
 

 
 
 

SAP BW Walkthrough 
 
 

Finance Reports: 
 

 BW Basics 
 Monthly Comparison 

o GAAP P&L Hierarchy 
 Monthly Comparison – CO Line Item Detail Link  

 



 
 
 
 
Variable Screen 

 
 
Any variables that have a (*) at the end are required fields. 
 
Next to some variable fields is dropdown.  From here you 
can select a specific value with a the = sign.  Or you can 
select a range of values with the [ ].  You can also select 
values by < =, > =, < >, < , >, *. 
 

 
 
You can also select a non consecutive range of values using the  at the far right 
of a variable you get a second box to input another value. 
 

 
 
If you are unsure what value goes into a variable box you can use the Selection box  
and see a drop down with a list of valid selections. 
 
This example is the Selection Box for the Business Area Field.   



 
 
You can check off a new BA and then click the  button to complete the 
selection. 
 
 



Basic BW Report Layout 
 

 
 
 

 
This button will hide/unhide your navigation block.  
 

 
If you ever want to change the variables in your report you can click on the variable 
screen button.  This takes you back to the variable screen that we started with. 
 

 
In BW you can use the Printing button to print the report to Excel or to print a hard copy. 
 
The No of Rows button allows you to display all rows in the browser. 

 
 

 
This expands the columns in a report. 
 
 



 
Here is a view of the Bookmark option.  When saving a report, you save the formatting 
you’ve applied to a report.  When you run a bookmark you can change the data by using 
different variables. 
 

 
 
When saving a bookmark it is recommended that you keep the name of the original BQ 
query and add your own description.  Also, add a date.  In BW you can save multiple 
bookmarks of the same report.  However, BW does not overwrite bookmarks with the 
same name.  Here is a good example of a bookmark name: “Monthly Comparison – My 
Report 7-20-07”. 
 
Free Characteristics are variable you can add to a report. 

 
 



You can add the variable to the rows, displayed down the page with the  button.  Or 
you can add the variables to the columns with the  button.  You can use the  
button to sort on a field, restricting the data in your report.  You can remove a variable 
from a report using the  button. 
 
In each BW report there is a Context Menu that has options to manipulate the report.  
You access the context menu by right clicking on a object in the report.  The context 
menu looks like this: 
 

 
 
To apply a GAAP P&L Hierarchy add the cost element to the report.  Right click on it to 
get to the context menu.  Go to Properties. 
 

 



 
From the Display Hierarchy section, check off the Active box and select the GAAP P&L 
hierarchy from the drop down box.  Then click Transfer to apply the changes to the 
report. 
 
The report is now grouped by account area. 
 

 
 
To use the Line Item report, first remove any hierarchies you have applied.  Then, from 
the context menu, select the CO Line Item Detail (Link). 
 

 
 
The CO Monthly Comparison Line Item Detail Report default format: 

 
 



Notice that the Line Item report groups by cost element and document type.  In SAP each 
kind of transaction has a document type associated with it. 
 
There are now many more free characteristics available in the Line Item report.  Fields 
that will be useful: 
 
Created by - will give you the JHED ID of the person who posted the entry   
Parked by User - field will give you the JHED ID of the person who parked an entry 
Doc Line Item Text - will show a description for the entry if one was entered 
Ref Doc Number - will give you the SAP document number of the original transaction 
Vendor. – You can get the Vendor name in your report 
 
 
 
 
 
 
 
 
 
 
 


