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Getting Started: Learning Objectives

At the conclusion of this topic you will be able to:

Logon and identify the parts of an SAP R/3 Window

Navigate the menu structure P‘

Identify icons - Pﬁ

Create sessions
Use SAP R/3 Online Help

Use On-Demand Help
Create Favorites

Use Match codes




About SAP R/3 Access !r
~Ta

"Only those who have been specifically authorized to use
the system, meaning that they have been assigned a login
ID, are permitted to use the system. These individuals
have been trained/certified in its use. Due to the highly
regulated nature of our business, we require that logon
ID's only be used by those to whom they have been
specifically assigned. This permits us to maintain audit
trails of what has been done in the system, and by whom,
while ensuring that those using the system are adequately
trained. Sharing Login ID's is strictly forbidden".

Jack Kay, COO
Apotex Inc.



Log On and Log Off Hr

Mew passwword

Training: 340
LIVE: 400

_lient

Il=gar

Fassword
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Training ID: xXXXXXXXX
LIVE: First Initial+Last
Name

(i.e. bsherman)
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Secret Password
‘E’nglish
Leave blank for English.




R/3 Window

Customizing Display Optlons

Menu  Edit Favorites  Extras  System Help
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Working With Sessions (1)

Usernames Edit Goto Information  Enwironme
Create session

End session

Usger profile

Services

Liilities

List

Services for ohject
scasti il e - L

CIiCk the System e S
option then click
Create Session

Own spool requests

Crwn jobs

Short message

Status...
Log off
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Working With Sessions (2)

Usernames Edit Goto |nformation  Environment S
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Dispiay User Great here is the >
&) | # Retorences information | need!

Liser AAMODED
Lastchanged by WBETTENC 128172002 15:54:18

I’ll go back to
my other sessi

n.

Address || Logondata | Defaults | Paramsters = Roles | Pro

Reference user far additional rights

[] Role Typ  |walid from  [walid to Text IEI

|_ @ PBC-DISPLAY_AUTH-0010-01 =B [19/25/2002[12¢31/9999 [BC Display Authorizations R[]

| | @ [BC-DISPLAY_AUTHORIZATIONS_ALL | ¢ [19/25/2082[12/31/9999|BC Authorizations Display R [

| | @ HR-BASIC_EMPLOYEE_DISPLAY_ALL | g [12/17/2082[12/31/9998HR Basic Employee Display

| | @ [HR-BASIC_EMP_DISPLAY-0810-61 B [2:17:2002012/31/9999|HR Basic Emplovee Display [

| | @ HR-GENERAL_REFORTS-8610-81 & [1z/17r2002012¢31/9999/HR General Reports

| | @ MM-DISPLAY_LOGISTICS-0810-01 & |oa/12/2002[12¢31 /9999 MM Display Logistics

| | @ MM-LOGISTICS_DISPLAY_ALL g9 |pe/12/2002[12/31/3998 MM Logistics Dispaly ¢ All Gt

| | @ [T_5ee00651_GEMERAL-81 &3 |o2/12/2002[12031/9999(T 50000051 Apotex General

| | @ [T_5ee00es51_GEMERAL-81 & [12/17 2002012431 /9999(T 50000051 Apotex General
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Icon Bar !’
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SAP R/3 Online Help !r
A

Menu Edit Fawvorites Exiras  Systern Help

& B <] Application help
SAF Library
SAF Easy Access
Glossany
B b | | > | “-?‘I:—l | Felease noles
__| Favarites SaFHet
= _a BAP menu Feedback
[ 1 Office Settings...
[+ _I Logistics .
[+ _] Accounting & -
[» _] Human Resources
[+ _1 Infarmation Systems
[+ |_] Tools




Access Application Help

E? SAP Library - Getting Started
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Hide Llocate Back Fooward  Font Home  Prnt Options Help

Corterts ||_ndex | gearchl ' a]
irafi _‘E---lﬂ] Getting Started
Application help ot f The Menu Barm
B 429 The SAP Window
i - j Releaze 4 5 The Mew SAP GLI Use
EI'IJ'IF' Ll |::I ra IHEIII j The Menu Bar
% gfatus b Menus allow you to find a specific transaction when you da not knaw the
El 0553 rﬁ" [ﬂ'"[il Takle Cortros transaction code. The menu is organized according to the task you are
a Radio Buttons and Checkhoxes doing in the SAP System.
- |Z] Diglog Boxes
EE | BASE N DtE 5 . % Seraling to View Information Me_nus are dropdawn; that is, when you choose a menu item, further
- D Customizing the Display Options options appear.
-] Muttiple SAP Sessions
S.E'.P N Et -] Startup and Shutdawn of the S4P Sy | | A typical menu bar in the SAP System is shown below:
- -] VWhat &re the Steps in a Typical Task’
-] Reports
F RE |:| |:| Al |": ] Lists Starage bin  Edit Goto
- [+ Printing from the S4P System
#-_] Backaround Processing

Features

Settings...

This following menug are standard an every SAF screen;

‘ Menu ‘ Description

) 2 ‘II | ﬂj




Access SAP Library

|
| E" SAP Library - SAP Library
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| Hide Locate Back Foward Font Home  Fiint Options~ Help
Cortents I Iriciex: | gearch| ;I
i 210 52 Library
' . | -] e (The sap Model company - 456 | | SAP Libra
Anplication help | o

(7] Getting Started
: B - Release 4 6C, March 2000

- [[] Cross-Application Comporents
EAP Ll tl I-'a r!||I ﬁ E [__'] Financials

= =4 Logistics

{20 Lagistics - General (LC) IDES

@ Sales and Distribution (500 T o=

G ||:|SS a I"!III @ Meterials Management (Wb Eiiina Saaei
- - {21] Logistics Execution (LE) »etting 2ared
@ Quality Management
@ Plart Mairtenance (PM)
H E | E a 5 E n DtE 5 g;j Gl 35 Implementation Guide
- @ Praduction Planning and Contral (F
(] Project System (P5)

@ Enwiranment Management (EHZ)

E&P H Et : (] SAP Retai

[+ Human Resources
Feedhack

Release Notes

Glossary

- (5 Besis Componerts Capyright 2000 SAP AG

-
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(] Service All rights reserved.
-] Roles

[#+[_] Help on Help

E| Copyright

Settings..




Access Glossary F'

Help

Anplication heln
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Release notes
SAPNet
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Settings..
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gualty management

guality

guality azsurance agreemert
guality a=surance program
fgualty azsurance system
guality audit

(Logistics - General (LO7)
guality aucitor
fqualty cedificate
guality check
guality costs
guality level
guality management

fqualty management system
guality notification

guality number

guality scale

fquality score

(AcceleratedSAR (BC-BE-ICM-ASF))

El

Disply

B

quality management

Quality Management {QM)

Owverall term far quality-related activities
and objectives. Activities for quality
planning, quality inspection, qualty cantrol
and QM representation.




Field Level Help

Edit Goto Infarmation  Environment Systerm Help
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User Maintenance: Initial Screen
SR
User @ @
Alias

Ferfarmance Assistant
RAEAEIEA AP B EIEAEI=NED
=
User name in user master record
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Create Favorites

mMenu  Edit

Systern Help

Hift+F G

S = T i

2. Select the
Favorites option
and click on add

E-= Llsers

Zhange Cirl+Shift+F 3
SAF EFasy .
Mowve
elete ift+
(& = | 22| Dejet Shift+F 2
e Insert folder Cirl+Shift+F 5
o722 - Inserttransaction Ctri+Shift+F 4
SUIM - Add other objects Cirl+Shift+F 7
SU0ML Download to PC
SMOAY | oload from PC
sugq | Yeload from
== ‘3 SAP menu
[» 1 Office
[» [ Logistics
1 Accounting
> 1 Hurman Resources
> 1 Information Systems
7 ‘4 Tools

> [ ABAFP Workbench
> [ AcceleratedSAP
= A Administration

B 3
B 3

[
[2:-

Administration
Monitor

2 SUDTD - Display Users

T2 SU0S - Internet User

T2 SUM0- User Mass Maintenance
A SUGR - Maintain User Groups
[ Role Administratian

[ Information System

1. Locate the menu

path to place in
your Favorites.




Access Favorites F'
AP

Menu  Edit Favorites Eras  Systern Help
Y 2 E Qe EHEB D000 BE OF
SAF Easy Access
AF | & EB 2| va

You can now access your
Favorites by clicking on the
v 3 Favoritss appropriate transaction

] GT22- ABAP dump analysis

SLIM - Call AUTH Reporting Tree (nfo Sys.)
SU0TD - User Display
S04 - Liser List

EH1EBLEBEIEBNER

> [ SAP menu




Match Codes

Edit Goto Information  Enwi T
B COQ CHEE DDOD EER @
User Maintenance: Initial Screen

O 008 4

Uesr  SCAS ‘
i |

Alias

Search
Results

Llser name in user master record (1)

2 Entries found
Restrictions |

v B[R0 BE

User natme |First name|Deparl
SCASCAGH |CASCAGMETTE STAMLEY

SCASTILL  CASTILLO SHIRLEY

Last name

uiIdings|Ruumnu.|Extensi... |CnstCnlr|Inl. maiI|Name |C'rly |

APOTER
APOTEX




Getting Started: Summary Hr
A

You should now be able to:

. ® Logon and identify the parts of an SAP R/3

Window

Navigate the menu structure -~

s

S

Identify icons

Create sessions
Use SAP R/3 Online Help

Create Favorites

Use Match codes




