
• Clicking on Context Menu       opens with options to organize 
• Organize BI Favorite Reports to create folders and manage saved 

reports 



PUTTING IT ALL TOGETHER  

Create a Variant for Contract No.  
Customize default layout by Resp. Employee and Purchasing Group 
Use Save As to save report layout to Portal Favorites 



Scenario 
• Create a Variant for all Contract No. 
• Customize EP010 to display your Contracts with Purchasing 

Group 
• Save customized report to Portal Favorites 



Create a Variant 
1. Click on selection button  
2. Show tool: Value ranges  
3. Enter From:  0 & To: 9999999 
4. Click on Add button, click on OK button 
5. Click on Save As button 
6. Enter Description:  Contract No. ALL 
7. Click on OK button 



Customize Default Layout 
1. Drag out Supplier and Ref. Contract No. 
2. Drag in Responsible Employee 
3. Swap Contract No. with Purchasing Group (ECC)  

 



Using Save As …Portal Favorites 
1. Click on Save As… button 
2. Enter Description, click on OK button 

 



Saved Reports in Portal Favorites 
1. Refresh portal page 
2. Saved report will show up under Portal Favorites 
3. To manage and organize Portal Favorite report links, click on 

Context Menu 
4. Click on Organize BI Favorite Reports  
5. To create new folder click on Context Menu next to Favorites  

click on New  select Folder 
 



OTHER RESOURCES  
BASE Training Center – Reports  



BASE Training Center - Reports 
http://www.lausd.net/ol/basetraining/reports.html 
 

http://www.lausd.net/ol/basetraining/reports.html


Questions?  
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