How to Search for a Transaction Code or Function/Menu Text: 


1) In the Command field, enter transaction code: search_sap_menu and press ENTER The “Enter Transaction code or Menu Text” pop-up box will appear. 

2) Type the transaction code or menu text you are searching for and click the green checkmark in the pop-up box. The transaction code and item text will appear on the next screen.  

Note: If more than one menu path leads to the same function/transaction code, more than one choice will be displayed. Also, Menu paths are listed in reverse order.

How to Use Shortcut Keystrokes to Enter the Current Date in Any SAP Date Field:

1) Place cursor in the “Date” field. Press [F4] ([F4] retrieves the calendar).

2) Press [F2] on your keyboard ([F2] selects the current date).

How to Make the Posting Date Default to the Current Date (FI only):

1) From within your Single Entry screen, click on the Editing Options button (on the Action Bar).

2) Under Doc.type opt., place a checkmark next to “Document date equals pstg. Date.”

3) Click on “Change user master” (yellow diskette).

Note: The next time you access that Single Entry screen; the posting date will default to the current date.

How to Create a Personal List From Within most SAP Search Fields:


1) Click on the drop-down icon (F4) key.

2) Click the green checkmark within the Search box. This will retrieve the entire list (modify Maximum number of hits, if needed). 

3) Find and select your desired choice.

4) Click on “Insert In Personal List” (Asterix with the plus sign).

5) Repeat until your list is complete.

6) Click on the green checkmark within Search box (Copy). 

Note: The next time you select that particular drop-down icon ((F4) key, only the choices you added to your personal list will appear.

How to Set Up Your SAP Printer in Your User Profile:


1) Go to: System(Services(User Preferences. Look for a new session generated on your Status Bar.

2) Select the new session.

3) Click on the Defaults tab.

4) Under OutputDevice type “LOCL.”

5) Press ENTER.

6) Click SAVE (yellow diskette).
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How to Change the “Quick Info” Function From SLOW to QUICK:

1) Go to: Customizing of Local Layout (top right-hand corner next to yellow question-mark).

2) Click on “Options.”

3) Under “Quick Info,” select “Quick.”

4) Click on “Apply” and “OK.”

How to Make Status Bar Messages Appear in Pop-up Boxes:


1) From within any screen, go to: Customizing of Local Layout.

2) Click on: “Options.”

3) Select the bottom 4 check boxes under the “Messages” section.

4) Click on “Apply” and “OK.”

Note: The next time you receive a status message, it will appear in a pop-up box on your screen.

How to Make Your Cursor Default to the Beginning of a Field When You use the TAB Key or Mouse:


1) Go to: Customizing of Local Layout (top right-hand corner next to yellow question-mark).
2) Click on “Options.”
3) Click on the “Cursor” tab.
4) Place checkmarks next to,
· Note Cursor Position in Field at Tab

· Position Cursor to End of Text

· Selecting the Text in Editfield

5) Click “Apply” and “OK.”

How to Make Transaction Codes Appear Next to Function Titles on the Menu Path:


1) From the Easy Access screen, go to: Extras(Settings. A pop-up box will appear.

2) Select the “Display Technical names” checkbox.
3) Click on the green checkmark. The next time you open your menu path, the Transaction Codes will be displayed.
How to Generate a Shortcut to Your Desktop:


1) From within most SAP screens, click on the Generates a Shortcut on Desktop icon 
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 in the upper right-hand corner of your screen.

Note: The next time you log onto SAP through your shortcut, SAP will take you directly to the screen you created the shortcut from.

How to Set Clearing Items to Initially Inactive (FI only)

1) From within the Post With Clearing: Process Open Items screen, click on the Editing Options pushbutton.

2) Place a checkmark next to Selected Items Initially Inactive.

3) Click Change User Master (Yellow diskette).

4) Click the Back arrow. The next time you enter the same transaction code, all clearing items will be inactive.

How to Send a Report to Another SAP User’s Inbox:
Note: Steps a, b and c detail how to find an SAP user ID.


1) From within the report, go to: System(List(Send.

2) Under Document Contents type a message (optional).

3) Under the Recipient tab, type the recipient’s SAP user I.D 

a. To find a recipient’s SAP I.D, click on the drop-down button in the Recipient field.

b. Select Internal User and click the Detailed Search button.

c. Type in Last name and First name and click the green checkmark.

4) Click Send [F+8]. You may receive a message that the report was sent. 


How to Stop a Report From Being Running:


1) From the very top left-hand corner of your screen click the figure that looks like a vice grip and select Stop Transaction. This will stop the program and take you back out to the Easy Access screen.
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