
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SAP 101 Basic Navigation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SAP 101 Basic Navigation 

Author: bbowers 2 2021-04-23  

 
1. COURSE TITLE PAGE .............................................................................................................................. 4 
2. COURSE AGENDA .................................................................................................................................... 5 
3. COURSE NAVIGATION ............................................................................................................................. 6 
4. COURSE OBJECTIVES............................................................................................................................. 7 
5. DEFINITIONS AND ACRONYMS .............................................................................................................. 8 
6. SAP R/3 MODULES ................................................................................................................................... 9 
6.1. SAP R/3 Modules ................................................................................................................................... 9 
6.2. SAP R/3 Integration Model 1 of 3 ......................................................................................................... 9 
6.3. SAP R/3 Integration Model 2 of 3 ....................................................................................................... 10 
6.4. SAP R/3 Integration Model 3 of 3 ....................................................................................................... 10 
6.5. SAP R/3 Modules at ABB .................................................................................................................... 11 
6.6. SAP Data ............................................................................................................................................... 11 
6.7. SAP Features and Benefits ................................................................................................................. 12 
6.8. SAP R/3 Modules Knowledge Check 1 of 3 ...................................................................................... 12 
6.9. SAP R/3 Modules Knowledge Check 2 of 3 ...................................................................................... 13 
6.10. SAP R/3 Modules Knowledge Check 3 of 3 .................................................................................... 13 
7. SAP ACCESS .......................................................................................................................................... 14 
7.1. SAP Access .......................................................................................................................................... 14 
7.2. SAP Graphical User Interface (GUI) ................................................................................................... 14 
7.3. Access the SAP System via the SAP Logon Icon ............................................................................ 15 
7.4. Select the SAP Environment .............................................................................................................. 15 
7.5. Access SAP Using Your UserID ......................................................................................................... 16 
7.6. SAP Log on .......................................................................................................................................... 16 
7.7. SAP Password ..................................................................................................................................... 17 
7.8. SAP Password Guidelines .................................................................................................................. 17 
7.9. SAP Easy Access Initial Screen ......................................................................................................... 18 
7.10. How to Logoff SAP ............................................................................................................................ 18 
7.11. SAP Access Knowledge Check 1 of 3 ............................................................................................. 19 
7.12. SAP Access Knowledge Check 2 of 3 ............................................................................................. 19 
7.13. SAP Access Knowledge Check 3 of 3 ............................................................................................. 20 
8. SAP NAVIGATION - STANDARD SCREENS ......................................................................................... 21 
8.1. SAP Navigation - Standard Screens .................................................................................................. 21 
8.2. SAP Screen Description ..................................................................................................................... 21 
8.3. Standard Toolbar ................................................................................................................................. 22 
8.4. Application Toolbar ............................................................................................................................. 22 
8.5. SAP Navigation - Standard Screens Knowledge Check 1 of 3 ....................................................... 23 
8.6. SAP Navigation - Standard Screens Knowledge Check 2 of 3 ....................................................... 23 
8.7. SAP Navigation - Standard Screens Knowledge Check 3 of 3 ....................................................... 24 
9. SAP TRANSACTIONS ............................................................................................................................. 25 
9.1. SAP Transactions ................................................................................................................................ 25 
9.2. What SAP Transactions Are Used For .............................................................................................. 25 
9.3. How to Launch a SAP Transaction 1 of 2 ......................................................................................... 26 
9.4. How to Launch a SAP Transaction 2 of 2 ......................................................................................... 26 
9.5. How to Stop a SAP Transaction ......................................................................................................... 27 
9.6. Search Functionality ........................................................................................................................... 27 
9.7. Create and Update Favorites .............................................................................................................. 28 
9.8. SAP Transactions Knowledge Check 1 of 3 ..................................................................................... 28 
9.9. SAP Transactions Knowledge Check 2 of 3 ..................................................................................... 29 
9.10. SAP Transactions Knowledge Check 3 of 3 ................................................................................... 29 
10. SAP NAVIGATION – REPORTING SCREENS ..................................................................................... 30 
10.1. SAP Navigation – Reporting Screens .............................................................................................. 30 
10.2. Change, Save and Choose a Report Layout 1 of 7 ........................................................................ 30 
10.3. Change, Save and Choose a Report Layout 2 of 7 ........................................................................ 31 
10.4. Change, Save and Choose a Report Layout 3 of 7 ........................................................................ 31 
10.5. Change, Save and Choose a Report Layout 4 of 7 ........................................................................ 32 
10.6. Change, Save and Choose a Report Layout 5 of 7 ........................................................................ 32 



SAP 101 Basic Navigation 

Author: bbowers 3 2021-04-23  

10.7. Change, Save and Choose a Report Layout 6 of 7 ........................................................................ 33 
10.8. Change, Save and Choose a Report Layout 7 of 7 ........................................................................ 33 
10.9. Selection Variants.............................................................................................................................. 34 
10.10. Create, Use and Change a Selection Variant 1 of 2 ..................................................................... 34 
10.11. Create, Use and Change a Selection Variant 2 of 2 ..................................................................... 35 
10.12. Use the Dynamic Selection Functionality 1 of 3 ........................................................................... 35 
10.13. Use the Dynamic Selection Functionality 2 of 3 ........................................................................... 36 
10.14. Use the Dynamic Selection Functionality 3 of 3 ........................................................................... 36 
10.15. Filters and Sorting ........................................................................................................................... 37 
10.16. Adding Totals and Subtotals .......................................................................................................... 37 
10.17. SAP Navigation - Reporting Screens Knowledge Check 1 of 3 .................................................. 38 
10.18. SAP Navigation - Reporting Screens Knowledge Check 2 of 3 .................................................. 38 
10.19. SAP Navigation - Reporting Screens Knowledge Check 3 of 3 .................................................. 39 
11. USEFUL TIPS ........................................................................................................................................ 40 
11.1. Useful Tips ......................................................................................................................................... 40 
11.2. Multiple Sessions and Their Use ..................................................................................................... 40 
11.3. How to Open Multiple Sessions ....................................................................................................... 41 
11.4. Set Options for Help and Status Messages 1 of 2 .......................................................................... 41 
11.5. Set Options for Help and Status Messages 2 of 2 .......................................................................... 42 
11.6. Field Help ............................................................................................................................................ 42 
11.7. System Messages - Error, Warning and Information ..................................................................... 43 
11.8. Authorization Error Messages ......................................................................................................... 43 
11.9. How to Customize Your User Profile ............................................................................................... 44 
11.10. User Profile "Defaults" Tab Options .............................................................................................. 44 
11.11. User Profile "Parameters" Tab Options ........................................................................................ 45 
11.12. How to Set Up a Parameter ID (PID) ............................................................................................... 45 
11.13. Using the Print Spool 1 of 3 ............................................................................................................ 46 
11.14. Using the Print Spool 2 of 3 ............................................................................................................ 46 
11.15. Using the Print Spool 3 of 3 ............................................................................................................ 47 
11.16. Select and Copy Text ...................................................................................................................... 47 
11.17. Display Technical Information ....................................................................................................... 48 
11.18. SAP Help ........................................................................................................................................... 48 
11.19. Basic Navigation Help Card 1 of 2 ................................................................................................. 49 
11.20. Basic Navigation Help Card 2 of 2 ................................................................................................. 49 
11.21. Useful Tips Knowledge Check 1 of 3 ............................................................................................. 50 
11.22. Useful Tips Knowledge Check 2 of 3 ............................................................................................. 50 
11.23. Useful Tips Knowledge Check 3 of 3 ............................................................................................. 51 
12. SUMMARY ............................................................................................................................................. 52 
12.1. Summary ............................................................................................................................................ 52 
12.2. Review of the Learning Objectives .................................................................................................. 52 
13. COURSE END PAGE ............................................................................................................................. 53 

Detailed description of course content (placeholder text to be 

determined) 



SAP 101 Basic Navigation 

Author: bbowers 4 2021-04-23  

1. Course Title Page 

 



SAP 101 Basic Navigation 

Author: bbowers 5 2021-04-23  

2. Course Agenda 

 



SAP 101 Basic Navigation 

Author: bbowers 6 2021-04-23  

3. Course Navigation 

 



SAP 101 Basic Navigation 

Author: bbowers 7 2021-04-23  

4. Course Objectives 

 



SAP 101 Basic Navigation 

Author: bbowers 8 2021-04-23  

5. Definitions and Acronyms 

 



SAP 101 Basic Navigation 

Author: bbowers 9 2021-04-23  

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

 

6.2. SAP R/3 Integration Model 1 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 10 2021-04-23  

6.3. SAP R/3 Integration Model 2 of 3 

 

6.4. SAP R/3 Integration Model 3 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 11 2021-04-23  

6.5. SAP R/3 Modules at ABB 

 

6.6. SAP Data 

 



SAP 101 Basic Navigation 

Author: bbowers 12 2021-04-23  

6.7. SAP Features and Benefits 

 

6.8. SAP R/3 Modules Knowledge Check 1 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 13 2021-04-23  

6.9. SAP R/3 Modules Knowledge Check 2 of 3 

 

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

 



SAP 101 Basic Navigation 

Author: bbowers 14 2021-04-23  

7. SAP Access 
7.1. SAP Access 

 

7.2. SAP Graphical User Interface (GUI) 

 



SAP 101 Basic Navigation 

Author: bbowers 15 2021-04-23  

7.3. Access the SAP System via the SAP Logon Icon 

 

7.4. Select the SAP Environment 

 



SAP 101 Basic Navigation 

Author: bbowers 16 2021-04-23  

7.5. Access SAP Using Your UserID 

 

7.6. SAP Log on 

 



SAP 101 Basic Navigation 

Author: bbowers 17 2021-04-23  

7.7. SAP Password 

 

7.8. SAP Password Guidelines 

 



SAP 101 Basic Navigation 

Author: bbowers 18 2021-04-23  

7.9. SAP Easy Access Initial Screen 

 

7.10. How to Logoff SAP 

 



SAP 101 Basic Navigation 

Author: bbowers 19 2021-04-23  

7.11. SAP Access Knowledge Check 1 of 3 

 

7.12. SAP Access Knowledge Check 2 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 20 2021-04-23  

7.13. SAP Access Knowledge Check 3 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 21 2021-04-23  

8. SAP Navigation - Standard Screens 
8.1. SAP Navigation - Standard Screens 

 

8.2. SAP Screen Description 

 



SAP 101 Basic Navigation 

Author: bbowers 22 2021-04-23  

8.3. Standard Toolbar 

 

8.4. Application Toolbar 

 



SAP 101 Basic Navigation 

Author: bbowers 23 2021-04-23  

8.5. SAP Navigation - Standard Screens Knowledge 

Check 1 of 3 

 

8.6. SAP Navigation - Standard Screens Knowledge 

Check 2 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 24 2021-04-23  

8.7. SAP Navigation - Standard Screens Knowledge 

Check 3 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 25 2021-04-23  

9. SAP Transactions 
9.1. SAP Transactions 

 

9.2. What SAP Transactions Are Used For 

 



SAP 101 Basic Navigation 

Author: bbowers 26 2021-04-23  

9.3. How to Launch a SAP Transaction 1 of 2 

 

9.4. How to Launch a SAP Transaction 2 of 2 

 



SAP 101 Basic Navigation 

Author: bbowers 27 2021-04-23  

9.5. How to Stop a SAP Transaction 

 

9.6. Search Functionality 

 



SAP 101 Basic Navigation 

Author: bbowers 28 2021-04-23  

9.7. Create and Update Favorites 

 

9.8. SAP Transactions Knowledge Check 1 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 29 2021-04-23  

9.9. SAP Transactions Knowledge Check 2 of 3 

 

9.10. SAP Transactions Knowledge Check 3 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 30 2021-04-23  

10. SAP Navigation – Reporting Screens 
10.1. SAP Navigation – Reporting Screens 

 

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

 



SAP 101 Basic Navigation 

Author: bbowers 31 2021-04-23  

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

 

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

 



SAP 101 Basic Navigation 

Author: bbowers 32 2021-04-23  

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

 

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

 



SAP 101 Basic Navigation 

Author: bbowers 33 2021-04-23  

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

 

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

 



SAP 101 Basic Navigation 

Author: bbowers 34 2021-04-23  

10.9. Selection Variants 

 

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

 



SAP 101 Basic Navigation 

Author: bbowers 35 2021-04-23  

10.11. Create, Use and Change a Selection Variant 2 of 2 

 

10.12. Use the Dynamic Selection Functionality 1 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 36 2021-04-23  

10.13. Use the Dynamic Selection Functionality 2 of 3 

 

10.14. Use the Dynamic Selection Functionality 3 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 37 2021-04-23  

10.15. Filters and Sorting 

 

10.16. Adding Totals and Subtotals 

 



SAP 101 Basic Navigation 

Author: bbowers 38 2021-04-23  

10.17. SAP Navigation - Reporting Screens Knowledge 

Check 1 of 3 

 

10.18. SAP Navigation - Reporting Screens Knowledge 

Check 2 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 39 2021-04-23  

10.19. SAP Navigation - Reporting Screens Knowledge 

Check 3 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 40 2021-04-23  

11. Useful Tips 
11.1. Useful Tips 

 

11.2. Multiple Sessions and Their Use 

 



SAP 101 Basic Navigation 

Author: bbowers 41 2021-04-23  

11.3. How to Open Multiple Sessions 

 

11.4. Set Options for Help and Status Messages 1 of 2 

 



SAP 101 Basic Navigation 

Author: bbowers 42 2021-04-23  

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

 

11.6. Field Help 

 



SAP 101 Basic Navigation 

Author: bbowers 43 2021-04-23  

11.7. System Messages - Error, Warning and 

Information 

 

11.8. Authorization Error Messages 

 



SAP 101 Basic Navigation 

Author: bbowers 44 2021-04-23  

11.9. How to Customize Your User Profile 

 

11.10. User Profile "Defaults" Tab Options 

 



SAP 101 Basic Navigation 

Author: bbowers 45 2021-04-23  

11.11. User Profile "Parameters" Tab Options 

 

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

 



SAP 101 Basic Navigation 

Author: bbowers 46 2021-04-23  

11.13. Using the Print Spool 1 of 3 

 

11.14. Using the Print Spool 2 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 47 2021-04-23  

11.15. Using the Print Spool 3 of 3 

 

11.16. Select and Copy Text 

 



SAP 101 Basic Navigation 

Author: bbowers 48 2021-04-23  

11.17. Display Technical Information 

 

11.18. SAP Help 

 



SAP 101 Basic Navigation 

Author: bbowers 49 2021-04-23  

11.19. Basic Navigation Help Card 1 of 2 

 

11.20. Basic Navigation Help Card 2 of 2 

 



SAP 101 Basic Navigation 

Author: bbowers 50 2021-04-23  

11.21. Useful Tips Knowledge Check 1 of 3 

 

11.22. Useful Tips Knowledge Check 2 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 51 2021-04-23  

11.23. Useful Tips Knowledge Check 3 of 3 

 



SAP 101 Basic Navigation 

Author: bbowers 52 2021-04-23  

12. Summary 
12.1. Summary 

 

12.2. Review of the Learning Objectives 

 



SAP 101 Basic Navigation 

Author: bbowers 53 2021-04-23  

13. Course End Page 

 


