SAP Hands-On Training—Basics Skills
Document located at: http://www.purdue.edu/BS-BA/Training/SAP_Hands-On_Training.html 
· Resources

· Business Managers>Training webpage
· OnePurdue Tips (Business Managers website)

· Commonly Used T-Codes List
· SAPNAV 115 Online Course – SAP GUI Navigation (via BlackBoard)
· OnePurdue Finance Reporting webpage
· B@P Reporting
· SAP Menu vs. User Menu – if you have favorites set up, then this changes the bottom portion of the SAP Easy Access screen.
· SAP Menu – allows you to see all of the t-codes, even the ones you don’t have access to

· Click on Menu > SAP menu - [image: image1.png]b O Favorites.
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· User Menu – allows you to see t-codes that you have access to based on the roles you have
· Click on Menu > User menu - [image: image2.png]b O Favorites
= & User menu for




· Once you are in the User Menu option, you can set the view so you see “folders” instead of “straight” t-codes.  

· Click on Extras > Settings
· Check the Show First Level option
· Click Green check mark [image: image3.png]


.  The view changes, see below 
· With Show First Level selected - 
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· Without Show First Level selected –
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· Turn on t-code at bottom of screen
· Shared tip - Turning on T-code's
· Lower right hand corner click on Session_Manager [image: image6.png]SESSION_MANAGER 5]




· Click on TRANSACTION, the t-codes you are using will appear in the bottom right corner.

· Favorites (see on-line course NAV 115 for additional information)
· Make sure you can see the t-codes
· At the SAP Easy Access Screen - Click Extras > Settings
· Click the box titled Display Technical Names
· Click the Green check mark [image: image7.png]


.  
· Introduction to Favorites – QRC

· Creating, Deleting, Renaming, and Organizing Folders & Subfolders

· Add t-code FBV3 – right click on Favorites select Insert Transaction
· Delete t-code FBV3 – right click on FBV3 select Delete Favorite
· Add t-code FM5S– right click on Favorites select Insert Transaction
· Rename t-code FM5S - right click on FM5S select Change Favorite, in the text field type Display Fund Info.  Click the Green check mark [image: image8.png]


.  

· Delete t-code FM5S – right click on FM5S select Delete Favorite
· Add Folder – right click on Favorites select Insert Folder, add Test.  Click the Green check mark [image: image9.png]


.  

· Add t-code FV50 to Test folder – right click on Test select Insert Transaction.  Click the Green check mark [image: image10.png]


 
· Add sub-folder – right click on Test select Insert Folder, add Test 2
· Delete Test Folder – right click on Test select Delete Favorite
· Working with Favorites - QRC

· Sharing Favorites – QRC
· Favorites Benefits
· Organize the t-codes to make sense to you.

· Rename the t-codes so they are meaningful to you.

· Easier/Quicker access to your most often used t-codes.

· You don’t have to type/remember t-codes.

· Navigation (see on-line course NAV 115 for additional information)
· Navigation QRC
· Enter t-code FMRP_RFFMEP1AX (all postings) w/variant MAR and w/layout /MAR2.  
· Click Execute
· Review the Collapse & Expand [image: image11.png]


 icons  
· Click on the Collapse & Expand icon for Parked Documents  
· Click the Collapse & Expand icon again  
· Click the Collapse & Expand icon on the total line  
· Click the Collapse & Expand icon again  
· Review the sorting [image: image12.png]


 descending and ascending  

· Click the Collapse & Expand icon at the total line, so we can see all of the details.   
· Click the column titled G/L so the column is highlighted
· Click on the Sort [image: image13.png]


 icons  

· Click on Select Layout [image: image14.png]


 icon 

· Double click on /MAR2
· To sort without losing the layout; click on Change layout [image: image15.png]


 icon, 

· Click on Sort Order tab
· Move G/L Account to the left column

· Select the radio dial for ascending order
· Click the Green check mark [image: image16.png]


  
· Basic Icons QRC
· Enter t-code ZHR_BASIC_EE_LIST
· Click Selection Fields [image: image17.png]


  icon – fields on the left can be moved to the right to display and use as selection criteria.  
· Highlight Payroll area on the left
· Click on the arrow pointing to the right [image: image18.png]



· Click the Green check mark [image: image19.png]



· Click the Green Arrow [image: image20.png]


 back 

· Enter t-code PT_ERL00(zero) 

· Click on Further Selection [image: image21.png]Further selections



 icon, this is the same as the Selection Fields icon above.   Fields on the left can be moved to the right to display and use as selection criteria.
· Depending on what t-code you are in, you may see Selection Fields [image: image22.png]


 or Further Selection [image: image23.png]Further selections



, they do the same thing.
· Advanced Icons QRC
· Enter t-code FMRP_RFFMEP1AX (all postings)
· Click on multiple selections [image: image24.png]


 icon to the right of Value Type
· There are four options single values & ranges to include or exclude; you can use all of them at the same time if you need to.
· Click on Select Single Values tab

· Click on Multiple selection… [image: image25.png]Muttiple selection.



 icon 
· Add/check Invoices and Payments
· Click the Green check mark [image: image26.png]



· Click Execute [image: image27.png]


, the multiple selections icon now has a green square [image: image28.png]



· Click on multiple selections [image: image29.png]


 icon to the right of Value Type
· Select Single Values it has the two codes from the above step
· Click the trash can [image: image30.png]


 icon to delete all of the selections in each tab.  
· Click on Select Ranges tab and choose 50 as the lower level and 60 as the upper level.  
· Click on Exclude Single Values tab and click on multiple selections.
· Click on Invoices.  You can use a combination of any of the tabs to select your criteria.  
· Click the Green check mark  [image: image31.png]


.  Exclude Ranges is also an option.
· Click the Execute icon

· Variants - This feature provides the ability to save and retrieve selection criteria.  Variants can be configured for an entire organization or can be changed to suit the user’s needs.  Variants are required when setting up report distributions.  
· Preset fields - Open t-code ZHRTM_DISPLAY, notice Processing status and Employee Subgroup already have selections for this t-code and will be there each time you execute this t-code.   There are a few other HR t-codes that have wage types pre-populated, they are ZHR_RECURRING_PMTS and ZHR_ADDL_PMTS
· Using Variants already established – 
· Enter t-code FMRP_RFFMEP1AX (all postings)

· Click on the Get Variant [image: image32.png]


 icon, a new window will open with your login, 
· Click the Execute icon; this will give you a list of variants you have created.   
· Click the red X.    
· Click on the Get Variant [image: image33.png]


 icon 
· Remove your login 
· Click the Execute icon; this will give you a list of all of the variants that have been created.  Look at variant /202 DEFAULT this gives you a short description Business Services and who changed it SGRAMELS.  You can use any of these variants by clicking on it to highlight it and click the Green check mark [image: image34.png]


.  
· If you are using someone else’s variant, make sure you look at all of the selection criteria, review the multiple selection [image: image35.png]


 or [image: image36.png]


 icon to make sure you will get what you are expecting.
· Click the red X.    
· Create a variant - Saving Variants tip 
· Enter t-code FMRP_RFFMEP1AX (all postings)
· Enter Fund 21010000
· Enter your Funds Center 
· Enter Commitment Item range 520000 to 899999; we can save these selections so we can reuse them when we get this question.   
· Click on Goto > Variants > Save as Variant, a new window will appear
· Type in the Variant Name Training SAP
· Type in the Meaning type Training SAP Hands-on this allows you to give a short description. 
· Check the box “Protect Variant”; this protects your variant from others changing and saving over it. 

· Click the save [image: image37.png]


 icon.  
· Click the Green arrow back[image: image38.png]


 icon to go back to the SAP Easy Access Screen.  
· Enter t-code FMRP_RFFMEP1AX (all postings)
· Click on Get Variant [image: image39.png]


, leave your user name, 
· Click the Execute icon.  You will see a list of the variants you have set up, you should see Training SAP.  If you yourself have not set up a variant with this t-code, then it will automatically open up the one variant you have created.
· Double click on Training SAP
· Delete a variant    
· Click on Goto > Variants > Delete, make sure your user name appears in the Created by, if not add it
· Click the Execute icon.  A list of variants that you created will appear
· Select Training SAP
· Click the Green check mark [image: image40.png]



· Click the Green check mark [image: image41.png]


 Continue, you will be asked to verify the deleting of this variant
· Click Yes; a message at the bottom will let you know that the variant has been deleted.  
· Variant Benefits

· Easier/Quicker

· Can be used by others

· Pre-set selection criteria
· Layouts - http://www2.itap.purdue.edu/BS/BusMgrs/Tips/Using%20Report%20Layouts.pdf 
· Layouts – The definition of the way a screen appears is called the layout.  The layout consists of the columns within a report or the entry fields on a data entry screen.  Layouts can come standard in SAP, be configured for an entire organization, or, in some cases, be changed to suit the user’s needs.  Layouts can also be a part of a variant.  Layouts are specific to each t-code.
· Enter t-code FMRP_RFFMEP1AX (all posting)
· Choose variant MAR-2; notice a layout has been created as well, the field titled “SAP List Viewer” reflects the name of the layout, in this case it is /MAR2.
· Create and save a layout – 
· Enter t-code FMRP_RFFMEP1AX (all posting)
· Enter fund 21010000 
· Enter your funds center 
· Enter commitment item 520000 thru 899999
· Enter fiscal year/period of 2009/08 – 2009/08
· Increase maximum no. of hits to 9999999 (allows more data to be returned)
· Uncheck Variant fields only.  (allows more options in selecting your layout)
· Click Execute
· Click the column titled G/L, this will highlight that column

· Click Sort in ascending order [image: image42.png]


 icon

· Click the column titled G/L, this will highlight that column

· Click Subtotal [image: image43.png]


; this will add subtotals by G/L.  

· Right Click the column titled Funded Prg to highlight the column

· Select Set Filter
· Select Not-Relevant
· Click the Green check mark [image: image44.png]



· Click on Change layout [image: image45.png]


 icon
· Add the column titled “Text” 
· Click the Green check mark [image: image46.png]



· Right click on column titled CoCd
· Select Hide, this will remove this column from your layout (you can also do this by using the change layout too).  
· Save this layout; click on the Save layout [image: image47.png]i



 icon a new window will appear
· Type /Train2xxx in the Save layout field
· Add a description SAP Hands On Training 2 in the Name field
· Uncheck the Default setting box
· You have two options, if you choose default setting, this will be the default setting for EVERYONE, if you select user specific, than the individual who created the layout is the only one that can see that layout.  
· Click the Green check mark [image: image48.png]


 to save.  At the bottom left of your screen you will see Layout saved.  Please be careful not to save over other people’s layouts.
· Using a saved Layout 
· Green Arrow back [image: image49.png]


 so you are in Document Journal selection screen
· Layout = /Train2xxx 
· Click Execute  
· Using a saved Layout – Once you execute a t-code, you can also select a layout.   Please be careful not to save over other people’s layouts.
· Click on Select layout [image: image50.png]


 icon

· Choose /Travel
· Click on Select layout [image: image51.png]


 icon

· Choose /Train2xxx   
· Deleting a Layout – 
· Click on Settings > Layout > Manage…
· Click to the left of /Train2xxx so it is highlighted
· Click the Delete layout [image: image52.png]


 icon
· Click the Green Arrow back [image: image53.png]


 you will be asked to verify the deleting of this layout

· Click Yes
· Layout Tips - 
· When a column has been sorted it will have a red upward arrow [image: image54.png]



· When a column has a filter, it will have a black downward arrow [image: image55.png]|Funded Pro.



, if you are using someone else’s layout, review what columns have filters to make sure you want that same filter, this could be filtering something out that you need to see.  This is a good place to look if you aren’t getting the results you are expecting.
· Remove or Hide a column – right click on the column titled Commt bdgt 

· Select Hide
· Layout Benefits

· Easier/Quicker

· Can be used by others (depending on how it is set up)

· Pre-set fields

· Layout Pitfalls

· Others can change the layout and save over it
· Exporting to Excel from R3 
· Enter t-code FMRP_RFFMEP1AX (all postings)
· Click LIST > EXPORT > SPREADSHEET

· Click Green Check Mark [image: image56.png]



· Type the name of the file and where you want to save it 
· Click Save
· Excel will open and the file will appear.  You can go back and forth between Excel & R3 without losing anything

· Use FILE SAVE AS to save the Excel file as xls or xlsx from mhtml
· Enter t-code FMRP_RFFMEP1AX (all postings)

· Enter fund 21010000 

· Enter your funds center 

· Enter commitment item 520000 thru 899999
· Enter fiscal year/period of 2009/08 – 2009/08
· Increase maximum no. of hits to 9999999
· Uncheck Variant fields only.  

· Use layout - /AGECON BASE
· Click Execute
· Click on LIST > EXPORT > SPREADSHEET

· Click Green Check Mark [image: image57.png]



· Type the name of the file and where you want to save it 
· Click Save
· Enter t-code ZSMUR_MONTHLY_TRANS (monthly transaction listing)

· Enter fund 21010000
· Enter your Fund Center 

· Enter From Period = 2
· Enter To Period = 2
· Enter Fiscal Year = 2009 
· Select the radio dial for SPREADSHEET OUTPUT 
· Click Execute
· Click on LIST > EXPORT > SPREADSHEET

· Click Green Check Mark [image: image58.png]



· Type the name of the file and where you want to save it 
· Click Save  
· Go back to the R3 SMUR Monthly Transaction Report

· Click the Green arrow back [image: image59.png]


 icon – notice the view of the report

· Link to step by step instructions for Exporting Monthly Transaction Listing to Excel 

· Control Y – select text  
· Enter t-code ZFI_FSSR_MNTHLY_TRNS
· Grant Number = 203606
· Click Execute
· Click Control Y – notice that your cursor has changed

· Place your cursor where you want to select text

· Hold down the left mouse button and select all of the text you want to copy

· Click Control C to copy the text you have selected

· Open up Excel to a blank worksheet

· Click Control V to paste the text
· Control F – Find
· Enter t-code Z_FSSR_PROJFIN
· Grant = 203606
· Select the radio dial for Both Views
· Click Execute
· Click Control F – Find
· Enter Order #8000028602
· Hit Enter
· Click on the order # you want to go to from the results
· Miscellaneous Tips

· Open a new session while another transaction is running

· Click on the button is the farthest upper left corner [image: image60.png]



· Click Create Session
· G/L’s

· Budget Reserves: 500000 – 500999

· S&W: 501000 – 510000 Fellowships 558010
· Fringes: 512000 – 513999

· S&E: 520000 – 899999

· Revenue: 400000 – 499999

· Printing in a display t-code  
· Enter t-code KS03 
· Cost Center = 4018003000
· Hit Enter
· Click on the Customize Local Layout [image: image61.png]
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