


Depending on what you are doing, Exporting your information
to Excel might change. This document describes three
coOmMmMmMonN Processes.

Process 1 - Export to a Local File Pgs 3-12

Process 2 - Export to a Spreadsheet
- MHTML file Pgs 13-16
Process 3 - Export from Display Document  Pgs 17-28




PROCESS 1 - Export to Local Files

1. Click on: Menu = System = List ® Save =% Local File

@ Trial Balance by Fund at G/L Account Level Report - FMMI Portal - Internet Explor - |IZI |£|

@t)v IFW' https://portal.fmmi.u... Dj@|§| P Trial Balance by Fund a... | o USDA APHIS | manuall H1 Trial Balance by Fun... |_| 55 e £oy
| Ele Edt View Favorites Toos Help

United States Department of Agriculture Welcome CAROL ANDERSON Help | Log off
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management  Funds Management el BR[E8ELER = Interface Error a
Recurring Entry Process | FEinancial Reports | Evaluation | BOB.J General Ledger Management Reports | HANA General Ledger Management Reports | Bl General Ledg
Trial Balance by Fund at G/L Account Level Report | History, Back Forward

13
SGL Accounts Balance

S
enua| P [Back || Cancel | [ System 4 | [ Navigation on/off | [ Print page formatiing on/off | mn freeze on/off | [ Oplions / Office Integration | | Messages | [ Send report | [ Select |[ Callup report | »»
Report L 07,/17/2015 12:37 86 [=]
Edit 3
Goto ¥ Fund APDO1600AD General-Direct-Cat A Budget Peri
View b Fiscal Period to 16 Trial ealance at the SGL Account Level
W
Extras N Year 2015
Settings ' SGL Account Beginning Ealance Cust.
System k| Create Session
Help ¥| End Session 42010 9,445 ,326.58- 0.00
User Profile 3 4610 0.00 4,113,280.72 1
Print Window Content Services . 4650 9,533,873.62 179,407.17
Utilities » 4700 0.00 13,251.51
) 4801 2,564.74- 60,825.63
About SAP GUI for HTML 3 i
Bitdie LN S . Print (CP) | ygzy 0.00 1,360.48
Services for Object Find... (Ctri+F)  |4ag1 0.00 0.00
My Objects b Save ¥ Office Folders 85,9B82.30- 2,033,285.09
Own Spool Requests Send Report Tree 0.00 £82,388.23 3
Own Jobs List Header Local File LD FoEiEo T el E
CShor M==cana i i
Status, = 10 9,445,326.58- £81,973.23 2
101000 0.00 0.00
Log off lz‘

1]

» | PE1(s00) ['E], | forecaps-d




You will receive this screen and be asked what format should be used to save
the report.

2. Click the radio button for Spreadsheet. Click the green check mark.

i P
@:}' IF.W' https://portal.fmmi.u... pj 4 |;| P Trial Balance by Fund a... | % USDA APHIS | Financial | HMI Trial Balance by Fun... | | {m ?:\? {{)}
J Fle Edit View Favorites Tools Help

USDA :

= _—— United States Department of Agric

F_lFinancial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management  Funds Management el WET[eCIalliETaks Sl
neral Ledger Management R

@ Trial Balance by Fund at G/L Account Level Report - FMMI Portal - Internet Explorer

Welcome CAROL ANDER Help | Log

Recurring Entry Process | Financial Reports | Evaluation | BOBJ General Ledger Management Reports | HAMN

Trial Balance by Fund at G/L Account Level Report | History, Back Forward
¥

SGL Accounts Balance

Save list in file...
[Menua| p [Back || Cancel | [ System 4 | [ Navigation on/off | @—mﬁce Integration || Messages |[ Send repori | | Select | [ Callup report | »»

Jjavascript:void(0)

4301
4902
Budget

1010

.30-
. O
.00

9,445,326,
0.

2,033,285.
$gz,388.
5,983,799.

581,973,
0.

Variation: Characteristics In which format should the list =
[Z) Budget Period be saved ? ct-cat A Budget Period
T Trial Balance at the SGL Account Lewvel

Variation: Budget Pericd

(]
+ =9 * Budget Period
Beginning Balance Cust. cre
[Z) 1010 2010 Annual
[2) 1111 2011 Annual e 9,445,326.58- 0.00
[O) 1212 2012 ANNUAL () HTML Format 0.00 4,113,280.72 1,750
@ 1313 1313 ANNUAL ) In the clipboard 9,533,873.62 179,407.17 1e8
0.00 13,251.91 13
[=) 1414 2014 Annual 2,564.74- 60,825.63 62
@ 1515 2015 Annual 0.00 1,360.48
.00 0.

1,947

3,041
,983

3,041

> ©

» | PE1{500) [E|, | forecape-d

-

&

100%

T 4



3. Select a file path and name (click

the box at the Directory window
for dropdown).

x|
Save In: ||j FMMI Sample |v|
D ActCost.xls Encoding:
\ =]
4
File Name:  [TB GLXLS |
Files of Type: |EXCEL Files {*XLS) |

5. After you select the path and file
name, the window below will

come up. Click on Generate to
create the file. This t

SGL Accounts Balance

|C:\Users\apcanderson'ﬁaanrchir\

Directory
File Hame

Enceding

[xLs

[ ]

<|

| >

[Generate] [Replace | [Extend] [3¢ |

4. The next window will allow you to
select the actual file path and
name the file. Make sure to keep
the Files of Type: EXCEL Files
(*.xls).

S5GL Accounts Balance

Directory

[HAFMMI Samplet

File2 Hame

[TB GL.XLS

Encoding

R




The only thing you will see after you click Generate is a message at the
bottom of the screen indicating something was transmitted.

Welcome  Accounts Payable  Accounts Receivable  Cost Management  Funds Management [el= (e W [o (=l ETable (Sl a)8
Recurring Entry Process | Financial Reports | Evaluation | BOB.J General Ledger Management Reports | HAMNA General Ledger Management Report:
Trial Balance by Fund at G/L Account Level Report | Histo

b
SGL Accounts Balance

[Menua| P [Back || Exit|[ Cancel || System 4 | [ Navigation on/off | [ Print page formatiing onfoff | | Column freeze on/off | [ Options / Office Integration | | Messages || Send report

— S 07 /17,/2015 12:37:46
Variation: Charactenstics

[Z) Budget Period Fund APDO1600AD General-Direct-cat A
- Fiscal Period 1 to 16 Trial Balance at the SGL Accou
Variation: Budget Penod Year 2015
=3 * Budget Period
SGL Account Beginning Balance
@ 1010 2010 Annual
[=) 1111 2011 Annual 4201 9,445 ,326.58-
[2) 1212 2012 ANNUAL B e
4650 9,533,872.62
@ 1313 1313 ANNUAL ! !
g 4700 0.00
@ 1414 2014 Annual 4801 2,564.74-
@ 1515 2015 Annual 4871 0.00
4381 Q.00
4901 85,982.30-
4902 0. 00
=  |Budget Q.00
9,445,326,
0.

5,868 bytes transmitted, code page 0000




FINDING YOUR REPORT

You will need to open the document from the location where you saved it.

1. Click on File ® Open*= File Path (Home (H)) = File Name (TB GL.XLS)

x|

||~ Computer ¥ Home (H:) ¥ FMMI Sample

Organize ~  New folder

& Music -]
& Pictures
B videos & ActCost.xis 7/16/2015 2:29PM  Microsoft Excel 97-.. 93 KB

~ {23 | search FMMI Sample

Name = | Date modified | Type | Size | |

7/17/2015 2:00 PM Microsoft Excel 97-...

‘& Computer

~§ osDisk (C3)

= Home (H:)

= INFO (L)

& APPS (M:)

= FMD - Financial Management Division (

= Temp (T3)

o info (\\mdrdfs11) (W:)

& Network |

File name: |TB GLXLS =] |All Excel Files (i< xisixi: x|

Tools ~ Open |*




The data is not actually saved in an Excel format, you will need to take a few
more steps to open/save the report.

2. In the box, click on Yes.

®| H9-o-3 |+ Bookl - Microsoft Excel = B 2
Home Insert Page Layout Formulas Data Review Vi Acrobat & 0 o @ R

& cut Calibri i A === e 5 Wrap Text General B, = ﬁ E e ? ﬁ  Autosum ~ %r [ﬁ

Bom- O _c= s 3 - _
Pafte < Format Painter LU~ MR é' E=E=|FF Merge & Center | § ~ % 3 | % 53 Eoorr:n‘jaﬂionngal' a:?’;rgla:' St)crliliv Insvert DEIvEte Forvmat (2 Clear ~ lgi‘ljtr:r&v ELT:ctBi

Clipboard [F} Font [F} Alignment [F} Mumber [F} Styles Cells Editing |

a1 - | v

A | 8B [ ¢ [ o | e ] [ @ [ n Q% 1 [ 13 [ x [ ¢ ] m N | o [ e | a | r s | 1 | ufk
1 -
12
|3
|4
| 5 |
| 6 |
| 7|
8
B x|
ﬂ The file you are trying to open, TB GL.XLS', is in a different format than spedified by the file extension. Verify that the file is not corrupted and is from a trusted
11 source before opening the file. Do you want to open the file now?
|12 Yes No Help =
|13 |
| 14 |
| 15 |
| 16 |
|17 |
| 18 |
15
20
21
22
23
24
25 w
4 4 v M| Sheetl  Sheetz . Sheet3 . ¥ 4] [ | 3l




You will be brought to the Text Import Wizard, the page should open with the
radio button “Delimited” marked.

3. Click on Next.

Text Import Wiza, { - Step 1 of 3 llil

The Text Wizard has deWygmined that your data is Delimited.
If this is correct, choose MeEW, or choose the data type that best describes your data.

......................




Text Import Wizard - Step 2 of 3 ﬂil

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

~Delimiters
[+ Tab
T [ Treat consecutive delimiters as onei
Col
W Text qualifier: |
[ space
[ other:

120 |-244.19 65,398.64 [-64,785.45 231.00
190 0.00 12,256.65 [-12,256.65 0.0
210 |-66,579.29 1,098,084.82 |-1,031,505.53 0.0
213 |-16,504.02 190,767.61 [-174,263.59 0.0
100 9,531, 308.88 0.00 0.00 9,531, 308.8
107 0.00 4.245.040.22 F1.871.255.66 2.373.784.5
4 3

Cancel < Back | Next > I Finish

Step 3 - the screen will show
how the columns will be
separated, click Finish.

Step 2 - make sure there
are checks in front of
Tab and Treat
consecutive delimiters
as one, click Next.

Text Import Wizard Step 3 of 3

This screen lets you sel@Ct2atn comni and set the Data Format.

lumn data format

(™ Do not import column (skip)

2%

(@ General

'General' converts numeric values to numbers, date values to dates, and all remaining
C Text values to text.
(" Date: |MDY - Advanced...

neral

64,785.45
12,256.65
1,0%1,505.53
174,263.59
9,531,308.88 . 0.00
0.00 . 1,871.255.66

9,531,308.
2.373.784.




Your data will be set in columns on your spreadsheet. You will need to finish
using Excel to format the data in a manner that is useful for you.

Proprietary

-9,445,326.5%
0

1]

-2,054.80
-844.13

1]
-EE5T3.29
-16.,504.02
9,531,308.88
0

[ ke
0

67
E4,725.45
E5,390.64
12, 26666

1098,084 .82
130,767 .61

]
4.245,040.22
1]

187125566
337960035
ST1ESDET
1561.85
12,382,366.95

-3,041,509.139
1]

BT

-E2, 73065
-64,785.45
-12, 266 65
103150553
17426353

1]
1871255 66
1]

-4,245,040.22
151273096
-3E4,720.50
-1561.85
-12,382,366.95

E c u] E
| 1 SIEL ACCOUNT EALANCE
2
| & | Fiseal Year 2016
| 4 | Company Code usos,
| 5 | From Period 1
| & To Feriod &
b
| & Fund APO0IEI0AD
| 9 Application of Fundz )
| 10 Business Area AFOD
L Profit Center '
| 12| Funstional Area Group )
| 13 Funds Center APMRFMEDZT
| 14 Funded Frogram )
| 15 Budget Period "
|
|7
|5
| 13
| 20
EN
3
|23
e
| 25
| 26 THR20I5 123746 2
E
| 28 | Fund APO0EOOAD General-Oirect-Cat &  Budget Period ®
| 23 | Fisal Period 1to 18 Trial Balance at the SGEL Account Lewel
| =0 ‘fear 2015
EN
| #2 SGEL Account Eeginning Ealance Cust, Credit End Balance
k]
| 34 4201 4,445,326 58 [ ] -4,445, 32658
| 2% 4610 ] 4hz2e072 -1 7E0E2EED 236265203
| 26 4650 953387362 17340717 168,043 48 95452323
| 27 4700 1] 132519 132613 1]
| =8 4401 -2 56474 E0B25.63 -B2412.27 415138
| 33 4571 1] 136048 1] 136048
| 40| 4581 i i 0 0
| 41 | 4301 -85,382.30 2033,.285.09 - 47R33TA -23
| 42 | 4302 1] R32,38323 -3,041524.08 -2 453535 86
432 Eudget ] B903,790.23 -B,993,799.23 ]

-11,904 262,44
1]

953130888
2,373,704 56
1]
2,373,784 56
1,866,869.39
50621517

1]

1]




The document is in Unicode Text (*txt) format, you must do a “Save As” to
save the report in an Excel Workbook (*xIxs) format. If you do not save
the document in an Excel format you will have to reformat each time it is
opened.

=

x|

|J.- = Computer - Home (H:) = FMMI Sample - | Search FMMI Sample

Organize *  Mew folder = W

&) Documents 2| Name - Date modified |I",rpe |5sz | |
J' Music

[ Pictures Mo items match your search,

B videos

1M Computer
&& osDisk (C:)
% Home (H:)
L@ INFO (1)
L APPS (M:)
¥ FMD - Finandial Managementﬂ

H-Eﬂane:l
l Save as type:

=
Unicode Text (=, tet) =]




Process 2 - Export to a Spreadsheet - MHTML format.

1. Click on: Menu = List % Export = Spreadsheet

é Transaction Register Report - FMMI Portal - Internet Explorer == |5|
6\2} L I"‘"’ https://portal. fmmi.usda.gov/ ,Oj % |E| M Transaction Register Report ... % | 5 USDA APHIS | Financial Manage... | | m * {é}
| File Edit View Favorites Tools Help

pPaute—tB3 United States Department of Agriculture Welcome CAROL ANDERSON Help | Log off
I Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management  Funds Management RelsI 1| NRED M ETWED
Recurring Entry Process | Financial Reporis | Evaluation | BOBJ General Ledger Management Reports | HANA General Ledger Management

Transaction Register Report | History, Back Forward
»
Federal Transaction Register
Menua | P | Back || Exit |[ Cancel || Systern 4 || Details || Document Chain || Selection Screen Information | [ Refresh | Sort in Aycending Order | »
| | List » | Print Preview (Ctri+Shift+F10) ...
r Edit | Print (Ctr+P) |
F Goto P| Crystal Reports Batch Printing nentNa “ ‘Fund - ‘BP - ‘Funds Center ‘ mmt Item ‘Account Nu ‘!
4 Views » -
. mm ]
Settings » | Export »| Word Processing... 523 4801000000
System »| SendTo ¥ Spreadsheet... 660
Hel » - .
P . . Local File... (Ctrl+Shift+F9) 523 4610000000
Exit (Shift+F3) Additional Functions of SAP Query
Print Window Content U UTIus2uTs UTriusr2uty Crystal Reports File 660
Copy URIL to Clipboard
About SAP GUI for HTML 10 07/07/2015 06/30/2015 438848785 APDO01600AD 1515 APMRFMGE027 2570 4901000000
10 07/07/2015 06/30/2015 APMRFME027 2570 5700000000

<] | >

H1S0% - g

ﬂstnrt| |@1ranﬁcﬁnn_ -1Dedd:op l_} JobNdsﬁxR...| % @ @ &E'HMN—WM...||EM0050&LWM ::'scntpCom..l@amtngm.. A ) 2 ;;15';12:‘5-




x|

2. The Excel (in MHTML savein: |3 sapWorkDir EEEEEE
Format) will
automatically be
marked; click green
check.

File Name: |export)ﬂ_d |
Files of Type: |qu file nm. (~.MHTML) | - |

| save H Canoel‘

Select Spreadsheet

Formats:
(*) Excel (in MHTML Format)

3. You above window will open,
click on save.

O OpenOffice (in OpenDocument Format 2.0)
() Select from All Available Formats

I M

4. When the following screen
opens, click Yes.

O Always Use Selected Format

gts. Do you want to replace the file? |

No




Excel will open with your data.

Home } Insert Page Layout Formulas Data Review View Acrobat
=5 4 Cut Arial S0 - AN S == E] B S Wrap Text General M H E-l ﬁ Bad Good E— %( E ;Au‘tusum - ? m
S copy - - Fill -
Pasts . AL === & . . <o a0 | Conditional Format mf Insert Delete Format Sort & Find &
S e e = H-A-E=E= Merge & Center - § - %+ | & % Fot:nmatlt?nngav ?rrarglae = Neutral Calculation <[ RiesEn 0= iR =t e — F;:ter . S;.‘qm g
Clipboard [F} Font ] | Alignment 7} ‘ Number 7} ‘ Styles | Cells | Editing
A2 - £ 2015
1]z[3] A B [ [ [ D [ E [ F | G [ H [ [ | J | K | L | M |
1 Fiscal Year |Posting period \Donumenl Type \Posling Date \Fund \Funded Program |Ref, document number \Dm:ument Number \Document Number|Budget Period |SGL account|Acnount Number |Commrtrnent Item |Bu
[r 2 [2015 W 8/6/2015 APO0MB00AD FPDEFAULT "1914018988 1914018988 1088591407 "1515 2110 2110900000 2580
3 2015 11 T 8/6/2015 AP001600AD FPDEFAULT "2005980737 "2005980737 "1088610459 "1515 2110 2110000000  "2540
4 12015 "1 Tl 8/6/2015 APO0MB00AD FPDEFAULT "2005980737 "2005980737 "1088610459 "1515 2110 2110900000 2580
- | 5 2015 "1 Tl 8/6/2015 AP001600AD FPDEFAULT "2005980737 "2005980737 "1088610459 "1515 2110 2110000000 2670
=l |86 | \ \ \ \ \ | [2110 | |
[ - 7 2015 11 Tl 8/6/2015 AP001600AD FPDEFAULT 2005980737 2005980737 "1088610459 1515 2120 2120000000 2540
8 2015 "1 Tl 8/6/2015 APO0B00AD FPDEFAULT "2005980737 2005980737 "1088610459 "1515 2120 2120000000 2580
- | 9 [2015 "1 Tl 8/6/2015 AP001600AD FPDEFAULT "2005980737 "2005980737 "1088610459 "1515 2120 "2120000000 2670
= |10 [ \ \ \ \ I [ i [ [2120 [ [
- 11 2015 11 7A 8/1/2015 APO01600AD FPDEFAULT 107285550 107285550 1088233881 1515 2210 2210000000 1279
12 2015 "1 ZA 8/1/2015 APO01600AD AP.EX.SCWM.01 "107285550 "107285550 "1088233881 "1515 "2210 2210000000 1279
13 2015 "1 ZA 8/1/2015 APO01600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
14 2015 "1 ZA 8/1/2015 AP001600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 "2210 2210000000 1279
15 2015 "1 ZA 8/1/2015 APO0600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
16 2015 "1 ZA 8/1/2015 AP001600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
17 2015 "1 ZA 8/1/2015 APO0600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
18 2015 "1 ZA 8/1/2015 AP001600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
19 2015 "1 ZA 8/1/2015 APO0B00AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
20 2015 "1 ZA 8/1/2015 AP001600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
21 2015 "1 ZA 8/1/2015 APO0B00AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
22 2015 "1 ZA 8/1/2015 APO01600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
23 2015 "1 ZA 8/1/2015 APO0B00AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
24 2015 "1 ZA 8/1/2015 AP001600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
25 2015 "1 ZA 8/1/2015 APO0MB00AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
- | 26 2015 "1 ZA 8/1/2015 AP001600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279
- |27 2015 £ ZA 8/1/2015 APO0MB00AD FPDEFAULT "107285550 107285550 "1088233881 "1515 2210 2210000000 1279
28 2015 ZA 8/1/2015 AP001600AD FPDEFAULT "107285550 "107285550 "1088233881 "1515 2210 2210000000 1279




The document is created in “Single File Web Page (*mht,*.mhtm)” format.
When you do the “Save As” to save the document to a folder and create
a File name; be sure to change the “Save as Type” to Excel Workbook
(*.xlsx).

x|

| | Computer * 0SDisk (C:) ¥ Users ¥ apcanderson ¥ SapWorkDir = | Search SapWorkDir

Organize >  New folder E= A > ]

£ Recent Places 2l name - | Date modified | Type | ]

=] Libraries No items match your search.

# | *, Documents
# .4 Music
[+ =, Pictures
= B videos

=& Computer

~ 0sDisk (C:)
# =¥ Home (H:) ﬂ 4| _;l
Saaatde j
Save as type: Igngle File Web Page (*.mht; *.mhtml) j

erson, Cdrol J -

Save: @ Entire Workbook Page title:

(" Selection: Sheet

Publish...




Process 3 - Export through Print Preview

This process would be used if you want to export a document view to Excel.

1. Display the document

Display Document: Data Entry View

[ Menu a || | 4 [Back || Exit |[ Cancel |[ System 4 | [ Display Another Document | | Select Individual Object | [ Display Document Header | [ Display Currency | | General Ledger View |
Data Entry View

Document Mumber 1914018988 Company Code m Fiscal Year @

Document Dafe Posting Date Period

Reference |4716404556461177 |Cross-Comp.No. [ |

Cumency Texds exisl Ledger Group :l

= | =) ) O L] | (=1 | D8] [R5 | 9 | H

Clrng doc. |RCd |Assig1ment |PI( |Item|Amuunt |I)esmphm | Amuun1|Cur. |Text Funded Program
20150806 an 1 6100002580 OpEx-Fees 15.00 USD  SHANNON BONA DMS FPDEFAULT
2005950737 31 21100929882  US BANCORP 15.00- USD 339508041501 FPDEFAULT

(=)




2. Click on: Menu ®» Document # Print Preview

@& Transaction Register Report - FMMI Portal - Internet Explorer — |EI |£|

@7{)' IF}NI https://portal.fmmi.us... pj@h:ﬂ 01| Transaction Register Rep... % | g USDA APHIS | Finandial Man... | " Project Buider - FMMI Portal | | {& i-\\\? @
| Fle Edit View Favorites Tools Help

9—_5.[.)& United States Department of Agriculture Welcome CAROL ANDERSON Help | Log off
L Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable Cost Management Funds Management RelW[EclBEDLIENEWEDENE )
Recurring Entry Process | Financial Reports | |

Evaluation BOBJ General Ledger Management Reports | HANA General Ledger Management Re|

Transaction Register Report | History, Back Forward
»

- . - i
Display Document: Data Entry View 9.
Menu 4 || | 4 Back || Exit|[ Cancel| [ System . | [ Display Another Document | [ Select Individual Object || Display Document Header | »

"~ Document P Release i
- Edit } Reject -
Fiscal Year
Golo » [k [2015 |
Period
Extras ¥ Other Document... (Shift+F5) 08/06/2013 ero
Settings }| Display <-> Change I |
Environment »  Print Preview Ledger Group |:|
\ System »
Sl S
Save =PI |
Print Window Content Delete Description | Amount Cur.  Text
0 OpEx-Fees 15.00 USD  SHANNON BONA DMS
7 About SAP GUI for HTML Exit (8hift+F3) 32 US BANCORP 15.00- USD 339808041501
[4]] D

» | PE1(500) [*E], | fprecap2-d

®125% ~ g




You will be switched to the Print Preview screen

3. Click on: More (double arrows on right) = Export as Local File

@ Transaction Register Report - FMMI Portal - Internet Explorer — |EI |£|
@Ov IF.”-‘*“ https://portal fmmi.us... ,Oj £ | %3 "V Transaction Register Rep... x DA APHIS | Financial Man... | P11 project Buider - FMMI Portal | | ™ ke £
J Hle Edit View Favorites Tools Help
[ d
Welcome  Accounts Payable  Accounts Receivable Cost Management Funds Management eneral Ledger Manageme
g = : al Repo G BOB edger Manag epo ANA edger Ma Re
Transaction Register Report | History™\Back Forward
»
Document Overview - Display p
[ menua || | 4 Back |[ Exit || Cancel | [ System 4 | [ Select Individual Object | [ Change Individual Line Items || Display First Column | »
Y
Doc.Type : ZW ( SmartPayZ Purch Card ) Normal document Display Next Column (Ctr+F3)
Doc. Number 1914018988 Company Code USDA Fiscal Year 2015 Display Last Column (Ctri+F4)
Doc. Date 08/05,/2015 Posting Date 08,/06,2015 Period 11 Sort in Ascending Order (Ctri+Shift+F5)
calculate Tax [ | Sort in Descending Order  (Ctrl+Shift+F4)
Ref.Doc. 4716404556461177 Display document header  (F5)
Doc. Currency  USD Define filter criteria (Cir+Shif+F2)
Doc. Hdr Text 34004163452 _ _
Display Sum (Shift+F7)
Change Current Layout  (CIrl+F8)
Choose (Ctri+Fa)
Itm |Fund PK | Account BP Amount |Tr.Prt [Funds Center WBS element | Save (Ctr+F12)

APD01600AD 6100002580 APMRFME027 Export as Local File (F3)

__ Displav another document  (Shift+F5)

-

o

SAP4 » | PE1(500) ['E], | fprecapz-a

#125% v




4. Click the Spreadsheet radio button, then click the green check.

Welcome  Accounts Payable  Accounts Receivable  Cost Management  Funds Management el )

Recurring Entry Process | Financial Reports | Evaluation | BOB.J General Ledger Management Reports | HANA Gi

Transaction Register Report | History, Back Forward
a
Document Overview - DIM ® .|
[ Menu 4 || | 4 Back| Inwhich format should the list | [ Change Individual Line items |
be saved ?
Doc.Type : ZW ( SmartPay? Purch Card )
Doc. Number 1914018988 Compar 2015
Doc. Date 08,/05/2015 Postif [ unconverted 11

Calculate Tax [ | "~ Spreadsheet |
Ref.Doc. 4716404556461177 )
Rich text format

Doc. Currency  USD
Doc. Hdr Text 34004163452 () HTML Format

() In the clipboard




5. Click in the Directory field to highlight it; then click the box on the right to
select chose the file path and name where you want the data saved.

Document Overview - Display

[ Menu a4 | P | Back || Exit || Cancel || System s || Select Individual Object || Change Individual Line Items || Display First Columnf| | Display Previous Column || Display N
/

Doc.Type : ZW ( SmartPayZ Purch Card ) Normal document

Doc. MWumber 1914018988 Company Code USDA Fiscal Year 2015
Doc. Date 08/05/2015 Posting Date 08,/06/2015 Period 11
Calculate Tax | |

Ref.Doc. 4716404556461177

Doc. Currency  UsSD
Doc. Hdr Text 34004163452

Document Overview - Display

Directory [C:\Users\apcanderson\SapWorkDirt |

File Name [ XLS |
Itm|Fund PK | Account BP Bzl [ 1] ost Ctr |Text
1 |AP001600AD |40 6100002580 1515 PMRFMGE027 | SHANN
2 311100929882 33980

|Generale||Repkace]|Extend|]i|




The window below will pop up, chose the file path and give document a File
Name. Do Not Change “Files of Type: EXCEL Files (*.XLS).

7. Click on Save.

I Welcome  Accounts Payable Accounts Receivable  Cost Management  Funds Management RelZiEe BELLEHAEGEREGEnME [nig
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Document Overview - Display D
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X
Generate | | Replace | | Extend
. o0
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[ ActCost.xls Encoding: FMED27 APMRFMB027 |SHANNON BONA D
[y TBGLXLS |v| 239808041501
D TBGLO7282015.XLS
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Files of Type: | EXCEL Files (*.XLS)




Your selected information will populate the fields in the Document Overview
— Display area.

8. Click Generate
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Document Overview - Display
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Doc.Type : ZW { SmartPay2 Purch Carg Directory |H:1.FMMI Sample |
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Doc. Currency USD
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You will receive a message at the bottom of the screen indicating that the
document was exported and saved.
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FINDING YOUR REPORT

You will need to open the document from the location where you saved it.

1. Click on File % Open*= File Path (Home (H)) = File Name (Process3.XLS)

M
{» )| ~ Computer v Home (H:) v FMMI Sample ~ |23 | Search FMMI Sample
| Fie Edit View Tools Help

Organze v ¥l open v Print  Burn  New folder == o~ [ @

1 . s

. Favorites =1 Name Date modified | Type | Size
I Desktop
|y Downloads

25 Recent Places

EJ ActCost.xls 7/16/2015 2:29 PM Microsoft Excel 97-... 93 KB

‘a Process 3.XLS 8/6/2015 2:09 PM Microsoft Excel 97-...

ﬂ TB GL Fixed.xlsx 7/28/2015 2:58 PM Microsoft Excel Wo... 11 KB

;-:3 Libraries EJ TB GLXLS 7/17/2015 2:00 PM Microsoft Excel 97-... 6 KB
1, Documents = TB GL07282015.XLS 7/28/2015 2:16 PM  Microsoft Excel 97-... 6 KB
& Music
=, Pictures
B videos

‘& Computer
~§ 0sDisk (C:)
. Home (H:)
< INFO (1)
<% APPS (M:)
= FMD - Financial Management Division (1
= Temp (T:) L
= info (\mdrdfs11) (W:)

L Process 3.XLS Date modffied: 8/6/2015 2:09 PM Size: 1.20KB
i Microsoft Excel 97-2003 Worksheet Authors: Add an author Title: Add a title
]} Tags: Add atag




The data is not actually saved in an Excel format, you will need to take a few
more steps to open/save the report.

2. In the box, click on Yes.

(X d9-&-R]+ Microsoft Excel =@ 2
File Home Insert Page Layout Formulas Data Review View Acrobat

)
’e T ks S — v 5 SN e o
3 Copy -

& Fin -
Paste . B I U-|H+ &+ A
~ < Format Painter =

#= £ 5§ Merge & Center - % 9 | %2 ;8 Conditional Formatas Insert Delete Format Sort & Find &
2 2 2 Filter = Select ~

Cells | Editing

Formatting ~ Table =
Alignment [F] Number ] Styles ‘

&2 Clear ~
Clipboard IT.| Font [F]

T

The file you are trying to open, 'Process 3.XLS', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the
file. Do you want to open the file now?

Yes Mo Help




Your report will open in Excel.
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Do a“Save as” and change the “Save as type” field from Unicode Text (*.txt)
to an Excel Workbook (*xIxs) format. It will save notes and changes
better.

x|
|| = Computer v Home (H:) ~ FMMI Sample ~ |3 | search FMMI Sample
Organize ~  New folder ===l 2 @
ﬂ Name “ | Date modified | Type | Size
| Libraries
. Documents No items match your search.
< J} Music
= Pictures
g, Videos
Save As X
A Computer X|
~§ 0sDBK (C) ||~ Computer v Home (H:) ¥ FMMI Sample + &) | search FMMI Sample
¥ Home (H:) Organize ¥  New folder = v @
< INFO (1:)
< APPS (M:) | :I Name “ | Date modified | Type | Size
e x| | Libraries - ]
R | J Documents J TB GL Fixed.xlsx 7/28/2015 2:58 PM Microsoft Excel Wo...
E=VGEEERW - Unicode Text (*.txt) & Music

= Pictures
Authors: Anderson, Carol J - APHIS Tags: Add a tag g Videos
A Computer
'+ Hide Folders s~ [ ~§ ospisk (C:)
. Home (H:)

< INFO (L)

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

Authors: Anderson, Carol 1 - APHIS

[~ Save Thumbnail
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