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SAP LOGON

You should have the following icon on your desktop. If you do not have it, you should contact Information
Technology desktop support to load the SAP GUI on your computer.

o Double click on the above icon

Clicking on the SAP icon, will cause the following pop-up window to appear:

S5AP Lagon 710
Shartcuts | Systems |
Al Log.On |
g >
LB = Yariable Logon... |
ﬂfﬁ B'W Training Server [SSHE-TE1]
ﬂfﬁ SAP Training Server [35HE-TRM] @
| MNewlem.. | CAUTION:
NEVER click on
| Change Item... | /L the Delete Item
button. You will
ol 3 | Delete ltem... | delete whatever is
highlighted under
| For help, press F1 | the “Description”

column!

Note: You can see four items on the above screen: SAP Production (SSHE-PRD), BW Production (SSHE-PB1),
BW Training Server (SSHE-TB1) and SAP Training Serving (SSHE-TRN)

0 Click on Log On to SAP Production [SSHE-PRD]
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

The following window will appear:

%] 00 0aH 0@ CHE DDLD N @M

SAP

_EEltruser

- Djcoonbd em OVR

ag0

O Click in the User field to add your user name. Username will be 60, first initial and last name (ex:
60jmariacher)

o Click in the Password field to type your password. Note: The asterisks will remain in view. You do not
need to delete them, just enter your password over them.

IMPORTANT INFORMATION:
Each person has an individual logon and password and will reset their own once logged into the system.

Passwords must be 8 characters

Passwords cannot contain the same first three characters (example: User ID = 60jmariacher,
password cannot begin with 60j.)

You will be alerted to change your password every 90 days

When changing your password, you cannot use the last 5 passwords that were used
Passwords are case-sensitive

Passwords may not contain punctuation

. v
a Click on the green check mark or press enter.
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

This will take you to the following screen, which is the first SAP window from where you can navigate to the
various SAP transactions:

SAP Easy Access

BE S| EE 2|

= 2 Favarites
I [ 5AP User Favorites Folder for go-live

= 4 SAP menu
I [ Office

[ Cross-Application Components

C Logistics

[l Accounting

] Hurnan Resources

[ Information Systems

[ Tools

i

- L|SESSION MANAGER b2
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

HOW TO CHANGE YOUR PASSWORD

0 Once logged in, navigate to Own Data, by clicking System — User Profile — Own Data as shown below:

Edit

tdeni

Favorites Ewxtras  Systemn  Help

(] Create Session I|@@@@|E|@
End Session |
SAP EHS‘V Access User Profile J Hold Data
B ™| & & Z |+ | senices | SetData
Litilities 3 Delete Data
[» (] Favarites Lit S Dat
1
== {5 SAP menu 1=t =wn Liata
b (] Office Sefvices for Object Expand Eavaries
> (J Cross-Application Gompor] My Objects 3
P (3 Logistics Own Spool Reguests
[ (7 Accounting O Jobs
[ (J Human Resources
£ _[;I__Intjc_n_rmatinn Systems Short bessage
[ [:|T90|5 Status..
Log off

o Click on Password, which is circled below

User Edit Goto ] H
& T dH @@ S anas BE @0
1 ser Profile
@y Password
User GAKEUTLER
Last Changed GOKEUTLER O4/09/2008 033417 Status  Saved

Address | Defaults | Parameters |

Ferson
Title |
Last name Butler

m
|[4][]

First name Kerri
Academic Title

Format kerri Butler
Function

Department

Room Mumber Floor Building ezl
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

The following dialog box will appear, and once you type your current password in at the yellow box, you can
change it by entering it as your New Password as well as confirming it in your Repeat Password.

Password Change

LIEIE I I )

0ld password

EIEE I

Mewe passwiord

EERERE RN

Repeat Password

You will get a note in the status bar and possibly in a dialog box as well on your screen to let you know your
password has been changed correctly.

Gl 0 aliH @@ LR DDAD AR @@
Maintain User Profile

GBKBUTLER |
(BAKBUTLER  |04/14/2008 17:02:01 Status Saved

Address

Person 12
Title | b} e
Last name Butler

First name Kerri

Academic Title

Farmat lerri Butler

Function

Deparment

Roam Mumber Floar Building [E

Communication

Language & Othercommunica_tion... |

Telephone Extension
Mohile Phone

Fax Extensian
E-Mail

Comm. Meth ]

ol elole

Assign other company address... | | Assg.n new company address.. |
[ Company

& Password changed b [PRD @) @300y b2l era (OVR | 4
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

MENU BAR/TOOL BAR

The Menu Bar contains menu paths available for navigation from the current screen. The menu options vary
according to screen or task. On the following screen, the available options include:

Menu Edit Favorites Extras System Help

To navigate a menu path, click on the desired option on the Menu Bar in order to view more menu options for
that module area.

SAP Easy Access

BE S EB 2| v

= 4 Favorites
' [ SAP User Favorites Folder for Qo-live

= 3 SAP menu
I [ Office

O Cross-Application Components

[l Logistics

L Accourting

[l Human Resources

C Infarmation Systems

[l Tools

i R
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

STANDARD TOOLBAR

The standard toolbar, located just below the menu bar, contains buttons/icons for performing common
actions such as Save, Enter, Back, Exit, Cancel, etc. The toolbar also contains the Command field (see white
rectangular box in red circle below) where transaction codes can be entered.

MQN}@&IBH}%I&’D@@II@

\/

If you are in a particular transaction and want to proceed to the next transaction without going back to the

main menu, you can enter “/n” followed by the transaction code in the command field, then click e.

The functions that can be performed with the toolbar will be dependent upon where you are in a particular

transaction. For example, notice in the toolbar below that the Save icon |=l is “grayed out”; you would not be
able to Save in this instance. Other buttons may be “grayed out” at any given time depending on where you
are in a particular transaction (i.e., what screen you are on).

A table summarizing the function of each button of the standard toolbar is presented on the next page. In
addition, these buttons/icons are explained in further detail later.
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SAP FINANCE SYSTEM

SAP BUDGET MANUAL

Standard Toolbar (Buttons/Functions)

Button Name Function
G Enter Confirms the data you have selected or entered on the screen. Same
function as the Enter key. Does not save your work.
Command Allows you to enter commands, such as transaction codes.
field
IL] Save Saves your work. Same function as Save in the Edit menu.
e Back Returns you to the previous screen without saving your data. If there are
required fields on the screen, these fields must be completed first.
@ Exit Exits the current function without saving. Returns you to the initial
screen or main menu screen.
Cancel Exits the current task without saving. Same function as Cancel in the Edit
menu.
Print Prints data from the current screen.
Find Searches for data required in the current screen.
Find next Performs an extended search for data required in the current screen.
First page Scrolls to the first page. Same function as the CTRL + Page Up keys.

Previous page

Scrolls to the previous page. Same function as the Page Up key.

Next page

Scrolls to the next page. Same function as the Page Down key.

Last page

Scrolls to the last page. Same function as the CTRL + Page Up key.

H BB e e EE D g

Create session

Creates a new SAP session. Same function as Create session in the
System menu. (Tip: maximum 7 sessions can be open at one time)

Create Allows you to create a desktop shortcut to any SAP report, transaction,
shortcut or task if you are working with a Windows 32-bit operating system.
@ F1 Help Provides help on the field where the cursor is positioned.

ol

Layout menu

Allows you to customize the display options.
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

HOW TO TURN ON TECHNICAL NAMES

NOTE: The Budget Office has already completed this step for you prior to training.

When working in the SAP system, it is useful to display the technical names of the transactions. The technical
names are used for quick entry by entering the name in the command field.

In order to display the technical names, you will need to access the Extras option of the Menu Bar.

Display documentation shit+F6 |33 13 49 83 | ] (2] | (&) [
Shift+F11

Technical details

SAP Easy Access : _
Settings Shift+F 4

@ | | Set start transaction %hiﬂﬁ?

You should then choose settings options. You must make sure the “Display Technical Names” box is checked.

3] ] (o] o]

v % BB x

In addition, at this point you can also opt to turn off the display screen (whirlpool).

(]
L
[

v % B & x
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

HOW TO CHANGE SYSTEM DISPLAY

When working in the SAP system, you can choose to change the system color.

Q Click on Customize Local Layout icon— select Options

Menu Edit Favorites Extras  System  Help
& A C@an BEHER Do BRE @M
SAP Easy Access - User menu for Kerri Jo Stark LD
Clipboard -

B 5| EB 2| v -

Generate Graphic

= 2 Favorites Create Shortout..,
b TEST Artivate GUIXT

I [ Funds Reservation

[ y
[ vear EnE_J REESESS Script Development Tools. ..
I [ Accounting =

= 2 Master Data Creation S&P GUI Scripting Help
KO01 - Create Internal Order Default Size

K02 - Change Order Hard Copy
¢ FMSI - STEP 1: Create Fund h R ,
] FMSU - FIFM: Change Fund =haracter =e

FMS& - STEP 2¢ Create Funds Center in FM Area Quick Cut and Paste

kS01 - STEP 3: Create cost center Spell Checker

FMSE - STEF 4: Change Funds Center in FM Area 58P GLIL Help
#| KS02 - STEP 5 Change cost center

About. ..

#| FM_SETS_FICTRZ - STEP & Change Funds Center Group

QO This screen allows you to make changes to the theme, font and color settings if you choose to or to
restore default settings (button located on bottom right).

SAP GUI Options - PRD

Theme: i eme g Search:
4 Wisyal Design Color Setting for PRD
Theme Preview/Settings looming Desert
Font Seftings r!ght Complementary SAP | SAP |
% . right Harmonic
Colors in System omplementary SAP
Color Settings 7 Dizns "til Duisk, cap
it A
|nteraction Design "
Harmonic |Z|
[ Accessi iy & Scripting Lurar Orhit SAP O lz‘
[ Multlingusl 5 ettings Mars Dust
0 d 9 New Millenriurn [« § e (0]
0 Local Data Ocean Teal [~]
Traces
| Security
[ Frant End Print

System Information

| Ok || LCancel | | Apply || Help QﬂestoreDefaults |
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

HOW TO CHANGE SYSTEM SETTINGS

NOTE: The Budget Office has already completed this step for you prior to training.

Printer Setup

Before printing a SAP report you need to change your SAP settings

Q Click on System — User Profile — Own Data

SAP

Create Session MO8 EE @ i, et

End Session
SAP Easy Access ser Profile ] Hold Data
B[S | HEB 2| v senies | SetData
T tilities v| Delete Data

= 2 Favorites L . T

I [ SAP User Favorites Folder sl 2w Lata
= 3 SAP menu Sevices for Ohject Expand Eavorites

I [ Office My Objects 3

I O Cross-spplication Compo Own Spool Reguests

r Lng|stlc§ Own Jobs

I [ Accounting

I [ Human Resources Short Message

I* 1 Infarrmation Systerms Status...

I [ Tools Log off
- [>|SESSION_MANAGER /¥

Q The Maintain User Profile will be displayed. Click on the defaults tab.

Maintain User Profile

BOUSERET
_BBUSERm B4/11/2008 08:53:14 M

Address

Perzan

Tt~
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

In the Spool Control Section, enter “locl” as the output device. Make sure you check “Output Immediately”.

[, 1B eE@ CHE Atoa0 DR @m

Maintain User Profile

_EEIUSEREH
_EEIUSEREH b4/11/2008 08:53:19

- Parameters

Address Defaults

Start menu

Logon Language EN

Decimal Motation 1,234 567 .84 |

Date farmat MWD DAY )

Spool Copteol
<"' OutputDevice Toc]
. [v] Output Imrnediately

kozuka  OWR

O To change the decimal notation — click on the Decimal Notation drop down list and choose the second
option for USA currency format.

- Parameters

Address

Defaults

Start menu

Logon Language EN

Decimal Motation 1,234 567 .84 |

Date format 1.234 567 249 T

1 73

1234 567,849
Spool Contral |

DutputDevice loc]
[w] Cutput Immediately

ER[Y

kozuka  OWR
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

Q To change the date format — click on the Date Format drop down list and choose the first option
MM/DD/YYYY.

& I @@ DHE Do DR @m

Maintain User Profile

_EEIUSEREH
_EEIUSEREH b4/11/2008 08:53:19

Status Saved

Address Defaults

- Parameters

Start menu

Logon Languane EN

Decimal Motation 1,234 567 .84 |

Date format RO DN |

Spool Contral MN-DD-vy k |
i VYT WM. DD

DutputDevice W IMMID D

[w] Dutput Immediately [7-MM-DD

[v]

Q Click the Save icon to save the settings =]

NOTE: You will only need to complete this procedure one time.
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HOW TO EXPAND THE SAP USER FAVORITES FOLDER MENU PATH

When you logon to the SAP system, you will only be able to see a few choices, as shown on the screen below.
In order to reach a specific transaction, such as pre-posting a budget transfer or processing a budget report,
you will need to drill down to the lowest level.

Expanding the menu path one level is achieved by clicking once on a right-pointing arrow. On the following
screen SAP User Favorites Folder for go-live has been highlighted because that is the area where the menu
path must be expanded in order to reach the park budget transfer entry screen.

0 Click on the arrow next to SAP User Favorites Folder for go-live

Edit

Extras Help

2 dH a0 OHE HThOHo BRE @M

Menu Favarites System

SAP Easy Access
B & B 2| v -

= | Favarites
"'éﬁl'f' User Favarites Falder for go-live]
b ClBudgetng
I [ Purchasing
@ B GEMERIC_TYPE - ML web
= | 5AF menu
[ office

O Cross-Application Companents
I 11 nnisticrs

The following window shows the screen that will be displayed after expanding the menu path two levels (by
clicking on the right pointing arrow twice), when starting from SAP User Favorites Folder for go-live:

Edit

Extras Help

ld B @ SR OHhoan BRE @M

fenu Favarites System

SAP Easy Access
B B 2| v a

' Favorites
=X
€©

| Budgeting
TURL- Budget Office wehsite - to find SAP user manual, contacts, procedures, etc.
I [ Budget Transactions
B [ Chart of Accournts
I [ Reporting
I O Purchasing
[@] B _GEMERIC_TYPE - MU weh
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

Each transaction can have multiple levels. The lowest level is indicated by the symbol shown below:

i

5

o Expand the menu path further; by clicking on each down arrow until you reach the lowest level
(highlighted by the red circle).

The lowest level in this case is transaction ZFM01 — Running a Budget Report.

= 2 Favorites

Cl TEST

C Funds Reservation
C1 ‘fear-End Processes
Cl Accounting

C 1 Monthly Transactions
2 BCS Transactions
FMEE - Budgeting Workbench
FBCSEUDLOAD - BCS Budget Load program-FMEE

BENEMEDDWY - Drilldowen for Budget Entry Docurmnents
FrO1 - BCS Reports - FC, Rew & Exp

e R
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

HOW TO ENTER A TRANSACTION CODE

A transaction code is a faster way that can be used to reach a transaction screen without using a menu path. It
is typically a four digit, alphanumeric value that identifies a “transaction”, such as ZBUDSTAT_ NOCF, which is
used for running budget reports.

On the following screen, the Command Field has been circled in red. This is the place where you can enter the
transaction code:

Menu  Edit _ Fawnrites  Extras  Systern Help

SAP Easy Access
BE S EB 2| v

= 4 Favorites

I [ &P User Favorites Folder for go-live
= 2 SAP menu

[ Office

F Cross-Application Components

I [ Logistics

B T deennnting

O Enter ZFMO1 (which is the transaction code), as shown below:

Menu Edit  Favorites  Extras  Systemn  Help

glz D IH OO SHB ODOD

SAP Easy Access - User menu for Kerii Jo Stari

B S| EHB 2| v

TIP: If you are already in a particular transaction and want to proceed to the next
transaction without going back to the main menu, you can enter “/n” followed by

the subsequent transaction code in the command field, then click &
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

o Click on the green check mark & (highlighted by the smaller red circle) or press enter. This will
lead you to the FC, Revenue, Expense: Selection... screen, which corresponds to the ZFM01
transaction code, as shown below:

F'r'l‘u‘lrar|‘| l‘lif Goto  Enwironment  Systemn HF'Ir:I

20 CEQ OHE ODLD RE @m

Q' Revenue & Expense: SefecbaQ

@ &l Ciata Source. ..

Selection values

Financial Management Area m
Budget Cateqgory aF
WErsion 0

Fiscal Year From 2013
Fiscal Year To Z013

Selection groups

Budget Type

Or walue(s) to
Fund
Or valueis) to

Funds Center

Or valueis) to
Cormmitment Item

Or valueis) to
Functional Area

o] [of [ [of [¥f

Or valueis) to
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CREATING A FAVORITE

You have now seen how to drill down to get to a transaction screen. You would not want to go through all
those steps each time you needed a transaction. You have also seen how to get to a transaction by entering
the transaction code. Who can remember all the technical names for each transaction? Let’s take a look at
creating a favorite!

A favorite is just like a bookmark in a Browser, which enables you to reach a transaction without using a menu
path or typing in a transaction code. You can add multiple, frequently used, transactions to your list of
favorites so that you can reach your destination quickly without having to remember either the menu path or
the transaction code. The Budget Office has created a favorite menu for you based on the most commonly
used transactions. Should you need to create your own, follow the following steps:

To add a favorite:
0 Find a transaction code that is used frequently, such as FR69 — Park Budget Transfer Entry.

On the following screen, the Favorites folder has been highlighted. To add a transaction code to the list of
favorites, complete the following:

Menu  Edit Favorites s System  Help

HIFAS  :
(V] B dH I e@aa SHE ahoan BEE @0
SAP Easy Access
DE S EB 2| v a

= i Open folder
go-live
—  Delete all favorites

ehsite - to find SAP user manu:

Inzert transaction
t Transfer Entry

rked Document
FR72- Display Parked Document
[* (3 Chart of Azcounts
[» [ Repaorting
[* (J Purchasing
[@] Bw_GENERIC_TYPE - MU weh
[» [J S&P menu

Add otherobjects

a Right Click on the Favorites folder

a Click on Insert Transaction
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a Type in the transaction code that you would like to save in your favorites. For example, the
transaction FMBB will allow you to pre-post budget transfers:

Mernu  Edit Fawvarites Ewxfras System  Help

& B @@ SHE Do FEE

SAP Easy Access - User menu for Kerri Jo Stark
B S| HE2| v«

= 2 Favorites
= 2 TEST
I O Funds Reservation
I [ Year-End Frocesses
b [ Accounting

Manual entry of a transaction

@:tiun Code FMEE] >

v K

It will appear under the Favorites folder as shown below:

Menu Edit Favorites Exfras  System  Help

< 2l d @0 CHE Ohoan BE @

SAP Easy Access - User menu for Kerri Jo Stark
(= | & | & 2 | v -

= 4 Favarites [l
< o TEST There are several other
5 methods for creating favorites:
[ i o Click on the transaction
b [ Year-End Processes code. Hold down your
I O Accounting left mouse button and drag
b £ aster Data Creation it to the Favorites folder
L Gty Tt and rop it there.
: a Use the icon for creating
FMEE - Budgeting Wiorkbenich
FECSBUDLOAD - BCS Budget Load program-FMEE favorites 9
FMEDDWY - Drilldowen for Budget Entry Documerts o Right mouse click on the
ZFMO1 - BCS Reports - FC, Rev & Exp transaction code. Choose
b O Budget Add to Favorites.
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Customizing Your Favorites

You can change the name of a Favorite by right mouse clicking on it.

0 Choose the function “Change Favorite.”

Meru Edit Favorites Exfras  System  Help

& g4 EH @ SHE Do E

SAP Easy Access - User meni For Kerri Jo Stark

BE S| EB 2|~ -

= | Favorites
- dTest
é FMBE - Budgeting Workbeno™ )
b ] FundsF{eservatmn """""""""" Execute: Budgeting Workbench
[» [ Year-End Processes Execute in new window
b O Accounting Display docurnentation
[ [ Master Data Creation Chanae favorite
I Monthly Transactions =hand .
= 4 BCS Transactions Delete favorite
FMEE - Budgeting Workbend  Insert folder
EBCSBUDLD.&.D - BCS Budge Lngert trangactiuﬂ
FMEDDW - Drilldown for Bud add other objects
ZFMO1 - BCS Reports - FC, R
b Budget Create shortcut on the desktop

O Revise the line to read how you would like the favorite to appear.

Menu  Edit  Favorites  Exfras stern Help

& s HICEa SHE D0on EE @B
SAP Easy Access - User menu for Kerri Jo Stark
BE| S| EB 2| v

= 2 Favorites
= O TEST
FMEE - Budgeting Workbench
b [ Funds Reservation
b [ Year-End Processes
|
|
|

I E1[D

Change a favorite

Text Enter Pre-Posted Budget Transfers|

¥ K

FMEDDWY - Crilldowen for Budget Entry Documents | |
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0 Click the green check mark ¥'. It will appear with new name as shown below.

Menu  Edit  Favorites  Extras  Systern Help

& gl 4 H | &@ e & E

SAP Fasy Accass - Usermeniu for Kerri Jo 5§
B |5 | EB 2| v

=+ Fayorites

Creating Your Own Subfolders under Favorites

You can create folders to organize your Favorites. To create a subfolder:

o Right mouse click on the folder called Favorites. Choose Insert folder.

Menu  Edit Fawvorites Extras stermm  Help

& Bla @ BHE ONOa8 EE @

SAP Easy Access
B & | HE 2| v -

= [ Favarites
= o gap|  Openfolder b
I CIE  Dpelete all favorites
b %E Insert falder %
= < AP me Insert transaction
I [ ofic] Addother objects
I* [ Cross-Aoplication Components

0 Rename the folder as shown below. Click the green check mark ¥'.

Creating a Folder in the Favaorite List

Folder name Manthly Transactions]

x
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SAP BUDGET MANUAL

a Create your favorites then drag and drop into your new subfolder

Menu Edit Favorites Exfras  Systemn Help

& A H I Ca@ IO
SAP Easy Access - User meni for Kerri Jo

5= | & | #HE 2| v a

= i Favorites

[» '7 thly Transactions
EE - Enter Pre-Posted Budget Transfers

Tl Mastc®sts Creation
| Morthly Transactions
2 BCS Transactions
FMEE - Budgeting workbench
ZBCSBLDOLOAD - BCS Budget Load program-FMEE

] = v o o o=

0 Create your favorites then drag and drop into your new subfolder and it will appear as shown below:

Menu Edit Favorites Extras  Systemn Help

& Bl dH ©@a 3 EE
SAP Easy Access - User menu for Kerri Jo St

=& | & B 2| v |

= 2 Favorites
=~ 4 Favorite

ter Pre-Posted Budget Transfers
ZFMO1 - BCS Reports - FC, Reyv & Exp

I O Funds Reservation

I O vear-End Processes

I [ Accounting

b O Master Data Creation

[ Monthly Transactions

= < BCS Transactions
FMEE - Budgeting Waorkbench
ZBCSEUDLOAD - BCS Budget Load prograrn-FMEE
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SAP FINANCE SYSTEM SAP BUDGET MANUAL

NAVIGATION SYMBOLS

The navigation options in the SAP System are intended to give the user as much freedom as possible when
moving between screens and tasks. To support this, a number of standard functions (such as “Back,” “Exit,”
and “Cancel”) are offered.

Note that the green check mark and colored arrows are on the following screen (Green, Yellow and Red).
Their functionality is explained in this section.

@ afja@ I &@@ D E S8 aaIEE @
[ Selection: Budget Status NoCfrwd to Next Yr

Standard selections

Fund =| to

Key date 04/14/2008
Hierarchy Wariant

Funds Center to

Year commitment item
Yariant alefc]

Commitment item to

Report selections

Fiscal year [
Budget version

Cutput type
) Graphical report-output
@ Classic drilldown report

[> | PRD (13 (300) P2l era OVR

The following screen shot is a blown — up version of the Standard Toolbar shown above.

1B e S HE 8

The functionality of each of these icons is explained on the following page:
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Green Check Mark

v

This icon is used as the ENTER key that allows you to continue to the next step. It is used when you require the
system to validate your field entries and then move to the next function, or screen, in a system task. This key
does NOT save the information that you enter. For that, you will have to use the SAVE icon.

Green Arrow
[F
This icon is used as the BACK key. It is typically used to go back to the previous screen or menu level.

Yellow Arrow

This icon is used as the EXIT key. It is used when you want to exit the current menu level or system task
without saving the data.
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Red X

This icon is used as the CANCEL key. It is used when you want to cancel the data you entered in the current
system task.

Save

E{

This icon is used as the SAVE key. It is used to save data or save changes to data in a system task.

Print

This icon is used as the PRINT key.
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Creating a New Session

You can work with multiple sessions of SAP. A session is equivalent to a window. What this feature allows is to
have two, or more, windows open at the same time. For example, you can use one window to work on a
Budget Report. Simultaneously, you can use the other window to go to another transaction to check details of
a requisition without closing the first window.

The following screen highlights the icon that is used to create a new session:

Purchase requisition  Edit Goto  Epwvironment  Systerm Help

& B dH @@ D0 E ananlBAR @
Change: Purchase Requisition: item Overview
EEEDTBERZDEH I B Actassts. g5 F B

To create a new window:
a Click on the icon highlighted by the red circle on the above screen

You can switch between the two windows, the old and the new, by:
O Pressing the ALT key (and keep holding it down)
O Hitting the TAB key to move to the other window(s)

TIP: Maximum of seven sessions can be
opened at one time
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Status Bar

The Status Bar is located at the bottom of the SAP screen. It displays important system messages, such as
errors and completion of transactions, as well as other session information. The following screen shows the

message generated by system after no document was selected in the held folder.

| DB Eo)& )2 =)m

Lines

Line: Fund

Funds Center

Commitment Item

Furictional Area

Arnour

|@ Mo document selected

Located on the Right side of the status bar is a white arrow.

(€W,

——’

0 To show more information, click on arrow — the information on the left of the notebook paper symbol
can be changed by using a left click on the symbol. Choose which information you would like

displayed.

S

g

(z [ [FreE P2l enloptima | NS
\

Q Left click the piece of paper to the right of the transaction listed and options will show.

S ad
—  System PRD (1) 300
——  Client 300
| User GOKSTARK _|
~ | Program _SAD| FMBWE
<& Transaction BB | >

_ | Response Time 656 ms -
| Interpretation Time 515 ms %
== FRound Trips/Flushes 5f4

7 [FMEE 77| enlfutura | INS o

... | (W4 Miosoftword  <| (W8 S IDHE O] 50 W@ no7em

0 Choose the information you would like to view (for example, the transaction code) and the result will

appear after clicking on it (as shown above with FMBB).
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Determining the Current Transactions Code

If you want to find out the transaction code for the transaction that you are currently working on, as well as
some other details, navigate as shown on the following screen, going to System then Status:

Budget Edit Goto Extras System

Help

& Create Session 0 - N s B b R N
End Session
Park Budget Transfer: T — ,
gt 3 Z Services v
I Utilities v
iFM Area: SSHE . Transfer
"""""" List v
Wersion ] Services for Ohiect
Sender fund goifopag Corees TOrURee 6611000800
My Objects v
Sendervear 2008 W 2008
Owwh Spool Reguests
Crvn Jobs
Payment budget -
Short Message
[ [itm |5 |R [Funds center Siciius. FAr [Amount
| 1 &l Log off
[ =l |

This will lead you to the following window showing the transaction code:

Revised May 2013

em: Status
Uzage data
4 Client oo Prewious logon 0572472013 10:10:48
User SOKSTARK Logon 13:07:15
i Language EN System time 13:10:20
SAP data
: Repository data SAP Systermn data
< Transaction FMEE ‘)ﬂpanent WErsion SAP ECC 6.0
| Program Gaeen) TIFTEEE & o Click on the green check
Screen number 2 Installation number 0020109155 mark on bottom left of
Program (subscreen) % APLFMEWE Licerse expiration 12/31,/9999 dlalog box to return to the
Screen number 2000 Unicode System Ho previous transaction.
Program (GUIL) SA4PLFMENE
GLIT status DOCUMENT
Host data Database data
Operating system Lirwi Database system ORACLE
Machine type ®xB6_64 Release 11.2.0.3.0
Server name enlfutura PRD_ .| Mame IRD
Platform 1D 390 Host enlenergy
Cwner SAPSR3
©L

28|Page



SAP FINANCE SYSTEM SAP BUDGET MANUAL

Field Entry Searches

When entering data, you will at times need to conduct a search to determine the appropriate data to enter in
a field. There are a few ways that this can be accomplished.

Navigate to the ZFMO1 — Budget Report. In the example below, a Funds center is required. If you do not know
the number, a search facility is available for this field. When your cursor is in the field, the search button will
appear immediately to the right when available. See the red circle below.

Prograrn  Edit Goto  Enwironment

) 100 @@@ DHE nhan OF @B

FC, Revenue & Expense: Selection

@ &l Data Source...

Selection valuess

Financial Managernent Area SSHE
Budget Cateqory aF
Wersion i
Fiscal Year From 2013
Fiscal Year To z013

Selection groups

Budget Type

Or value(s) to
Fund

Or walue(s) to
Funds Center

Cr value(s)
Comrmitrnant Item

Or value(s) to
Functional Area

O walue(s) to

After clicking the search button (or pressing F4), a pop-up window similar to the example below, will be
displayed. This window provides options for conducting your search. Often, there are several tabs available,
which give different search options.

Note: The three buttons

Funds Center (1)
Search Using Attributes k Search by Financial Management AreaFizcal Year in the Upper rlght corner.
¥ Search Using Atributes The left arrow will bfing
Fususls Biadie | Search by Financial Management AreaiFiscal Year the pl’eViOUS tab to the
FM Area Search Using Name front, the right arrow
Key dats Search Using Hierarchy Variants brings the next tab to the
User nams Search using classification f_l'Oﬂt,_ and the S_E'E_CtiOﬂS
list displays a listing of all
Name:of Persan Resp. available tabs (shown to
DefaultValue Fund the left) and allows you to
choose which to bring
forward.
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Once you have chosen the tab that corresponds to your desired search method, enter data in the fields to
limit your search. You may complete all, some, or none of the fields. If no fields have been completed, the
entire list of possible selections will be returned. In the example below, we are looking for the budget office.

Funds Center {1}
Search by Financial Management Area/Fiscal Year ! Search Izing Mame | | ! |I| |1| a Click the green
check mark to
Mame execute the
Language Key EN search. To cancel
and close the pop-
Fundz Cent [=] G011411 " .
e e L up window click
FM frea SEIE the blue X in the
Key date upper right hand
corner of the
Mawxirum Mo. of Hits a00 dlalog bOX'
TIP: When searching for information, use an
asterisk (*) to find all information which contains the
entered data. For example, above we want to find all

cost centers which begin with 6011411 — this narrows
a search down.

Options will appear listed in a dialog box that you can choose from as below:

Funds Center (1) 1 Entry found o When the desired item

Erogram _Edit _ Goto Search by Financial Management Area/Fizcal Year ! Gearch Using Mame | |S |OC8.t€d, EIther
G = double click or
Selection: Budd|v |5 B |88 %] |2l & highlight and click on
- - Fl Language|Fun(Is Center|From |to |Name | reen CheCk mark. TO
@ &I Classification S8HE EM 6011411000 |01f01H 900 1231/95999 Bdgt Off g

exit, click the blue X
in upper right corner
of dialog box.

Standard selections
Fund

Vomun Ambn

Required Input Fields

When you work in the SAP System, you will sometimes encounter input fields containing a check mark icon.
These are required input fields. An example is shown below:

Repart selections
Fiscal year M~
Budget versian o}
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If the screen you are working in contains any required input fields, you must enter data in these input fields
before you can proceed to the next screen or tab (if the screen is using tabs).

If you have not completed all the required input fields on a screen, the SAP System displays an error message
in the status bar.

Report selections
Fiscal year ﬁ
Budget version Ll

Qutput type
() Graphical report-output

Generally, if a screen has no
required input fields, you can go
to the next screen or tab without
entering data in any fields.

@ Classic drilldown repart

[«][e]]
(@ Make an entry in all required fields S
e — —— /
Tabs

Tabs enable you to enter, display, and alternate between multiple screens. In transactions containing multiple
screens, they provide a clearer overview. In addition, tabs enable you to proceed from one tab page to the
next without having completed all the data. To access a tab page, select the corresponding tab header.

» In some cases, you must complete all required input fields on a tab page before you can move on
to the next page.

Funds Center (1)
Search Using Attributes k Search by Financial Management Area/Fiscal Year “l EI D
Funds Center
FM Arca SSHE
Key date
User name
Narme of Perzon Resp.
Drefault Yalue Fund
asimum Mo, of Hits a00
o || @

Switching Screens Quickly

If you are finished with a transaction and need to go to another transaction, you can avoid backing out to the
main menu by using a shortcut. While in a transaction, type”/n” plus the transaction code in the command
field. Press Enter or click the green check mark icon.

Programn  Edit  Goto  Enwironment  Swystem  Help

/rFMEE al 4 O @&

FC. Ravania & Fypansa:r Safarfinn
Revised May 2013 31|Page



SAP FINANCE SYSTEM SAP BUDGET MANUAL

You will be taken directly to the new transaction. Your screen should look like the below.

Docurnent  Edit Goto Ervironment
(7] ajld B IC@e EEEEOO0IFEE @
Budgeting Workbench - Create Document
Docurnent Overview on/off A &6 | Hold | Prepost Save Changes | |[ZF Long Text Messages log || Messages per Line
[;chnents of FM Area SSHE Document Status Initial
Posted =
[ preposted
7l Undone Header Data k Additional Data
[ Held
Process upplement] & Tota 0.00
Budget Category Payment g Wersian
Document type i Document Date 05/24/2013
Fiscal Year 2013 Peariod al B

Eudget Type
Grant

Funded Programm

D[EEo) & (@ .| 8=

Lines

Line Fund Funds Center Commitrnent Item Functional Area Arnount (LUSD) DK | Text

Aborting a Transaction

If you have entered a transaction and it seems to be taking longer than it should to return results or if you
realize you forgot to enter a particular data element, you can abort the transaction. Click on the blue icon in
the upper left hand corner of the screen and choose stop transaction as shown below.

Menu  Edit  Eawvorit

ove
Size

Minirnize | b
M aximize

Close Alt+F4 Folder for g

Create Session

Stop Transaction
—V—E—vrmwp'p'ntl%lvn-gﬂmpﬂﬂléﬂﬁ

L S
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HOW TO LOGOFF

o Click on System - Logoff

This will display the following menu:

Menu Edit Favorites Esfras ( System  Help
) Zate Session Omoan BDE &
End Session
SAP Easy Access ——— .
|__13|E'|E?|E|ﬁ9|v Serices ¥
= 2 Favorites U.t|l|t|es '
> [CTEAP UserFavorties Foider| '
= 4 S4P menu Services for Object
b [ Office My Ohjects r
I [ Cross-Application Campar Owin Spool Reguests
> Ol heomarin Oun Jobs
I [ Human Resources Short Message
I [ Information Systems Status...
[ [ Toals k
—— §

OR

a Click on Yellow Arrow @

Menu  Edit Favorites Extras  Swstern Help
& aldHCaa BRR HDLH0 HE @F
SAP Easy Access g

(6 ™| & | | B|2]| |~/

OR

a Click on X I to close window

Menu  Edit  Eavorit Systerm Help

2dH C@an CEHE ODhoan AR @

SAP Easy Access
BE | & EB 2| v
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