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Tip 1 - Key Terms

SAP Portal

SAP (Systems, Applications, and
SAP GUI Products in Data Processing): The
software application known as SAP is
part of a category of software known as

SAP Instance Enterprise Resource Planning (ERP)
software. ERP systems integrate
SAP Client business processes and various

business tasks across functional areas
into one system.

SAP Session

SAP = name of the company.
R/2, R/3, ERP, S/4 = name of software.
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Tip 2 — Key Terms

SAP

SAP Portal

SAP GUI SAP Portal provides a single point of
access to SAP and non-SAP sources
through a web browser. This can be
SAP Instance used by employees, customers,
partners, and suppliers.

SAP Client

SAP Session
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Tip 3 — Key Terms

SAP

SAP Portal

SAP GUI SAP GUI (Graphical User Interface):
SAP GUI is the local computer

application used to access the SAP
SAP Instance transactions and data.

SAP Client

SAP Session
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SAP Portal

SAP GUI

SAP Instance

SAP Client

SAP Session

SAP System Provided by:

Configurable

Management
Converging People, Processes and Systems

Tip 4 — Key Terms

SAP Instance: Used interchangeably
with "server” or "application server" in
the SAP system, instance is the server
used to run SAP. The instance is a self-
contained version of the SAP database
containing all clients, customers,
materials, and other data necessary to
perform all transactions.
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Tip 5 — Key Terms

SAP Portal

SAP GUI SAP Client: A self-contained unit in
the SAP system. A client has its own
transaction data and its own set of

SAP Instance tables but share the transactions
applications with other clients in the
SAP Client same instance.

You do your daily work in a specific
SAP Session client within your Production system.

SAP System Provided by:
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Tip 6 — Key Terms

SAP Portal

SAP GUI SAP Session: An active SAP
connection in which a transaction can

run. Users can open up to six sessions
SAP Instance at a time.

SAP Client

SAP Session
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Tip 7 — Logging On

There are commonly two ways to access
SAP:

SAP Portal
SAP GUI
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= Menu Edit Favaorites Extras

& ]l ~lqa @

=

SAP Fasy Access
(&= &S | & B 2 | v a

» (7 Favorites

~ =3 SAP menu

» [ Office

+ [ Cross-Application Components
» 7 Logistics

v [J Accounting
* [J Hurman Resources

» I Information Systems
» [J Tools

[E Log Off

System Melp

Create Session Ctrl+M
End Session

User Profile

Services

Utilities(M)

List

Services for Object
My Objects

Own Spool Reguests
Own Jobs

Short Message

Status...
Log off

v v v v

Unsaved data wil be lost.
6 Do you want to log off?

Mo

h ves |
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Tip 8 — Logging Off

On the main menu bar

Click System.

From the drop-down menu, select
Log off. The log off confirmation
box displays.

Make sure there is no data that
needs to be saved, then click Yes.
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Tip 9 - Key Terms

Easy Access Screen

Transaction

Toolbar Easy Access Screen

Where you start every session and is
System Message the primary user navigation area.

SAP System Provided by:

Consider this the equivalent of a main
menu.
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Easy Access Screen

Transaction

Toolbar

System Message
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Tip 10 - Key Terms

Transaction

A business function program.
Executing transactions in SAP creates
the day-to-day working data (e.g., a
purchase order, a sales order, etc.) and
the data is exchanged between SAP
modules.
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Tip 11 - Key Terms

Easy Access Screen

Transaction

Toolbar Toolbar

A grouping of control functions. Controls
System Message that are typically included are buttons
(with text or icon).
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Tip 12 - Key Terms

Easy Access Screen

Transaction

System Message

Toolbar
Information provided to the user
System Message concerning the transaction being
executed.
There are three types:

1. Information/confirmation,

2.  Warning,

3. Error messages that must be
corrected in order to proceed.
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Tip 13 — Menu Bar

L 4

EHE S HB 2 -
» [ Favorites
> &3 sAP menu
» (3 office

-

» (3 cross-Application Components
* (I Logistics

» (J Accounting

» (J Human Resources

» (3 information Systems

» (3 Tools

= Menu Edit Favorites Extras System Help
LA de@%@m&aM o0 o8 @m
! SAP Easy Access HOLLYFRONTIER |

The Menu Bar identifies the functions
available within the current task. The
menu options change based on the current

transaction and screen within the
transaction.

> | HEP (1) 300 ¥ | M222272A05 | INS
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Tip 14 — Standard Toolbar

= Menu Edit Favorites Extras System Help W
e S Jb coe DRl shos BHE @m])
SAP Easy Access

HOLIYERONTIER

B S EHE 2| v a

» [ Favorites
~ <3 SAP menu
» (I office
» (3 cross-Application Components
» (3 Logistics
» (J Accounting
>
>

The Standard Toolbar contains buttons
used to execute the most common tasks in
SAP, including the Command field, Save,
Back, Cancel, Exit, Find, First Page,
Previous Page, Next Page, Last Page,
Create a New Session, Generate a
Shortcut, Help, and Customizing the
Local Layout.
 The Command field is used to access
transactions.
» Buttons on the Standard Toolbar are
grayed out if that function is not
available on the current screen. e EEE Voul

GY)

[ el )

(3 Human Resources
(3 Information Systems
» (3 Tools
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Tip 15 — Title Bar

= Menu Edit Favorites Extras System Help

& | TdE @ B HE

(15

L 4

oToas ® @

| SAP Easy Access
BE S HE 2| v

» [ Favorites

> &3 SAP menu
» (I office
» (3 cross-Application Components
* (I Logistics
» (J Accounting
» (J Human Resources
» (3 information Systems
» (3 Tools

e

HOLLYERONTIER

The Title Bar displays directly below
the Standard Toolbar. When

processing a transaction, the Title Bar
displays the current task name.

ISAP [> | HEP (1) 300 ¥ | M222272A05 INS _
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Tip 16 — Application Toolbar

Edit

Favorites

Extras System Help

TdE @ B HE

L 4

oToas ® @

» (3 Favorites
> &3 sAP menu
» (3 office

* (I Logistics
» (J Accounting

» (J Human Resources

» (3 Tools

» (3 cross-Application Components

» (3 information Systems

The Application Toolbar contains
shortcut buttons to access commonly-used
functions for the currently active SAP area.

The toolbar content changes as you access
different areas of SAP.

> | HEP (1) 300 ¥ | M222272A05 | INS
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Tip 17 — Menu Path

L4

= Menu Edit Favorites Extras System Help

< ] FlqE e@e SHE aDnoo @m

‘ SAL Lasy Access HOLLYERONTIER. ‘
bE > EHB 2 v a

» (3 Favorites
~ &3 SAP menu

]

~ » (3 office

* (I Logistics
» (3 Accounting

» (3 cross-Application Components

» (J Human Resources
» (3 information Systems

The SAP Menu is available

only on the SAP Easy Access
screen. It is used to navigate to
specific SAP transactions.

We SEE You!
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Tip 18 — Status Bar

= Menu Edit Favorites Extras System Help '_

& | TdE @@ BHE aDhoo ® @

(15

| SAP Easy Access
HE > HE 2 v a

HOLLYERONTIER. |

» [ Favorites

> &3 SAP menu
» [ Office
» [ Cross-Application Components
» [ Logistics

» [ Accounting

»

»

»

(3 Human Resources
(3 Information Systems
(3 Tools

The Status Bar displays system
information on the lower-right
side of the screen and system
messages on the lower-left side of
the screen.

System HED (1} 110
® Client 110
User WV-ILYLE
Program SAPLSMTR_MAVIGATIOM
Transaction SESSION_MAMNAGER
Besponse Time 359 ms
Interpretation Time 187 ms
Round Trips/Flushes 201

e = We SEE You!

%@ Document 1900000190 was posted in company code 1000 |
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Tip 19 — Status Bar...

[© Menu Edt Favorites Extras System Help

@ i e@e CHE BDoOD o8

ey e © The Status Bar displays system

EE 5 @87 v a

NG — information and system messages.
§’“;mm System HED (1) 110
+ G e s ® Client 110

» (3 Information Systems
» (3 Tooks

VALY * Click the Expand button (drop-

SAPLSMITR_NAVIGATION down arrow) in the lower-right
SESSION_MANAGER .
- corner of the screen to display
system and client information, the
e e session number in which you are

SAPLSMTR_NAVIGATION
SESSION_MANAGER
350 ms

currently working, the current
— transaction or screen, and other
U HEP (1) 300 ¥ M222272A05 INS information.

LE!-? b 11q 7 ) L122270v14 | OVR §|

We SEE You!
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= poment Edt Goto Extias Settmgs  Envionment  System  Heb

Enter Ci ice: Ce Code 1000

SuTreeon  Efcompany Code  &3Hold P&smuite  [H)park 4 Editing options

Transactn | Invoice
Bal. [0.00

Basicdata | Payment | Detais | Tax | Amountspit | Notes |

Customer  |1100061 seLind | |

Invoice date Refe 1
Posting Date 05/05/2014

CrossCC no. [ |

Amount ] Ocalcubte o

Tax amount [ ] | ~]
T

Company Code 1000 Holly Corporation Dalas

0 Items ( No entry variant selected )

1 Cred. v 0.00
1 Cred. v 0.00
1 Cred. v 0.00
] Cred. v 0.00
] Cred. v 0.00
J Cred.. v 0.00
0
Enter vald date | &7

[ ~rdAB @@ CHE DDLO EE @@

e

Bls.. G/Lacct  Shomt Text [D/C  |Amountindoc.cum. Loc.cumamount | Value date | Tax co... Taxjurisdicen ceflT]

bl1o~

L122270V14 | OVR

ﬂ Enter valkd date
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Tip 20 — System Messages

There are three types of system
messages in SAP.

Stop - Identifies an incorrect
~ entry in the system

OK - Identifies affirmative system

messages

Warning - Identifies information
that may be an error

SEE You!
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Technical Names

Favorites

User Profile
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Tip 21 - Key Terms

Technical Names

The alpha-numeric code that we all

know and love © as transaction code.
Ex: MMo1

We SEE You!
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Technical Names

Favorites

User Profile
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Tip 22 - Key Terms

Favorites

Favorites allow you to store transactions
and frequently-used paths as well as
folders, files, and links to the Internet.

We SEE You!
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Tip 23 - Key Terms

Technical Names

Favorites User Profile

Displays a subset of the attributes
stored for a user.

User Profile

We SEE You!
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Tip 24 — Display Technical Names

SAP Easy Access
(B &  EHE 2| v a

- [J Favorites
~ = SAP menu
v [J Office
r (O Cross-Application Components
* [ Logistics
~ =3 Accounting
* =3 Financial Accounting
* [J General Ledger
* [J Accounts Receivable
~ 3 Accounts Payable
Document Entry

¢

2 Invoice

' Invoice - General

- 2 credit Memo

» 2 Credit Memo - General

2 Invoice/Credit Memo Fast E

Docurnent Parking

SAP System Provided by:

Configurable

Management
Converging Pecple, Processes and Systems

The Menu Path is used to navigate
to specific SAP transactions.

By default, SAP displays the text
name for transactions but not their
associated transaction codes.
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Tip 24 — Display Technical Names...

[ Menu Edit Favorites Extras g}{stem Help

& [ - Display documentation Shift+F6 h
Technical details Shift+F11

SAP Easy Access Settings , shift+F9

EE & & 2 Set start transaction Shift+F7

To display the transaction codes:

* From the SAP Easy Access screen,
T on the Menu Bar, click Extras.

(S Settings

¢ From the drop-down menu, select

This i3 used to apecify aettings Settings

¢ On the Settings pop-up box, select
[ | Display favorites at end of list the DlSPlaY technical names
Do not display menu, only display favorites checkbox.

[ Do not display picture

e ¢ C(Click the Enter button to continue.

2=V ENENEY
We SEE You!
o0

SAP System Provided by:

Configurable

Management

Converging People, Processes and Systems www.SAPinsight.com



Tip 24 — Display Technical Names...

SAP Easy Access
(5= & | &EHE &2 | «» a

» [J Favorites
=
v [J Office
v 3 Cross-Application Components
* [J Logistics
~ 21 Accounting
* 27 Financial Accounting
* [0 General Ledger
* [J Accounts Receivable
~ &1 Accounts Payable
~ 3 Document Entry
2 FB6O - Invoice
T F43 - Invoice - General
2 FB65 - Credit Memo
2 F-41 - Credit Memo - General
= FB10 - Invoice/Credit Memo Fa
I Docurment Parking

SAP System Provided by:
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The transaction codes display before
the transaction names.

We SEE You!

www.SAPinsight.com



|_Eavnrites | Extras  System

I
% Add Ctrl+5hift+F6

Help

SAP Easy Access
BE S HE 7| v a

+ [J Favorites
~ «ZJ SAP menu
» [ Office
* [J cross-Application

~ = Logistics
~ 2 Materials Management

= < Purchasing
~ 3 Purchase Order

~ 3 Create

« [ ME21N - Vendor/Supplying

& ?M_#J“Wrﬂm\/h'—"—
.f; . |@ ME21N - Vendor/Supplying Plant Knowmi

» I ME25 - Vendor Unknown

* @ MESE - Via Reguisition Assignment Lis
« [ ME59N - Automatically via Purchase R
ME22N - Change
ME23N - Display
E24 - Maintain 5

Converging People, Processes and Systems

Plant Known

Execute: Vendor/

Execute in new win

Display documentati
Add to Favorites

Tip 25 - Maintain Favorites

3 ways to add a transaction to the
Favorites folder:

* From the SAP Easy Access screen,
follow the menu path Favorites >
Add.

¢ Click and drag the transaction from
the SAP Menu path and drop it in
the Favorites folder.

* Right-click the transaction and
select Add to Favorites from
the context menu.

We SEE You!
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ras | System | Help

Create Session

]

End Session
User Profile
Sernvices
Utilities(M)
List

Crl+M

a8 HE @R

v v v v

Hold Data
Set Data
Delete Data
Own Data

ﬁ Password

User
Last Changed On

Maintain User Profile

WV-JLYLE

V-JLYLE

loasoes201a17]

’_/Mdrﬂﬁ l' Defaults |+ Parameters |

SAP System Provided by:
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Tip 26 - Maintain User Profile

To edit your own data:

From the menu bar, select System >
User Profile > Own Data. The
Maintain User Profile screen displays.

There are 3 tabs:

© Address
* Defaults
¢ Parameters

We SEE You!
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Tip 27 - Maintain User Profile...

| Communication

Maintain User Profile
=% Password
User WV-JLYLE
Last Changed On  |V-JLY¥LE [oas09/2014]17:15:18] Status | Saved
Address l' Defaults | Parameters |
| Person
Title I -|
L =]
Last name [VILYLE |
First name | |
Academic Title | |
Format [VALYLE |
Function | |
Department | |
Room Mumber Floor Building

Language

Other communication... |

Telephone

| Extension |

Mobile Phone

Fax

| Extension

]

E-Mail

Comm. Meth

AR R

: Address tab

contains user information like
name, location, phone, and email
address

SAP System Provided by:

Configurable

Management
Converging Pecple, Processes and Systems
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Maintain User Profile
4 Passward
lJser V-JLYLE

Last Changed On V-JLYLE

04/09/2014/(17:15:16

i20 SAP menu
b (J Posting
b (] Asset
v (3 Periodic Processing
v (3 Information System
v (3 Environment

Address - Defaults Parameters
Start menu . 25 .
Logan Language |
Decimal Notation 1,234,567.89 v
Date Format MM/DD/YYYY

\ Time Format (12/24h)

24 Hour Format (Example: 12:05:10)

(Spool Control

OutputDevice LOCL
[v|Output Immediately
[v|Delete After Output

\

f Personal Time Zone
of the User

Sys. Time Zone C5T
"

AL

CATT
[ Check Indicator

SAP System Provided by:
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Tip 28 - Maintain User Profile...

Defaults tab is used to select SAP
settings.

¢ Start menu — used to specify a
custom default menu.

* Logon Language — defaulted by
system.

* Decimal Notation, Date Format,
and Time Format — set to match the
area where you do business.

* Spool Control - printer setup.

* Personal Time Zone — set your time
zone if it differs from the
computer’s.

we >tk You!
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Tip 29 - Maintain User Profile...

Maintain User Profile
=44 Password

—
User 'V-JLYLE
Last Changed On [v-JLYLE [os/08/2014]13:01:32] Status  |Sawved

Address | Defautts ./ Parameters

BEIE

Parameter

Parameters tab is used to store default
values in SAP. For example, if you always

— soometeriaie St Descrotin | want to default a company code in the

o e e vendor search screen, then you can set

I 1 that on the Parameters tab.

« B

© The first step is to find the

Parameter ID. You do that using a
: transaction that has the field you
a0 < want to default.

We SEE You!
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Tip 30 - Maintain User Profile...

Display Vendor: Initial Screen

B Parameter IDs

Vendor ™
Company Code

¢ Click in the field you want to default,
and then press [F1].

— ] * The Help screen for the field
{| Program Mame AEMFO2E ] . . °
|j Screen Number 'TUIT' dlSpIayS. ClICk the TEChnlcaI
] .
= Information button.
1 Program Mame |sarmMFo2K |
d Zmius " STRT
A et e * Locate the Parameter ID. For this
[] Table Name |RFOZE | field’ it is BUK.
[/ Table category Struct.
|| Field Name |BuKRS |
Data Element |BUKRS | L - =
pamerer 0 x| | o Cecnalvoreen [P » Close all screens and return to the
* Fld Description for Batch Input Maintain User Profile screen.
Screen Field |[RF0ZE-BUKRS |

v]x] SARA We SEE You!

GY)

[l
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Tip 31 - Maintain User Profile...

Maintain User Profile

4 Password
User [V-JLYLE
Last Chenged On  [V-JLYLE [0s/08/2014]13:01:32] Status  |saved | °® Type the parameter ID (”BUK” in this
Address | Defauks /Porameters case) in the Parameter ID field.
parameter * Type the company code (in this case
Parameter ID Parameter value Short Description L . .
EXP X Expert in drildown reporting (no longer needs allin = 1020) |n the Pa rameter Value fleld.
SCL X Upper and lower case in source code: 'X' = lower,
{ o= 1020 | "
! ] - . .
¢ Click the Enter icon on the main

toolbar to complete.

¢ Company code 1020 is now

- defaulted every time you use a
transaction that contains the
Company Code field.

We SEE You!
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Menu Path

Command Field

Input Field

Display Field
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Tip 32 - Key Terms

Menu Path

The sequence of selections necessary
to choose a specific operation or
transaction.
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Menu Path

Command Field

Input Field

Display Field

SAP System Provided by:

Configurable

Management
Converging People, Processes and Systems

Tip 33 - Key Terms

Command Field

An input field located to the right of the
Enter icon in the Standard Toolbar. It
is used to enter a transaction code and

call a transaction without having to drill
down through the SAP Menu.

We SEE You!
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Menu Path

Command Field

Input Field

Display Field
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Tip 34 - Key Terms

Input Field

Consists of a field name and an input
area. You can enter and edit text in the
input area.

We SEE You!
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Menu Path

Command Field

Input Field

Display Field

SAP System Provided by:
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Tip 35 - Key Terms

Display Field

A field that can be viewed but not
edited. A display field is generally
grayed out.
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Tip 36 - Accessing Transactions

[ Menu Edit Favorites Extras System  Help

@ | || @ o ] 2

SAP Easy Access
(™ S | HE 7| v a

( (3 Favorites \
-

[J Office

3 Cross-Application Components

(7 Logistics

(J Accounting

(J Human Resources

(3 Information Systems

» [J Tools j &

N g

SAP System Provided by:
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There are two additional ways to access
transactions in SAP:

o Select the transaction from the SAP
Menu.

* Enter the transaction code in the
Command Field on the Menu Bar,
and then click the Enter button or
press [Enter] on the keyboard.

We SEE You!
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Tip 37 - Field Types

[E Asset Edit Goto Extras Envilonment  Settings  System  Help (

g | dB ¢@@ CHE SDo8 AR @

Create Asset: Master data
B B Asset values

Asset INTERN-00001 [0| = )
Class 1210 LEASEHOLD IMPROVEM..  Company Code | 1000 There are 2 types of fields on all SAP
General ]' Time-dependent | Allocations | Origin - Net Worth Tax | Deprec. Areas transaction Screens.
Desaption E ] @ - Input fields generally have a
Aoset main no. ot | | white background and accept
Acct determination 14120100  Building & Improvements Assets
Serial nurmber | | data entry.

Inventory number

Quantey N / - Display fields are generally
~|Manage histgrically
grayed out and do not allow

data entry.

We SEE You!
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Description

Assal main no. text
ACCT detarmmunation
Serial nusmbeer

nambar

SAP System Provided by:
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< Genenl | Tme-dependent

= Aset Ede  Gote Extrgs  Efyrondrng
& ~JB eaea
Create Asset: Master data
H B
Asset INTEEN-00001) 1d] 1'3
Chass 1210 i

LEASEHOLD

¢ Alocations

SEttmgs

3 1

[ Ongin |

&

14130100

Buidig B Fnpeove

Tip 38 - Field Types...

Input fields have three types of field entries:

Required fields must be completed to
continue or save the transaction.

= System-required fields are denoted
with a checkmark.

= Business-required fields may not have
indicators.

- Optional fields do not have to be
completed to save the 1 saction.

- Conditional fields are also not required
except in certain cases where another entry
makes it required.

We SEE You!
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Tip 39 — Checkboxes vs. Radio Buttons

ﬁl"h
ct  A.. Depreciation are

[IEI DlEnnkdeprec.J

LI
'¥|  1l0Federal Tax
M

gty
Jﬁén;’r;cnde

(@) Existing asset

™ New asset

SAP System Provided by:
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Checkboxes can be used to select
multiple items from a list.

Radio buttons are used to select
one and only one item from a list.

We SEE You!
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Tip 40 — Key Terms

Matchcode

Enables quick searching for master or
transactional data through the
database by narrowing the search
criteria. Fields that contain a
matchcode search display a drop-
down arrow.

We SEE You!
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Tip 41 — Key Terms

ALV Grid Control

The ALV Grid Control (ALV = SAP
List Viewer) is a flexible tool for
displaying lists. The tool provides
common list operations as generic
functions and can be enhanced by
self-defined options. This allows you
to use the ALV Grid Control in a large
range of application programs.
We SEE You!
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= Vendor Edit Goto Extras Environment

& ~rdH @
Display Vendor: Initial Screen

B &

vendor 1 =)

Company Code

Purch. Organization

General data

| Address

| Control
| Payment transactions
|Contact Persons

Company code data
Accounting info
| Payment transactions

| Correspondence
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2 H

Tip 42 — Matchcodes

There are 3 categories of matchcodes:

* Possible Entries: A fixed list for
input, listed on one screen.

¢ Restrict Value Range: Many entries
for a field, with tabbed screens to
enter search criteria.

¢ Calendar Search: A calendar dialog
box enables you to select the day;,

month, and year.
Je SEE You!
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iII"'-fenl:Iur Actount Number (1) [ (2]

M ety ContyConpwy Code | Verdies by Conparg Code ||, |+ 1]

Seanch tem

Postal Code

Ciy

Name ! *pet
Vender

Massreire Mo of Hit 500

vio|a[al
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Tip 43 — Wildcard Search

Wildcards allow you to search text fields
for partial matches. Wildcard characters
take the place of letters or numbers.

The most common wildcard is the
asterisk (*).

Pet* returns entries starting with “pet”
*pet returns entries ending with “pet”

*pet* returns entries containing “pet”
SEE You!
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Tip 44 — Personal Lists

[S Restrict Value Range (1\ 163 Entries found

2o EQee

Searleer Postalc City Namel
75201 DALLAS VMRO1
75201 DALLAS VMRO1
75201 DALLAS VMRO1 . . o o
s G vaeq To avoid searching through the entire list,

75201  DALLAS VMRO1 add any commonly used search results to
75201 DALLAS VMRO1 :
i g s a Personal List.
75201 DALLAS VMRO1
75201 DALLAS VMRO1
75201 DALLAS VMRO1-VAP
ACCT GRP C DALLAS TEST EXTENSION - DARA
ALON 75251-70 . DALLAS ALON USA, LP
ALON USA L 75221 DALLAS ALON USA LP

l.

We SEE You!
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Tip 45 — Search Criteria

Purchasing Documents per Document Number
[@'I;]E[ Choose...
Purchasing document to 5
Purchasing organization [ ] to [ ] 5
Scope of List |BEST l
Selection Parameters | [ =

tT | t I::) . . .
e Tee - : Many transactions provide an extensive
pq Scope of List BEST search criteria screen that you can
It T i T e o
rceount Aeionment Cateaony A o [ = use to narrow the search so that it
Delivary Date to F
S I 4 returns only the needed results.
Range of Coverage to
Vendor 5000003 to (=]

) [ | = | .
Suppig pént , = e For example, the Scope of List field
ateria 0
Material Group to E defaults to BEST.
Document Date to 4
Intern. Article No. (EAN/UPC) [ l[to | 'i
Vendor's Material Mumber [ [to ' 'i
Vendor Subrange to i
Promotion to 4
Season [] to ] i
Seasan Year [ ] to [ ] i
Short Text [ '
Vendor Name [ | We SEE You!
N/
oo
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Tip 46 — Search Results (BEST)

Purchasing Documents by Document Number
Print Preview [ElPO History Changes Delivery Schedule  [Blservices
-
PO Type Vendor Hame PGp Order Date
Item Material Short Text Mat. Group
D I A Plnt SLoc QOrder Qty Un Net Priece Curr. per Un
00010 100005 GASO CONV 85 OCT UL HEVE F0050
L 2018 0001 1,000.000 UGE 0.01 TUSD 1 UGE
Contract BRelease Order 4600000000 Item 00010
5till to be delivered 0.000 UGH 0.00 USD 0.00 & h d .I: I I d |
5till to be inveiced 0.000 UGE 0.00 USD 0.00 % T S €rau t resu ts screen |5p ays d
4500000001 NB 5000003 Shell Exchange ZEM 06/09/2006 . . . .
00010 100008 GASO CONV 87 OCT UL HEVE 0050 static version of the information. It has
2018 0001 8,326.000 UGH 0.01 TUSD 1 UGE . . . re .
Contract Release Order 4600000000 Item 00030 ||m|ted dn“—down Capab|||ty USII’\g the
5till to be delivered 8,326.000 UGH 83.26 USD 100.00 % . .
Still to be invoiced #,326.000 UGE 83.26 USD 100.00 % b h ppl Ib
4500000002 NB 5000003 Shell Exchange ZEM 08/01/2006 Uttons on t € A |Cat|0n too ar.
00010 100005 GASO CONV 85 OCT UL HEVP POOSO
2018 0001 123.000 UGH 0.01 TUSD 1 UGE
Contract Release Order 4600000000 Item 00010
5till to be delivered 0.000 UGH 0.00 USD 0.00 & . . . .
Still to be tnvotced oo v 000 Tip: Always try double-clicking on
4500000003 NB 5000003 Shell Exchange ZEM 08/01/2006 o o o
GASO CONV &5 OCT UL ERVE fields in the result screen. Sometimes
2018 0001 123.000 UGH 0.01 TUSD 1 UGE . .
Contract Release Order 4600000000 Item 00010 f d d Il_d
5till to be delivered 0.000 UGH 0.00 USD 0.00 & you In a Fl own.
5till to be inveiced 0.000 UGE 0.00 TUSD 0.00 %
00020 100006 GASO CONV 86 OCT UL HEVE P00S0
2018 0001 123.000 UGE 0.01 USD 1 UGE
Contract Release Order 4600000000 Item 00020
5till to be delivered 0.000 UGE 0.00 TUSD 0.00 %
5till to be inveiced 0.000 UGE 0.00 USD 0.00 % We SEE You!
00030 100008 GASO CONV 87 OCT UL HEVP POOSO

2018 0001 123.000 UGE 0.01 TUSD 1 UG& '
00
SAP System Provided by:
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Tip 47 — ALV Grid Control

Purchasing Documents by Document Number
S TFE ER & AECHT I B Print Pr

Item | Type Cat PGr |POH Doc. Date | Vendor/supplying plant Material | Short Text
ﬁ
Purchasing Document 4500000000

10 NB F ZPMﬂﬂ 08/01/2006 5000003 Shel Exchange 100005 GASO CONVY 8!

Purchasing Document 4500000001 .

10 NBE F  ZPM 06/00/2006 5000003 Shel Exchange 100008 GASO CONV 87 When you Change the Scope of List to
Purchasing Document 4500000002 c c c

10 NB F zPM[Jf 08/01/2006 5000003 Shel Exchange 100005 GASO CONV ALV; the apphcatlon dlSPIaYS the

Purchasing Document 4500000003

10 NB F ZPM [y 08/01/2006 5000003 Shel Exchange 100005 GASO CONV 1nformat10n ma mUCh more flex1ble
20 MB F ZPM [Jf 08/01/2006 5000003 Shel Exchange 100006 GASO CONV format that allows YOU to:

30 MB F ZPM [Jfj 08/01/2006 5000003 Shel Exchange 100008 GASO CONV 87

40 MB F ZPM [Jfy 08/01/2006 5000003 Shel Exchange 100009 GASO CONV g,
Purchasing Document 4500000004

10 MB F ZPM [J§ 08/01/2006 5000003 Shel Exchange 100005 GASO CONV 8

20 N8 F ZPM [Jf 08/01/2006 5000003 Shel Exchange 100006 GASO CONV ° Add, hlde, or move columns

30 NB F ZPM[Jfj 08/01/2006 5000003 Shel Exchange 100008 GASOD CONV

40 NB F ZPM[Jfj 08/01/2006 5000003 Shel Exchange 100009 GASD CONV 9 «  Create and save special layouts fOI'
Purchasing Document 4500000005

10 NB F  ZPM 06/00/2006 5000003 Shel Exchange 100008 GASO CONV future use

20 NB F  ZPM 06/09/2006 5000003 Shel Exchange 100008 GASO CONV

30 NB F ZPM 06/09/2006 5000003 Shel Exchange 100008 GASO CONV 8 . o

40 NB F  ZPM 06/09/2006 5000003 Shel Exchange 100008 GASO CONV DlI'ECtlY export the report to Excel
S0 NB F ZPM 06/09/2006 5000003 Shel Exchange 100008 GASO CONV 8 or Word

60 NB F ZPM 06/09/2006 5000003 Shel Exchange 100008 GASO CONV;

We SEE You!
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Tip 48 — Document Flow

Change Terminalling Oth-50 201: Overview §
@h o EH & & & [Horders

Sales area 7070 7 [10] 7 [10] Sales Grp ZTR Sales Off.
Ship-to parky 1000030 MNavajo Refining Company / 501 Ea

the system of the sequence of documents

Terminaling Oth-S0 |201 MNet value
for a business transaction.

PO number

Document Flow * Document flow availability is
Status overview  &y°Display document  Service documents indicated by an iCOH FDE., on the

] Y application toolbar.
Business partner 0001000030 Mavajo Refining Company

Material 000000000000100074 GASD CONY 87 OCT UL HRVF p
| & |.
nt o ¢ For example, a document flow can
~ B Terminaiing for Oth NRC.702 J 20 420,0 consist of a quotation, a sales order, a

d @ =?‘T:=.-rrninr_-l||i|'|§| Oth-50 0000000201 f 20
~ [3) Qutbound Delivery 80000206 / 20 / 20
+ [ GD goods issue:dely 4900000659 / 1
~ 2 Invoice 90000088 / 20 / 20
U @ Split Criterion 123456780 90000088 / 20/ 20

delivery, and an invoice.

we SEE You!
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Tip 49 — Export Data

2l <% [

SAP provides several ways to export data
depending on the transaction.

-
Data Browser: Table VBRK Select Entrie ga;rFmﬂ\e
D = - For ALV Grids, click the buttons on
] s ol | o R the Application Menu bar to export
: N O | e directly to Excel or Word, or to
- I export lists in various formats.
- On some screens, from the main
= menu, select System > List >
List Edit Goto Estras  Erwironment  Seftings  Systern Help Save > Local flle
€ e i E 1H e SHE * On other screens, from the main
E}{E;;Erjh ¥ L:-'_;;:;;:DEESSMQ... Shift+F 5 menu, SeIECt LiSt > EXPOft >
& gend.. Shif+F8 | Spreadshest.. Shift+F 4 Local file or Spreadsheet or Word
||= Exit Shift+F 3 | Local file... Fa Processing.

We SEE You!
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| General Selection

= SD/MM Fomula Pricing Load

[ MR Qe BHE DDLOD BE 2B
SD/MM Fomula Pricing Load
@

Tip 50 — Import Data

Importing requires the use of custom
SAP transactions and specially-

SAP System Provided by:

Configurable

Management
Converging Pecple, Processes and Systems

Input File |C:\Users\Ipate.000\Deskcop\Fies\Rack less Discount.xs |

Output Error Fie [C:\Formula_price_erorxis ]

Session name (Error) ZVK11_ERROR

Userid JEATEL

Processing mode ]

["|Create Excel Template

Condition Condition Outline agreement: Mode of Material Validity start  Validit Formula term Currency for
type. table contract Plant transport Number date of the con of the condi Formuda description selection exit _display of caloul
£ 013038 2900 ™ 6LDO RACK L£55 DSC ULSORE Tuss
0 40012028 2400 TR 112015 1/1/2015 ELDO RACK LESS DISC ULSOR2 1Us6
70 40012028 2400 TR 112015 1/1/2015 ELDO RACK LESS DISC ULSD#2 DYED 1Uus6
w0 40012028 2200 yipos 1/1/2015 ELDO RACK LESS DISC ULSO#2 DYED 1Uss
il 40012028 2400 TR 1/201 1/1/2015 ELDO RACK LESS DISC ULSDR2 CFI 1uss
510 o108 2600 TR 12018 1/3/201S ELDORACKLESS DISCULSOR i 1uss
> 40012028 2400 TR 12015 1/1/2015 ELDO RACK LESS DISC ULSOR2 CFI DYED 1Uss
w0 40012028 2400 TR 117201 1/1/2015 ELDO RACK LESS DISC ULSOR2 CFI DYED 1uss
210 40012028 2400 TR A0S 1/3/2018 EI00 RACKLESS DSCULSDH 1uss
w0 40012028 2400 TR 12015 1/1/2015 ELDO RACK LESS DISC ULSOR1 1us6
z0 0012028 2400 TR 17015 1/3/2015 ELDO RACKLESS DISCULSON OYED 1uss
0 40012028 2400 TR 018 1/1/2015 ELOO RACK LESS DISC ULSD#1 OVED 1us6
w0 40012028 2400 TR 112015 1/1/2015 ELDO RACK LESS DISC ULSDE2 W58 1us6
0 40012028 2000 TR 12015 1/1/2015 ELDO RACKLESS DISCULSDRZ W58 1uss
w0 40012028 2400 TR 12018 1/2/2018 €100 RACK LESS OrSC ULSOR2 WS8 OYED. 1Uss
w0 40012028 2400 TR 105 1/1/2015 ELDO RACK LESS DISC ULSDR2 W58 DYED 1Uss
0 40012028 2400 TR 12015 1/1/2015 ELDO RACK LESS DISC ULSDN2 W58 CFI 1Us6
20 20012038 2400 ™8 3018 1/3/3018 EI0O RACK LSS DSC ULSDR2 WSS CH 1uss
Ly 2028 2400 TR 112015 1/1/2015 ELDO RACK LESS DISC ULSDR2 W58 CFi DY 1Uss
z0 40012028 2000 TR U205 1/3/2015 ELDORACK LESS DISCULSOR2 W58 CFi D1 1us6
w0 0012028 2900 TR YOS 1/1/2015 H00RACKLESS DSCET 1use
0 40012028 2400 TR 112015 1/1/2015 ELDO RACK LESS DISC 87 UL 1Us6
70 12028 2400 TR /112015 1/1/2015 ELDO RACK LESS DFSC 89 MUL HRVP 1Uss
0 0012028 2600 T A0S 1/L/I01S EIDORACKLESS DISC 89 ML HRVP 1uss
Y 40012028 2400 TR 112015 1/1/2015 ELDO RACK LESS DISC 91 PUL 1us6
0 40012028 2400 TR '1/2015 1/1/2015 ELDO RACK LESS DISC 91 PUL 186
z10 20012028 2500 ™R U205 1/1/3015 E10O RACKLESS 0ISC 87 OCT UL 10K ETH 1use

designed spreadsheets.

Import examples:
*  Journal entries
*  Pricing

+  Adding materials to contracts

We SEE You!
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Tip 51 — Key Terms

Variant

Set of input values for selection
screens. Can be used when selection
screens are called to initialize fields
with default values.

Variants can be created on a selection
screen using Goto > Variants.

We SEE You!
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[ warent Edit Gote Environment  System

Variant Attributes

£ Copy Screen Assignment

Help

LV 48 @@ CHE anos

[“]Only Display in Camlcug

[15ystem Variant (Automatic Transport)

... - 23 Technical name

Objects for selection screen
Selection Scrns | Field name
1,000  Vendor account
1,000 Company code
1,000  Vendor search help
1,000  Alternative local currency
1,000 Transltion date
1,000  One-time vendors
1,000

SAP System Provided by:
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Type| Protect field Hide field Hide field *

= W W W W

Variant Name |pELETION FLAG |

Description |Vendars with Deletion Flag Set Sern Assig
[“lonly for Background Processing B Created
[|Protact Variant 1

M W M
(¥ M

| W]
| ™
| ]
| W

Tip 52 — Create Variant

Variants are used to tailor selection
screens to produce reports that provide
the most useful information.

Using variants, you can:

Set field defaults

Protect fields to prevent them from
being changed

Hide fields that aren’t needed
Make certain fields required

Adjust other fields to make the

report more useful SEE Vou!
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Compa i

Selection|
Search |
Search

E2n

Further_g
One-tin|
[ Addry
[ List o
[T Accol
[ Tax i

[Z program Edt Goto  System  Help

ldBIec@e@ CHRE Dhad BEE

EY I CE

_| Variant catalog for program RFKKVZO00

Variant name Short description
[DELE'I'IDN FLAG ]Vendors with Deletion Flag Set
SAP&AUDIT_LV  Deletion Flag
SAPEAUDIT_NEU Directory, New Acquisitions
SAPRAUDIT_ST  Account Master Complete
SAPBAUDIT_VZ Account Directory
SAPRAUDIT_VZ = Company Code Acct.Directory

O

SAP System P

[ Additional VAT reg.numbers

hhol

rovided by:
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Tip 53 — Use Variant

To use a variant:

Click the Get Variant icon on the
Application Toolbar and choose the
desired variant from the Directory.

We SEE You!

0.0,
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@,stem

Create Session

Help

N
éE | System | Help

Ctrl+M

Create Session .

End Session

User Profile
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Tip 54 — Sessions

Create new sessions:

From the main menu, select
System > Create Session.

On the Standard Toolbar, click the
New Session icon.

End a session:

From the Menu Bar, select
System > End Session.

We SEE You!
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= Asset Edit  Goto  Bxtras

I~ Sl
ﬁ[L /oMMo1 '_I }1

Master data Depreciation areas

Asset Class
Cormpany Code

MNurmber of similar assets

Reference

SAP System Provided by:
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Environment

H &&

Create Asset: Initial screen

Tip 55 — Sessions...

When you launch SAP, a single
session opens. Up to six sessions can
be opened.

Open a new session when looking for
data that may impact a new
transaction: in the Command field,
type /o followed by the new
transaction.

Display a material: in the Command
field, type /oMMo1. The display
transaction opens in a new session.

We SEE You!
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Change Terminalling Oth-50 201: Overview
Y% & EHS & & [ Horders

Sales area 7070] / [10] 7 [10] sales Grp ITR Sales Off. ZHEP [H] [ﬁ Res.
Sold-to party 1000030 Mavajo Refining Company / 501 East Main Street / Artesia NM

Ship-to party Navaio Refining Company / 501 East Main Straet / Artesia NM .

[ Help - Change Terminaling Oth-50 201: Overview

Ship-to party

The party who receives delivery of the goods.

1.1. Activity: Creating a Vendor Master Record

Step | Action

m | Double-click on L SAF Ment

| Double-click on [ Aecounting

)
(3) |Double—cllck on [ Financial Accounting
(4) | Double-click on [ Accounts Payable
(5) |DDub|e—cIick on [ Master Records
(6) | Start the transaction Create by double-clicking it.
(7) | Click the Vendor field
(8) | Enter LANDLORDOO in the Vendor box.

(9) | Click the Company Code field to activate it.
(10) |Enter 1000 in the Company Code box.

I e it - A e A

SAP System Provided by:
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Management

Converging People, Processes and Systems

Tip 56 — Help

There are two main Help features:

* F1 Help - includes field definitions
and information on system
messages. Press [F1] on your
keyboard to view information about
the selected field and the type of
data to enter into it.

* Customized Help - after accessing
a transaction in SAP, from the main
menu, select Help > [company
name] Help. If active in your
company, you will see customized
directions that provide step-by-step
instruction display for the current
transaction.

www.SAPinsight.com



Tip 57 — Help...

-jg." You can also get help from Super Users!

* Super Users — They are “power users" who
are very familiar with SAP and other systems
as well as the compny’s business processes.

We SEE You!
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Tip 58 — Pop up dialog box

| SAP GUI Options - HEP =|

Theme: [sap Signature Theme -] Search:
+ [ Visual Design | Tookip |
~ [ Interaction Design f <1
. Keyboard Settings Toolip Delay Medium (0.5 seconds)
S Visualization 1 | |Show tooltip on focus change
. Visualization 2
. Notifications M
. Control Settings
. Sound Settings ["|Beep at message
+ [T Accessbity & Scripting [¢|Show success messages in a dialog box
+ [ Mutiingual Settings 1 h h d- l
Bt isho g mesoges 1  dg ox You can select whether or not pop up dialog
+ [ Traces |«|Show error messages in a dialog box ;
sy boxes appear for Errors, Warnings, Successes.
ront End Prin

o System Information

From the Customize Local Layout butto =

>> Options >> Interaction Design >>
Notifications >> Messages

OK H Cancel ‘ | Apply || Help Restore Defaults

Select the types of message you want to pop
up on the SAP screen.

We SEE You!
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Tip 59 — Freeze Report Columns

[& List Edit Goto Views _Settings System  Help

& | v q ‘Lavout v e e
_ Columns 3 Optimize width
Display Warehouse Si  Define totalg drilldown... Freeze to column
) s Unfreeze
@ AFYPT 2% Q@ DERATY® "
Select columns
| Material ~ Material Description “ Plant “|[sL — stricte
: = L 4
100-500 =, Bearing case
lﬁ‘iﬁﬁ‘?ﬁﬁfj‘““"“’ You can freeze columns on SAP reports, just
- :. .
100-410 %, Casing for electronic drive l]l{e MS Excel.
100-101 = Cl Spiral casing (with planned scrap)
100-700 %, Sheet metal ST37 . 16.486,83 T T
100-210 <, Slug for fly wheel . 9.555,70 .e 0,00
100-310 2, Slug for Shaft o= 16.366,07 oo 0,00
100-600 —, Support base . 198.083,74 50 0,00
n, wus  5147.070,78 oo 0,00

Works like “Freeze

-— pane” in Excel.

L — We SEE Youl!
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Tip 60 — Set Start Transaction

(val Display documentation Shift+F& QQQ PR QB
Technical details Shift+F 11

SAP Easy Access

e S380GS Shitt+F9

B® S| 8 | setstatvansacion Shit+F7

(O Favorites
v & S4P menu

b (3 Office vAD1|

P (3 Cross-Application Components

P (3 Logistics

b (3 Accounting

P (3 Human Resources

P (3 Information Systems

b (3 Tools

Go to Extras > Settings > Set Start
Transaction

- You must log off and back on to see
change. ou!

SAP System Provided by:
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Tip 61 — Copy Text

[& List Edit Goto Exras Environment Settings System  Help

1V I dH @@ CHE HDhor @@

G/L Account Line ftem Display

M4 )P &7 8BS PFE TE&Y BHEG T 3% B El selections Dispute

G/L Account 191100 Goods Rcvd/Invoice Rcvd (third party)

Company Code 1008

- =1 I =l
St |Assignment cur. [ LCurr| Tx|C1rng doc.

= i 1 CTRL Y makes cursor change to: P =

] ; o| Itallows to 11.131'1( a secnol} on the dlsplay. ‘a0 |ElR W

0 & § CTRL C copies the selection to the clipboard ,20-|EUR

A" | L ,20 |EUR |WN

" 5000000622 WE 85.10.2001| 96 121,89-[EUR

"1 51000008567 RE 08.10.2001|86 121,89 |EUR |WN

0O 5000000622 | 1008| WE 85.10.2001(96 2.295,00- [ EUR

\ @ 5100806567 |1668| RE 88.10.2001|86 2.295,00 |EUR |WN

0O = 5000000623 WE 05.10.2001|96 11_4a7 sA-lFIR

O 5100080568 RE 08.10.2001|86

0O 5000000624 WE 85.10.2001|96

‘ 5100600569 RE 08.10.2001|86

- s N vre— e— - When on a report, press CTRL + Y to

" 5100000570 RE 08.10.2001(86

O 0| 5000000625 WE 05.10.2001|96 select and copy data.

" 5100080570 RE 08.10.2001 86

" 5000000626 | 3000 | WE 08.10.2001(96

@ 5100080571 | 3000 RE 09.10.2001|86

0 5000000626 | 3008 | WE 08.10.2001|96 e e

D & 5100000571 | 3000| RE 09.10.2001|86 4.779,00 |EUR |WN

\ - 1|2560012052 5000080627 | 3000| WE 88.10.2001|96 202.471,50- [ EUR

| 19(|450001208300010 | 5100000572 |3086| RE 09.10.2001|86 202 471,50 [EIR |WN

] @|450001208300020 | 5000000627 [3000|WE 08.10.2001|96 199.353,03- | EUR

| 19(|450001208300020 | 5100008572 |3088| RE 09.10.2001|86 199.353,03 [EUR |WN We SEE You!

1 @|450001208300038 | 5000000627 |3000|WE 08.10.2001|96 7.110,09- [ EUR

] 1@|450001208300038 | 5100008572 |3000| RE 09.10.200186 7.110,09 [ELR |WN W

[C]  1@|450001208400016  |5000000628 |3008(WE 88.10.2001|96 5.420,20-| EUR @A

| 1(|450001208400018 (5100008573 |3000| RE 09.10.2001|86 5.420,20 |EUR |WN a>a
SAP System Pro IO @& 450001213606010 | 5006006629 7606| WE £9.10.2001| 96 6.560,00-| EUR

Configurable
Management

Converging People, Processes and Systems www.SAPinsight.com



mdLendl sroup
Purchasing Organization
Purchasing Group
Purchasing Document
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Tip 62 — Paste Text

(18] i
to
] o | | 2
T E to { 43

[ Multiple Selection for Purchasing Document

!&:eleu Ranges - Exclude Single Values -~ Exclude Ranges |

0.. Single value |

mmﬂ Baste with CTRL V for _se]ec‘r.ions smaller than 8
lines (to fit in the selection window) or use

4500012039

34500012039 ‘E‘

| J4s00012040 for larger selections

34500012040
4500012040 a

| J4500012040 -

L 4«

Je SEE You!

[ Multiple selection.. ]4 1
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Search for a Transaction Code or Menu Title

Node Transaction code Text

Nodes MMO1 Create

Preceding node Material

Preceding node Master data
Preceding node Warehouse Management
Preceding node Environment
Preceding node Shipping

Preceding node Environment
Preceding node Shipment cost
Preceding node Subsequent functions
Preceding node Shipment

Preceding node Bulk transportation
Preceding node Environment
Preceding node Inventory Management
Preceding node Materials Management
Preceding node Logistics

SAP System Provided by:

Configurable

Management
Converging Pecple, Processes and Systems

Tip 63 — Search Menu

T-code search_sap_menu allows you to

find the menu path for a given
transaction code.

We SEE You!
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Tip 64 — SAP Glossary

https://help.sap.com/viewer/p/GLOSSARY

Example:

vendor master (FI)

Financial Accounting (Fl)

The collective term for all vendor master records.
The vendor master contains the data of all vendors with which a company conducts business.

EE You!

0.0

SAP System Provided by:

Configurable

Management

Converging People, Processes and Systems www.SAPinsight.com


https://help.sap.com/viewer/p/GLOSSARY

Tip 65 - Report Layout

Display Warehouse Stocks of Material

O &
Database Selections
Material [100-* ' to I 1
Plant to
Storage Location to E
Batch to =2
- Display Options

(JHierarchical Representation

(®)Non-Hierarchical Representation report lavout functions
Layout

Select non hierarchical list for more flexible

We SEE You!
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Display Warehouse Stocks of Material
FAETYTY % Q OCRATH M

Material
100-100
100-101
100-110
SAP System Prov
Configurable
Management

Converging Pecple, Processes and Systems

1000

1100

2000
2300
3000

3200
3800
6101

6102
SG.”

1000
S(:.;...

1000
2000
3000

0001
oosa
0116
0117
9988
HU_
0001
0002
0003
0004
0005
0100
0001

0095
0096
0001

0oss
0001
SL
0001
SL
0001

“ Pit" s * s Unit

PC
PC
PC
PC
PC

Tip 66 — Maintain Report Layout

[

In some transactions the following icon is used to
maintain display variants/ report layouts:

LR |

Unrestricted Crecy |E Value Unrestricted | Transit and Transfer £ Val.in Trans /Tfr

1.093] EUR
5] EUR
19.999 EUR
41979 EUR
EUR

[ Change Layout

124.339,68 0 0,00
568,80 0 0,00
2.275.086,24 0 0,00
47T AT - 0,00

5

!

H)[~][~])2]3]
Displayed Columns

Column Name =
Material
[Plant 1
Storage Location

DF stor. loc. level

Base Unit of Measure
Unrestricted

Currency

Value Unrestricted

Transit and Transfer

Val. in Trans JTfr

In Quality Insp.

| < (<]

Column Set Sort fields by
olumn Name 4—— clicking on
aterial Description ~ | column header

fr Name1 -

Position cursor where 0,00
field needs to be shown

and move selected fields
to left with the arrow key [~

Material Type

Material Group

Valuated Goods Receipt Blocked Stock
Val. GR Blocked St.

Tied Empties

Val. Tied Empties

Stock in Transit

Value in Transit

In Transfer (Plant) - We SEE You!
0.0,
a2
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Tip 67 — Save Report Layout

Display Warehouse Stocks of Material
F AFFE % ¢ §ITEHTSW[0n B

Material ~ Material Description
100-510 £ Ball bearing
100-500 =, Bearing case
100432 =, Cable structure | saeas. | Savewith
100100 = Candy

100-410 & Casing for electronic drive

“ Plant “ sLoc_2 Unrestricted Crcy _ £ Value Unrestricted 1

[ Save layout

100-101 =, C! Spi.ral casing (with planned sd Layout - Layout description

100420 5, Circuit board M-1000 | Yoo-01 By material / plant All users - create/manage
100-805 ., Colour Blue wio gloss - fic report lavouts
100-806 -, Colour Blue with gloss USET-SpEeCIIC report layouts.
100-851 =, Colour Powder Red

100-801 -, Colour Red wio gloss L Possibility to create user
100-802 5, Colour Red with gloss | _ . specific default setting.
100-803 =, Colour Yellow wio gloss Save layout Lm-ei !

100-804 -, Colour Yellow with gloss Name: By material / plant

100-400 -, Electronic | 7|Default setting

100-890 = Filler
100-120 = Flat gasket
100-200 =, Fly wheel

100-130 5, Hexagon head screw M10 m
100-300 =, Hollow shaft ..

SAP System Provided by:
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Tips 68 — 73

Command Field Shortcuts

/n Takes the user to the root SAP Easy Access menu from anywhere.

/n + [T-code] Takes the user directly to the desired T-code from anywhere.
For example, “/nVAO1" will take the user directly to the Create Sales Order
screen.

/* + [T-code] Like ‘/n + [T-code]’, but takes the user directly into the desired
T-code with the last values used. For example, “/*XD02" will take the user
directly into change mode screen for the last customer you were changing.

/nex Closes all windows for the current system/client and logs off of SAP.

/o Alone, it will generate an “Overview of Sessions” screen for the current
system. It also allows you to generate a new session.

/o + [T-code] When used as a prefix to a transaction code, it will open the

target transaction in a new window. For example, “/ova01” will open up th

Create Sales Order screen in a new window.
SAP System Provided by:
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Tip 74 — User Profile

Academic Title

Complete name

=y User Edt Goto  System  Help
O | “«H @@ @ e @
Maintain User Profile ¢
e SU3 - T-code to manage your own user
User ALOPES id and default settings.
Changed By PPACE [o
HDefauts r'Parameters | }
Person '
Title ll -J
Last name |anes |
First name |Augusto |

|Augusto Lopes

Communication

Language | English -| f
Work Center

Function | |

Department | |

Room Number Floor Building code

Telephone
Mobile Phone

SAP System Provided by:
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| Extension
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SAP GUT Options - HEP x

Tip 75 — Wide Cursor

Theme: |sap Signature

u Font Settings
. Branding
- Define Custom Colors
~ Color Settings
- [F] Colors in System
v [ Interaction Design
. Keyboam’ Settings
- B Vouakzaton 1
- Visualization 2
- Notifications
- [2] Control Settings
- [ Sound Settings
~ [ Accessibility & Scripting
- [8 Accessibility
. Scripting
* = Muttingual Settings
- 8 IME
- Encoding
- Graphic
- [Z] Others
¥ 5 Local Data
. History
- [ cache
- [ Fie Lifetime

[ o ][ cone

‘ ‘ Apply ‘ l Help Restore Defaults

SAP System Provided by:

Configurable

Management
Converging Pecple, Processes and Systems

Theme -/ Search: | cursar
. Theme Preview/Settings = | | Cursor Width for Input Fields on Screens
2 (") Narrow cursor (»)Wide cursor

["|Use block cursor in overwrite mode (OVR)

| Controls
[|Show keys within dropdown lists

[CJSort by keys within dropdown lists for most efficient keyboard input

| OK Code
[¢|Show OK Code field
¥IShow dalog box for Ok Code mbarch e YOU can make your cursor more visible

T by goingto ¥ > Options >
[¥1Use cursor wihin ts Interaction Design > Visualization
[|Show lines in lists
[ Junderiine links in lists
[¢|Alow Microsoft ClearType to be used for text in lists

We SEE You!
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Tip 76 — Relationships

Visual Representation of
SAP HCM Objects Relationships

Relationships of Objects

Object Types and Object Keys

ORGANIZATIONAL COST CENTER (K)
UNIT (O)

cost center allocation @

2
5 describes M

JOB (C) is described by Possition (S)

|
PERSON / USER (P) We SEE You!
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Tip 77 — Infotype

[ HR master data Edit Goto Extras  Utilities(M) Settings System  Help w

g @0 ~JdEH @ LHE DYDLY DR @B

Display HR Master Data

S L

[ET310> socerarn. a8 ' What is an Infotype?

Find by Name J ?hnY - . . . .

E R A SAP Infotype is an information unit used

« {H sear .
- Mee < Basic personal data | Contract data | Grossjnet payol | Planning data_ | B... | D] =] to Store employee relevant data requlred for
o | S (e administration purposes.

\ (& Actions v : O Period ‘ ‘

izr:ro;i Ijata : ‘;‘:::a 03.06.2013 tocurr ‘::is.znm

‘ I Family Member/Dependents Al : O Curr:snt month b b

E | e oM~ i It has a 4 digit-code and a related name. It
B8 paonao v |Gt S v stores similar data into one screen.

I RS Choose

Hit list -

Persnnnel. Direct selection — =

o | G B For example, Personal Data (Infotype 0002)
i stores the employee's personal data (i.e., first
o name, last name, birth date, marital status).

g

bopazo v INS &

We SEE You!
7
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Tip 78 — Company Code

Company Code
l Fl versus CO \

Company Code

Is the link between Finance and
Corporate Structure. Legal entity - with
one chart of accounts and one currency
- that is defined by Finance.

We SEE You!
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\ Company Code \
l Fl versus CO ‘

SAP System Provided by:
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Tip 79 — Flvs CO

FI - Finance
External facing. Legal reporting. P&L.

CO-Controlling
Internal facing. How the company is

organized and structured financially.
Cost Centers, Profit Centers.

We SEE You!
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Tip 80 — Deleted Docs

Bartner
List b

Display Sales Order: JE

& sales 2 ftem oveniew . Changes
Display document flow Shift+F5
Status overview Ctri+Shift+F 2

To find out who did it and when a
document was deleted:

k22500

* Execute a display tcode, for example
VAos3 (Sales Order Display)

Changes in 4225002

Choose

* Enter document number (Do not
press enter). Go to Environment >
Changes

Date ItmNo. |SLNo| Action User

[ /20/09| Document he|Next date changsd

9| Document he|has been deleted
9| Document he|Sold-to party has been deleted
9(Document he|Ship-to party has been deleted
9| Document he|Carrier has been deleted GECO720V
9| Document he|Payer has been deleted GECO720V
2| Document he|Bil1-10 party has besn deleted GECO720V

: 10 Item has been deleted GECAT28V
04/20/89 10 1| Order gquantity in sales units changed GECO728V
04/20/09 10 1|has been deleted GECO720V

We SEE You!
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Tip 81 — User Authorization

/nSU53 — Display Authorization Data
for User

Authorization Values ~ Edit  Goto  System  Help
Display Authorization Data for User ALOPES
¥ @] [ ES'stored Checks  Text View [)

Description values
* User Name ATOPES Failed checks since 10/17/2017 16:22:41

- System HED Client 300

- Date 10/17/2017 Time 16:25:17

* Instnce usrdi2zdul00d4_HEP 01 Profile Parameter auth/new buffering 4

. If you get an authorization error for a

~ Date 10/17/2017 Time 16:25: 10 Transaction SESSTON_MANAGER = L3
~ Authorgation Obj. §_TCODE  Transaction Code Check at Transaction Start transaction you thin you shou ave
* Authorization Field TCD Transaction Code FBO1
~ Date 10/17/2017 Time 16:24: 47 Transaction SESSION_MANAGER
~ Authorization Obj. S_TCODE Transaction Code Check at Transaction Start

* Authorization Field TCD Transaction Code MMO1 aCCeSS to’ type /nSU53 and Send a

~ Date 10/17/2017 Time 16:24: 44
~ Authorization Obj. S_USER_PRO User Master Maintenance: Authorization Profie

: ﬁit:ggggg: ::E ?;gzzLE :umt:%fuﬁ\e in user master maintenance * ScreenShOt Of the results to your

~ Date 10/17/2017 Time 16:23: 40 Transaction SESSION_MANAGER . .
~ Authorization Obj. S_TCODE Transaction Code Check at Transaction Start
. Authurlzatlon]ﬁeld_TcD Transaction Code FBO1 SyStem admlnlstrator.
~ Date 10/17/2017 Time 16: 23: 04 Transaction SESSION_MANAGER
~ Authorization Obj. §_TCODE  Transaction Code Check at Transaction Start
* Authorization Field TCD Transaction Code FBO1
~ [ User's Authorization Data ALOPES
b Authorization Object § TCODE Transaction Code Check at Transaction Start
+ Authorzation Object S_USER_PRO User Master Maintenance: Authorization Profie

*

We SEE You!
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Tip 82 — Trx Shortcut

(= Menu | Edit | Favorites  Extras  System  Help

o Fxeaite K N AR AR AFSE SRR~
Execute in new window Ctrl+F2
SAP Ei Create shortcut on the desktop Ctrl+F3
LE 5 ks v a To create a shortcut to transactions
m— directly on your desk top:
~ [ SAP Menu
v [T Office 0 .
e m G - Navigate to the transaction on the
L SAP Easy Access menu.

~ [ Financial Accounting
~ [= General Ledger

» [ Document Entry - FI‘Ol‘l‘l the Mel‘lu BaI'Z

~ED ¢ . .
~  FBo2 . Change Click on Edit > Create shortcut
- 70 FBOY - Change Line Items
. on the desktop

- (77 FBO3L - Display in General Ledger View
- () FBO4 - Display Changes
- ) FBRA - Reset Cleared Items

We SEE You!
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Tip 83 — Stop Trx

S

@’Ih_*lenu Edt Favorkes Extras
estore 7

Momeze

If a transaction is taking too long to run, you
can stop it by clicking on the Control menu

Close Alt+F4
New GUI Wndow
Stop Transaction

Pt

* Y FVS0 - Edt or Park G/L Document
* ¥ FS00 - Centraly
» Y7 S_AIR 8

I [= > Stop Transaction (Top left
corner of your screen)

st Centers:

This icon is available on all transactions.

We SEE You!
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Tip 84 — Print Screen

Click on the Customize Local Layout
button from the Standard Toolbar. lE'

Select the Hardcopy option.

The print is sent to the default printer.

We SEE You!
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W

LS" Mer EOk FavorRes Extras Syste
g +dJH CGe DR oD0do0 BE 98
Oguons... )
SAP Easy Access it o
B[ S Suother menu o8 7 Create role ) Generate Graphic

Create Shortaut...

Actvate GUXT

SAP GUI Sqpting Heb
~ Defauk Sge

» [ Cross-Appication Compane: o
* J Colaboration Projects
* (3 Logstics Character Set

§ Checker

Hard Copy

Theme SAP Signature Theme - Search
GUI Help

* O Visual Design =
» [Q3 imeracton Design) s
* (J Accessituity & Scripting ] d

¢ 0 Mubingust Settings :

v O Traces
* 3 Securty
+ @) System rformaten

SAP GUI Options - CMD

Theme: SAP Signature Theme v Search
* (3 Visual Design Keyboard Sefings
~ O Interaction Design__
. E Keyboard Setings! Actvate access keys
* [ Visualzation & Interaction Access keys offer quick focus navigation by holding down [ShitsCri+All] and
* [ Notfications pressing the appropnate character keys Note This option does not work with

* [® Control Services I n-latn characters
<2 [ Sound Setings * 7' Automatically move focus to nextinput field on reaching the end of input field I
» (3 Accessibility & Scrpting

» O Muttiingual Seftings ¥ Remember fext cursor posdion within input fields

* [ Local Data
% ) Tinces ¥ Position text cursor at the end of the value when entenng a field

* [3) System Information

oK | Cancel Help Restore Defaults

SAP System Provided by:
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Management
Converging Pecple, Processes and Systems

Scnpt Recording and Playback

Sopt Development Toos...

» O Security ¥/ Autom. select the complete value when entering a field in insert mode (NS) ER Y omidesdl

Tip 85 — Auto tab to Fields

Click on the Customize Local Layout
button from the Standard Toolbar. IE'

Select Options... >> Interaction Design >>
Keyboard Settings.

Cursor moves between entry fields
automatically. This function is useful when
you are entering a large amount of data and

you do not want to press the TAB key to move
from field to field.

AutoTAB only works at the end of an input field.
For example, if the Material field can hold 12
characters, but the material number you enter is
only 7 characters long, you must still press the TAB
key to move to the next input field.

We SEE You!
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Tip 36 — Change Font Size

[V ~JH COGe CHR bhoad R 98
Ogtions...
SAP Easy Access Cloboard & ’
BMF S &sothermenu &l 2 Generate Graphc
Create Shomtqut...
» €4 Favorttes Actvate GuXT

» [ weekly status

» 3 My URLs Sapt Recordng and Playback..
» (3 Weeldy Reporting Sopt Development Toos....
- | gv o‘rr;v‘.u SAP GUI Scrpoting Heb

’ g Cr.c.sononcm Compone: :;‘:“c:;;e

’ Colaboration Projects H Y

* (3 Logstics Character Set

 Caco Click on the Customizing of local layout
[+ G Vi Dwo ' e button on the Standard Toolbar. .|__I

: %m%.ilgou"g 'm 7 E
» CJ Mublngust Seftings :
S | ot Ons
v O Securey SAP Netlleawes e ect ptlons-..
* ) System rfommatcen - ".“_‘ . “‘, ‘:;:A‘ \.A."“—"“ “ OTION

Click on the Visual Design option.

Adpst Keyboard 34mngs. viSusIMO0N 0pA0Ns. SUd e ack. and vanous ohar
oplions in accordance with your personal preferences

Make changes in the Font Settings section.

ANAGER ¥ cmidesll INS

o ;ln< ol i Help _,J Restors Detauls

We SEE You!
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Tip 87 — SAP Menu Display Options

Display Favorites below the SAP Menu:

[T~ From the Menu Bar, select Extras > Settings.

[l
v % ER*

Check Display favorites at the end of list.
Click on the Save button.

We SEE You!
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Tip 88 — Change Table Settings

Purchasze order  Edit Goto  Environment  Systerm Help

& Bl H @@ OEE 0 oa0 HE @
Repair Order 4300035705 Created by Ginger Luttrell

Docurnent overview an | 0 %2 (RS (g | @2 Print preview  Messaoes Help Personal setting

ﬁl Repair Order El 4300035705 | Yendar 5037166 Hawker Pacific Inc. Doc. date 16422/2007
1| Header
[ﬁ =15 (lterm |T.|Furchoren.  |Red.. [Qutline agr.. |Agre.. |RFG [termn |Purchasin... |ltem  |High.. |5

18 5@2452929 2

Table Settings

Choose Wariants

e

Current settings Basic setting |
Standard Setting Basic setting g
— Useful when you work in a transaction with
Maintain Variants . .
variant AT T == é a table of values. This example is ME22N.
Llge as standard setting
(O Create | Arrange the table columns to reflect the

layout that works best for you. Then save

2 | Delete
| | your layout for future use.

We SEE You!
s e M Click on the Table Setting button in the top
SAP System Provided by: right corner of the table. E
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Tip 89 — Share Your Favorites

Menu  Edit Extras  Systern  Help
i Add Ctrl+Shift+F &
Change Cirl+Shift+F 3
SAP Easy .| —
howe g
= | & | Delete Shift+F 2
i === |nsertfolder Cirl+5hift+F 5
= {4 Favorites| - . From the Menu Bar:
I [ | Smart| [nserttransaction Cirl+5hift+F 4
[ Utility | Add other objects Ctri+Shift+F ¥ .
] ABAP — Save your Favorites to a file:
Download to PC .
b O sceot = Select Favorites > Download to PC.
b 1 sceoc Upload fram PC

To upload a Favorites list:
Select Favorites > Upload from PC

This will either insert or append, not replace.
You will not lose your existing Favorites.

We SEE You!
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Tip 90

— Some fun “facts” about SAP! Just for laughs!

/a 2\
The Matrix runs SAP. @

ABAP is the only language understood by aliens.

SAP can divide by zero.

By reading the source code of transaction SE38 you will
temporarily be granted invisibility:.

Chuck Norris uses SAP to keep track of his death count.

We SEE You!
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BONUS TIP

The Keep Button

RALAEN IR S TEMIE-Y

(27 117 Entries found
Matenial by descrption k M atenial by old matenal number m m
| N |
] -

v | HE|H|EE] Qs E_ <4

Material description . ’ ‘|Language Material |

3.5 INCH FLOPPY DRIVE EM DPZa050 |E|
ADDITIOMNAL CARDS PHARTOM ASSEMBLY EM DPCT_MORITOR 200 |E|
ADDITIOMNAL CARDS PHAMTOM ASSEMBLY EM DPC1400 |_|

Keeps the search result list “pinned” to the
screen.

Great for some data entry and research

options.
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1. Evaluate this session.

Tips & Tricks
Every 2. Visit the SAPinsight table.
SAP Super User 3. Buy a book to learn more
Should Know about Super Users.
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