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SAP Systems Application and Products. SAP is both the product name and the
name of the company.

SAP License Permission to log onto the SAP system as a unique user.

SAP User A document stating your agreement to comply with the University Appropriate

Agreement Use policy, to use the data in the SAP system only for the purpose of your
work at the University, and to attend data security training at least once every
two years.

SAP A document on which your supervisor lists the activities to which you should

Authorization
Form

have access in the SAP system.

User Your user name for Production will not be provided until you have been
approved for a license and you have been trained in at least one module that
you will be using to perform your job duties. You will receive your user name
by e-mail and will be instructed to call SAP Support for your initial password.

Password See page 22 for password requirements.

Training Training on how to use the SAP user interface is offered in monthly rotation.
To view the training calendar and sign up for classes: Log onto onto
http://my.olemiss.edu => Use the Search box to locate SAP Training.

SAP GUI Graphic User Interface. The SAP GUI is the software on our computer or

(pronounced local server that allows you to connect to one or more of the SAP R/3

gooey) environments. It must be maintained at current patch levels to ensure that data

entered is stored properly. It may be installed on a computer you use at home if
you are an essential employee in emergencies or have need to work off-
campus. See page 17 for details.

i~3

SAP Logon

This is an example of your SAP GUI icon. It is the shortcut to the user
interface.

Client

Business Unit that you will be using in SAP. For training, you will use the
QAS System; for Production or the (live data), PRD.

SAP sessions

A session is an open SAP window. You may open multiple sessions and work
on a system task in each session. It is always a good idea to have two sessions
open.

Menu Paths

One way to navigate in SAP is to use Menu Paths to get to a task (screen).

Transactions

A transaction code is used in the command field as a shortcut alternative to
clicking your way through multiple menu levels.

Authorizations
Problems

Please see page 13.
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Title Bar SAP R/3 System - The Title Bar displays the name of the current
application or screen.
Menu Bar Menu Edit Favorites Extras System Help - The Menu Bar contains
menus for the functional and administrative areas of the system.
Toolbar The Toolbar contains buttons with icons that provide quick access to

commonly used SAP functions. The Toolbar also contains the
Command field where you can enter fast path commands that take you
directly to a system task without using menus. Note: When an icon on
the Toolbar button is gray, it is not available for use on that screen.

Function Bar

The Function Bar contains buttons that duplicate functions available
from the menu bar, but provide a quicker access to some of the most
commonly used functions for the current screen and system task.

Main Body The Main Body typically has entry fields (boxes) in which you can
enter, change, or display information pertaining to your system task.

Status Bar The Status Bar, located at the bottom of the SAP Screen, displays
system messages and other session information.

SAP Standard | The SAP Standard Menu Tree contains more menus for the functional

Menu Tree and administrative areas of the system.




TOOLBAR

Icons Keyboard Description
Shortcuts
Enter button Enter Left-click on the Enter button when you want the system to
&. Key accept your field entry and move to the next function, or
screen, in a system task. Note: Enter does NOT save the
information you entered.
Command Field The Command field is used for fast path commands that take
Wenu Edt Faniles Edss S you directly to a system task without using menus. To open
| — K ﬂ and close command field, click on the arrow to the right of the
field.
Save button Ctrl S Left-click on the Save button when you want to save data or
0 save changes to data in a system task.
F3 Left-click on the Back button when you want to move back to
Back button the previous screen or menu level.
Exit Session Shift F3 | Left-click the Exit button when you want to exit the current
button menu level or system task without saving the data.
Cancel button F12 Left-click on the Cancel button when you want to cancel the
[— -
a data you entered in the current system task.
Print button Ctrl P Left-click on the Print button to print the SAP document
9 displayed on the screen. (See page 9)
Find and Find Left-click on the Find button (binoculars) when you want the
Continue Search Ctrl F | system to search for words and alphanumeric combinations in
button the open documents or display screen.
. Continue | Use the Continue Search button (the binoculars with the +
[H] [ﬁ Search | sign) to continue searching for a previously selected search
_— CtrIC | item.
Page button Ctrl Left-click on the double-arrow up button to move to the first
(first page) Page up | page.
Page button Page up | Left-click on the single-arrow up button to move to the

(previous page)

.

previous page.




Page button

Page Left-click on the single-arrow down button to move to the

(next page) Down next page.
| 43
Page button Ctrl Left-click on the double-arrow down to move to the last
(last page) Page page.
Down
2]
New Session Left-click on the New Session button to create a new session.

Shortcut Left-click on the Shortcut button to generate a shortcut on
E your desktop.
Help button F1 The Yellow question mark is the Help button. It displays
@ Generic SAP Online Help.
Customizing Alt + F12 | You may change the way information, warning and error
Option messages are displayed. You may also use this icon to print a
A screen shot, - select Hardcopy.
=]
Screen Icons
Icons Icons Icons Icons
Create Open Search Sort in Ascending Approve
Function Order ,s':'j‘
Maintain Search help Sort in Descending Reject
. Order
2! &5 it
Display Select All Execute Delete
® O
Display <> Change Deselect Al Refresh More Fields
P g

E

]

Overview

0
Ll

Choose Detail

a

Set Filter

1

End More Fields




Campus Management Icons
Student File — Function Bar

= Sterclemrnt Fifle

= 3 O | e &5 == =a 2= EmE | =,

Icons Keyboard Description
Shortcuts

Send Mail Ctrl + F2 | Left-click on the Send Mail Icon to send email to a
student.

=F
Timetable Ctrl + F3 | Left-click on the Timetable Icon to view a student’s

schedule in calendar format. (Must have access to view)

&

Message Log Ctrl + F4 | Left-click on the Message Log to view the user that
l_q processed an override during booking.
0=

Account Balance Shift + Left-click on the Account Balance Icon to view a
g} F11 student’s balance. (Must have access to view)

Payment at Cash | Shift + F7 | Left-click on the Payment at Cash Desk Icon to receive a
Desk payment. (Bursar’s Office Only)

i

Fee Calculation | Shift + F6 | Left-click on Fee Calculation Icon to calculate Fees.

| (Bursar)

Fee Calculation Shift + | Left-click on Fee Calculation History Icon to see the

History F12 student’s Fee history. (Bursar)

Program Content F8 Left-click on Program Content Icon to book (register) a

student in a class. (SLcM Booking class required)

=

Equivalency Ctrl + F6 | Left-click on the Equivalency Determination Icon to

Determination display equivalency data for transfer credits from other

1= colleges and high schools. (Registrar)

Academic Work Ctrl + Left-click on the Academic Work Overview to view a

Overview F11 student’s academic work history. (Must have access)

=
Note Overview Ctrl + Left-click on the Note Overview Icon to view notes.

F12 (Must have access)

T
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Logging on - Before you log on the R/3 System, you need to know

o User
o Password
(=
Lser Systerm Help
|(§‘ 2 2 H I &a | 2 HEG =T 4a s | EE
SAP
| My passwworod
Client jejnjo] Infarmation
User Thyrdil This systerm is solely for the use ofthose
FPassword EEEmAsmmAEARR authorized to do so by the University of

mMississippi. Individuals doing so without

Language | that express authority or in excess of that

authoarity are subject to monitoring. As such,

After you logon, you should ALWAY'S do two things.

1. Maximize your screen.
2. Create a new session.

Maximize your screen by double clicking on the top Menu Bar Line (Blue Bar) or
you may use the maximize button on the Menu Bar Line.

@l BdH Qe DHE DNLD DR @5

SAP Easy Access .

R e EEEE Menu Bar Maximize Button
(1 Favorites

<2 {3 SAP standard menu
D [ Office
b [ Logistics

b (3 Accounting

D [ Human Resources
D [ Information Systems
D (2 Tools

Create a new session by using the Create a New Session button or by using the
Menu Path (System > Create Session)




Create a new session button
System Hel

>te Help
B eoe DHE fnon HE @

SAF Fasy Access Creates a new session
GBS EE ] == Create a new

session button

1 Favorites
2 ‘3 SAP standard menu
1 office
[ Logistics
(3 Accounting
[ Human Resources
3 Information Systems
1 Tools

LV VR VR VL vlv)

Menu Path — System > Create Session

e | Cald GCreste session S =m T An #n | Gl

End ses=sion

SAaF Fasy Access

User profile
[a =] | [ | (&4 = | = serices >System e —
. Litilities . [—
1 Fawvorites Lien > Create sSession ?
= i—H SAP standard rmenuy =
> [ Office WOkl o
= [ Logistics Lir k=
B [ Accounting Private notes
> [ Human Resources e CEEE] EEUSEIS
> [ Information Systems o
> [ Tools R @RS
Short message
Status._ ..
Log off

To get the Command Field Block to appear, left click on the right arrow. To close the Command
Field Block, left click on the left arrow.

Menu  Edit Faworites Extras Swsterm Help

& D@\I@@mlgﬂ%{]&ﬁ|@ﬁ@@||@

SAF Easy Cess
L&/ [ 18§ Arrow pll2] | ==~

L1 Favorites W
= c—

The Command Field Block is used for fast path commands that take you directly to a system task
without using the menus.




Menu Edit Favorites

Extras  Systemn

Help

SAP Easy Access | Title Bar

(&= | 2] | &&=

Menu Bar

afd HIGCE @ S EE BHRA8)

Tool Bar

;?|vA

<+—1 Function Bar

1 Favorites

7 {3 SAP standard rmenu
[ 0 Office

[ Logistics

3 Accounting

Y ¥ &F F ¥

[ Tools

—

4—]

SAP Standard

Menu Tree

1 Human Resources

[ Information Systems

0 open and close status

bar line, click on arrow.

Status Bar ﬁAS (1)(300_;\. umtst | OVR
__I .’{ SAP Logon 46B ";—‘SAP Easy Access |M _]ﬁm 5:31 PM
Session Client
Number
TOOL BAR E'rSt
age Last Help
Arrow to open c I / Page
Command Field Back ance 7
Search Shortcut
& | > = @ﬁl@-[ﬂ[‘ﬁﬂl%ﬁﬂq %1 | @!\
SAF Fasy Acpess \ \
[ =] || | = | 4 Print \ Customizing
[ | Faw-.-'| rites \ Options
= ‘3 SAaH standard enu
[» [ Dffice
> 3 Logistics
> [ Accounting
> [ Hurman Resources
> [ Ihformation Systems
> [Z3 Tools

Enter SAVE

Exit
Session

Previous
Page

Next
Page

New

Session




Customizing Your SAP Display

Messages — You may select to have a dialog box pop up to indicate information,
warning or error messages in addition to the message at the bottom of the screen;
you will receive a message like this:

= =y Enwvircanrment Help
SURN =B i -, [ e N s I = R [ = i Y T =

Create PV MNoltificatiorn - frnnitial screaery

Sw=term

Maintenance notification

rotification

==l

Fotification twpe
Fake an entry in all required Fields

FHaotification

Refterence

Fotification

To customize your screen to include the dialog box, left click on the Customizing
icon.

Menu Edit Favorites Extras  Systern Help

& Bl H @ DHE Dnan BE @M

SAFP Easy Access |Cust0mizing of local layout Al+F12
= & | B (2| [~

Customizing icon

= 3 Favorites
B 7 Hirinn and Recriitrmant

Menu  Edit Faworites Estras Systern Help
& B a H @ SEE aDhan  FEE @
SAP EFasy Access Options ...
Cliphoard

Lo/ = | (2 | |52l B 2] | |||

Generate graphic
Create Shortout ...

7 i3 Favorites

B [ Hiring and Recruitment Activate GuikT

b [ Time Management (CATS) PayrolliLeave Default Size

B L1 HR Master Data

B [0 Motifications HECEEEEY

b [0 Reparts Quick Cut and Paste
=7 i1 SAP menu About

b [0 office

> 31 Logistics 2 "

Options — Choose ‘Notifications’ from the menu, then the message delivery method.




SAP GUI Options - PRD

Font Settings

Colors in System

Color Settings

= 3 Interaction Design

Keyboard Settings
Visualization & Interaction

Control Services
Sound Settings
(] Accessibility & Scripting
(3 Muttilingual Settings
(] Local Data
] Traces
(7 Securty
System Irformation

Theme: Tradeshow Theme g Search:
= = Visual Design Tooltip
Theme Preview/Settings | | Tooltip Delay Medium (0.5 seconds) g

[] Show toottip on focus change

Messages

[]Beep at message

[] Show success messages in a dislog box
[] Show waming messages in a dialog box

[] Show emor messages in a dialog box

LT E

Restore Defaults

Left click on Apply and OK.

Remove dialog boxes — To remove the dialog boxes, follow the menu path listed
above, remove the check and left click on Apply — OK.
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Create Folders

Favorites — Left click on Insert Folder

Menu Edi term Help

Cti+ShimeFE (4 (0] (5% | Y T A0 £ | B = | G
Change Cirl+Shifi+F 3
SAF Fasy .
Mowe [
& = | B3l | oelete Shift+F 2
~# ‘=3 Favorites Insert folder Ctri+Shift+F 5
3 Hiring Inserttransaction Ctrl+Shift+F 4
3 Time i Add other objects Ctrl+Shin+F 7

1 HR mMaster Data

>
[»2
>
[»2
>

= ‘3 SAFP menu
» [ office

Name your folder — Example: Notifications or Reports

Menu Edit  Eawori = 1 Help
& al < Se@e SDHE Do HEE @
SAFP Easy Access

2 = | 22| & [E (2] | ]~

7 i Favorites

B (3 Hiring and Recruitment

b [ Time Management (CATS) PayrolliLeave
B O HR mMaster Data
B [ Motifications
[ O Reports

Create a folder in the Favorites

Falder name [Mew falder

w3

> [ Infarmation Systerms

Press Enter on the Keyboard or left click on the green check.

11




Favorites
Create Favorites using SAP Menu Paths

Creating favorites will allow you to move the transactions that you use daily to a
favorites file. It will also allow you to rename your favorites.

Step through the menu path, highlight the transaction you want to add by clicking on
it one time and then left click on ‘Add to favorites’ icon. You can also use the drag
and drop method to add a transaction to your favorites.

leriu

SAPEESFA:V
(B (=] | [ | [T | (=] [~

Add to rfavorites  Ctrl+Shift+F &

Edit

Add to favorites icon

1 Fawvorites
== = SAaP standard rmenu
> [ Office
== ‘= Logistics
== {_= materials Management
== ‘—= Purchasing
> [ Purchase Order

= ‘A Purchase Reguisition Example: Create a PR

il

A Create
E C_hange l
Menu Path —
>Logistics

> Material Management
> Purchasing
> Purchase
Requisition

Your transaction should now be added to your Favorites’ folder and is
available for use.

Edit

hMenu

SAF Fasy Access

= ‘A Favorites
haterials Management-= Purchasing -= Purchase Requisiti
== 5 SAP standard menu
> [ Office
= {3 Logistics
= 3 materials Managemeant
== 3 Purchasing
» [ Purchase Order
= ‘A Purchase Reguisition

12




Option — If you would like to rename your menu path, highlight by clicking on the
favorite one time and then select the change icon (Pencil). Type in your new name
and press enter on the keyboard or click on green check.

fdenu Edit Favorites Extras  System Help

V] ] RN T a2 pel
SAP Easy Access 9 Change Icon
Y / Highlight
(&= | 2| & | [l
< {3 Favorites - .. ==
Materials Management-= Purchasing -= Purchase uisitir] F.'—' Type new deSCflptlon [
7 {3 SAP standard menu _:
b [ Office -~
=5 | Anictice

Change g favarite

Ted Materials Management -= Purchasing -= Purchase Reguisition -= Create e
S

v ®
- ]

Menu Edit Eavarites Systerm Help

= g H=H & 8 | B2 EH B E
SEAF Fasy Access
(= | [ | [ & (2] | =] - rites
e =5 Eavarites Change favarites Ctri+-Shitt~-F2 — -

] Purchase Reguisition - Creats! -
= == SAaP standard menu o

[ ofice

[ Logistics
1 Accounting ;
3 Hurman Resources

3 infarmation Svsterms

L Tools Example: New name - “Purchase
Requisition — Create”

YVVVVVVY
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Delete — To delete your favorite, highlight menu path in Favorites’ folder by clicking
on it one time and click on the delete favorites icon or you can hit delete on your
keyboard.

Menu Edit Favaorites

Extras Help
B dH et

System

Delete favorites icon 2

SAP Easy Access
= | 5] &2 | v|a

2 £3 Favatites Delete favorites  Shift+F2 E

MEZ1 - Purchasing -= UM Purchase Transactions{448) -= CE
%2 ‘3 SAP standard menu
[» 1 Office
7 3 Logistics

7 = Matariale Mananamant

—

Favorites by Transaction Code

Favorites — Left click on Insert transaction

Mernug Edit Eavorites Extras Systerm |==11x]
&z Acdd Ctri+shift+F6 L5 (0 (B | #0409 &5 F] | &
Change Ctri+Shift+F 3
SAF Fasy .
mrowe
=
elete it+
O =] | =5 | Crelet Shift+F2
Insert folder Cirl+-Shift+F S

~ [i3 Favorites|
B L Hiring Insert transaction Ctrl+Shift+F 4
B [ Tirme N Aodd other objects Cirl+Shift+F 7
> O HR masier Data
=2
=2

COA matifications
1 Reports
= ‘{3 SaP menu

Mernu Edit

SAF Fasy Access

':3, E' | = | ey N v = | e o
Manual entry of a transaction
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Transaction code — Enter a transaction code. Press enter on the keyboard or left
click on green check.

Mernu Edit Eawvaorites
&
SAF Fasy Access
_f;" ? | = | |l e P2 I — .
Manual entry of 2 transaction
== 3 | Transaction code w21 |
[
=3
[ [ o | 3€
> I
> 57 Rannrts

15




Display Transaction Codes in Menu Path

Transaction Codes — If transaction codes are displayed, the menu looks like this:

Edit Fawvorites Extras

Menu

ey on DGt \mTmass EE & mmm

SAPF Fasy Access
L& =] | 2= | & 2| | [| [ -

== ‘_d Favorites
> [ Hiring and Recruitment
=2 =4 Tirme Management (CATS) PayrollfiLeave
CATE - Display Time Sheet
S_AHR_B1015599 - Display Absence Quota Data
PAaz20 - HR Master Data -= Display
APS - Approve by Time Administrator

> 3 HR Master Data

To display transaction codes, click the menu bar on Extras — Settings

Edit

Swystem |=1=1]x]

Display documentation Shift+F & = e i T W = | =1 | &

Menu

Technical details Ctri+Shift+F10
SAF Fasy Access

Settinos Shift+F9
L& =] | 25| | [ Bl |{ set stantwransaction Shift+F7

~ {3 Favorites]
B [ Hiring and Recruitrment
B 3 Time Management (CTATS) FavrolliLeave

> 3O HR master Data

Display technical names — Left click on Display technical names, left click on green
check or press enter on your keyboard.

Do nhot display menu, only display favorites

Co not display picture
Display technical names

« g E = =

= 1 Reports

= SN oAD mmara

16




Printing from the GUI

Some screens allow the user to print a hard copy. The printer icon must be active in
order to use it. lcons that are gray are not active.

Ohject Edit Goto Wtilities  System Help

< Printer foon. COHR 8000 BE @B
; N
General Hie ¥ F Print Ctrl+P

O O b s B A | EF Line EJ Subtree

Output Device: Your account will be set up to default to your local printer (output

device.)

=g

| Print List Edit Goto System Help

| @ 21 dH/CEQ CHRE I D0HD HEI @B

Print Area Menu

(= PRD(2)/300 Print Screen List
Output Device LOCL Local Windows Printer
MNumber of copies 1

Number of pages
@ Print al
C Print from page 0 To 0

| | | T

=4 el v L ToIT

Continue: Left-click on the green check.

Spool Request message: You should receive a message at the bottom of your page

29

“Spool request..... :

RIL| |
@Bpnul rerquest (number D000D30318) evecuted on SAP printer LOCL

17




Network Printers: You may also print to a network printer. To view the available
network printers,

Use drop-down box (Search);
Cutput  Edit x Systemn 1o Output device should be blank.

&= =1 <] L RS R [ | ;]%] 1
Dis play Notifications: List of Notificatiorny/s -
Continue Ulser-specific print parameters
Output device ‘ Local windows Printer
windows printer
Murmber of copies
Restrictions
r [ T : i
pmeererRages Sutput devics Press enter or left-click on <>
= Printall Short narme . =
¢ Printfram page P — enter 1con. g =
Device type =
Spool request
Flame R I
Title
Authorization
| 4| | 26
| Spool optians T Cover sheeis I

Network Printer: Select appropriate printer by double clicking on appropriate line.

Frint parameters, output de:

OutputbDevice ShrtMame |Location/Status Message
Disp &
Eoz_Baxter BAXZ 302 Baxter Hall - 1308.74.128.221
Conti |[313_Fowers SLP3 313 Powers Hall (Suzanne LeBlanc)
315_FPowers 315F 315 Powers Hall (Carol Cockayne)
Outpu 2232_Powers 223 222 Powers Hall {(Anil Yinjamur)
Academic Support Center AGS1 Academic Support Center - 130 74 150 21
Windc | Accounting_Frinter ACCT Mew Mame Procurement_Printer
Murmhb Admin&Finance ADFM Admin&Fin - Lyceum 216 - 130.74. 95 24
Athletics_Printer ATPR Athletics Department (SAS Lobby)
Baxzter_2nd_Floor BAXZ Mew name: Baxter_Room_211, Shortname: BALXP
Fumbn |Baxter_Room_211 BALXP Baxter Hall, Room 211 - 138.74.130.61
TF' Biolooy 222 Shoemaker EIOL Bioloogy Department - 222 Shoemaker - 130.74 106,234
Bursar1_Check_Printer EBLUR1 Mew Mame Procurement_Check_Printer
' P |BursarZ_Check_Printer BURZ Bursar's Office - 130.74 230.146
Bursar3d_Printer BUR3 Bursar's Office - 1308.74 . 230.133
— |BURSAR_Receipt_printer_A BURA Bursar Receipt Printer A
Spoal  |BURSAR_Receipt_printer_B BURE Bursar Receipt Printer B
Mame |BURSAR_Receipt_printer_C BURLC Bursar Receipt Printer C
Titla BURSAR_Receipt_printer_D EBURD Bursar Receipt Printer D
BURSAR_Receipt_printer_E EURE Bursar Receipt Frinter E
Authol |Business_School BUSS Business School - 138.74.186.243

Default Printer: To set your default printer to a networked printer, click on the
Menu Bar System > User profile > Own data (left-click on Own data)

e Edit E. E [aa] Help

Create session = #F Tm AT 719 (E=m] (&=

End session I

SEAF Fasy Access
3 User profile - Hold data
= | &= | &= = | | - Services - Set data
Litilities - Delete data I o
= ‘{3 Favorites s e Tr——
> [ Hiring and Recruitrment — LS ST
B [E3 Time Management (CATS) Services for object Expand favorites
B [ HR haster Data Dbject history
B [ Motifications Errm speel reEuosTs
> L Reports S B
= = SAaP rmenu
> O3 Ofce Short message
B O Logistics Status...
B A 2sccounting Log ofr
> O Hurman Resources

Defaults: Left click on the Defaults tab. To have your printer default to your local
windows printer, type in LOCL in the OutputDevice box. Left click on Output
immediately, if it is not already selected.

18




iairtairy User Frofife

\/ LO® [ ave

Ino

User OCARTER
Last changed by SLEEBLAM1

Address | Defaudlts k. Parameters |

Startenu

Or /222001 0301 51

Status Sawved

Logon languages En

Output Contraller

OutputD evice
Loz

Use drop-down box (Search) to
find appropriate printer.

1 ptation
57,59

&7 .59

Output immediately
Crelete after output

| T 1 2=4 567,29

| Date format

SAVE - Left click on the save icon (diskette).

Printing when print icon is not available: Users may print a screen by using the
Customizing icon and selecting Hardcopy. This will print what is currently

displaying on your screen.

Systerm  Help

SAP Easy Access
&5 | & | & Z|| =~

RO ISR IR - e e s 2 I ) | @
MewwTsual Design

Cliphoard

= {3 Favorites

[ campus Management (Classes)
L3 SAF User Maintenance

_3 Printing

L1 Good Receipt

[0 weh sites

[ material Management- Purchasing
[ Human Resources

(=] Reporting - Financial Repaorts

0 Travel

1 Asset Managerment

3 PM - Motifications (PPD & Telecaomm)
PM QM - Change Organization

VYV VVVYVVEVV

Generate graphic
Create shortcut .
Activate GuixT

Default size

Hardcopy

o e

Spelling Check 1
SaP GUI help

About...

Printing when Customizing icon is not available: If neither the print icon nor the
customizing icon is available, use the “Print Screen” key on your keyboard and paste

into Word (Ctrl-v). (See page 25)
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Authorization Problems

If you receive a system message stating that you do not have authorization to an activity but that
you have trained on and used previously, please do the following.

1) Verify the transaction code.

2) Call SAP Support at 915-5222 or send email to sap@olemiss.edu.

3) If you are asked to send an SU53 report, please follow these steps.
Be sure you have two sessions open. Generate the error.
In the Command Field Box type /OSUS53, press enter or follow the menu path — Systems =>
Utilities => Display Authorization Check. If the Command Field is not available, go to your
second session and type in SU53.

When the SU53 report is displayed, click on the ‘Text View’ icon.

L=
Authorization Values Edit Goto System Help
& nld HIS@@  BHEE 5000 HE @
Display Authoyization Data for User LRICHLO1
|Descripti0n Authorization values
User Name LRICHLO1 Authorization Object S_CTS_ADMI
System PRD Client 360
Date 11/20/2008 Time 11:28:56
Instnce umap2 Profile Parameter auth/new buffering 4

= [l Authorization check failed
=~ Object Class BC_A Basis: Administration
= Authorization Obj. 5_CTS_ADMI Administration Funclions in Change and Transport System
*~ Authorization Field CTS_ADMFCT Administration Tasks for Change and Transport System
TABL
= {4 Users Authorization Data LRICHLOA
No authorizations available

When the text view is displayed, click on System => List => Send.

=y
Systern Help
|£ Create Session |<| @HQ ODHE ODNoan | EE
End Session
D Data for User LRICHLO1
__ | UserProfile v
Services ] |
ppe  tilities v B
List »  Print Cirl+P
v Services for Object Find... Crl+F i
1 Check at Transaction Start
iy Dhjects v Save ¥ 5l
T Own Spool Reguests Send
1 Check at Transaction 5tart
Own Jobs List Header
Short Message
Status ...
Log off
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Recipients: basis@olemiss.edu
sap@olemiss.edu

Document contents: Please include which system (QAS, PRD, etc.) you are in when you get
the error. Inform Basis that you have copied sap@olemiss.edu.
Send: Left-click on the Send Icon.

Create Docurment and Send

[=F| |

TilSEne.. _fShitF e o Data for User ocARTERT

Docurment contents k Attribute s k Attachments |

A = =

¥ou may enter text here iT wywou need to explain anything |

Lil, &c

Recipient | Trans options |

=t [=l==1 =
|__IRecipient Recip. tvpe Cal

basisgolemiss.edu =
= ru

10w

—

F'

The basis team will receive the email and try to correct any problems as quickly as possible. When
they have made corrections, you will receive a “pop-up” in SAP asking you to log off and log back
on. The process may need to be repeated in order to find all the missing authorizations.

Please remember you will not receive access unless you have:

JUE

1) A signed SAP Authorization Form on file with SAP Training. The form must indicate that
you are to receive access and you must have been granted an SAP License.

2) A signed SAP User Agreement

3) Attended training class or classes and access has been granted previously.

4) The access is needed to perform your job duties.

If you receive an ABAP Run Time Error — do not send an SU53. Call SAP Support at 915 - 5222,
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Password Security in the R3 System

Logging On

e To access the R/3 System, a user must enter both a valid user 1D and password.
The user ID is not case sensitive, but the password is case sensitive.

e |f a user has not entered a valid user ID, the system allows the logon attempt to
continue until the user enters a valid user ID.

Password Requirements

e The minimum length is 6 characters.

e The expiration for a password is currently set to 90 days. The system will require
the user to change his/her password after 90 days has transpired since the last
change.

e Password must contain at least one number.

e The first character may not be ! or ?.

The first 3 characters of the password may not be in the same sequence as the

User ID.

The first 3 characters may not be identical (Ex: AAA).

Any character which may be typed on the keyboard is allowed in a password.

A user can change his or her password no more than once a day.

A password may not be changed to any of the user’s last five passwords.

If a user enters an invalid password, the system allows 2 re-tries before

terminating the logon attempt. Should the user continue to enter an incorrect

password in subsequent logon attempts, the system automatically locks the user
against further logon attempts. The default maximum number of consecutive

incorrect password entries is set to 12.

e |f the user does not remember his/her SAP password, they should log onto
myOleMiss = > Use the Search to locate SAP Password Reset or call SAP
Support at 662-915-5222 to have it reset.
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Checking the GUI Version and Patch Level

Users must maintain the current patch level in order to ensure data integrity.

GUI version is the three-digit number next to ‘SAP Logon’. Click on the icon to the left of “SAP”
to see level.

Description | System Des...| Log On
05 PRS Logon Group
[} Development Variable Logon...

Ll
[} QAS - Quality Assurance %
fﬁ Sandbox (Enterprise Sandbox)

Mew tem...

Change tem...

4 | Delete tem...

| For help, press F1
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Patch Level is found in ‘About SAP Logon. A patch contains important updates to the GUL

To check the patch level, click on the icon to the left of the ‘S’ in ‘SAP Logon’.

Move

Size |System Des.. Log On
Minimize Variable Logon...
Mayimize |

Close Alt+F4 ) @
Options...

About SAP Logon...

4 | | » Dielete ftem...

For help, press F1

—iRy —l

Choose ‘About SAP Logon’

Patch level

SAP NetWeaver
SAP GUI for Windows

Compaonent: SAP Logon for Windows
Release: 730 Final Releasze

File Mame; saplogon. exe

File Version F300,2.6,1085

Build: 1445135

Patch Level: &

Hotfix: 1

Copyright © SAP 1993-2013

SAD

| Client Envionment || Loaded Dlis ||

Save Version Information I| | QK
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Working Off-Site

SAP GUI on a laptop or home computer — Using the GUI to access data from home requires
installation of the GUI on that machine and a VPN connection.

e Toreceive a VPN account, have your supervisor send a request to
network@ts.olemiss.edu stating that a VPN account is needed for remote SAP
access

e Log onto myOleMiss. Choose Employee => SAP.

e Click on ‘SAP GUI Installation’ and follow the instructions for installing the GUI

e OR - contact sap@olemiss.edu and request arrangements to have an IT staff
member install the GUI. Be sure to include the type of machine (PC/Mac) and the
operating system you are running (XP, Vista, Office 7).

Sending a Screen Shot to SAP Support

e Use the ‘Print Screen’ key on your keyboard to take a snapshot of the
screen. (Nothing will go to your printer.)

Open MS Word or the word processing application of your choice.

Use the ‘Paste’ function to place the screen print in your document.

Save the document to your computer.

Email sap@olemiss.edu or Isrichlo@olemiss.edu and attach the document
you created from the screen.
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