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Note: These instructions use the 
transaction FB03 to demonstrate 
the process for exporting data 
from SAP to Microsoft Excel.  It is 
the same in any other transaction 
which displays data sets.

The “Standard” export process 
produces a usable spreadsheet, 
but the “Right-Click” method
takes fewer steps and actually 
produces a more usable and 
better-formatted spreadsheet.

To skip the Standard methods and 
learn the quick, easy Right-Click 
method, skip to page 6.
___________________________

Standard Processes for 
Exporting

01

Once you execute FB03 and have 
pulled up the data you wish to 
export you can use one of two 
buttons:  the “Spreadsheet” button 
or the “Local File” button.
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02:  Spreadsheet 
Button

If you press the “Spreadsheet” 
button you are prompted to select 
your preferred format.

The choices that appear in the 
drop-down are noted below:
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03:  Local File Button

The other way to export a 
spreadsheet that produces a 
spreadsheet formatted in the 
same way is the “Local File 
Button.”

Just as in the previous step, if you 
press the “Local File” button you 
are prompted to select your 
preferred format.  Select 
“Spreadsheet.”
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04:  Local File Button

Another pop-up appears.  Name 
your File and then click 
“Generate.”
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05:  Standard Method 
Output versus Right-
Click

The spreadsheet generated using 
the standard methods just shown 
will produce a document that 
looks like the top version.

The lower version was generated 
by the Right-Click method.  You’ll 
note that it’s much cleaner, better 
formatted, and generally more 
usable.

To learn how to get this cleaner 
spreadsheet using the Righ-Click 
method, follow the steps on the 
following pages.

Standard Method Output

Right-Click Method Output
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01:  Right-Click Method

Once you execute FB03 and have 
pulled up the data you wish to 
export you can skip using any of 
the standard SAP buttons to 
export and instead just highlight 
any cell and right-click to bring up 
a context menu.

Select “Spreadsheet.”
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02:  Right-Click Method

Click the radio button to “Select 
from All Available formats.”  Then 
choose your format from the drop-
down list that appears (noted 
below):

Note:  You can then check, if you 
wish, the “Always Use Selected 
Format” to avoid having to choose 
this when you Right-Click in the 
future.

Click the green check and save to 
your desktop.
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03:  Right-Click Method

The output you get from this method is much cleaner, better formatted, and generally more usable.

END


