EXPORTING TO CSV FROM CORE R/3 & BF BW

Use this Job Aid to solve problems encountered when downloading data from BW to an Excel CSV file.  

 

Why Save Directly to a CSV File?
· Saving directly to CSV file format in Excel, makes it easier to open the output file. 
· Saving directly to CSV file format in Excel, will create a neater appearance because only data is 
transferred from BW. This excludes pre-existing formatting in BW. 
· Saving directly to CSV file format in Excel, enables you to keep the file for future reference.
· Saving directly to CSV file format in Excel, is 5 - 10 times faster than saving to Excel files.
Instead of saving a report in place by going to File(Save As, download the report directly to a local CSV file.
STEP 1:  How to Change Window’s Settings to Prompt You to Save Directly to a Local File

 

The ability to either open in place or to save to a file is controlled by a windows option. Your Windows setup may not include this option set. The following instructions will set your machine to prompt you to OPEN or SAVE.

Note: Screenshots below are from a Windows XP environment.


Go to:

I. Start(My Computer. This is the Windows XP default view. Windows 2000 users go to the “My 
Computer” shortcut on the desktop.
Note: You must have Local Administrative rights to change the settings under Step 1. If you do not, contact your local IT support group.
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II. Tools(Folder Options.
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III. File Types.

IV. Scroll down to “XLS” and press the Advanced button.
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V. Select the Open Action.

VI. Select Confirm open after download.

VII. Click OK.

VIII. Click Close.
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STEP 2:  How to Set the Text Delimiter

This setting is not part of the standard Windows XP set-up. In order to receive optimum results in CSV, you must change the text delimiter. By changing the Comma “,” to a Semicolon “;” in the “List Separator” under Regional settings, Excel translates the downloaded file. NOTE: You will only need to make this setting change once.
I. Start(Control Panel. 
Windows 2000 users go to: Start(Settings(Control Panel.
Note: You do not need Administrative rights to complete this settings change.
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II. Select “Date, Time, Language and Regional Setting.”
Windows 2000 users select “Regional Options” and skip to Step VI.
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III. Pick Control Panel option “Regional and Language Options.”
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IV. Select the Regional Options tab.
V. Click on the Customize button.
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VI. Select the Numbers tab.

VII. Enter a “;” in the List Separator field.
VIII. Click OK and close all dialog boxes.
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Now you are ready to export reports from Core R/3 & BF BW to a CSV file in Excel. See Step 3. 

STEP 3:  How to Export to CSV
I. In the BW report, left-click on any underlined text or data.
II. Go to: “Enhanced Menu.”
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III. Go to: Export as…(CSV File. 
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Note: You will be prompted to OPEN or SAVE the output. 

IV. Click the SAVE button. 
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When you click the SAVE button, you will be prompted for a Save Location.

V. Select your location and enter a file name.

VI. Make sure you end the file name with “.csv.”

VII. Click the SAVE button. 
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STEP 4:

Opening a CSV Download
To open the CSV file, go to the saved location and double-click on the file.
You can also open the file from within Excel. If you do this, make sure you select file type “All Files.” 

If you do not wish to include result rows, you must remove the rows in BW prior to exporting into CSV (see tip on next page for instructions).
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Tip:

How to Remove Result Rows in BW

I. Click directly on the word Result.

II. Go to( Enhanced Menu. 
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III. Select Properties.
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IV. Select Always in the Suppress Results Rows dropdown.

V. Click Transfer.
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VI. Repeat for all Results rows and Overall Results.[image: image18.png]
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