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MOTIVATION

This material explains how to
navigate in SAP systems. It is
aimed at students at universities,
universities of applied sciences
and other educational institutions
with no previous experience of
SAP software. It can be used in
the classroom or for self-study.

On completion of the course,
students will be able to navigate
through the user interface to work
on business processes and case
studies on their own.

The material also serves as a
reference for occasional users of
SAP systems.

Introduction to Navigation in SAP Solutions and Products

LEARNING METHOD

The learning method used is “guided
learning.” This is a suitable method
because navigating in SAP systems
is a fundamental skill yet there is a lot
to learn.

The benefit of this method is that
knowledge is imparted quickly.
Students also acquire practical skills
and competencies. As with an
exercise, this method explains a
process or procedure in detail.

Exercises at the end enable students
to put their knowledge into practice
and remember it better.
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. Logging on

Task Log on to the system. Time 10 min
Short Description Use the SAPGui to log on to the SAP system.

Find and double-click this icon on your desktop. If it is not there, SAP Logon
choose Start » All Programs » SAP Front End » SAP Logon

[= SAPLogon Pad 710

Shorteuts Systems

A dialog box similar to the one shown on =
the right appears. The list of systems ma

g pp N . . y y :&Aawaanl)nre N
be longer than in the dialog box shown oy et roc v

[} A72 (ECC 5.0 IDES) Uni Mannheim

here. Select the SAP system specified by 18473 @ 301 st

[} AT5 (SCM 5.0) shared

your lecturer and choose Log on or Enter. Bars oo b iome oo

B} AT8 (CRM 7.0 IDES)

[ AB0 (ECC 5.0 IDES) FH Wilizburg

[ A81 (470-IDES) FH Gelsenkirchen

[} AB2 (SCM 4.1 IDES) shared

[ 465 (ECC 6.0 IDES) shared L

The logon screen appears. The system 5400 ERP 60 10E8) s
requests the client, your user, password, § E)”W)
and preferred language. s (oc 90 02D o Paceer

[ M10 (ECC 6.0 IDES {+ Java)) HS Harz
[ M11 (ECC 6.0 IDES) FH Bielefeld
[ M12 (ECC 5.0 IDES) FHW Berlin

[} M14 (ECC B.0) shared -
fil | v

Farhelp, prass F1

[E User Systern  Help Client: _ _ _
User: _ ___
& ~dEHCOGQ DHE TDLo0 AR @ Password: _______
Language: _ _
SAP
Mewy passwiord
Client 9599
User WEIDNER
—
Before you log on, you need to know the definition of the term “client.” Client

SAP systems are client systems. With the client concept several separate
companies can be managed in one system at the same time.
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Clients are the highest organizational level in the system. In business
terms, each client can represent a group of companies, a company, or a
firm — regardless of the size of the organization. In commercial,
organizational and technical terms, a client is therefore a self-contained
unit with separate master records and its own set of tables. In SAP systems,
different clients are identified by their client numbers.

Use the client number given by your instructor. For you to be able to log on
as a user, a user master record must be created for you in the relevant
client. For reasons of access protection, you must enter a password when
you log on. Your password entry is case-sensitive.

SAP systems are multilingual. Choose the language for your session in the
Language field. Then choose & or Enter.

When you log on for the first time, | EER

the system requests you to change
your password. To confirm your
new password, choose ¥ or
Enter.

aaaaaaaa

MNew password

ARAKEARL

Repeat passward

I coprignt

SAP Benutzernane TEST The first time you log on you will

Es erfolgte die erste Anmeldung am Syste_m see a COpyrlght nOte. Confirm |t Wlth
% or Enter. The initial screen with

| the SAP Easy Access menu appears.

L]
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Logon screen

© SAP AG

Page 3



NavicaTion [

. Initial Screen

Task Get familiar with the SAP system screen. Time 10 min
Short Description Identify and familiarize with each element of the SAP system screen.

This is the initial screen as described in more detail below.

[& Meni Bearbeiten Favorten Zusie  System  Hiffe - Initial Screen
@ | B C@e DHE DDOD IR @B

SAP Easy Access

[B® | & | standeresmenns | & B 2 | v a | [BRolleaniegen | @FBenutzerzuardnen  ErDokumentation

* [ Favoriten
¥ ) SAP Mend
» [ Biro
b [ Anwendungsibergreifende Komponenten
[ Logistik
¥ [ Rechnungswesen
[ Persanal
[ Infosysteme
0 euge

»
» o
» [ Werlzeug

[+ AB4(1)893 ¥ | aBdz | INS

Menu Bar Menu Bar

[& Menu Edit  Favortes  Edras  System  Help -

Menus shown in the menu bar are related to the application you are using;
that is, they are context-sensitive. Most menus have submenus.

Standard Toolbar Standard Toolbar

@ |

HEIC@e DH®R DDDD m

Icons in the standard toolbar are available on all screens. Icons that you
cannot use in the current application are grayed out. When you hover the
cursor over an icon, a quick info text appears.

Title Bar Title Bar
SAP Easy Access

The title bar displays the name of the transaction you are currently using.
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Application Toolbar Application Toolbar

B & &otermeny (BB &2 v a | Chcreae e B essignusers By Docurmnentation

The application toolbar contains icons applicable to the transaction you are
currently using.

SAP Easy Access Menu _ SAP Easy Access Menu
- [ Favarites

The SAP system displays the SAP =3 58P menu

Easy Access menu on the start » [ Ofice

[ crass-Application Compaonents
[ Logistics

[ Accounting

] Human Resaurces

C Infarmation Systems

] Tools

screen as standard. It enables you ¢
to navigate in the system using a :
clear tree structure. Click on the ,
small arrows to expand the menu >
tree. The menu tree is specific to >
your role (business function in the
company).

Status Bar Status Bar

Select at least one view [+ AG4 (17990 ¥  aBdz NS

The status bar shows information about the current system status as well as
warning and error messages.

L]
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. Logging off

Task Log off the system.
Short Description Log off the SAP system.

Choose System » Log off to end the ekl
current session. The confirmation it
prompt shown on the right informs Poyouwantia log off?

you that unsaved data will be lost. e ]
Once you are certain that you have
saved all entries, you can confirm the prompt by choosing Yes.

navicaTion [

Time 5 min

Log off
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. Introduction to ERP systems

Task Get familiar with the terminology of ERP systems.
Short Description Get familiar with the terminology of ERP systems.

Before you get started in the SAP system, you need to know the definition
of various terms in the ERP context.

Business scenario: a group of related business transactions belonging to a
particular organizational area that fulfill a related purpose in the company,
for example preparation of the balance sheet, personnel administration,
purchasing, service, or production.

Organizational unit: organizational grouping of areas of the company that
belong together for legal or other business reasons. Examples of
organizational units are company, sales office, and plant.

Master data: data stored in the system over a long period of time for
business processes. Examples are customer, material, and supplier.

Transaction data: transaction-specific data that is short-lived and assigned
to certain master data, for example a customer. Transaction data created
when executing transactions is stored as documents. Examples of
documents are sales order, purchase order, material document, and posting
document.

Transaction: an application program that executes business transactions in
the system, such as create sales order or post incoming payments.

L]
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Time 5 min

ERP terminology

Business scenario

Organizational unit

Master data

Transaction data

Transaction
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. Practical work with the SAP system

Task Get familiar with SAP’s transaction and session concept.

navicaTion [

Time 10 min

Short Description Run SAP transactions using three different ways. Create and close sessions.

There are three ways of calling transactions in the SAP system.

+ [ Favorites

SAP Easy ACCGSS Menu w = SAP menu
» [ Office

[l Cross-Application Compaonents
[l Logistics
[ Accounting
[l Human Resources
[ Infarmation Systems

] Tools

You use the tree structure of SAP’s »
Easy Access menu to navigate to a 4
transaction. You then double-click on :
the transaction to run it. »

»

Favorites

If you use a transaction frequently, you can use drag&drop to add it to your
favorites (or choose Favorites » Add). You can then double-click it to run

it without having to navigate through the SAP Easy Access menu. Read the
Favorites chapter for more hints on the Favorites folder.

Transaction code

A transaction code is assigned to each transaction (not each screen) in the
SAP system. The Transaction code chapter has more hints on displaying
and finding these codes and other navigation options.

Note: The command field in > or - |
which you enter transaction

codes can be found in the top-left corner. Click the small arrow symbol to
display/hide it.

The standard toolbar features five important icons:

& (also ¥')  Corresponds to the Enter key and confirms your entries
(5] Saves your entries on the current screen/transaction

& Corresponds to the Escape key and takes you to the
previous screen

& Exits the current transaction

& (also #) | Cancels the transaction (in case of system problems)

Transaction concept

SAP Easy Access Menu

Favorites

Transaction code

Icons
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When you leave a transaction
by choosing & , @ , or @,
this dialog box may appear.
Make sure that there is no
unsaved data in your current
session and choose Yes to
acknowledge the message.

IE?Back

You are abaoutto exit.

@ Do youwant to save your data
for this material first?

Yes | MD

[

Cancel

In some cases it makes sense to work with two or more transactions at the
same time. In SAP systems, you can open up to six sessions simultaneously

with real parallel processing.

To open a new session, choose Ll or System B Create Session.

To close a session, choose & or System » End Session.

navicaTion [

Sessions
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. Help

Task Get familiar with SAP’s help functions.
Short Description Use the F1 and F4 help as well as the SAP Help Portal.

Several types of help are available in the SAP system. The most frequently
used ones are the F1 and F4 keys.

[T Bl SARd

(@ : BIER]

Customer Change: Initi ; — - -

&l F1: Description of input fields ‘ P— —
) 5 [Cle[x[z]#][ [ale] 8] [=]
e 5

Customer Account Number

Aunique key used to clearly identify the customer within the SAP system.

s | ] Procedure
[ Dlfe] %] When creating a customer master record, the user either enters the account
. n number of the customer or has the system determine the number when the
- record s Save epending on the type of number assignment specifiet e
Fa: Value list d d, depending on the type of numb tspecified. Th
account group determines the type of number assignment used
[ Gustomer Account Number (1) ]
Customess (b compeny cods) Tajofa) B
Search tem
[ Customer Aceount Humber (1) 500 Enwies found. Al
PactdCode AT, ooty cnpsys) Cmany oz |, | 2111
o T
va[E[ElE] Je0]a]
Neme Seacitm JPosat iy ot
OG- CONGEAED
Custoner e— o
Masimum No. o His 500

F1 provides you with explanations for fields, menus, functions, and
messages. In the F1 help, you can choose dE2 to get technical information.

help by ch00SING ..o 2. directly right of a selected field.
The Help menu contains more help. Mhelp |

Choose Application Help for context-

sensitive help on the transaction you are Application Help
currently using. Choose SAP Library to SAP Library

open the online SAP Library. You can Glossary

find it on the Internet at help.sap.com.

Choose Glossary to open the extensive glossary of SAP terminology.

navicaTion [

Time 10 min

F1 and F4 help

F1

F4
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. Favorites

Task Get familiar with the SAP Favorites folder. Time 5 min
Short Description Learn how to add and delete objects to the SAP Favorites folder.

Besides adding transactions to your favorites, as described in the Practical Other Objects
work chapter, you can add objects such as folders, reports, files, and Web
addresses.

By clicking Favorites with the right

Open folder
mouse button, you can create your own ? 5 =
hierarchical folder structure. - Insert folder |
. r OO Ingert fransaction
You can _also add other obj.ects (URL, ) D Addoteronects
BSP, mail system, SAPscript). You
choose the applicable objects in the L TR e
. ¥ [ Information Systems
dialog box and enter the relevant data b O] Tools
in the fields.
Here is an example of how to add a website to your favorites. Website
[ Add additional objects (1) 24 Enfries found R
» - Restrictions | TO add the SAP UA Communlty
(  Portal link to your favorites, click
Favorites with the secondary mouse
URL type .
‘et adress or e | button. Choose Add other objects
syt “| then Web Address or File. In the
CanGHE S8 (S50 UL TEmpIEE) dialog box, enter a name and the URL
CRMWehClient Application .
Yeh Soutce from Drag&Relate Servist shown below. To Conflrm' choose @
External mail system
Knowledge \-'\.iay;ehnuse
SAPScript (Texts defined with SEB1)

EERGNEY [ Add & 'WWeb address or file path
BEx W

BExyn TEM SAP University Alliances Cammunity Portal

sAP By ¥Web address orfile Ehﬂpﬂuac sap cnm|

SAP B\ Continuation

SAP BY

SAP BY

SAP BY \Ellgl

S0P Bl emrominy rrenmme

24 Entries found

-
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. Transaction codes

Task Get familiar with SAP transaction codes.

Short Description Learn how to effectively make use of SAP transaction codes.

The quickest way to run a transaction in the SAP system is to enter the
transaction code. Every transaction has a code, which generally has four
characters. To find these, make the following settings.

| Bxtras | System  Help

Administration information Cirl+Shift+Fa

[E Settings

Display documentation Shift+FE
Technical details Shift+F11 This is used to specify settings
ngngs Shift+FE Display favarites at end of list
Set starttransaction Shift+F7 [ Do not display menu, only display favorites

" |Do not display picture

i | Display technical names g

Y=Y EES)
If you know the code for a transaction, you can  MMO3| -

enter it in the command field in the upper left
corner of your screen. After choosing Enter the initial screen of the
transaction appears.

You can use various control parameters to influence what happens to the
session when you call a transaction.

/n Exits the current transaction
/i Closes the current session
/o Opens a new session

You may combine these with the transaction codes. For example, /oMMO03
opens a new session and calls transaction Display Material.

You can also search for transactions (or transaction codes) in the SAP
system using transaction SEARCH_SAP_MENU.

navicaTion [

Time 10 min

Transaction code

Transaction code field

/n
fi

/o

SEARCH_SAP_MENU
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[E Enter transaction code or menu text

Search text entry ‘Materiall

V%]
Choose a text you would like to search for in the SAP Easy Access Menu

and click on ¥,

The search results are displayed in a list. There you find the transaction
code (in some cases there are none assigned) and the path in the SAP Easy
Access Menu (read from bottom to top).

Search for a Transaction Code or Menu Title

navicaTion [

Hode Transaction code Text
Nodes Material Rewisian Lewel
Preceding node Rewision Level
Preceding node Engineering Change Management
Preceding node Cross-Application Components
Nodes CCZU Lssign Material to Profile
Preceding node Parameter Effectiwity
Preceding node Enwiranment
Preceding node Engineering Change Management
Preceding node Cross-Application Components
Nodes CLGR Material from Standard
Preceding node Copy Standard
Preceding node Environment
Preceding node Classification System
Preceding node Cross-hpplication Components
Nodes Materials Management
Preceding node Logistics
Nodes ME2H By Material
Preceding node List Displays
Preceding node Purchase Order
Preceding node Purchasing
Preceding node Materials Management
Preceding node Logistics
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. Exercises

Task Get familiar with navigation using practical exercises. Time 20 min
Short Description Apply what you have learned in the SAP system.

After completing these exercises you will be able to Learning objectives
e log on to an SAP system,
e identify transaction codes,
e access information in the SAP library,
e use the F1 and F4 help,
e make various user-defined settings and

e maintain your Favorites folder.

1. Log on to the system Log on

Choose the system used for this course in your SAPGui. Use the client,
user name, initial password, and logon language given by your instructor.
When you log on for the first time, a dialog box appears in which you enter
your new individual password twice.

Client: _ User: GBI-### Password: gbiinit

2. User-defined settings User-defined settings

2.1 In the menu bar, choose Extras » Settings and select the indicator
Display technical names.

2.2 In the standard toolbar, choose & (far right). Under Optlons select
both check boxes ,,Dialog Box at G -
Success Message* and ,,Dialog box at
Warning Message “.

& System
Client
Uszear
Proaram SAPLSM

Transaction SES:

2.3 In the status bar, on the far right
bottom click on the triangular symbol
and choose Transaction. After doing &
so, the code of the transaction you are \ Interpretation Time
currently using is always displayed. R i

Round Trips/Flushes
[ A4 (19909 % e ==

L]

Eesponsze Time
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3. Sessions Sessions

What is the maximum number of sessions (windows in the SAP system)
that you can open in parallel?

Number:
Close all but two sessions.

L]

4. Transactions Transactions

What are the names of the transactions that you reach from the SAP Easy
Access Menu and what are the transaction codes for calling them?

Logistics > Materials Management > Material Master » Material >
Display » Display Current

Transaction title:

Transaction code:

Accounting » Financial Accounting » Accounts Receivable »
Master Records » Display

Select Customer 1000 in Company Code US00 and press Enter or . 1000
uso00
Transaction title:

Transaction code:

What transactions do you call with the following transaction codes?

VAO3: VAO3

MMR1: MMR1

MEO1: MEO1

MMO2: MMO02
[]

5. Favorites Favorites

To organize your favorites in folders you first need to create folders (topic
areas): Favorites » Insert Folder. Give the folder a name. You can create
as many folders as you like. You can move folders using drag&drop.

Insert folder

To create favorites, find particular functions (transactions) in the SAP Easy

Access menu you need for your daily work. Select a transaction and choose

Favorites » Add to add entries to your favorites list. You can also move Add favorites
them (Favorites » Move). Moreover, you can add and move favorites Move favorites
using drag&drop.
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Add the following transactions to your favorites.
MMR1 - Create Raw Material using menu path:

Logistics » Materials Management » Material Master » Material »
Create (Special) » Raw Material MMR1

MMO3 - Display Material using menu path:

Logistics > Materials Management » Material Master» Material »>

Display » Display Current MM03

To add URLSs click on Favorites in the SAP menu with the secondary
mouse button and choose Add other objects. Choose Web Address or File
and confirm by pressing Enter.

Create a link to the SAP UA Community portal!

Add other objects

http://uac.sap.com

[]
6. Help Help
F1 help
Run transaction VAO1 and click in the Sales Organization field. Then, VAOL

press the F1 key.
What is a sales organization (in a few key words)?

F4 help

Close the dialog box with the definition of a sales organization. Do not
leave the initial screen of transaction VAOL. Click in the Distribution
Channel field. What are the names of the first three distribution channels
listed and which sales organization are they assigned to?

SOrg DChl Name
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7. Parameter settings

Choose System » User Profile » Own Data. On the Maintain User Profile
screen, choose the Parameters tab.

In a second session, choose:

Logistics » Materials Management » Inventory Management »
Goods Movement » Goods Issue

Enter Goods Issue: Initial Screen

D e Iterm To Reservation...  To Order.. W Parameters. .

Document Date pyiME/Zena Posting Date BT {1G6/2010
Material Slip

Daoc.Header Text

Defaults for Document ltems

Moverment Type Special Stack
Flant Reasan for Movement
Storage Location Sugoest Zero Lines
GRIGI Slip

Print “individual Slip

%) Indiv.Slip w.inspect Text
“iCollective Slip

In the Enter Goods Issue: Initial Screen, click in the Plant field and choose
F1. In the Performance Assistant screen that is displayed next, click on the

dke symbol to view technical information. Note down the parameter ID
given in the Technical Info screen.

Switch to the first session.

Enter the parameter ID and the associated plant (ask your instructor).
Confirm by choosing Enter. Do not leave the screen.

Repeat the procedure above for the Storage Location field. Ask your
instructor for the correct value again.

navicaTion [

Parameters

Plant

Storage Location
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. Solutions

Task Get familiar with navigation using practical exercises.
Short Description Apply what you have learned in the SAP system.

1. Log on to the system

Log on to the client indicated by your instructor and change your initial
password.

[E User Systern  Help

& B CQQ  CHE DOD BE @&
SAP

New password

Client 999 B
User WETDNER

aaaaaaaa

—— Hew password
LI

Repeat passward

Language O]

2. User-defined settings
Make the user-defined settings described in the exercise.

3. Sessions

To open and close sessions, choose System » Create Session (or ) and
System » End Session.

Depending on the SAP system settings between 2 and 30 sessions can be
opened in parallel. The default value is set to a maximum of six parallel
sessions per user.

4. Transactions

Logistics » Materials Management » Material Master » Material »

Display » Display Current
Transaction title: Display Material (Initial Screen)
Transaction code: ~ MMO03

Accounting » Financial Accounting » Accounts Receivable »
Master Records » Display

navicaTion [

Time 10 min

Log on

User-defined settings

Sessions

Transactions
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Transaction title: Customer Display (Initial Screen)

Transaction code: ~ FDO3

VAO03: _Display Sales Order: Initial Screen
MMR1: _Create Raw Material (Initial Screen)
MEO1: _Maintain Source List: Initial Screen
MMO02: _Change Material (Initial Screen)

5. Favorites Favorites

Choose Favorites » Insert Folder to create a folder with a name of your
choice.

Add transactions MMR1 and MMO3 to your favorites.
Create a link to the SAP UAC portal (http://uac.sap.com) in your favorites.

6. Help Help
F1 help

A sales organization is an organizational unit responsible for the sale of
certain products or services. The responsibility of a sales organization may
include legal liability for products and customer claims.

F4 help
SOryg DChl Name
DNOO IN Internet
DNO0O WH Wholesale
DS00 WH Wholesale

DNOO is the sales organization for Northern Germany, DS00 for Southern
Germany. Accordingly, UEQO is GBI’s sales organization for the Eastern
US and UWOO for the West.

Please note that GBI’s distribution channels are not always assigned to all
sales organizations.
7. Parameter settings Parameters

To determine the parameter IDs of the Plant and Storage Location fields,
proceed as described in the exercise. Enter the parameter 1Ds and the
values given by your instructor in the parameter list.

L]
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