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· The SAP GUI program connects the front-end computer with a specific SAP System. Theoretically you can specify the SAP system required at command-line level when calling the SAP GUI program. In practice, you never need to do this. SAP provides another program for starting the SAP GUI: SAP Logon.

· When you call up the SAP Logon, it displays a list of SAP systems whose logon process can be started. This list is derived from a file on the front-end computer: saplogon.ini. This file is normally preconfigured centrally and made available to end users.
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· SAP systems are client systems. You can use the client concept to control several separate enterprises in one system at the same time. The BW and KW components are exceptions since each uses one client only. Each user session only accesses data on the client that you selected when you logged on. 

· A client is a self-contained organizational unit in the system. Each client has its own data environment and, therefore, its own user master and transaction data, assigned user master records and chart of accounts and specific Customizing parameters. 

· So that you can log onto the system, you must have a user master record created for you for the corresponding client. For reasons of access protection, you must enter a password when you log onto the system. The system does not display the password that you enter (stars are displayed in place of the password). 

· SAP systems are multilingual. You can use the Language field to select the logon language for the current session. 

· Multiple logons are recorded as of Release 4.6. This is for reasons of both security and licensing. If the same user logs on more than once, then the system displays a warning message for each subsequent logon.

· You can add your own texts to the logon screen in different ways. For more information, see SAP Note 205487.
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· The SAP Easy Access screen is the standard way to access the system. You navigate within the system using a clearly arranged tree structure. 

· You can attach an image such as your company logo to the right side of the screen. This image can be assigned throughout the system and is valid for all clients. Given that you have authorization to do so, you can find a detailed description of the settings that are required to do this by choosing Extras --> Administration information. Please note that the graphic is stored in the system and transported to the front-end every time SAP Easy Access is called. Although it is transported in compressed form, the graphic should not exceed 20 KB. You can also prevent the graphic from being called by choosing the setting Low Speed Connection in the SAP Logon program (see SAP Note 161053), or by choosing Extras --> Settings in the SAP Easy Access screen. See also "User Settings".
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· Command field: you can start applications directly by entering their transaction code in the command field (this is hidden by default). You can find the transaction code for an application either in the SAP Easy Access menu tree (see "User Settings") or in the application itself under System -> Status. 

· Menu bar: the menus shown here depend on which application you are in. These menus may also contain cascading menus. 

· Standard toolbar: the icons in the standard toolbar are shown on every R/3 screen. If they are not available in an application, the pushbuttons that you cannot use on that screen are deactivated. If you position the cursor over an icon for a short time, the system displays quick info text with the name or function of the icon. If appropriate, you also see the corresponding function key setting. The application toolbar shows the icons available in the application you are currently in. 

· Title bar: the title bar names the function that is available in the application you are currently in.

· Checkboxes: checkboxes enable you to select several options from a group of fields at the same time. 

· Radio buttons: radio buttons enable you to choose exactly one item from a selection. 

· Tab: arranges several information screens to improve clarity. 

· Status bar: the status bar displays information such as warnings and errors about the current system status. 
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· Role: a role describes a number of activities in the system that it makes sense to define. These represent the scope of functions that users typically require at their work station. 

· Roles (formerly "activity groups") must be set up using the Profile Generator so that SAP system users can work with user-specific or work station-related menus. 

· Roles are also used to assign users with authorization for the activities defined in menus. Predefined user roles from all application areas are included in the standard system as of Release 4.6.  

· When users are assigned roles, they can choose between the standard SAP menu and their user menus.  

· In addition to their roles, end users can also use Favorites to personalize their access to the system. You can create your own Favorites list of the transactions, reports, files and Web addresses that you frequently use. 

· You can create edits using the Favorites menu or simply using the mouse to "drag & drop" URLs or links to files to your personal favorites list.
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· You can call the following types of system functions:

· Using the mouse by selecting a

· menu entry

· Favorites

· an SAP Easy Access entry

· using the keyboard (ALT + the underlined letter of the menu option required)

· by entering a transaction code in the command field:
In SAP systems, each function (not each screen!) is assigned a transaction code. You can call the allocated transaction code from any system screen. For example, you can display the customer master data, enter "/n" and then enter the corresponding transaction code: "/nfd03". You can determine the transaction code by choosing Status in the System menu. Additional input options: 
   - "/n" ends the current transaction. 
   - "/i" deletes the current session  
   - "/osm04" opens a new session and branches to the specified transaction (SM04). 
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· You can find the following options amongst others in the System menu option: 

· Create/end session: creates and ends a session. System administrators can use parameter rdisp/max_alt_modes to set the maximum number of sessions to a number between 2 and 6.

· User profile: contains user-specific settings. Choose Own data to use parameters IDs that fill specific fields in the system (such as the company code field) with default values.

· List: important list functions, such as searching by character string, saving to PC files, printing and so on.

· Status: displays the most important user and system data

· Logoff: ends the SAP R/3 session (with a request for confirmation)  

· The menu option Help contains the following options, amongst others: 
- A context-sensitive Application Help
- SAP Library call (see next page) 
- A Glossary 
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· You can choose the F1 key to display an explanation of fields, menus, functions and messages. 

· The F1 help also displays technical information on the relevant field. This information includes, for example, the parameter ID that you need to set user-specific default values for input fields that are also linked to the parameter ID. 
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· You can use F4 to display possible input values. You can also call up the F4 help for a field using the button immediately to the right of the selected field. 
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· SAP Systems provide extensive online help. You can call this help from every screen in the system. You can call up help by choosing the Help menu, or by choosing the appropriate icon (yellow question mark). 

· You can also access the SAP Library easily and quickly from the SAP Service Marketplace. You can find the SAP Help Portal under Knowledge and Training. You can display the help in HTML format and also perform a very efficient full text search in the library. If the SAP Library has been installed, you can also call this option within your company. 

· You can also access the Help Portal directly at http://help.sap.com. 
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· Choose Extras ->Settings to change the appearance of the initial screen, for example, by turning off the graphics display on the right side of the screen, or by displaying technical names (transaction codes) on the SAP Easy Access screen.  

· When you choose Options, you have the option of activating Quick Cut and Paste. Under Options... you have the option of setting the reaction speed of the quick info text that is displayed when you position the cursor over an icon or pushbutton. 

· You can set personal standard values by choosing System -> User Profile -> Own Data. You can do this on the tab pages Address, Defaults, and Parameters. 

[image: image17.wmf]ã

SAP AG 2003

Navigation: Unit Summary

You are now able to

l

Log on to the system successfully

l

Name and use elements of a SAP GUI screen

l

Use F1 and F4 help

l

Display the information in the online documentation

l

Use the various options for personalizing the SAP 

system


Navigation - Exercises
	[image: image18.png]



	Unit: 
Navigation

Topic: 
Basic Functions
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	At the conclusion of these exercises, you will be able to:

· Log on to an SAP system

· Identify transaction codes

· Access SAP Library information

· Use the F1 help to find field information

· Use the F4 help to search for possible field values
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As a new SAP system user, start to navigate in the system using menu paths and transaction codes, and use the various types of online help.


All menu paths in the exercises refer to the SAP standard menu.

1-1
Logging on the system

Select the corresponding system for this training course. Enter the client, user name, initial password, and the logon language specified by the instructor. When logging on for the first time, a window appears in which you must enter a new password twice. Note the

Client: _ _ _   User: _ _ _ _ _ _ _ _   Password: __________   Language: _ _.

1-2
What is the maximum number of parallel sessions (windows of the SAP system) can you open by choosing System ( Create session?

Number: __

1-3 
What are the functions called that you access using the following SAP standard menu paths and what are the corresponding transaction codes?

1-3-1
Tools ( Administration ( Monitor ( System Monitoring ( User Overview
Function name: ___________________________________________

Transaction: _________________________________________________

1-3-2
Accounting ( Financial Accounting ( Accounts Receivable( Master records( Display
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	Select Customer 1000 in Company code 1000 to access the following screen.




Function name: ___________________________________________

Transaction: _________________________________________________

1-4
Help

1-4-1
On the SAP Easy Access initial screen, if you choose Application Help ("Help" menu), you branch to which area of the SAP Library?

_________________________________________________________
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	To answer the question below, you must call the transaction for displaying the customer master record.


1-4-2
Use the F1 help for the Customer field to answer the following question. 
What do you use the Customer field for?

Summarize the business-relevant information here.

______________________________________________________

1-4-3
Use the F1 help for the Company code field. To which business area of the SAP Library does the system branch when you choose the Application Help icon at the top edge of the F1 help window?

______________________________________________________

1-4-4
Which icon at the upper edge of the F1 help window can you use to find the parameter ID for the Company code field?


______________________________________________________

1-4-5
Use the F4 help for the Customer field to find the number of customer "Becker ##". To do this, call the F4 help and use the search term "Becker*".

Hint: ## is your group number.

___________________________________________________
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	At the conclusion of these exercises, you will be able to:

· Fill a field with default parameters

· Make various user-specific settings

· Maintain your favorites list

· Define a user-specific start transaction
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	Start to define various user-specific settings.


Optional exercises are marked with an asterisk (*).

2-1
Define user parameters.

2-1-1
Assign a default value to the Company code field for your user.

Hint: Your instructor will specify the Company code value (such as "1000"). You can find a hint on default values in the notes on the "User Settings" page.
Parameter: ___ ___ ___ 

Parameter value: ___ ___ ___ ___

2-2
Define user-specific settings by choosing System --> User Profile --> Own Data.

2-2-1
Set your Logon Language to the language that you are using in the training course.

2-2-2
Define the Decimal Notation and the Date Format you require.

2-3
Maintain favorites

2-3-1
Create at least one new folder below the favorites folder.

2-3-2
Add two of your favorite transactions to this folder.

2-3-3
Add the Internet address “http://www.sap.com” below the title “SAP Homepage”.

2-4*
Define a start transaction in the "Extras" menu.

2-4-1
Set a transaction as the start transaction. You must now log off and on again so that the system can update the changes.

Hint: You can also reset the start transaction to the standard value simply by deleting your entry.

Solutions
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1-1
Log on to the system indicated by the instructor and change your password.

1-2
To create and end sessions, choose System ( Create session (or choose the corresponding icon) and System ( End session. 
Depending on the system setting, up to six sessions can be opened simultaneously during one user terminal session.

1-3
You can find the transaction code under System ( Status. These screens and transaction codes correspond to the menu paths:

1-3-1
SM04 for User List
1-3-2
FD03 for Customer Display: General Data
1-4
Help

1-4-1
The Getting Started unit is displayed with 
information about using SAP Easy Access.

1-4-2
Suggestion: The Customer field is used within an SAP
system to identify a customer uniquely.

1-4-3
FI Accounts Receivable and Accounts Payable

1-4-4
Using the Technical Info icon you can find: Parameter ID: BUK

1-4-5
Customer##
(## is your group number)

If you use the F4 help for the Customer field, a dialog box appears in which you can enter various search criteria.

The different tabs on the dialog box contain different search criteria. Use the Search term search criteria and enter the following data:


	Criterion Name
	Value

	Search term
	Becker*


If you perform the search using the Enter key, a list of possible hits is displayed, from which you can select the corresponding value.
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2-1
Define user parameters

2-1-1
To define default values for a field, you need the parameter ID of the field concerned. To find this, you must first select a transaction that contains this field. Position the cursor on the corresponding field (just click on it with the mouse).

Choose F1 ( Technical Information ( Parameter ID to display the information you require. For the Company code field, the parameter is BUK.

Now enter this parameter into your user settings (System ( User Profile ( Own Data) in the Parameter tab and assign it the value that will be valid for the object in future. Then save your data.

2-2
Define user-specific settings

2-2-1
To set the logon language, go to the user profile (System ( User Profile ( Own Data) and then choose the Defaults tab. Enter the logon language you require in Logon Language. 

2-2-2
See 2-2-1

2-3
Maintain favorites

2-3-1
To place favorites in a folder, you must first create a folder (functional areas): Favorites ( Insert folder with a name of your choice. You can create as many folders as you like. You can move folders using the mouse to “drag & drop” them. 

2-3-2
To create favorites, select specific applications (transactions) in the menu tree of the SAP standard menu that you require as favorites (those applications that you use daily). You can add entries to your favorites list by selecting the application and choosing Favorites ( Add. You can subsequently move favorites into folders by choosing Favorites ( Move favorites. You can also move favorites using the mouse to “drag & drop” them.

2-3-3
You create Internet addresses by choosing Favorites ( Add Web address or file.

2-4
Define a start transaction

2-4-1
Extras ( Set start transaction
Enter a transaction and then choose Enter. The system message in the status bar displays that this transaction will be the start transaction the next time you log on.


Hint: To reset this action, you must choose the menu path again and delete the transaction code you entered. The next time you log on to the system, the initial SAP Easy Access screen will be displayed again.
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