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Exporting a Report to a Spreadsheet 
 

To export a report to Excel for Duke customized reports and line 
item reports only (i.e., where the Export button is not available): 

1. Follow the menu path System  List  Save  Local File . 

2. Click on Spreadsheet button and click on the    Continue 
(Enter) button. 

3. Enter a directory path and file name with extension of .xls 
for Excel (where to save the file on your computer). 
Note: To save the file to the desktop, leave the path 

defaulted and add a file name with extension 
.xls to the end of the string.  Use the  drop 
down button if needed to choose another path 
via an Explorer type window.  Be sure and use 
.xls as the extension of the filename. 

4. Click on the Transfer button to complete the process. 

5. Manually open Excel and retrieve the file or open from desktop 
if applicable. 

To export a report to Excel for summary level reports (i.e., 
reports that have the Export button shown below): 

1. Click the   Export button (menu path: Report  Export…) 
(not available on Line Item reports - see note below). 

 

Export button 
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Exporting a Report to a Spreadsheet 
 
 

 
 

2. Select options per the following steps on the Export to 
Presentation Server dialog box (shown below): 

 

3. Click on the Spreadsheet radio button (do not choose 
Microsoft Excel). 

4. Enter a directory path and file name with extension of .xls 
for Excel (where to save the file on your computer). 
Note: The   Drop-down arrow to the right of the 

File name field is similar to Windows NT 
Explorer to find or create a directory path and 
enter a file name. 

Choose Spreadsheet format 
(NOT Microsoft Excel) 

Enter the file name and directory path (where to save the 
file on your computer) or find via the drop down arrow. 

Be sure and use .xls as the extension. 
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5. To open Excel and view the exported file in Excel, click on the 
Open file radio button to select that option (or use Export only 
to open later). 

6. Click the Continue button      or press Enter. 

7. Click the Continue button at the “Export report” dialog box 
(shown below). 

 

8. If prompted with a warning that the file already exists, click the 
Replace button to replace the old file with the new file, if 
desired (shown below). 

 

9. Once Microsoft Excel and the file are opened, review the 
exported text that is now displayed and change the formatting 
as needed. 

Note: The R/3 data is exported into Excel in a text 
format (file type txt).  Therefore, formulas in 
R/3 become numbers in the spreadsheet.  
Adjust columns and formatting of fields as 
needed. 
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Common Report Options – Export (cont.) 

 

10. Once changes or formatting have been done, save the Excel 
file (see note below) and exit Microsoft Excel when ready. 

Note: IMPORTANT: Remove the quotation marks from the 
file name and choose Microsoft Excel Workbook as the file 
type.  If not, the changes will not be saved.   
 
From Microsoft Excel, you can save the exported data or copy 
data and paste it into the application of your choice.  The SAP 
R/3 report window is still active.  When Microsoft Excel is 
closed, you will return to the SAP R/3  
 




