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Introduction

Process and Trigger

Perform this procedure when you need to create favorites on your SAP Portal WebGUI Easy Access
screen. These instructions also show how to display or hide technical information on the menu.

Prerequisites

None

Menu Path

Use the following menu path to begin this transaction:

None

@ Begin this transaction from the SAP Easy Access screen.
Transaction Code

None

Tips and Tricks

At times you may need to use your scroll bar to view additional information.
Reports

None
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Procedure

1. Start the transaction using the above menu path and transaction code.

SAP Easy Access

| sAP Easy Access
2 13 System ] | [ User menu |[ S4P menu || S4P Businsss Warkplace || Add to Favoritss || Delsts Favoritss || Changs Favarites || Move Favarites down || Move Favorites up

~ S Favorites
G/L Acct Pstg: Single Screen Trans.

~ E38AP menu

» [J0ffice

» 3 Cross-Application Components

» [CJLogistics

» (3 Accounting

» CJHuman Resources

: g!rnalz?almn Systems B O STON

UNIVERSITY

ERP Development System

[>[DER (110) (1]

2. To display the transaction codes on the SAP Easy Access screen, click the Menu button .

SAP Easy Access
| sAP Easy Access

I Henu, |} [ system] | [ User menu |[ S4P menu || S4P Businsss Warkplace || Add to Favoritss || Dslsts Favoritss || Changs Favarites || ove Favarites down || Move Favorites up

Menu »
Edit »
Favorites » [3NS-
Display doecumentation Shift+F&
Systerm » | Technical details Shift+F11
3 Help »
Using Set start transaction Shift+F7
SAP GUI for HTHL Options » ‘
» CJinformation Systems B O STON
» [(OTools

UNIVERSITY

ERP Development System

[>[DER (11002

3. From the drop-down list, select Extras™* Settings.
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Settings
I [= Settings

This is used to specify settings L

[ Display favarites at end of list

[] Do not display menu, only display favorites
[] Do not display picture

4 -—f?' Display technical hames

o
]

Y IREE X

4. Click the box to the left of

f?' Display technical names

to display a checkmark.

S. Click the Continue button El

SAP Easy Access

| sAP Easy Access
I |2 [ system] | [User menu |[ 8P menu |[ SAP Business Warkplace || Add to Favorites || Delete Favorites |[ Change Favarites |[ Move Favarites down || Move Favorites up

6
FB50 - G/L Acct Pstg: Single Screen Trans.
v £3 S4P menu
» (I Office
Crass-Application Components
Logistics
Accounting
Human Resources

Infarmation Systems B O S TO N

Tools

»
>
»
»
»
>

cooooo

UNIVERSITY

ERP Development System

[>| DER (110) (2]

6.

= Favorites

Right-click the Favorites folder to add a transaction code to this folder.
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SAP Easy Access

| sAP Easy Access
I (¥ System ] | [ User menu |[ S4P menu || S4P Businsss Warkplace || Add to Favoritss || Delsts Favoritss || Changs Favarites || Move Favarites down || Move Favorites up

=
Openfolder ————
FE
~ &3 gap Delete all favorites ‘
y O3 of Insert folder Ctrl+5hift+F5
» 03 Lo Add other objects Ctrl+Shift+F7

» [ Accounting
» (I Human Resources

» 3 Infarmation Systems B O STON
¥ (1 Tools

UNIVERSITY

ERP Development System

[>| DER (110) (2]

7. From the drop-down menu, select Insert transaction _

Manual entry of a transaction

I@I‘-.-lanual entry of a fransaction
8
Transaction Code | |

9 1iv|x|

8. Asrequired, complete/review the following fields:
Field R/O/C Description
Transaction Code Required

A unique four-character (in most cases)
identification assigned to each SAP transaction
based on its purpose.

Example:
FMBB

9. Click the Continue icon E

N 4/9 Status:Final
Last Modified:7/6/2015 File Name:Create Favorites WebGUI.udc © Boston University




i Work Instruction
BUWD{I(S Oﬁi ine He | P 01 Create Favorites WebGUI

SAP Easy Access

| sAP Easy Access
I 13 System] | [ User menu |[ SAP menu |[ SAP Business Workplace |[ Add to Favorites || Delete Favorites |[ Change Favorites |[ Move Favorites down || Move Favorites up

~ JFavorites
10 E3 FMBB - Budgeting Workbench

FBE0 - GIL Acct Psta: Single Screen Trans.

~ E354P menu

» (1 Office

» I Cross-Application Components

» CJlogistics

» (7 Accounting

» [JHuman Resources

» (CJinformation Systems

» CITools UNIVERSITY

BOSTON

ERP Development System

[ Mode added to favorites list |>‘DERU1U)2

10. To change the name of the transaction code, right-click the FMBB - Budgeting Workbench
FME'E' =l S RLIIRSEIEY transaction code within the Favorites folder.

Q The transaction code now displays within the Favorites folder.

SAP Easy Access

| sAP Easy Access
I (¥ System] | [ User menu |[ S4P menu |[ 4P Business Workplace || Add ta Favorites || Delsts Favorites || Changs Favorites || Move Favorites down |[ ove Favorites up

~ S Favorites
LRI Execute: Budgeting Workbench

FB50- GIL ACC] Execute in new window Ci+F2
~ £38AP menu
» [10ffice Display documentation Shift+F &
1
» CJLogistics Delete favorite
b [JAccounting Insert folder Ctri+Shift+F5
» [(JHuman Resou Inserttransaction iR B O S l ON
» CJinformation Sys Add other abjects Ctri+Shift+F7
» CITools Creats shortcut on the deskiap Cirl+F3 UNIVERSITY
ERP Development System
@ MNode added to favarites list [>|DER (110} 5]

11. From the drop-down list, select Change favorite_.
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Change a favorite

III:' Change a favorite
gt LEudgeting Workbench

<] f
13 -Hv|[X]

12. As required, complete/review the following fields:

12

Field R/O/C Description
Text Required Description field for an entry.
Example:
Budget Transfer

13. Click the Continue icon .

SAP Easy Access

| sAP Easy Access
I 13 System] | [ User menu |[ SAP menu |[ SAP Business Workplace |[ Add to Favorites || Delete Favorites |[ Change Favorites |[ Move Favorites down || Move Favorites up

14

FMBE - Budget Transfer
FB50 - GIL Acct Psto: Single Screen Trans.
~ E354P menu
» [ 0Office
» I Cross-Application Components
» ClLogistics
» (7 Accounting

b Eathuman Rosources BOSTON

» Cinfarmation Systems

» CITools UNIVERSITY

ERP Development System

[@ Mode changed [>[DER (110)(1]

14. Right-click the Favorites folder = Favorites to create a new folder within the Favorites folder.
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SAP Easy Access

| sAP Easy Access

= Faomer ——————
EMI

Fél Delete all favorites

16 —
Insertiransaction Cirl+Shift+F4

> C3em Add other object Ctrl+Shift+F7
» (7 crpl 7dd other objects rl+2hi

b CJlogistics
¥ [ Accounting

b Cathuman Rosaurces BOSTON

» (CJinformation Systems

» CITools UNIVERSITY

ERP Development System

I 13 System] | [ User menu |[ SAP menu |[ SAP Business Workplace |[ Add to Favorites || Delete Favorites |[ Change Favorites |[ Move Favorites down || Move Favorites up

[@ MNode changed [>| DER (110} 2]
15. From the drop-down list, select Insert folde_.
Create a Folder in the Favorites List
III:' Create a Folder in the Favorites List
16 T Ll"dew folder -
<] f
17 ]|
16. As required, complete/review the following fields:
Field R/O/C Description
Folder name Required Name of the folder.
Example:
Budget
17. Click the Continue icon .
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SAP Easy Access

| sAP Easy Access
I 13 System] | [ User menu |[ SAP menu |[ SAP Business Workplace |[ Add to Favorites || Delete Favorites |[ Change Favorites |[ Move Favorites down || Move Favorites up

~ SJFavorites
18 i Budget
FMBE - Budget Transfer
FB50 - GIL Acct Psto: Single Screen Trans.
+ £354P menu
» [ 0Office
¥ I Cross-Application Components
» [Jlogistics
¥ [ Accounting
b [(JHuman Resources

» Cdinformation Systems UN[VERS ITY

» CITools

BOSTON

ERP Development System

[@ Folder entered in favorites list D‘DER[HU;Q

18. Click on the FMBB - Budget Transferilalzile transaction code and drag the

transaction code into the Budget folder.
Q Notice the new folder is now displayed within the Favorites folder.

Note that an alternative method for adding favorites would be to select and drag an item from
the user menu into the Favorites folder.

19. The transaction is complete.
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Results and Next Steps

You have created a favorite on your SAP Portal WebGUI Easy Access screen.
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