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Layout (Line Item Reports Only) 
 

A Layout, such as the standard default of /DUKE, is applicable for 
Line Item reports only and determines how a report looks, i.e., 
displays on the screen.  More specifically, a Layout determines the 
formatting, such as which columns are displayed, in what order 
the columns are displayed, and how the report is sorted and/or 
subtotaled. 

For Line Item reports, the preferred Layout can be chosen on the 
selection screen for the report and used as the report is executed.  If 
a Line Item report is displayed from a report drill-down process, then 
the Layout defaults to /DUKE. 

Once in a Line Item report, several functions related to Layouts allow 
a user to do the following: 

• Choose a different Layout - to choose another layout without 
exiting the report, which may change the columns displayed, 
order of columns, and sort/subtotal for the report.  This is 
especially helpful in the report drill down process to choose a 
different layout than the default of /DUKE.  Choosing a different 
Layout will not change the criteria selected for a report, such 
as cost objects or timeframe. 

• Change the current Layout - to add or remove columns, 
change the column order, or change sorting and subtotals.  The 
changes are temporary until the report is exited, unless the 
Layout is saved. 

• Save the changes made to the current Layout (including the 
sorting and subtotals of the report, as well as column related 
changes) – to save a layout for future use.  The Save Layout 
function can overwrite an existing layout and must be done 
carefully (see note below).  A user can choose to save a 
Layout either for their own use only or for other users to be able 
to access and use in reports. 
Note: The standard Layout of /DUKE pertains to all 

Line Item reports and is used by many SAP 
users at Duke.  /DUKE SHOULD NEVER BE 
CHANGED AND SAVED OVER BY ANY 
SAP USER. 
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Choose a Layout 
 

Background: Once in a line item report, the Choose 
Layout function allows you to choose a different layout 
(columns, sorting, etc.) for the display of the report. 

1. Click on the   Select Layout button (Ctrl+F9) or follow the 
menu path: Settings  Layout  Choose. 

In the Choose Layout dialog box: 

 
Note: The top line of the list displayed in this dialog 

box represents the CURRENT Layout chosen 
for the report.  Use the horizontal scroll bar 
to view the Layouts listed ABOVE and below 
this layout if needed. 

2. To select a Layout, click ONCE on the Layout name (or 
anywhere on line) to choose and copy that layout to a report. 

3. If applicable, click the  OK button to clear the Information 
dialog box. 

4. Review the columns and sort/subtotals now displayed per the 
Layout chosen. 
Note: Choosing a different Layout will not 

change the selection criteria entered on 
the initial screen. 

2. Click ONCE on 
a Layout name 
to choose and 
copy the layout 
to the report 
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Change a Layout 
 

Background:  Once in a line item report, the Current 
Layout can be changed.  Columns can be added or 
removed, the order of the columns can be changed, and 
sort/subtotals can be changed.  Changes are temporary 
until the report is exited, unless the layout is saved. 

1. Review current Layout shown in the report heading (e.g., 
/DUKE which is the standard layout for line item reports). 

2. Optional: To select a different Layout as the base format for 
your changes, use the   Select Layout button. 

3. Review the format of the current Layout chosen and 
determine what changes to the current layout are desired. 

4. Click on the    Change Layout button or follow the menu 
path: Settings Layout Change. 

In the Change Layout screen (choose options on 
following pages as needed): 

 

 

 

 

Column content (columns) currently 
displayed or to be displayed on the report. 

All fields (Hidden fields) not currently 
displayed on report (many columns 
listed here are not used at Duke). 
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Change a Layout (cont.) 
 

To remove column(s) from the current layout (using 
Column content section on left side of screen): 
5. To select the column(s) to be removed, click on the column 

name under Columns (to the left). 
Note: More than one column can be chosen (holding 

the CTRL key and selecting it) and removed 
at one time.   

6. Click on the   Hide selected fields button (middle of screen). 

To add columns to the current layout (using Column Set 
section on right side of screen): 
7. To help locate columns by alphabetizing the hidden fields in the 

Column Set section, click on the Column name title/header 
(click again for descending order). 

8. To select the column(s) to be added, click on the column 
name(s) under Column Set (to the right). 
Note:  More than one column can be chosen and 

added at one time by holding down the CTRL 
key and selecting the column. 

9. Optional: To select where the columns should be inserted, 
click on the desired column name under the Columns section 
(to the left) that you want the new column to be inserted above. 
Note:  If this optional step is not done, the columns 

will be inserted at the end of the list as the last 
columns displayed. 

10. Click on the  Show selected fields button (middle of 
screen). 
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Change a Layout (cont.) 
 

To change the order of the columns on the current 
layout: 
11. In the Columns section (left), click on the column name for the 

column to be moved and use the buttons as noted below: 

•  /   To move the column selected up/down the list of 
columns; one column at a time. 

• /   To move the column selected to the top/bottom of 
the list of columns. 

Once changes are complete, to exit the screen and see 
the report in the changed layout: 

12. Click on the    Transfer button or press Enter. 

Note:  Another option is to use the  Save Layout 
button (also available at the bottom of the 
dialog box).  Please be sure to change the 
name of the Layout.  Do not overwrite 
/DUKE or any other existing layout that 
you did not create yourself. 

The  Transfer button allows you to apply 
the changes made to the report and review 
those changes before saving a new Layout.  
The current layout is temporarily changed as 
specified only for the current report being 
displayed.  Once the report is exited, the 
layout changes will default back to the original 
settings, unless the layout is saved.  Follow 
the steps to save a Layout for future use if 
needed. 
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Save a Layout 
 

Background:  The Save Layout function allows a user to 
save a new Layout or to save over an existing Layout.  
The standard default layout of /DUKE SHOULD NEVER 
BE CHANGED AND SAVED / OVERWRITTEN BY ANY 
SAP USER (this applies to any other variants 
beginning with /DUKE as well). 

1. Review current Layout shown in the report heading (e.g., 
/DUKE which is the standard layout for line item reports). 

2. Click on the   Save (Save layout) button (Ctrl+F12). 

In the Save Layout dialog box: 

 

3. REQUIRED: Enter a NEW NAME in the Save Layout field as 
follows (unless changing an existing Layout): 
• If the layout is for use by any Duke user, then the name must 

begin with a / symbol. 
• If the layout is to be User-specific (see next step), then the 

name must begin with an alphabetic character (e.g. ADMIN). 
Note:  Remember to change the name in this field 

or the current layout will be changed.  
Standard layouts like /DUKE were created for 
use by all Duke users.  DO NOT SAVE OVER 
and CHANGE those layouts. 

3 CHANGE THE NAME. 
DO NOT SAVE OVER 
/DUKE OR OTHER 
VARIANTS WHEN 
CREATING YOUR OWN 
VARIANT. 
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Save a Layout (cont.) 
 

4. Optional: To select that the layout only be available for the user 
creating the layout, click in the box beside User-specific 
(name must not contain / symbol at beginning). 
Note:  If the User-specific box is checked, this new 

layout will only show on the dropdown list of 
layouts for the user that created the layout  All 
other users of SAP will not see or be able to 
select that layout for use in their reports.  If the 
User-specific box is unchecked, this new 
layout will be available to all users. 

5. REQUIRED: Enter a unique description in the Name field 
(especially if the User-specific box is left unchecked) to 
describe the intended purpose of this layout or how this layout 
is different from the others available.  

6. Click on the   Save (Save layout) button or press Enter to 
complete the process and exit the dialog. 
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Whom to Contact to Delete a Layout 
 

Background:  Layouts for a line item report can either be 
available to all users or be user-specific, i.e., only 
available for the user who created the layout.  If no longer 
needed, a Layout can be deleted from the SAP system for 
a specific report.  The Layouts that are not user-specific 
are stored and administered in a single database for each 
line item report.  Due to the limited access to the 
database and the risk of a Layout being accidentally 
deleted, all requests to delete a Layout for a specific 
report should be funneled through Accounting 
Systems and Procedures as outlined below. 

To delete Layouts (either layouts listed for use by all 
users or user-specific layouts): 
1. Contact Accounting Systems Administration at 684-2752. 

2. Provide the name of the line item report and the name of the 
Layout to be deleted. 

3. One of the following actions will occur: 

• If the layout to be deleted is available to all users, 
Accounting Systems and Procedures will delete the 
Layout from the database (if it is deemed appropriate). 

• If the layout to be deleted is marked as user-specific, 
Accounting Systems and Procedures will guide the user 
through the steps of deleting their own layout from the 
database (the layout will not be accessible by anyone 
but the user who created the layout). 




