Selection and Display Variants

Selection and display variants allow each user to customize reports so
that he or she can easily retrieve the information desired in the format
desired.

What are these variants?

* Selection and display variants permit you to design and save the
reports templates for those reports that you will need repetitively.

* Selection Variants determine what information you select from the
database

* Display Variants determine how you will view the information
selected

Almost all SAP delivered reports and many custom reports will be able to
make use of the selection and display variant features.

For purposes of this material, we will work with transaction FAGLLO3 -
General Ledger -> Account -> Display/Change Items (New)
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Selection Variants

Below is the selection screen for FAGLLO3

G/L Account Line Item Display G/L View

to
THAR o | [=]

Selection using search help
Search help ID
Search string

Search help =]

[ Line Item Selection

Status
@ Open ltems
Open at Key Date 0O/12/2007

< Cleared Items
Clearing Date 1o =]

Open at Key Date

O Al items

Posting Date 10
Tvpe
Ledger |
[ List Output
Layout FHARROLD

Maximum Mumber of ltems

The fields which will most commonly be used to search the database
appear on the selection screen.

For purposes of this example, I will select all items posted to account
5210110 (Professional Services).

G/L Account Line Item Display G/L View

[1=0 1 ~ctive |[E5 cChoose Ledger |[EE Entry view |[ Data Sources

S/ account selecuon
S/ account 52101160 to
Company code 1MAR to

Selection using search help

Search help ID
Search string

Search help

Line ltem Selection

Status
O Open ltems
Open at Key Date G9/12/2007

O Cleared Items
Clearing Date to [==]
Open at Key Date

FPosting Date to

[4

Type
Ledger LL

List Output
Layout /HARROLD
Maximum MNumber of items

There are certain additional features which help to make selection easier
and more versatile.

The Dynamic Selection () button allows one to select data based upon
additional fields. Not all reports provide dynamic selections but many
do.

The Get Variant (E) button allows one to retrieve stored selection
variants.
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Dynamic Selections

Dynamic selections provide t additional selection criteria that are less
frequently used. These selection criteria will vary from report to report.
These additional selections may be accessed by pressing the Dynamic
Selections (=() button.

For this report, the following selections appear:
Free Selection

[l /L Account Master Record
[ GiL Account Company Code
[l @/l Account Line ltems

C1 General Ledger Line ltems

VT 7

The selections can be expanded by pressing the triangular (P ) buttons on
the left.

Each one of the above optional selection groups provides additional
criteria.

G/L Account Master Record selection criteria below:

Balance sheet account
Sroup account number
Created on

Created by

F&L statmt acct type
Account Sroup
Trading Partner

Mark for deletion
Blocked for posting

S Account Company Code
/L Account Line tems
eneral Ledger Line terms

D00
0o

G/L Account Company Code selection criteria below:

= i G/l Account Company Code
Accounting clerk
Created on
Created by
Flanning group
Flanning level
Field status group
Recon. account for acct typs
Tax category
Interest indicator
Account currency
L Account Line tems
neral Ledger Line ltems

T
Lo
G0
o=
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G/L Account Line Items selection criteria below:

> [ G/L Account Company Code
= = GIL Account Line tems
Cocument Mumber
Fiscal Year
FPosting Date
Document Date
currency
Reference
Document Type
Posting Pericd
Zlearing Document
Assignment
FPosting Key
Dekit'Credit Ind.
Tax Code

Ameunt in LS
Amount

Order

Flant

“alue date

WB3 Element

Real Estate Key
Reference Date

> [ General Ledger Line ltems

General Ledger Line Items selection criteria below:

I [ GIL Account Campany Caode
> [ G/l Account Line Items

= = General Ledger Line ltems
Document Mumber
Fiscal Year

FPasting period

Line ltem

Transaction Type
Business Area
Controlling Area

FIM Area

Fund

Grant

Functional Area

This is only an example and I did not name the groups!!
The criteria that I have found most useful are the cost objects, funds

management objects and document number included in the G/LL Account
Line Items and General Ledger Line Items groupings.
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Fund is selected below:

Free Selection

| Single Values Only || Hide Field Selection ||IH|

b [ G/ Account Master Record
[l GIL Account Company Code
b [ G/ Account Line Items
= [ General Ledger Line ltems
Document Mumber
Fiscal Year
Fosting period
Line Item
Transaction Type
Business Area
Contralling Area
FM Area

Functional Area

Enter a fund or funds
@ 2P

Dynamic selections
General Ledger Line ltems
Fund fo

to restrict your selection:

Free Selection

g eee CHE anon BOE @B
g

[ Single values only || Hide Field Selection | [[EH]

I [ GIL Account Master Record

I [ GiL Account Company Code
I [ GiL Account Line ltems

= [ General Ledger Line ltems

Dynamic selections
General Ledger Line lterns

Fund 22058 to

Document Number
Fiscal Year
Posting period
Line Item
Transaction Type
Business Area
Controlling Area
FIM Area

Fund

Grant
Functional Area

] . .
Press the Save ( ) button to save your dynamic selection.
You are returned to the selection screen.
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_Erogram Edit Goto Systern Help

& | 2 AE I CEe SHE Do BRI @ m

G/L Account Line Item Display G/L View

|]E[ 1 Active ||II\5* Choose Ledger”E.! EntrWiewH Data Sources |

GIL account selection

GIL account 5210110 to E
Company code 1MAR to
Selection using search help
Search help ID | ||
Search string
Search help = |
Line ltem Selection
Status
O Open ltems
Open at Key Date 0971212007
O Cleared ltems
Clearing Date to EI
Cpen at Key Date
ifisrms T
Posting Date to %
Type
Ledger Im
List Qutput
Layout fHARROLD

e e |

Note the Dynamic Selection button has changed (21 *#«)) to say that there is
1 dynamic selection.
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Saving a Selection Variant

By pressing the Save () button, you will create a selection variant.
Environment System Help

] BdH Ca@ CHE DDO0 EE @

Variant Attributes

|ﬁ' Copy Screen Assignment |

Variant Name /22050-5210110
Meaning fund 22050 account 5210110 Sern Assignm.
Created |Selection Scms
] Only for Background Processing | 1000
[ Protect Variant
] only Display in Catalog %
Objects for selection screen
Selection Scms|Field name [TypeProtect field] Hide field[Hide field BIS] Save field without values| Switch GPA off Required field]t
1,000 GIL account g | O 1 O O
o 1,000 Cempany code O H m O O
1,000 SO_INDEX P O O O O
] 1,000 Alternative local currency (P I H O O
] 1,000 Translation date P | ] O O
] 1,000 | GIL Account Worklist P n O O O
] 1,000 |Or values S I B = O O
] 1,000 Company Code Worklist  |P O ' O O
] 1,000 Or Values S ' O W O O
1000 [Onen tems B = = M M

Variant Name and description are very important to provide reusability. If
you don’t name and describe the variant in a meaningful way, it is unlikely
that even you will be able to find the variant in the future; certainly others
will not be able to gain the benefits of your variant.

If the first character of the variant is a forward slash(/), the variant will be
available for use by others.
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Retrieving a Selection Variant

Execute transaction FAGLLO3 - Display/Change Items (New)

G/L Account Line Item Display G/L View

|I?|'3’ Choose Ledger | Entry View || Data Sources |

G/l account selection

G/l account | = to
Company code | THMAR 1o | L=

Selection using search help
Search help ID ||

Search string

Search help == I
Line Iterm Selection
Status
@ Open lterms
Cpen at Key Date 29/12/2007
O Cleared ltems
Clearing Date o

Open at Key Date | |

O Al ltems

Posting Date to

Tvpe

Ledger LL
List Cutput
Layout YHARROLD

ress the Get Variant () button to see a list of variants available. You will

be presented with the screen below:
= Find variant

Variant I |
Environment |_|

Created hy HWOLCOTT
Changed by

Criginal language |_|

If you wish to see variants created by others, you will need to remove your
user ID from the Created by field.
IlI?'Firu:I Wariant

lelelslolsl 5

Variant | |
Environment |_|

Created by |
Changed by

Criginal language |_|

lelslelolel 4
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Press the Execute (@) button to display a list of variants.
III?.-’-&EI.-’-\F': Variant Directory of Program FAGL_ACCOUNT_ITEMS_GL

N = ) S =Y

“ariant catalog for program FAGL_ACCOUNT_ITEMES_GL

Variant name |Sh0rt description |E|P|Cha
[2Z2050-5210110 [ fund 22050 account 5210110 A Hww
Faooa fund 72000 reclass A Hwwe
/[EDEA-TRIAL BL EXCLUDE EQY GIL ACCTS A
EOM-CASH BAL | Cash Bal EOM-AIl Funds A

HWTEST TEST A

A SCH BMD= JAP&L school bonds reclass A HWt El
s SCHOOLS JAP&L schools reclass A E|

a0 | [aD)|

You can scroll through until you find the variant in which you are interested.

Double-click on the variant name to select the variant you want.
G/L Account Line Item Display G/L View

|]E[ 1 Active ||I:t|° Choose Ledger ||5 Entry View || Data Sources |

GI/L account selection

GIL account 216110 [=) to
Company code 1MAR to ﬁ

Selection using search help
Search help ID [
Search string

Search help o |

Line ltem Selection
Status
O Open ltems

Open at Key Date % 09/12/2007

QO Cleared ltems

Clearing Date to El

Open at Key Date

@ All ltermns
FPosting Date to El
Tyvpe
Ledger m
List Cutput
Layout /HARROLD

e e e R [ 1

o ———

Note all of the selection criteria have been retrieved including the dynamié
selection.
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Tips and Tricks for Multiple Selection Screen

The multiple selection screen is produced by pressing the Multiple Selection
(E|) button.

| Multiple Selection for G/L account

Select Single Values (1) Select Ranges i Exclude Single Values i Exclude Ranges

0 |Single value ﬁ

210110 [ ]

B B s
_ =

[l ]] IL]D]

| Multiple selecticn.. |

Using this screen you can select multiple values, ranges of values, and
exclude values and ranges of values. You can mix and match these.

There are two features which can help you to create complex selections.

The Upload from Clipboard (&) button allows you to enter the
values from your clipboard. Maybe you have highlighted a
column of account numbers in a spreadsheet, you can now
paste them into your selection using this feature.

The Import from Text file ( &) button allows you enter values from a text
file (already created). This feature can be useful also when the criteria
desired are found in a text file. No headers, trailers, or other extraneous
information is permitted.

If you are going to use the same criteria for selecting information from

multiple reports, it may be worth the effort to create a text file containing the
information.
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Display Variants

Below is the report produced:
G/L Account Line Item Display G/L View

IR I3 | IR =5 1|7 Selactons

G/L Account 5218110 88 Professional Services 09/12/2007 M
Company Code 1MAR
Ledger LL 09/12/2007
Doc. Date |Pstng Date|Ty|Reference DocumentNo|D/C|Account Amount in local cur. |Functional Area |Grant Fund
[ 18/12/2006|10/12/2006| WE [ ] 5000002357 |5

5210110 0,000.00 |9999999990909999 ) NOT RELEVANT 22050
I:

[ 18/12/2006 12/ 0@-|9000089909900008( NOT RELEVANT 22050

[] 18/12/2006|10/12/2006| WE 500000 5210110 . .50 |9999099089999999| NOT RELEVANT 22050
[ 09/12/2007|08/12/2007|WE 5000015352 5210110 10,000.00 |9999999089999999| NOT RELEVANT 22050

13,0862.50

The row on the screen contain all of the button controls what and how the
information selected is displayed. See below

I | | O | = =1 |5 | selections ||

The CIRIEIC] buttons control scrolling right and left. W will scroll as

far left as possible. M will scroll as far right as possible. E scrolls right
one screen. 4 scrolls left one screen.

There are many features of display variants. Features documented include:
¢ Filters

Sorting

Selecting and Ordering Columns

Totals

Subtotals

Adding Text to report

Saving a Display Variant

Selecting a Display Variant
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Filters

The filter () button allows you to further reduce the rows selected.

You may only want to see credits (D/C = H). The multiple selection
screen 1s available for filtering is the same multiple selection screen that is
used throughout SAP.

If you click on a column to select it and the press the filter button, you
will be asked to provide values related to that column.

[=-Fitter criteria

Select.

DebitiCredit Ind. | to

If you have not selected a column, you will be presented with a list of all of
the columns available on the report and asked to select those upon which
you wish to filter.

I= Cefine filter criteria

Filter criteria Field list

ol content
Cocument Date
Fosting Date
Account Type
Cocument Tyvpe
Reference
Document Mumber
DebkitZredit Ind.
Sccount

Armount in local currency
Functional Area
Srant

Fund

Column caontent

AENEENNEEN
L] (1]
s vy
[0 Y ][4

L[]

= | = A

Select the field on which you wish to filter by pressing the button to the left
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BL=-Define filter criteria

X

Column content

ol content

Document Date

FPosting Date

Account Type

DCocument Tyvpe

Reference

Aucoount

Amount in local currency

Functional Area

Srant

ap—— o
gl v

) I ]}

Fund

[~ coev |[52][3]
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Selection and Display Variants

Then press the Show Selected fields (EI) button to move the field to the
Column content column.

D= Cefine filter criteria
Filter criteria Field list
Column content | | Cal. content | |
Debit'Credit Ind. [=] | [Bocument Date! [=]
- El Fosting Date E'
- _.-’—\l:v:c- unt Type __|
| _Dcuc:umentT'y'pe
| m Reference
| n Document Mumber
| Account
| n Amount in local currency
| m Functional Area
- Srant
] =] =]
[=] Company Code [=]
= | | ]
(] . . .
Press the Copy (Iul) button to present the Filter Criteria screen
I=Fiter criteria
Select.
DebitCredit Ind. E[= to [=]
Ry
Enter or select the desired value or values and press the | button. The
report will only show debits.
G/L Account Line Item Display G/L View
KT I3 A 2% | =< (=] 1] setections [[C7]
G/L Account 5210118 Professional Services @9/13/2087 N
Company Code THMAR
Ledger LL 29/13/2007
Doc. Date |Pstng Date|Ty|Reference Documentho |D/C|Account Amount in local cur. |Functional Area |Grant Fund
[ 19/12/2006 | 18/12/2006|WE 5000002357 (5 5210110 20,000.00 |9999999999999909| NOT RELEVANT 22050
[] 18/12/2008|18/12/2006| WE 500000236855 |5210110 3,082.50 |9999999999999999( NOT RELEVANT 22050
[1 89/12/2007|09/12/2007|WE 5000015352 (S 5210110 10,000 O |9999999999999999| NOT RELEVANT 22058
33,062.50
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Sorting

The sort buttons ( ) allow one to sequence the rows that have been

selected via the selection variant and filtering. The &/ button sorts in
ascending order. The ' button sorts in descending order.

If you click on a column to select it and the press one of the sort buttons, the
rows displayed with be sorted into the sequence desired. Below Posting

Date and Descending sort have been selected.
G/L Account Line Item Display G/L View
(WD) A2 N 2B setectons [T}

G/L Account 5210110 09 Professional Services 09/13/2007 H
Company Code 1HAR
Ledger LL 09/13/2007

Doc. Date ||Pstncllpate| Ty |Reference Documentho | D/C[Account Amount in local cur.|Functional Area |Grant Fund
[1 10/12/2006(10/12/2006(WE 5 [5218110 20,000.00 (9999908999999999| NOT RELEVANT 22050
[] 10/12/2006(10/12/2006(WE 5 [5210110 3,062.50 |9999990000009990| NOT RELEVANT 22050
[] ©9/12/2007[09/12/2007|WE 5 5210118 10,000.00 (9999909999990999)| NOT RELEVANT 22058

33,062.50

The sorted report is produced:
G/L Account Line Item Display G/L View

I KW | GO0 5| P | = =z ]

G/L Account 5210110 09 Professional Services 09/13/2007 M
Company Code 1MAR
Ledger LL B9/13/2007

ODoc. Date |Pstng Date|Ty|Reference DocumentNo|D/C|Account Amount in Tlocal cur. (Functional Area |Grant Fund
[} 09/12/2007|09/12/2007 |WE 5000015352(5 5210110 10,000.00 [9999999999999999( NOT RELEVANT 22050
[] 18/12/2006(108/12/2006 | WE 50000023575 5210110 20,000.00 (9999999999999999( NOT RELEVANT 22650
[] 18/12/2006(108/12/2006|WE 50000823655 5210110 3,062.50 |9999999999999999| NOT RELEVANT 22650

33,062.50
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If you have not selected a column, you will be presented with a list of all of
the columns available on the report and asked to select those upon which

you wish to sort.
= Define sort arder

Sort fields Field list

Column content [ & | F|ce |

Col. content

| Document Date
Fosting Date
Account Type
Document Type

8 Feference

> Document Mumber
Debit'Credit Ind.

Account

0] ]
|
[ 1[1[0]

Amount in local currency

Functional Area
Grant
Fund

|
[0l
[0l

s
|

You can sort the field list by pressing the sort keys on the right. By ordering
this list it may be easier to find the fields on which you wish to sort. The

Find (@) button may also be useful if there are many fields.

Select the fields on which you wish to sort by pressing the button to the left
of the field.

Then press the Show Selected fields (El) button to move the field to the
Column content column.

The sequence of the fields is important. You may select multiple fields and
the rows will be sorted by the fields in the sequence selected.
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|= Define sort arder

Sortfields Field list

Column content [ & | F|ce
Document Date O @ | @

Amountin local currency | O | @

Col. content | |
Faosting Date E|
_.Accnunt Type E
Document Tyvpe __|
Reference

M Document Mumber
Dehit/Credit Ind.
Account

]

Functional Area
Grant
Fund
Company Code
Business Area

|
F

|
[0l
(D]

| | il

In the case above, the rows will be sorted first by document date and then by
amount.

Press the Copy (IM') button to redisplay the report. See below.

G/L Account Line Item Display G/L View

| KNI | 0 A 7 = P ==Y =2 = -1 . | e |

G/L Account 52160118 09 Professional Services 09/13/2007 M
Company Code 1MAR
Ledger LL 09/13/2007

Doc. Date |Pstng Date|Ty|Reference DocumentNo|D/C|Account Amount in local cur.|Functional Area |Grant Fund
... 09/12/2007|09/12/2007|WE 50600015352(5 5210118 10,000.00 |9999999999999999| NOT RELEVANT 226850
[] 18/12/2006(18/12/20086(WE 50600823575 5210118 20,600.00 |9999999899999999| NOT RELEVANT 226850
[] 10/12/2006(10/12/2006(WE 5000082365(S (5210110 3,062.50 |9999999999999999| NOT RELEVANT 22050

33,0862.50

Sort sequence is important for subtotaling.
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The Control Break field helps control the formatting of the report.

| Define sort order
Sort fields Field list
Column content = | HFlca] [ | Col. content | |
Daocument Date O @ E| Fosting Date E|

[ |amountinlocal currengy | Q0 @ I Control Break: Insert Page Break, Underlines (12

B [v]m#[ @& 2[oz][&]

|| Control Bre_| Short text |

|| * Page feed (incl underling) £

|| UL Underline

Your choices are nothing (leave blank); Underline, or page break and
underline,
Here’s what the report looks like after selecting UL for document date. See

below:
GIL Account Line Item Display G/L View

1| || CI N P = =25 ][] setectons ][ 7]

G/L Account 5210118 09 Professional Services 09/13/2007 M
Company Code 1MAR
Ledger LL G9/13/2007

Doc. Date [Pstng Date|Ty|Reference DocumentNo|D/C|Account Amount in local cur. |Functional Area |Grant Fund
f“ B9/12/2007|09/12/2007(WE 5000015352(5 5210110 10,000.00 |9999999999999999 | NOT RELEVANT 220850
[] 10/12/2006|10/12/2006|WE 5000082357 (S |5210110 20,000.00 |9999999999999999| NOT RELEVANT 22050
(] 10/12/2006|10/12/2006|WE 5000002365(5 5210110 3,062.50 |9999999999999999| NOT RELEVANT 22050

33,6862 .50

Note the line appearing between the document dates.
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Selecting and Ordering Columns

The Change Layout () button allows one to select the columns to be

displayed on the report and the sequence of the columns selected.

Most SAP delivered reports have many more columns than are displayed on
the screen using the default display variant.

Press the Change Layout () button to see what fields are being displayed
and which fields are available.

||I=’Change layout: harrald's
_m Line2 . Line3
Line 1 Hidden fields
Column content |F'05. |Leng |g| | Col. content |Lngth | |
Document Date 1 10 E| Account Type 5 E|
_F'nsting Date 2 10 @ _Acms rble pled.ind. 5 E‘
_DncumentT'y'pe 3 2 __| _.-':‘-.I'I'II:ILII'It 20 __|
:Reference 4 16 ; :Amnuntin doc. curr. 20
_Dnu:ument Mumber 5 g T _Amnuntin LC 20
Dehit/Credit Ind. g 3 o Amount in loc.curr.2 20
:.i‘u::cnunt 7 10 T :.i‘uﬂt in loc.curr. 3 20
_Amnuntin lacal currency 2 20 z _Amt' payment currency (20
Functicnal Area 9 16 — Arredrs after net due date (6
_Grant 10 |26 _Arrears for discount 1 ]
- [Fung 19 ] | |asset 12 o
Company Code 12 |4 E| Asset Subnumber 4 E|
Ling widh: 312 EE [
List width 318

The fields in the Line 1 on the left are the fields that are currently being

displayed, their column position, the number of characters displayed,and if

there is totaling (the sigma ).
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The fields in the Hidden fields column on the right are fields that are

available for display within the report.

You can sort these fields using the Sort buttons or search for a field using the

Find buttons.

Changing column sequence

By changing the numbers in the Position field, you will change the sequence
in which the columns are displayed. In the example below, the sequence of

the posting date and document date are being changed.

|(E Change layout: harrold's
Line 1 Hidden fields
Column content |F'-:|s. |Leng | E_I | Col. content |Lngth | |
Diocument Date 2 10 E| Account Type 5 E|
Fosting Date 1 10 @ Accts rble pled.ind. S E
Document Type 3 2 __| Amaount 20 __|
Reference 4 16 [ Armount in doc. curr. 20
Document Mumber 5 10 b Armount in LC 20
Debit'Credit Ind. s} 3 Armount in loc.curr.2 20
Account 7 10 4 Amtin loc.curr. 2 20
Amount in local currency 3 20 ﬂ Amtin payment currency 20
Functional Area 9 16 Arrears after net due date &
Grant 10 20 Arrears for discount 1 5]
Fund 11 18 |§| Asset 12 E
Company Code 12 4 [=] Asset Subnumber 4 [=]
Line width 318 = || e
List width 318
¥ Copy
Copy .
Press the Copy (Iul) button to redisplay the report. See below.
G/L Account Line Item Display G/L View
WD IMZIEE] HE BRI =
G/L Account 5218118 A8 Professional Services @8/13/2887 M
Company Code 1MAR
Ledger LL §9/13/2807
Pstng Date(Doc. Date |Ty|Reference Documentho|D/C|Account Amount in local cur. |Functional Area |Grant Fund
[} 09/12/2007|09/12/2007 | WE 5000015352|S (5210110 10,000 .00 |9999999999999998| NOT RELEVANT 22050
[ 10/12/2085|10/12/2006| WE 5000002357|5  [5218110 20,000 30 |0990000000990908| NOT RELEVANT 22050
[ 10/12/2088|10/12/2006| WE 50000022858 (5218110 3,082.50 2999990000099090| NOT RELEVANT 22050
33,062 .50
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To remove column. select the column in the Line 1 column on the right by
pressing the button to its left, and press the Hide column (_*)) button to
return the column to the Hidden Fields column. In the case below, functional
area was selected for removal.

I@Change layout: harrald's
_m Line2 , Line3
Line 1 Hidden fields
Column content |F'05. |Leng |g| | Col. content |Lngth | |
Fosting Date 1 10 El Account Type 5 E|
" |Document Date 2 10 @ - |Accts rble pledind. 5 E‘
_DncumentType 2 2 __| _Amnunt 20 __|
_Reference 4 16 ; _Amnuntin doc. curr. 20
:DncumentNumber 5 10 T :Amnuntin LC 20
Dehit'Credit Ind. ] 3 o Amountin loc.curr.2 20
:Accnunt i 10 T :Amt inloc.curr. 3 20
Amountin local currency |2 20 z _Amtin payment currency 20
- [Funciional Area: g9 16 — | |Arrears after net due date &
_Grant 10 |20 _Arrears for discount 1 G
| |Fund 11 10 B | Jsset 12 [
Company Code 12 |4 E| Asset Subnumber 4 E|

Line width 318 = | | e
List width 318

Press the Copy (Im') button to redisplay the report. See below.

G/L Account Line Item Display G/L View

KT P < A = = 5 2 A | e |
G/L Account 5210110 09 Professional Services 09/13/2007 M
Company Code 1MAR
Ledger LL 09/13/2007
Pstng Date|Doc. Date |Ty|Reference Documentio | D/C|Account Amount in Tocal cur. |Grant Fund CoCd|BusA|Cost Ct
i3 09/12/2007|09/12/2007|WE 50800153525 |5210110 10,600.00 [NOT RELEVANT 22050 1MAR| 4080
(] 10/12/2006|10/12/2008(WE 5080002357 (& |5210110 20,000.00 [NOT RELEVANT 22058 1MAR| 4000 (4000071
(1 10/12/2006|10/12/2006(WE 5000002365(5 |5210110 3,062.50 |NOT RELEVANT 22050 1MAR| 4000 (4000071
33,062 .50
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To add columns, select a field from the Hidden fields column by pressing
the button to it’s left.

Where will the column will be inserted? If you just press the Show Selected

Fields (EI) button, it will be inserted at the end. This may not be what you
want.

By clicking on a field in the Linel column, the fields selected will be
inserted before the field that you clicked on in the Linel column. See below,
where functional area will be inserted before the reference field.

IIE? Change layout: harrold's
_ MK o2 |, Lines

Line 1 Hidden fields
Column content IF'GS. Il_eng I =a I | Zol. content Il_ngth | |
Posting D ate 1 1@ El sccount Type =3 E
Doccument Date =2 10 L= | Functional Area 16 L= |
Document Type 3 pd __| Accts rble pled.ind. 5 __|
FHeferencel = 1e Amount 20
Document Mumiber 5 1@ Armount in doc. curr. 20
Debit'Credit Ind. =] 3 Armount in L 20
Account i 10 Amount in loc.curr 2 20
Amount in local currency = 203 E St in lococurr. 3 20
Srant =] 2@ Lt in pavment currency (20
Fund 10 10 Arrears after net due date |6
Company Code 11 £l El Arrears for discount 1 =1 El
Business Area 12 < [=1] Asset 12 [=1
Line width a1 e | = | G
List width 301

IIE? Change layout: harrold's

 MTTEN Lnez . Lnss

Line 1 Hidden fislds
—olumn content IF"DS. Il_eng I =3 I I —ol. content Il_ngth | I
[Eostng D=ie! B o =1 FEms o eme 5 =

| |occument Date = 10 =1 | |accts rble pled.ing. = =1

| |oDoccument Tyvpe 3 = T |emount =0

| |Functional area El 16 | |~mountin doc. curr. >0

| |reference s 16 E | |2mountin Lo >0

| |oecument Mumber = 18 | |ameuntinioc.curr.z 20

| |oepivcredit ing. Ld = | |amtin occ.curr. = 20

7.Account = 10 E 7.AL|T|t in payment currency 20

I |amountin loccal currency o 20 | |arrears after net due date |6

| |srant e =a [ |arrears for discount 1 =

[ |Funa 11 1e =1 [ |asset 1z =1
Company Cods 1= F = asset SubnuMmbsr e =
Line width ERE] = = s Y
List width ERE

L

Press the Copy (IM') button to redisplay the report. See below.

GJ/L Account Line Item Display G/L View

D] L] Do ] (7] (][] E=1] 5] i ssictiens [[C1]

GfL Account 52101180 o9 Professional Services 09/12/2007 M
Company Code THAR
Ledger LL 99/13/2007

Pstng Date|Doc. Date [Ty|Functional Area |Reference Documentho|D/C|Account Amount in local cur.|Grant Fund
i i ©9/12/2007(09/12/2007|WE|2000000000000000 5000815352| 8 5210118 10,000.00 | NOT RELEVANT 22850
(] 10/12/2005|10/12/2006|wWE|29999999999999999 58000002357 5210118 20,800.00 [NOT RELEVANT 22058
] tos12/2008(10/12/2008|WE|99800999900999999 5000002365| S 5210118 3,062.50 [NOT RELEVANT 22058
33.062.50
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Totals

Totals are pretty straightforward. If you have an amount column, you can
click on the amount column and press the Totals ( ) button.

In the example below, the document currency column was added.
G/L Account Line Item Display G/L View

[JL4][> ]

=] (=5 " |

Selections

]

GfL Account 5210110 09 ProTessional Services 09/13/2007 M
Company Code 1MAR
Ledger LL 0971372007
Pstng Date|Doc. Date |Ty|Functional Area |Reference DocumentNo| D/C| Account Amount in doc. curr.|Amount in Tocal cur.|Grant
[] @9/12/2067|08/12/2007| WE|9999899990900009 5000015352|5 | 5210110 10,000.08 10,000.080 [NOT RELEVAN
[] 10/12/2006|18/12/2006| WE |9999899992000009 5210110 20,000.00 20,000.00 [NOT RELEVAN
(] 10/12/2006|18/12/2006| WE |99998999929000909 5210110 3,062.50 3,062.50 [NOT RELEVAN
. '] 33,062.50
Select the column by clicking
G/L Account Line Item Display G/L View
o Colactione
1| K0 | CYN 2| P == B (=[] Selectons
G/L Account 5210110 @9 Professional Services 09/13/2007 H
Company Code 1HAR
Ledger LL 09/13/2007
Pstng Date|Doc. Date |Ty|Functional Area |Reference DocumentNo| D/C| Account ~.|Amount in local cur.|Grant
[] @9/12/2007|09/12/2007| WE|9999999959999999 5000015352|8 | 5210110 10,000.00 |NOT RELEVAN
[] 18/12/2006|18/12/2006| WE | 9999999959899999 5000002357|8 | 5210110 20,000.00 20,000.00 |NOT RELEVAN
] 10/12/2006|10/12/2006|WE|29999929999292929 5000002365|5 [5210110 3,062.50 3,062.50 |NOT RELEVAN
* 33,062.50
Press the Totals () button to produce the report below:
G/L Account Line Item Display G/L View
o) BFH Selectinone
I\ KDY\ O % P | =]z )] setections |[C]
G/L Account 52168118 69 Professional Services 09/13/2007 N
Company Code 1MAR
Ledger LL 09/13/2007
Pstng Date|Doc. Date |Ty|Functional Area |Reference DocumentNe| D/C| Account Amount infdoc. curr.|Amount in local cur. |Grant
[] ©9s12/2007(09/12/2007 | WE|9999999999999399 500801535253 5218110 10,080.08 16,000 .08 |NOT RELEVAN
[ 10/12/2006|10/12/2006| WE (9999999999290999 5000002357 (5 5210110 20,000.00 20,000.00 |NOT RELEVAN
[0 16/12/2006|10/12/2006| WE (9999999899090094 50000023655 5210110 3,062.50 3,0862.50 |NOT RELEVAN
33,062.50 33,062.50

In most cases, you will only need to total on one column.
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Subtotals

Subtotals () will produce sums for portions of the rows selected.
Subtotals can only be produced for those columns on which the data has

been sorted.

To produce subtotals, select the column to be subtotaled, in the

example below, document date is selected.
G/L Account Line Item Display G/L View

LD 2] =] (=)= 1] setections |[L7]

G/L Account 5210110 09 Professional Services 09/13/2007 M
Company Code 1HAR
Ledger LL 09/13/20087

Pstng Date|Coc. D |Ty|Functional Area |Reference DocumentMo| D/C|Account Amount in doc. curr.|Amount in Tocal cur.|Grant
[] 1@/12/2006|10/12/2006(WE |9999999939999933 50600002357 (5 5218118 20,000.00 20,008.00 [NOT RELEVAN
[ 10/12/2006(10/12/2006| WE |2999999999992949 50000023658 |[5218110 3,062.50 3,062.50 |NOT RELEVAN
[] 09/12/2007(09/12/2007|WE|2999999929992949 5000015352(S [5218110 10,000.00 10,000.00 |NOT RELEVAN

33,062.50 33.062.50

Press the Subtotals () button to produce the report below:

G/L Account Line Item Display G/L View

| |3 | X 2% P =<| Setectons [

G/L Account 5210110 09 Professional Services 09/13/2007 H
Company Code 1HAR
Ledger LL 0971372007
Pstng Date|Doc. Date |Ty|Functional Area |Reference DocumentNo [D/C|Account Amount in doc. curr.|Amount in local cur.|Grant
[i 18/12/2008|16/12/2E08 | WE|29099990209239909 50000023575 |5218110 20,000.00 20,000.08 |NOT RELEVA
[] 10/12/2006(108/12/2006 |WE| 99999999290009000 5000002365(s |5218110 3,062.50 3,0862.508 |NOT RELEVA
* 10/12/2006 23,062.50 23,062.50
] ©9/12/2007(09/12/2007 |WE| 9999999959099990 5000015352(5 |5218110 10,000.00 10,000.00 |NOT RELEVA
* B9/12/2007 10,000.00 10,000.00
33,062.50 33,082.50

If you click the Subtotals () button without selecting a column, you will

be presented with the screen below where you can select fields to be
subtotaled.

o

= Define sort order
Sort fields Field list
Column cantent &= | = | J==] | Col. content | |
Docurment Date @ | > [ 1: Fosting Date

777777 Account Type
Document Type
Functional Area
Reference

Document FMumber
DebitrSredit Ind.
Account

Armount in doc. curr.
Armount in local currency
Srant

Fund

0 s
gl by
N

[ Y

[ = T A
Ls

Click the checkbox in the [?Zl column and press the ¥ cont | button.
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It is possible to produce a report that only contains subtotals, no line items!!

Select the subtotal line by clicking on it and press the Collapse (E') button.

In the case below, I have collapsed both posting dates.
G/L Account Line Item Display G/L View

(LD ] e[ 2][==] =]

=

G/L Account 5210110 09 Professional Services @9/13/2007 H
Company Code 1MAR
Ledger LL B8/13/2007
Pstng Date|Doc. Date |Ty|Functional Area |Reference DocumentNo|D/C|Account Amount in doc. curr.|Amount in local cur.|Grant
18/12/2006 23,062.50 23,062.50
08/12/2007 10,000.00 10,000.00
33,062.50 33,062.50

You can see that only the subtotal lines are displayed.

If you wish to see the details for a subtotal, select the subtotal line by

clicking on it and press the Expand () button. In the case below, I have

expanded both subtotals.
G/L Account Line Item Display G/L View

LLD ][l z] =2 Selectons ][ (7]

G/L Account 5218118 @9 Professional Services 09/13/2007 M
Company Code 1HAR
Ledger LL 09/13/2007
Fstng Date|Doc. Date |Ty|Functional Area |Reference DocumentNo|D/C|Account Amount in doc. curr. |Amount in Tlocal cur.|Grant
1071 f200s6| 10/12/ 2008 |WE| 9899999989899938 5000002357 |5 (5210116 20,000 . 08 20,000.08 | NOT RELEVA
[ 1e/12/2006|10/12/2006 | WE|9989899998999989 50000023655 |5210116 3,062 .50 3,062 .50 |NOT RELEVA
* 10/12/2006 23,062 .50 23, 062 .50
[1 @9/12/2007|09/12/2007 |WE|9999999999999999 5000815352 |5 5210118 16,000 .08 16,000 .08 |NOT RELEVA
* 09/12/2007 10,000.00 108,000.00
33,062.50 33,062.50

Page 25 of 32



Selection and Display Variants
Adding Text to Report

To add text to the report heading, follow menu path: Settings — Layout
— Current Header Rows as shown below:

=3
List Edit Goto BExras Environment Settings System Help

& B < Bl || Basiclist o0 0E O
GIL Account Line Item Disp/E==tet b Curent.

Summation Levels 3 CurrentHegdﬁ Rows Cirl+3hifti+F5 | —
IR P = 0 =) e . Choose. ti+F9
Switch List gave... Ctrl+F12
G/L Account 5218118 69 : y
Legend On/Off v Management. .
Company Code 1HAR Hdo = I
Ledger LL
List Status... Ctri+F11
Fstng Date|Doc. Date |Type|Funct Special Fields antNo| D/C|Account| DC amount LC amnt
i 10/12/2006(10/12/2006|WE | 2090900900909999 50000023575 |521@110|20,000.00 |20,000.00
[] 10/12/2006|10/12/2006|WE 99999909899999849 5000802365 8 52101108 3,062.50 3,062.50
* 18/12/20086 23 062 .50 |23,062.50
[] ©9/12/2007|09/12/2007 |WE 99999959899999849 58080815352| &8 5218116810 ,000 .80 |10,000. 00
= A2/ 20R7 A6 ARR AR T1R ARA AR
The screen below will be displayed:
Change Headers G/L account line item report in Language EN
\%Variamel |D FramesHD Gen varianlesHD Cnaracterist\cs...|
G/L Account =G/L Accou=L =G/L Account[Long text]= <local Dat M
Company Code <Com |
Ledger =L =Date of O
You can add text by typing it in.
Change Headers G/L account line item report in Language EN
|ﬂ \."ariah\e‘ |D FramesHD Gen variablesHD Characteristics |
G/L Account =G/L Accou=<L <G/L Account[Long text]= <Local Dat M
Company Code =Com Write anything you want
Ledger =L <Date of 0 Write anything you want]

write anything you want

Press the Save (H) button, press the Back (€2 ) button to display the results:

G/L Account 5210110 69 Professional Services B9/13/2007 M
Company Code 1MAR Write anything you want
Ledger LL 89/13/2007 Write anything you want

Write anything you want

You can insert variables or characteristics by clicking where you would like
the variable to appear and then pressing the appropriate button.
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The following general variables are available:

I Inset'Change Text Variable
Variable type |C General text variable E]|
Variable Mame LUESER Mame of User in the Cutput it |
HLIME Horizantal Line in the Repaort Width
LOCAL_ DATE Local Date
LOCAL_TIME Laocal Time
Formatting LOCAL_TIME_ZOME Local Time Zone
FAGE Fage Mumber
Intense
EI_—TIME Time of Cutput
Width UFD_DATE Date of Last Change to Repart
UFPD_USER Userwho Last Changed Report
USER Mame of User in the Cutput

The following characteristic variables are available:

II:-"Insert.-'Change Text Variable s
Variable type |F Characteristic-related text variable E]|
Characteristic SAKMRE GIL Account E]|

IFFEY Inflation key
KTOKS Account Group
Texttype KTOPL Chart of Accounts
Value Type MUSTR Sample account
MWSKZ Tax Code
RECID Recovery Indicatar
RLOMR Ledger
Formatting
[ Intense STIDA Open items at key date [=]
Width 19 |TOGRU Tolerance group [+]

FIPOS Commitment ltem
FUMC_AREA Functional Area
GYTYP P&L statmt acct type
HEKID House Bank

HETID Account ID

IMFEY Inflation key

KTOKS Account Group
KTOPL Chart of Accounts
MUSTR Sample account

MUSTR Sample account

RECID Recovery Indicator
FLOMR Ledger

SAKMNE G/l Account

STIDA Qpenitems at key date

TOGRLU Tolerance group
WBLIMD Trading Partner

WEZEKE Interest indicataor
WAERS Account currency
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You also have control over display of these items:

||I?Inserb'Change Text Variahle
Variable type |C General text variahle E||
Variable Name |USERNmﬂemLmeHnmeOMpm Q|
Formatting
[Jintense Color |0 Background (GUI-deg Z |

Width [12 ]

Offset

—

Experiment; see what you find useful.
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Saving a Display Variant

Now that you’ve done all this work, you may want to save it so you can use
1t again or let others use it.

To save your display variant, press the Save Variant () button. You will

be presented with the screen below:
III? Layout Save as...

Layout fclasstest [ User-specific
Descrid,\\;}n class test
Subobjects
Filter conditions
Sort criteria
Subtotal criteria
Expansion to sum. level t] Mon-total lines

Variant Name and description are very important to provide reusability. If
you don’t name and describe the variant in a meaningful way, it is unlikely
that even you will be able to find the variant in the future, certainly others
will not be able to gain the benefits of your variant.

If the first character of the variant is a forward slash(/), the variant will be
available for use by others.

Meaningful names are always tough and you have a limited number of
characters, the description field can be more descriptive as it is longer.
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Selecting a Display Variant

There are two ways that you can select a display variant.

In the first case, you may be able to enter a display variant on the data

selection screen in the Layout field, see below:
G/L Account Line Item Display G/L View

|]:[ 1 Active ||L'|5* Choose Ledger| Entry'VieuvH Data Sources |

GIL account selection
GIL account [5210110 to
Company code 1MAR to
Selection using search help
_Search help ID
Search string |
Search help
- [ Layout: Choose
Line ltem Selection = h
Sats Layout Layout description | 5| 5
C Open ltems JACD ACO Posting by Fund | o
Open at Key Date 09/12/2007 /BBAL GLTrial Balance BBAL | o
: - /BBALYRMTH GLTrial Balance BBAL | v
CLASSTEST [class test | o7 ||
QO Cleared ltems /EDEA.V 2 FOR TRIAL BALANCE 6/30/67 |
Clearing Dat r t fEDEA.V 3 FOR NOVATO FIRE 7
earing Late | e JEDEA.W'4 | FOR COMBINED SCHOOLS |
Open at Key Date /EDEA.V.01 LIST FOR ZTBAL ASSETS DETAIL | o
/EDITH Subtotal By Fund o
/EDITH1 total w/ text and reference iy
@ All ltems || 7en1THR cash | v
Posting Date to fFIRST 5 Standard | o
{FIRST 5 FUN|=tandard | o
/FUNDCASHTOT| Fund Cash Total | o
Type {GL EE FUND || GL by Fund Sub Sum | o
e L {GL EE FUNDT|GL by Fund Coll Sum |
/HARROLD harrold's )
/HARROLD2 harrold's 2 | v
/10 2400 GL by Fund Sub Sum | o
= /10 LAFCO GL by Fund Sub Sum | o
LEtene i i {10 REPORT |10 Report | | o]
Layout /HARROLD TKATHY Kathy's layout W o
R e P e e [
|

The pulldown list a list of the display variants available for this report,
double click to select one.

The second case i1s when you are already displaying the report, you

can press the Select Layout (%) button. You will be presented with a list of
display variants available for this report, double click to select one.
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|= Layout: Choose
[4]
Layout Layout description =) 22| B 3 E‘
/ACO ACO Posting by Fund o o
/BBAL GLTrial Balance BBAL o o
JEBALYRHNTH GLTrial Balance BBAL o | o
JCLASSTEST |class test o | | o
/EDEA.V 2 FOR TRIAL BALANCE G/38/07 o’
JEDEA.V 3 FOR WOVATO FIRE w
/EDEA.V 4 FOR COMBIMWED SCHOOLS w| o
JEDEA.V.B81 LIST FOR ZTBAL ASSETS DETAIL w’| o
/EDITH Subtotal By Fund o
/EDITH1 total w! text and reference o
JEDITHZ cash o | o |
/FIRST 5 Standard o | o
/FIRST 5 FUN| Standard w| o
{FUNDCAZHTOT| Fund Cash Total o | o
/GL EE FUND || GL by Fund Sub Sum o o
/GL EE FUND1(GL by Fund Coll Sum w?| o
/HARROLD harrold's o
/HARROLDZ harrold's 2 o | o
/10 2400 GL by Fund Sub Sum o | o
/10 LAFCO GL by Fund Sub Sum o | o
/10 REPORT | IO Report o | | o E'
KATHY Kathy's Tayout o | o E'
N

In this case the /Harrold layout was selected to producemthe report

below:
GJ/L Account Line |

tem Display G/L View

(W[ e[ 2 =] (][] ][] Setections |[11]
G/L Account 5210110 09 Professional Services 09/13/2007 M
Company Code 1MAR
Ledger LL 09/13/2007

Doc. Date |Pstng Date|Ty|Reference DocumentNa |D/C|Account Amount in local cur. |Functional Area |Grant Fund
[ 10/12/2006|16/12/2006| WE 50000023575 5210110 20,000.600 |9999999999999999| NOT RELEVANT 22050
[] 18/12/2006|10/12/2006(WE 5000002364 (H (5210110 20,000.80-9999999999999999| NOT RELEVANT 22050
[ 18/12/2006|18/12/2006(WE 5000002365(S (5218110 3,062.50 |9999999999099999| NOT RELEVANT 22050
[ ©9/12/2007|09/12/2007| WE 5000015352(5 5210110 10,000.00 |9999999999999998| NOT RELEVANT 22050

13,062.50

Note that all of the information from our display layout (subtotals, filters,
column sequence) have been replaced by the specification of this display

variant.
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Exporting Reports

There are quite a number of ways that reports may be exported. It depends
on the report that you are displaying, there may be more than one method.

Menu path: System — List — Save — Local File is one method

List Edit Extras Environment Settings
V) 2 AH CaQ
G/L Account Line Item Display G/L

LD Il 2]z bt

Gota

G/L Account 5218118 09 |
Company Code 1HARHWOLCOTT
Ledger LL |

Pstng Date|Doc. Date |Type|Functional Ari

[ 10/12/2008
[0 168/12/2606

10/12/2006 |WE
10/12/2006 |WE
10/12/2006
G0a/12/2007
Ga/12/2007

9999999999999/
99999999999049¢

[0 o9r12/2007 WE | 9900890990000/

System Help
Create Session | E] | &
End Session
User Profile v
Senvices v
Utilities(H) r
List ¥ Print aar12/;
Senvices for Object Find...
Iy Objects v Save % » Office Folders
Own Spool Requests Send Report Tree
Own Jobs ListHeader Laocal File L
S;ZII'IHBSSEIQB Dnicade Display - '3='3'3'3'-'3”3_' NOT RELEVA!
Statusj. e :?:] NOT RELEWA!
[.:.g off 5210110]1 NOT RELEVA!

33,062.50

Menu Path: List — Export — Local File is another

C-

List Edit Goto Estras Environment Settings  System  Help

g Print shiteF1 B < H Q@& | S HEE | :
e Refresh Lnsvn, Pimanlane 01\ Fisaar

— Export k Word Processing... Shift+F2 | —
E Send.. Shift+F3 Spreadshest... Shift+F4 @

Euxit Shift+F 3 I:ncagile... ES

G/L Account 521011t B9 Professional e
Company Code TMARHWOLCOTT

Ledger LL B9/13/200752101

You may see the Export (@) button on some reports.

If you wish to retain the appearance of the report, export it as html format.
You won’t be able to manipulate the report but it comes in handy for e-
mailing. Use spreadsheet or unconverted if you wish to manipulate the file.
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