LaGov Core Component
ECC Navigating &
Reporting

This course is intended to be a learning resource for employees who will use the modules that reside in
the Core Component (ECC) of the LaGov ERP system.




Course Obijectives

Upon completing this course, participants should be able to:

. ldentify the modules included in the Core Component (ECC)
« Access LaGov ERP

- Log on and off the Core Component (ECC)

- Define the SAP Easy Access Menu key terms and concepts

- Navigate through the menus, toolbars and status bar

- Explain the difference between the SAP Menu and User Menu
« Customize the Core Component (ECC) with the User Options
- ldentify the key elements of a transaction

« Successfully execute, search for, and end a transaction

. ldentify system alert messages

- Navigate and execute reports in the Core Component (ECC)




Logging into LaGov

Before logging on, you must have a valid user ID and password.

LEO is actually a subsystem of LaGov, so you have only Tuser ID
and password to remember. Use this same ID and password

whether logging into the

LaGov ERP portal
LEO employee portal or
When logging in using the LaGov ECC icon zs# on your

desktop

Need to change your password?
Locate the Forgot Password? Locked? link on either the LaGov ERP

or LEO login page to change it OR click the | wewmswis  button on the
SAP GUI login screen (shown on Screen 6).




How to Access |LaGov

There are multiple ways to access the LaGov system:

1. LaGov ECC shortcut.
2. LaGov ECC WebGUI link in LaGov ERP Single Sign-on Portal.

3. LaGov ECC WebGUI link in LEO.




LaGov ECC Shortcut

» Method #1- LaGov ECC shortcut on your desktop.
Please note that this requires the SAP GUI and Launch LaGov software to be

installed on your PC.
1. Double click on the LaGov ECC icon on your desktop. [ User System  Help w
L\ & | {iH C@e@ SHR 1o~
Loy sar
L e [T, Mew password
Client 300
2. Typeinyour Personnel ID numberCI i .
in the User field and your passwor User
in the Password field and press the Password srrrnannan]
Enter key.
Language [
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Changing Your Password

» If your password has expired, you will be prompted to change your
password upon logon. Type a new 8 character password in both fields

and click Enter.

» The password selection rules and restrictions are detailed in LEO and
available for your review.
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First Time Logon

copyright

aAF user name FE9990065
First system logon

» The first time you logon, you will
see the message on the right.
This is a copyright message that
will not be displayed on
subsequent logons.

» To close the box, click [#]Enter.

\

Copyright(c) SAP AG 200Z.
811 rights reserved.

License w/o expiration

This software marketed by SAP AG or its
distributors contains proprietary software
components of IBM Corporation.

(c) Copyright IEM Corporation 1993, 19894,
8171 rights reserved.

IBM, DBZ, DATABASE 2 and 05/390 are
registered trademarks of International
Business Machines Corporation.

L




Course Objectives

When Broadcast Messages exist, they will appear in a pop-up box after
each logon. Broadcast messages contain important information and
instructions.

Always read these messages carefully and follow the instructions.
Click[#|Enter to close the message.
Caution!

You will not have an opportunity to see the message again until the next
time you logon.

Id Author System message

1 POODOOSS0 ISIS HR is available 7am - Gpm M-F, 7am-5pm Sat, and 7am-4pm
Sun  Any exceptions will be communicated.




LaGov ECC WebGUI link in LaGov ERP Portal

Method #2 - LaGov ECC WebGUI link in LaGov ERP Portal.
Please note that this requires the SAP GUI and Launch LaGov software to be installed

on your PC. This may be the preferred method for some LaGov ERP agencies.

1. Click on the LaGov Portal icon on your desktop and login.

-
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STATE OF LOUISIANA

BGov

Ex. PODES4321
Case sensitive

Forgot Password? Locked?

Log On

B

First Time User?

Enterprise Resource Planning System Online Help
System Availability

System Requirements
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LaGov ECC WebGUI link in LaGov ERP Portal-

cont'd

2. Navigate to the LaGov ECC WebGUI link
via Core Component (ECC)->Start GUI Session

4 Forward »

LaGov Announcements Employee Portal (LEQ) Core Compconent (ECC) eProcurement (SRM) Data Warehouse WebGUI

Core Component (ECC)

Core Component (ECC) = Core Component (ECC) > Log Off Reminder

You have 2 options to choose from to start an ECC session.

Start WebGui Session
- Start GUI Session

Must have SAPGUI installed locally on your computer to use this option.
- Start WebGUI Session

Selecting this option utilizes SAP's WebGUI which requires that only web browser software be installed on the
computer you are using.

This offers users greater versatility and convenience allowing them to log in to LaGov from any computer that has a
LaGov-supported browser.

Click either option again to start multiple GUI sessions.




LaGov ECC WebGUI linkin LEO

Method #3 - LaGov ECC WebGUI link in LEO.
This method does NOT require SAP software to be installed and provides an alternative

method of accessing the system when away from your office PC (such as in an
emergency office closure situation).

1. Login to Louisiana Employees Online (LEO)
- ~

[

STATE OF LOUISIANA
User * Ex PO0G54321

Password * Case sensitive
Forgot Password? Locked?
Log On || Cancel |

B

First Time User?
Cnline Help

System Availability
System Requirements

Enterprise Resource Planning System

\
\
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LaGov ECC WebGUI linkin LEO - cont'd

2. Navigate to the LaGov ECC WebGUI link
via My Work->LaGov ECC WebGUI

LO Louisiana Employees Online

i Forward

Home LaGov Apps My Info My Time My Benefits My Training W r
To i

ols LaGov ECC WebGUI Publications

ork > Tools > Work Email and Telephone

LEC Inbox I» . |

PRD 300

SAP Easy Access

Menu,| || 4 | Logoff | System, | | Usermenu SAP menu

~* B Favorites

* [ REPORTING




Logging In
Once within the LaGov ERP portal, movement between major system
components is accomplished by simply clicking on the appropriate tab.

(Note: If you do not see a tab displayed, your position does not have
access to that particular functionality.)

Core Component (ECC) eProcuremen t (SRM) Data Warehouse WebGUI

Employee Portal (LEC)

LaGov Announcements > Welcome to LaGowv




First Level Navigation Tabs

Single Sign-on portal utilizes the following 1st level navigation tabs:

- LaGov ERP Announcements
- Employee Portal (LEO)

« Core Component (ECC)

- eProcurement (portal)
 Linear Assets

- Data Warehouse (portal)




Functions of ECC

This lesson is designed to familiarize you with the
functions of the ECC. It will provide information
so that you should be able to:

« Define key ECC terms and concepts

. |dentify the ECC module structure and how
modules relate to each other

- Log on and off of ECC




L aGov ERP Overview

The LaGov ERP system consists of several integrated modules.
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LaGov ERP Overview

The ECC is a group of modules in
the LaGov ERP system that i N }
function under the foundation of “N / L™ o
the central component and enable ~ [~ ‘AP__ 1\/ oM t ‘HN p

a portion of the system to share - K <. AR L ow
master data. RN

RE ’_,/.-;;;.V;Jr- -:\\\ - ! Warehouse

H ' ;e‘Procuremeh't.

‘ FMH = P s

- Logistics

Recall that Master Data allows for 'Z;f;j;';' PA ":ji‘;ﬁ\[ff o < Mo S o
the integration of data across \f"‘f‘\{"/f P Linear 7. PM 1 . Mu H
modules as well as open "
communication within and between }
LaGov functions. "

Non-ECC modules have been grayed out




L aGov ERP Overview

Remember that the ECC is like a departmentin a
store:

The ECC is one of the store 'entrances’ to
the LaGov ERP system.

- Evenif you enter the 'store’ through the
ECC entrance, you can still access any of
the 'merchandise’, or data housed in other
'departments’ or modules.

Some of the 'merchandise’ in the ECC is
shared by other modules and can be
accessed at any location, though one
location will house the merchandise on their
‘'shelves'.




Log In
The ECC will open in a new browser window.

e Since you are logged in to the LaGov ERP portal, you are
automatically signed in to the ECC.

Menu Edit Favorites Extras System Help
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y COwMm Display




Sessions

A session is the term for the LaGov ERP screen thatis in use

« A user can open more than one session at one time - no more than 6 is recommended to conserve system
resources.

Having multiple sessions can be beneficial because it:

- Enables the user to perform multiple transactions within the ECC at one time (e.g. entering an
invoice and viewing a PO).

- Reduces the need to jump from screen to screen.
- Locates key information during a transaction without having to cancel.
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Create a New Session

You can create a session at any time and will not lose any data in a session that is already open.

To create a new session click the “Start GUI Session” option in the LaGov single sign-on portal.

[
Fr—
4 Forward » Options *
SAP Easy Access - User Menu for g
’ -~ e || SAP Easy Access - User Menu for -
LaGov Announcements Employee Portal (LEO) Core Component (ECC) eProcull| | Menu ‘1 | «| @2 |8 | ‘ 2] ‘ [ : e e e e e e
— —————— —M [ Menu | | || @ 2|/ B0 N8| EE|E|fs 2
Core Component (ECC) * B Favorites ~ B Favorites
Core Component (ECC) > Core Component (ECC) > Log Off » [(1 REPORTING » [ REPORTING YO U nOW have tWO ECC
» [ PERSONNEL » B9 PERSONNEL Sessi O n S
Start GUI Session You have 2 options to ¢ » [ ORGMGMT » [0 ORGMGMT
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. Start WebGUI Session LSO_PWV10 - SAP Leaming Solution -> Courses -> Dates -> Crej 7r  LSO_PV10 - SAP Leamning Solution -> Courses -> Dates -> Create with Resources
LSO PWV1A - Human Resources -= SAP Learning Solution > ) LSO_PV1A - Human Resources -> SAP Learning Solution -> Courses -> Dates -» Change

Selecting this option utilizes SAP's WebGUI whi = J o

computer you are using. Ar LSO_PV11 - SAP Leaming Solution -> Gourses -> Dates -> Cre| ) LSO_PV11 - SAP Leamning Solution -> Courses -> Dates -> Create Without Resources
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Ending a Session

It is a good idea to end inactive sessions.

- Each session uses system resources that can affect how fast the ECC
responds to your requests.

- The sessions are independent of each other and closing one will not close
the others or remove their data.

- However, the system does NOT prompt you to save your data so click save
before closing.

To close a session:
« Choose System -> Logoff from the Menu Bar, or

« Click the Close button in the upper right-hand corner of the Internet
Explorer window you wish to close.




Logging Out
To log out of the ECC:
1. Click menu in the top navigation.

2.Select System, then Logoff from the drop-down menu.

e Z" https://lagoverp.doa.louisia.. 2 ~ @ State of Lo.. & | & Log Off Reminder - SAP NetWe... =~ Start WebGui Session - SAP ... ¥ | & Google
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P| Glose GUI Window
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Logging Out (cont’'d)

3. Alternatively, you can select Log off on the top right and select Yes
when you receive the Log off pop up box.

O s
e T hitps://lagoverp.doalouisia.. O - @ State of Lo.. & | = Log Off Reminder - SAP Net.. % | & Google LT AR O]
File Edit View Favorites Tools Help
s @ Log in to your account @ uPerform DOA - ListServ = News-Weather v Portals v scs~ [ECATS G Google B LaGov ERP - YouTube @ LaGov Help

H100% ~




Logging In and Out

Some important details to know about logging in and out of the
ECC:

« The ECC portal is independent of the other portals.

NOTE: Starting an ECC session will not affect any other
active session you may have open, e.g. an Employee Self
Service session.

« Closing the ECC will not close the other active session you
may have open.

« Closing the ECC will not close your LaGov ERP system
access.

o You mustlog out of the LaGov ERP system
separately.




Maintaining Passwords

Keep in mind that data created, changed or
deleted in LaGov ERP can be traced back to the
user ID that performed the activity.

For this reason, it is very important for system
users to keep their password confidential.

It's also important, once logged on, to never
leave an active session unattended. Lock your
computer if you have to briefly step away from
your computer.

And when you finish your work, as suggested
in the previous lesson, be sure you terminate
all active LaGov sessions.




SAP Easy Access Menu

This lesson has been designed to familiarize you
with the functions of the SAP Easy Access
Menu. It will provide information so that you
should be able to:

Define key terms and concepts.

|dentify the menus and toolbars.

Navigate through SAP Menu and User Menu.

Create, Navigate and close a session.

|dentify Status Bar messages and functions.




Navigation Area

The Navigation Area is
where the activity occurs in
the ECC.

- Here is where you will see
either the SAP Menu or the

User Menu.

. Transactions are also
performed in this area.

Menu Edit Favorites Extras
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SAP Easy Access Menu Elements

The Menu Bar includes both generic and transaction specific menu items
- These items change according to active screen.

Menu Edit  Favorites Extras System Help
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SAP Easy Access Menu Elements

Let's explore the different elements on the screen!

Menu Edit  Favorites Extras System Help
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Menu

Menu offer another way to switch between the User menu and the SAP menu.

Menu Edit  Favorites Extras System Help

User menu Ctrl+F10 @ =S MmO @ L]

SAP menu Ctrl+F11
Business Workplace Ctrl+F12
Refresh Ctrl+F1

& = ATy g & | ¥ =

~ = SAP Menu -

v 3 office -
b |:| Cross-Application Components

v [ Collaboration Projects

b |:| Logistics

b |:|Accounting

b |:| Human Resources

v [ Information Systems

¥ L Tools

+ [ WebClient UI Framework




Edit

Edit includes Execute, Execute in new window, and Create
shortcut on the desktop.

Menu Edit | Favorites Extras System Help

a_ Execute F2 :ﬁﬁhﬂ% ﬁﬁﬂﬂ @El

Execute in new window Ctri+F2
SAP E: Create shortcut on the desktop Crri+F3
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v 3 office -
b |:| Cross-Application Components

v [ Collaboration Projects

b |:| Logistics

b |:|Accounting

b |:| Human Resources

v [ Information Systems

¥ L Tools

+ [ WebClient UI Framework




Favorites

Favorites is where you can add, remove, and
manage your favorites.

Menu Edit | Favorites Extras System Help
@ | au Y TR ARARSES QW
Change Ctri+Shift+F3
SAP Easy A  Move 4
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E xtras

Extras include Display documentation, Technical
details, and Settings.

Menu Edit  Favorites Extras System Help

Q Display documentation Shift+F6 ﬁ ﬁ D ﬁ @ E'

Technical details Shift+F11
SAP Easy Access Settings Shift+F2
Set start transaction Shift+F7
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System

System includes a number of commands, such as New GUI

Window, Close GUI Window, and Log Off.

@

!
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Help

StLA Help is located under Help. It contains resources
specifically developed for LaGov ECC.
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Standard Toolbar

The Standard Toolbar, located below the Menu Bar, provides shortcuts
for executing transactions and navigating within the ECC such as:

- Execute, exit, go back and cancel a transaction.
- Move through the screens.

- Customize the layout.

Menu Edit Favorites Extras System Help
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Command Field

The command field ~Ilocated on the standard toolbar to the right of
the @ Enter button, allows users to access a transaction without drilling down
through the menus.

« You can expand and collapse the command field by clicking the arrow to the right of it.
Clicking the highlighted arrow expands and collapses the command field.

SAP Easy Access L
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Standard Toolbar Buttons

~| The Command Field
Allows you to enter commands and transaction codes to directly initiate tasks in the ECC.

The Save Icon

Click on this icon to save the entries made to a transaction, sometimes as the final step to complete
the transaction.

@ The Exit Icon

Click on this icon to leave the current transaction. If you have not saved your data, you will be asked
to save or exit without saving.

@ The Back Icon

Click on this icon to return to the previous screen. If you have not saved your data, you will be asked
to save or go back without saving.




Standard Toolbar Buttons

Other buttons and their uses:

£, The Print Icon
Click on this icon to print the SAP document displayed on the screen.

(il (% The Find and Find Next Icons
Click on these buttons to search for required data.

119 40 8 The Paging Keys
Use these keys to go to the first, previous, next and last screens of a transaction.




Application Toolbar

The Application Toolbar allows users to customize navigation of the system
using shortcuts including adding tasks to the Favorites menu. (We will cover the
Favorites menu later in the course).

User Move
Menu  Business Workplace Change Favorites Favorites Up

o eneee N b l
RE & ewsd 74

SAP Easy Access
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SAP Easy Delete Move Favorites
Access Favorites Down
Menu




SAP Easy Access Menu

The SAP Easy Access Menu is the users point of entry into the ECC.

Clicking the arrow will expand or collapse the SAP Menu.
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Toggle Between Menus

You can toggle between the User Menu and the SAP menu by clicking on the
respective button.

Toggle between the screens by clicking the
SAP Menu button and the User Menu button.
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SAP Menu Functions

The SAP Menu lists the transactions or tasks that can be performed in LaGov ER

- Transactions are organized in folders and sub-folders.

You can drill down to the desired folder or transaction by clicking on the triangles t

the left of the folders. SAP Easy Access
SAP Easy Access SAP Easy Access RE &liawmsd v -
SAP Easy Access . REG bhsd v
r,% = i 'E-E: 'E% ﬁ? v a ¥ [ Favorites
2 F E}j v (3 Favorites ~ [ AP Menu
v [ Favortes - = SAP Menu v [T Office

b [ Favorices ™ [= SAP Menu v [ Office » [T Cross-Application Components
~[F= SAP Menu v [T Office + I Cross-Appication Components » [T Collaboration Projects

v [T Office v [ Cross-Application Components » 07 Colaboration Projects y (O Logistics

¥ [T Cross-Appiication Components v [ Collaboration Projects v B30 Logistics "'

» [ Collaboration Projects v (3 Logistics T = [= Finandial Accounting

v [T Logistics > Accounting + B Fnancial Accounting v [ General Ledger

¥ [T Accounting | v [ Finandial Accounting » B General Ledger » [ Accounts Receivable

b | |Human Resources ¥ | Financal Supply Chain Management » I Accounts Receivable == Accounts Payable

» [T Information Systems v [ Controling B Accounts Payabke » [ Document Entry

¥ [ Tools v [ Enterprise Controling » 2 Banks » [ Document

¥ [T WebClient UI Framework v [ Strategic Enterprise Management v B Fixed Assets » [ Account

v [ Investment Management y I Special Purpose Ledger v [ Master Records
=5 » [ Periodic Processing
b _mﬂdditional Functions b £ Reporting
—




Status Bar

The Status Bar provides general
system information related to:

- System notifications in the
Message Area

« The ECC and Current
transaction information in the

Status Fields

SAP Easy Access
RE 2 aigsd v -

¥ |:| Favorites
~ [~ SAP Menu
v [ Office
b |:| Cross-Application Components
» 7 collaboration Projects
b |:| Logistics
b |:| Accounting
b |:| Human Resources
» [ Information Systems
¥ [0 Tools

¥ [ WebClient UT Framework

n You are not authorized to use transaction ZP50

m You are not authorized to use transaction ZP50

[* | PRD (1) 300 ™ doaprdd3 =OVR 0

T

Message Area

N\ ]

Status Fields




Status Bar Elements

Elements of the Status Bar include:

m You are not authorized to use transaction ZP50 (> PRD(1)300 *  doaprdd3 OVR Loy

- Message indicators
@ identifies error messages that prevent you from proceeding

(1) identifies warning or informational messages
€ identifies success, confirmation and notification messages

« Display arrows
» hides (or displays) the status fields
w displays the system information in the first status field such as:

« System
« Client ® System PRD (1) 300
Client 300
« User
User PO0186807
« Program Program SAPLSMTR_NAVIGATION
° Transaction P\Iransactinn SMEN
L]
. Response Time 94 ms
+ Response time
Interpretation Time 62 ms
Round Trips/Elushes 2/1




Customizing the User Menu

This lesson has been designed to familiarize you
with Customizing the User Menu. It will provide
information so that you should be able to:

|dentify the User Menu
Set Technical Names

Create, Rename, Organize and Delete
Favorites

Insert a Favorites Folder

|dentify the Customize Local Layout
button and its functions

Modify the Design Settings, Font and
Interface Color Scheme




User Menu

’ Menu Edit Favorites Extras Syste
The User Menu reflects a user's :

working environment and @ v | «
consists of transactions, displays

and/or reports. SAP Easy Access - User Menu
Menu groupings are created REF = aigsd |« a
based on the users’ security roles

in the ECC. v [ Favorices

E:I User Menu

. |f the user’s role changes, the
required changes will be
made by a system
administrator.




Menu Edit Favorites Extras Syste

Technical Names @ =P

SAP Easy Access - User Menu

Tasks in the User Menu can be

displayed with the name and s =
transaCtion COde. . EEJ ZP272 - Errors Report
" EEJ ZP273 - Get My Approver Heirarchy
 You can do this by changing a « (2} ZPPO1_DISP - Display Object
Setting in the User Menu tO * '@ 7501 - PD.P.rUﬁIes by Position .r\.lumber
. . * '@ 7502 - Activity Groups by Position Number
D|5p|ay TeChnlcaI Names " '@ Z505 - Personnel Security Report

" '@ /7506 - Position Security Report
. '@ Z505T - S05T transmission report
+ 77 ZT02 - Time Entry Audit Report

This is used to specify settings * 'Ej ZT03 - Agency Timekeeper Listing Report
= '@ ZT06 - Absence Quota Report
. | Display Favorites at End of List . '@ ZT20 - Leave Workflow Audit Report

|| Do not display menu, only display favorites

" '@ ZT22 - Employee Leave Earning Report
* '@ ZT33 - Absence and Attendance Listing
* '@ ZT34 - Overtime Detail Report

| ' Display Technical Names |

| |Show First Level

e




Set Technical Names

To set the technical name, use the menu path Extras -> Settings.

Once the Settings pop-up box is displayed, check “Display technical names” and
press Enter or click the (Execute) button to save your changes.

Menu Edit Favorites Extras System Help

& v | « @R
SAP Fasy Access [ Extras || System  Help
............. : . _ [S Settings
EE v s Display documentation Shift+F6

Technical details Shift+F11 This is used to specify settings
b |:| Favorites
b |:| SAP Menu SEE'.'.IHQE Shift+F9 . | Display Favorites at End of List

La@ I:lD‘D not display menu, only display favorites
Set start transaction Shift+F7 ] Disploy: Technical Names
F | |Show First Level
SRV EVEES




Favorites

The Favorites Menu can be used to store a list of your "favorites”; i.e.,
frequently used transaction codes or reports.

The “Favorite” transactions placed in this section become shortcuts to
launching the transaction.




Favorites Menu

Instead of searching for the transaction in a folder or having to
remember the transaction code and typing it in the command field,
you can double-click on an item in the Favorites Menu to launch the

transaction:
L = Program Edit Goto System Help
= SAP Easy Access B Ede G H
PR | © «H Qe
@ l @C =0k
| FHWA Federal Funding Report
SAP Easy Access [
rﬂ = E;ﬂ ?E: ?’E‘ ﬁ? bl | Selection Criteria
Fiscal Year .[ j .
~ [= Favorites Project i
e WBS Element ' ' to
3 ZP116 - BR9B Report Gox 1o , ——
* 3 ZFI1297_TEST - PS Project Financing -> Federal Project Data(FMIS) OB Re Federal Prog. Code | - 1
* T ZFI11409 - PS Project Display -> FHWA Federal Funding Report CFDA Number to
* 3.7 ZFI1172 - PS Project Display -> RASPS Biled To Date Report Improvement Type || to ||
Action Type to

* EE’ CJ20N - PS Project Display -> Project Builder Prefix '_ to
* 3.0 ZFI1462 - PS Project Financing -> FMIS Outbound ACK Messages Federal Demo ID to

* . ZFIPBEC - PS Project Display -> Project Budget Report % Federal Share o




Add Favorites

Transactions may be easily added as a Favorite 4 different ways after selecting the transaction

from your menu:

1. Go to the menu bar and follow
the menu path Favorites > Add.

2. Click the Create Favorites
button in the application toolbar.

3. Highlight the transaction in the
menu, right click it and select _
“Add to Favorites” from the list, \[Egeres | Bess

System Help

= Menu Edit

o

Eavorites Extras System Help

v | « ufﬁ

Easy Access

I.'gl:v E_E::I E@‘Eﬁf w

b |:| Favorites I(Edt:l to Favorites  (Ctrl+Shift+F6)

Ctrl+Shift+Fé |

4. Drag-and-drop the transaction | i::nge
directly into your Favorites Move
folder. Delete

Insert folder

Transactions may also be inserted into your favorites
menu by selecting Favorites > Insert Transaction >
Type the Transaction Code in the pop-up Box and
press Enter.

Insert transaction

Download to PC

Upload from PC

Add other objects

Ctrl+Shift+F3

Shift+F2
Ctri+Shift+F5
Ctrl+Shift+F4
Ctr+Shift+F7

("= SAP Menu
v [ Office
3 |:| Cross-Application Components
» [ Collaboration Projects
» [ Logistics
~ [= Accounting
~ [-= Financial Accounting
~ [ = General Ledger
» [ Document Entry
» [ Document
~ [ Account
27 FS10N - Display Balances
* [V FBL3N - Display/Change Line Items




Rename Favorites

You can re-name your favorite using the steps below:
1. Click to select the favorite to be changed.
- 'E_E' FMX2 - FM Budget Processor -> Change Funds Reservation

2. Click the Change button in the application toolbar.

RE & v s]r -

3. Once the Change a favorite window is displayed, enter the new name for
your favorite.

:'_FM Budget Processor -> Change Funds Reservation

4. Click the Continuel¥/|button to complete your changes.

[cr Change a Favorite

Text [Fund Change EI ‘




Organize Favorites

You can re-order the transactions in your Favorites folder, for example put them in
alphabetical or sequential order:

1. Highlight the favorite to be moved.

2. Click the Move Favorite Down >~ or Move Favorite Up 4| button in the application
toolbar to change the position of the highlighted favorite in the list.

SAP Easy Access

SAP Easy Access
- e i ) .
REF & aigsd |v - REF e md v -
=[5 Favorites ~ [= Favorites
* ?:? ZP116 - BR9B Report * 5.7 ZFI1297_TEST - PS Project Financing -> Federal Project Data(FMIS)
® "E:E' ZFI11297_TEST - PS F'I'U_'iECt FiﬂEﬂCiﬂg -> Federal F'I'U_'iE.‘Et Data(FMIS} OF * S:t.? ZF11409 - PS Project Displa'f -> FHWA Federal Funding Report
* 5 ZFI1409 - PS Project Display -> FHWA Federal Funding Report * 5.7 ZFI1172 - PS Project Display -> RASPS Biled To Date Report
* 5.7 ZFI1172 - PS Project Display -> RASPS Biled To Date Report * gl_? ZP116 - BR9B Report

L

7L CJ20N - PS Project Display -> Project Buider * 3.7 CJ20N - PS Project Display -> Project Buider




Create New Favorites Folder

You can create folders to organize your favorites into groups, e.g. by job
responsibility or function.

To create a Favorites folder:

1. Follow the menu path Favorites > Insert folder.
2. In the new window, type the folder name and click the Continue®lbutton.

Favorites Extras System Help

Add Ctr+Shift+F6

Change Ctrl+Shift+F3

Moye N = <t o Folder i the Favortes Lt

Delete Shift+F2 Folder Name 1 1

Insert folder M Ctr+Shift+F5 s —> N

Insert transa::tlir;n Ctri+Shift+F4 | \ﬂﬂ |
Add other objects Ctrl+Shift+F7

Download to PC

Upload from PC




Delete Favorites W

You can delete a favorite from your SAP Easy Access
Favorites folder using the following steps: g = = *E-'&E@f v A

i

1. Highlight the transaction to be = B Favortes Delete Favortes _(Shift+F2)
deleted from your Favorites folder. » C RePORTING
v [ PERSONNEL
2. Click the Delete Favorite button » B3 orG MaMT

* "5 LSO_RHRBELOO - Information System -> Reporj.
* .7 LSO_RHXORES?2 - Reports -> Resg
. 5 LSO_PV10 - SAP Learning Solution
g _ :
L E_f LSO_PV1A - Human Resources -> a Ml <
» 7 150 PVi1 - SAP | earning Salution

Or

» 137 ZT36 - LEO Substitutions Report

in the application toolbar.

Menu Edit Favorttes Extras System

SAP Easy Access

1R EF & Yfa%f v a

Delete Favorites  (Shift+F2)

1. Follow the menu path Favorites > ™ 5 Fovortes

» [T REPORTING
Delete to delete the highlighted » B peRsONNEL
. v [ orG MGMT
fa vorite. * Ji7 LSO_RHRBELOO - Information System -> Repor
U '}‘,.{ LSO_RHXORES2 - Reports -> Resources -> Res
U "_E_? LSO_PV10 - SAP Learning Solution -> Courses -]
U "_?_Z LSO_PV1A - Human Resources -> SAP Learning
s =l | o pY11 - SAP | sarning Salitinn -= Courses -]

* 77 ZT36 - LEO Substtutions Report




User Menu Customization

The User Menu can be customized with the Customize Local

Layout ® button in the Standard Toolbar. -

[}ﬁ\thinns...

Save Docking Container Layout
Menu Edit Favorites Extras System Help

o | -] « @

Delete Docking Container Layout

= 65 P08 @ =

Clpboard »
SAP Easy Access

Generate Graphic

RE & jamgd + -

L D Favorites
» [215AP Menu

Create Shortcut...

Script Recording and Playback...
SAP GUI Scripting Help

Default Size

Hard Copy

Character Set

Quick Cut and Paste

Spel Checker

SAP GUI Help

About...




Customize Local Layout

The Customize Local

Layout button® is used to define
many user Options such as which

Menu  Edit  Favortes Extras  System  Help
9 ] « @e 2 Dhan @ =
SAP Easy Access
RE & fatgd v - |
¢ [ Favortes :EJ
» 5 sap Menu E}thions...
= Save Docking Container Layout

system messages are displayed in

the status bar.

The Options selection
allows the end-users to:

- Add or remove quick
info message (tool tips).

- Change system
messages.

« Turn the history on and
off for fields.

=

SAP GUI Options - PRD

Theme: |SAP Signature Theme

v [T visual Design
~ [ Interaction Design
* Keyboard Settings
= Visualization 1
& Visualization 2
= Notifications
= Control Settings
= Sound Settings
v [ Accessibiity & Seripting
| Multiingual Settings
» [T Local Data
» [T Traces
b |:| Security
v 7 Front End Print
o System Information

| Tookip

Delete Docking Container Layout
Clpboard
Generate Graphic

Create Shortcut...

Tooltp Delay

|j§how tooltip on focus change

| Messages

Script Recording and Playback...
SAP GUI Scripting Help

Defaul: Size

Ijﬁeep at message
|j5how success messages in a dialog box

|| Show warning messages in a dialog box

| |Show error messages in a dialog box

Hard Copy
Character Set
Quick Cut and Paste
Spell Checker

SAP GUI Help

About...

|




Customize Local Layout

You can also use the Customize Local Layout button ® to customize the
font size and color scheme by using the Design Settings selection.

=

E}thions...
Save Docking Container Layout
Delete Docking Container Layout
Clpboard
Generate Graphic
Create Shortcut...
Script Recording and Playback...
SAP GUI Scripting Help
Defaul: Size
Hard Copy
Character Set
Quick Cut and Paste
Spell Checker

SAP GUI Help

About...

SAP GUI Options - PRD

Theme: SAP Signature Theme -

~ [ Visual Design
* FEbI Theme Preview/Settings
Font Settings‘
" T|5'| Branding
" Define Custom Colors
o Color Settings
= Colors in System
b |:| Interaction Design
v [T Accessibility & Scripting
v [T Muldingual Settings
v [T Local Data
b |:| Traces
¥ |:| Security
¥ [ Front End Print
« [Z] System Information

¥

- Font Dialog

| |Select proportional font

|| Only fonts of the same chara

SAP GUI Options - PRD

Theme: SAF' Signature Theme

~ [ Visual Design
- Theme Preview/Settings
s Font Settings
- Branding
- Define Custom Colors
™ |£] Color Settings
- Colors in System

o (T —

Preview

Se;

L 4 H a0 M DOOD SE o8

e
e O A & D B

Sked S Al i e [y
L Ao R R e T 2]
o= o B Smucans I Grostezscate | ITH3 Soamiroes

S ez ST LIRL= e

| AT mEs o | B | Dty | Peeewesel | PRl e s

CR— ] P Foard




Transactions

This lesson is designed to familiarize you with
transactions. It will provide information so that
you should be able to:

Define key terms and concepts.
Search the Menu Path to locate a transaction.

Use the Command field.

_aunch a transaction.

End a transaction.




Transactions Overview

Transactions are grouped by the
specific ECC modules.

- Displayed in appropriate
folders either in your SAP or
User Menu.

**If you try to access a transaction
that is not within your security
role, you may receive an error
message stating that you are not
authorized.

= Menu Edit Favorites Extras System Help

@ ud @O =ik 8

SAP Easy Access

RE 2 iaigsd v -

~ = Favorites
] ‘ff‘f ZFI11297_TEST - PS Project Financing -> Federal Project Data(FMIS) OB Report
* 5.7 ZF11409 - PS Project Display -> FHWA Federal Funding Report
* .7 ZFI11172 - PS Project Display -> RASPS Biled To Date Report
* 5.7 ZP116 - BROB Report

# .7 CJ20M - PS Project Display -> Project Builder

* .7 ZFI11462 - PS Project Financing -> FMIS Outbound ACK Messages

* |§f‘f ZFIPBEC - PS Project Display -> Project Budget Report

~ | SAP Menu

v [ Office

3 |:| Cross-Application Components

¥ [ Collaboration Projects

¥ [ Logistics

~ [ Accounting

~ [~ Financial Accounting
~ [~ General Ledger
~ [-= Document Entry

® '&f‘ FB50 - Enter G/L Account Document
* 'S’Ej FBSO0L - Enter G/L Account Document for Ledger Group
* 'Er[;:j F-02 - General Posting
* '5'[:1'3' FBO1L - Enter General Posting for Ledger Group
* '5[:1'3 FV50 - Edit or Park G/L Document




(=

Executing Transactions

There are three primary ways to
execute a transaction;

/]

Menu Edit Eavorites Extras

-|{<

System Help

@

i % £ 1

SAP Easy Access

REF & agsd v -

~ [= Favorites

1. Type the transaction code
directly into the Command

field and click the Enter |#|

® Sf‘{' ZFI1297_TEST - PS Project Financing -> Federal Project Data(FMIS) OB Report
® ‘;f‘f’ ZF11409 - PS Project Display -> FHWA Federal Funding Report

= S:‘f ZFI1172 - PS Project Display -> RASPS Biled To Date Report

*= T 7P116 - BRAB Report

#* .0 CJ20N - PS Project Display -> Project Buider

* Sj‘{' ZF11462 - PS Project Financing -> FMIS Outbound ACK Messages

* 3.7 ZFIPBEC - PS Project Display -> Project Budget Report

button.

o SAP Menu

Double click on it from your
Favorites folder.

Navigate to the transaction

through the SAP Menu or User

Menu path by clicking on the \
appropriate folders and double

click on the transaction itself.

| * |‘§Z’ FAGLBO3 - General Ledger -> Account -> Display Balances (New)|

¥ [l Office
3 |:I Cross-Application Components
* [ Collaboration Projects
¥ [T Logistics
~ [-= Accounting
~ [= Financial Accounting
~ [= General Ledger
¥ |:| Document Entry
b |:| Document
= [£= Account
= @ FS10N - Display Balances
= @ FBL3N - Display/Change Line Items
- 'S':'j FBL3H - Line Item Browser
I ® 'S':'j FAGLBOZ - Display Balances (New) I
® @ FAGLLO3 - Display/Change Items (MNew)
® @ FAGLLO3H - Line Item Browser (New)
« (2 F-03 - Clear
= @ FB1SL - Clear - Specific to Ledger Groups
® 'S':'j FBOSL - Repost with Clearing - Specific to Ledger Groups
b [T Corresnondence




Executing Transactions

When using one of the three methods of accessing a transaction, the selected
transaction screen will be displayed.

(= Program Edit Goto System Help
& > | « e =

Project Budget, Expenditure, and Commitment Report

& [
Date Selection
: = =
As of Posting Date | 12;"'23;"2013_'
Operating Fiscal Year to

Selection Criteria

FM Area 0010

WBS Element ' ' to
Fund ' ' to
Funds Center ' to
Grant ' ' to

User Status Selection




Ending a Transaction

Once you are done with a [© program  Edt
transaction:

Goto  System  Help

v |« H| @&
- You may need to click
the Savel= button to G/L Account Balance Display

submit your input for the
transaction.

fE‘f [r‘lj ]E[ Activate Workiist rﬁthnnse Ledger

_ Account Number J to
« Click the EXIt'fﬁ button Company Code 0010 to
when finished. Fiscal Year

Ledger ZL




Ending a Transaction

=4 Program Edit Goto System Help

Y_ou may have to C|.IC|< the Exit & O« g edle s
(& button several times before
Vendor Line Item Displ
you back out to the SAP Easy cndortie e TPy
Access Menu. W [0 Ja( L] pata Sources
- Vendor selection _
. You can also type /nin the Vendor account | = oo
Company code 0010 to

Command field and click -
the Enter \i” button * Selection using search help .

oy oo |8
Search strin

' Line item selec

9 Do you want to cancel infotype processing?

Status
(e Open [ Yes J No Jl 4 Cancel
Open at key date IZ7 572Ul

I Cleared items




Navigating Transactions

This lesson has been designed to familiarize you
with navigating transactions. It will provide
information so that you should be able to:

. Define key terms and concepts.

. |dentify the six types of fields and how they are
used in the LaGov ERP system.

==
T
=
=
—
—

)
[ op) | ¥

",
.ﬁI”j’fHJHru|uu1|

- Enter Data.

- Execute data searching within a field.
« Describe the system alert messages.
- |ldentify transaction sections.

. Utilize tabs and scrolling.




Navigating Transactions Overview

A Field is a defined area of the ECC screen where you can enter or review a
specific piece of information.

= i I 1
Personnel No. L J Pers.Assgn - @ a.]

b
| (= Program Edit Goto System Help
Basic Personal Data]’ Payroll Data |’ Payroll Supplements |’ Addtl. Personal Data f Work Contract Data |’ Plani - - —
/- v« Q0@ = -
Infotype Text S... | Period J
Actions « | | (®)Period Vendor Line Item Display
Organizational Assignment - From To
Basic Pay ._“_'j.ngay —CETEec @ Er_lil ]E[ EI Data Sources
Residence Status Al (") Current month
Addtional Personal Data () From curr.date () Last week | Vendor selection
Personal Data (I To Current Date (I Last month SEnen =
Sl (") Current Period () Current Year LI (e i
Family Member/Dependents s @ Choose
Leave Entilement - | Selection using search help
Search help ID []
| Direct selection 1 Search string
Inforype ' | sl 1 Iﬂ} Search help
E | Line item selection
| Status
(=) Open ttems
I t

Open at key date




Field Types

0010 State of Louisiana

Field Type Description and How to Respond
=] ired Information must be entered into required fields to complete the transaction. Required
equiire : : ;
El"" fields will appear with a check box when the screen appears.
Enter the necessary information in all required fields in order to proceed with a
transaction.
Default Default fields are automatically populated with data. These fields can be changed as

long as the field is not gray.

Check these fields to verify that data is correct.

Vendors (General)

Optional Entering data in optional fields is not necessary, but can be used for additional
criteria.
No action required. Any entries made here will not affect the progress of the
transaction.

Conditional Conditional fields will only appear when a prior condition or action has occurred in the

transaction; this field type may not always appear on a particular screen or may be
grayed until available.

Enter the appropriate data when this field appears.

Informational

This field is pre-populated with data that cannot be altered manually by the user; it is
simply there for informational purposes.

Active Cannot change information in informational fields because they are grayed out.
DFOp—dOWﬂ Drop-down fields contain a list of value options. You can select only one of the pre-
| populated values for the field.

. : -

Lbrganﬁfatlnnal unic - | Select one of the values from the drop-down list.




Matchcodes

For entry fields, you can fill in an appropriate value but sometimes you may
not be sure which entry is correct:

The ECC provides a search function called a Matchcode

that allows you to search for an appropriate value for many of the fields.

Create Vendor: Initial Screen

Vend ¥
endor |
Company Code 0010 LAGOV

Account group




Matchcodes (cont'd)

You can choose a value from the Matchcode by:
. Selecting the value from a list.

- Entering search criteria for a value by category if there are
many possibilities.

- Select a number range or date option.

The ECC displays a list of all matching records it retrieves based
on the criteria entered.

[= Vendor Account Number (1) 500 Entries found

-~ K: Vendors by Company Code L: Vendor... “| m mﬂ
T
) i Y Y i =<
PostalCode City Name 1 Vendc
' :70804—90'95 STANDARD LIFE INSURANCE C 30096
70804-9095 UNUMPROVIDENT 30095
ALEXANDRIA UNITED WAY OF CENTRAL LA 30073
AMITE CIVIL DIVISION 80062
ARABI DEPT OF MILITARY AFFAIRS 10006
ARABI LANG FEDERAL CREDIT UNION 30041
ATLANTA GEORGIA DEPT OF REVENUE 10012
ATLANTA NATIONWIDE CREDIT INC 80295
ATLANTA PROFESSIONAL INSURANCE CO 30053
AUBURN DISTRICT ATTORNEY, PLACER 80134
AUSTIN DOMESTIC RELATIONS, TRAVI 80147
BAKER CITY COURT, BAKER 80058
BASTROP MARSHAL, CITY OF BASTROP 80262
BATOMN ROUGE CITY COURT, BATON ROUGE 80059




Types of Matchcodes

[ = Purchase Order Number (1) 32 Entries found

Matchcodes fall into three basic ~ B: Purchasing Documents per Requirement Track
categories: v
1)Short list or hit list B AR =PI
Trackingﬂn‘CType POrg Purch.Doc. Item
The values are listed on one 1152 F IEXP 0010 602498 00010
screen. For longer lists, you may 152 FIEXP 0010 B 00020
d to scroll down to see all the 12 Ml - S
nee 450313 F CNF 0010 2000042057 00002
values. 450465 F CNF 0010 2000042057 00007
510 F IEXP 0010 602516 00010
725 FIEXP 0010 602499 00010
772 FIEXP 0010 602499 00020
H990019.2  F IEXP 0010 602603 00030
H990019.2  F IEXP 0010 602604 00050
INV 450238 F CNF 0010 2000042057 00006
INV 450303 F CNF 0010 2000042057 00005




[= Vendor Account Number (1) »

Types of Matchcodes (cont'd) |22 === =
| Postal Code ]
2) Restrict Value Range | e | |
Vendor ]
Many entries are available for the | |

field. A number of tabbed screens
with different categories display
so that you can enter your search
criteria.

3)Calendar search o =

WN MO TU WE TH FR SA SU |
49 3 4 5 6 7 8 9 -
50 10 11 12 13 14 15 16

2018/12

51 17 18 19 20 21 22 23

A calendar-type dialog box is
displayed so that you can select S % 1 2 3 4 5 6

= 2 7 8 9 10 11 12 13
day, month, and year for fields R a5 5 » o oo
. . . 5 28 29 30 31 1 2 3

such as invoice posting date. R R A I
= 11 12 13 14 15 16 17

§ 8 18 19 20 21 22 23 25 g

)]




Using Matchcodes

To use the Matchcode button to search for values, do the following:
1. Click in the field you wish to search for values.

2. Click on the Matchcode button to open the search window.

3. When the search window appears, enter your search criteria or scroll to find the

appropriate value in the list. e ——— =
. -'" - A: Vendors (General) I: Vendors byCountrw...||| |I\
4. Click the Start Search button to execute search. I (—
|| Postal Code | [
Create Vendor: Initial Screen iy |
Vendor T j
Company Code 0010 LAGOV

Account group




Maximum Restriction

[ = Vendor Account Number (1) »

There may be a large number of values for a | A Vendors (General) | 1: Vendors by Country/...| |+ [+]|5]
particular matchcode selection: | searchrem

|| Postal Code

|
|

| City | |

« There is no limit to the maximum number of | " :

values the system is able to display. vender

« The system will default the maximum [Masimum No. of s 500
number of values (hits) displayed at
500.

 You can edit or remove the max by
changing/deleting the numbers in the box.




Multiple Selection Button

You can select multiple values or
restrict ranges using the R— values
Multiple Selection &) button.

You can enter
several single

[ Vendor Account Number (1) _'x | Single Value: Search term |
i A: Vendors (General) } I: Vendors by Country/... H| |I| 'I_ _I|
I T (= =
| Search term [ I | |
| . : | |
|| Postal Code [ I
u [ |
[ | [ [
City | |
I T 1 [ ]
Name [ I | |
Vendor i
- Range: Search term
[ | T ]
Maximum Mo. of Hits | 500 [ [ [ [ [
[ | [ |
[ [ [ [
[ | [ |
[ [ [ [
[ | T |
[ [ [ [

You can enter several

ranges of values, e.g. 5001-
6020, 6035-6040, etc. FEGIE]




Wildcards

Using a Wildcard means inserting a symbol in a search string to facilitate narrowing the
results when:

- You are not sure about the full name of a specific value.

.« You need to find all values that contain a common string of characters.

You can replace characters with the following symbols:

Wildcard Meaning Example Search Result
Asterisk () Replaces zero or more = All parameters in the list
characters Value* Values, Value 1, value
*yalue* Initial value, AllValues
Va*e VValue, vague, vane, variable




Matchcode Search Results

Once the matchcode search results appear, double click the entry you wish
to select and it populates the field for you.

[ = Vendor Account Number (1) 500 Entries found

Create Vendor: Initial Screen

A: Vendors (General) r I: Vendors by Countr... lI'
W
u] o o | 1
[ IR s e 2 =)
PostalCode City Name 1 Vendor
BATON ROUGE CITY COURT, BATON ROUGE ~ 80059 -
BATON ROUGE CREDITOR NO REMIT VENDOR 80455 — =
BATON ROUGE DEPARTMENT OF JUSTICE 80098 Vendor 80098
BATON ROUGE DEPARTMENT OF REVENUE 80103 Company Code 0010  LAaGOV

BATON ROUGE DEPARTMENT OF REVENUE 80104
BATON ROUGE DEPARTMENT OF REVENUE 80112
BATON ROUGE DEPARTMENT OF REVENUE 80114
BATON ROUGE DEPARTMENT OF REVENUE 80117
BATON ROUGE DEPARTMENT OF SOCIAL SERV 80119
BATON ROUGE DEPARTMENT OF TREASURY 80121

NMAT R DTl LT E TWENT oE Tl I AT Tkl 4 Annic

Account group




System Alert Messages

If an entry in a field is not valid, a system message will be displayed in the
Status Bar. The types of system messages are shown below:

Alert Type Description How to Respond
Error Error messages indicate invalid or The error must be
incomplete information has been corrected to continue.

entered in a field.

Warning Warning alerts indicate that you Review your field entry
should check a field entry carefully and if satisfactory, click
before proceeding in the transaction. the Enter button to

bypass the warning.

Information Information alerts give information No response is
such as document number or necessary.
verification that a transaction is
conrplete.




ections of the Transaction Screen

Display Purchase Req. 680
Document Overview On D E’? I.‘ﬁ E' @Personal Setting

ﬁJ Purchase requisition +| 680
Texlsl

Any...

= Header note

} Header

| Continuous-text editor

(o) ) R P B e [ 2 ) e o v ltem

B. Sta... Item Proc. St A 1 Material Short Text Quantity Unit C Delivery Date  Material Group  Plant Stor. Location PGr Requ
ﬁ 10 @ u 10032 VEST,SAFETY,ORANGE-RED, L- 100 EA D 02/24/2011 SAFETY APPA  DOTD Eng&Op- Dist Stock Rm 02Q Ove rVieW
i b
(B9 1tem '[ 10110032, VEST,SAFETY,ORANGE-RED,LXL,DOTD LOGO ¥ | |4 [

MmiiDatal’ Quantities/Dates " Valuation |’ Account Assignment |’ Source of Supply " Status r Contact Person Release strategy r Texts " Delivery Address

ltem

Material 110032 [0 short Text | VEST,SAFETY, ORANGE-RED,L-XL,DOTD LOGO

ey —
Batch Revision Level .
Material Group 146181500 | SAFETY APPAREL D e t a I |

Vendor Mat.




Header Section

The Header contains data that relates to the entire document such
as information about:

Display Purchase Req. 680

» vendor information swmsoeeon 05 @ [ Sesmisems

» description text =

Any...

L Header note

» document numbers

Continuous-text editor *

M) (&) (&R P (B | iy B L S ) (2] (£l Defauk vaes)

B Sta... Item Proc. 5t A I Material Short Text Quantity Unit C Delivery Date  Material Group  Plant Stor. Location PGr

IF 10 g U 10032 VEST,SAFETY,ORANGE-RED, L-_ 100 EA D 02/24/2011  SAFETY APPA_ DOTD Eng&Op- Dist Stock Rm 02Q

Requ

1

(k5] 1tem '[ 10110032, VEST,SAFETY,ORANGERED,LXL,DOTD LOGO | [ | |

MaﬁeriaiDam} Quantities/Dates |’ Valuation | Account Assignment |’ Source of Supply |’ Status |’ Contact Person |’ Release strategy |’ Texts r Delvery Address

Material 110032 J Short Text | VEST,SAFETY,ORANGE-RED,L-XL,DOTD LOGO
_ —

Batch Revision Level

Material Group 146181500 | SAFETY APPAREL

WVendor Mat.




ltem Overview Section

The Item Overview is a summary of items attached in a document

such as:

» alist of all the items
a vendor has ordered

Document Overview On

Display Purchase Req. 680
D E'? L—ﬂ El E—flpersonal Setting

%_r Purchase requisition
Texts }

=| 680

v

receiving agency
requisitioner or
requester’'s name

= Header note

v

B sta...

ir 10

Item Proc. 5t. A

)

1

Any...

Continuous-text editor = |

=% Default Values

Quantity Unt  C |Delivery Date  Material Group  Plant Stor. Location PGr
100 EA D 02/24/2011  SAFETY APPA_ DOTD Eng&Op- Dist Stock Rm 02Q

Short Text
VEST,SAFETY, ORANGE-RED, L-

1 Material
U 10032

Req

2

E] Item

[T 107110032 , VEST,SAFETY,ORANGE-RED,L-XL,DOTD LOGO |

[« [~]

Md:El’iéiDilBr Quantities/Dates |’ Valuation |’ Account Assignment r Source of Supply r Status |’ Contact Person r Release strategy r Texts |’ Delivery Address

Material

Batch

Material Group
Vendor Mat.

110032

46181500 | SAFETY APPAREL

| VEST,SAFETY, ORANGE-RED, L-XL,DOTD LOGO

—

j Short Text
Revision Level




ltem Details Section

The Item Details contains information specific to a line item such as:

» material specs

q ua ntlty Display Purchase Req. 680
Document Overview On D G? rﬁ El E'—ElPersonaI Setting

d a t e S ﬁJ Purchase requistion ~ 680

Texts |

weight

U Header note

vVVvYy

Contnuous-text editor * |

() () (& R (P () ) ()i ) L)) B2 )| [ETmefouk vabes|

. Sta... Item Proc. St A 1 Material Short Text Quantity Untt |C Delvery Date  Material Group Plant Stor. Location PGr Requ
I 10 g U 10032 VEST,SAFETY, ORANGE-RED, L-_ 100 EA D 02/24/20i1  SAFETY APPA_ DOTD Eng®&Op- Dist Stock Rm 02Q

1}

5 Item [ 10 ] 10032, VEST,SAFETY,ORANGE-RED, L-XL,DOTD LOGO * Iv

MmieiDahal’ Quantities/Dates r Valuation " Account Assignment r Source of Supply |’ Status " Contact Person r Release strategy r Texts r Delivery Address

Materil 10032 [F/short Text [VEST,SAFETY,ORANGE-RED, L-XL,DOTD LOGO
— [

Batch Revision Level

Material Group 46181500 | SAFETY APPAREL

Vendor Mat.




Expanding and Collapsing Sections

The transaction sections can be collapsed as needed:

ITa| Expands a section
m3 Collapses a section

Item Overview Collapsed

Display Purchase Req. 68
() o I

¥ | Purchase requisition ~ 680
T | Header

T | Ttem Overview

E] Item

Document Overview On Ei Personal Setting

'[10] 10032 , VEST,SAFETY,ORANGE-RED,L-XL,DOTD LOGO ¥ [& |[w |
Material Data} Quantities/Dates |’ Valuation |’ Account Assignment |’ Source of Supply |’ Status |'

Display Pu.

Document Overview O

[tem Overview Expanded
Req. 680
Eﬁ" rﬁ El ﬂPersonal Setting

=) Sta

Purchaseg#quisition
Head
g I--MILI[‘@'TI bR A= = (S s A 0 3

« 680

Short Text
VEST,SAFETY,ORANGE-RED, L-

Material
10032

Item Proc. St.

5| U



Scrolling

Expanding the sections can lengthen the page and all the information may not be
visible.

. To view the information you may need to scroll down or to the right.

Click the highlighted Scrollbar button to view the additional Item information on the page

Display Purchase Req. 680
Document Overview On D E‘%‘ L‘ﬁ El g—ﬂpersonal Setting

Purchase requisition | 680
T | Header
(K (SR )| (&) ] )i )G o L) (=) (& Defauk values|
. Sta... Item Proc. St. A I Material Short Text Quantity Unit |C Delivery Date  Material Group Plant Stor. Location PGr Requested By TrackingNo Desired Vendor Fixed Vendor |SPt  POrg

=

TF 10 gy U 10032 VEST,SAFETY, ORANGE-RED, L~ _ 100 EA D 02/24/2011  SAFETY APPA_ DOTD Eng&Op- Dist Stock Rm 02Q 276E 0010




Scrolling

To see all of the information or tabs you may need to scroll right in
order to scroll down.

Document Overview On D E’? L_ﬁ ngjPrint Preview  Messages El @Persmnal Setting

SRM PO = 2000120107 Vendor /310087575 RAPIDES PARISH POLICE JURY | Doc. date 08/18/2015 =
Delrveryjlnvoicel’ Conditions r Texts r Address |’ Communication r Partners r Addtional Data r Org. Data/Stams ]’ Customer Data “| El
il Adive Ordered 300,000.00 usD
r_:"| Not Yet Sent Delivered 0.00 wusp
5 Fuly Delvered stil to deliv. 0.00 wusp
= Fully Tnveiced Invoiced 220,528.40 usD
Down paymts 0.00 wusD
LS. Itm A I |Material Short Text PC Quantiy OUn | C Delv. Date Net Price curnT
[ 2 3D RESILIENCY GRANT FY16 3088/ 1l D 06/01/2013 300,000.00USE =
] -
[
=
[
=
= .
L
1 1 F
{ BED @A OE (ErETEE] Add Planng ] b
-

am Natail

i} i}




Scrolling

To see all of the information or tabs you may need to scroll right in order to
scroll down.

Now the tab buttons are

visible.

Document Overview On D E'?i‘ rﬁ (IEEIPrint Preview  Messages EI ﬂ Personal Setting
SRM PO = 2000120107 vendor 1310087575 RAPIDES PARISH POLICE JURY  Doc. date '08/18/2015 ~©

Del'rvewﬂnvui::e” Conditions |’ Texts ” Address |’ Communication ” Partners |’ Additional Data ” Org. Data / Status }' Customer Data I“ El
i]| Active Ordered 300,000.00 usD
__:"| Not Yet Sent Delivered 0.00 wusD
Jo Fuly Delivered stil to deliv. 0.00 wusD
E Fully Invoiced Invoiced 220,528.40 wvsD

Down paymts 0.00 wusD

SN T+ M T B i Chort Tt (BT A TR o o Filln [T Mhale Dok Blad Dhimm [T ”il




abs

Within a section, information may be held in tabs.
- Tabs are used to show / hide information.

- Multiple tabs may be available on one screen.

Document Overview On D E'%‘ L_ﬁ' (I'g?%_'lprint Preview  Messages El ﬂpersnnal Setting

F Y

rpm PO » | 2000120107 Vendar 310087575 RAPIDES PARISH POLICE IIRY | Dac_date 08/18/2015

Deherw’]nvmcef Conditions |' Texts |' Address |' Communication |' Partners |' Additional Data |' Org. Data/StElns |' Customer Data I“ EI =




Tabs

To display all available tabs use the following buttons:

1. When a tab is visible, click on the tab name to open the tab.
2. When a tab is hidden, do one of the following:

a. Click on the Forward or Backward tab navigation i |[y]button to find another tab, or

b. Click on the Tab drop-down ;| button to display all the tab values available and select the
tab you need to view.

Document Overview On D E’% I.‘ﬁ ;I'Q?EjPrint Preview  Messages El ﬂPersnnal Setting

SRM PO w 2000120107 Vendor 1310087575 RAPIDES PARISH POLICE JURY | Doc. date '08/18/2015 -
Delivery/Invoice = Conditions | Texts | Address = Communication = Partners = Additional Data =~ Org. Data | Status | Customer Data | |I
——




abs

i -!
Click the highlighted tab and the Tab drop-down to see the options Delvery/Invoice
Conditions
Document Overview On D 5??‘ rﬁ ﬂgztlprint Preview Messages EI E—Elpersnnal Setting Texts
Address
SRM PO + 2000120107  Vendor 1310087575 RAPIDES PARISH POLICE JURY | Doc. date '08/18/2015 © - o
- ommunication
Del’rvew,-’]nvui::el’ Conditions " Texts |' Address |' Communication |' Partners " Additional Data " Org. Data / Status " Customer Data “| Partners
1' Active Ordered 300,000.00 wusD Additional Data
5 Not Yet Sent Delvered 0.00 wusD Org. Data
® Status

Customer Data

Payment Processing




Reporting

This lesson has been designed to familiarize you with the
Reporting functions. It will provide information so that you
should be able to:

. Differentiate between Core Component (ECC) and Data Warehouse
reports.

- Navigate and execute ECC reports.

- Perform the steps for ECC Reporting.




Reporting Overview

» Reportsinthe LaGov ERP system compile and summarize the outputs from transactions, e.qg.
documents, into a single output based on accurate, real-time information from the system.

» Reports allow users to do the following:
View data in a concise, standardized format

Analyze data from transactions using different
criteria

Sort and group data

Save and re-use customized report extract criteria

» Examples of this criteria include:
- Posting Dates

- Time periods

- Grouping by department, plant, location, or module




How Transactions Work

Remember that when a user performs a transaction, they indirectly
access the master records and create data tables.

., Document

— Master data Data Created
ransaction ecartls +ables e.g. PO

Performed <
* accessed accessed number,

Goods
Receipt




Documents

» Each transaction is stored in the form of a document and has a unique number.

« Documents are:
. Evidence of business activity (audit trail).
- Retained as a coherent unit that can be displayed at any time, until archived.
» Documents may be accessed and viewed by many end-users.

Invaice
#April_2010

—y =

1=




Two Types of Reports

Core Component (ECC)
Reports

» Based on detailed transactions
» Real-time transactional data

» Contains all the detalls for a particular
event

Data Warehouse (DW)
Reports

» Focuses primarily on historical data

» Datais collated from various sources from
the LaGov ERP System and other tools

» Datais summarized for specific reporting
needs



Generating Reports

Each ECC report is identified by a unique transaction code and can be
accessed by typing the transaction code in the command field, or by
double-clicking on the report transaction code in the menu.

There are four general steps required when creating a report:

Report Selection

Data Selection

Displaying Results

®@OO6

Output Results




Report Selection

Vendor Line Item Display

° (£ s |8[ [1] Data Sources
@) Report Selection =

Vendor selection

. . . Vendor account JI to
Determine the information you need Company code 0010 to
and launch the appropriate report by | | secon usng search heb

1 . Search help ID ]
elther Search string
h—'_:rf‘ Search help

- Typing the transaction code in —
the command field - i.e. typing T
S _ALR_87012083 to access the P R YEETEE]
List of Vendor Line Items R

RepOI’t, Clearing date to
Open at key date
Or

e .
- Navigating to the reportin the
menu path, and double-clicking B T——
on the report. :Z:szzj't‘jn::a"mns
[ |Parked items

| |Customer items




Data Selection

@Data Selection Vendor Line Item Display
':Ei' [‘r_lfl ]E[ El Data Sources
NarrOWing your SeleCt|On - Vendor selection
Vendor account ' ' to '

criteria is very important to
display the best results:

Company code 0010 to

'~ Selection using search help
Search help ID

° Entel’ SeleCt|On Crlterla to be Search string

included in the report [ Searchheb The field was
populated

' Line item selection
~ Status

NOTE: Only the data that matches S S
these limits will appear in the report. e

Click the Matchcode button and then double click the
selection to populate the field




Data Selection (cont'd)

@ Data Selection | |
Open at key date '01/09/2019
The Multiple Selection O eared tems
button lets you enter more o e — :
than one range of numbers —
such as cost centers or dates. | | Festmode I I

YO u Ca n a |SO eXCl u d e Va | u eS (= Multiple Selection for Posting date

from ranges Or enter Seh(tShngaims" Select Ranges rEchudeSingleValues |’Exc|udeRanges |

individual nonconsecutive 0. Sne vabe
=

numbers.

L

-
e
-

() e 2 2 A ] @ [




Multiple Selections

(2)Data Selection

You can also use the Multiple Selection= button to include or exclude individual non-
consecutive numbers, such as zip codes 70817 and 70818 as shown below.

[ = Multiple Selection for Personnel area

Select Single Values (1]}' Select Ranges |’ Exclude Single Values || Exclude Ranges |

0.. Singl...

-y

l Multiple selection.. ‘E@




Multiple Ranges
(2)Data Selection

You can also use the Multiple Selection = button to include or exclude
multiple ranges of numbers, such as dates from 2017 to 2018.

[ & Multiple Selection for Personnel area

Select Single Values {1}]’ Select Ranges " Exclude Single Values | Exclude Ranges ‘

0.. Singl...

-

l Multiple selection.. ‘@@




Multiple Selection Combinations

(2) Data Selection

[ = Maintain Selection Options

Employment status

You can select multiple criteria in - -
. . . el... Description
combination with each other: El Sngle Value

Greater than or Equal to
Less than or Equal to

- For example, you could run a report Greater tha
. Less than
on all vendors in Baton Rouge but BT Not Equal o

omit zip codes 70809 and 70808.

. You can use ranges of values such

as Greater than or Not Equal to. o i

| [ select ”@ Exclude from Selection |

**You can use the Multiple Selection
button either before or after entering your
numbers.

|-\f ”E:. Delete Row HlilH b4 ‘




Vendor Line Item Display

Displaying Results

(Ea [l__ﬁ ]E[ (1] Data Sources

Vendor selection

@ Displaying Results Vendor ccoun | o [ |

Company code 0010 to

After you enter your Selection Selection using search help

. o e o e, e Search help ID 'A| Vendors (General)
criteria in the initial screen of the searh sung |

. . Search hel
report and all the desired fields = :

are populated:

Line item selection

Status Vendor Line Item Display
'#Open items MA PN 2B B8] FTAT WIS B %R E A
Open at key date ¥ vendor o
Company Code 0010
-
Name CENTRAL LA STATE HOSPITAL
Click the E. te @ button to
IC e Xecu e —] u Sta|Account Name 1 Purch.Doc. |Document Number|Type|BusA
. t / t [ 1 @ |10001 CENTRAL LA STATE HOSPITAL 3300000661 YQ |996
view the results s
Company Code Q010
Name DAVID WADE CORRECTIONAL CENTER
city HOMER
Sta|Account Mame 1 Purch.Doc. |Document Number | Type|BusA
W | L0004 DAVID WADE CORRECTIONAL CENTER 3300000661 Yo [996
vendor 10006
Company Code 0010
Name DEPT OF MILITARY AFFAIRS
ity Arabi
5ta|Account Name 1 Purch.Doc. | Document Number | Type|BusA
@ | 10006 DEPT OF MILITARY AFFAIRS 3300000661 YQ |996 12,
vendor 10007

i) ]




Displaying Results (cont'd)
@ Displaying Results

Once the results are displayed, you can manipulate the data using these buttons
on the reporting application toolbar.

XE&TY E%EEO A TE T &g (1] [i]seecns

List of Customer Line Items
& =TT &% E AL TP BHoHag (4] [{]seecos | 4 4 » M

LAGOV List of Customer Line Items
Baton Rouge

Assignment Pstng Date|Type|DocumentNo |Doc. Date |BusA|Itm|PK|NP|Dun|PM|Clearing Clrng
Customer 291 CoCode 0010Acctg clrk
Name Sears Roebuck & Co #2087
Street 3401 Masonic Dr
Post.Code 71301
City Alexandria
Region LA

Country us




Reporting Application Toolbar
@Displaying Results

&

Sort Allows you to sort the results of a column in ascending or descending order

- =

Set filter  Allows you to filter data by specific selection criteria

¥
Totals Allows you to convert and review the results of the report by totals of designated
= Ta columns

Graphics Allows you to graphically review the results of the report through the SAP Business
+ X3 © » Graphics window

Layout Allows you to adjust the layout including selecting the layout and saving
HE 1 og your selection

Mumber of Entries Allows you to quickly learn the Current Mumber of Rows in a column
123
[mim]

SAP Documentation Provides more information, if available




Displaying Results — Data Filters
@ Data Filters

To filter datain areport:

1.

Click the Set Filter ¥ button
to open the Define filter
criteria window.

Select the columns to be
filtered by using the Ieft%
and right %

arrow buttons.

Click the Enter button
to continue.

List of Customer Line Items

._-l é? Z%EE I@@@ﬁ% @nﬁq [1] [1]selections

M a4 rH

LAGOV List of Customer Line Items
Baton Rouge
Assighment ‘Pstng Date‘Type‘DocumentNo Doc. Date ‘BusA‘Itm‘PK‘NP‘Dun‘PM‘C1ear1n Clrng
Customer 291 CoCode 0010Acctg clrk
Name Sears Roebuck & Co #2087
Street 3401 Masonic Dr
Post.Code 71301
City Alexandria
Region LA
Country us
0070009575 05/15/2013\DA |1600004859 05/15/2013\356 | 1|11\ | | \05/15/2013 10039

2

[ conv J 56 %]




Displaying Results — Data Filters (cont'd)
@Data Filters

4. When the Filter criteria window opens, enter the
desired data value ranges to be displayed.

5. Click the OK [#|button to view the filtered

resu |tS. rEH'rt_I Goto Settings System Help
| Se:::tomer : b . - | Select al
City [ | o] =] Deselect al
Set fiter Ctrl+F5
Deﬁte Filter Ctri+Shift+F2
Sort in Ascending Order Ctri+-F4
Sort in descending order Ctri+Shift+F4
Calculate 2
Subtotals... Ctrl+-Shift+Fo
@ Find Ctrl+-F
** To remove the filter, click Edit in the top navigation cance e

then select Delete Filter from the drop-down menu




Report Selection
() Output Results

You can output the results (file or print out) to one of the following sources:
. Click the Text with Tabs % button to save the file as an Excel file.
. Click the Word Processing <T button to save the file as an MS Word document.

. Click the Local File [®]button to save your results as one of the following file formats:

Save list in file... X

In which format should the list

be saved ?

Text with Tabs
Rich text format
HTML Format

In the clipboard

[v][x]



Help and Information

This lesson has been designed to familiarize
you with the Help and Information areas in
the Core Component. It will provide
information so that you should be able to:

- Identify the Help and Information Areas.

« Use the online help functions.




Help Menu

While in the Core Component you may encounter instances where
additional information is needed to proceed. The Help Menu has
many options for retrieving the relevant information.

Object  Edt  Goto Utilities Settings System Help I Help ‘

Application Help

SAP Library

Glossary

Release Notes

SAP Service Marketplace
Create Support Message
StLA Help

Settings...




Help Menu Options

The StLA Help option accesses LaGov help in the LaGov portal.

. |t contains LaGov specific information and Help scripts and
simulations for each transaction.

LAGOVHELP
Menu Path: Help — StLA Help
I Help ‘ Areas
Application Help ** Fiscal Year Special Processing *
SAP Library ¥FINANCE
ﬁlnssaw *HCM - Human Capital Management

FLEOD [Louisiana Employees Onling}
Release Notes

*LINEAR ASSETS

SAP Service Marketplace

*LOGISTICS
Create Support Message ¥L50 - Learning Solution
*TRAWVEL

Settings...




Other Help Options

Other help options include the following:
- Help Desk

- Field Help

Press F1or click the Help @/icon in the tool bar for an explanation of the
use of a particular field

- HelpScripts in LaGov Help with step-by-step instructions for each
transaction.

Click here to launch the LaGov Help Website



https://lagovhelp.doa.louisiana.gov/gm/

Course Complete!

Select the Verify course completionicon C at the top right.

Werify course completion g2

_A

You will see a pop up similar to the one below with the option to
print a certificate or return to "My Learning Assignments”.

& Completed

Congratulations! OTS + 2 is now part of your learning
history with a status of Completed.

Recommend

Print Certificate Go to My Learning Assignments
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