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SAP LOGON

 TC “❑
Scope” SCOPE

The scope of this course is limited to the logon procedure for the SAP system using the SAP GUI.  This training is limited to users who have SAP GUI installed on their computer.  Users who need to access SAP through the web must follow a different procedure that is not covered in this course.

 TC “❑
Learning Objectives” LEARNING OBJECTIVES

After completing this course, you will be able to launch SAP and navigate to its first welcome screen.

 TC “❑
Course Prerequisites” COURSE PREREQUISITES

No prerequisites are required.

 TC “❑
Target Audience” TARGET AUDIENCE

Any State System employee who may need to use the SAP system in any capacity.

 TC “❑
Procedure (step-by-step)” \l 3 PROCEDURE

You should have the following icon on your desktop. If you do not have it, you should ask your SAP contact at the University to load the SAP GUI on your computer.
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· Double click on the above icon

Clicking on the SAP icon, shown on the previous page, will cause the following pop-up window to appear:
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Note:  You can see three items on the above screen:  Production, QA1, and Training. If you attempt to logon before the November 1 Go-Live date, you will see only one item:  Training. If you see more than one selection:

· Click on TRN [Training]
Note:  After Go-Live, you will need to select PRD [Production].
After you have highlighted the correct selection:

· Double click on the Logon icon

Double clicking on the Logon icon will launch SAP and you will see the following screen for a few seconds:
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When this window disappears, the following window will appear:
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You will now need to enter the training client # since there are two training environments (410 for Accounting/Purchasing, 430 for Human Resources/Payroll, your User ID (“50”+” LHUP user name”, e.g. 50aperson), and your Password. 
Enter your User ID and Password, as shown below:
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· Click on the green checkmark (circled by red arrow)

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

· Click on System
This will display the following menu:


· Click on Logoff
 TC “❑
Appendix A:  Help” APPENDIX A
HELP

If you run into problems with the materials covered in this training course or need additional information, you can use any of the following mechanisms:

· Contact your Campus Help Desk, X-2286
· E-mail hotline@lhup.edu
PAGE  


(Copyright 2002, Pennsylvania State System of Higher Education

All Rights Reserved

