

How to Change ECC Report Layouts
Background:  
FMMI more fields and allows you to change your layout to work better for you.  It is possible to change the view of our ECC reports.  

Purpose:
This document outlines the different two options to change the look of a report (Change Layout and Select Layout).

Roles: 
N/A

Process:
1. Change Layout - We will be using a Cost Assessment Actual Cost Line Item Report for this example.
a. Locate the “Change Layout” button on the menu bar, click.
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b. You will receive the following window which allows you to add or delete fields on your report.  To add a column to a report click/highlight the field you wish to add and click the arrow to move the item to the Displayed Columns section.  This example will add the Document Number to the report.
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c. Your selection will be added to the bottom of the list and show as the last column on the screen.  This column can be moved by using the arrows just under the Displayed Columns title.  
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d. 
The Document column is shown in blue. 
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2. Existing Layouts:  another pop up will provide a list of various layouts already saved.  It is recommended to select the layout titled SAP.  Then hit the green check.
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