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2. Course Agenda

Course Agenda

Select from the menu below to continue.

SAP R/3 Modules

SAP Access
SAP Navigation - Standard Screens

SAP Transactions

SAP Navigation - Reporting

Useful Tips

Summary

ABB

Author: bbowers 5 2021-04-23



SAP 101 Basic Navigation

3. Course Navigation

Course Navigation

The Book Reader bar is shown below. The Book Reader toolbar helps you navigate through a course. Hover your mouse over any of the buttons to
display a popup explaining what it does.

2. Course Objectives

2

< "y d) 0@ X

R Pause play The Progress Indicator
page anim shows which page of the
H the curren course you are viewing, and

i animation how many pages there are in

available. the course.

have already viewed.
The simulation Trainer toolbar is shown below. The

Hover your mouse over any of the buttons to display a popup explaining what it does.

4) 4% Greating a Sales Order

The Table Of Contents shows you the structure of the coi

bottom of © Book Reader.

Check marks on the right side of the Table Of Contents it bottom to tic vup-

gress Bar shows how far you have
sed through the simulation, and it

Gob paus Go forward ¢ 1¢ Muteor! pisplay
the < Mod, frameinthe ©F Playback audio
(Not js no simulation playt S°"ent controls.

Mod mod (Not available in -
Test Mode.) available in Test Mode.)

s a Node for each frame. You can
.«aNode to jump to that frame. (Not

Author: bbowers 6

Switch the ¢ p;, Close the
Reader tool

st; Simulation

from the to| o playback.

the bottom pogk keader.
i from the bo

(N

Switch the Displ Close the
number indicates a chapter. Regular text with a decimalr Reader too stanc course.
you click on a chapter heading, you will jump to the first | from the tc help e e
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4. Course Objectives

Course Objectives

At the end of this course you will be able to

- Log on to and log off from SAP
- Navigate through SAP screens
- Launch a transaction

- Explore further using useful tips
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5. Definitions and Acronyms

Definitions and Acronyms

Author: bbowers

ERP — Enterprise Resource Planning

SAP — Systeme, Anwendungen, Produkte (German) — Systems, Applications
and Products

R/3 - Real Time Data Processing, 3-tier. Database, application server and
client (SAP GUI)

GUI - Graphical User Interface

ABB
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6. SAP R/3 Modules
6.1. SAPR/3 Modules

SAP R/3 Modules

6.2. SAP R/3Integration Model 1 of 3

SAP R/3 Integration Model 1 of 3

A SAP module is an area defined within SAP which covers a specific set of SAP processes.

Accounting

Management (W'
/

R/3 Integrated ool 'Treasury/
\

Database / >

PS
Project
Systen ~ Cross Application

\j’lmesheets (CATS)

ndusVy 6
Solulbions,
Humian /6@ 35 Application
Resource Functions

ARB
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6.3. SAP R/3Integration Model 2 of 3

SAP R/3 Integration Model 2 of 3

SAP CO (Controlling) is a function which
provides you with information for
company management decision-making.
SAP CO facilitates co-ordination,
monitoring and optimization of all
processes in an organization.
I — I ——

SAP FICO Stands for FI (Financial
Accounting) and CO (Controlling).
Both elements store the financial
transactions data. Below are the areas
contained within FI.

General Ledger (GL)
Accounts Payable (AP)
Accounts Receivable (AR) Product Costing (CO-PC)
Bank and Cash Management Pericdic Allocations

Budgeting and Monitoring Profitability Analysis (CO-PA)
withholding Tax (TDS) Cost Center Accounting (CCA)
Asset Accounting (AA) Profit Center Accounting (PCA)

Funds Management (FM)
Treasury Management (TM)

Cross-Application Time Sheet (CATS) is a
cross-application tool for recording
working times and tasks.

It enables you to control all business
processes concerning your employees’
tasks.

I ——

CATS: Cross-Application Time (CATS)
Reorganize Interface Tables (CATR)
CATS: Cross-Application Time (CATP)

Selection From Time Recording (CATM)
CATS: Cross-Application Time (CATI)
Time Sheet: Time Leveling (CATC)

ABB

6.4. SAP R/3Integration Model 3 of 3

SAP R/3 Integration Model 3 of 3

SAP Warehouse Management (WMS)

SAP HR (Human Resource Management) provides flexible, automated supportin
manages all human resource type the processing of all goods movements
functions. and in managing stocks in the warehouse
complex.

Supports scheduled and efficient
processing of all logistics processes ina
warehouse
Human Capital Management (HCM) Allows mapping of the entire warehouse
Employee Self-Services (ESS) complex in detail to storage bin level
Manager Self-Services (MSS) Determines exactly where a certain

Organizational Management (OM) material is in the warehouse
Personnel Administration (PA) Optimizes the use of all storage bins and
warehouse movements
Stores material stocks from several plants
together in warehouses with random
storage

Author: bbowers 10

SAP Logistics enables warehouse order
optimlzation, wave management, packing
control, and process monitoring.
Optimizes freight procurement for
multiple modes by using a sophisticated
transportation management system.
I —

Materials Management (MM)
Sales & Distribution (SD)
Production Planning & Control (PP)
Quality Management (QM)
Logistics General (LO)

Plant Maintenance (PM)
Logistics Execution (LE)
Customer Service (CS)
Environment, Health & Safety (EHS)
Supplier Relationship Management (SRM)
Product Lifecycle Management (PLM)

ARB
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6.5. SAP R/3 Modules at ABB

SAP R/3 Modules at ABB

Logistics Accounting

Human Resources (HR)

Sales and Distribution

(SD) (F1)
Materials Management Controlling
(MM) (co)

Production Planning
(PP)

Project System
(PS)

6.6. SAP Data

SAP Data

Financial Accounting

Organizational Management
(oM)

Personnel Administration
(PA)

Time Management
(CATS and Manager's Desktop)

Payroll "’I %‘ "i"i,n '
U

ABB

SAP uses two types of data.

Master data is pre-set and is required in order to undertake transactions. It is mandatory for every organization, for example
to enable the creation of purchase orders and sales orders. Transactional Data can change very often and is not constant.

Master Data

Transactional Data

Material masters

Production order
Work centers

Vendor masters
Customer masters

Pricing records

General Ledger (GL) accounts
Accounts Receivable (AR) accounts
Accounts Payable (AP) accounts

Author: bbowers

Purchase order
Sales order
Delivery
Material movement documents
Account postings
Cost postings

ARB
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6.7. SAP Features and Benefits

SAP Features and Benefits

Flexible
Customizable modules offer greater flexibility

Cost effective way of sharing information company wide

Consistent reporting across the organization

Integrated

Inter-connected modules allow data to be shared
Provide better information for decision making

+ 4+ 4+ +

Provide better customer service
Real Time

Information updated instantly

ABB
6.8. SAP R/3 Modules Knowledge Check 1 of 3
. SAP R/3 Modules Knowledge Check 1 of 3
In terms of SAP modules, what does the acronym SD stand for?
l:l Standard Data
l:l Sales and Distribution
I:I Same Day

Author: bbowers 12 2021-04-23
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6.9. SAP R/3 Modules Knowledge Check 2 of 3

SAP R/3 Modules Knowledge Check 2 of 3
Will ABB be using the SAP module Financial Accounting?

I:I Yes

- H=

AL W
ol

6.10. SAP R/3 Modules Knowledge Check 3 of 3

SAP R/3 Modules Knowledge Check 3 of 3

Master Data is one of the two data types in SAP. What is the other data type in
SAP?

l:l Tried Data
I:I Transactional Data

=
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7. SAP Access
7.1. SAP Access

SAP Access

7.2. SAP Graphical User Interface (GUI)

SAP Graphical User Interface (GUI)

If you do not have SAP installed on your machine you can find the instructions on how to install it on the ABB
SharePoint site at the following location.

Click on this link.
ABB SAP Torgue GUI Configuration Instructions

ARB

Author: bbowers 14 2021-04-23



SAP 101 Basic Navigation

7.3. Access the SAP System via the SAP Logon Icon

Access the SAP System via the SAP Logon Icon

Click on SAP Logon

SAP Logon

| FreeFileViewer
& Internet Bxplorer
B Tivali Mobile Computing
(3] Windows Media Player
ABB
ABB Local Applications
ABB Remote Access
BCE Post-config Teol
SAP
SAP GUI Full
Business Explorer
SAP Front End
SAP GUI Configuration
] SAP Interactive Excel
SAP Logon
| General Add-On
| B3 Add-On
SAP Knowledge Warehou
ABB Standard Applications
Accessories

4 Back

=]

Documents

Pictures

Devices and Printers
Defautt Programs

Help and Support

7.4. Select the SAP Environment

Select the SAP Environment NEW

DEV (Development)

DEV is used to develop and build the required
environment to be used in production.

QAS (Quality Assurance)

The Quality Assurance environment is generally used to
test the functionality built in Dev prior to
implementation in production.

PRD (Production)

Production is the live environment used to support the
day-to-day business activities, like sales order entry,
logistics, and finance processing.

Author: bbowers

n 740

~ [ Favorites
- [ Shortcuts
+ [X1 connections

11

ABB

1oagn varaieiogen. | ) # T D 2 ¥

Name

If'13. PG1 - GTS PROD - STANDARD SIGNON

"ij' 14. TPN - US B'VILLE DISPLAY PROD

I 15. ESP - FI NEW BERLIN: DRIVES PROD

£316. P10 - CA ECC PROD - AUTOMATIC SIGNON
I 16. P10 - CA ECC PROD - STANDARD SIGNON
[g20. — QUALITY ASSURANCE SYSTEMS
£321. QR - ECC QA - AUTOMATIC SIGNON

- ECC QA - STANDARD SIGNON
- ECC RELEASE QA - AUTOMATIC SIGNON
- ECC RELEASE QA - STANDARD SIGNON
-BIQA

- GTS QA - AUTOMATIC SIGNON
TANDARD SIGNON
UTOMATIC SIGNON
A ECC QA - STANDARD SIGNON
- DEVELOPMENT SYSTEMS -~

5231. DR1 - ECC, GTS DEV - AUTOMATIC SIGNON
IE)31. DR1 - ECC, GTS DEV - STANDARD SIGNON
11 32. DB1 - B DEV

$%33. DGL - GTS DEV - AUTOMATIC SIGNON
IE1/33. DG1 - GTS DEV - STANDARD SIGNON
%%34. 36 - CA ECC DEV - AUTOMATIC SIGNON
I£7)34. 136 - CA ECC DEV - STANDARD SIGNON
- SANDBOX & SUPPORT SYSTEMS ——
£R41. SRO - ECC, 81, GTS SANDBOX
I5342. SR1 - SANDBOX B, GTS and PORTAL

15
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7.5. Access SAP Using Your UserlID

Access SAP Using Your UserlD

++4++

=
User System Help

@ s A ICe@ CHR ODOD BEI@E

SAP

Client 168, Information

User
Password Taiisssssaas

Language P Questions ou problémes avecvotre accés
S.V.P. contactez e Support IBM au 1(877) 222-2729

¥ Questions or Problems with SAP?
Please contact the Help-Desk at 1(877) 222-2729

Respects ABB Group standard format
Controlled centrally by SAP Administrator
Customized to reflect your job-related activities — high security

You are accountable for all activities performed with your SAP UserlD

7.6. SAP Logon

SAP Log on

You will need to enter your SAP UserID and password

7\ ystem  Hebp
© v A SBow
SAP
New password
Clent 36 Information
ELIS Torque SAP ECC Production System
User Instance Name - PE3
Password Clent - 360 Production Clent
Language EN

Author: bbowers

***Planned Mantenance Schedule 2021***

(Ths system v not be avalable durng the plnned mantenance)
3rd Sunday of every month the System & not avaable for 8 hours
Sunday 18-Apr-2021 @ 00:01 AM. (EST)

Sunday 16-May-2021 @ 00:01 A M. (EST)

Sunday 20-Jn-2021 @ 00:01 AM. (EST)

Sunday 18-04-2021 @ 00:01 AM. (EST)

16

ABB

ABB
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7.7. SAP Password

SAP Password

< User System Hep

() v« 2 a8 o9
SAP
New password
Clent 36 Information
_ ELIS Torque SAP ECC Production System
User 1 | Instance Name - PE3
Password Clent - 360 Production Clent
Language EN
***Panned Mantenance Schedule 2021***
(Ths system vl not be avaiable durng the planned mantenance)
3d of eupcy oo the Guarern & ook ouabble for 8 hoce
You will be asked to change [ SAP &
your password the first New Password _["“““““““““‘““““““““‘“j
time you log on Repeat Password ey

[ Entryis Case-Sensitive

vx]

ABB

7.8. SAP Password Guidelines

SAP Password Guidelines

Your SAP Password must adhere to the following guidelines

At least 8 characters

Can not begin with 3 identical letters

Can not begin with ? or ! or a space

Can not be identical as the previous 5 passwords used
Can not contain accented characters

Can not begin with the first three letters of your UserID

Is case sensitive

++++ 4+ 4+

Should have at least one capital letter and one number

ARB
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7.9. SAP Easy Access Initial Screen

SAP Easy Access Initial Screen

[ Menu Ede  Favortes Exts  System  Heb

<K

« @

R =

~ B Favorkes
» BBoms
» B TEM
~ [ User Menu for Elena Deryabna
* [ Bass functions
SBWP - SAP Busiess Workolace
W33 - Deslay PM Order
W73 - Deplay Service Order
CVO3N - Display document
CVO4N - Find Document
- Deplay Document Structure
- Deplay Asset Document
- Reconcation Anakss FLAA
- Dsplay Dst. Rule Alocation
- Call Up Asset Lst
- Call Up Asset History Sheet
- Call Up Deprecation Lt
- Gall Up Asset Acqustion Lt
- Call Up Asset Retrement Lt
- Gall Up Asset Transfer Lt
- Call Up Deprecation Compare Lst
Changes to Master Record
- Analyss of retrment revenue
- Deprecation posted
- Call up asset history
- Dsplay Workdst
- FIAA - Ad hoc reports
- FIAA - Info system
- Dsplay Asset Master Record

Bl v a

SNC logon by 100 CAELDER for p:CAELDERGAMERICAS.ABB.COM

onon S ow

[/] -
User Menu for Elena Deryabina

:k

Training

New Changes to the SAP User Creation
Managers can now approve new users through

SAP workflow

For any questions, please contoct Narika Archer.

SAP Super Users  SAP User Guide  SAP Projects.

servicenow:

sz V) @

Helpdesk

Canada Information
Systems Web Portal

SAP Centre of Excellence
(Cok) Portal

Human Resources (HR)

Portal
‘Shared Accounting
o Services (SAS) Portal
Nouveaux PP des e
Amer sers®
usagers SAP it ASUG
Les superviseurs p dés
approuver les nouveaux utilisateurs a travers le vt
workflow de SAP Mys Portal
Pour toutes questions, veullez. s vous plait contacter
~ Narika Archer. _J
e Document Search 4

[sAnd

ABB

boT21(1)100 ¥ spt21 WS

7.10. How to Logoff SAP

How to Logoff SAP

Select the yellow arrow at

the top of any screen.

Lo nEow

Author: bbowers

You will be warned about saving
your data even if you have saved
it!

Select "Yes" to log off.

[ Log Off

Unsaved data will be lost.
Do you wantto log off?

Yes | No |

=)

r
SAP GUI for Windows 740

510: aute logout (maximum user idle time exceeded)
Reconnect ta system if required

Do you want to see the detailed error description?

18

After 10 minutes of idle time, the
session will close automatically.
Do not forget to log off from SAP

when you finish your work and

always lock your computer when

leaving your desk.

ARB
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7.11. SAP Access Knowledge Check 1 of 3

SAP Access Knowledge Check 1 of 3

How do you access SAP?

I:I Click on SAP Logon in ABB Local Applications

l:l Via Accessories

|:| Via ABB Standard Applications

=

7.12. SAP Access Knowledge Check 2 of 3

SAP Access Knowledge Check 2 of 3

There are guidelines for setting your SAP password. Select the correct answer

below.

l:l Your password must be at least 8 letters
l:l Your password can begin with the first three letters of your UserlD

I:I Your password does not need to have a capital letter or a number

=
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7.13. SAP Access Knowledge Check 3 of 3

. SAP Access Knowledge Check 3 of 3
How do you log off SAP?

I:I Click the Back icon on the Toolbar
l:l Leave SAP running until you switch your computer off at the end of the day

l:l Click on the Exit icon on the Toolbar, then confirm that you want to log off

=
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8. SAP Navigation - Standard Screens

8.1. SAP Navigation - Standard

SAP Navigation - Standard Screens

8.2. SAP Screen Description

SAP Screen Description

Screens

- Cal Up Deprecation List
- Call Up Asset Acquistion Lt

- Call Up Asset Retrement Lt

- Call Up Asset Transfer List

- Call Up Deprecation Compare List
- Changes to Master Record

- Analysss of retrment revenue

- Deprecation posted

- Call up asset history

- Dsplay Workist

- FIAA - Ad hoc reports

- FIAA - Info system

- Display Asset Master Record

options
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V04N - Fnd Document
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SAP 101 Basic Navigation

8.3. Standard Toolbar

Standard Toolbar

©) ® 6

o J<H e

@
® ® ®

>

HE 0%

Enter. Validates data entered (Note that this does not save data)
Command field. To access SAP transactions

Save. Use this to save data into the system

Back. Exit current screen and return to the last screen

Exit. End the task and return to the initial screen (Note that if you are already in

@©@ OO

the initial screen, Exit will mean Log off)

Cancel. Cancels all of the data entered on the screen, closes the current screen

®

and returns to the previous screen

ABB

8.4. Application Toolbar

Application Toolbar

rg User Menu

SAP Easy Access - User Menu for Elena . =g SAP Menu

RE | & Yoigd v ~

* [23 Favorites SAP Business Workplace
7 :E User Menu for Elena Dervabrnai
+ [ Basis functions
+ @ SBWP - SAP Business Workplace &= Add to Favorites
+ (@ W33 - Display PM Order o
+ & W73 - Display Service Order
* & CVO3N - Display document
* & CVO4N - Find Document i Delete Favorites
« ) CV13 - Display Document Structure
« @ ABO3 - Display Asset Document
- €2 ABST - Reconciiation Analysis FI-AA f

Change Favorites

v a Move Favorites

ARB
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SAP 101 Basic Navigation

8.5. SAP Navigation - Standard Screens Knowledge
Check 1of 3

. SAP Navigation - Standard Screens Knowledge Check 1 of 3

What is the top section of the SAP screen called?

I:I Screen Body
l:l Menu Tree
l:l Screen Header

ol 1 J

8.6. SAP Navigation - Standard Screens Knowledge
Check 2 of 3

. SAP Navigation - Standard Screens Knowledge Check 2 of 3

As well as the Standard Toolbar, there is also another Toolbar. What is it called?

l:l User Toolbar
l:l Applications Toolbar

AL I
ol 1 J
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SAP 101 Basic Navigation

8.7. SAP Navigation - Standard Screens Knowledge

Check 3 0of 3

. SAP Navigation - Standard Screens Knowledge Check 3 of 3

When working with Favorites, which of the following options is correct?

I:I Pinpoint Favorites

l:l Identify Favorites
l:l Add Favorites

=
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SAP 101 Basic Navigation

9. SAP Transactions
9.1. SAP Transactions

SAP Transactions

9.2. What SAP Transactions Are Used For

What SAP Transactions Are Used For

Transactions are used to create, change or display data, or to run a report in SAP

An alphanumeric code used to signify a single . Usually four digits long, ie, CAT2, VAO1, MIGO,
transaction etc.
. Sometimes five digits long, eg, ZCADO, CJ20N,
- XX01 - Create transaction ME21N. etc.
- XX02 - Change transaction . Sometimes 14 digits long, eg, S_ALR_87012249

. XX03 - Display transaction (reports)

ARB
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SAP 101 Basic Navigation

9.3. How to Launch a SAP Transaction 1 of 2

How to Launch a SAP Transaction 1 of 2

There are two ways to execute a transaction in SAP

®

Enter the transaction code in the command field
then click on Execute

[o](== 7] « Qe 2k

Below are examples of some common SAP transactions.
« VAO3 - Display Sales Order
+ MIGO - Stock Transfer Order
« ME2L - Purchase Order List by Vendor Number
+ XDO3 - Display Customer
« MMBE - Stock List/Reporting

®

Double-click on the transaction in the SAP menu
tree, or user menu, to access the screen

Mow Eon Eawres Emgs Spmem Hop
I 90 Coe QN
SAP Easy Access.

@)

ABB

9.4. How to Launch a SAP Transaction 2 of 2

How to Launch a SAP Transaction 2 of 2

How to open and close the Command Field

To OPEN the Command Field, clickon »

[Z Menu Edt Favorites

o] e

Extras

2@ HHaHd

System  Help

Author: bbowers

To CLOSE the Command Field, clickon «

= Menu Edit Favorites Extras System  Help

o@e.

ARB
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SAP 101 Basic Navigation

9.5. How to Stop a SAP Transaction

How to Stop a SAP Transaction

If you enter wide search criteria, for example when trying to run a
report, it may take the system too long to execute and you may
want to stop the transaction.

Lst Edt Goto W

To do this there is an icon at the very top left of the SAP screen, Bestore
which has a dropdown list. §-8
=
One of the options is "Stop Transaction". hse prev
Create Session

Stop Transaction

You then have the option to go back to the transaction, enter more

specific search criteria then try to execute the transaction again.

ABB

9.6. Search Functionality

Search Functionality

[ Siesdoument EdE Goto  Enponment  Sywem  Heb

In SAP there are many ways to enter data,

° Yt eee 5P 0%
one of which is to search for it. 7 R R e
Ry R R e e Tl L= Seles Document Type (1) 19 Entries found
. . . Restrictions
To do this you can use the matchcode icon . v
; o o oz ocerToe 1
adjacent to an active field. This will display B[RRI 2L
5 5 Organzatonal Data SaTy Description
a pop-up window. Note that sometimes soks Omton (10 | ABs o [ZCOR Cred.Memo.Prod. -
Oututon el 10} Onect Sule ZCPR Cred.Memo.Pro). h
there are only one or two results presented o 10 project ZDPR Deb.M.prol.(b)
s A . == ZDR  Deb.M.ProdsServ
but usually there is a scrolling list that you — DM Db M Service
ZKA  Consignment Pick-up
can use. ZKAZ ConsignPick-up CompS
ZKB Consignment Fil-up
ZKE  Consignment Issue
Click on the item you require (it will then be 2R Consgnment Retums
i G 2 ZLV  BAP Deb.M.Req.Cntrct
highlighted) and then click on the ZNW  BAP Network PSice
= = 3 5 ZOR  Product Sales Order
Enter/Copy icon (green tick). This will copy 20R2 Prod SO w B Pln
. . ZPR  Project Sales Order
the selected item to the field. ZRAS Rep./Service
ZRE  Prod. Retumns
ZREQ Prod. Returns FOC S
ZBEC_Patums Cradi Cacd X

19 Entries found

ABB
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9.7. Create and Update Favorites

Create and Update Favorites

There are two ways to create Favorites for transactions that are regularly used

@ Drag and Drop

To drag and drop a Favorite, carry
out the following steps.
1. Click on a Favorite in the list

to select it

2. Hold down the left mouse
button and move the Favorite
to the position in the
Favorites list where you want

it to be

3. When your Favorite is at the
correct location (indicated by
a black line as you move it)
release the left mouse button
and the Favorite will be

SAP Easy Access
GE Lkl v

+ O Favertes
~ [ SAP Meny
» O

+ [ Cross-Apphcation Companents.
+ 5 Logetcs

» B3 Accountng

= - Human Resources

+ 53 Parsonngl Devekopment
+ 5 Talent Management

» £ Gompensation Management
» 3 ersonnel Cost Planning
» [ pansion Schema

» (55 Tma Managemant

@ Right Click

To open a transaction that is in
your list of Favorites, double-click
on the Favorite name and the

transaction will launch.

SAP Easy Access
RE L Bl v

» Cl Favorkes
* 2 5AP Meny
» Daofice
» [ Coss-Appikation Components.
» DLogares
» (3 accountng
= [ Human R
+ () PPWDT - Manager's Deskzop
* [ Personnel Maragement:
= B Admnstaton
* B2 HR Master Data

+ [ Execute: Porsannel Actions.
» B Erecuts innew wingow
e
 Eag, Resplay documentsson
» [om] AddiaFavories
P BT greate shortcuton the destop
(=] -
» [ Compensation Management.
» 3 personnal Cost Panning
» [0 pensin schame
+ (53 Trma Managamant.

ABB

9.8. SAP Transactions Knowledge Check 1 of 3

. SAP Transactions Knowledge Check 1 of 3

Which type of SAP transactions have up to 14 characters in their name?

l:l Create transactions
l:l Report transactions
I:I Change transactions

l:l Display transactions

Author: bbowers
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9.9. SAP Transactions Knowledge Check 2 of 3

SAP Transactions Knowledge Check 2 of 3

There are two ways to access a transaction in SAP from the Easy Access
Screen. One way is via the Command Field. What is the other?

I:I Via the Menu Tree

l:l Via the Header

l:l By closing the Command Field

Iy
ol

9.10. SAP Transactions Knowledge Check 3 of 3

SAP Transactions Knowledge Check 3 of 3

If a SAP transaction is taking too long to execute, how do you stop it?

I:I Click the icon in the very top left corner of the screen

=
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10. SAP Navigation — Reporting Screens
10.1. SAP Navigation — Reporting Screens

SAP Navigation — Reporting Screens

10.2. Change, Save and Choose a Report Layout 1 of 7

Change, Save and Choose a Report Layout 1 of 7

The "Change Layout" icon f 14| can be used to change, save and choose a layout.

Click the arrow at the right of the icon to display a drop-down menu.

=" Report Edt Goto System Hebp

/] v« ece =m S0 0N
Material Master Monthly Consumption
() (&)FE) 5P (& L) ) (s L JEE) (kg (G

Material Master Monthly Consumption ~ Choose Layout...
Materal  Pint Year Cor.tot.cons. Cor.tot.cons. Cor.tot.cor Snoe L ayadcs Cor.tot.cons. |
(100513} JBEO1 2020 k] @ Save Layout... 0
100542 BEO1 2020 4 4 Manage Layouts
100546  BEO1 2020 46 34 1

48

100572 BEO1 2020 23 1 89 0

oo o

ABB
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10.3. Change, Save and Choose a Report Layout 2 of 7

Change, Save and Choose a Report Layout 2 of 7

A "Change Layout" pop-up window is
displayed. In this example the "Displayed
Columns" tab is active.

In this tab you can select columns to either add
to, or remove from, your report.

Columns that are already on the report are
listed under "Displayed Columns".

Columns that are available to add to your
report are listed under "Column Set".

Material Master Monthly Consumption

Deplayed Colimns | Sot Order | Fler | View | Dsplay
k

CENEE 3t
Displayed Columns

Column Name

Matersl Number

Plart

Facal Year

Manualy comected total consumption
Manualy comected total consumpton
Manualy comected total consumption
Manualy comected total consumption
Manualy comected total consumption
Manualy comected total consumption
Manualy comected total consumption
Manualy corrected total consumgton
Manualy comected total consumgton

]
Column Set

Column Name

- Base Unt of Measure -

v Base Unt of Measure v

Base Unt of Measure

Base Unt of Measure

Base Unt of Measure

Base Unt of Measure

Base Unk of Measure

Base Unt of Measure

Base Unk of Measure

Base Unt of Measure

- Base Unt of Measure -
Base Unt of Measwre

alv

ABB

10.4. Change, Save and Choose a Report Layout 3 of 7

Change, Save and Choose a Report Layout 3 of 7

To add a column to your report you need to
carry out the following.

1. Click on the required Column Name within
the "Column Set" list - in the image you can
see that "Base Unit of Measure" is selected

2. Click the central black arrow icon facing
"Displayed Columns"

3. Click on the green tick to confirm

You would carry out this action in reverse to
remove a column from your report.

Author: bbowers

Deployed Cobamns | Sort Order Fiter View | Deplay

[ EAF Ik

Displayed Columns

Column Name

Matersl Number

Part

Fucal Year

Manualy coected total consumpton
Manualy comected total consumption
Manualy comected total consumpton
Manualy comected total consumption
Manualy corected total corsumpeon
Manualy comected total consumprion
Manualy comected total Consumprin
Manualy corected total consumgtion
Manualy corected total consumprion

=

i
Column Set

Colamrn Name:

- Base Unk of Measure -

- Base Unt of Measure -

Base Unk of Measure

Base Unt of Measure

Base Unt of Measure

Bace Unk of Measure

Base Unk of Measure

Base Unt of Measure

Base Unt of Measure

Base Unt of Measure

- Base Unk of Measure -
Base Unt of Measure

alw

v | %

31
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10.5. Change, Save and Choose a Report Layout 4 of 7

Change, Save and Choose a Report Layout 4 of 7

o) (ALY

Material

The column has been added at the far right of the report.

To save the layout of your report click on the Change Layout icon | 8;‘,

System

L EL

Pt

BEOL
BEOL
BEOL
BEOL
BEOL
BEOL
BEOL

Year Cor.tot.cons. Cor.tot.\

2021
2020
2021
2020
2021
2020
2021

Heb

ece =i
Material Master Monthly Consumption

12

0
12
12
12
12
12

sl L

Choose Layout..

Shmon Lavocs . Cor.tot.cons. Cor.tot.cons. Cor.tot.cons. Cor.tot.cons. Cor.tot.cons. Cor.tot.cons. Cor.tot.cons. Cor.tot.cons. BUn

Save Layout... 0 0 0 0 0 0 0 0 EA

Manage Layouts 0 2 0 0 0 0 0 0 EA
T — 0 0 0 0 0 0 o 0 EA
4 4 % 8 6 8 2 8 2 0 4 EA
0 7] 12 0 0 0 0 0 0 0 0 EA
4 4 % 4 10 8 2 8 2 0 4 EA
0 0 0 0 0 0 0 0 0 EA

S B E) () (1)
Material Master Monthly Consumption

2 12

and select Save Layout from the drop-down menu.

ABB

10.6. Change, Save and Choose a Report Layout 5 of 7

Change, Save and Choose a Report Layout 5 of 7

| (2 FCSTREPRT  Conected Consumpton for FCSTREPRT

Save Layout
Name

TEST

TEST LavouT|
User-spechc

v/ Delmsk secung

Author: bbowers

The "Save Layout"pop-up window is displayed.

On the "Save As..." tab you enter a suitable
name for your layout in the "Name:" field.

If the report is specific to yourself then you
should also check the "User-specific" checkbox
(not shown in this example).

Click the green tick to save your layout. Your
layout will then be available for you to choose
in the future.

ARB
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10.7. Change, Save and Choose a Report Layout 6 of 7

Change, Save and Choose a Report Layout 6 of 7

To choose a saved layout, click on the "Change Layout" icon [ ]

then select "Choose Layout" from the drop-down list.

eece =i
Material Master Monthly Consumption

(&)@ =) &L
Material Master Monthly Consumption

Materal  Pint Year Cor.tot.cons. Cor.tot.cons. Cor.tot.cor

(100513 |BEO1 2020 4 4
100542 BEO1 2020 4 4
100546  BEO1 2020 46 34

=20 JB JET) ([ e (G

W =
Choose Layout...
hange Layout...
Change Lay iCor.tot.cons. (
Save Layout... 0
Manage Layouts 0
0

ABB

10.8. Change, Save and Choose a Report Layout 7 of 7

Change, Save and Choose a Report Layout 7 of 7

The "Choose Layout" pop-up window is displayed.

Click on your chosen layout then click the green tick

to confirm.

Your selected report layout will open.

Author: bbowers

33

' Repot Edt Goto System  Help

Material Master Monthly Consumption

380 () P ) (R ) (e JFESL () ()

Matgs
M, - <
1005] Layout settng L_h Al =

10054

:g? Layout “ Layout desarption Defauk settng
[CONSUMP' 2 ‘orected Consumption ONLY

oo LCONSUMPTION  Conected Corwumoton O Y

101{ [CORBETOT Lorrected & Total Consumption

10124 1L EaL %

1o13{ {ZFCSTREPRT  Corected Consumton for FCSTREPRT

101

1020

1020f

1039

10414

10414

10441

1041

10418

1092 v
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10.9. Selection Variants

Selection Variants

If you regularly run the same report using the same selection
criteria, you can create and save a variant (to avoid having to
enter the same criteria each time manually).

The variant can be selected when you want to run the report.

Click on the variant icon then select the variant that you want.

I
This is the variant icon l '+l

If more than 5 variants exist for the report, SAP will help you by

automatically adding your user name in the “Created by” field.

Do not forget to clear this if you are looking for a variant

created by someone else!

= program Ede  Goto  System  Mep

Material Master Monthly Consumption

W

@5

Report-speafic selections
Period Indcator u to
Safety Stock to
Specal procurement type to

[EERLE! (= ABAP: Varant Drectony of Program AQHEMM_PP===
Plant

aser o 2 2 I 5 (5]

MRP Typd 1/STOCK_POLICY [Stock Pocy Dowood

NA COMPONENTS ~ N Component Plants

5QOL CONSUMPTI 5QO1 Consumption D True
Planning & 5001MONTHCONS MOLDING

ABC Indi STANDARD Standard vanant InfoSet Query
Vakiaton | Z_E04_CONS CONUM_ProdOuner_OZD

Plant-Sped Z_FCST_REPORT  CONUM_SBOP Plants_FCST_Report
Z_MMFCSTREPORT CONSUM_MFG_Piants_MMFCST_Repor
Language,
Purchas
Output spe =
Layour !

10.10.Create, Use and Change a Selection Variant 1 of 2

Create, Use and Change a Selection Variant 1 of 2

] 2/4B e@e DHE Dhnan BR @B

Delivery details
@&
Report-specific selections -
. . . Distribution Status (Decentr to =
You can create your own Selection Variant to avoid T o E
. - . . 3
having to enter the same selection criteria each TEES oS moverent sans = =
Material Nummber to I |
time Company Code %003 to =]
: Plant usL3 to [=]
Shipping Point/Recening Poi Us13 to i
. . . . Delvery to 5
1. Enter the required data in the fields (this is your Date on Which Record Was Cre o =l
selection criteria) e bes1[9) - (=
Delvery Type to 3
. [ ] ?
2. Cl'ICk Save . 5D document category to 1=
=1 Ship-to party to i
Sold-to party to i
Changad On to i
Sales organization for nter Ussl1 to | i
Actual Goods Movement Date to i
Receiving plant for delveri to i
Document Date in Document to (=]
Author: bbowers 34
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10.11. Create, Use and Change a Selection Variant 2 of 2

Create, Use and Change a Selection Variant 2 of 2

The Variant Attributes screen is displayed. .-

cee LHE onod OF @8

1. Enter Variant Name Vartant Attributes
7 ooy soeen Asspoment I
2. Enter Description v me osts oo
3. Click Save O B oo emcn s

o seen
BB Sekction Scs Fed e vl Ptect T i Tk il et D25 Save okt A o Reaured fd Setection Varkain (ngut |

Dstrbuton Status (Decentl S

|00 Wrshouss ke Vo €5
| L000 Tol pood movement s 5
| 1,000 | Wateral mumber s
o oy e 5

When you next want to use a variant that you have saved then click on the variant icon then select and confirm
the variant you wish to use.
The data will then be populated in the main screen. You can amend then save prior to executing the transaction.
1. Click Save
2. Select the variant name
3. Click Save again

ABB

10.12. Use the Dynamic Selection Functionality 1 of 3

Use the Dynamic Selection Functionality 1 of 3

A large number of SAP reports have a Dynamic Selection A

icon that provides additional selection fields. ® (% |2 choose...

5 Purchasing Document Header -
Company Code

Purch. Doc. Category

Purchasing Doc. Type

Control ndcator

Deletion Indicator

Having extra selection criteria means that the system

can retrieve data more quickly.

Click the Dynamic Selections icon to display a list of <D ss s
°Pt‘°ns' Purchasng document to <
Purchasing organzation to E3
Scope of Lst ALV o
Selection Parameters to [=]
Document Type to =4
B o 5 = - Purchasng Grot to <
This is the Dynamic Selections icon J=( — T & E3
Item Category to (&
Account Assignment Category to E3
Delvery Date to <

ABB
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10.13. Use the Dynamic Selection Functionality 2 of 3

Use the Dynamic Selection Functionality 2 of 3

Double click on the required option.

This opens "Dynamic selections”. Enter the required data then click = ‘

Purchasing Documents per Document Number
& % Bl choose...

b |or Dynamic selections

+ B3 Purchasing Document Header = Purchasing Document Header

* [2) purchasing Dacument Purchasing Document

5501770946| ) 3

= [8) Company Code

* [2) Purch. Doc. Category

* [3 purchasing Doc. Type

a D Control ndwcator

* [2) Deletion Indicator

- B status -

D rrastad an -

ABB

10.14.Use the Dynamic Selection Functionality 3 of 3

Use the Dynamic Selection Functionality 3 of 3

The Multiple Selection pop-up window opens and
here you are able to specify the following.
1. Single items for inclusion
2. Single items for exclusion
3. Ranges of items for inclusion
4. Ranges of items for exclusion
Once you have selected or entered data for the
items you want in your dynamic selection, click on
the green tick (in the pop-up adjacent to the

Execute icon) to check your entries, and then click
Execute.

e g ot (€] | sescmanges | e sege vehies | bt Ranges

O.liroeke m
)

The data will then be returned based on your

) 5 T s [0 selection.
This is the Execute icon | &
ARB
Author: bbowers 36
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10.15. Filters and Sorting

Filters and Sorting

Filter

Sort

It is more efficient to limit the returned results

through criteria selection, but filters may be added

afterwards as well.

To filter the contents of a report, there are two

possible options

1. Choose the column and select the Filter button

2. Click on the Filter button and select parameters

Once a filter is applied it can also be removed, and

the original data set will be restored.

then use the following icons

10.16.Adding Totals and Subtotals

Adding Totals and Subtotals

< st Edt  Goto

"Display Sum" adds a total for the selected column

"Subtotals"” provides a window to pick fields in the existing report for

subtotals

Views Enyronment  Settngs  System  Heb

) 2

FEFPEAR O ALSRTrls EBdw G eoteevew &R

Doc. Date Purch.Doc. ~ Item Materal  PGr Short Text

12.03.2021 5501770948
12.03.2021
12.03.2021
12.03.2021
01.10.2020 5501655367
01.10.2020
01.10.2020
01.10.2020
01.10.2020

Author: bbowers

o0 0%

Vendor/supplyng plant

10 10113227G2 U17 BASE PLATE ASSY AKD-5, AKD-6 3KA-4KA R F33691101
20 1

U17 BREAKER MTG PLATE LH ASSY
30 1009988562 U17 BREAKER MTG PLATE RH ASY
40 1009802261 U17 CAM ASSY,F3-LH SIDE
10 1010362062 U87 BASIC MET TU ASSEMBLY 12 PIN
20 10103620G2 U87 BASIC MET TU ASSEMBLY 12 PIN
30 10103620G2 U87 BASIC MET TU ASSEMBLY 12 PIN
40 1010362062 US7 BASIC MET TU ASSEMBLY 12 PIN
50 101036202 US7 BASIC MET TU ASSEMBLY 12 PIN

F33691101
F33691101
F33691101
954356101
954356101
954356101
954356101
954356101

JIANGSU LUOKAT MECHANICAL &
JIANGSU LUOKAT MECHANICAL &
JIANGSU LUOKAT MECHANICAL &
JIANGSU LUOKAI MECHANICAL &
WELCO TECHNOLOGY SUZHOU LIMITED
WELCO TECHNOLOGY SUZHOU LIMITED
WELCO TECHNOLOGY SUZHOU LIMITED
WELCO TECHNOLOGY SUZHOU LIMITED
WELCO TECHNOLOGY SUZHOU LIMITED

37

10

3

2

2
1,200
1,200
1,200
1,200
1,200

654,85 |
1,825.00
105.00
70.00
17.56
77,634.00
77,634.00
77,634.00
77,634.00
77,634.00

cocoro

1,200
1,200
1,200
1,200

Tobed =Tobedel Toben  Tobenv.

Croy Quantty
usp

usb 10
usb 3
UsD 2
usD 2
USD 1,200
Usb 1,200
uUsD 1,200
USD 1,200
USD 1,200

Per. Net price

182.50
35.00
35.00

100 6,469.50
100 6,469.50
100 6,469.50
100 6,469.50
100 6,469.50

To sort a column you need to select the column and

ABB

ABB
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10.17. SAP Navigation - Reporting Screens Knowledge
Check 1of 3

. SAP Navigation - Reporting Screens Knowledge Check 1 of 3

In a SAP report, can you change and save a layout?

I:I Yes

- H=

AL I
ol 1 J

10.18.SAP Navigation - Reporting Screens Knowledge
Check 2 of 3

. SAP Navigation - Reporting Screens Knowledge Check 2 of 3

If you regularly use search criteria for a transaction you can save that for future
use. What is saved search criteria called?

l:l A Variant
l:l A Look-up

AL I
ol 1 J
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10.19.SAP Navigation - Reporting Screens Knowledge
Check 3 of 3

. SAP Navigation - Reporting Screens Knowledge Check 3 of 3

When setting up a Dynamic Selection you can select or enter single items for
inclusion or exclusion. What is the other option?

I:I To enter a range of items for inclusion or exclusion

l:l To set up a table

AL I
ol 1 J
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11. Useful Tips
11.1. Useful Tips

Useful Tips

11.2. Multiple Sessions and Their Use

Multiple Sessions and Their Use

Features
- You can open up to four sessions at the same time, doing the same or different tasks
. Each session can be closed independently, without having to log off the system

Benefits
- Allows users to perform more than one task at a time
- Saves time jumping from screen to screen

Example

- Someone calls to ask for information while you are creating a purchase order (PO)
» You can bring up another session to check information without exiting your PO creation

ARB
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11.3. How to Open Multiple Sessions

How to Open Multiple Sessions

=| HR master data | Edt
) +] «
Maintain HR Master Data
D2« 00T &
®ja]

Goto

Find by

~ g Person
« i) Cotectwe search help
* ) Search Term
« (i Free search

Click on ’=_‘]
to open a new session

11.4. Set Options for

Extras

Utites  Settngs  Sysem  Heb
ece sone[Sp os
Personnel no.
@ Menu
oI -«
SAP Easy Access
AEEpEEeEl. ne b bl voa
Infotype text =
Actions

Dsolay SAP Drectc
‘Organzational Assignmen
Basic Pay

Planned Working Tme
Leave Entiiement
Intemal Medical Service
Workers' Comp. NA
Personal Data

Addresses

Drect selection
Infotype

Edt  Eavortes Bds  System  Heb

Qe 2R DDDH DB 0

L 4

’
Training  SAP Super Users SAP User Guide  SAP Projs

The user review for 2016 has st
Managers must review and approve all SAP u

year
| The controls will now be performed on a
’ Please remember o revics and appeose the
the poification.

fsand
js25
—

b 5102100 ¥ saps10  MNS ]

ABB

Help and Status Messages 1 of 2

Set Options for Help and Status Messages 1 of 2

You can also customize SAP to your
personal preference by changing (for
instance) the way help and status
messages are displayed.

Click the Customizing of Local Layouts

icon then select "Options".

Once you select "Options” from the drop-
down menu, the "Options" window will be
displayed.

Author: bbowers

» B9 customazed Transactions
+BmFA
+ B REA

29 Procurement

3 CONFIG SPRO

N cs

P

41

= Meu Edt  Favortes Exias  System  Hep
[ 3 @
SAP Easy Access
GE & %R va
~ 5 Favories
»Ero
» B Logstxcs

This is the Customizing of Local Layouts icon

e 0020 DE oM

Options...

Cipboard »
Generate Graphic

Create Shorteut...

Bctvate GuXT

SAP GUI Sciptng Hep
Defaut Sze

Hard Copy

Character Set »
Quick Cut and Paste

Spel Checker

SAP GUJ Help

Abous....

=
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11.5. Set Options for Help and Status Messages 2 of 2

Set Options for Help and Status Messages 2 of 2

SAP GUI Optons - PE3

Theme: SAP Signature Theme

» [ Visual Design
* 5 Interaction Design
* B Keyboard Settings
+ [ Visualzation 1
+ [B visuakzation 2
+ [3) Notifications
- [3) Control Settings
* 3 Sound Settings
+ [ Accessbity & Scrpting
* [ Mukingual Settngs.
» [ Local Data
+ [ Traces
+ B securky
» [ Front End Pt
* [ System Information

- Search:
Tookp

Tookp Delay Medum (0.5 seconds) -
Show tookip on focus change

Messages

:»f Beep at message

/IShow success messages in a dalog box
#IShow warming messages in a dislog box
IShow rror messages n a diaog box

oK Cancel | [ oy |[ hep | Restore Defauks

11.6. Field Help

Field Help

The "SAP GUI Options" pop-up displays.
« Expand Interaction Design
« Select Notifications

If you wish to switch from status bar messages to

pop-up dialog box messages, and also get an
audible "beep" for a message too, then take the
following actions.
« Check the check-box for Beep at message
« Check the check-box for Show success
messages in a dialog box
« Check the check-box for Show warning
messages in a dialog box
« Check the check-box for Show error messages in
a dialog box
« Click the Apply button
« Click the OK button

ABB

Right click and select help in the field or press F1 in the field

Author: bbowers

& saksdoument Edt  Goto  Enyonment  System  Hel
(] fl«H eagae B ew
(Create Sales Order: Initial Screen

[Clcreate wih Reference  fiSales i lem overview A& Ordering party

onter Toe

| Sales Document Type
Sales Orguaaton i
Dsubuton Channel  [10]  Drect Saks — D
Dwson 1 Project Use
S The sales seqn sereens that follow.
sales Growp
Example

The inikal screen for

(for axampia,

standard sales order. In

Request for quotaion AFT
Quotation AGT
Scheduing agreement LPA
Contract KTT

target guanbly oAy i valikty poriod o the agresment.
Note for maintaining your own user profile

You can use your D parameter 1o complets the fiekd with default vakues.
Sales document type Parametar 1D

Order AXT

ARB
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11.7. System Messages - Error, Warning and
Information

System Messages - Error, Warning and Information

Information - System processing produced an expected result based on your action.

IS CL Il (&9 Standard Order 491958 has been saved

Warning - Value or setting out of normal ranges. Check entry then press enter to

continue.

1570 -l (1) Customer 6837 has delivery block: Hold for Allocation

Error - Problem must be corrected to continue.

(2T /CB 23 Material DCC-1200123 is not defined for sales org.01

ABB

11.8. Authorization Error Messages

Authorization Error Messages

In a case where you have no authorization/access to a transaction, a particular
element or action, you will get an authorization error:

@ You are not authorized to use transaction ME22N

It is recommended that you generate an SU53 report IMMEDIATELY after your authorization failure.
After that you have to export it to a local file and send it to the Helpdesk.
This will ease the authorization issue resolution process and minimize the delays.

52 R

L 2

Display Authorization Data for User CAELDER
%] @ [ ESstored Checks  Text View

Description

* User Name CRELDER Failed checks since

+ System 121 Client

* Date 19.12.2016 Time

* Instnce sapt2l_T21_00 Profile Parameter auth/new buffering

ABB
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11.9. How to Customize Your User Profile

How to Customize Your User Profile

To modify the SAP user interface, select =

Meny Edt  Favortes Exras | System | Heb

o 3 " & = = CeateSesson Gl h oy gy (S @
System > User Profile > Own Data" on the menu bar. c 2 End Sessan I
SAP Easy Access User Profe »
oo | 7 Services »
. . - . - =3 AR | L2
The "Maintain User Profile" screen is then displayed. kst >
* B3 Favortes List. » Qwn Data
+ Bmro Seqvices for Object Expand Eavortes
. » B Logstics My Objects »
On the "Defaults" tab, you can customize a number L R 0w Spool Reguests
. » BaRE Oum Jobs
of layout options: - St Hessoge
+ B0 CONFIG SPRO Status...
Start Menu oL

o Log off

Logon Language
Decimal Notation
Date and Time Format
Qutput Device
Personal Time Zone

ABB

11.10. User Profile "Defaults" Tab Options

User Profile "Defaults" Tab Options

Logon language (only if Personal choice for Decimal
= yser Edt Gow System  Heb different from your site’s Notation, Date Format and
(] fl«Heage Loan 9b ew system language) Time Format
Maintain User Profile
o Password Personal Time Zone (only
User 103007955 if different from your
Last Changed On FFID_BASIS 07.04.2021712:55:16 Status Saved

site’s time zone)
Address . Defauks Parameters

Start menu LI )
Logon Language

« Output Device - Standard printer to use. (Enter "LOCL" to
Deomal Notation X 1,234,567.89 v

Date Format 1DDMHLYYYY - use your default Windows printer)
Time Format (12/24h) 0 24 Hour Format (Example: 12:05:10) -

Spaal Control

- Print Immediately - If not checked, documents will be
OutputDevice LOCL
| Output Immedately sent to the Print Spool first
| Delete After Output

Personal Time Zone

of the User et » Delete After Output - Documents will be deleted from
SR = Print Spool after being printed

ARB
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11.11. User Profile "Parameters" Tab Options

User Profile "Parameters" Tab Options

IS User Ede Goto  System  Heb

(] -l«eH @ae 8020 N0 0
Maintain User Profile
& Password
User 103007955
Last Changed On Frip_sasis |07.04.2021]12:55:16 Status saved
Address  Defauts - Parameters
Parameter
Parameter ID |parameter valie Short Description i
hoe [ ABAP Query: User group

QW
FIT_ALV_AP /FBLI_MB_1
LE_SHP_DEL_MON_LISTT HC

ABAP Query: Query area
FI Line Items: Vendors ALV List Variant
Delvery Montor: List Type

NDR X Print via output control in MM - Inventory management
Upper and lower case in source code: X' = lower, ** =upper

Activate Workfiow Bax n VAD2 & VAD3

scL X
SD_SWU_ACTIVE yes

On the "Parameters” tab, you can set up default
values for key fields.
Parameter IDs (PIDs) are a useful way of always
automatically populating the same value in a
field, so that you do not need to populate it
manually every time.
Some values are set against your security access,
for example language and help server.
There are others that you can set for yourself, for
example

. Distribution Channel

« Plant number

» Purchasing group
Note that not every field has a PID! Also, be
careful when using PIDs! They can have
unintended side effects on data searches, etc.

mwrw

11.12. How to Set Up a Parameter ID (PID)

How to Set Up a Parameter ID (PID)

PIDs allow users to set repeatedly used values so they are automatically defaulted into the transactions

that use them.

Parameter IDs can be set by following the steps below.

. Identify the field you want a default entry to show in

. Click in the field (this makes the field "active")

. Press F1 - this opens the "Performance Assistant" window

« Click on the "Technical Information” button

- The "Technical Information" pop up box is now displayed. You need the "Parameter ID" code

- In your user profile, on the Parameters tab, enter this code and the value that you want to default in

to this field

Author: bbowers
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11.13. Using the Print Spool 1 of 3

Using the Print Spool 1 of 3

Transaction SP01

SPO01 allows you to look at the Print Spool, with a date selection.

[ Sekcon Edk Goto  System  Hebp . . .

B TR LaIET ] When you print a document in SAP, it passes
Cutput ller: Spaoi req s through the Print Spool before it is sent to a
@ o EL AT Furher seecton crter... printer. You can view the list via transaction
_ Spolrequests | Output reauesis SPO1.

Spool Request Number E

£l . .

S :ﬁf:f%}; ‘T 1502021 You can look at your previously printed

Clent 201 =

Authorzaton E documents in the Print Spool, using transaction
Output Devie (] SPO2 (or through the Systems menu).

The (=]

s E

Department =3

System Name CE3 =]

ABB

11.14. Using the Print Spool 2 of 3

Using the Print Spool 2 of 3

If you want to reprint but with modified
To print or reprint a document, select it parameters (e.g. a different printer), use
list of spool requests. then click the print button.

The Output Controller shows the current

the 'Print with changed parameters...'
icon.

L 4 Spool Request Edt  Goto  Utibes(M) Settngs  System  Heb
@ x«H eae@ el £DA0 DR o
Output Controller: List of Spool Requests

PN O

NSETE B &L WP NIAKRFELETFE =1

: }pool no. |Type|Date Time |Status|Pages|Title
57797 [ |15.03.2021]13:14 - 1 |SMART LOCL 103007955
57720 15.03.2021|11:56 - 1 |SMART LOCL 103007955
57328 | [ 15.03.2021|05:44 - 1 |SMART LOCL 103007955

3 Spool requests displayed

3 Spool requests without output regquest

ABB
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11.15. Using the Print Spool 3 of 3

Using the Print Spool 3 of 3

[ Ten E& Gow Bwas Sytem  Hep
L] el ace coonNBew
Print Preview of LOCL Page 00001 of 00001
duchive  <Prrt and Archive

To preview the printed document,
click on the icon in the column
"Type".

ABB

11.16. Select and Copy Text

Select and Copy Text

Generally, field contents in SAP can be selected using the
mouse pointer and then copied

(with the CTRL+C keyboard combination).

In some SAP screens, or lists, it is not possible to select text

or cells for copying. In such cases you could try to use the

CTRL+Y keyboard combination before selecting and copying.

Often, but not always, this will allow you to select a text ora

series of cells.

ARB
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11.17. Display Technical Information

Display Technical Information

To see the transaction codes in

SAP Easy access, click on

Extras > Settings, then choose

'Display Technical Names'

[ Settings

This is used to specify settings

["IDisplay Favorites at End of List

["]Do not display menu, only display favorites
Do not display picture

(] Display Technical Names

11.18. SAP Help

SAP Help

When using a transaction, refer to

custom help for more information
and instructions

| Application Help
SAP Library
Glossary
Release Notes

SAP Service Marketplace
Create Support Message

Settings...

Custom Help

Author: bbowers

& Ses document

® System S10(1) 100
Client 100
User CAELDER
Program  SAPLOM_NAVFRAMEWORK_0O_OBI
Transaction PPOME
Response Time 125 ms
Interpretation Time 62 ms
Round Trips/Flushes 1/0
L LR i1 |- e (=]

To find out which SAP system, client
and transaction you are in, click on
an arrow in the right-bottom corner
of the screen

Edt Goto Engronment System Heb

Cass  Process Transaction Code

Create Project Sales Order HOW TO ORDER TO CASH VAL 110000719 206 00 000
L& Create/Change Sales Order HOW TO ORDER TO CASH VADL/VAO2 110000718 2UG 00 000
Avod deletng delv. shp-to address PO FAQ PPROCURE TO PAY 120N, ME21N,VAOL 110000712 2UG 00 000
Tax Adustment FAQ  ORDERTO CASH VAOL;VAD2 110000724 206 00 000
‘Greate Saies Order from Quotation HOW TO SALES ORDER CREATION VAD1; VAO2 110000809 2UG 00 000
Processng the SO Incompletion Log  FAQ  ORDER TO CASH VAL 110000722 2UG 00 000
Proft Center i my SO changed by ksef  FAQ  ORDER TO CASH VAol 110000723 2UG 00 000
Express document Update was terminated FAQ  ORDER TO CASH VAol 110000746 2UG 00 000
Create Credk Memo HOW TO ORDER TO CASH vaoL 110000716 2UG 00 000
Retum Orders Saes Order HOW TO ORDER TO CASH VAol 110000720 2UG 00 000
Retum Order Handing for Credt Card  HOW TO ORDER TO CASH vaoL 110000721 206 00 000
Brampton Retur Materal Process. PROCESS ORDER TO CASH VAQL,VLOIN,MM01,CS01,CA01 110000602 ZUG 00 000
Brampton._ process for customer retums  PROCESS ORDER TO CASH VADLVLOIN,MMO1,CS01,CAO1 110000603 ZUG 00 000

ABB
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11.19. Basic Navigation Help Card 1 of 2

Basic Navigation Help Card 1 of 2

= Canada

Launching an SAP R/3 session Clasing a session with the Close buron

5]

4. Click [ in the upper right hand comer of your sereen, or cick

Double lick In the Log O window. click ¥ex.

1

2 the work amiironment. (P10 for production, T21 for training)
3. Double Click on the wark environmant.

4. Inthe SAP identfication screen, enter your User I} and Password.

™

Easy
I the menu bar, click Extras and select Setngs
2. Select the Dispiay lechnical aames check box.

9
5. Click or prass ENTER. 3 Click QL
Changing your SAP R/3 password The code, followsd by . is now dis in the manu
1. Inthe SAF identification soreen, your Uses code -

- Favorites in the SAP Easy Acoess soreen
and Password, olick | HEWRASSHEID

To add a transaction to your Favorites, select the transaction and ciick .
2. Enter your new password. 2 Togese y -
3. Confim your new passward. : yourks
) dlick 9
4. Ciick ¥ 1o validate your new password. 3 You can organizey " o i
Password rastrict Use the opfions auailable n the Favourdes men.
Passwords must contain at least § characters, They can be any combination
of alphanumeric characters indluding: System messages
: g D Error Message: Indicates that 2 mandstory fislf has not bean filed in or that
: Humbers from 0 to 8; 2 field containg invalid data. Enter the appropriate mformation in the required
Punctustion marks _ field to complete the fransaction.
- Atleast one capital letter and ane numerical character.
Passwords cannot begin wih: & system confirmation message: Displays @ message regarding an action
 An exclamation point {1); a question mark (?); a space; three identical that has just taken place.
characters {for example. bbbl ' Information or Warming message: Provides information on the current
* A three character sequence that inludes your User ID {for example,

A seq fransaction o wams sbout the possibilty of an £imor in data. You can stil
ToW”, If your user ID & Brown). compiste the fransacton
Do ot use:
- "pass” or inif" as a password;
- Any of your § most

ShowHide History Display the kays in dropdown lists
1. Ciiok = and seiect Options 1. ciok " and s=iect Options
2. Selectthe Local Dats tab_ In the History section. select the Ga.check box | 2. Select the Experf tab. In the Controls section. select the following check box:
o show the history or the Off check box to hide it ‘Show Keys in All Dropdown Lists
3. Select the following sheck box to sort the tems in the lit by key- Sort flems

by Kay.

ABB

11.20. Basic Navigation Help Card 2 of 2

Basic Navigation Help Card 2 of 2

Canada

Create a vanant Printa report
Click in the Command fiekd and enter the transaction code o cick in your <

Favorites to go directly 10 3 frequently used report 1. Click = 1o access the Print menu
2. Cick B 10 get the report variant and delee the user name n the 2. Verty the location of the output device (printer) for the one nearest you.
Created by fieid 3. Select the number of pages (default: A)
° 4. Ensure al three Spool optons are checksd.
3. Cick ¥ 10 get the variant name and cick @ 10 show reportcriteria. | 5. Cick Cont 1o printthe report
4,_Once crteria are OK, click ¥ to display the report

Searching

There are three ways to search using Widcards

1. Typels” before the text —"edes” - the system displays al information that ends with the “des” character stiing

2 Typace” after the text - ‘parts” — the system ispiays al information that begins with the “part™ character sting.

3. Type"s™ before and ater the text - “vjuse” ~ the system dispiays allinformation that contains the “jus” character s¥ing

© |Ener ‘Confiem data enby D |Nexrx; oo next page.
| save Save data £ | LastPage Goto last page
@ |Rewm Retumn 10 previous screen without saving = | Create Mode Create a new session
2 [ out Quit current ransacion without saving B | create a Shoreut e B dusiace sootostioraey SAP.
@ [cancel Quit current appication (screen) wihout saving | @ [ Heip o atie belp Jor AsaNam o YN
& |Print Print curent screen ¥ | Customizing of Local Layout  Personalze display options
M |Fina Display first occurrence of search string % . | Acd Favorites Add 2 transaction to Favourite file list
% | Fina Next Display next cocurrence of search string % | Desete Favorites Delete selected Favourtte
) | FirstPage Retum 1o first page 7 | estFavortes Edit name of selected Favourite
) | PreviousPage  Retum to previous page @ | Execute Executes a regont
% | cetvaran Gets the user spechc report variant

ABB
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11.21. Useful Tips Knowledge Check 1 of 3

Useful Tips Knowledge Check 1 of 3

The default for messages is to display them on the status bar at the bottom of
the screen. How else can they be displayed via update of your personal
preferences?

I:I At the top of the SAP screen

l:l In the middle of the SAP screen

l:l In a dialog box

=

11.22. Useful Tips Knowledge Check 2 of 3

Useful Tips Knowledge Check 2 of 3

To get Field help in SAP you can right click in the field and select help. What is
the other way to do this?

l:l Click in the field then press F4
l:l Click in the field then press F3
I:I Click in the field then press F2

l:l Click in the field then press F1

=
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11.23. Useful Tips Knowledge Check 3 of 3

. Useful Tips Knowledge Check 3 of 3

If you receive a warning message in SAP how is this indicated at the beginning
of the message?

I:I With a white tick on a green background
l:l With an exclamation mark on a yellow background

l:l With a white cross on a red background

=
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12. Summary
12.1. Summary

Summary

12.2. Review of the Learning Objectives

Review of the Learning Objectives

ARB
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13. Course End Page

AL IR HD
fRimw

Author: bbowers 53 2021-04-23



