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Logistics 

• Course Length 

• Breaks 

• Restrooms 

• Cell Phone Etiquette 

• Emergency Evacuation Procedures 

Logistics 
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• Objectives 

• Course Overview 

• BW Reporting & Exercises 
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Objectives 

At the completion of this course, you will: 

• Understand & navigate BW workbooks 

• Execute BW workbooks, using BEx Analyzer 

• Create & Use Variants 

• Save workbooks to your favorites 
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Overview 

From the user perspective: 

• Reports are generated and presented in Excel 

• Standard Excel functions (sort, subtotal, cut, paste, 
format, print, etc.) can be used in addition to BW 
functionality. 

• End Users can use parameters, customize, and save 
individualized views 
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Overview 

 

 

 

 

 

• BW data is not “Real-Time” – BW is updated daily 

• BW’s Primary purpose is to provide the ability to produce reports 
quickly, and to reduce the processing load on the core system, for 
example the SAP R/3 system 

• BW is a separate system from the SAP transaction processing 
system; i.e., BW runs on its own server to produce reports 
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BW Terminology 

BEx Analyzer –  Also known as Business Explorer 

Analyzer.  Use this program to log into BW to run a 

workbook from the role or your favorites. 

 

Workbook 

A report, located within a role (folder). 

BW Terminology 
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Login to BW 

Select  from Start Menu: 

• All Programs 

• Business Explorer 

• Analyzer 

 Login to BW 
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Login to BW 

Microsoft Office Excel Security Notice (Note, not everyone has this issue) 

• Select the Enable Macros button 

  Login to BW 
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Login to BW 

SAP Logon 

• Highlight Business Warehouse 
Reports 

• Client:  110 

• User:  P00 + your employee number 
(e.g. P00123456) 

• Password:  automatic, do not complete 

• Language:  EN 
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Login to BW 

• Select Add-Ins tab 

• Select Open icon (file 
folder image) 

• Always choose Open 
Workbook  
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Open a Workbook 

Open Workbook: 

Select Role button on left and drill 
down to report through folders 
(similar to Windows style “open 
document”) 
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BEx Analyzer Toolbar 

• BEx Analyzer toolbar: 

• Top row of toolbar related to developer functions 

• Bottom row of toolbar related to general user functions, see next slide for further details 
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•Open – used to open workbooks 

•Save – allows you to save a workbook to your favorites 

•Refresh Query – allows you to pause automatic refresh 

•Change Variable – allows you to display the selection options, known as your input screen 

•Tools - options under this are not used by the Commonwealth 

•Global Settings – mostly used by BW development team 

•Systems Information -  used to connect or disconnect from BW system 

•Help – provides a link to SAP Help Website 

BEx Analyzer Toolbar 
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Input Parameters 

Input parameters, or selection criteria are used  

• To specify the information that you want to see on 
your report, 

• Minimize the time needed by the database to retrieve 
the data, 

• Excludes unwanted data from your list 
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Input Parameters 

Input  Parameter  Box – entries in these boxes can be single value, multiple value, a range of 
values or an interval value, depending on how it is defined in the query. 

Note:  When entering a range manually, values are separated by: space dash space. If you miss the spaces, you will get an error.  
A good habit is to hit the Check button, and SAP will format your entry for you. 

OK to Execute Report 

You can select from a list of  values here. 
(more detail available on next slide) 

You can manually type the value here. 

OR 

Asterisk 
indicates 

mandatory 
entry 
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Input Parameters 

Input Parameter Box list of values selection 

o Another method to enter other variables values (e.g. CDCs, Plants, etc.) 

• Select the appropriate option from drop down menu.  Single Values and Value 
Ranges are shown in further detail on the next slide. 



17 17 

Input Parameters 

 

 

 

 

 

 

 

Single Values Value Ranges 

Values can be excluded by clicking the chosen selection, and then clicking the red light above that column (the exclude button) 
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Workbook View 

Characteristics 

Navigation 

Block 

 Key Figures 

BEx Toolbar 

Text Elements 
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Characteristic 
A data object in BW used to view data for analysis. It is an object that a user wants 
to “report by”, e.g., Offender ID, Order Number, Order Type etc. 

Key Figures 
A data object in BW that represents a figure being measured. Key figures answer 
questions, such as “how much money”.  Examples of key figures include Price, Tax 
Rate, Refund Amount, etc. 

Text Elements 
Lists the input parameters used to run the workbook 

Information 
Provides information such as the date workbook was executed and user who ran 
the workbook 

 

BW Terminology 



20 20 

Navigation Options 

• Workbook navigation, or drilldown, can be executed using the 

characteristics listed in the navigation area of the workbook 

• A drilldown places the characteristic drilled down on in either a header 

row or column 

• Query properties can be changed to place key figures in a row, rather 

than a column 

• Drilldown options allow the user to present a different level of 

detail/summary that exists on the initial view of the workbook 

• “Customized” workbooks can be saved as the user’s favorite, and that 

format can be reused 
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Filter Options 

• Filters can be added to a workbook to “restrict” what data is presented 

on the report 

• Filter values can be applied to any of the characteristics or key figures 

in the navigation area 

• A single value or a range of values can be selected for filtering on 

characteristics 
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Navigation Options 
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Context Menus 

Context Menus are displayed via a right click on a cell.  Based on where you click, you will get a different menu  

Characteristic (result area) Key Figure (result area) 

Navigation Area 
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Characteristic Context Menus 

• Context Menus:  Characteristic (result area) 

Back One Navigation Step – removes most recent navigation step  

Back to Start – returns to the initial view of the workbook 

Convert to Formula – avoid this option  

Keep Filter Value – used to restrict (filter) based on specific value chosen 
and removes that field from the workbook display 

Keep Filter Value on Axis  – used to restrict (filter) based on specific 
value chosen and retains that field in the workbook display 

Select Filter Value – displays filter box to choose options to 
display/eliminate from the workbook 

Filter and Drill Down By – used to restrict (filter) based on specific value 
chosen and add another characteristic that is selected 
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Characteristic Context Menus 

• Context Menus:  Characteristic (result area) 

Swap <Characteristic> With – used to change the display to remove one 
characteristic and another 

Add Drilldown According To – adds selected characteristic to the 
workbook display 

Remove Drilldown – used to remove the chosen field from the workbook 
display 

Swap Axes – right click function displays  the view from drill down to drill 
across 

Sort – allows user to change sort of the field based in ascending or 
descending order, based on Key or Text 

Properties & Query Properties – described in detail on next slides 

Goto – when available, allows users to “jump” from one workbook to 
another workbook, often one that contains more detail, or a transaction in 
the core system (example, FB03, ME23N) 
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Properties Context Menus 

• Context Menus:  Characteristic (result area) 

• Properties – specific to particular cell  

• Option to display as Key and/or Text 

• Sort Options 

• Result Rows 

o Always Display 

• results for single/multiple line item 

o Always Suppress 

• list of value, no totals 

o Display if more than one value 

• total for multiple line items, no totals for single line item 
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Properties Context Menus 

• Context Menus:  Characteristic (result area) 

• Properties – specific to particular cell  

• Attributes tab, where available 

o Allows user to add additional master 
data attributes to the results.  An 
example of this would be address 
information. 

o These fields will be display only and 
cannot be used to filter or navigate 
the workbook. 
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Query Properties Context Menus 

“Query Properties…” is accessible on all Context Menus. 

• Rows – these are the characteristics that will show in your report (e.g. 
Business Area, Vendor Number, Contract Number, PO Number). 

• Free Characteristics – all characteristic options for the specific report.  To 
add an option to your report (ex: Business Area), move it to the “Rows” list. 

You can drag and drop from one menu list to another.  
Tip:  you can also rearrange the order of the characteristics via drag and drop. 
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Query Properties Context Menus 

“Query Properties…” is accessible on all Context Menus. 

• Suppress Repeated Key Values  - allows you to display the repeated 
values in each row of the results, rather than have a blank cell where the 
values are repeated. 
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Query Properties Context Menus 

“Query Properties…” is accessible on all Context Menus. 

• Zero Suppression – zero suppression is active on most BW workbooks, 
unless business rules dictate that this option NOT be set.  This option filters 
data from the results where all of the reported values equal zero. 
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Query Properties Context Menus 

“Query Properties…” is accessible on all Context Menus. 

• Conditions – allows user to create a condition on the results, like “Top N” or 
Greater Than a specific value.  

Right click in this blank area to CREATE 

Right click in this blank area to see context menu.  Choose NEW to 
create a new condition.  You can also choose to Delete a condition 
that you created.   More details on Conditions in later slides. 
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Key Figure Context Menus 

• Context Menus:  Key Figure  

Back One Navigation Step – removes most recent navigation step  

Back to Start – returns to the initial view of the workbook 

Convert to Formula – avoid this option  

Properties & Query Properties – described in detail on previous slides 

Key Figure Definition – not configured 

Create Condition – allows user to create a condition on the results, like 
“Top N,” or Greater Than a specific value.  Described in detail on next 
slides. 

Goto – when available, allows users to, “jump” from one workbook to 
another workbook, often one that contains more detail, or a transaction in 
the core system (example, FB03, ME23N) 
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Creating a Condition 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Right click on the key figure that you would like to use for your  condition.   
• Choose the Context Menu Option  Create condition  then pick from any of the conditions listed, or choose Using 

Dialog Box to create your own (displayed on next slide). 
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Creating Your Own Condition 

• Right click in the blank section of the General tab 

• Choose NEW 

• On the Key Figures, using the dropdown box, choose 
the Key Figure you wish to use 

• Select the Operator that you wish to use 

• Manually enter the value that you are targeting for 
your condition 

• Click Transfer to move it to the middle section 

• Click on the Characteristic Assignment tab 

• Choose to apply the condition to all characteristics, 
or to individual characteristics and characteristic 
combinations 

o If you choose individual characteristics and 
characteristic combinations, then you must 
select the characteristics 

• Click OK when the Condition is complete 
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Activating a Condition 
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Favorites 

Once you have formatted the 
workbook to meet your needs, you 
can save the workbook as a favorite.  
This means that the workbook that 
you have created will reside in the 
FAVORITES folder, not within a role.  
 
• In the BEx toolbar,  click the 

Save Icon 

• Select Save Workbook As 

• This automatically opens to your 
Favorite folder.  You simply 
need to enter a descriptive 
name for your new workbook 
that will help you identify it in the 
future. 

 

Enter Description Here 
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Favorites 

 

 

 

 

 

 

 

 

 

To retrieve a workbook that was saved as 
a favorite: 
• Click Open Icon 
• Select Open Workbook 

• From the Open Workbook dialog 
box, Select Favorites by using the 
drop down on the Search in area or 
the Favorites folder on the left side 
of the screen 
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Saving a Workbook as a File  

Workbooks can also be saved as an Excel file and 
placed on your PC or on a shared network drive.   
 
To save a workbook as an Excel document: 
• Click the Office Button in the top left corner of 

Excel 

• Choose Save As 

• Select Excel Workbook 

• Find Location that you wish to save the file, as 
you would with any other Office document 

• Provide a descriptive name for the document 

• Click Save 

 
 

Office Button 
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User Variant 

 

 

 

 

 

 

 

 

 

Users are able to create and save variants for the Input Parameter screens on any BW report.  These 
variants can be reused by the user each time this workbook is executed.   

• Complete the required entries for the input parameter screen 

• Click the Save Icon in the Available Variants Section 

• Enter a Description 

• Click Save 

Saves the variant as a 
User Variant.  Other users 
cannot use this variant. 
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Global Variant 

 

 

 

 

 

 

 

 

 

Users are able to create and save variants for the Input Parameter screens on any BW report.  These 
variants can be reused by the user each time this workbook is executed.   

• Complete the required entries for the input parameter screen 

• Click the Save Icon in the Available Variants Section 

• Enter a Description & a technical name (this must start with Z*) 

• Uncheck Save as User Variant 

• Click Save 

This box is now 
unchecked, which means 
others can see, use & 
change the variant. 
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Using Saved Variants 

• Open a workbook 

• On the input parameter screen, 
select dropdown next to the 
Available Variants (notice this 
workbook only has the variant 
that was saved in the previous 
slide) 

• Choose the variant.  The values 
that were saved will populate the 
Input parameter screen. 

• Click OK to execute the workbook. 
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Business Warehouse Roles 

BW Reports by Role 

 

 

 

 

 

 

Documentation Folders 
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Business Warehouse Roles 

BW ROLES 
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Procurement 

Reporting 
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Documentation Files 

Procurement Reporting 



46 46 

TOP 25 SUPPLIERS 

Business Information Warehouse 

Role Name: Procurement Reporting 

This workbook contains two different 
scenarios, one tab shows the Top 25 
Vendors, and the other tab shows the 
Top 25 Product Categories.  

 
• These scenarios display as a result of 

conditions that are actively applied to 
the workbook 

• You can single click on the 
red/green toggle beside, “Top 25” 
in the navigation block to remove 
the condition and display all of 
Vendors.  
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TOP 25 CATEGORIES 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook contains two different 
scenarios, one tab shows the Top 25 
Vendors and the other tab shows the 
Top 25 Product Categories.  

 
• These scenarios display as a result of 

conditions that are actively applied to 
the workbook 

• You can single click on the 
red/green toggle beside “Top 25” 
in the navigation block to remove 
the condition and display all of 
product categories.  

• The Top Categories tab has a 
hidden key figure for count of 
Vendors, which will display the 
number of Vendors per product 
category if it is unhidden.  This 
hidden key figure may aid in Act 
77 compliance issues. Global 
spend workbooks may be used as 
a tool for various research 
projects, including funds 
management and GAAP package 
issues. 
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INVOICE VALUES 

Business Information Warehouse 

Role Name: Procurement Reporting 

This workbook displays the Net 
Invoice Value (with or without a PO 
reference) by Vendor.  This would be a 
useful tool to determine where the PO 
process is being circumvented.  Input 
parameters allow the users to run the 
workbook by: 

• Calendar Month/Year 
• Business Area 
• Vendor or G/L Account 

Global spend workbooks may be used 
as a tool for various research projects, 
including funds management and 
GAAP package issues. 
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GLOBAL SPEND DOCUMENT LEVEL DETAILS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays the Global 
Spend Debit, Credit Amounts, and 
Quantity (Invoice Quantity). The 
default view of the workbook displays 
the key figures by Vendor, Purchase 
Order (PO) Number, Contract Number, 
and Invoice Number.   

Input parameters allow the users to 
run the workbook by:   

• Calendar Month/Year 
• Business Area 

• Vendor  

• G/L Account 

• PO or Contract Number 
 
This is the only global spend 
workbook that includes drills for 
document-level details. This workbook 
may be used for various research 
projects; including funds management 
and GAAP package issues. 
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SRM PO STATUS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays Order 
Quantity, Net Order Value, and Net 
Price by processing status.  Input 
parameters include:  Key Date for 
Selection, Vendor, PO Number, Plant, 
and Purchasing Group (3 digit R/3), or 
Purchasing Group (SRM).  This 
workbook includes only SRM PO’s. 
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SRM PO OVERVIEW 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays Order 
Quantity, Order Value, and Net Price.  
Input parameters include:  Key Date 
for Selection, Vendor, PO Number, 
Purchasing Org.,  Purchasing Group (3 
digit R/3), and Purchasing Group 
(SRM).  This workbook includes only 
SRM POs as they exist in SRM. 
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PO OVERVIEW WITH ACCOUNT ASSIGNMENT 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report was modeled after the 
PO Overview report with additional 
fields that was added.  It gives a 
breakdown of Account Assignment, 
Fund, Cost Center Data, Validity 
Period End and Start, and WBS 
element.  This report does NOT 
contain GR/IR data.  That is only 
available on the original PO 
Overview report.  This report covers 
all PO’s from both systems. 
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PO OVERVIEW 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report captures the PO Quantity 
and value according to the date range 
and Business Area input when the query 
is executed.   It allows you to analyze 
the PO activity by many available 
options in the navigation block; 
including Business Area, and Material 
Group.  Emergency purchases can also 
be determined from this workbook by 
using a filter value on the Purchasing 
Document Type.   
 
Additional  key figures can be added to 
the report to show the GR and IR 
Quantity, and the remaining Open PO 
Quantity.  The GR and IR Quantity can 
also be seen as a percentage of the 
entire PO Quantity.  This report covers 
all PO’s from both systems.  For 
manufacturer part information from 
SRM, see SRM PO Overview report. 
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PO – FY COMPARISON 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report captures the PO 
values for the input range of 
fiscal years and displays the 
results by Fiscal Year.  It can be 
used to compare activity by 
Business Area, Material Group, 
Plant, Purchasing Document 
Type, Vendor, and many other 
items over a range of fiscal years.  
This report covers all PO’s from 
both systems. 
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PO – CY COMPARISON 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report captures the PO 
values for the input range of 
calendar years in the range 
selected. It can be used to 
compare activity by Business 
Area, Material Group, Plant, 
Purchasing Document Type, 
Vendor, and many other items 
over a range of calendar years.  
This report covers all PO’s from 
both systems. 
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MAVERICK BUYING ANALYSIS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook shows for 
individual products the value of the 
PO’s that have resulted from 
contracts.  The strategic purchaser 
can compare values and uncover 
instances of PO transactions that 
deviate from the normal 
purchasing process in terms of 
expense (Maverick Buying).  
Process costs can be reduced if 
appropriate measures are adopted 
as a result of these analyses.  This 
workbook contains both SRM & 
R/3 data. 
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PARETO ANALYSIS BY PO VOLUME) 

(80/20 RULE) 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook compares the 
number of PO’s in different value 
limits.  The strategic purchaser or 
procurement controller can use it 
as an analysis tool to identify 
bundling potential in the case of 
PO transactions for individual 
product categories, purchasing 
organizations, and purchasing 
groups.  This workbook contain 
both SRM, and R/3 data.  The value 
limits are defined as standard as 
follows:  
 
1. Under 500 
2. Between 500 and 1,000 
3. Between 1,000 and 5,000 
4. Between 5,000 and 20,000 
5. Between 20,000 and 100,000 
6. Above 100,000 
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STO OVERVIEW 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report captures the freight, 
shipping, and handling costs 
associated with goods issued 
against a Stock Transport Order 
(STO). These charges are a 
condition added at the line item 
level on the STO. When the DGS 
Warehouse issues material to 
another Plant, there is a markup on 
the unit price for that material.  
The markup includes the freight, 
and, shipping and handling 
charges associated with that 
transfer. The report shows the PO 
Quantity, and GR Quantity. 
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DELIVERY OVERVIEW 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report provides a count of 
PO’s based on a variance between 
requested delivery dates, and date 
of Goods Receipt.  When the 
hierarchy is expanded, the counts 
are displayed in various time 
groupings as defined by DGS.  
This report allows a user to 
analyze the delivery history of a 
Vendor.  It can be used to 
determine if certain areas (i.e. 
Plant) have issues with a Vendor’s 
delivery.  Also, the PO number is 
available as a drill.  Both R/3 and 
SRM PO’s are included in this 
report. 
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SC TO IR VARIANCE ANALYSIS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook joins data from Document History, Shopping Cart (SC), and PO targets.  It displays the relationship 
between a SC, and its associated PO. Key figures and calculations pertain to the variances between SC Quantity, 
PO Quantity,  Goods Receipt Quantity, and Invoice Quantity.  Also, available in the report is the cost data from the 
SC, Cost Center, Account Assignment, Fund, WBS Element, Order, and Grant. The detail level of the report breaks 
down to the Account Assignment, and splitting the values of all key figures accordingly.   

 
 

Input Parameter Box for the “SC to IR Variance Analysis” Report   
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SC TO IR VARIANCE ANALYSIS 

Business Information Warehouse 

Role Name: Procurement Reporting 
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DOCUMENT FLOW:  SHOPPING CART TO PO 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

You can use this query to derive 
which follow-on document (which 
PO) originates from a SC that a 
certain requester created within the 
last two weeks. PO’s that originate 
both in the backend system, and 
locally in the Enterprise Buyer 
system are listed for the SC. You 
can display this information via the 
navigation to distinguish between 
the documents in the individual 
systems. Input parameter of SC 
allows this workbook to show the 
PO’s processed for one or multiple 
SC’s. This workbook contains SRM 
data only. 
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DAILY CONSUMPTION REPORT 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays a listing of materials that 
have been either purchased directly from a Vendor 
or STO’s from inventory that were distributed to the 
end user. It is based on receipts of materials not 
placed into inventory but directly consumed. When 
an STO is created via a 351 Goods issue movement 
type, the Account Assignment Invoicing is done on 
the goods issue rather than the receipt. Because of 
this the 101 movement type used to calculate the 
consumption does not show the value of the 
received materials. Consumption Value has been 
hidden on this report since it is only available for 
non STO PO’s. If the user would like to see this, they 
can unhide it. The report shows the Material and 
Quantity consumed for a specified month, displayed 
at the Calendar day level. Storage location is not 
available on this report since this data is for non-
inventoried materials. This report is identical to 
Consumption Report except it is a daily analysis for 
one given month. By using the, “Goto” option within 
the context menu of the results area, you can 
execute the Material Movement Details report for a 
selected material. This report contains detail such as 
Material document, PO if applicable, and movement 
type. This gives the user access to detailed 
information used in calculating the averages. The 
user can jump to a PO in R/3 (ME23N) through the 
detail report. 
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CONSUMPTION REPORT 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays a listing of materials 
that have been either purchased directly from a 
Vendor or STO’s from inventory that were 
distributed to the end user.  It is based on 
receipts of materials not placed into inventory 
but directly consumed.  When a STO is created 
via a 351 Goods Issue, the Account 
Assignment Invoicing is done on the Goods 
Issue rather than the Receipt. Because of this, 
the 101 used to calculate consumption does 
not show the value of the orders. If the user 
would like to see this, they can unhide it. The 
report shows the Material, and the Quantity 
consumed over the specified range of months. 
Storage Location is not available on this report 
since this data is for non-inventoried materials. 
This gives the user access to detailed 
information used in calculating the averages. 
The user can jump to a PO in R/3 (ME23N) 
through the detail report.  Input selections are:  
Calendar month/year, Business Area, Plant, 
Material Group, External Material Group, and 
Material. 
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GR REPORT (NON-INVENTORY) 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays a chronological 
listing of Goods Receipts for a specific 
calendar month.  The key figures 
displayed are Goods Receipt Quantity, 
Goods Receipt Value by Calendar Day, 
and Material.  Input parameters include 
Calendar Year/Month, Business Area, 
Plant, Material, and Material Group.  A 
jump to Material Movements Detail is 
available by material.  Additional 
information about the material can be 
found on that report.  From there a jump 
to the PO Display, transaction ME23N in 
R/3, can be made.  
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DAILY RECEIPTS AND ISSUES (INVENTORY) 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays a chronological 
listing of Goods Receipts for a specific 
calendar month.  The key figures 
displayed are Receipt Quantity, Receipt 
Value, Issue Quantity, and Issue Value 
by Calendar Day, and Material.  Input 
parameters include Calendar 
Year/Month, Business Area, Plant, 
Storage Location, Material, and Material 
Group.  A jump to Material Movements 
Detail is available by material.  
Additional information about the 
material can be found on that report.  
From there a jump to the PO display, 
transaction ME23N in R/3, can be made. 
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DAILY GR REPORT (NON-INVENTORY) 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays a chronological 
listing of Goods Receipts for a specific 
calendar month.  The key figures 
displayed are Receipt Quantity, and 
Receipt Value, by Calendar Day, and 
material.  Input parameters include 
Calendar Year/Month, Business Area, 
Plant, Material, and Material Group.  A 
jump to Material Movements Detail is 
available by material.  Additional 
information about the material can be 
found on that report.  From there a jump 
to the PO display, transaction ME23N in 
R/3, can be made. 
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MOVEMENTS DETAIL 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays a numerical 
listing of PO’s by Calendar Day.  The key 
figures displayed are Receipt Quantity, 
Receipt Value, Issue Quantity, and Issue 
Value.  Input parameters include 
Calendar Year/Month, Business Area, 
Material, Plant, and Storage Location.  A 
jump to Material Movement Detail is 
available by material.  Additional 
information about the material can be 
found on that report.  From there a jump 
to the PO display transaction ME23N in 
R/3 can be made.  
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SHOPPING CARTS STILL TO BE APPROVED 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays all SC’s that 
have not been approved, or rejected.  
The number of days the SC has been 
awaiting approval is displayed on this 
workbook.  Input parameters include SC 
Number and/or Created on Date.  
Additional information about a SC can 
be obtained by jumping to the SC 
Overview query. Contains SRM data 
only.   
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OVERVIEW OF SHOPPING CART APPROVALS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays all SC’s 
approved by the approver chosen in the 
input parameters. It also displays 
information on the SC Creation Date, 
First Approval Date, Last Approval Date, 
Approval Time in Days, Number of 
Approval Steps, and the Approved SC 
Value.  SC Date and SC Approval Status 
are optional drill downs. Additional 
information about a SC can be obtained 
by jumping to the SC Overview query.  
Contains SRM data only.  
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SHOPPING CART STATUS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays SC Value, and 
SC Quantity by the SC Processing 
Status.  Input parameters include 
Business Area, Plant, Created on Date, 
SC Processing Status, and Requester.  
Contains SRM data only.   
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SHOPPING CART OVERVIEW 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook gives you an overview of 
selected SC’s by Business Area.  Input  
parameters include Business Area, 
Plant, Vendor, Created on Date, Catalog, 
Product Category, SC, Product ID, and 
SC Status.  Additional SC details (SC 
Quantity, number of items in a SC, 
number of SC’s) can be added by right 
clicking on key figures in the, “Query 
Properties” menu to display on the 
report.  Contains SRM data only.  
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SHOPPING CART WITHOUT FOLLOW-ON DOCUMENTS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays all SC’s without 
follow-on documents.  Additional 
information about the SC, like 
Purchasing Group, SC Date, SC 
Processing Status, SC Transfer Status, 
and Vendor (to name a few) can be 
obtained by adding items available in 
the navigation block.  This workbook is 
especially helpful at fiscal year end 
when approving outstanding SC’s is 
essential.  Contains SRM data only.  
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CONTRACTS BY VENDOR 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays the Target 
Value, PO Value Against Contract, Open 
Target Value (%), Target Quantity, PO 
Quantity Against Contract , Open Target 
Quantity (%) by Vendor, and Contract ID.  
Input parameters include Vendor 
Number, Contract Number, Product 
Category, Product ID, Created on Date, 
and End Date of Contract.  The reports 
main page is filtered to display only 
header data.  A second page is included 
to display line item data only.  Deleted 
line items and GOA’s have been 
excluded from the report.  Contains SRM 
data only. 
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CONTRACTS PER PURCHASING ORG/ 

PURCHASING GROUP 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This workbook displays the Number of Days to Contract Expiration, Target Value, PO Value Against Contract, Target 
Quantity, PO Quantity Against Contract, and Open Target Value (%) by Purchasing Group, Contract ID, Contract 
Processing Status, and Validity End Period.  Input parameters include Purchasing Organization, Purchasing Group, 
Contract Number, Created on Date, End Date of Contract, and Contract Processing Status. Contract items can be 
added by right clicking on key figures in the, “Query Properties” menu to add contract items.  Deleted line items 
and GOA’s have been excluded from this report.  Contains SRM data only.  
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CONTRACTS PER PURCHASING ORG/ 

PURCHASING GROUP 

Business Information Warehouse 

Role Name: Procurement Reporting 
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EXPIRING CONTRACTS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

You can use this workbook to more precisely analyze the validity period of contracts that are about to expire or 
have already expired. Input parameters include End Date of Contract, Contract Number, Vendor Number, and 
Purchasing Group. Conditions on the workbook allow it to be filtered by Expired Contracts, Contracts Expiring 0  - 
90 Days, Contracts Expiring 91-180 Days, Contracts Expiring 181-365 Days or Contracts Expiring > 365 Days. Two 
separate reports are available. The workbook automatically runs the report for Header information only. Line item 
information is available on the second worksheet. Contains SRM data only.  
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EXPIRING CONTRACTS 

Business Information Warehouse 

Role Name: Procurement Reporting 
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CONTRACT TYPE REPORT 

Business Information Warehouse 

Role Name:  Procurement Reporting 

Input Parameter Box for the “Contract Type” report   
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CONTRACT TYPE REPORT 

Business Information Warehouse 

Role Name:  Procurement Reporting 

This report contains two worksheets, one containing statewide contracts, and one containing agency contracts. 
Contract ID, Material Group, and PO Value are displayed on the initial view. Contract filters were applied to the 
workbook in case the end user wants to modify the types of contracts the report is representing. This report can be 
used to monitor purchasing activity against statewide contracts. Contains both R/3 and SRM data. 
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CONTRACT TYPE REPORT 

Business Information Warehouse 

Role Name:  Procurement Reporting 

This report contains two worksheets, one containing statewide contracts and one containing agency contracts. 
Contract ID, Material Group, and PO Value are displayed on the initial view.  Contract filters were applied to the 
workbook in case the end user wants to modify the types of contracts the report is representing.  This report can be 
used to monitor purchasing activity against the agency contracts.  Contains both R/3 and SRM data. 
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CONTRACT USAGE BY GROUPED AMOUNTS 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report provides the PO Value 
and the Count of PO’s on a 
contract for the requested time 
frame on the input parameter 
screen.  When the hierarchy on the 
key figure Count of PO’s is 
expanded the user will see the 
count of PO’s by grouping, based 
upon dollar value of the PO. 
Contract’s and PO’s are pulled 
from both R/3 and SRM, and are 
available in this report.  
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CONTRACT PURCHASE COMPARE WITH DETAIL 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report shows the value of PO’s that have been produced against a contract and PO’s that were not against a contract.  This will 
assist the agency in evaluating contract usage.  The report also shows the Materials purchased ,and the Contract Reference Document 
number.  This report is at a detail level so the PO number is available.  A jump to R/3 transaction ME23N has been included.  PO 
number must be included in the drilldown for this jump to initiate successfully.  The report also contains two conditions that can be 
activated.  PO Against Contract, when activated, will display all materials purchased against a contract .  PO Not on Contract, when 
activated, will display all materials purchased without a contract.  When both conditions are activated simultaneously, those materials 
that have been purchased both against, and not against a contract will be displayed.  This will assist the user in determining materials 
that have been purchased without a contract while a contract exists for them. Contains both R/3 and SRM data. 

Input Parameter Box for the “Contract Purchase Compare with Detail” report   
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CONTRACT PURCHASE COMPARE WITH DETAIL 

Business Information Warehouse 

Role Name: Procurement Reporting 
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CONTRACT PURCHASING GROUP MONITORING 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report is intended for use by 
Purchasing Groups who create 
contracts and want to monitor their 
use. This will mainly be used by the 
Department of General Services to 
review contract usage.  Buyers can 
see the values or PO’s cut against 
contracts. The initial report screen 
shows the Contract Purchasing Group, 
Contract Material Group, Material, 
Order Value, Confirmed Value, Invoice 
Value, and Open PO Value %.  
Mandatory selections for, “Period” 
(date range), and “Contract 
Purchasing Group,” must be made 
when this report is executed.  NOTE: 
In the navigation (drill-down) area of 
the report, the only characteristics 
associated with the Contract are Item 
Number Contract, Contract Type, and 
Contract Purchasing Group. All other 
characteristics relate to the PO are 
created off the contract. Contains both 
R/3 and SRM data. 
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CONTRACT LIST WITH VALIDITY DATES 

Business Information Warehouse 

Role Name: Procurement Reporting 

 

 

 

 

 

 

 

 

This report shows a list of all 
Contracts with their start and end 
dates.  Additional information 
available includes Contract Reference 
Document Number, Contract 
Document Type, Category Purchasing 
Group, and Creation Date.  This report 
is different from others in that it is a 
report off of Contract master data.  
There are no “key figures” (quantities, 
amounts, etc.) in this report. Contains 
both R/3 and SRM data. 
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Thank You! 


