
Getting Started

Getting Started with SAP



Getting Started: Learning Objectives

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

 Navigate the menu structure

 Identify icons

 Create sessions

 Use SAP R/3 Online Help

 Use On-Demand Help

 Create Favorites

 Use Match codes

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



About SAP R/3 Access

"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

Training:  340

LIVE:  400

Training ID: xxxxxxxx

LIVE: First Initial+Last 

Name

(i.e. bsherman)

Secret Password

‘E’nglish 

Leave blank for English.



Menu

Icons Bar

Enter Icon

Command Field

Status Bar

Customizing Display Options

Session 

Number

System 

Number

R/3 Window



Working With Sessions (1) 

Click the System 

option then click 

Create Session

I need to check

another account for

additional information

Session Number



Working With Sessions (2)

Great here is the 

information I need!

I’ll go back to 

my other session.

Session number



Icon Bar

Enter 

Save/Post

Back

Exit

Cancel

Help

Execute 

Find

Sort

Print

Display/Change

Page



SAP R/3 Online Help



Access Application Help



Access SAP Library



Access Glossary



Field Level Help 

F1F1



Create Favorites

2. Select the 

Favorites option 

and click on add

1. Locate the menu 

path to place in 

your Favorites. 



Access Favorites 

You can now access your 

Favorites by clicking on the 

appropriate transaction



Match Codes 

Match code

Search 

Results



Getting Started: Summary

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

Window

 Navigate the menu structure

 Identify icons

 Create sessions

 Use SAP R/3 Online Help

 Create Favorites

 Use Match codes

You should now be able to:


