	Module 1 – SAP Intro
	



	Part one
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Double Click

SAP Logon
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	The SAP Logon window opens
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Click the User-Defined or

New User button
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	Click the Add button

Enter information provided by

your Hosting Site or Instructor
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Select the item descripton

that you added

Click logon
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	The SAP User Entry

Window Opens
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Click the

Checkmark (Continue) button

When finished
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	If you do not enter

Valid user details

This message occurs.

Try Again
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Click continue when finished
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	Menus
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Click to open next level
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Double Click to open a transaction

(Data entry screen)
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	Click the Company Code button
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Click the Continue button

Change code to 3000
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	Click Continue button

to correct the error.

Click Continue button
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Change Currency

to USD

Change dates

to 01/01/2007

Click continue
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	Click here to begin

Search for G/L acct
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 (1)

Change tab to

G/L account description in chart of accounts

Then enter

petty*

in G/L long text field



(2)

Click the continue button
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	Double click
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(1)

Complete as shown

(2)

Click search Button
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	Click the continue button

Enter bank*
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Click the continue button

Click to select
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	(1)Complete as shown
(2) Click the Simulate button
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Click to accept message
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	Click on Post/Save
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Click exit
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	Click yes to exit editing



	

	[image: image31.png]= €9 General Lodger
= Eypostng

@ General Posting
D Enter Genersl Posting o Ledger Graup
D Edtor Park oL Document
@ Generl Document Parking
D Postwin Clearing
© incoming Payments
© outgong Pamerts
© cashJoumal Postng
© ValusteForein Curency
b O3 Retersnce Docurents
€9 Dosument
@ Change.
@ Change Line iems
© Display
D Display Changes.
@ Rese Cleared flams

) ] )

[ 0| sEssION_MANAGER B8] dakar (NS [ |7





Click the System menu item
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	Click Log off
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	Part Two
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	Double-click the SAP Logon item



	

	[image: image36.png]ot oS Y TRNETS RS
Coume s 2

Sl
5% 20,207

-
et .

Seprans

Sossapian 7 (e
e | s

|

™ [ ergeten -
ot e +f [psoeten

» »

e —





Click the User-Defined or New Item button
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	Click the Add button
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Double-click the

item description

that you added
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	Enter your client number
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Enter your USER number
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	Click continue

Enter your password
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Click to open or close menu
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	Click to collapse the entry field
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Click to open entry field
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	Click to expand
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Click to expand
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	Double Click to open transaction screen
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Enter a date
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	Click to enter a G/L account
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Click for options
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	Select the Debit item
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Click to begin entering amount
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	Click to save

Enter amount
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Click to exit
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	Click here!
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