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MOTIVATION

This material explains how to
navigate in SAP systems. Itis
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 class or for self-study.

After 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.

Furthermore, this material serves
as a reference for occasional users
of SAP systems.

Introduction to Navigation in SAP solutions on the basis of SAP ERP

LEARNING METHOD

The learning method used is “guided
learning.” This is a suitable method
because navigating in SAP systems
is a fundamental skill but also very
complex.

The benefit of this method is that
knowledge is imparted quickly.
Students also acquire practical skills
and competencies. Similar to a case
study, this method explains a
process or procedure in detail.

By using exercises at the end of each
part, students can put their
knowledge into practice and gain a
sustainable understanding of the
underlying processes.
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. Logging On

Task Log on to the system. Time 10 Min.

Short Description Use the SAP GUI to log on to the SAP system.

Find and double-click on the icon depicted on the left side of this SAP Logon
page that you can find on your desktop. If it is not there, choose
Start » All Programs » SAP Front End » SAP Logon

A dialog box similar to the one :
shown on the right appears. Select far=—) ke =
the SAP system specified by your o o
lecturer and choose Log on or Enter. e
The logon screen appears. The .
system requests the client, your
user, password, and preferred
language.
& rdB/C@@ CHE S04 HE @ Usenc"e”t———
Password:
SAP Language: _ _

ey password

Cliert 200
Lser ghi-222
PaSSWDrd EHEFERRREEEENS
L =

anguage en

Before you log on, you need to know the definition of the term “client.”

SAP systems are client systems. With the client concept several separate
companies can be managed in one system at the same time.

Clients are the highest organizational level in the system. In business

© SAP SE Page 2



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.

Enter the user name, the initial password and the logon language given by
your lecturer.

User: GBI-### Password:
gbiinit = log on

In all
New Password I*" EETTTETT
K 3

When you log on for the first —|Repest password
time, a dialog box appears in
which you enter your new

individual password twice. e

Entry is Case-Sensitive

Client: _

The first time you log on you
will see a copyright note.
Confirm it with ¥ or Enter.

BAP uger name TEST The initial screen with the
First systen logon
SAP Easy Access Menu
appears.

case stuoy [

Client

Logon screen
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. 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.

Initial screen
[© Menil Beaboiten Favortem  Zusitze  Systemn  Hifie w
4 VB IC@e DHR DDan BE @m
SAP Easy Access
[ @ &  suanderesweru (b B 2 v a | [Broleanegen | B
+ OFavoriten i
+ T S4P Menix
» Oiro
» £ anwencungsiibergreifende Kompanenten
+ [ Logistik
» [ Rechnungswesen
Personal il
] Infosysteme
[ werkzeug
EE / t
GlOBAIl BIKE IncC.
sapd I | SESSION_MBNAGER ¥ | 364z INS &
Menu Bar Menu Bar

[& Menil Bearbeiten  Favoriten  Zusdtze  Systern Hilfe w

The displayed menus depend on the action/transaction in the SAP system
except for the system and help menu. This dependency is described as
context sensitive.

User specific settings

Using the command field enter transaction SU3 and switch to the Defaults
tab. In this tab, general settings like Logon Language, Decimal Notation
and Date Format can be determined for your user.

Please choose EN (English) for Logon Language, 1,234,567.89 for
Decimal Notation and MM/DD/JJJJ as Date Format.
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Logon Language E1
Decirmal Motation 1,234,567.89 -
Date Forrnat MDD Y -

Save your entries using HJ.

Standard Toolbar Standard Toolbar
& - B GO SERE DO BE ®@HE

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

Exercise 1 For the following exercise switch to transaction VAQ3, to do so
leave the current transaction by using @,

1.1 Which meanings have the following symbols in the Standard Toolbar?
(Tipp By pausing the cursor over an icon, a help text is depicted. If
there is no help text for each icon you simply have to go into a
transaction.)

&
£

&

1.2 Why is the icon &l (Save) grayed out in the initial screen?

1.3 Which of the following icons can create a new session?

E O
2 O
a2 O

1.4 How many sessions can be open in the system in parallel? (Tipp Click
on the corresponding icon until the system does not create another session.)
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1.5 To close a session, choose the icon ¥ in the Standard Toolbar or go to
the entry System » End Session in the menu list.

What is the difference between the icons ‘€% and €32
&
5]

Title Bar Title Bar

The title bar displays the name of the transaction you are currently using. It
is located on every primary window and dialog window under the standard
toolbar and above the application toolbar.

Application Toolbar

Application Toolbar
A2cales L 2Item overview .2 Ordering party i orders > ¥

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

SAP Easy Access Menu SAP Easy Access Menu
« [ Favorites The SAP system
~ [ 5aP Menu] displays the SAP Easy
v [ Office Access menu on the
v [ Cross-spplication Components start screen as
v [ Logistics standard. It enables
v [ Accounting you to navigate in the
v [ Hurnan Resources system using a clear
v [ Information Systems tree structure.
v O Tools

Click on the small
arrows to expand the
menu tree. The menu
tree is specific to your
role (business function
in the company).

Exercise
Open the following tree structure!
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+ O Favarites.
- {3 5P Meny

v [ Cross-Application Components

- Logistics

= i Materials Management
v [ Purchasing

Ol Inventory Managerment
| Logistics Invoice Werification
Ol Phyysical Invertary
C waluation
[l Material Reguirements Planning (MR
C 1 Service Ertry Sheet
C Sarvice Master
Cl Foreign Trade/Customs
~ 2 Material Master

- 2 Material
Cl Create (Special)
C Create (General)
C1 Change
1 Flag for Deletion
| Dizplay

* ) Display Current
« 1 Display at Key Date

* w T v v w v v

* v w v

Exercise 2

2.1 What is the difference between the transactions Display Current and
Display at Key Date?

Status Bar Status Bar

Markieren Sie mindestens eine Sicht [» | AB4(1)999 ¥  aGdz INS

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

L]
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. Favorites
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Task Create personal favorites. Time 10 Min.
Short Description Create your own favorites in SAP GUI and add objects to

them.

If you frequently use a transaction, you can use drag&drop to add it to your Other objects

favorites (or choose Favorites » Add). You can then double-click it to run

it without having to navigate through the SAP Easy Access menu.
Furthermore you can add folders, reports, files and web addresses as
favorites.

- Sloap e Qpen folder By cllcklr}g Favorites
» Cloff  Insert folder \t/)wth the right mouse
v [ cro Insert transaction utton, you.can Cr?ate
v [ Loc pPaTp——— your own hierarchical
b =) atiner apjects
b T At folder structure.
v [ Human Resources
v [ Information Systems
v O Taals

You can add any link to your favorites, to do so click Favorites with the
secondary mouse button. Choose Add other objects then Web Address or
File. In the dialog box, enter a name and the URL shown below. To
confirm choose .

Exercise 3

Create/Expand your own favorites menu.

3.1 Add the SAP Help Portal using the URL help.sap.com.
3.2 Add the following transaction as a favorite:
Logistics » Sales and Distribution » Sales » Order » Display

L]
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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

and parameters.

There are several possibilities to call up transactions in the SAP system.

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.

SAP Easy Access Menu

By navigating through the » [ Favorites
SAP Easy Access Menu and ~ T 58P Menu
O office

using path structures you get
to the transactions. Then
double-click on the
transaction to run it.

b
v [ Cross-Application Components
v [ Logistics

v [ Arcounting

v [ Human Resources

b

b

C Information Systems
C] Toals

Transaction Code

Every business transaction (not every screen) has a corresponding
transaction code in SAP. To display transaction codes choose Extras »
Settings and select Display technical names.

| Extras | System  Help

Adrninistration inforrmation Ctrl+Shift+F2
Assign Users

[E Settings

case stuoy [

Time 10 Min.

Transaction Concept

Transaction Code

SAP Easy Access Menu

Transaction Code

Display docurmentation Shift+F6 . . .

This is used to specify settings
Technical details Shift+F11
Settings Shift+F9 -
Set start transaction Shift+F7 — el aifies < el

Do not display menu, anly display favorites
" |Do not display picture
r A
Display techrical names .
L= ENENES)
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Note: the command field in q
which transaction codes are booor -
entered can be found on the upper left. By clicking the small triangle you
set it to visible/invisible.

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

/n Exits the current transaction /n
/i Closes the current session //i
(0]
/o Opens a new session
Exercise 4

4.1 Which business function is displayed with the transaction code VA03?

4.2 Which business function describes the menu path Logistics » Sales
and Distribution » Master Data® Business Partner » Customer »
Display » Complete ?

4.3 What is the difference between the transactions VD03 and XD03?

4.4 Which business processes describe the following transaction codes?
XKO01:

MMO02:

ME23N:
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When leaving a transaction
using & Sor @ you may
be confronted with this Save Entered Document First?
displayed dialog window. Be 9
sure that no unsaved data is
displayed in the current r -
session. Then choose yes. l ves J Mo "X Cancel I

L]

[= Exit Program
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. Help

Task Get familiar with SAP’s help functions. Time 10 Min.

Short Description Get familiar with help functions in SAP systems. 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 F1 and F4 help
used ones are the F1 and F4 keys.
Cu Ch : Initial Screen
BR F1-Help: Meaning of fields and [ Performance Assistant
[E Customer Change: Inttal Screen technical information
Customer H =
T Cde A unique key used to clearly identify the customer within the SAP
system
Sesares " . Di y i Procedure
e F4-Help: Display of input options
Distrbution Channel When creating a customer master record, the user either enters the
account number of the customer or has the system determine the
Divison number when the record is saved. depending on the type of number
assignment specified. The account group determines the type of
Al sales areas... Customer’s sales areas... number assignment used.
=l
[ Customer Account Number (1) TR

[E Customer Account Number (1) 24 Entries found

' Customers (general) I Customers (by company code) IL_Dle

- Customers (general) | Customers (by company...| D=
Search term (=00} - — A ]
Postal Code 2L ENE e E D
Search term: 000
i PostalCode * City Name 1 Customer
Name (04227 LEPZIG DRAHTESEL 18000
10014 NEW YORK CITY _ BIG APPLE BIKES 2000
O Smer 16341 BERLIN CAPITAL BIKES 16000
17389 ANKLAM OSTSEERAD 21000
o 18033 BOSTON BEANTOWN BIKES 5000
Wadmum K, of Hity 500 = 19073 PHILADELPHIA  PHILLY BIKES 3000
— 20004 WASHINGTON DC DC BIKES 11000
v]&]=] 27780 wsnaiee arsTER vemG 14000
24 Entries found
F1 provides you with explanations for fields, menus, functions, and F1

messages. In the F1 help, you can choose @3 to get technical information.

F4 gives you information and possible entries. You can also use the F4 F4

Further help can be found in the help

menu. Choose Application Help for | Help
context-sensitive help on the
transaction you are currently using.
Choose SAP Library to open the
online SAP Library. You can also Llossary
access it on the Internet at help.sap.com.

Application Help
SAP Librany
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Exercise 5

5.1 Call up transaction VAOQ1 and select the field Distribution Channel.
Press the F1-button.

What is a distribution channel (in a few keywords)?

5.2 Close the window with definition of the Distribution Channel. Stay in
transaction VAOL. Click the field Order Type and press F4. What do the
order types SO and OR stand for?

SO
OR
5.3 What is the difference between these two types of orders?
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. Configuration Position Overview

Task Learn some useful tips for configuration of overviews and how to work
more efficient therefore.

To configure your position overview for sales orders chose transaction
VAO3 in the initial screen.

Use F4 in the order field to find any purchase order number. To do so
choose enter. Choose any order number by double clicking it. Afterwards
press Enter or click the Enter icon €.

To adapt the position overview to your requirements, choose the Item
overview tab choose the configuration symbol in the middle of the screen.

Al iterns

Itern Description Un Crcy  Storag... Amount Met price MNet value Part... Product h\eﬁ
10Geldndehelm EA EUR  TGOO 0,00 50,00 200,00 -

You will get to the following overview:

[E Table Settings

Choose variants

Current settings Basic setting -

Standard setting Basic setting -

Maintain variants

T =1
W ariant I_E}{arrw:nle _|
|lse as standard setting

|D Create |

!

- |ﬂ Delete |

| Close IIW Save || Adrministrator ||||g|

In the Table Settings you can configure your own overview. Therefore
choose a term and write it into the field Variant. By using the button

D Create | anew setting will be created. Be sure that your new
setting name is entered in the field Current settings and Standard settings.

case stuoy [

Time 5 Min.

Configuration
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Then choose the button Administrator. Now you are able to change your

system settings.

Here you can choose which rows are to be displayed. By setting the check
mark in the row Invisible you can determine which values shall not be

displayed.

For invisible select Product Hierarchy, Material group 1 and 2, WBS
Element, Profit Center, Customer Group, Price Group and Sales District

[= Edit Systemn Settings

CLrrent settings

Colummn Posi...
Froduct hierarchy 63
Material group 1 6
Material group 2 A5
Division (1
WES Elerment 67
Cirder 63
Profit Center ]
Material Group 70
CListomer group 71
Frice group 72
Frice List 73
Sales district 74
Purchase order date 75

1 b

Lef...

13
15
13
2

24
12
10
12
12
1z
la
&

10

Irwi...

1| || <]

<

][] |[<]

S
‘<
&

Program  SAPMWY4DA

Contral TCTRL_U_ERF_AUF .

[¥] svallable svs, variant

Further settitigs
[|Horizontal separatar
[ "ertical separatar

Mo, of fixed columns

|CIDSE ||® Activate ||Eﬂ' Delete ||g||@|||

Afterwards select the button Activate, close the pop up and select Save

v Save |

The following screenshot is an example of a configured position overview.

case stuoy [
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All iterns
Iterm  Material Order Quantity Un |5 Customer Material Murmb ica o
'S 1 —
100XTR1000 ZEA | [ TAaN -
-t 4

-

L]
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. Multiple Selection

Task Understand and perform multiple selection. Time 10 Min.

Short description Understand and perform multiple selection in SAP GUI and
get to know useful hints about it.

Choose transaction MMBE to get to the Stock Overview Screen. Display
the stock from the plants in Dallas and Miami.

Please assure, that when you enter the two plants in the overview as shown
below, you will not get the correct result.

Database selections

Material DXTR1000

Plant DLOO to |MIoo (=]
Storage location 7 to ] |?|
Batch to E|

As you will see in the following screen, the plant in Heidelberg was chosen
as well. This is due to the fact that the SAP system displays all plants
which range alphabetically between DL0O and MI00.

Mandant [ Buchungskreis f werk [ Lagerort f Charge f Sonderbestand | Frei verwendbar

~ d& Gesamnt 550,000
hd DEOD Global Bike Germany GrntbH 120,000
- a3y HDOO Plant Heidelberg 120,000
« BEE FG00 Finished Goods 120,000
~ BEE UsS00 Glohal Bike Inc, 430,000
~ [ DLOD Plant Dallas 240,000
« B F&00 Finished Goods 240,000
= [y MIO0 D Miami 190,000
- EEl FG00 Finished Goods 190,000
Therefore select the black Deluxe Touring Bike ( DXTR1000) and click DXTR1000

|£| afterwards.

Choose multiple selection

@H@I@E]HE\] Multiple selection.. @H Hg]

plants you want to display and press Enter. Afterwards select Execute 3

&

. Then choose the
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Mandant f Buchungskreis [ werk f Lagerort § Charge f Sonderbestand | Frei verwendbar
* & Gesamt

430,000
=~ LS00 Global Bike Inc, 430,000
~ [ DLOO Plant Dallas 240,000

S @ FG00 Finished Goods 240,000

~ [y MI00 DC Miamni 190,000

« B Fs00 Finished Soods 120,000
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. Working at GBI

Task Display GBI information in SAP GUI. Time 15 Min.

Short Description Navigate through the SAP system to display the most
important information of your enterprise in GBI.

Exercise 6

6.1 How many black Deluxe Touring Bikes do you have in stock?
(Tip Therefore use transaction MMBE.)

6.2 Which customers can be identified in GBI?
Follow the menu path: Logistics » Sales and Distribution »
Master Data P Business Partner » Customer P Display P
Complete
(Hint Click on the field Customer and press F4. Then enter your
Company Code (DEOO).

6.3 What is a debitor?
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. Logging Off

Task Log off the system. Time 5 Min.

Short Description Log off the SAP system.

Choose System » Log off to end i Log Off
the current session. The Unsaved data wil be lost.

confirmation prompt shown on @ 0o vou want to log off?

the right informs you that

unsaved data will be lost. Once [ Yes | mo |

you are certain that you have
saved all entries, you can confirm the prompt by choosing Yes.
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