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Change Layout

Transaction Code: N/A
Location(s):
SAP GUI

Purpose: The change layout button in SAP can be used to modify a display or report within the GUI.
Three buttons are available: change layout, select layout, and save layout. These buttons are helpful
when displaying Document Journal information for the ZFD1 and ZFBC reports in SAP GUI.

1. Loginto myNKU

a. https://myNKU.nku.edu/irj/portal
2. Select SAP GUI tab.
3. Select either Microsoft Windows or Mac.
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Change

Change layout —1:

1. If you receive this message, Click Continue.
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https://mynku.nku.edu/irj/portal

Displayed Columns tab:

Display or remove columns and modify the order of display.

[E Change Layout
Dizplayed Columns Sort Order i Filter i Wiew i Display
Displayed Columns Column Set
Column Narre =] Calumn Narre |
Fredecessor doc.no. [=] FM Area [=]
Ref Docurnent Mumber [~] Fund narme [=]
Refarence item ] Committment tem ]
Valtype text Funi W
Period Custamer far fund
Fil posting date Commitment budget amount in FM area
Funds Center Funds application
Payment budget amountin Fhl are Amaount type
GiL Account . Company Code
Wendaor =] Fund Type E‘
Text E| Carrforward level E|
Sort Order tab:
Modify the sort criteria.
[& Change Layout

Displayed Columns (

EENEIEIED

Sort criteria

Column Mame |&|ﬁ|%|
@ ]

Fi posting date
Fredecassor dac.no.

) Filter , View , Display

Column Set

Column Mame

Ref Document Mumber
Fil Area

Refarance item

Fund name

Yaltype text
Commitment lterm
Period

Fund
Custarmer for fund
Funds Centar

Commitment budget amount in FM area
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Filter tab:

Modify filter criteria using the column set.

|E3'Change Layout

Cizplayed Calumns .I SonOrder@ew i Cizplay

1st Step: Define the Filter Criteria

Filter criteria Column Set
Column Mame | Column Mame |
Vendor Funds Center (]

Fayment budget amount in FW area ¢
Funds applicatian

GIL Account

Armaudnt type

Company Code

Text

Fund Type

2nd Step: Determine Yalues for Filter Criteria

E Commitment budget amoaount in Fi ar E
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Display tab:

Modify any display settings.

|I:UChange Layaut

wwithout horizontal aridlines
CIwwithout vertical aridlines
Iwwithout column headings
CIwwithout cell meraing during sorts
[w] Optimize Calumns

[w]with striped patt.

1 Printout with Date, Title, and Page Mumber

Cizplayed Columns .I Soart Qrder i Filter i View@

T
|
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1. Click Continue.

Select layout

I= information
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2. Choose a layout setting.

|E?Choose layout
Layout setting All fed|
Al
@ ser-specific -
Layout ‘ILayDuP Default setting
TIULLA Default E|
IMEG Meq [+]
TKB SAF Standard Layout Variant [
TUNT DISC Tuition Disc - Athletics RE&R (not appl)
MNERDOR Totals by Wendor
[ZASEET Default
IZDEFAULT Zone report o
[ZDEFAULT/RR | Default
(ZDEFERRED |Deferred Revenue —
DSAPSTANDAR SAP Standard LayoutWariant E|
FCHEMISTRY ZFD for reconciliation o E|
[l |[4[»]
3. Select a layout.
4. Click Continue.
I@Chnnse [ayout
Layout setting Dser—speciﬂc g
Layaut ‘lLa\,rDut description Default setting
ZCHEMISTEY ZFD1 for reconciliation o
([ |[«][]
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Save layout |_E

1. Enter a Save layout name that begins with a ‘Z’.

2. Provide a description in Name.

3. Check User-specific and/or default setting.

4. Click Continue.

|II7 Save layout

Layout ‘|Lavnutdescriptinn | Default setting
MUIT DISC Tuition Disc - Athletics RE&B (not appl

NWEMNDOR Totals by WVendor

IZASSET Default

FZDEFALULT Zopc report o

JZDEFAULTIRRE | Default
ZDEFERRED Deferred Revenue

OSAPSTAMDAR SAP Standard Layvout Wariant
FTTHEMICSTRY FEMA for raronciliatinn -

[le]] ! I[«D]

[l

Mame: ZFD far reconciliation

\ [v] User-specific [«] Default setting

N

< Save layout ECHEMISTRY
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