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Step1l:execute tcode su01

= SAP Easy Access
@ st ~dgle@e DHE DL BE @B

B ™ & | Sothermenu | B B & | v « | [BCreaterole | @Assignusers [ Documentation

|+ [J Favorites
~ 23 SAP menu

' v [ office
» [ cross-Application Components
v [ Logistics
+ [J Accounting
* [JHuman Resources
» [Jinformation Systems
» (JTools
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Step2: create reference user ex:sap

= Users EOIL GO0 INformation  EMVironment  System  Help

v} *JdH CGQ EHE 80L0 BE @8

User Maintenance: Initial Screen
O7 6 0084

-
lser 33
I

Alias
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Step3: specify user address details

& v CHE ©DDoN BE @B

Maintain User
&

User SAP
Last Changed On 00:00:00 Status Not saved

.~ Address } Logon data | Defaults - Parameters -~ Roles | Profiles | Groups | Personaliz... |L||E|

b

Person

Title Mr. -
Last name [SAP{H
First name

Academic Title

Format

Function

Department

Room Number Floor Building

=]

Communication

Language .English - Other communication...

Telephone Extension
Mobile Phone

EARAEAR

Fax - Extension
E-Mail

L
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Step4: specify user type (reference) and password in logon data then save

& " dEB @@ CHE DDLOS BE @@
Maintain User

&
User SAP
Last Changed On 00:00:00 Status Hot saved

Address - Logon data } Defaults | Parameters - Roles - Profiles -~ Groups | Personaliz... |I||§|

Alias i
User Type Reference - e
Password

| System Differentiates Between Upper- and Lower-Case

Initial password m@|“g““g“,.f,q,.r,.f,.f,f,m“,f,e,f“,e,e,f“,e,m“,u,r“

- Ir

=
Repeat [JESSWDI'd x,u-u-rxx,e,el,rxx,u-rs-rx,r,e,r,rxx,exxx,e,exxxx,exxx,e,ur,rx
= =

User Group for Authorization Check

User group

Validity Period
Valid from
Valid through

Other Data

Accounting Number
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Step5: sap user was saved

= Users Edit Goto Information Environment System Help

& fJdH @@ BEHE DD Aoa8 EE @ D

User Maintenance: Initial Screen
O & s T @O & =&

I~ 5t
SAP
User £ le
Alias
User SAP was saved t':'.' 4
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Step6: create dailog user ex :sapl

[ Users Edt Goto Information  Environment System  Help

Y, "(EQQQ CHE 8DOD EHE @B

User Maintenance: Initial Screen

0760064
User [SAPl\ j}jl
Alias
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Step7: specify user address details

&

Maintain User
&

User _S_HE

-

Confidential Document

JdOo¢c@e@ DHE DDLE BE @@

Last Changed On

-~ Address |' .I._ogon data

| befau-lts

00:00:00)

© Parameters | Roles -~ Profiles

Status

Hot saved

I Groups I .Personaiiz...-' El@

Person

Title Mr.

e
Last name I_sap1|

First name

Academic Title

Format

Function

Department

Room Number

| Communication

Floor

Language English

Telephone

Mobile Phone

Fax

| Building

Other communication...

Extension

Extension

E-Mail
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Step8: specify user type dialog and password

=4 Users Edit Goto  Information Environment Systern  Help

1V @ @@ EHE DDLO0 HE @

Maintain User

User SAP1
Last Changed On |oo:00:00 Status Not saved
Address -~ Logon data |' Defaults ~ Parameters | Roles - Profiles | Groups | Personaliz...

Confidential Document

el

Alias
User Type Dialog -
Password

| System Differentiates Between Upper- and Lower-Case

H ﬁgt”x“””x“””x“””x“””x“””“

5
#kk:\'k#k#|irk:\'k#k#kk*k#k#k#*k#k#k#*k#k#k##k
i =i

Initial password

Repeat password

User Group for Authorization Check

User group

Validity Period
Valid from
Valid through

Other Data

Accounting Number
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Step9: specify reference user for additional rights (sap) in roles tab

Maintain User
&

User 5AP1

Last Changed On

00:00:00] Status Hot sawved

Address - Logon data | Defaults | Parameters Roles } Profiles |

Refere 2 e a
u Restrictions
p
Reference user for additional rights ) | R [T |
Role Assignments 'E] @ =
St... Role Type Valid From  Valid to : SAP :
USER1

Click on save

L= Users Edit Goto Intormation Environment System Help
& MBI e@@ CHE DDOoOD BE @®

Maintain User
=

User S5AP1

Last Changed On

l00:00:00] Status Hot sawved

Address - Logon data

.Defaults | Parameters /- Roles |' .Proﬂles Groups .Personaliz....; |I||§|
- L
Reference user for additional rights LSA.E'{ _}jl
Role Assignments
5t...|Role Type Walid From Valid to Name :
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Step10: login as reference user (background user) logon is not allowed

1V v C@e@ EHE S0 o8 HE &

SAP

MNew password

Client ool

IF o
User SAP

L= |
PaSSlfJDrd EEEEEEERERERD
Language

X | 00 on with a dialon user 3
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Step1l1l: login to dailog user and change password then continue

V] B Ie@@ CHE D0o8 BE @R
SAP

New password

Client [o01]

User |sap1

Password

Language New Password T |

Repeat Password T,
= =

Entry is Case-Sensitive
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Related Content:

http://service.sap.com

http://support.sap.com

www.help.sap.com

www.sdn.sap.com/irj/sdn/index.

Disclaimer and Liability Notice:
WILLSYS will not be held liable for any damages caused by using or misusing the
information, code or methods suggested in this document, and anyone using these methods

does so at his/her own risk.

WILLSYS offers no guarantees and assumes no responsibility or liability of any type
with respect to the content of this technical article or code sample, including any liability
resulting from incompatibility between the content within this document and the materials
and services offered by WILLSYS. You agree that you will not hold, or seek to hold,
WILLSYS responsible or liable with respect to the content of this document.
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