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HOUR 22

Integration with Microsoft
Office

Integration between SAP and Microsoft’s products is nothing new. Using object linking and
embedding (OLE), a concept introduced in Hour 14, “Technology Overview,” it has long
been possible to drop your SAP data into a Microsoft application. In this way, additional
analysis of your ECC, R/3, APO, and other list- and simple report-based SAP data sources
can be easily accomplished through Microsoft Excel, Access, and so on. And with the latest
joint announcements between SAP and Microsoft—code-named Mendocino—this integra-
tion continues to grow deeper and more valuable, adding Microsoft Exchange, Outlook,
other database sources, and more to the list of Microsoft products that afford better inte-
gration with SAP.

Highlights of this hour include
> Using SAP’s %pc functionality to save SAP data
> Moving SAP data into Microsoft Excel, Word, and Access
> Review of Mendocino

» How Mendocino impacts end-user productivity

SAP and MS Office Integration
Architecture

Integration between SAP and Microsoft products hinges upon the use of OLE, a common
and standard technology for transferring and sharing information among applications.
With OLE, you can take data out of your SAP system and place it into another system, all
the while maintaining the format and integrity of the data. For example, you can view
data residing in any number of SAP database tables as a series of columns and rows in
Microsoft Excel—an easy way to view and manipulate data otherwise trapped in the SAP
database.
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HOUR 22: Integration with Microsoft Office

The SAP Assistant is the OLE interface used for calling SAP functions and transac-
tions from other non-SAP applications. The SAP Assistant exposes both ActiveX
controls and OLE object classes, for logging in to SAP, managing data and tables,
calling functions and transactions, and more. SAP systems are therefore designed
today so that you can share data with any OLE-compatible application. Sample
OLE-compatible applications include

v

Microsoft Office, including Visio and other products

Corel Office, including Paradox

>

» Star Office
» Lotus Smart Suite
>

Many Web Server development environments, such as Microsoft FrontPage

Additionally, nearly all modern application development languages in use today
support OLE. This includes the old-school C++ programming language as well as the
latest and greatest Microsoft .NET Visual Basic offerings, to IBM’s WebSphere
Information Integrator and PowerBuilder by Sybase. In this way, the developer of a
non-SAP application can create objects that can access information in SAP.

Using %pc to Download Data

There are many ways to share data between SAP and Microsoft. As I briefly men-
tioned in previous hours, executing %pc in the transaction dialog box is an excellent
and expedient way of moving data from SAP lists into other formats. Transactions
that display their data via OCX controls—in various panels, each with its own data
sources, constructs, and so on—are generally not good candidates for %pc. That is,
OCX-based output typically does not lend itself to being downloaded into a PC for-
mat such as XLS, RTE, and so on. But transactions that are displayed in list format—
most of them, to some degree—are excellent candidates for this method of down-
loading SAP data into Microsoft Office-based formats.

To save SAP list-based output to a file on your desktop or the network, enter the
characters %pc in the transaction dialog box and then press Enter. A print window
pops up (see Figure 22.1), defaulting to saving the screen’s contents in an unconvert-
ed file format. Choose the format most appropriate for your immediate needs,

press Enter, browse to the desired directory path, type the name of the output file
you want to create, and then press Save to save the list data to the filename you
specified.
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Inwhich format should the list
be saved ?

' unconverted
i® Spreadshest |
() Rich text format

. HTML farmat

R

Exporting SAP Data to Microsoft Excel

Microsoft Excel provides a user-friendly format and helpful tools to assist you in the
process of analyzing and presenting data. To get your SAP data into Microsoft Excel,
you can employ several methods. The most basic method involves the System List
function, which enables you to save lists displayed on your SAP screen.

If you want to save your downloaded SAP list in Microsoft Excel, be sure to select
File, Save As and then select the Microsoft Excel Workbook (*.xls) option in the
Save As type box or your spreadsheet; otherwise, by default, it is saved in a text
format.

You can also use the SAP Query tool to export data to Microsoft Excel, as follows:

1. Execute an SAP Query, as discussed in Hour 20, “Reporting Tools in SAP (SAP
Query, InfoSet Query, Ad Hoc Query, and QuickViewer).”

2. The options listed on the selection screen enable you to designate the type of
output you want for your report. For a basic transfer to a Microsoft Excel
spreadsheet, select the Display As Table radio button.

3. From here, select the List, Save, Local File to download this table into Microsoft

Excel. A Save As box appears, enabling you to select the download file format.
Be sure to select the spreadsheet option.

4. After the download is complete, start Microsoft Excel and open the data you
have just saved (see Figure 22.2).

5. Return to your SAP Query output screen displaying your table.

You can use the same method detailed previously to download InfoSet or other
“ad hoc” queries, as covered in Hour 20.
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FIGURE 22.1
Saving SAP data
in a number of
formats is easi-
ly and quickly
accomplished
by using %pc.
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FIGURE 22.2
Your Microsoft
Excel spread-
sheet contain-
ing your SAP
Query data
looks the same
as the data in
your original
query output.

FIGURE 22.3
SAP’s Word
Processor
Settings dialog
boxes enable
you to download
your SAP data
into Microsoft
Word.

HOUR 22: Integration with Microsoft Office

ES Microsoft Excel - SAP. Example.xls g@
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1 SAP Guery 08/14/2005/17:28:25 BCARBO1 2 |
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|3 |Pers.no. _ Personnel Number Pay scale type Pay scale area Employment Status
1
| 5 | 00000001 Bernie Carbo Hourly Biweekly Active
| 6 | 00000002 Spike Owen Hourly Biweekly Active
7 | 00000003 Kelly Browne Hourly Biweekly Active
| 8 |00000004 Tony Conigliare Salaried Non-exempt  Biweekly Active
| 9 | 00000005 Dick Radatz Salaried Non-exempt | Biweekly Active
| 10 00000006 Denny Doyle Hourly Waskly Withdrawn
| 11| 00000007 Jerry Remy Salaried Exempt  Biwsskly Active
| 12 00000008 Kylie Whalen Salaried Exempt Monthly Active
00000003 Rich Gedman Salaried Non-exempt Biweekly Active
00000010 Jim Lanborg Hourly Biweekly Active
00000011 Kevin Romine Salaried Exempt Weekly Withdrawn
| 16| 00000012 Jack Brohamer Hourly Weekly Withdrawn
| 17 | 00000013 Kevin Morton Hourly Weekly Withdrawn
| 18 00000014 Roberto Petagine Salaried Exempt  Weekly Withdrawn
| 19 | 00000015 Bob Montgomery Salaried Exempt Biweekly Withdrawn
| 20 | 00000015 Reggie Cleveland Hourly Weekly Withdrawn
[ 21 | 00000017 Rogelio Moret Hourly Weekly Withdrawn 3
| 22 | 00000018 | Rey Quinones Hourly Weaekly Withdrawn
| 23 00000019 Luis Alicea Hourly Weekly Withdrawn
| 24 00000020 Danny Cater Hourly Weekly Withdrawn
| 25 00000021 Vern Stephens Hourly Weekly Withdrawn
| 26| 00000022 Kristen Whalen Hourly Weekly Active
| 27| 00000023 Bobby Cjeda Hourly Weekly Withdrawn
281 00000024 Gary Allenson Salaried Exempt Weekly Withdrawn
| 29 00000025 Rick Burleson Hourly Weekly Withdrawn
| 30 00000025 Rico Petracelli Hourly Weekly Withdrawn
| 31 | 00000027 Butch Hobson Hourly Biweekly Active
2 | 00000028 Al Nipper Hourly Weekly Withdrawn >
W« » M)\SAP Example / [£S | S|
Readh UM

Creating SAP Form Letters in Microsoft Word

SAP has a great interface for creating form letters using Microsoft Word. This tool
has endless possibilities for your company. For an example, let’s assume you need to
output SAP Human Resources employee data into Microsoft Word so that you can

create a form letter to all employees.

1. Select a query to execute.

2. From the selection screen, use the Display As Table option and then execute

your report.

3. When the output appears, rather than saving this file to Microsoft Excel, select
the Word Processing button at the top of your Query Output. Doing so opens

the Word Processor Settings dialog box shown in Figure 22.3. Press Enter to

continue.

i®) Form letter processing with MS Word

) Create document
[] Include colors
[[] Start MS wWord

VR
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4. The dialog box that is displayed presents you with a number of options. You
can designate whether you want to create a new Word document, use a cur-
rent Word document (one that is currently “open” on your system), or use an
existing Word document (one that is saved on your computer). Click the green
check mark to begin the merge between SAP and Microsoft Word. Upon execu-
tion, SAP opens Microsoft Word (see Figure 22.4).

The mail merge toolbar containing
a link to your SAP fields

T Ee Edt Vew Inest Fomat Tock Tabe Wndow Hep AdobePDF  AcrobatC - x FIGURE 22.4
TEN=TEREY =N A Microsoft
: 44 ormsl « Times hew Roman » 12 = .
P00 | 2 | Insert Word Field - e ) [Cy D Word applica-
T ERRNEE EREREE ERERERE ERERRRE EAERERE ERERRRE IR X z tion launches
Tnsertthe-mait merge el with a new doc-
ument.

Sle o=@« >

5. An important thing to note is that your Microsoft Word application now con-
tains a new mail merge toolbar that gives you the capability to insert your
SAP fields into your Microsoft Word form letter. In Microsoft Word, press the
Enter key to begin at a new line, and then select the Insert Merge Field button
on the toolbar. In the drop-down list (or the Insert Merge Field pop-up window,
in the case of Microsoft Office 2003), shown in Figure 22.5, you see all the SAP
fields contained in your original SAP Query.

6. As appropriate for your needs, select one of your SAP fields. It appears in
brackets in your Microsoft Word document. Press Enter and insert another SAP
field. Type some text into your Microsoft Word document, and then insert
another SAP field (see Figure 22.6).
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The Microsoft
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you typed manu- Dear cPersonnel Numbery: _|

ally.

Thank you for your dedicated servios o the team, In honor of your commitment to
winning, we have included a token of our appreciation

womic

EENER K

7. To preview the output of your form letter, click the ABC (View Merged Data)
button from the mail merge toolbar, shown in Figure 22.7.

8. Use the Record selectors (forward and backward) buttons on the mail merge
toolbar to view the various records.
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View Merged Data button
Actual SAP data Record selectors

FIGURE 22.7
A sample

Microsoft Word
A0 |50 3 feerwoarens ]2 2 9 K 4 » S form letter con-
o Y R N 2 taining the SAP
Insert the mail merge Fields

fields from your
00000007 SAP Query, in
Bernie Carbo the View
Dear Bernie Carbo

Merged Data
Thank you for your dedicated service to the team. In honor of your commitment to view.
winning, we have included a token of our appresiation

Window Help  Adobe

mes Mew Roman -

So ez«

You can save your Microsoft Word merge document for repeated use. Next time ﬂiﬂ#ﬂ.ﬂ,,_
you want to use the same form letter (but with the latest data from SAP), you ow:

need to reopen the SAP Query that serves as the source of the document, select
the List, Word processing option from the menu, and then select the existing Word
document radio button. You are then prompted to enter the name of your Word
document where you saved the file. Microsoft Word will launch, displaying your
existing form letter containing the latest data from your SAP system.

Exporting SAP to Microsoft Access

As you have seen, exporting SAP data to Microsoft Excel and Word is useful when it
comes to performing further offline manipulation of your data, for creating reports
and graphs, or for drafting form letters. Exporting data to a Microsoft Access data-
base is quite useful, too, when it comes to general reporting.

Exporting to Microsoft Access is helpful as well when you want to compare data By ﬁ&]e
among multiple systems. For example, if your company stores your vendor master ay

data in SAP and it also stores vendor master data in a non-SAP application (and
you have not implemented SAP Exchange Infrastructure with Master Data

Management), you can use Microsoft Access as a tool to quickly compare the two
sources relative to overall data consistency.
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FIGURE 22.8
The Microsoft
Access File New
Database win-
dow prompts
you to create a
new database
file.

HOUR 22: Integration with Microsoft Office

The initial steps to export data into Microsoft Access are the same as the steps to
download a file into Microsoft Excel—the idea is to get the data into the Excel XLS
format. Verify this is the case before proceeding.

Depending on your Microsoft Excel configuration, you might have to perform a few
extra steps here:
1. Launch Microsoft Excel and open the spreadsheet you saved earlier.
2. In Excel, use the menu path File, Save As—as if you were going to save the
file again.
3. Take a close look at the Save As Type box; ensure that the file is saved as a
Microsoft Excel Worksheet and not any other format.
Alternatively, view and verify the extension of the file using Microsoft’'s Explorer.

Importing SAP into Microsoft Access

After the XLS file resides on your local system or an accessible file share, you need to
import this file into Microsoft Access (the following steps assume Access has been
installed on your system; given that Access is not included with all versions of
Microsoft Office, this might not be the case by default):

1. Launch Microsoft Access on your system.

2. From this initial window, select the Blank Database option, and then click OK.
You are prompted to create a name and to select a location for your database.
In this example, I selected the C:\My Documents directory and named the
database MySAP.mdb, as shown in Figure 22.8.

File New Database @

savein: [ My Documents ¥ @ @ X E - Toos-

=,
ps

My Recent
Documents

Desktop

My Documents

o7

My Computer

'_?) File pame:  [mysap| v [ ceae ]
My Network
Places Save as bype: ‘M\cmsnft Office Access Database (*,mdb) vl Cancel
/i

3. Click the Create button; you then see the main Microsoft Access window,

which appears in Figure 22.9.
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#& MySAP : Database (Access 2000 file format) [H[=E3]
[iFopen BZDesign TNew | X | 2o e |EE|EE
Objects ﬁ Create table in Desi
| =1 Tables E‘J Create table by using wizard
§ Queries E‘J Create table by entering data
= Forms
& Reports
Y4 Pages
2 Macros
¥ Modules
Groups
3 Favorites

4. To bring the SAP data into Microsoft Access, use the Microsoft Access menu
path File, Get External Data, Import. You are then prompted with a window
similar to the one shown in Figure 22.10. This is where you have to input the
location and filename of the output file you saved earlier. By default, the Files

of Type box lists Microsoft Access (*.mdb). You have to change this to

Microsoft Excel (*.xls).

Lookn: () My Documents
\ H5ap Example.xls
4
Py Recent
Documents

c

Desktop

My Documents

My Computer
«)
_

My Network

Flepame: ||

vy @ @ Q 4 ] ™ Tooks ~

v

Flaces Files of type: | Microsoft Excel ) v

Be sure to change the Files of type
drop-down box to reflect Microsoft Excel

5. After changing the Files of Type box and selecting your file, click Import. Just
as in the Microsoft Excel import, in Access you are presented with an Import

Spreadsheet Wizard similar to the one shown in Figure 22.11.
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FIGURE 22.9
The Microsoft
Access data-
base main win-
dow displays
the different
database ele-
ments.

FIGURE 22.10
Select your
import file loca-
tion in the
Microsoft
Access Import
window.
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FIGURE 22.11
The Microsoft
Access Import
Spreadsheet
Wizard assists
you in importing
your file.

6. On the first screen of the Import Spreadsheet Wizard, click the Next button to
continue. On the second screen, it asks whether you want to create a new
table or add the data to an existing table. To create a new Access database
table containing your SAP data, click Next. The next window, shown in Figure

HOUR 22: Integration with Microsoft Office

E= Import Spreadsheet Wizard. E]

Microsoft Access can use your column headings as field names For vour table, Does the First
row specified contain column headings?

[CJiFirst Row Contains Column Headings

1 SAP Query 0B8/14/2005/17:28:26 BCARB:Ai
12|
iPEIS .no.
14

5 DODD00O1

| & bonoonoz o
Kl ] 2

22.12, gives you an opportunity to name each of your fields.

FIGURE 22.12
The Microsoft
Access Import
Spreadsheet
Wizard field
enables individ-
ual field specifi-
cation and
more.

Select a column by using your mouse to highlight it

Type in a name for your column

E| import Spreadsheet Wiz ind

‘ou can specify information aboul each of the Fields you are importing.  Select Fields in the
area below, You can then modify Field information in the 'Field Options' area,

Field Options
Field Nama:  Employes Mame
Indexed: ‘es (Mo Duplicates) W [0 nat import Field (Skip)

Employee Name Field3 Field4d

=]
Hour 1y Eiweekly _J

[Hour 1y Eiweekly

[Hour 1y Eiweekly

falaried Non-exewpt Biweekly
Galaried Non-exewmpt Biweekly v|

| »

[ Cancel J l < Back [ Meft = ] [ Einish I

Use the scrollbar to
navigate through your file
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By selecting each column (use your mouse to do so), you can type a field
name for each. After you have named all your fields, click Next.

The following screen enables you to assign a unique identifying number for
each of your records, to be used as a primary key (primary keys are discussed
in Hour 3, “Database Basics”). Click the Next button to continue.

The last screen asks you to provide a name for your table. Type MySAP and
click Finish. Microsoft Access then presents you with a confirmation window
similar to that shown in Figure 22.13.

Import Spreadsheet Wizard

Q) Finished importing file 'C:\Documents and SettingsiMy Documents|SAP Example.xis' to kable MySAP',

Click OK in the final Import Spreadsheet Wizard confirmation window; you
are returned to the Microsoft Access main window, and your new table is now
listed under the Table tab.

To take a look at your table, select it and then click the Open button. Your SAP
list now appears as a Microsoft Access table (see Figure 22.14); it includes an
additional primary key field as well.

B MySAP : Table

D Field1 Employee Narn| Field3 Field4 Fields

1

|| 5 00000001 Bermie Carho  Hourly Biweskly Active
| & oooooo2 Spike Owen  Hourly Biweekly Active
|| 7 00000003 Kelly Browne  Hourly Biweskly Active
|| 8 00000004 Tony Conigliaro Salaried Non-ex Biweekly Active
| | 9 00000005 Dick Radatz  Salaried Non-ex Biweekly Active
| 10 0oooooos Denny Doyle  Hourly Weekly Withdrawn
| 11 ooooooo? Jerry Remy  Salaried Exemp Biweekly Active
| | 1200000008 Kylie Whalen  Salaried Exemnp honthly Active
| | 13 00000009 Rich Gedman  Salaried Non-ex Biweekly Active
| | 1400000010 Jim Lonbarg Hourly Biweekly Active
| | 1500000011 Kevin Romine  Salaried Exernp Weekly Withdrawn
| | 1600000012 Jack Brohamer Hourly Weekly Withdrawn
| | 17 00000013 Kevin Morton  Hourly Weekly Withdrawn
| | 1800000014 Roberto Petagir Salaried Exemnp Weekly Withdrawn
| | 1900000015 Bob Montgormer Salaried Exemp Biweekly Withdrawn
| 2000000016 Reggie Clevelan Hourly Weekly Withdrawn
| | 2100000017 Rogelio Moret  Hourly Weekly Withdrawn
| | 2200000018 Rey Quinones  Hourly Weekly Withdrawn
| | 2300000019 Luis Alicea Hourly Weekly Withdrawn
| | 2400000020 Danny Cater  Hourly Weekly Withdrawn
| | 2500000021 Ve Stephens  Hourly Weekly Withdrawn
| | 2600000022 Kristen Whalen Hourly Weskly Active
| 27 ooooooz3 Bobby Ojeda  Hourly Weekly Withdravn
| | 2800000024 Gary Allenson  Salaried Exemp Weekly Withdrawn
| | 2800000025 Rick Burleson  Hourly Weekly Withdrawn
| | 3000000026 Rico Petrocelli Hourly Weekly Withdrawn
|| 3100000027 Butch Hobson  Hourly Biweekly Active
|| y32 00000028 Al Nipper Hourly Weekly Withdrawn
Retulﬁ: 1 DO of 32

Note the additional primary key field
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FIGURE 22.13
The Microsoft
Access confir-
mation window
declares that
your data

has finished
importing.

FIGURE 22.14
Your SAP data
now appears in
a Microsoft
Access data-
base table.
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This process is certainly a few steps longer than exporting your SAP data into
Microsoft Excel. However, Microsoft Access is a sound reporting tool used by a large
number of SAP customers as their primary reporting tool—especially when other
applications or tools like SAP Business Warehouse, Strategic Enterprise Management,
Cognos, or Crystal Reports are unavailable. Its prevalence also speaks to the fact
that Microsoft Access is popular across many companies regardless of size.

Another reason for its popularity is that Microsoft Access is simple to use. It lever-
ages simple report wizards to guide you step-by-step in creating comprehensive
reports. Now you will create one sample report using a Microsoft Access Report
Wizard.

The Microsoft Access Report Wizard

Creating reports in Microsoft Access is easy using a tool called the Microsoft Access
Report Wizard. The use of reports wizards simplifies the layout process of your fields
by visually stepping you through a series of questions about the type of report that
you want to create. The wizard walks you through the step-by-step creation of a
report, while behind the scenes Access is formatting, grouping, and sorting your
report based on selections you make.

Instead of having to create a report from scratch, Microsoft Access provides a num-
ber of standard report formats. Some of these, like tabular and columnar reports,
mail-merge reports, and mailing label formats, lend themselves to meeting basic
reporting requirements. Reports created using the Microsoft Access Report Wizard
can also be customized to fit your needs. To use the Report Wizard, perform the fol-
lowing steps:

1. Close any open Access databases by using the menu path File, Close.
2. In the main Microsoft Access database window, click Reports.

3. From here, click the New button to launch the Microsoft Access Report Wizard
(or choose the option to create a report in Design view).

4. Assuming you are running the Report Wizard, select the Report Wizard option
in the top box and your table name in the second box. Click OK to proceed.

5. Next, you are presented with a field selection screen. From this screen, you can
select which fields are output to your report. Select a field by highlighting it
with your mouse, and then use the Next button to include it in the report. In
the example, I selected the Employment Status field, as shown in Figure 22.15.
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Report Wizard FIGUR_E 22.15
= The Microsoft
which fields do you want on your report? Access Report
% iy || Y¥ou can choose from more than one table or query, Wiza rd_ fleld_
selection win-
dow enables
you to specify
which fields you
Available Fields: Selected Fields: want to include
in your report
output.

Tables/Queries

Table: MySAP ~
| |

Personnel Number

6. After you click Next, the Report Wizard asks whether you want to add any
grouping levels to your report. This is a helpful step when you are creating a
report where you might want to group and subtotal portions of the output. For
this example, you don’t need grouping or subtotaling, so click the Next button
to continue.

7. Now identify your sort order criteria. In the example, shown in Figure 22.16, I
have sorted according to Employee Name.

FIGURE 22.16
The Microsoft

‘What sort order do you want for your records? Access Report
‘fou can sort records by up to Four Fields, in either Wizard enables
ascending or descending order.

N you to select
[ ame v | Ascending multiple sorting
criteria.
Z v Ascending
=} I |
) v
[ Cancel ] [ < Back ” Mext = I [ Einish

8. The Report Wizard enables you to specify formatting criteria. The orientation
of the report (portrait or landscape) and the layout of the report (columnar,
tabular, or justified) are designated on this screen. After making a selection,
click Next.
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9. You can choose from a selection of predefined formats for your report. After
making a selection, click Next.

10. The last step asks you to type a name for your report. Do so, and click Finish
to complete the creation of your report.

ﬂiﬂﬁ‘m_ur Advanced Microsoft Access users can write a macro that automatically retrieves
ow: the latest SAP download file and imports it in to your existing Microsoft Access
table—replacing the old data and thus automating the Microsoft Access import
process. For more information on this function, search the Microsoft Access help
for “automate importing.”

In the same way, advanced ABAP or Java programmers can write a program that
automatically generates a file that can be used for the download portion of this
process, thus automating the entire SAP-to-Access reporting process.

Microsoft Access is a great reporting tool that enables users with minimal Microsoft
Access skills to create reports. Using Access, you can also include graphics in your
reports, or you can create graphs and charts of your SAP data. If you take a few
minutes to investigate the types of reports you can create using Microsoft Access, I'm
sure you will discover the value of this reporting tool for SAP.

Quick References

The following sections provide simple step-by-step instructions for executing many
of the reporting processes just discussed. Use the following sections as a quick refer-
ence to speed you through each respective reporting process. And remember, if you
need more information, refer to each process’s respective detailed sections provided
earlier in this hour.

Quick Reference for Exporting Lists to Microsoft
Excel

The following is a recap of the steps required to use the System List function to
export SAP lists to Microsoft Excel.

1. Navigate to the SAP screen containing the list you want to output.
2. Follow the menu path System, List, Save, Local File.

3. Use the possible entries help button to change the location and filename of
your new file.
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4. Click the Transfer button.

5. Launch Microsoft Excel and open the file.

Quick Reference for Exporting SAP Query
Reports to Excel

The following is a recap of the steps required to output SAP Query reports to
Microsoft Excel.

1. Execute the SAP Query report that contains the data that you want to include
in your report.

2. On the selection screen, select the Display As Table option, and execute the
report.

3. Select the List, Download to File menu option.

4. Use the possible entries help button to change the location and filename of
your new file.

5. Click the Transfer button.

6. Launch Microsoft Excel and open the file.

Quick Reference for Creating Form Letters with
Microsoft Word

The following is a recap of the steps required to create SAP form letters using
Microsoft Word.

1. Execute the SAP Query report that contains the data that you want to include
in your report.

2. On the selection screen, select the Display As Table option, and execute the
report.

3. Select the List, Word Processing menu option.
4. Click the Enter button on the Word Processing Settings dialog box.

5. Select your required options from the MS Word Settings dialog box, and then
click the Enter button.
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Type your document and insert merge fields using the Insert Merge Field but-
ton on the Microsoft Word mail merge toolbar.

Use the ABC view merged data button to review your document and the
record selection buttons to navigate between records.

Quick Reference for Exporting Lists to Microsoft
Access

The following is a recap of the steps required to use the System List function to

export SAP lists into Microsoft Access. The initial steps of this process are the same

for downloading files to Microsoft Excel.

1.

2.

Navigate to the SAP screen containing the list you want to output.

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

. Use the possible entries help button to change the location and filename of

your new file.
Click the Transfer button.

Open your file in Microsoft Excel, and use the menu path File, Save As to save
it as a Microsoft Excel worksheet. Close Excel.

Launch Microsoft Access and create a new database.

Use the menu path File, Get External Data, Import, and select your Microsoft
Excel file to import the file in to Microsoft Access using the Import Spreadsheet
Wizard.

Quick Reference for Exporting SAP Query
Reports to Access

The following is an explanation of the steps required to output an SAP Query report

to Microsoft Access. The initial steps of this process are the same for downloading

files to Microsoft Excel.

1. Execute the SAP Query report that contains the data that you want to include

in your report.

On the selection screen, select the Display As Table option, and execute the
report.

. Select the List, Download to File menu option.
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4. Use the possible entries help button (down arrow) to change the location and
filename of your new file.

5. Click the Transfer button.

6. Open your file in Microsoft Excel, and use the menu path File, Save As to save
it as a Microsoft Excel worksheet. Close Excel.

7. Launch Microsoft Access and create a new database.

8. Use the menu path File, Get External Data, Import, and select your Microsoft
Excel file to import the file in to Microsoft Access using the Import Spreadsheet
Wizard.

Mendocino Review

Outside of the specific integration capabilities that OLE has historically made possi-
ble, SAP and Microsoft have worked together more recently to provide another level
of integration. Called Mendocino, it’s the first real joint product between the two
giant software companies. Leveraging the openness of .NET-enabled Web Services
and the capabilities of Enterprise Services Architecture (ESA), Mendocino enables
Microsoft Office 2003 to extend and manage SAP-derived business process functions
and the data traversing them.

Mendocino was announced in April 2005, made available in the final quarter of the
year, and hailed as the “next big thing” for SAP/Microsoft integration. Its open
interface enables independent software vendors (ISVs), other SAP customers, and sys-
tems integrators to extend workflows and improve functionality both in the “back
office” and “front office” Microsoft product suites.

That is, Mendocino connects SAP with Outlook Exchange in the back-end, and with
the usual Microsoft Office products like Excel and Word in the front-end.
Additionally, Mendocino enables connectivity with other databases, servers, and
clients. This is all accomplished through

> Extended Microsoft product application menus

» The use of an SAP-specific “smart pane”; SAP can pop up when it has some-
thing important to deliver or communicate

P Better business analytics made possible through Excel

> Better integration with Word via “smart” business documents
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Improving Productivity with Mendocino

Mendocino improves end-user productivity by leveraging exposed business processes
and Mendocino-improved desktop interfaces. What does this look like in the real
world? As outlined here, the impact is widespread and compelling. Use Mendocino to

» Synchronize your SAP and Outlook calendars

» Synchronize SAP business processes with other processes managed through
Microsoft products

» Conduct time-management activities and populate multiple data sources or
impact extended business processes through a single interface (typically
accomplished with SAP’s Enterprise Portal or Microsoft’s Outlook)

> View real-time data in SAP via Microsoft’s products (as opposed to historical
data often reflected by most reporting systems)

» Automate the creation and delivery of SAP reports via Microsoft Exchange and
Outlook

> Bring together customer relationship management data with your meeting
and conference call data, so that all relevant customer information, billing
information, time-tracking data, and so on can be better leveraged for
decision-making

> Deliver both “alerts” and “alert context” from SAP BW and then facilitate the
execution of subsequent business processes—true management by exception

In the end, Mendocino helps SAP and Microsoft customers make the most of their
respective investments. In doing so, it enables business processes to be extended and
automated. This speeds up an organization’s capability to intelligently respond to
demands, and presumably serve customers, shareholders, and other stakeholders
better than ever before.

Summary

Many tools on the market are designed to assist you in creating SAP reports. Yet
with the integration naturally afforded by SAP for Microsoft’s core suite of products,
much of your reporting can be handled natively by SAP. This lesson gives you a look
at how you can use Microsoft Excel, Word, and Access for such reporting purposes.
Using the Microsoft Office family of products, you can therefore easily create the
reports you need without expensive third-party tools, advanced technical knowl-
edge, or the help of SAP technical professionals.



Workshop

SAP’s %pc functionality makes it easy to dump data from SAP into any number of
other application formats. The processes discussed in this hour also highlighted how
you can use Microsoft Excel to download SAP data into standard Excel spreadsheets.
You discovered that Microsoft Word is ideal for creating merged SAP-fed form letters
and mailing labels. Microsoft Access also helps you conduct reporting as well as
manage data between multiple systems; use it as a comparison tool for data that is
stored outside of SAP. Finally, the enhanced integration afforded by the joint
SAP/Microsoft initiative known as Mendocino promises not only excellent workflow
benefits, but greater integration between SAP and Microsoft Office’s entire suite of
productivity tools.

Q&A

Q Instead of using the reporting tools provided by SAR can custom reports be
created from scratch in SAP?

A Custom reports can be created from scratch in all SAP applications. These
reports (or programs, as they are called in SAP) are written in the ABAP or Java
by an experienced programmer. Some companies create many customized
reports and others rely on customized reports only when absolutely necessary.

Q If SAP data is output to a Microsoft Excel spreadsheet and then the spread-
sheet is edited, is it possible to get that updated data back into SAP?

A The easy answer is yes, but it is no easy task. It requires the skills of a pro-
grammer who can write a program that can upload the data in to SAP.

Workshop

The workshop is designed to help you anticipate possible questions, review what
you've learned, and begin thinking ahead about putting your knowledge into prac-
tice. The answers to the quiz that follows can be found in Appendix A, “Quiz
Answers.”

Quiz
1. Name two methods you can use to create output files to be imported into
Microsoft Excel.

2. Which type of integration interface is most often used to communicate with
Microsoft Office?
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3. Which Microsoft application do you use to create SAP-supplied form letters?
4. What does the term OLE mean?

5. Name some additional OLE-compatible applications.

Exercises

1. Create a file using the System List function and open the file in Microsoft
Excel.

2. Create a new Microsoft Word form letter using an existing Microsoft Word
document.



