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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 * BP002 0000 BW
Procurement Shopping Carts
Reporter Reporter

This role is for This role is for
Procurement and Shopping Cart
Facilities Requestors and

buying/contract staff Approvers




|

Access Request Form
. |

Detailed Navigation | Access Request
I- Annmllﬁp&:tmel — .
T —— Requestor NAME | Add 4 || FEmove | | Existing Assignments |
Role rJent | System

= Model User Access !
» Search Request [ Submit ][ Close |

= SPM Access

Select Roles

Search Criteria

Maximum number of resull rows: 100

Cost Center is 1073001

IEU&'I'I!H Process I lis = || Procurement o ]
Subprocess |is - @G

Role / Profile Name lis - |i#(=)

51| Role Hame System Description | Role Type

PO01 ] PRISD BW Procurement Reporier Single Role
| | epoo2 o000 PRI910 BW Shopping Carts Reporter Single Role

Request SAP Access via GRC-CUPS

* Log onto SAP, click on Access Request tab, and click on Access Request Form.

* Goto 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.




Welcome BPOO1 - BYWW - Procurement Reporter

1) Click on Reports tab

Procurement/Contracts

Reports
|4 Ek:
« BEDOT Price Comparizon Chwer KMultiple Bid Invitations

- BEO0R Bidder Analysis of a Bid Invitation 2) Click on
CRiihen e RN e 2 Procurement/Contracts
= EPMM Purchase Values per Order

sub-tab

= EPDMZ Procurement Value Anahysis

= EPDO3 Supplier Information

« EPDO4 Key Performance Indicators

« EPDOS ABC Supplier

= EPDOS Purchase Order Document Anahysis
« EPOT Workload per Purchasing Group

= EPDOE Pareto Analysis According to Purchase Order Wolume (Chart) 3} Click on EPO10
= EPO0S Pareto Analysis According to PO Volume per Category
= EPMD Contract Summary s
» EPD11 Contract Detail Report

Contract Summary

How to Find Reports

Log onto https://apps.lausd.net. Click on Reports tab. Click on Procurement/Contracts
sub-tab.



https://apps.lausd.net/
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How Does Data Get Into Reports?

BW (Business Warehouse) loads data via a scheduled nightly cycle
Data in BW reports is view only

ECC SRM
(ERP Central Component) (Supplier Relationship Management)

ALBBEIICE Procurement/
Management FIGL Reports HR Reports Payroll Reports

T Y e— Contract Reports .



Where Is EP010 Contract

Summary Data Coming From?
SRM ECC

* Data in EP010 Contract * Exception: Purchasing Group
Summary is primarily from is from ECC because this is

SRM, Contract Header where the Master Data is
stored and maintained

Display Contract

Display Purchasing Contract 4400000234

Contract Number 4400000234 (Change Version) Smart Number ATHELETIC RENOWATIONS Contract Type Purchasing Contract Status Awaiting Approval Suppli

| Close | | Show my Tasks || Release || Copy || Refresh || Print Preview || F_xpurt|

/ Owverview 1 Header !’ tems |/ Notes and Attachments ’/ Conditions ’/ Autherization |/ Approval |/ Tracking |

|aniclh‘ta|ml&mmmlmwmlmlwIWWIMTMIWIUWMHM

w Basic
Identification Currency, Values and Pricing
[ Mew Serial Part for Smart Number Currency: * usD
Contract Number: 4400000234 Dieplay Currency/ Exchange Rate Date: | 7 | g
Contract Name: ATHELETIC RENOWVATIONS Target Value: 374 44931 USD

Contract Type: Purchasing Contract Alert Relegze Value: 50/ =%




New Fields and Definitions

Supplemental status to Processing

Status is an additional status that .
_ _ _ . Awaiting Approval, In Renewal,
provides further information on what is

_ _ _ Locked
happening with the contract prior to
Release or after it has been Released.
The Changed On date is the last action
mm/dd/yyyy

date on that particular contract

Identifies if the contract was sent to the
Yes (X), No (#)

MDM Catalog module
102 LAUSD, 103 Stores Distribution,
104 Foods Distribution
102 LAUSD, 103 Stores Distribution,
104 Foods Distribution
102 LAUSD, 103 Stores Distribution,
104 Foods Distribution
102 LAUSD, 103 Stores Distribution,

104 Foods Distribution

Can have up to 4 locations.

Can have up to 4 locations.

Can have up to 4 locations.

Can have up to 4 locations.




Using Processing Status with Associated Status

Processing | Associated | Where Does This Occur in

Comments
Status Status Contract Release Process?

Not Contract is Released. This group also
Released ) Contract has been released . )
Assigned includes expired contracts.

After Contract has been Document is closed. No further actions
Completed Locked
released can take place on the contract.

_ , Started working on the Contract and is
Not Prior to Contract being ) )
_ saved (Held) for more information or
Assigned released )
work.

blolelliie Awaiting  Prior to Contract being . . ,
Contract is 'Awaiting Approval'.
0615 approval Released

Document Release Prior to Contract being
_ Contract was not approved.
Completed Rejected Released

o ) ) Contract is deleted while in approval.
Awaiting Prior to Contract being _ L
Approver could have rejected and initiator

approval released
A deleted.

Not Prior to Contract being Started working on the Contract but
Assigned released later Deleted.
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The Basics

* Selection button T
* Context Menu =
* Open/Collapse Tray alr-
* Expand/Collapse Folder PO w [

* Sort (Ascending/Descending) =
* Drop Down Menu | hd

* Filter button BT

* Select All [] Select Al

* Include/Exclude -

* Settings

» Change Order =] [~] change Order [+]|[Z]
» Add (Add All)/Remove (Remove All) = [=][2]

» Apply button Apply

* OK button OK




All BW Reports Have...

A Variable Entry Page An Analysis Area
Enter filter criteria prior to running Defaulted to layout pre-defined by
report business owner
Selection Criteria can be manually Can be changed by dragging and
typed in or entered by clicking on dropping fields, filtering, sorting etc.
selection button Use Context Menu to customize

Variants can save fllter Criteria for Save customized report to Portal
future use Favorites

Variable Entry

Available Variants: | v|| Save || Save As.. || Delete | Show Wariable Personalization
General Variables
Variable= Current Selection Description

* Contract No. (Selection Required)

Ref. Contract No. (Selection Optional)
Validity From (Selection Optionaly
Validity To (Selection Optional)
Changed On (Selection Optional}
Created On (Selection Optional)
Contract Category (Selection Optionaly

Last Gtz Update: 10/21/2014 02:41:48

EP010 Contract Summary
Purchasing Group (Selection Optienal)y Disclaimer:This information is the property of the Los Angeles Unified School District and is intended solely for internal use by authorized employees with a reasonable need to utiize it in order to perform those duties assigned by their supervisors, This information is ng
authorized personnel nor distributed, including via any electronic means, including emai, to any authorized or unauthorized person or organization. This information is subject to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 999), the LAUSD Informatior

Supplier (Selection Optional) Federal and State privacy laws.

Sponsoring Dept. (Selection Optional) ‘ New Analysis || Open || Save As... | owpiyas Table -

Print Version || Export to Microsoft Excel

Processing Status (Selection Optionaly

g g R Ry g Ry gl g, gym;

py— Days ,_ Authorized, Release,.  Balance ,_ %Released, % Balance,_
- . - toExpre  Amount Amount Remanning”  Amount Remaining

Option Prds (Selection Optional) - ;:;: = Suppler = ContractNo.= Ref ContractNo.= Purchasing Group (ECC) = H H H

 Suppler 1000000007 PALLER-ROBERTS 4400001134 1120028 138 ‘Sook Shim 191 300000.00 | 6160400 | 238396.00 2053 79.47

o @D 1000000008 ECOLOGY CONTROL 4400000001 1000212A 156 Lane Morikami 53| 128750000 | 82963617  457,863.83 6444 35.56

- Ref. Contract No. 4400000002 10002128 156 Lane Morikami 53| 1,310,000.00 | 845163.00 464,837.00 64.52 35.48

+ Purchasing Group (ECC) 4400000003 1000212C 156 Lane Morikami 53| 22500000 | 149877.00  75123.00 6661 3339

~ Free characteristics 4400000004 10002120 156 Lane Morikami 3 41,667.00 0.00 |  41887.00 0.00 100.00

= # of Option Prds. 4400000005 1000212E 156 Lane Morikami 53 66,667.00 0.00 |  66667.00 0.00 100.00

- % SBE 4400000079 04004B1A 001 Capulo Staging -466 | 2,500,000.00 | 2,185,361.00 | 314639.00 &7.41 12.59

- Assoc. Status 1000000012  UNIVERSTY OF THE 4400002657  # 152 Brent Paul -113 40,000.00 | 40,000.00 0.00 100.00 0.00

= Board Approval 1000000013  STRUMWASSER & 4400000605 1190120 168 Anthony Sio 71| 220000000 | 2,156931.00 |  43,069.00 98.04 1.96

° iz ET 1000000014 GINA AREY 4400002869  # 159 Renato Santos -113 30,000.00 30,000.00 0.00 100.00 0.00

P B 1000000019 KAMRAN & CO, INC. 4400001318 1150101 174 Justin Santos. 40 2,860,000.00  2,189,803.79  670,195.21 7657 2343

P EinmELETE 1000000023 WIDOM WEIN COHEN 4400001585 0820011 001 Caputo Staging 113 | 7,849,754.27 | 7,848,754.00 027 100.00 0.00

? RIS 1000000025 TEAM PRINE TIME, 4400002807 # 17 Galen Van Renssela 983 | 5,000,000.00 0.00 | 5,000,000.00 0.00 100.00

* Created On 1000000038 WAISMAN 4400000186 0610170 001 Caputo Staging 466 | 1,147,01668 | 1,118,500.00 | 2851668 9751 249

: E:: ;D[":::Dg 1000000040 KI THOUGHTBRIDGE 4400002474 ¥ 156 Lane Morikami 144 63,100.00 | 63,100.00 0.00 100.00 0.00

« Exempt Coma. Agproval | 1000000047 NESTOR & GAFFNEY 4400000033 0120083 001 Caputo Staging 466 71,666.00 | 71667.00 -1.00 100.00 0.00




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.

Select values for Supplier [ Selection Optional) (ZBBPVENDS0O)

Select values for Supplier | Selection Optional) (ZBBPVENDSO)

/1y More than 1000 values availsble; not all values are displayed

Show tool [Single volues | Show view: Al «
Al g
| Search p
Maximum Records: | 1000 Refresh
] Select al
Vendor: Key** Vendor: Text=® =

¥

! : Hot assigned
J 1000000007 | PALLER-ROBERTS
| 1000000008 | ECOLOGY CONTROL

1000000012  UNNERSITY OF THE

' J 1000000013 STRUMWASSER &
| 1000000015 | JOHNSTOME SUPPLY

J 1000000018 HKAMRAN & CO, INC_

| 1000000023 | WIDOM WEN COHEN
J 1000000025 | TEAM PRIME TME,

J 1000000038 WaSMAN

| 1000000040 | KITHOUGHTBRIGE
|| 1000000047 | NESTOR S GAFFHEY 31
Enter a value for
endor: ]

| Selections

(et @ @

Type Description

[2] [=] change order [+]

Cancel |

Show toot [Single valies | Show view: [Search |

Search
Vendor: fText  w[|*aPPLE® || Search
ro— 1000
Key B
[ select
' Vendor: Key* Vendor: Text®* E}
B
J 1000001789 APPLE COMPUTER, INC.
i 1000002409 APPLE COMPUTER, INC.
Enter a vaiue for
Vendor, | |

4 Remove

Selections
[(seectan @ @

@ El Change Order E] E

[ox ] [cancel]




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

Select values for Changed On (Selection Optional) (ZCNTCHGON_S0)

Show took |Value ranges | Shoy

Show fool |Valug ranges | Show view: |Vale ranges ' | Value ranges
e 9 Sign: Include |
. 1 Show tool: |Value ranges Sho -
Select values for Changed On (Selection Optional) (ZCHTCHGOMN_SO) Sign [include ] " ey T|Shew
Operator: |between - Value ranges From = |between
Equal
: [Si ew: [A Fom* [ 4 - To: *®
Show took |Single values v | Show view: Lol 7 I Sign: I Eclude I? o Greater
All Single values To: [ m] Operator: Include | Greater or equal
Value rmgu_ B From = | Exchde —ﬂ Enteraran .-
L (OctiBer  w|[ 2014 | L 4 Enter a range for To: [7 Contract Cly wer or equal
I Contract Changed On: | v o Contains Pattern
Enter From: and To: values. Click on Add buttonto move range to Selections screen. Click on OK button.
Select values for Changed On [Selection Optionsl) (ZCNTCHGON_SC)
Variable Entry
Show took [Vislie ranges =) Show view
Value ranges Selections )
) ) . Avalable Variants: | | [ Save | [ Save As... || Delete | hy i rsonalization

Sgn ncide = |Seecta @ @ d

Operator: [between - General Variables.

From LIz01e ju | I [] o4 - 10e1en :I ‘ariable*® Current Selection Description

To [103172014 al

* | Contract No. (Selection Required)
Eniar & range for

Contract Changed On:

@El Change Oroer El z[

e

Ref. Contract No. (Selection Optional)
Validity From (Selection Optional)
‘Validity To (Selection Optional)

[ Changed On (Selection Optional)

10/01/2014 - 10731/2014

1000172014 - 1073172014 I

Created On (Seleclion Optienal)
Contract Category (Selection Optional)
Purchasing Group (Selection Optional)
Supplier (Sekection Optional)
Sponsoring Dept. (Selection Optional)
Processing Status (Sebection Optional)
Option Prds (Selection Optional)

[Cox][cnect]

Q= = pyw iy pge piw ] (w] uiinpie e




Variable Entry: Variants

* Enter Filter Criteria . S
M a n u a I |y type i n Gen::r::::er:bhs Current Selection criptio
selection criteria or B D
CI IC k O n Se I eCt I O n Select values for Contract No. (Selection Required) (ZCONTRNO_SELR)

button

Show tool: in.r'alue ranges ¥ \Value ranges
alue ra Single values ions
@ Enter value Range _ Walue ranges -
Sign: [ 5electal @ @
Click on drop down for Operator: [oetween v e ——
. From: |ﬂ‘ | [_] 0 - 9959595555
Show tool: R Cl

Select Value ranges,
From:=0, To =
9999999999

Click on Add button to
add range to Selections

Click on OK button

Enter a range for
Contract I0: | |

@ |Z| Change Drder|E| |§|




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

e
Available Variants: <[ Save | [Save sy | Delete | hov S
Description: Contract No. ALL |
General Variables
ariable=~ Current Selection Drescription
* | Contract No. (Selection Required) 0 - 9959995995 0 - 9999999999
Flaf Memdee el Bl A ale el MLl ol =1 R
Variable Entry
Available Variants: |Contract No. ALL | Save || Save As... | | Delete | Show Wariat
. Contract No. ALL
General Variab
Created On by Month, Released
“ariable== Current Selection Description
* | Contract Mo. (Selection Required) 0 - 9959995559 0 - 9995955595

Ref. Contract No. (Selection Optional)




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 I

Free Characteristics: additional fields that can be added to report/filtered on
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EP0M0 Contract Summary

Disclaimer:This information iz the property of the Los Angeles Unified School District and is intended solely for internal use by authorized employees with a reazonable need to utilize it in order to perform those duties assigned by their supervisors. This. information is no
authorized perzonnel nor distributed, including via any electronic means, including email, to any authorized or unauthorized person or organization. This information is subject to conditions set forth in the LAUSD Acceptable Use Policy (Bulletin 958), the LAUSD Informatior

Federal and State privacy laws.

[ New Analysis || Open || Save As... | Dispiayas [Table ~| [Info |[ Send |[ Print Version || Export to Microsoft Excel || Notes | Columns (data d|sp|ays across/horizo ntal)
e )
: O BT 1 Days . Authorized, . Release, _ Balance ,_ % FReleased,_ % Balance,_
1 I toExpire  Amount —  Amount Remaining  Amount ~  Remaining
1 * Key Figures I
S - Supplier = Contract No. = Ref ContractNo.=  Purchasing Group (ECC) = 3 3 L3
b L Suppler | 1000000007 PALLER-ROBERTS 4400001134 1120028 138 Sook Shim 190 300,000.00  61604.00  238396.00 2053 79.47
i
I contract o | 1000000009 ECOLOGY CONTROL 4400000001 10002124 158 Lane Morikami 52| 1728750000 82963617  457,863.83 64.44 3555
I« Ref Contract o i 4400000002 10002128 158 Lane Morikami 52| 1,310,000.00 B845163.00  464,837.00 6452 35.48
I - Purchasing Group (ECC) | 4400000003 1000212C 156 Lane Morikami 52 22500000 149877.00 75123.00 66.61 3339
L 1
o characieretes ': 4400000004  1000212D 158 Lane Morikami 52| 41867.00 0.00  41,867.00 0.00 100.00
1 .
| * #ofOption Prds. : 4400000005 1000212E 156 Lane Morikami 52 B68ET.00 0.00  66867.00 0.00 100.00
L Y- 3 I 4400000079 0400461A 001 Caputo Staging 467 | 2,500,000.00 2,185361.00  314,639.00 37.41 12.59
I
| - Assoc Status 110000012 UNIVERSTY OF THE 4400002657  # 152 Rrent Paul {14 4000000 40,000.00 0.00 100.00 0.00
. I
i Board Approval 3 110000013 STRUMWASSER & 4400000605 1190120 168 0,000.00 2,156,931.00 43,069.00 98.04 1.96
j 7 ChangedOn b 110000014 GNA AIREY 4400002869 # 159 D efa u It Layo ut 000000  30,000.00 0.00 100.00 0.00
: " EITEE R = Imuuuma KAMRAN & CO, INC. 4400001318 1150401 174 0,000.00 218980379 | 670,196.21 7657 23.43
' P e 8 Imuuuuza WIDOM WEIN COHEN 4400001595 0820011 001 Caputo Staging 114 | 734975427 | 7,849,754.00 027 100.00 0.00
: P TR 8 10000025 TEAM PRIME TIE, 4400002807  # 17 Galen Van Renssela 982 | 5,000,000.00 0.00 | 5,000,000.00 0.00 100.00
= Created On
: E : 10000038 WAISMAN 4400000188 0610170 001 Caputo Staging 467 | 1147,01688 1,118500.00  28,516.68 97.51 249
= Dept. Contact
: N T > Cata 6 Imuuumu KI THOUGHTBRIDGE 4400002474 % 158 Lane Morikami 145 | 63,0000 63,100.00 0.00 100.00 0.00
= Lhstr. 1o Latalog
1 ey empt Comp. A B :muuuw NESTOR & GAFFNEY 4400000033 0120083 201 Caputo Staging 467 7166600  T71667.00 -1.00 100.00 0.00
1 = Exempt Comp. Approv.
1 @ 10000048 CP O HALLORAN 4400001284 1380013 001 Caputo Staging 190 75,000.00 0.00 7500000 0.00 100.00
1 * Exempt Comp.Type Py |
I LL 110000070 EXCELDOOR& GATE 4400002522 1430012 105 Julie Gravel 39 15,000.00 0.00  15000.00 0.00 100.00
I * Ingurance Approval 1
1 1400000074 HANLET PAPER CO. 4400001430 1350023 156 Lane Morikami 343 479,173.97  406,089.00  73,084.97 3475 15.25
]




Analysis Area: Drag and Drop

/Add/move field: place )
| cursor on field. left . Remove field: place cursor on field heading, left |
_ ' doms — — click and hold (to grab the desired field), drag
click and hold (to grab :xm‘f“'“ am et | 5 i | OUL Of report until you see X; X means remove

the desired field), drag ~mecmeses :::f ::‘:
* Frcaltear
from Free .ﬂr,.,.,h/'%ﬁﬂT — Conmitem: —— ;‘&"a'sis — Program =
ch L i P SO | 430001 GeneralSupples 1100.°7°" " “CIRTABASC  75M6  CENCLBTI Schoos
aracteristics into et rgen = e 10002 BA-ENGLEARNALEP 75536 CE-Eco inpact ADis Bi Dr
. T * FundsCenter 2 CateSupol
Analysis Area; line o 2 |eomt 200784 GSUDEVAVALD 7A%0  GSU-Dev 4 Vakd of a Behavira
indicates field g e
I 5% (Efoohp
placement
| Drag and |
Drop ) FundsCenter = Commiftem =
. . . 1043984 110077
Swap fields: place cursor on field, left click | Remove Result 210117
and h-;)ld (to grab the desired fle!d), 'drag Row/Column: place o7
over field to be replaced (blue highlight on | s
field to be replaced) Cursor on results row, ] —
left click and hold (to 370117
- » il . ] ] m
- Progam: < b grab the desired field), resut
430001 General Supples 1064{]:?-ﬂ'eynndmeaﬂ-{2redtﬂemvery-50ms 0100000 GF-Unres| , : W 430008
| 11476 Chic CenterPermt Program o s | Ara8 field until you see
‘\\ X; X means remove




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.

Contract Nu. =
4400001134
4400000079
4400000005
4400000004
4400000003
4400000002
4400000001
4400002657

Supplie. =
1000000007 PALLER-ROBERTS
1000000009 ECOLOGY CONTROL

1000000012  UNNERSITY OF THE

Ref. Contract No. =
1120028
04004614
1000212E
10002120
1o00212c
10002128
10002124

#

Purchasing Group (ECC) =
136
00
156
156
156
156
156
152

Purchasing Group (ECC) =

173

174

175

176

1

188

Contract No. =
4400003313
4400003314
4400001316
4400001318
4400003210
4400002854
4400002917
4400003214
4400003040
4400003268
4400003292
4400001038
4400001117
4400001154
4400001255
4400001317
4400001354
4400001405
4400003013
4400003185

Supplier =

Mot assigned

Mot assigned

ACTION SALES, INC.
KAMRAN & CO, INC.
DAL-TILE CORPORATION
Not assigned

BECMNEL UNIFORMS,
Mot agsigned

Mot agsigned

Mot assigned

Mot as=signed
GOWPLACE

CLARIDGE PRODUCTS
VECTOR RESOURCES,
HICK RAIL MUSIC
ARROW RESTAURANT
HIRSCH PIPE & SUPPLY
B &M LAWN &

Mot assigned

HERTZ EQUIPMENT




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.

ContractMo. = F

Back k
Filter ¥ Select Fitter Value
Change Drilldown ¥ | Remove Filter Value
Distribute and Export ¥ “ariable Screen M

: Lag
Save View 4400000003 1
Perzonalize Web Application P

4400000004 1

Properties b 4400000005 1
Calculations and Translations » 4400000079 0
Documents | 4400002657  #
Sort Supplier » i )




Context Menu: Back, Filter; Change Drilldown

Back can be used to go Back One Navigation Step or Back to Start. Back One Navigation Step removes the last “action”. Back to Start retums the report to
the original, default layout.

S {mnirnadbla o fiad Sanbegep
i ¥ J8ack Ons Havigalip Step
- ar | Back o Start |
100000 Change Drisdown p | 4EDOGDOGOT  TO00Z1ZA

Distribute and Expart b | 4400000002 10002128
Save View 4400000003 1000212C
Perasnakze Web Apphcation ¥ 00000004 10002130
Properties b 4400000005 1000212E
Calculabans and Transitcns # | 4400000079 (400461A
100000 Documents V| 4p0po2esT @

tnannnl Sort Suppler M| aaonnonens 1180130

Filter allows the user to further filter data. Filter has 3 options: Select Filter Value, Remove Filter Value, and Variahle Screen. Select Filter Value adds
another filter. Remove Filter Value removes all filter values. Variable Screen re-opens the Variable Entry page for changing variable filter criteria.

o e
100000 Faer M| Seisct Filer Vaie
100000 Change Driidawn O v
Distribute and Export | Variable Screen
Save View Tcomnns | 10R
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Properies §| 4400000005 100
Calculationg and Translstions b | 4400000079 040(
100000 Documents V40005 8
annnnal 507 Suppler P aannnanne aao

Change Drilldown offers an alternative to Drag and Drop. Choose Drilldown by Horizontal (Columns) or Vertical (Rows) to add a field from Free
Characteristics tothe Analysis Area. Swap can be used to swap one field with another. Use Remove Drilldown to remove a field from the Analysis Area.

! Back »DOMWENCOHEN 4400001555 08

" Fiter F Al PRIME TIME, 4400002507 @
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{ Save View emove [ e
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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).

a2y sru

Back L4
Filt , 33
lier Properties of Characteristic Supplier (Result Set Context)
Change Drilldown =
Distribute and Export d-- General . Aftbutes | Sortng | Advanced
Save View o5
Perzonalize Web Application » o5 Available Attributes Selected Attributes
- Text = ] Text Display
Froperties | Characteristic —
. . ABC class
Calculations and Translations ¥ | Cata Ce =
Add. in Short Form
Documents k| Al Data Cels = Add. i Short F
Sort Contract Mo. b Axis o ~CC T no Add k
Add. Qualification
= :
Properties of Characteristic Purchasing Group (ECC) (Result Set Context) I Address Line 0
Address Line 1
. . Address Line 2
General | Atributes | Sorting | Advanced | —
Address Line 3 E|
Display: |Kn.=."_r & Text "l E E Change Order |E| E
Display Results: |Ne‘|.re,r -

Access Mode for Result Set: [Posted Values |




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

EPO10 Contract Summary

Digclaimer:This information is the property of the Los Angeles Unified School District and is intended =solely for internal use by authorized employees
authorized personnel nor distributed, including via any electronic means, including email, to any authorized or unauthorized person or organization. Thi
Federal and State privacy laws.

‘ | New Analysis || Open || Save As... | Duspayas [Table ~| [ Info || Send || Print Version ||| Export to Microsoft Excel || Notes
1
N/
¥ Columns
= Key Figures
Supplier = Contract Mo. = Ref. Contract No. = Purchasing Group (ECC) =
¥ Rows
Do you want to open or save ZANALYSIS_PATTERN_WEB.xIs from bijava.lausd.net? Open Save ~ Cancel X

Miﬁgosoﬂ Excel

Y, '\.\ The file you are trying to open, 'ZANALYSIS_PATTERN_WEB.xls', is in a different format than specified by the file extension. Verify that the file is not corrupted
j !&, and is from a trusted source before opening the file. Do you want to open the file now?

l Yes ][ Mo ][ Help ]

File name:

Save as type: | Excel Workbook (*.xlsx)




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

About BTS
M

Detailed Navigation

EP010 Contract Summary Portal Favorites
+ information is the property of the Los Angeles Unified School District and is intended solet ¥ [0 CAFR
nnelnor dswrbuted, ncluding via any elecironic means, ncludng emai fo any autherzed: | Sgve As allows you to save report » 3 FGL
layouts to Portal Favorites » DHR
Dispisy 45 | Table ~| [ Info || Send || Print Version | } [ Payrol Exp
* [ Procurement
. = EP010 Contract Summary - by Contract Tvpg
— = PCO10 PO History - Cost Centar
Supplier = Contract No. =  Ref. Contrac » PC011 PO History - Site Admin




Analysis Area: Save As

* Clicking on Save As... button opens Save as pop-up. Enter
Description and click on OK button.

Save as

]

System: |@PORT.. ‘ Type: |KMBookmark | 9. [Ha

Save Variable Values

EP010 Contract Summary

Dizclaimer:This information is the property of the Los Angeles Unified School Dis
authorized personnel nor distributed, including via any electronic means, including
Federal and State privacy laws.

Favorites ]’ BEx Portfolio

- Description =
New Analysis || Open || Save As,’% Dispizy 45 | Table ~| | Info B Aisence Anaysis
1 m [ Funds Management
* Columns ’ Save A”a|}’5l5 As.. LDC. Status = || (1 General Ledger
- Key Figures Completed Locked ] QR
» [Z] Payrell Expenditure
* Hows Deleted Awaiting Approval = ] Procurement
* Processing Status Mot assigned | [P HR105 Postion History (SAP) - Current Vacancies
= Assoc. Status Document Completed  Awatting Approval | [P with contract
* Free characteristics Release Rejected
= # of Option Prds. Held Not assigned
" % SBE Releazed Mot assigned

= Rnard Annroval

Description: |Type Description Here|




Portal Favorites

* Saved reports can be found on the SAP portal page, Portal Favorites

* Clicking on Context Menu |=.)opens with options to organize

* Organize Bl Favorite Reports to create folders and manage saved

reports
Accounts Payable Accts Recv / Cash Mgmt Administrative Aszet Man
Reporis
Detailed Navigation [m]
Portal Favorites |j

F [0 Ab=ence Analvsis
F [J Funds Management
b [J General Ledger

P O HR

¥ O Pavroll Expenditure

F [ Procurement

)=

Open in New Window
Refresh

Perzonalize

Detailz

Crganize Portal Favorites

Organize Bl Favorite Reports

Organize Entries

Links allow quick access to documents, folders, portal content, or a variety of ot

folders.
r:l Favorites 5]

Hame “ Changed On
B Absence Anahrsis.@ 101714 7:06:28 AN
B Funds !.'IElnElgernqa!ntEI 21814 9:03:14 AN
@ General LEm:IgErEl D204 72222 AN
IZIHR@ 93014 5:07.50 AM
CI Payroll Expenditu rEEl M54 10:50:58 AN
D Procurement 10420014 1:45:18 PM

[=l
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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

PUTTING IT ALL TOGETHER




Scenario

* Create a Variant for all Contract No.

* Customize EP0O10 to display your Contracts with Purchasing
Group

* Save customized report to Portal Favorites




Create a Variant

Click on selection button

Show tool: Value ranges

Enter From: 0 & To: 9999999

Click on Add button, click on OK button
Click on Save As button

Enter Description: Contract No. ALL

7. Click on OK button

oOuhkwnR

Variable Entry [s
Available Variants: | ~|[ Save | [ Save As.. || Delete | St
General Variables
Variable*= Current Selection Description
* | Contract No. (Selection Reguired) 0 - 3999999555 0 - 9959995559

Save As User Variant
Description: |
Variable Entry
Awvailable Variants: |Contract No. ALL - || save || save As... || Delete | st
General Variables
Variable== Current Selection Description
* Contract No. (Selection Required) 0 - 9999959599 0 - 99599955959

Select values for Contract No. [Selection Required) (ZCONTRHO_SELR)

Show tool: Show view: [Value ranges

Value ranges Selections

Sign: [Jselectal @ @
Operator EE—
From .| [ | o-999%009080

Enter a range for
Contract ID:

L ]

|§| |Z| Change Order |Z| |§|




Customize Default Layout

Drag out Supplier and Ref. Contract No.
Drag in Responsible Employee
Swap Contract No. with Purchasing Group (ECC)

4400000020 0m

= Location 4
» Ltd. NTP 4400000021 001
* Modification No. 4800000022 001
* Option Prds. 4400000023 001
— A i « Option Prds. Remaining [h;_-:l:g-ﬂ-ﬂ-ﬂ-ﬂ-ﬂzxi 137
:l j_if * Processing Status nﬁﬂ-l}l}l}l}ﬂzﬁ 001

Ref. Contract Mo.

* Resp. Employes
* RFx Advertize

EP0M0 Contract Summary

Disclaimer:This information is the property of the Los Angeles Unified School C
authorized personnel nor distributed, including via any electronic means, includir
Federal and State privacy laws.

New Analysis || Open || Save As... | Despayas |Tabl Inf
‘ | i ” - ” | ave vl |: Resp. Employee = Purchasing Group (ECC}y = Contract No. =
- 2185 Hemnandez, Yolanda 011 CENTRAL OFFICES 4400002403
e ’ Apolicic Ao i 147 Irie Escamila 4400002354
= Key Fi
L Supplier = 168 Anthony Silo 4400002748
* Rows
- Supplier 1000000007 PALLER-ROBERTS 4400002753
« Contract No. 1000000009 ECOLOGY CONTROL 4400002526
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4400001953

4400001954




Using Save As ...Portal Favorites

1. Click on Save As... button

2. Enter Description, click on OK button

System: |@PORT..

Save Variable Values

G,,quﬂ g,

o
\\% Favorites. ]’ BEx Portfalio

I}
<3
T 3¢
'9.,*&4, '1':,0* Description =
T (7
fF e EP010 Contract Summary | [ Absence Anaysis
Digclaimer:Thiz information is the property of the Los Angeles Unified School District and i intended = J (] Funds Management
authorized personnel nor distributed, including via any electronic means, including email, to any authoriz J (] General Ledger
Federal and State privacy laws. J CIHR
| New Analysis || Open || Save As... | Dispisyss [Table «| [ Info | Send || Print versi J (] Payroll Expendture
J [Z1 Procurement
~ Columns
= Key Figures :
- Rows Resp. Employee = Purchasing Group (ECC) =  Contr

Description: |Contracts by Resp. EE and Purch Grp (EP010) | E

Kl | [




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

=

al@ T https;//bts. ,0 * B O X II¥ Reports - SAP NetW... % u
 Human Resources _ Systems _ Acces

Home | Universal Worklist
Upcoming Dates
R OR ) [s] bortal Favoritos = Organize Entries
Portal F; it - - —_— Links allow guick access to documents,
avornes |j b 7 Absence Ana OPen in New Window folders.
F [0 Abzence Analyziz » [J Funds Mana Refresh
¥ [ Funds Management » [ General Led Personalize [:I Favorites 5]
b [J General Ledger N Detailz Mew b Folder...
] HR Organize Portal Favorites : —
= F [0 Payroll Expen = g e Bl Favorite Reports (] Clipboard Link...
i rganize avorite Repo ;
» [ Payroll Expenditure b [ Procurement o i ] a G.E:t.ﬁrnal Link...
FOP t .
Dol i s 2l * Contracts by Resp. EE and Purch Grp (EP010) Al Details o =
oomerorcoog B —,

= Contracts by Resp. EE and Purch Grp (EP010%
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OTHER RESOURCES




BASE Training Center - Reports

http://www.lausd.net/ol/basetraining/reports.html
m@ BASE TRAINING CENTER fﬂ

Business Applications o [
Supporting Education R

TRAINING MATERIAL BPP LIBRARY ~ JOB AIDS REPORTS SAP SUPPORT *UPDATES*

Reports Library

The Reports Library contains quick reference guides for various SAP reports.

BEW Reports

Reference Document Role pdf
Reporting: Site Administrator Security Roles Site Administrator ﬁ
Reporting: Getting Started 1-2-3 Site Administrator @
Reporting: Helpful Hints Site Administrator '@
Customizing HR105 Position History (SAP) For Vacancy Reporting by Cost Center Site Administrator ﬁ
Guide to EP0O10 Contract Summary Site Administrator ’E
How to Create a Report Variant Site Administrator ﬁ
How to Create a Report Variant for Norm Run Date 2014-15 Site Administrator @
How to Create a Report Bookmark Site Administrator '@
How to Find and Use Employee Emergency Contact Reports Site Administrator ﬁ
How to Use "Display As" Feature Site Administrator '@
How to Use Drag and Drop in Reports Site Administrator ﬁ
How to Use Portal Favorites and Save As Features Site Administrator @
How to Use Variable Personalization Site Administrator @
Understanding Position Vacancy in BW Reports Site Administrator ﬁ
Using Fund Center or Cost Center Hierarchies Site Administrator '@
Variable Entry Page - Loading Lists as Selection Criteria Site Administrator ﬁ



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