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Lesson 19. Customizing Your User ID

In this lesson, you see how to change your user ID settings.






Lesson 20. Understanding Configuration

In this lesson, you learn what configuration is and how it affects you as a user.






Lesson 21. SAP R/3 and the Internet

In this lesson, you learn how SAP R/3 facilitates business on the Internet. You also look at SAP's home page on the World Wide Web.






Lesson 22. Kinds of Business Documents

In this lesson, you learn the purpose of some common types of documents used in SAP R/3.






Lesson 23. SAP R/3 Industry Solutions

In this lesson, you learn what the Industry Solutions are and how they may affect you.






Lesson 1. Accessing SAP R/3

In this lesson, you learn how to log on and off SAP R/3 and how to change your password.

TIP



Say It Right  

SAP is pronounced "ESS-AY-PEE"; it's not like the sap in a tree.








Lesson 24. Where to Go from Here


In this lesson, you learn what other kinds of help can be provided as part of an SAP R/3 implementation.







Appendix
A. Sales and Distribution, Materials Management, and Production Planning Modules
Sales and Distribution

Materials Management

Production Planning








Appendix
B. Quality Management, Plant Maintenance, and Human Resources Modules
CAUTION



Wait!  

Before you read this appendix, make sure that you're familiar with the different kinds of SAP R/3 business documents explained in Lesson 22.








Appendix
C. Financial Accounting, Controlling, Asset Management, and Project System Modules
Financial Accounting

Controlling

Asset Management

Project System








Lesson 2. Using the SAP R/3 Interface

In this lesson, you see how to use the components of the SAP R/3 interface.






Lesson 3. Getting Around the Screen

In this lesson, you learn how to get around the SAP R/3 screen and how to get help on the fields displayed.






Lesson 4. Moving Between Screens

In this lesson, you learn how to scroll around an SAP R/3 screen and how to move between screens. You also learn about the menus available on various screens.
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Lesson 5. Using Basic Help

In this lesson, you learn how to find the kind of help that applies across all SAP R/3 modules.






Lesson 6. Using Task-Level Help

In this lesson, you learn how to find specific detailed help on tasks you need to perform in SAP R/3. You also see how to use context-sensitive help and to search the SAP R/3 Help Library for yourself.






Lesson 7. Creating a Document

In this lesson, you learn how to create a business document, relying on SAP R/3 to help you through the process.






We'd Like to Hear from You!

As part of our continuing effort to produce books of the highest possible quality, Sams would like to hear your comments. To stay competitive, we really want you, as a computer book reader and user, to let us know what you like or dislike most about this book or other Sams products.

You can mail comments, ideas, or suggestions for improving future editions to the address below, or send us a fax at (317) 581-4663. For the online inclined, the address of our World Wide Web site is http://www.mcp.com.

In addition to exploring our forum, please feel free to contact me personally to discuss your opinions of this book at bgambrel@mcp.com.

Thanks in advance�your comments will help us to continue publishing the best books available on computer topics in today's market.

Bryan Gambrel

Executive Editor

Macmillan Computer Publishing

201 West 103rd Street

Indianapolis, Indiana 46290

USA






Lesson 8. Using Matchcodes

In this lesson, you see how to use matchcodes to have SAP R/3 look up records for you.






Lesson 9. Displaying a Document

In this lesson, you learn how to look up and display a document directly with the document number and also by using matchcodes.






Lesson 10. Changing a Document

In this lesson, you learn how to find and change a document that's already on your system.






Lesson 11. Using List Display

In this lesson, you learn how to select and display document lists.






Introduction

SAP R/3 is an integrated business system designed to help organizations run such business processes as managing inventory, creating requisitions, processing sales orders, paying invoices, and so on. SAP R/3 covers a wide spectrum of business processes.

In the past, computer systems were specified and brought into organizations by each individual department: Human Resources chose its own system, Materials Management chose its system, Accounting chose its system, and so on. Although each system may have been the best choice for a particular department, keeping them working together was very expensive. This kind of complex patchwork system inhibited change in organizations�and we all know what happens to organizations that can't change quickly.

SAP R/3 provides a single integrated system to handle the needs of all departments in a corporation. This integration is the single biggest advantage to moving to SAP R/3. Its client/server architecture increases SAP R/3's versatility.

Plain English



Client/Server  

In client/server computing, part of the processing runs on your desktop PC (the client), and part runs on central shared computers (servers). The presentation and preprocessing is done on your PC; the information is stored on servers.




SAP R/3 consists of a series of application areas. Figure I.1 shows those areas and how they interconnect.



Figure I.1. The SAP R/3 system components.
[image: graphics/infig01.gif]






Lesson 12. Generating Reports and Printing

In this lesson, you learn how to print lists and reports in SAP R/3. You also learn how SAP R/3 defines output destinations for business documents such as purchase orders, invoices, production orders, and so on.






Lesson 13. Using Variants

In this lesson, you see how variants save time when you have large or complex selection criteria for lists and reports. You also learn how to save and share selection criteria with other users.






Lesson 14. Editing Text

In this lesson, you learn how to edit text by using SAP R/3's built-in text editor.






Lesson 15. Using Master Data

In this lesson, you learn what master data is and how to use and maintain it. You also learn what kinds of master data are available in SAP R/3.






Lesson 16. Using User Parameters

In this lesson, you learn how user parameters reduce the typing you need to do when creating new business documents.






Lesson 17. Using User Menus

In this lesson, you learn how to use user menus to provide custom access paths.






Lesson 18. Using Transaction Codes

In this lesson, you learn how to bypass the menus by using transaction codes, how to look up the transaction codes for screens to which you know the menu path, and how to run multiple SAP R/3 sessions and move between them.
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  > for the Material field (refer to Figure 8.2), double-click M, Material by description. A Restri

> in the QM modulemodules Qualit Management



 .mpx format

 /n prefix , 2nd


 /o prefix


A abandoning screens

 ABAP/4

 abbreviated field names


    See : Glossary buttonABC button .



 access paths creating user menus



accessinginformation customers



 output controller

 Project System (PS) module

screens finding transaction codes



 text screen
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 PCA



acknowledging messages



 acquiring assets

activating user menus



 Activities (tasks)

adding .

 details to requisitions

 functions to user menus

 line items to requisitions

 records (master files)

text to documents
 , 2nd

 , 3rd

 , 4th

 , 5th






adding/deleting line items
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 screen colors



Adobe Acrobat format

 reader



 ALE (Application Link Enabling) messages

alerts drawing attention to special conditions



 allocating costs across cost centers
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alteringdocuments restrictions



 fields

 line items



 alternate matchcodes

application areas creating documents



 Application Link Enabling (ALE) messages

applications interfacing with SAP R/3

 Java enabled

 Microsoft Project

 SAP R/3 extensions



assessing business processes between departments



Asset Management (AM) module functions



 Asset Master , 2nd


 assets acquiring



 asterisks indicating new paragraphs

attaching notes to line items



 Automatic Procedures (Financial Accounting module)
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B basic help , 2nd


 Basic help

basic help .



 benefits (SAP R/3)

 best practices

 Bill of Materials , 2nd
 , 3rd


 Bill of Materials (BOM)

 billing documents

 Bills of Material

 Bills of Materials


    See : Search buttonsbinoculars .



 blocking activity

 BOM (Bill of Materials

boxes Default Datat for Items

 helper

 item selection , 2nd


 More Text

 Restrict Value Ranges




    See : helpbrowser-based help .



 browsers (Web)

 browsing documents online

 business areas

 business documents

business processes modifying



buttons Details (screen)

 Execute (List Display of Purchase Requisitions screen)

 Exit tool

 Get Variant (List Display of Purchase Requisitions screen)

 Glossary (help)

Help dialog box Technical Infor



 LO (help)

 LO (Logistics section, Help)

 Long text (Change(colon) Purchase Requisition(colon) Item Overview screen)

 New Search

 New Search button (matchcodes)

 Overview (Change(colon) Purchase Requisition(colon) Item Overview screen)

screen Details



 Search (help)

tool Save
 , 2nd




toolbar Save



User Menu window Configure



user menus New Entries
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C calendars (onscreen)

cancelling screen resolution changes



 canned reports

 Carrier Master

catalogs inspection



 CATT test status control

 certification (ISO 9000)

 chains of documents

 Change command (Requisition menu)

 Change Disply option (Edit menu)

 Change Material(colon) Basic Data screen

 Change Material(colon) Initial Screen

 Change(colon) Purchase Requisition(colon) Initial screen

 Change(colon) Purchase Requisition(colon) Item Overview screen , 2nd
 altering fields



changingconfiguration of SAP R/3 systems reasons for



 Cursor,Fonts, and Trace pages

 default printers

 from generic SAP R/3 to an Industry Solution

 names of user menu items
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records (master files) saving changes



 SAP R/3

 SAP R/3 default screen size

 SAP R/3 systems

 screen resolutions
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variants protecting from



 window sizes



 changing displays
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 documents
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 invalid
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 Ctrl+V
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 Extended Help (Help menu)

 Own Data (System menu|User submenu)

 Purchasing documents totals command (Total Variants dialog box)

 R/3 Library (Help menu)

System menu Create Session



user options menu Options
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 company codes

 Company Codes

 company codes

company specific help .



 company-specific help , 2nd
 , 3rd
 , 4th
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 conceptual overviews

 Configure button (User Menu window)
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 context-sensitive help , 2nd
 searching
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copying Ctrl+C command
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 Ctrl+C command

 Ctrl+V command
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 custom extensions shortcomings
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Ddata master , 2nd


 organizational

project transferring



 transaction , 2nd




data entry point of capture



date selectingdates onscreen calendar





dates format

 selecting (fields)

 setting format
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 closing
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 creating
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 deleting text
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EEdit menu Change Display option



editingtext starting new paragraphs





editors text
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entries code (fields)
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 Equipment Master , 2nd


 error messages displaying

 No Matchcode record was found
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F F4 (Possible Entries) command

F4 button selecting dates (fields)



 FI (Financial Accounting

 Field Level Help

 Field-Level Help

fields abbreviated names

 altering

 code entries

 command

date selection F4 button



 default data

 deleting user parameters
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 Requisnr. , 2nd


 selecting views

setting user parameters saving settings



 Short text

 stacked

 starting line-item
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G
    See : General LedgerG/L level .
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General page options
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line items adding/deleting

 altering

 displaying
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 right-clicking on screen
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M Main Selection Criteria area (Purchasing screen)

 Maintain User(colon) Defaults screen Output Device field

 Start Menu field

 User field



 Maintain User(colon) Parameters screen

maintainingmaster files saving changes





maintenance planning



 Maintenance Notifications

 maintenance notifications

 Maintenance Orders

 maintenance orders

 Make-to-Order jobs

managingprojects Gantt Charts





 mandatory fields

marketing creating orders on the Internet



 master data , 2nd
 , 3rd
 .



 master files , 2nd
 , 3rd
 , 4th
 hierarchical

 list of

maintaining saving changes



 Materials Management

modifying ALE messages



 relational

 setting modifications ahead of time



 Master Inspection Characteristics

 master inspection characteristics

match-codes selecting



 Matchcode ID dialog box

 Matchcode IDs

 Matchcode W

matchcodes alternate

 creating documents , 2nd


 field indications

 fields

lists printing



 Matchcode IDs

 multiple

 narrowing the search

 New Search button

 No Matchcode record was found error message

 opening lists

 right-clicking on screen

searching documents



 searching for values



 Material field

 Material fields , 2nd


 material Master

 Material Master , 2nd


 material Master

Material Master Quality Management



 material number

material numbers searching for



 Material Provision Lists

 material requirement planning

 Material Requirements Planning

 Material Reservations

 material reservations

materials views



 Materials Management (MM) documents

 functions

 organization structure



 materials Management submenu (Logistics menu)

 Materials Requirements Planning (MRP)

 materials, Matchcode W

 matrix organization , 2nd


memos Credit

 credit

 Debit

 debit



menus alternatives

Edit Change Display option



 Goto

Help R/3 Library command



 Logistics

 opening levels

 Purchase Order (Purchasing screen)

 Requisition , 2nd


user selecting structure





messages acknowledging

 ALE

 confirmation

 double-clicking

error No Matchcode record was found



 status bar



messages (onscreen) help



 Microsoft Project


    See : Materials ManagementMM .



modifying business prcesses

 master files



 modulesAsset Management (AM) functions



Controlling (CO) transactions



Financial Accounting Help



 help

Human Resources organization structure



 integration between

 master data

 Plant Maintenance

Plant Maintenance (PM) documents



Project System (PS) Help



 Qualit Management

Sales and Distribution (SD) transferring information





 monitoring businesses

 More Text box

mouse right-clicking on screen



moving between fields

 between sessions



 MRP (Materials Requirements Planning)

 multi-tasking

 multiple matchcodes , 2nd


 Multiple selection dialog box

 Multiple Selection for Purchasing Group dialog box

 Multiple Selection icon

 multiple selections
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Nnames abbreviated (fields)

 user logon

 user menus



 narrowing searches (matchcodes) , 2nd


nesting files



 Netscape Navigator

 Network Diagrams

 networks

 New Entries button (user menus)

 New Search button

 New Search button (matchcodes)

 New Search icon (Search Methods dialog box)

 newsgroups de.alt.comp.sap-r3

 posting to



 newsreaders

 no charge deliverys

 No Matchcode record was found error message

notes attaching to line items



 number values consolidating



numbers line item , 2nd


material finding
 , 2nd




 PO (purchase order)

 reference






	I l@ve RuBoard
	 



	I l@ve RuBoard
	 

Sams Teach Yourself SAP R/3 in 10 Minutes

[Symbol][A][B][C][D][E][F][G][H][I][J][L][M][N][O][P][Q][R][S][T][U][V][W]

O
    See : Internetonline .




    See : helponline help .



opening help text

 matchcode lists

 menu levels

sessions SAP R/3 icon





options sorting



 Options command (user options menu)

 Options dialog box

 Order Proposals

 ordering interfaces

orders generating proposed



organization structure Controlling (CO) module

 controlling (CO) module

 divisions

 Human Resources module

 Materials Management

 Production Planning



 organization structure (Sales and Distribution module)

 organizational changes

 organizational data

organizing tasks



 Outline Agreement

 Outline Agreements

 outline agreements

 Outlook Express

 output controller .

 accessing

 help



 output controller (printing)

 Output Device field (Maintain User(colon) Defaults screen) , 2nd


 Outside Range option

 outsourcing services

 Own Data command (System menu|User Profile submenu)
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Ppanes Help file

 index



 panes (windows)

paragraphs starting new



 Parameter ID field

 parameter IDs (PIDs)

 Parameter Value column

parametersuser searching for PIDs
 , 2nd






pasting items




    See : access pathspaths .



 payment interfaces

 payments

 payrolls tracking adjustments



perameters user



 Personal Master

 Personal Navigator , 2nd
 value



 Picking lists

PIDs Parameter ID field

 searching for



 PIDs (perameter IDs)

 PIS (Public Information System)

 Planned Orders

planning maintenance



 Plant field

Plant Maintenance (PM) module communication routes

 documents

 equipment

 functional locations

 Help

 maintenance information

 master files



 Plant Management (PM) module

 Plant(colon) Maintain Selection Options dialog box

 Plants


    See : Plant Maintenance modulePM .



 PO numbers

 point of capture data entry

 pop-up windows closing




    See : Purchase OrdersPOs .



 Possible Entries (F4) command

posting to newsgroups



 PP (Production Planning) documents

 functions



predefined destinations routing



 predefined printers

prefixes /n

 /o



 price quotation interfaces

 Pricing and Conditions (sales orders)

 Print Control area

 Print Immed. option (printing reports)

Print Screen List default values



 Print Screen List screen

 printer icon

printers changing default

 local

 predefined

 selecting



printing downloaded documents

 help

 output controller

reports Print Screen List screen



 spool requests



 proactive changes

problems finding causes



 process changes

processing sales information



 procurement

 product information interfaces

 Production Orders , 2nd


 production orders

Production Planning (PP organization structure



 Production Planning (PP) documents

 functions



Production Resource & Tools Overviews



 Profit Center Accounting (PCA)

programming languages ABAP/4

 Java



 project costs

 project management

Project System (PS) module accessing

 benefits

 documents

 functions

 Help



project teams training



projectsmanaging Gantt Charts



 tracking progress



prompting complete fields

 fields

 selection criteria

 to complete fields



 Protect variant check box (List Display Purchase Requisition screen)

 protecting variants from change

 Public Information System (PIS)

 Purchanse Orders

 Purchase Order menu (Purchasing screen)

 purchase orders , 2nd
 , 3rd
 details

lists sorting
 , 2nd






 Purchase requisition field

 Purchase Requisitions

 purchase requisitions

 purchasing

 Purchasing

 Purchasing document totals command

 Purchasing document totals command (Total Variants dialog box)

 purchasing group

 Purchasing Group

 Purchasing option (Logistics menu)

 Purchasing screen , 2nd
 , 3rd
 , 4th
 adding text to documents

 Main Selection Criteria area

Requisition menu Create option
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Q Q-Info Records

QM (Quality Management) documents

 Help

 inspection terms



 Quality Assurance Agreements

Quality Management ISO 9004 compliant



Quality Management (QM) abilities

 documents

 Help

 inspection terms

 with procurement



 question marks (fields)

 Quick info box

 Quick Info options

 Quotations

 quotations
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RR/3 Library command Help menu



 ranges (values) , 2nd
 displaying

 saving



 reactive changes

 real estate assets

records displaying all (fields)

master files modifying
 , 2nd

 , 3rd

 , 4th




 material master



 reference numbers

 Release Orders

 remote users

 Repetitive Manufacturing jobs

reports canned

 creating

 custom

printing Print Screen List screen



 routins



 required entry fields)

Requisition menu Change command



 Requisition menu (Purchasing screen) Display command



 requisition numbers (assigning)

 requisitioning

requisitions displaying (Display Requisition tool button)

 selecting



 Requisnr. field

 Requisnr.fields

 reservations

resolutions higher (work effects)

screen cancelling changes





 resolutions (screens)changing effect on color palette





resources allocating



restoring default colors



 Restrice Value Ranges dialog box

 Restrict Value Range dialog box , 2nd
 , 3rd


 Restrict Value Ranges box

restricting values (searching)




    See : Display Access Only, documentsrestrictions .



 returns

 RFQs (purchase orders)

 right-clicking on screen

 Routing

routing predefined destinations

 user ID



 Routings , 2nd
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S Sales and Distribution (SD) module functions and benefits

 main documents

 organization structure

 transferring information



sales information processing



 Sales Orders

 sales orders

SAP home page appearance

 downloading documents



 SAP home page (http://www.sap.com/)

SAP R/3 benefits

 common documents

configuring specialized systems



 configuring to fit needs

 custom extensions

documents examples
 , 2nd

 , 3rd

 , 4th

 , 5th

 , 6th




 extensions

 flexibility

 future considerations

implementing adapting vanilla copy



 Industry Solutions

 InfoDB

 integrating benefits

 interfacing with specialized systems

 Internet

 newsgroup (de.alt.comp.sap-r3)

 Personal Navigator

writing custom extensions shortcoming





SAP R/3 icon opening sessions



 SAP R/3 screen Logistics menu



 SAP-GUI

 Save as Variant screen , 2nd


 Save button (toolbar)

 Save tool button , 2nd


saving changes to edited text

 details (documents)

 displayed lists

documents dialog box caution



 new user menus

 print jobs

 shortcuts

 user parameters

 value ranges

 variants



screen buttons accessing documents

 Details



screens adjusting colors

 Change Material(colon) Basic Data

 Change Material(colon) Initial Screen

 Change(colon) Purchase Requisition(colon) Initial screen

Change(colon) Purchase Requisition(colon) Item Overview screen altering fields



 closing

 context-sensitive help

 Create Purchase Requisition(colon) Item Details screen

 Create Purchase Requisition(colon) Item Overview Screen

 Create Purchase Requisition(colon) Item Overview screen

 Create Purchase Requisition(colon)Initial Screen

 Create Purchase Requisition: Item Overview screen

 Create: Purchase Requisition

 customizing size

 Display Purchase Requisition(colon) Initial screen

 Display Purchase Requisition(colon) Item Overview screen

 displaying on Web browsers

 extended selection

 fonts

 Item Detail

 Library Manager

List Display of Purchase Requisitions screen execute button



List Display Purchase Requisition screen Protect variant check box



 Maintain User(colon) Defaults

 Maintain User(colon) Parameters

moving between leaving previous screen open



 Print Screen List

Purchasing adding text to documents



resolution effect on color palette



 SAP R/3

 SAP R/3 logon

 Save as Variant

 short text (text editor)

 System(colon) Status screen

 Text Overview

transaction codes System(colon) Status screen



 values



 scrollbars

 Search buttons (help window)

 Search Methods dialog box

searching context-sensitive help

documents matchcodes



 for definitions

 for details (purchse orders)

 for field PIDs

 for information on SAP

 for material numbers

 for transaction codes

 for values (matchcodes) , 2nd


help topics indexes



matchcodes opening lists



 restricting values

text fields wildcards
 , 2nd

 , 3rd




 wildcard characters



 Select View(s) dialog box

selecting . , 2nd


 matchcodes

 printers

 requisitions

 text

 user menu structure

 views



selection criteria .

 extended

 prompting



 Selection of Search Method dialog box

 Selection of Search Method list (Material field)

 Selections of Search Methods box


    See : Sales and Distribution (SD) moduleselling .



sending ALE messages



 sessions closing

 moving between

 opening multiple



setting date format

default user values saving changes



 master file modifications ahead of time

user parameters saving



values (fields) user parameters





settingsdesktop changing





 Settings tab (Display Properties sheet)


    See : grayedshaded .



SharpeÕ s law



 Short text field

 short text screen (text editor)

shortcut keys Ctrl+C



shortcuts saving your work



sizing screens

 windows



 slides

 Sort dialog box

 Sort icon

sortingpurchase orders lists
 , 2nd




 sort options

 subsorts



 source documents

specialized systems interfacing with SAP R/3



 spool request

 spool request (printing)

 stacked fields

 Start Menu field (Maintain User(colon) Defaults screen)

starting from an Industry Solution version

 new paragraphs

new user menus saving



user menus activating





starting lin-item field changing values



 starting line-item field , 2nd


 starting values

status barmessages confirmation



 turning off



status barserror messages invalid code



 messages

 prompting to complete fields



 status line

storing Clipboard



 subdocuments

 subscribing to SAP R/3 newsgroups

subsorts .

 Sort dialog box



 System Libraries option

System menuUser Profile submenu Own Data command





System meu Create Session command



 System(colon) Status screen

systems help
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  > for the Material field (refer to Figure 8.2), double-click M, Material by description. A Restri

> in the QM modulemodules Qualit Management



 .mpx format

 /n prefix , 2nd


 /o prefix


A abandoning screens

 ABAP/4

 abbreviated field names


    See : Glossary buttonABC button .



 access paths creating user menus



accessinginformation customers



 output controller

 Project System (PS) module

screens finding transaction codes



 text screen



accounting CCA

 PCA



acknowledging messages



 acquiring assets

activating user menus



 Activities (tasks)

adding .

 details to requisitions

 functions to user menus

 line items to requisitions

 records (master files)

text to documents
 , 2nd

 , 3rd

 , 4th

 , 5th






adding/deleting line items



adjusting businesses to fit SAP products

 screen colors



Adobe Acrobat format

 reader



 ALE (Application Link Enabling) messages

alerts drawing attention to special conditions



 allocating costs across cost centers

 allocating resources

alteringdocuments restrictions



 fields

 line items



 alternate matchcodes

application areas creating documents



 Application Link Enabling (ALE) messages

applications interfacing with SAP R/3

 Java enabled

 Microsoft Project

 SAP R/3 extensions



assessing business processes between departments



Asset Management (AM) module functions



 Asset Master , 2nd


 assets acquiring



 asterisks indicating new paragraphs

attaching notes to line items



 Automatic Procedures (Financial Accounting module)
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