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FMMI 301 - FMMI Portal and SAP Navigation

Course Introduction

= Course Structure:
— Modules
— Demonstrations, Walkthroughs, Exercises
— Learning Checkpoint Questions and Answers
— Course Completion and Evaluation
= Course Format:

— Instructor-led (ILT) — Training facilitated by an Instructor in a
classroom

= Course Materials:

— Participant Guide
— Job Aid(s)
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FMMI
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The FMMI Training curriculum outlines the training required for FMMI User Roles.
The training courses provide an understanding of the FMMI program and
application(s) and the USDA financial processes.

= Introduction to FMMI (100 Level)
— Overview of the FMMI project

— Instructor-led course, delivered in an auditorium or
via teleconference

= Process Overview (200 Level)

— High-level view of USDA'’s core financial business
processes

— Web-based course, delivered via AgLearn Learning
Management System

200 Level
Process
Overview

Detail and Specialization

: : 300 Level
- System Navigation (300 Level) System Navigation
- Hands-on practice navigating the FMMI system
- Instructor-led course, delivered in a computer-based
classroom 400 Level
Role-Based

= Role-Based (400 Level)

— Hands-on training and detailed introductions on how
to process transactions in the FMMI system

— Instructor-led course, delivered in a computer-based
classroom
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Introduction to FMMI

(100 Level) Review

As a prerequisite to the 200 Level courses, you participated in the
FMMI 101 - Introduction to FMMI course. FMMI 101 provided a high-
level overview of the FMMI project, changes and impacts of the
Implementation, and benefits of the new system.

After completing the 100 Level course, you learned to:
— Summarize the FMMI program objectives
— Explain the benefits and advantages FMMI provides
— Describe an Enterprise Resource Planning (ERP) solution
— Explain new business processes and concepts
— Explain the key implementation timeline and milestones
— Explain what organizations are impacted by each release of FMMI

— Provide participants information on the available support after they
return to their jobs and FMMI Go-Live
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Course Introduction

QSDA Process Overview

e
— 1 (200 Level) Review

As a prerequisite to the 300 Level course, you participated in the 200
Level courses. The 200 Level Process Overview courses take a step
further and provides you a high-level overview of FMMI’s new
terminology and business processes.

After completing the 200 Level courses, you learned to:

Provide an overview of the FMMI business processes
Explain the Master Data Maintenance end-to-end processes
Explain the organizational elements within each of the process areas

Describe the process flow, business activities, and roles within of the
processes

Explain the key terminology associated with each of the processes
Describe the various reports
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Course Objectives

After completing this course, you will be able to:

Describe SAP and identify SAP modules used
by FMMI

Explain the key SAP and FMMI terms and
concepts

Navigate the FMMI Portal

Explain the difference between master data
and transactional data

Manage favorites

Describe the screen elements and types of
fields

Perform searches in FMMI
Navigate Online Help
Run FMMI reports
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Module 1

USDA

e
=1 Agenda

= Course Introduction

- Module 1 — Introduction to FMMI Navigation

= Module 2 — FMMI Navigation

= Module 3 — FMMI Online Help Navigation
= Module 4 — FMMI Queries and Reports

= Course Summary

= Course Evaluation
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Module 1

Module Objectives

After completing this module, you will be able to:

Define common FMMI and SAP terms and
concepts

Explain what is SAP/ FMMI

|dentify and describe the primary SAP
modules FMMI uses

Explain what is the FMMI Portal
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FMMI

s ‘w Transformlng Financials

Key Terminology oo e,

Let’s review the following terms and definitions before beginning the
Introduction to FMMI Navigation module:

ERP: Enterprise Resource Planning
EMMI: Financial Management Modernization Initiative, also known as

the SAP system used for USDA financials
Legacy System: A previous financial system that has been fully or

partially replaced by FMMI
Real-time: A timely process, without any noticeable time delay

SAP: Systems, Applications, and Products in Data processing

12
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Module 1

= 1 sAP / EMMI Overview

Systems, Applications, and Products in Data
processing (SAP) is a powerful and integrated
Enterprise Resource Planning (ERP) system

The Financial Management F
Modernization Initiative (FMMI) is the
term associated with the SAP system

used to manage financials at USDA & e people’s Depariment

13
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Module 1

SAP Modules

FMMI

h"‘u Transforming Financials
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A SAP Module is a component of SAP that provides functionality for a

specific part of the business.

Fl - Financial Accounting

SD - Sales and & Accounts Receivable
Distribution 4 Accounts Payable

& General LedgerAccounting
# Closing and Reporting

# Special Purpose Ledger

+ AssetManagement

# CustomerMaster Data
% Sales Processing
% Billing

# Pricing/Conditions
# CreditManagement

MM — Materials
Management

4 Purchasing

CO — Controlling

4+ CostManagement

4 CostAllocation

# Overhead Cost
Controlling

FM - Funds
Management

Funds Management
Master Data

Budget Distribution
Budgetary Accounting
Funds Control

* 440

PS - Project Systems

& Work Breakdown Structure
& CostManagement
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Financlals

SAP Definitlons

FMMI 301 - FMMI Portal and SAP Navigation
Module 1

Integration of Modules

System Mgmt
General Ledger
Mgmt

Fund Balance with
Treasury Mgmt
Payment Mgmt
Receivable Mgmt

* Facilitates
management &
external reporting
of IegaIIPr required
financial info. &
documents

* Immediately after
datais entered.
the system
displays info. on
updated
accounts,
account totals, &
balances

Controlling
(CO)

Project
Systems (PS)

= Allows USDA to
measure its
flow of costs &
revenue & is
used for internal
mgmt. controls
of costs

= Allows
recording of
info. andis
structuredin a
way that suits
USDA's own
mgmt. &
reporting
pUrpOSES

SAP Enterprise Portal

Sales &

Distribution

(SD)

Receivable
Mgmt

* Helpstorecord

customer sales &
to ship products
to the customer-
also known as
order fulfillment
Helps to optimize
all the tasks and
activities carried

out in sales,
delivery, & hilling
—includes pricing.
addresses,
packaging

requirements, &
other customer
info.
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Materials

Management

(MM)

Payment Mgmt

Reporting

Supports the
procurement &
Inventory
functions of day
to-day business
operations such
as purchasing,
nventory
management, &
re-order point
processing
Where material
master data is
maintained

Funds
Management
(FM)

Funds Mgmt

* Budget, monitor, &
control Commitments,
Ohligations, &
Expenditures

* Reduce available
budget as Purchase
Requisitions &/or
FPurchase Orders are
created

* Prevent budget
overruns by causing
hard stop when
funds are depleted

* Can be used for
Appropriations or
orking Capital
Funds

FMMI

s, % Transforming Financials
%~ at the People’s Department

Business
Intelligence
(Bl)

Fund Balance with
Treasury Mgmt

= Arobust reportin

tool used to fulfil?the
reporting needs of
both SAP modules &
external data
SOUICes
Bl extracts data from
multiple sources and
allows users to
analyze selected
data using queries
BW is a read only
system, which
rotects source data
from beingt
inadvertently
ovenwritten
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Module 1

FMMI Integration Detailed View

FMMI Portal

Functional Integration Areas

Receivable
Management |

General Ledger
Management Process
Integration

(P1)

i

Funds Management
XML

l Cost Management

Fund Balance with
Treasury

FlatFile
Upload

Reporting
' Scheduled
System Management Batch
- Transactions

Compliance Controls
Data Management Tools Security Controls

Payment Management
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__Systems

Candidate
__Systems
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Module 1

USDA Learning Checkpoint Question FMMI

—
s and Answer (Q&A) iR

1. What is SAP?
2. What is FMMI?

3. Name three modules of SAP being used
by FMMI.
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Module 1

USDA FMMI

s “/ Transforming Financials
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In this module, you have learned to:

— Define common FMMI and SAP terms and
concepts

— Explain what is SAP/ FMMI

— ldentify and describe the primary SAP modules
FMMI uses

— Explain what is the FMMI Portal

18



FMMI 301 - FMMI Portal and SAP Navigation
Module 2

USDA

e
=1 Agenda

= Course Introduction

= Module 1 — Introduction to FMMI Navigation

- Module 2 - FMMI Navigation

= Module 3 — FMMI Online Help Website
= Module 4 — FMMI Queries and Reports
= Course Summary

= Course Evaluation

19




FMMI 301 - FMMI Portal and SAP Navigation
Module 2

Module Objectives

After completing this module, you will be able to:
— Log on and log off the FMMI system
— ldentify the layout of the FMMI Portal

— Explain how your role in FMMI determines
your data access

— ldentify key elements of FMMI screens
— ldentify the various types of system messages
— Explain what is a transaction in FMMI

— Differentiate between Master Data and
Transactional Data

— Create, change, and display a transaction

20
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Module 2

Key Terminology

Let’s review the following terms and definitions before beginning the
FMMI Navigation module:

— EMMI Role: The system access provided to FMMI users to perform
various business activities

— EMMI Portal: Web-based single point of entry into FMMI

— Process Area: A major grouping of activities in a process area that
enables users to perform their work in the FMMI environment
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FMMI
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The FMMI Portal is a web-based single point of entry into FMMI.

=ttt 23 United States Depart of Agriculture
_ Financial Management Modernization Initiative

VWEIE]NEM Accounts Payable  Accounts Receivable  Cost Management  Funds Management  General Ledger Management Perll
FMMI Home

| History, Back Forward

FMMI

Sy & Transforming Financials at the People's Department

I System Use Notification O]

This is a United States Department of Agriculture computer system, which may be
accessed and used only for official Government business (or as otherwise permitted by
regulation) by authorized personnel. Unauthorized access or use of this computer system
may subject violators to criminal, civil, and/or administrative action. All information on this
computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Access or use
of this computer system by any person, whether authorized or unauthorized, constitutes
consent to these terms.

22
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Module 2

FMMI

FMMI Portal and Integration S

The FMMI Portal displays the various process areas, controls, and
system interfaces as one user interface.

fil Internet
\ it Exrlarer

Funciionzl lintegestion Arcas

Genesal Ledger Receasshie
Management Management
S
Fumd Baiance with Sl Caadidze
Payrent Management Sy=em Management

| WodclowsBusness Pules | Conpliance Contrds

Fundsz Management

User Internet Enabled PC FMMI Process Areas,
with FMMI Portal Controls & Systems

23



FMMI 301 - FMMI Portal and SAP Navigation
Module 2

FMMI

FMMI Portal Capabilities e e

The FMMI Portal provides the following capabillities:

— Secure access where users will sign-on with their
eAuthentication account

— Single sigh-on to FMMI

access FMMI transactions that are associated with ¢
their role e

24



FMMI 301 - FMMI Portal and SAP Navigation
Module 2

FMMI Log On

How do | access the FMMI system?
— Log on to FMMI using Internet Explorer
= No desktop client software is required
— Access the FMMI website to launch the application

— Log on to FMMI using your Level 2 eAuthentication username and
password

= [ntegration with eAuthentication means you have single sign-on between
FMMI and other USDA applications such as AglLearn




FMMI 301 - FMMI Portal and SAP Navigation
Module 2

FMMI

eAuthentication Login Page ST

When you click the Login button from the FMMI Homepage, you will

be directed to the eAuthentication Login Page
A

USDA  united States Department of Agricuiture
s USDA eAuthentication

| Quick Links

+ What is an account?

b Ciole i oot User ID: ' |( | | Want To... Type in User ID

b Updata your account
P d: o Ch My P
Administrator Links e RIARLY "-"“"I" an d Pa stord
- Reset My Forgotte®
i Local Registration Login Password

Autharity Login . Retrieve My Forgotten
: I User ID

What's New

Click the
Important! Employees and Contractors: Log i n bu.tton

¢ Please update your business email and phene in yvour
profile. Click here for additicnal details.

26
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Module 2

FMMI

=1 cAuthentication Warnin g s

Before being directed to the FMMI Portal Logon you must agree to
the terms and conditions of eAuthentication

I ) NS 0 O

* You are accessing a U.S. Government information system, which includes (1) this computer, (2) this
computer network, (3) all computers connected to this network, and (4) all devices and storage media
attached to this network or to a computer on this network. This information system is provided for U.S.
Government-authonzed use only.

# Unautharized or improper use of this system may result in disciplinary action, as well as civil and criminal
penalties.

e By using this information system, you understand and consent to the following:

© You have no reasonable expectation of privacy regarding any communications or data transiting or
stored on this information system. At any time, the government may for any lawful government
purpose monitor, intercept, search and seize any communication or data transiting or stored on this
information system.

O Any communications or data transiting or stored on this information system may be disclosed or
used for any lawful government purpose.

L]

Your consent is final and irrevocable. You may not rely on any statements or informal policies
purporting to provide you with any expectation of privacy regarding communications on this system,
wlf}ether oral or written, by your supervisor or any other official, except USDA's Chief Information
Officer.

T L A (5 0

Click the
| Agree
button

27
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FMMI
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When you login with your eAuthentication credentials, you will be
directed to the FMMI Homepage.

Help | Log Off

LWE W Accounts Payable  Accounts Receivable  Cost Management  Funds Management  General Ledger Management  Per,
FMMI Home
| History, Back Forward

FMMI

\\-

o’ Transforming Financials at the People’s Department

I System Use Notification |

This is a United States Department of Agriculture computer system, which may be
accessed and used only for official Government business (or as otherwise permitted by
regulation) by authorized personnel. Unauthorized access or use of this computer system
may subject violators to criminal, civil, and/or administrative action. All information on this
computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel far official purposes, including criminal investigations. Access or use
of this computer system by any person, whether authorized or unauthorized, constitutes
consent to these terms.
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= Users should log out to maximize

security |
= Users log out when the session is e ——
complete , -
. . . | History, Back ward [E]
= There is an idle time out after 30
minutes
= Save all data before logging off the
system
= FMMI displays a dialog box to
confirm or cancel actions that cause Click the Log
data loss Off button ‘

= The browser closes automatically
when users log out

29
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Module 2

FMMI

‘\:‘u Transforming Financials

Hands-on Activity &g

Log On and Log Off FMMI

= Purpose:
— Use this procedure to log on and off of the FMMI system
= Roles:

— All Roles
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FMMI
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The FMMI Portal desktop refers to the entire portal screen, any
displayed content and its layout. The FMMI Portal desktop is divided
Into the following areas: Header Area, Page Title Bar, Navigation
Panel, and Content Area.

| Create Sales Order | Hhstary, "‘Lm_k Header

Creale Sales Oraer: | .'.'HI Screen :

Twenu ]| HB ik | Em;[_CanceI‘ || Create with Reference || Sates || itern overvew || Ordering party | | More...J Area
Order Type = g

Portal Favorites | -
* Create Sales Order Organizational Data Pagﬁ‘ Tltle

Sales Orqanlm!]on

Distribution Channel Ba r

é Dibdsion
Sales Office
Sales Group

Navigation
Panel
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FMMI
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The Header Area is located in the upper part of the web browser
window. This area does not change when the user navigates from
one page to another. The Header area consists of the following
elements:
— Masthead — The banner of the FMMI Portal user interface
= Includes Help and Log Off links

— Ton-level Naviaation — Disnlavs the entrv noint for naviaation 1sina

[Log Off Button]

Help Buttonl

USDA

United States Department of Agriculture
Financial Management Modernization |I1i|iﬂll"l"!’:"

Welcome Accuunlsaab!e Accounts Receivable " Cost anagemem ndsanageme General Ledger Management

Customer Master Data Maintenance | Sales Order Process | Sales Order Billing Process | AR Process | AF Approval | Debt Management Procesqy |

Top Level T
Navigation { Masthead

o



FMMI 301 - FMMI Portal and SAP Navigation
Module 2

Top-Level Navigation

The Top-Level Navigation menu depends on the role(s) a user is
assigned

— Example: A person with a Master Data Maintainer role has access to
Create, Change, Display and Delete Master Data

= A role matches the user’s specific tasks and information needs;
relieving the effort of searching through layers of information

= The log on identification in the portal is linked to the FMMI role(s) a
user is able to view and access in the portal

= Users are not able to access a transaction in FMMI that is not
contained in their role profile

33
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Module 2

Click the Process Area T raormng pranels

USDA

=——— UGN St_ales Department of Agriculture ; ST
L _JFinancial Management Modernization Initiative

Welcome  Accounts Payable
Customer Master Data Maintenance | Sales Urder Process | Sales Order Billing Process

Create Sales Order
J4]»] q

| Create Sales Order: Initial Screen

- [JManage Sales Order I[ Menu, | | Back || Exit || Cancel | | System, ||| Create with |
* Create Sales Order
= Change Sales Qrder
= Display Sales Order

Order Type | gl
Portal Favorites =10 ' '

Organizational Data
Sales Organization

Clsiuton channali ao] HILBD lick the FMMI process area (e.g.,
Division AlG| USDA P

Sales Office . ccounts Receivable) from the
Sales Orup | irst level tab.

Il corresponding FMMI roles
e.d., Sales Order Process) appear
n the second level tab
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Module 2

Click the FMMI Role

USDA

=—— LG St_alus Department of Agriculture : e
__JFinancial Management Modernization Initiative

Welcome  Accounts Payable BEISUILRILTC LM Cash Reconciliation C

-~

\ % Transforming Financials

a

%~ at the People’s Department

Customer Master Data Maintenance | Sales Order Process | T .v. Tide Tty 1 ivnnws

Create Sales Order
14 ¥ 4

| Create Sales Order: Initial Screen

» lfanage Sales Order I[ Menu, | | Back || Exit || Cancel | | System || Create with |
= Create Sales Order
= Change Sales Order
= Display Sales Order

Portal Favorites =10/

Order Type 1ol

Organizational Data
Sales Organization |
Distribution Channel AG | USDA

Division AG | USDA
Sales Office ' .
Sales Group

35

lick the FMMI role (e.g., Sales
rder Process) from the first level
ab.

Il corresponding business
ctivities (e.g., Manage Sales

rder ) appear on the left
avigation panel.
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Module 2

FMMI

Click the Business Activity (S raomng ppacas.

g?p—é United St_ares Department of Agriculture : e
C__IFinancial Management Modernization Initiative

Welcome  Accounts Payable RRESITLICHIEINWELIEE Cash Reconciliation €
Customer Master Data Maintenance | Sales Order Process | Sales Order Billing Process
Create Sales Order

|4 ]
Detailed Navigation

CManage Sales Order

= Change Sales Order
= Display Sales Order

= | Create Sales Order: Initial Screen

Order Type =]

Portal Favorites E =

Organizational Data
Sales Organization

Disiution Chanrsliiac [EUSEA lick the business activity (e.g.,
Division AG | USDA

Sales Offce — 1 s anage Sales Order) from the left
ales Gluup | avigation panel.

Il corresponding tasks (e.g.,
reate Sales Order ) appear under
he business activity link.
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USDA
YOLUA

United St_alus Department of Agriculture : e
Financial Management Modernization Initiative

IWeEcorne Accounts Payable REELTTGSHIESIELIEE Cash Reconciliation C

Customer Master Data Maintenance | Sales Order Process | Sales Order Billing Process
Create Sales Order

|4

1
| create Sales Order: Initial Screen

e Calanage saes graer | Menu, | | Back || Exit || Cancel | | System/ || Create with |
= Create Sales Order
e Lnange Saes oraer

= Display Sales Order

Order Type 1ol
Portal Favorites =10/

Organizational Data
Sales Organization

Distribution Channel 46, USDA lick the task (e.g., Create Sales

Division AG | USDA : i

e — . rder) from the left navigation

G | anel to make the corresponding
ransaction appear in the content
rea.
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FMMI
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The Page Title bar is located below the Header area. This area
displays the transaction the user is in and changes when the user

navigates from one page to another. The Page Title bar also includes
the History, Back, and Forward links and the More Options icon

— History - Displays the past transactions and business activities you
have used

— Back - Returns you to the previous screen
— Forward - Takes you to the next screen
— More Ontions - A drondown list of action items relatina to the
| Page Title Bar_|

= United States Department of Agriculture Fel
—— g e Log Off
' ' eime erni iC itiati i -

Financial Management Modernization Initiative

il

Welcome  Accounts Payable RRE=INcHsCECNEICEM Cost Management  Funds Management  General Ledger Managemdnt

Create Sales Order
4wl

Business Activity Create Sales Order: Initial Screen
38



FMMI 301 - FMMI Portal and SAP Navigation
Module 2

Navigation Panel

The Navigation Panel is located on the left side of the screen. The
Navigation Panel is divided into the following areas:

— Detailed Navigation - A hierarchical
continuation of the top-level
navigation. Contains all content

. . ~ [gianage Sales Order
below the second-level navigation Detailed e
Including business activities folders avigation e
and task links

* Dizplay Sales Order

| Portal Favorites

= Create Sales Order

— Portal Favorites - Displays
personalized content specific to a
given FMMI user. The content Portal 5il__>
consists of business activity folders Favorite
and/or task links that have been
added to the portal favorites section
by a given FMMI user
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FMMI
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FMMI allows the user to save most used transactions, reports, etc. as
Portal Favorites. Portal Favorites works similar to Internet Favorites.

— From a transaction, click the More Options icon
— Select the Add to Portal Favorites menu item

— The transaction selected to be added as a favorite appears on the left
navigation panel under the Portal Favorites section

ig Interface Table Main Partal Favorites ==
ent Process | Debt Write- - Create Sales Order

| History, Back

Open in New Wmdoﬁ
40

| Help

: Add to Portal Favorites




FMMI 301 - FMMI Portal and SAP Navigation
Module 2

Modify Portal Layout

FMMI allows users to modify the FMMI Portal layout.

Click the Collapse Tray button to collapse the business activity tray
Click the Collapse Tray button to collapse the Portal Favorites tray

C

Click the Expand Tray button to expand the business activity tray
Click the Expand Tray button to expand the Portal Favorites tray

=

Click the Expand Tray button to expand the Navigation Panel
4

|
Click the Collapse Tray button to collapse the Navigation Panel

‘ g
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Module 2

FMMI
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Hands-on Activity &g

Navigate FMMI Portal
= Purpose: Use this procedure to navigate the FMMI Portal

= Roles:
— All Roles

42



FMMI 301 - FMMI Portal and SAP Navigation
Module 2

FMMI

FMMI Screen Components e e

The FMMI screen includes the following components: Title Bar,
Application Toolbar, Screen Body, and Status Bar. However, content
available, selections, and icons differ depending on the transaction
the user is currently using

- | History, Back vard [
Tltl e Create Sales Order: Initial Screen
Ba r L Enu L Eack i 'i. : ECE - eElE L al =31 with Relerance - 2 :'..-' - ."-"".' aven :"'-"_ ordeann ; .-Z-' iy i are oz ﬁ

Order Type g

——— ‘Application

Screen ﬁ?ﬁfﬁ?&fﬂ.s Toolbar
Bod e
Status
Bar
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FMMI
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The Title Bar displays name of the transaction the user is working on
and the screen within that transaction.

| History, Back Forward

Creare Sales Order: Initial Screen

Create with Reference

ltern overview || Ordering party | | Mare...J

Qrder Type

2rganizational Data
Sales Organization
Distribution Channel
Divisicn

Sales Office

Sales Group

DDDDD E
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FMMI
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The Application Toolbar contains functional buttons and selection
bars that pertain only to that screen. These vary based on the
transaction you are working on

| Menu |} | Back || Exit || Cancel | | Systerny | | Create with Reference || Sales || ltem overview || Ordering party | | More...

45



FMMI 301 - FMMI Portal and SAP Navigation
Module 2

FMMI
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The Status Bar is located at the bottom of the FMMI screen. FMMI

displays system information and status fields on the left side of the
Status Bar

' Create Sales Order: Initial Screen
| Menuy | b | Back || Exit ][ Cancel t [ S'fsl!erm) | [ Create with Reference || Sales || tem overview || Ordering par’q

Order Type E O

Organizational Data
Sales Organization
Distribution Channel
Dmision

Sales Ofice

Sales Group

LO Fill'in all required entry fields >

)‘l_ﬂ Fill in all required entry fields 1
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The Status Bar contains three types of system messages:

— Warning messages @

= Data may contain errors, but warning messages do not prevent
processing a transaction

— Information messages V]
= Intended to assist in completing the screen correctly
= Entry has been accepted and FMMI has been updated

— Error messages 3

= Indicates a mistake that must be corrected before proceeding to the next
screen
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A FMMI screen can contain a wide variety of
elements, either for displaying field contents, or for
allowing the user to interact with the program. The
following are the most frequently used FMMI screen
elements:

— Tabs

— Checkboxes

— Radio buttons
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FMMI Screen Elements - Tabs

Use tabs to enter, display, and alternate between multiple screens
without having to complete all the data. Tabs are arranged in order of
Importance or in the process order of the transaction

— To access a tab page, select the corresponding tab header

— In the case of longer tabstrips, not all of the tabs appear on the
screen. Scroll to the other tabs using the left and right arrows at the
top of the tabstrip «[v]

— Choose the More Selections icong to the right of the tabstrip to
display a list of all the tabs on the tabstrip. Select a tab from this list,
to move the tab to the foreground

WIMITMIMIMIFMIWDHH“
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A checkbox consists of a square checkmark element and a
descriptive text. Checkboxes are used when users can select one or
more options when entering information in FMMI

— To select one or more options, click the checkbox next to each desired
option. The selected checkboxes now contain a checkmark

— To de-select a checkbox containing a checkmark, click it again and
the checkmark disappears

Selectitems

Open iterms

Cleared iterms

[ ] Parked items

with special GIL transactions
[ ] wwith vendar line items
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Radio buttons are used when you can only select one option when
entering information in FMMI

— To select an option, click the radio button next to that option. The
selected radio button is now filled in

— To change your selection, click a different radio button. The original
button is now empty and the new selection is filled in

Recertify Fayment Status
() Recerified Payment Initiated Immediately
(YRecertified Payment Postponed
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Input fields are used in different ways depending on the records and
transactions

— Data entry field
= The rectangle represents an area where data is entered

Sales Crganization
Distributicn Channel
Divisian
Text fields
= Extended fields where additional information about a transaction is

e nte red |) [Back ][ Exit][ Cancel | [ system] | [ Waster Data |

. [ Calendar
- Date flEldS 10/01/2000 |%

MO TU WE TH FR SA SU |«]
35 ﬂﬁ 29 30 N 1 2 3

= Date fields can be filled manually or by using SRR EEEE:

R SEP 37 11 12 13 14 15 16 17

H c{| 2000 38 18 19 20 21 22 23 24
a Calendar In FMMI c 30 25 26 27 28 20 301} |
40 2 2 4 5 & T 8
DcT 41 9 10 11 12 13 14 1§
2000 42 16 17 18 19 20 21 22
43 23 24 25 26 27 28 29
44 30 3 1 2 3 4 5
45 8 7 8 38 10 11 12 ¥
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Each screen contains both required and optional data entry fields.
— Active fields are highlighted and the search button is displayed

— Required fields are denoted by a check mark and must be populated
In order to process a transaction

=
— Option fields are not required in order to process a transaction,
however provide as much information as possible

— “Grayed out” fields are not accessible often due to view only access or
fields that are populated by the system
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Navigate FMMI Screens

= Purpose: Use this procedure to navigate the FMMI screens

= Roles:
— All Roles
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FMMI

Transaction Overview (. Tanstorming Enanci,

= A transaction is a series of screens that enable the completion of
specific activities and tasks within the system

= A user may have access to one or multiple transactions

= Transactions allow users to create, change, maintain, display, and
produce reports based on data in the system
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Working with Data in FMMI

There are two types of data in FMMI:

1. Master Data: Fairly static, centrally-stored data records
= Examples include General Ledger account numbers, cost centers,
vendors, and customers
2. Transaction Data: Transaction-specific data that uses master data.
A single business event such as a purchase requisition or a request
for payment creates transactional data
= Examples include open purchase orders, invoices, and receipt of goods
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To demonstrate the use of master and transactional data, let’s learn
how to access a transaction and use some of FMMI functionality.
this module, use the create, change, and display purchase order
transactions as examples
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Create a Transaction Continued

A purchase order is a formal notification to the vendor requesting a
specific good or service. It results in the obligation of funds. To
access transaction Create a Purchase Order:

— Click the Purchasing tab
— Click the Purchasing Order Process tab

— From the Navigation Panel, click the Process Purchase Orders
business activity link

— Click the and Create a Purchase Order task link
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FMMI Transaction Attributes: Create

= Purpose: Use this procedure to create a standard FMMI transaction

= Roles:
— All Roles
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Change a Transaction

To access the following Change a Purchase Order transaction:
— Click the Purchasing tab
— Click the Purchasing Order Process tab

— From the Navigation Panel, click the Process Purchase Orders
business activity link

— Click the Change a Purchase Order task link
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FMMI Transaction Attributes: Change

= Purpose: Use this procedure to change a standard FMMI transaction

= Roles:
— All Roles
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Display a Transaction

To access the following Display a Purchase Order transaction:
— Click the Purchasing tab
— Click the Purchasing Order Process tab

— From the Navigation Panel, click the Process Purchase Orders
business activity link

— Click the Display a Purchase Order task link
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FMMI Transaction Attributes: Display

= Purpose: Use this procedure to display a standard FMMI transaction

= Roles:
— All Roles
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U/SQA Learning Checkpoint Question
— 1 and Answer (Q&A)

1. Name some capabilities provided by FMMI

7. What is a FMMI User Role and how does it
Impact you?

3. What is the difference between Master
Data and Transactional Data?
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In this module, you have learned to:
— Log on and log off the FMMI system
— ldentify the layout of the FMMI Portal

— Explain how your role in FMMI determines
your data access

— ldentify key elements of a FMMI screens
— ldentify the various types of system messages
— Explain what is a transaction in FMMI

— Differentiate between Master Data and
Transactional Data

— Create, change, and display a transaction
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e
=1 Agenda

= Course Introduction
= Module 1 — Introduction to FMMI Navigation
= Module 2 — FMMI Navigation

- Module 3 — FMMI Online Help Navigation

= Module 4 — FMMI Queries and Reports
= Course Summary

= Course Evaluation
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After completing this module, you will be able to:
— Navigate Online Help
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Let’s review the following terms and definitions before beginning the
FMMI Online Help Navigation module:

Context-sensitive: Displays documentation for the particular

feature/transaction that the user is using
FMMI Online Help Main Page: Displays categories by which the

content on Online Help is organized
Online Help Procedures (OLHP): OLHPs provide step-by-step

instructions on how to complete a specific transactions. The
document contains screen shots, steps, and required fields that need
to be entered in order to complete the transaction

Simulation: Application tutorials are simulated activities that provide
you a safe environment to practice and learn how to process
transactions in FMMI
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FMMI Online Help

FMMI Online Help (OLH) is a web-based tool that provides users with
online documentation and specific help for the FMMI system and
transactions

Provides a repository of useful information specific to FMMI’s
business processes and configuration

Hosts the training and performance support materials
Available to FMMI users during training and post go-live

Launches any type of format or content to provide context-sensitive
help for individual transactions or screens

Allows display of multiple items for one transaction or one item for
multiple transactions

69



FMMI 301 — FMMI Portal and SAP Navigation
Module 3
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FMMI Online Help Access O eF RS

Access FMMI Online Help from the Help button and the More Options
button

‘ FMMI Online Help ‘
Main Page

'Maﬂagement Interface Error Handling

L . Context-Sensitive
ﬂddtn Pnrt avnrltes Online Help

I
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FMMI

FMMI Online Help Main Page B

The FMMI Online Help Main Page displays information in the

Online Help Online Help FMMI Training Materials
Procedures, Procedures,
Simulations, and Job Simulations, and Job

Aids by Process Area Aids by Material Type

(e.g., Accounts (e.g., Participant Guide)
Receivable)
— 01 - Performance — JobAids — 100 Level
Support Materials by ~ O&M Materials ~ 200 Level
Role | — Participant Guides — 300 Level
. [Igi;i:ilhnrz::rﬁ —  Simulations and Online — 400 Level
Simulations Help Procedures ~  Multi-course Offerings

— 03 - Job Aids (Alpha)
— 04 — Participant Guide
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Context-Sensitive Help Page

The Context-Sensitive Help Page displays documentation for the
particular transaction that the user is using

— Simulations
— Online Help Procedures
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Navigate FMMI Online Help

= Purpose: Use this procedure to navigate FMMI Online Help

= Roles:
— All Roles
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USDA Learning Checkpoint Question FMMI

—
s and Answer (Q&A) iR

1. What is FMMI Online Help?

2. What are the two ways to access the FMMI
Online Help?
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In this module, you have learned to:
— Navigate the Online Help
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=1 Agenda

= Course Introduction

= Module 1 — Introduction to FMMI Navigation
= Module 2 — FMMI Navigation

= Module 3 — FMMI Online Help Website

- Module 4 — FMMI Queries and Reports

= Course Summary

= Course Evaluation

76




FMMI 301 — FMMI Portal and SAP Navigation
Module 4
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After completing this module, you will be able to:

Define reporting parameters

Explain the use of multiple selections
Set up a report variant

Execute a report

Explain drill down capabilities
Change report layout

Export reports to Microsoft Excel
Print reports
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Key Terminology

Let’s review the following terms and definitions before beginning the
FMMI Queries and Reports module:

— Drill-down: Allows users to see an additional detail for a given figure
or line item

— Parameter: Set of criteria that determine the content of a report

— Variant: A collection of saved parameters, such as the setting for a
particular table or a set of report selection criteria. Variants allow
users to save repeatedly used data without having to re-enter
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ECC Reporting e

SAP Enterprise Central Component (ECC) reports are
standard SAP reports that have been configured for
the purposes of the FMMI implementation

— FMMI user roles drive the access to the reports

— The standard reports are listed under each of the
FMMI Reporter roles for each corresponding area

— Reports are available across various functional
areas and various transactions

— SAP ECC Reports are real-time
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ECC reporting screens include the following components: Menu,
Save as Variant, Execute, and Get Variant. However, content
available selections, and icons differ depending on the report the user

IS currently using

Get Variant... ‘
button

| Vendor Lis:

| Save as Variant.. LBack || Exit || Cancel | | System "l Execute | Get Variant... | Dynamic selections || More...;

'u' ndor selection
endor account ' In] to '_ |

Company code o | [ |

L "Menu button | | Execute button |
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A parameter is a set of criteria that determines the content of a
report

Vendor List
| Menu/ |} | Save as Variant... || Back || Exit || Cancel | | System/ | | Execute || Get Variant... || Dynamic selections || More...]

 Vendor selection - -
Vendor account [ ' to ' =
T

Company code _ T < o | | e

Parameter |
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Search is used to find information, a specific record, or a specific field
entry based on a characteristic of the information. When searching
for information in FMMI, use asterisk symbol as a wildcard character

— Type any part of the name surrounded by wildcards

= E.g., typing “*ConAgra*” in the Customer field returns all accounts
containing ConAgra, including ConAgra and ConAgra Foods

— Type in the first part of a name, followed by the wildcard

= E.g., typing “Su*” return a list of contacts whose names start with Su. For
example, Susan Hammond, Sue Lowe

— Type a wildcard followed by the last part of a name

= E.g., typing “*Smith” return a list of contacts who last name contains the
criteria. For example, BookSmith, LearningSmith, and Smith
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Multiple selection options allow users to enter different variations of
numbers or values or ranges when parameters are set for a report

III? Multiple Selection for Variant

Select Single Values Select Ranges | Exclude Single Values | Exclude Ranges

... [=ingle value

L ET
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A variant is a collection of saved parameters, such as the settings for
a particular table or a set of report selection criteria

— Save values entered into selection fields on a report using variants
— Use a variant to run similar reports to save time

— Create several variants for the same report, each one containing
different values

— Click the Save as Variant button to save the key fields | Save as Variant...
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Variants Continued

— To identify variants, type in part of a username as the last digits of the
variant name or use a name in the Description field

— Other users may be able to see your variants; however, if they do not
have the same authorizations to view the objects you have selected,
FMMI will not display the data entry

— To use a saved variant
= Click the Menu button
= Scroll down to the Goto button
= Select Variants and select the desired variant
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Execute a Report

To begin reporting, let’s learn how to access an ECC report and run
some of the reporting functionality. In this module, use the
Purchasing Document per Vendor Report as an on-going example
— To access this report
= Click the Purchasing tab
= Click the Reports tab

= Click the Purchasing Document per Vendor Report link
= Click the Execute button
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To manipulate the output of a report, perform the following:
— Highlight the Scope of List field
— Click the Search button

- H |ghl|ght the Chosen Output III?' Farameters Defining Scope of Purchasing Lists (1)
. ¥ Search Criteria
- CIICk the Sel eCt bUtton |:| Search Results: 21 Entries found
= List Scope Description of Scope of List
ALLES Everything possible =
ALY ALY grid control
ANFR RF Qs with collective no.
ARCHIV Archive analyses
AVIS FQs= with notified quantity |
BANF Furchase requisitions
BEDONR Tracking no. as special line
BEST FPurchase orders
DEFAULT Default value
EINT Schedule lines in basic list j
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Drill-Down Capabilities SRR B

Drill-down in an ECC Report to break down general figures into
smaller details

Purchasing Documents per Vendor
| Menu] ) [ Back | Exit || Cancel | [ System | [ Display Document |[ Print Preview || PO History ||
BO Type Vendor Hame PGp Order Date
Item Material Short Text HMat. Group
DI A Plnt Sloc Order Qty Un Met Price Curr. r Un
Standard PO 4500000000 Created by Kreg Melton @
AS00000000 HE | e - [Menu] |} [ Back |[ Exit ][ Cancel | [ System] | [ Document Overview On |[ Create |[ Display/Change |[ More...]
Y test contract Standard PO B [450000000d WVendor [1100000000 Test Non-Fed Vendo| Doc.date  [0ar27/200
K FIOO 10 1 [EHeader
5till to be delivered 10  Jj[Eem Overview |
Still to ke involced 0] Item [10]test contract ] ElEl
4500000001 NB 1100000000 Teat Non-Fed Vend QuantitiesiVeights | Delivery Schedule | Delivery | Invoice | Conditions || ol
00010 Supplies
E FIOo 15 Iaterial group
Still to ke delivered 15 Vendor mat. na. | | | |EAN.|’UF'C l:l
. . . Vendar sub-range
3till to be inwvoiced 15 Vendor Batch I
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Execute Standard Report

= Purpose: Use this procedure to execute a standard FMMI report

= Roles:
— All Roles
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The reports in the SAP standard system provide a wide range of
Information. Limit or expand this information in some reports to the
data that applies to a specific question or cost analysis. Create
different layouts of the information

— Click the More button

[ Refresh || Sortin Ascending Qrder || Sortin Descending Qrder | More...)

. Details Ctri+Shift+F3
- SeleCt the Change LayOUt menu Item |"E|p |Func|5|:'[r Cmmt ke Selection Screen Information
Refresh Ctrl+F2
o Modlfy Report Layout 0909 IFI00 2540 | Sortin Ascending Order Ctrl+F4
Floo 2540 Sortin Descending Order Ctrl+3hift+F4
Set Filter Ctrl+F5
0909 |FI00 o54p | 108l Bl
Flon 2540 SL!htntals:.. Ctrl+Sh|ﬂ+FE
Print Preview Ctrl+Shift+F10
Local File... Cirl+Shift+F2
ggoe (Floo 2540
Ll Select Layout.. Ciri+F g
Save Layout... Cirl+F10
ggo0e (Flo0 = — ———
Fl00 2540 4510000000 2,100.00
= 2,475.00 = 2,475.00
ggoe  (Fl0O 2540 4801000000 2475.00
FI00 2540 4510000000 2,475.00

= 990.00 = 990.00
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Modify Report Layout Continued

If the information provided in the layouts is not sufficient for your
purposes, you can modify them or create custom layouts

— Displayed Columns

— Sort Criteria

II:D' Change Layout

— Filter Criteria s flE Deme N
- Display | a]lv]|2]3] EINEE

Displayed Columns Column Set

Column Mame |E| Colurmn Mame

Reference Document - a2mart Doc. Number |- |

Fiscal Year Company Mame L

Company Code Fund name

Fosting period EI Budget Period Mame

Fosting Date EI Funds center name

Document Date Commitment item name

Document Mumber 5/l acct short text

Fund Local currency

Budget Period Transaction Currency —

Funds Center Amountin GrigTransCroy -

Commitment ltem 1 | L[J =]

v|E
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Modify Report Layout

= Purpose: Use this procedure to modify a FMMI report

= Roles:
— All Roles
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Export Report to Microsoft Excel

Reports can be downloaded in FMMI and saved to a computer. To
save a report to a computer:

— From the report, Click the Menu button
— Click the System button

— Click the List button

— Select the Save > Local File menu item

— Inthe Save list in file pop-up window, select “spreadsheet” or the
appropriate format to save the report

— Press the Enter button

— Click Yes to any warning windows that may appear

— Select the save location and type the desired file name for the report
— Click the Generate button to save the file
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Export Report to Microsoft Excel

= Purpose: Use this procedure to export a report to Microsoft Excel

= Roles:
— All Roles
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Print ECC Reports

ECC Reports can be printed as required
Click the Menu button

Select System
Select List
Select Print

Purchasing Documents per Vendor

FMMI

s ‘u Transforming Financials
\,,..J at the People’s Department

| Menu |} [ Back || Exit |[ Cancel | [ System] | [ Display Document || Print Preview |[ PO History ||

- List b
I Edit b
Goto b
_| Envircnment »
Help b
About
4500000001 HB
goola
K FIOO
3till to be
3till to be

Fendor Hame PGp Order Date
Short Text Mat. Group
C Order Qty Un HNet Price Curr. per Un
Create Session i Vendor 105 04/27/2009
End Session ot 2540
User Profile »| 10 EA 10.00 USD 1 EA
. 0 a0.an0 a0 .00
senices [ 20 e 10000 US> 100,00 3
Utilities ’ h 102 04/27/2009
2540
Semvices for Ohject Find... Ctrl+F p.00 USD 1 PAC
My Chjects b | Save » p-00 T3D  100.00 =
Own Spool Requests Send p-00 USD 100.00 3
Cwn Jobs List Header
Short Message Linicode Display b
Status...
Laog off
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N and Answer (Q&A) 5 i

1. What are reporting parameters?
2. Explain the use of multiple selections
3. What are variants used for?
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In this module, you have learned to:
— Define reporting parameters
— Explain the use of multiple selections
— Set up a report variant
— Execute a report
— Explain drill down capabilities
— Change report layout
— Export reports to Microsoft Excel
— Print reports

97



FMMI 301 - FMMI Portal and SAP Navigation
Course Summary

Agenda

Course Introduction

Module 1 — Introduction to FMMI Navigation
Module 2 — FMMI Navigation

Module 3 — FMMI Online Help Navigation
Module 4 — FMMI Queries and Reports

Course Summary

Course Evaluation
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Course Summary

In this course, you have learned to:

Describe SAP and identify SAP modules used
by FMMI

Explain the key SAP and FMMI terms and
concepts

Navigate the FMMI Portal

Explain the difference between master data
and transactional data

Manage favorites

Describe the screen elements and types of
fields

Perform searches in FMMI
Navigate Online Help
Run FMMI reports
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USDA

—

—
=1 Additional Support

= FMMI Communications

= SAP Help and FMMI Online Help

= Job Aids

= Coaching from Agency/Staff Office Subject Matter Experts (SMES)
= FMMI Help Desk
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Online Help Procedures (OLHP)

Related Online Help Procedures (OLHP) include:
— Log On Log Off FMMI
— Navigate FMMI Portal
— Navigate FMMI Screens
— Create Transaction
— Display Transaction
— Change Transaction
— Navigate FMMI Online Help
— Execute a Standard Report
— Modify Report Layout
— Export Report to Microsoft Excel
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Agenda

Course Introduction

Module 1 — Introduction to FMMI Navigation
Module 2 — FMMI Navigation

Module 3 — FMMI Online Help Navigation
Module 4 — FMMI Queries and Reports

Course Summary

Course Evaluation
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= In our efforts to continuously improve FMMI Training, please complete
the course evaluation

= The FMMI team uses the results of evaluations to determine the overall
effectiveness of the training program and identity improvements for
future sessions

— Your answers will remain confidential but you may also provide your
name if desired
= The evaluation can be accessed at the following link:

Course Survey
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