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Search Buttons

Button Name Description
Search help Use the search help button to find the choices available for a specific field.
Category Used to choose the tab option in a search help.
= Please note: depending on the field the category but will change.
or
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Selection Option Used to include or exclude options from a Search help such as =, >, <.

Wild Cards Used to type partial text. * means and anything after. % represents an unknown character.

Delete Selection Line = Clears search selection for a field from search screen
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Search Help

In SAP Gui many fields have a Search Help button connected to the field. It shows choices available for the field. For example, if you click onto
the field Profit Center then click the Search Help button it will give you a list of Profit Centers. To use the Search help button:

1. Click the field you want to look up.

a
2. Click the Search Help @J button

3. Choose the option for your filter.
&

4. Click Enter

Multitab Searching

Sometimes when you click the Search Help button you get a tabbed list of options. To review the list you can click on each tab individually, or
click the category button to review the list of tabs.

1. Click the field you want to look up.

2. Click the Search Help button.
3. Click the Category button.



4. Alist similar to the following appears that shows the tab categories for the field.
[& Materal Edt Goto Defauks System Hebp
@ ~“|{BCeQ@ CHR DL HE 0B
® M: Materal Number/Material Description

Display Material (Initial Screen) A Materal by old matersl number
Select View(s) Org. Levels Data 8: Materal by bil of materal
C: Materil transferred from CAD system
E: Competitive product by competitor
F: Production Resources/ Tools by Description/PRT Grouping
H: Sales material by general product hierarchy

Materal

[ Restrict Value Range

v (0] v materal number
T T 3: Materl by materal category

Materal descrbtion > K; Materals for cass

Language Key EE > L: Materal by materal group

Materal — ] : Materal by EAN (Intemational Artce Number)

0 Materals by severalcasses
P: Materal by product hirarchy
Restrict number to 500] [JNo restrction R Matersl by task st
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: Materal by Materal Type
[ID)E  v: watersi by suppy Avea
W Plant Materal by Descripton
Varants of a Generic Materal
Search Help for Materia Lst
Search Help for Artice Hierarchy
Orignal ateral
Folow-Up/Repiacement Materal
G: Search Help for Manufacturer Part Number
U: Search Help for Manufacturer Part Number with AMPL.
Z: Wateral for Intemational Artcke Numbers: Vendor-Spect
7: Excise Duty Materal for Descrption

12 MIT Materal Number/Material Description

. Choose the Category. The selection options change to reflect the tab choices.
Choose the option for your filter.
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8. Set the filter choices and click Enter . .

Search Selection Options

When working with a multi tab Search Help option, you can also use the Selection Option button to include or exclude options. The Selection
Option button gives choices such as =, >, < etc. to help filter your choices.

1. Click the field you want to look up.

2. Click the Search Help . button.

E
. Click the Category | button.

Choose the Category. The selection options change to reflect the tab choices.
. Choose the option for your filter.
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. Choose the option button , and choose the Selection option that best defines your filter, such as = or >.
Result: A window will open with your choices below.

Using the buttons on this window you can select, exclude options , or clear your selection from this list to get the filter you need.

= Maintain Selection Options
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Costir short text

S_| Description

=] Single Value

2| Greaterthan or Equal to
3] Greaterthan

S| Less han or Equalto
| Lessthan

| NotEgualto

Using the buttons on this
window you can select, exclude
options , or clear your selection
from this list to get the filter
DSelect vou need.
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1. Set the filter choices and click Enter |. .

Wildcards

Some selection options require you to enter text to search for an item. Using wildcards allows you to enter part of the name without having to
know the full name. For example if you are searching on a location field for a building at MIT, but do not remember the building number on East
campus you can type E* and get the list of East campus.

1. Click the field you want to look up.
2. Type the text that you know, use wildcards where needed.

3. Click Enter g




