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Getting Started with SAP Quick Reference Guide

This document outlines some key steps to begin using the SAP system.

Logging In

Follow the steps below to login to SAP:

1. Click the SAP Business Client shortcut (shown below) in the SAP tab of your ZenWorks
My Applications window to access the Log On screen.

2. Complete the following fields:

e User* - enter your username.
e Password* - enter your password.

Note: You cannot tab between fields on the SAP logon screen. After entering your
Username, click into the Password field to enter your password.

SAP NetWeaver

System: TDE
Client* 100
User*
Password:*

Log On

Change Password

3. Click Log On.

Index screen
The Index screen provides you with access to the available menus.

3] index

lex o»
Search or enter application name or ransaction code

SAP NetWeaver Business Client

Here you can find all the information about your business

General Ledger

Here you can access General Ledger related functions. Depending on your access, you are able to access GL
documents, including, creating, parking and posting journals, managing and defining recurring documents
completing period closing, managing bank a

4 Portfolio and Project Management
~~—  Here you can access Portfolio and Project Management related functions. Depending on your access, you are able to
access portfolio objects, projects and manage resources, update as appropriate, and execute reports.

Real Estate Management

‘m‘l Here you can access Real Estate lanagement related functions. Depending on your access, you are able fo access
master data, confract information, room reservations and long term seating arrangement real estate accounting and
controlling, service charge

EY System Administration
“%  Here you can access System Administration related tasks, including interface management, application security for
users and role maintenance and reporting, and access system tools such as background processing, migration
functionality, etc.

Note: You can access the Index from other tabs by clicking the Index icon (circled above).

Getting Started with SAP QRG (Property Management) Page 1 of 4



NZ TRANSPORT AGENCY

WAKA KOTAHI

The following table describes some

SAPenable

of the key features of the SAP Index screen.

Fields/Buttons

Name

Function

) Search bar

Enter a transaction code or description to
navigate to a transaction or sub-menu.

*

Favourites

Contains a list of:

e preferred transactions
e previous searches
e transactions recently used.

L

Real Estate Management

Real Estate
Management
menu

Click this to open the Real Estate
Management menu.

Add Tab

Click the Add Tab icon to open a new
tab.

»

Tab List

Click the Tab List icon to view a list of
all open transaction screen.

Note: Clicking on any of the names in
the list will display the selected
transaction.

Index screen menus

The Menu views (e.g. the Real Estate Management menu) displayed below shows how the
sub menus flow directly from left to right. When a menu item is underlined (or looks like a
web link), this will open a new tab containing the selected transaction as indicated by green

circle.

SAP NetWeaver Business Client

ki

Accounts Receivable

Here you can access Accounts Receivable related funcions. Depending on your access, you are able ta accass
customer master data, customer accountinformation, customer inveicing, incaming payment processing and run
related Accounts Receivable reports.

Fixed Assets

Here you can access Fixed Assets related functions. Depending on your access, you are able to access fixed assets
master data records, periodic processing such as depreciation runs, asset postings, asset retirements and Fixed
Assetreports.

General Ledger

Here you can access General Ledger related functions. Depending on your access, you are able to access GL
documents, including, creating, parking and posting joumnals, managing and defining recurring decuments,
completing period closing, managing bank a

Portfolio and Project Management
Here you can access Portfolio and Project Management related functions. Depending on your 3ccess, you are able to
access portfolio objects, projects and manage resources, update as appropriate, and execute reports.

Real Estate Management

Here you can aceess Real Estate Management related functions. Depending on your access, you are able to access
master data, contract information, room resenvations and lang term seating arrangement, real estate accounting and
controlling, senvice charge

Overview Master Data

At e et You can access Real Estate

Cuerew ork Center master dats funetions here,

[r——— N including displaying
maintaining master data

Posting » | rental ohiects, architecture
and business pariners

Reporting

>

Worklist: Up

rocess Dats

Process Dates for Contract

System Administration

Here you can access System Administration related tasks, including interface management, application security for
users and role maintenance and reporting, and access system tosls such as background processing, migration
functienality, etc.
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Clicking on the Overview Work Centre link will open a new tab for the menu area (e.g. Real
Estate Management) with all menu items listed individually, as shown below.

Real Estate Management

SAP NetWeaver Business Client

72 Index kn Real Estate Management o»
= g | Searchorenter application name or ransaction code
Master Data o Reporting
== You can access Real Estate master data functions here, including displaying, maintaining master data, rental objects, architecture, and business You can un Real Estate reports here, including repariing on accruals, cash flow, business pariners, coniracts and rules.
partners.
* AccrualsiDeferrals
« RE Navigator

* Info System

* Info System: Cash Flow

+ Info System: Contracts

+ I3:Business Partners

* Infosystem: Secy

Posting * Infosystem:
‘ “You can access Real Estate Posting Functions here, including periodic contract posting and reversals. * Infosystem: Term

ontracts

ption Rates of RE Objects

Navigating and searching for a Transaction
There are two ways to search for a transaction you can either:
e search by the transaction code, or

e search by the transaction name.

To search by transaction code, type in either part of or all of the transaction code. Select the
transaction from the predictive search list. This opens the transaction in a new tab.

Real Estate Management

11 Index kn Real Estate Management ° »
:E * red

[% Start transaction 'RES'

Favorites and Recent ltems
= 17 RESD ntal objects, architecture, and business

Transactions and App! 5

@g RE80D: RE Navigator (RE&0D)

Options '1 Search for 'red in...

+ Process Dates for Contracts

To search by transaction name, type in part or all of the transaction name. Select the
transaction from the predictive search list. This will open the transaction in a new tab.

Please note that this list will also include previous entries that you have made (including any
incorrect transaction codes entered).
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Adding Favourites

To add a transaction to your list of favourites, open the Favorites panel and click the Add
Favorites icon, then click OK when the Add to Favorites dialog box displays. (To remove a
favourite, right click on the name in the Favorites pane and click Delete.)

RE Navigator

M Index = RE Navigator ° »
:E n Search or enter application name or transaction code
Favorites * Menu .| & » Q@ | ¢ 2 | £ ¥ ME | Bedt Object..

RE Navigator

& Object Overview
(i Find Object RE Navigator

Name: RE Navigator

tor serves a
Transaction Code: RESD

=
Cess to Prog

Closing a Tab

To close a tab click the cross (x) at the top right of the tab as indicated by green circle.
P

T Index = Balance ( X =—)NewTab

Note: When closing a tab you may be prompted to save your transaction.

SAP Sessions

The Maximum number of SAP sessions that you can have open is eight. Once you reach this
limit you will receive the following message:

m Maximum number of sessions reached]
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