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1. INTRODUCTION:

SAP, an enterprise-wide information system, is based on a common
database and modular software design to coordinate all the resources, information,
and activities of every department and development projects of HEC to store and
retrieve information on real-time. The purpose of Business Automation Wing is to
ensure smooth data entry into SAP and retrieval of objective oriented reports. The
same is obtained through the systematic and well designed support of Operational,
Functional and Technical humane resource. The Standard Operating Procedures
(SOP’s) required to be maintained as a set of specific guidelines & valuable tools
designed to address the methods that will be used in preparation of timely

compliance of the HEC requirements.



2. OPERATIONAL SUPPORT ACTIVIES
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Full time support to SAP users of all Level is required to ensure the accurate data entry

and retrieval of the information.



2.1

2.11

2.1.1.1

End User & Key User Support:

Data Entry of the transactional data by end user of SAP and Key users who
maintain and updates the periodic data needs full time support. At
transactional level all the modules Financial, Project System, Material
Management and Human Capital Management are approached at the same
time, therefore, multi dimensional support is required to the end users where
as the Key user are supported by the functional consultant of the respective

area or by the all modules coordination team.

END USERS

First Level Entry

2.1.1.1 (a) All the departments/Divisions e.g. R&D, Admin, ACAD., M&E, IT,

Curriculum, Services and projects of HEC.

i. Create Vendor &Scholars,
ii. Assignment of the scholar to respective project,
iii. Maintenance of the scholars Financial & statistical data,

iv. Purchase Requisitions to Service Division, IT Etc.
V. Debit Advice( General & Scholars) ,
Vi. Invoices

2.1.1.1 (b) Purchasing/IT Department to enter

i. Request for Quotation,
ii. Comparative Analysis
iii. Purchase Orders ,

iv. Goods Receipts & Issues,
V. Invoice with GRN.

2.1.1.1 (¢) Admin Department maintains the

i. Employees Personal Profile,
ii. Academic Credential,
iii. Leave Record,

iv. Pay Scale Management,
V. Personal Area assignment,
vi. department/ Project assignment,
vii. Hiring of New employees,
viii. retirement/termination/contract expiry of employees

iX. status of employees.



2.1.1.2

2.1.1.3

2.1.14

2.1.1.5

2.1.1.1

(d) Services Division maintains

i. Creation of Assets

ii. Assets movement

iil. Assets accounting & valuation.

2.1.1.1

(e) Finance Division maintains

Accounts Payable Management.
Cash journal.

Banking & cheques Management.
Bank Reconciliation.

Second Level Entry

This Level users approves the invoices entered by the first level, make
correction where required and read the affect of all transaction through
different standard and customized reports

Third Level Entry

This level pertains mainly to Audit. All the invoices and claim forwarded
by the approving authority are audited and forwarded to finance for
payment or if there are some reservation the sent back to respective
section with remarks put within the system.

Fourth Level Entry

This level pertains to Finance Division. Finance division post all the
audited invoices if found correct in all respect for payment and the
prepare payment voucher and print cheques/Transfer Letter

Fifth Level

This is mainly the reporting level. All the financial and statistical reports

are analyzed.



2.1.2 KEY USERS

2.1.2.1

2.1.2.2

2.1.2.3

2.1.24

Project System (PS)

Project Builder Maintenance, WBS controlling, Project Budget Version,
Original & Released Budget Maintenance etc
Material Management (MM)

Creation of New Material Master Record, Material Valuation, Material
Location assignment, Asset Tracking System Management, Stock Register
Maintenance etc

Human Capital Management (HCM)

Key user are responsible to maintain HR Hierarchy, Depart/Project
assignment, employees Transfers , Pay Scale change, Promotion and
other Master data related activities.

Financial Management & Controlling (FI/CO)

GL Maintenance, Creation/edit/Deletion of Cost Center , Cost elements,
Funds Management Creation/edit/Deletion of Fund Center &
Commitment Items, Budget entry and Release, Re-appropriation of
Budget , Asset Accounting, creation of asset Classes and Valuation of

assets,



2.2  ALL MODULES SUPERVISION & INTEGRATION

2.2.1 Coordination & Supervision.

Data relevant to cost and revenue flows are created from various
sources such as FI, MM, HCM & PS, the cost and revenue flows will update Fl and
simultaneously create equivalent postings into CO. Controlling (CO) offers
information to decision makers for planning, measuring and monitoring enterprise's
operations and performance. It represents the internal accounting view of an
organization as a part of this process, the system assigns the costs and revenues to
different CO account assighment objects like cost centers, orders, or WBS Element.
The relevant accounts in Fl are managed in CO as cost elements or revenue elements.
Controlling (CO) is implemented in HEC with due consideration for future expansion
of SAP for Cross company Codes Controlling within the HEC. HEC requirements are

as follows

e To manage costs by cost centre i.e. Payroll expenses & other

e To manage costs at multiple levels for reporting purpose



2.2.2 |Integration

SAP Integration

FINANCIAL FINANCIAL MANAGEMENT
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RECEIVABLE
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S
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ACCOUNTS ACCOUNTS MANAGEMENT
PAYABLE

BB e

R ASSET

MANAGEMENT

Integration of the modules and supervision thereof is an important
activity. In all SAP Implementations there is one Operating Concern / Controlling
Area Controller who is responsible for overall monitoring of the system. It includes

. Cost Center Hierarchy Maintenance.

. Derivation of the cost center with cost element.

. Cost Center Categorization,

. Fund centers with the commitment ltems,

. Derivation of the Fund Center to Cost center,

o Running of the Budget addresses,

o Budget derivations,

. Assignment of the responsible cost center to a project,

. Responsible person to a project,

. Responsible Cost center to a cost element,

. Cost center/WBS Assignment to employees cost object,

o WBS Assignment to scholars, WBS Categorization,

. Definition of Project activities,

. Networking, creation of Planning Version,

. Creation of Monitoring versions,

. Commitments Management through different Modules i.e.
FI/CO/HCM/MM,

. Project Period integration with the cost center Start & End time,

. Project Masking,

. Project assignment to controlling area & company code,

. Material assignment to GL,

. Material cost Object assighment,

. Materials integration with controlling Area and Company code.

In addition to all above activities the affect of all transaction in all the respective
modules is supposed to be monitored as well.



2.3 DOCUMENTS CONTROLLING

Documents

Document B |ife-Cycle Data Management
info record

B Integrated Viewing/Maintenance

® Fl, CO,FM Documents

R 4

Life-Cycle Data
Management

CAX-Viewe

Any file ...
(i.e. MS-Project;

Idea & Planning & Project Closi
Concept Approval Execution o=9

A document number range is linked to the document type via a unique key. It

identifies the document number for

e HEC company code in a given fiscal year.

e HEC company code is using the accounting number ranges.

It will be linked with the document type and is based on the fiscal year dependent.

Monitoring of the documents types and Number ranges:

AA: assets Posting,

AB Indirect Accounting Document Posting,
KA: Vendor Invoices,

KZ: Vendor Payment ,

SA: GL Document

It affects of the each document in the different area i.e. Financial Accounting, Cost

Center Accounting, Funds Management Area & Project System is also an important

activity.



2.4 TRAININGS:

At SAP End User Training (EUT) is a critical to the successful deployment
and acceptance of SAP within HEC. End user and Key user in-house formal and
informal training sessions are scheduled subject to requirements of the concerned

Division/Department /Project users.
e Formal Training sessions
¢ Informal Trading (at Desk, Via Telephone etc)
e User Manual
The End User Solutions Team has a number of specialist resources with
extensive knowledge and varied experience to deliver successful education and

training programs. Our team will work to ensure the approach, plan and execution of

program effectively rolled out to end user base.



2.5

TRANSACTIONAL, PERIODICAL AND MASTER DATA MAINTENANCE:

Transactional Data: Statistical and financial transaction data is maintained by

the end user and real time affect is seen by the management.

Periodical Data: Key user of the respective module performs the Periodical

activities e.g. Period End Closing, Period end Adjustment, Budget release,

Budget re-Appropriation, HR, MM & PS Master Data maintenance.

Master Data: Master date of the Cost Centers, GL, Funds, Bank, Vendors,

Employees, Scholars, Projects, Assets, Materials to be maintained by Key Users.



3

FUNCTIONAL SUPPORT ACTIVITIES

Im plementation Gurde-IviG

Business Processes: Implementation Guide (IMG) ”

Customizing

Example: Company Code Table
Company [ Company [ Location | Countr,
Code Name

0001 | SAP AG Walldorf | DE
1000 | Enterprise X [New York| USA

Customizing IMG Customizing

Customizing &
with no technical | = Global settings using

background business

[ 21 Countries views
[J ¢+ Currencies
/ [J +¥ Calendars \
Customizing ‘ Documentation
transactions & ) of system
recommendations Implementation settings

project
administration

o IMG ACTIVITES:

The IMG acts as a checklist of the Customizing activities that enterprise
should complete for SAP System implementation project. The IMG is
hierarchically structured. The structure of the IMG and the IMG
management tools (such as resource management and the MS Project
interface) help your SAP team to work through the Customizing

activities in a rational sequence.

o Organizational Structure and General Setting
. Responsible for User Maintenance / Authorizations
. Examine system support problems, correct or delegate to

respective consultants
. Creation and execution of test plans/cases to ensure proper
testing of business processes and participates in UAT



ROLE OF A FUNCTIONAL CONSULTANT IN AN END TO END IMPLEMENTATION

The functional consultant has to understand the modules they are implementing and
the set up and configuration options available, the key skill is being able to map the
requirements of the organization to the capabilities of the ERP system. It is to try and
configure or customize the ERP system to match exactly an existing business process,

as well as to look to improve the processes.

1. A functional consultant is to generate knowledge about the current
business process, design current business flows, study current business
processes and its complication - in all we can say that this is getting
through with the current business setup. Flow diagrams (DFD’s) are
prepared, all this forms the part of the AS IS document.

2. Everything configured has to be documented according to their
categories in the form of predefined templates; these then have to be
approved by the team leads or who ever the consultant is reporting to.
Mapping and GAP analysis is done for each module."

4. Before starting configuring future business processes in SAP, the Data
Flow Diagram (DFD’s), Entity Relation Diagram (ERD’s) are prepared,
this documentation is called TO BE, which can be also said as the result
of mapping and gap analysis.

5. Functional consultants to prepare test scripts for testing the configured
scenarios. Testing may also include Unit testing, System Integration
Testing, Performance Testing, User Acceptance Testing, Regression
Testing or any client specific software testing.

6. A configuration document showing all the setting done by the
consultant also comes under the area of role & responsibilities of
consultant.

7. End user manual and user training to be prepared by Functional
Consultants.

8. There will also be interaction with other modules consultants.



10.

11.

Updating of project status to Project Manager & other concerned
persons.

Interaction with core team members, end users & other team members
(consultants)

A Functional consultant has to communicate with Organization ERP
core team, implementing team, Technical consultant and project leader.
Written communication skill is to be demonstrated by a functional
consultant to e-mail to different groups, documentation about the ERP,
reports generation. Verbal communication is to understand the
requirement, interact with customer, to explain and convince the

customer.

ROLE OF A SUPPORT CONSULTANT:

Is primarily responsible for Handling tickets/tasks and application support to the end-

users.

@ N O W

When an issue comes to diagnose, analyze it and to solve it.

Responsible for enhancements.

Writing functional specifications and interacting with "ABAP Developer"
to develop any user exits.

Raising Change Request Notes (CRNs) and preparing Test Data & its
testing.

Interaction with key/end users & updating the status.

Training the end users and preparing end user training material.

There will also be interaction with other modules consultants.

Creation of process documents & its Updation
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3.1 FI/CO FUNCTIONAL CONSULTANT SUPPORT:

Asset Management - Integration with Material
Management

PurchaseRequisition %

Purchase Order
Goods Receipt

Goods Receipt

Invoice Receipt

Overview of the FI Module

s Key Terms:
u SAP Financial Accounting Module

s FI-GL {2 Financial Accounting
b [ General Ledger
= FI-AR b [ Actounts Receivable
s FI-AP b [ Accounts Payable
b [ Banks
« Fl-AA b [ Fised Assels
s FI-SL b [ Consalidation
Py Special Purpose Leduer
s FI-FM b (2 Funds Managernent
s TR-CM b [ Travel Wanagement

u Integration

Bank Management (ref2.16)

Bank Master Data

House Bank Data

Company Code
House Bank-D

House bank data
Bank coun
Bank key 1y
[ House bk comm. data ]

+DMEEDI-data

Bank Master Data —
Bank country| +
Bank key N
{Adduss j
{ Control data ]

llm Client | CustomerNendor

level Bank Details
Ctry Bankkey JAccount
) Bank type Collection

Client
level

Customer/Vendor Master Data

Bank Management - Integration
with GL

Bank Accounts (2)

Bank Account GIL Account

House Bank-ID
Account-ID
Bank acc. data

v Account no

Account control
_ v Account cumency

Bank account
- BankiFin. detals —
e umeney = A House bank
= GIL-Account * { Account ID

o House Banks Management

o) Utilize SAP Reporting functionality — report painter/writer
¢ Maintenance & running allocations / distributions

o Maintenance of master data (GL, Profit/Cost centers, etc.,)

¢ Support for Month/Year end financial reporting and audit schedules




3.2 PROJECT SYSTEM FUNCTIONAL CONSULTANT SUPPORT ACTIVITES:

_

Project Systems Integration

OPERATIONS

*Purchasing

sInventory

*Production Scheduling
*MRP

\

*Work Orders
*Preventative Plans
*Periodic Inspection
*Failure Analysis

Fixed Assets

A
/

o

-Capitalization of Projects
*Unitization of Assets

CORPORATE FINANCIALS

General Ledger

<Legal Entity
«Consolidation
*Reporting

/

/

*Work Breakdown Structure
*Planning/Budgeting
*Resource Planning
<Budgetary Control

Accounts Payable

*Vendor Management
*Discount Management
«Cash Management

Accounts Receivable

«Customer Management
sLiquidity Management

A SAP PS functional consultant has to perform different functions related to the

configuration as well as non configuration areas.

In configuration

1. Maintain tolerance limits if required

2. Create different versions for budgetary needs
3. Reconstruct availability control

4. Specify person responsible for projects

5. Create project profile

6. Define coding mask for projects

7. If any cost elements are to be exempted from budget check



3.3 NON CONFIGURATION AREAS:

Project Structure

B Work Breakdown Structure -
Hierarchically structured elements to build up
project organization and enable top-
down/bottom-up scenarios for project
management (time, costs, resources), as well
as assignment of all kinds of related objects,
esp. activities.

B Activities (Network) I:I
Chains of activities linked via relationships
provide network technique to model the
projects’ process flow and allow typical
functions like scheduling, capacity planning, or
procurement on them.

B Milestones <>
Key dates assigned to the WBS or to activities
to trigger subsequent functions.

Idea & Planning & Project

Concept Approval Execution Closing

SAP PS consultant role is to build the system, changes & modification/
Updation in currently installed SAP system for the end users. The SAP PSconsultant

documents the settings and prepares proper guidelines that allow other consultants

1. Maintain budget for projects

2. Checking of system status through different standard reports
3. Solving queries of users

4. Responsible for any enhancements.

5. Writing functional specs and interacting with ABAP team to

develop any user exits.

6. Development of customized reports in collaboration with ABAP



3.4 MATERIAL MANAGEMENT FUNCTIONAL CONSULTANT
SUPPORT ACTIVITES:

SAP Materials Management Overview

BASIC DATA PURCHASING
Material Purchase requisition
Special stocks MRP

Direct requisition

Release procedures @ Requirements

RFQ/Quotation
Material/service

Batches

Vendor/one-time
vendor

9 . GIL accounts
Purchasing Price comparisons Cash management
info record Vendor evaluation and forecast
Service Purchasing

Purchase orders
Outline agreements

Scheduling agreements @ Fixed assets
INVENTORY MANAGEMEN

Goods receipt/issue

Transfer posting Cost center /
Quantities and values Budget
Physical inventory \/

Storage bins

INVOICE VERIFICATION Cross Module
Check and post Based MRP,

Price update

specifications
Texts
Mail

Communication

Vendor evaluation

Classification

Documents

Purchasing information system

Conditions

o HEC (as Plant) Maintenance

¢ Material Valuation Settings

¢ Integration with FI/CO and Assets Accounting

¢ Documents types and Document Number Management
¢ Purchasing Activities Workflow Management

¢ Purchase requisition settings

o Quotations/Tender settings

o Purchase order and maintain ace

o Receiving\Good Receipt GL Assignment

o Vendor Analysis and Performance Measurement
o Integration with Financial Module
o) Inventory Management.

19



3.5 HUMAN CAPITAL MANAGEMT FUNCTIONAL CONSULTANT
SUPPORT ACTIVITIES:

What HRM offers

_~
Organization management
Recruitment
E-Recruitment

Training and Event
Management

Compensation
Management

Personnel Administration

¢ Personal Area Mnagement

o HR Hierarchy Maintenance

¢ Stander & Customized Infotypes Maintenance
¢ Payroll Settings

¢ Cost Object Assignment

o Employees Life Cycle Maintenance

o Employee’s Loan & Advances Management.



3.6 REPORTING NEW & MODIFICATIONS:

Drilldown Reporting

Balance display ORIGINAL
DOCUMENT

Line item list )
————— Opticall
archives
0 A
0 0

Optional

8]

jocument

= 03/18/2000
Line ltama

02 113100 20000

Reporting Tools

SAP Standard Reports provides instant reports based on most
frequently requested information

Report Painter where reports are generated by the users by
designing in easy manner.

Infoset Query allows creation of reports for all areas of
SAP components. User friendly and no ABAP programming
required.

SAP Query allows for creation of complex reports for all
areas of SAP components. User friendly and ABAP
programming can be used if required.

ABAP Reports special format report can also be created
by using ABAP Programming.

e Standard reporting

e Report writer & Report Painter Reports
e Info-set Query

o SAP Query

e ABAP Report (Customized Reports)



4. TECHNICAL SUPPORT ACTIVITIES

4.1 STANDARD OPERATING PROCEDURE FOR BACKUP OF SAP SERVERS

Goal
Is to define the backup services of the SAP Servers.
Definitions
Backup - saving a copy of disk files over different magnetic media. Restore - a
recovery of files saved in the backup to the original disk. Running the backup - actual
performance of the backups. Backup generation - copy of backup that was done in
the particular course.
Method

Backup can be taken by using following methods:

1. Through Backup utility provided by windows

2. Using SAP BR tools
Types of Backup:

1. Online/Hot backup

Logical backup of the data files can be taken while SAP system is running.
2. Offline/Cold backup

Physical backup of all the data files can be taken when SAP system is down.

Backup of SAP servers:

1. Daily backup (online backup)
o Full backup of the SAP system files is being performed every evening at
5:00 p.m.
o Full backup of the SAP/Oracle database will be taken online, including
Archive Mode (Transactions Log).
o This backup saved for at least one day on local hard disk and can be
discarded when required to available the space for new online backup.
o This backup must be saved on local hard disk.
o Steps are attached at Annex-I
2. Weekly backup (offline backup)
o Every Thursday, Friday and Saturday of the week SAP System’s files and
Database files of DEV, QA and PRD respectively backed-up offline at 9

p.m. while the SAP system is offline, in order to ensure data integrity.



o This backup must be saved on TAP Libraries (Data Cartridges)

o Three TAP Libraries (Data Cartridges) can be used for each system.
When they become full they can be used again by rotation.

o Each TAP Library must be named like SID 1, SID_2, and SID_3 where
SID identifies the particular system. For example PRD 1, PRD_2, and
PRD 3

o This backup remains save on TAP Libraries.

o Steps are attached at Annex-II

Running of the backup:

The backup is run automatically. The operator should insert a suitable backup cassette
before the backup, run a process of check and booting of the cassette, and eject it on
the next day.

Restore backup files

The SAP BASIS Administrator will perform file restoration by demand.

Continuous follow-up:

SAP BASIS Administrator will execute implementation follow-up of the backup:
1. Checking the backup’s results in the log files.
2. Maintaining the list of libraries for each backup.
3. Testing the life span of the cassettes, and exchanging them if needed.
4. Ordering new cassettes.
Responsible person
SAP BASIS Administrator

23



ANNEX-|

Step- 1 CLICK ON START- RUN AND ENTER BRTOOLS IN THE INPUT BOX
THEN PRESS OK BUTTON

Type the name of a program, folder, document, ar
Internet resource, and Windows will open it For wou,

[

Cancel | Browse, .. |

@& 5tart| RER- || ¥ untitled - paint

Step- 2 ENTER OPTION 4 FOR BACKUP AND DATABASE COPY

G 1 sapiPRDYSYS" exetuc, NTAMDG4" brtools.exe
BROG511 BRTOOLE 7.88 (18>

BRB28BI BRTOOLS time stamp:- 20809-83—11 18_84_49
BRAG56] Choice menu 1 — please make a selection

BR*Tools main menu

Instance management
Space management

Segment management
Backup and database copy
Restore and recovery
Check and verification
Database statistics
Additional functions
Exit program

Standard keys: ¢ — cont, b — back, = — stop. » — vefr. h — help

BRA6G62I Enter your choice:




Step- 3 ENTER OPTION 1 FOR DATABASE BACKUP

Enter your choice:

BRTOOLS time stamp: 2089-@3-11 18.85.23
Your choice: "4’

BRITOOLS time stamp: 2809-83-11 18.85.23
Choice menu ? — please make a selection

Backup and database copy

Databhase backup

Archivelog backup

Databaze copy

Mon—database bhackup

Backup of databhase disk bhackup
Verification of databhase bhackup
Verification of archivelog backup
Additional functions

Reset program status

BRB662] Enter vyour choice:
il

Step- 4 MAKE SURE THAT OPTION 1,2 AND 6 MUST BE SAME AS
MENTIONED BELOW AND ENTER C FOR CONTINUE .

wusrsapt PRDYSYS exe uc, NTAMDG4 4 brtools.exe

Enter wour choice:

BRTOOLS time stamp: 280%-83-11 18.86.88
Your choice: *1°

BRTOOLE time stamp: 2009-83-11 18.06.808
Input menu 15 — pleasze checksenter input values

BRBACKUP main options for backup and databhase copy

BREBACKUP profile (profile [initPRD.=zapl
Backup device type C(devicel [dizk]

Tape volumes for bhackup <volume? L[]

BACKINT AMount profile <pavrfile> .. [1]

Database userspassword Cuser) .... [~]

Backup tupe Ctupel [online]

Disk backup for backup Chackup?> [nol

Delete disk backup Cdeletel

Filesz for backup <model

i
it
i
i

tc — cont, h — hack. — stop, » — refr., h — help

BRAGGE2] Enter your choice:
C




Step- 5 MAKE SUE ALL OPTIONS SHOULD BE SIMILAR AS MENTIONED
BELOW AND ENTER C FOR CONTINUE

c | Ihusr saph PRDYSYS' exe' uc, NTAMDG4  brtools.exe

x!
=
-
-
=
=
=
=

= &=
=

-

-
b5
=

=

=

1 H

STEP- 6 CHECK ALL PARAMETERS AND ENTER C FOR CONTINUE

usrisap'PRDYSYS exe \uc NTAMDEB4" brtools.exe

— Confirmation mode <confirm’

Query mode {gqueryd

Compreszion mode (compress?

Uerification mode <verifyl

Fill-up previous hackupz Fillupd> [nol

Parallel execution {executel [al

Additional output <outputlr .. [nol

Meszage language ¢languagel . [E]

BRBACKUF command line C(command [-p initPRD.sap —d diszk —t online —m al
no —e B -1 E]

1
2
3
4
5
&
7
8
2

=]
|
= O A A A B A |

Enter your choice:

BRTOOLS time stamp: 2809-83-11 18.606.47
Your choice: ‘c’
Program execution will be continued...

BRBACKUF will he started with options *—p initPRD.zap —d disk —t online
—m all -k no —-e B -1 E*

BRAZ28AI BRTOOLS time stamp: 2009-63-11 18.86_47
BRAB6GTAI Enter ‘clont]l’ to continue,. 'hlackl’ to go back,. ‘sltopl’ to abort:
c




STEP-7

ENTER C FOR CONTINUE

usrisap'PRDYSYS exe\uc NTAMDE4 brtools.exe

BRBAS11 BRBACKUP 7.88 (18>

BRAAS5] Start of database backup: beacljne.and 2889-83-11 18.87.68

BRA477?] Oracle pfile K:“woracle~PRD~ORA_182-database~initPRD.ora created from spf
ile K:“oracle~PRD~ORA_182“database~spfilePRD.ora

BRBACKUF time stamp: 2Z009-A3—11 18.87.14
Control file copy created: LisoraclePRDszaphackup~CNTRLFPFRD.DBF 16564224

BRBACKUP time stamp: 2089-A3-11 18.87.14

Backup of datahase: PRD

BRBACKUP action ID: heacljno

BREBACKUP function ID: and

Backup mode: ALL

Database file for backup: L:isoraclexPRDwsaphackup~CGCNTRLFRD.DBF
4% files found for bhackup. total size ?6116.141 HB

Backup type: online

Files will not be compressed

Backup device type: disk

Files will bhe saved on disk in directory: L:“oraclesPRDuzapbackup~beaclj

BRBACKUP time stamp: 2089-A3—11 18.87.14
Enter ‘clont]’ to continue, 'sltopl’ to cancel BRBACKUF:

STEP- 8

ONLINE BACKUP HAS BEEN STARTED NOW

Sousrhsapt PRDYSYS, exe uchNTAMDG4 brtools.exe

BRBACKUP time stamp: 2087-A3-11 18.87.14
Enter ‘clont]’ to continue, 'sltopl’ to cancel BRBACKUP:

BREACKUFP time stamp: 2009-83-11 18_.687.48
Your reply: ‘cf
Program execution will bhe continued...

Directory L:ioracles~PRDwsapbackup~beacljno created
Directory L:i“oraclesPRD“zapbackup“~PRD created

faving init_ora
to L:soracle~PRDwzapbackup~FRD ...

Saving K:“woracle~PRD~ORA_182~database~initPRD.zap
to L:“oracle~PRD“zaphackup~FRD ...

BRBACKUP time stamp: 2089-A3-11 18.87.41
Profiles saved successfully

BREACKUP time stamp: 20@09-83-11 18.87.42
‘Alter tabhlespace PSAPSR3 bhegin backup' successful

Saving L:~ORACLE~FRD~SAFDATA1~ER3_1~5R3.DATA1
to L:“oracle~PRD“zaphackup“beacljno~SR3.DATA1 ...




STEP-9 ENTER C FOR CONTINUE AS BACKUP COMPLETED SUCCESSFULLY

NTAMDE4 brtools.exe

BRBACKUP time stamp: 2809-83-11 18.34.52
Switching to next online redo log file for database instance PRD ...
Switch to next online redo log file for database instance PRD successful

Saving space_log
to L:soracle“PRDuzapbackup~PRD ...

Saving L:“oraclesPRD“zapbackupsbeacljno.and
to L:soraclex~PRDwsaphackup~FRD ...

Saving L:soracles~PRDuwzapbhackup~hackPRD. log
to L:soracle“PRDuszapbackup~PRD ...

End of database bhackup: beacljno.and 2889-83-11 18.34.53
BRBACKUP time stamp: 2089-83-11 18.34.54
BRBACKUP completed successfully

HHHE L R i
Execution of BRBACKUP finished with return code A

BRTOOLS time stamp: 2089-83-11 18.34.55
I Enter ‘clont]’ to continuwe, *sltopl’ to cancel BRTOOLS:

STEP- 10 ENTER OPTION 2 FOR ARCHIVE LOG BACKUP

Dhusr sapt PRDYSYS  exet uc i, NTAMDE4 \brtools.exe
Enter ‘clont]’ to continue, *sltopl’ to cancel BRTOOLS:

BRTOOLS time stamp: 2809-83-11 18.38.21
Your reply: ‘c’
Program execution will he continuwed...

BRTOOLS time stamp: 2809-@3-11 18.38.21
Choice menu ? — pleasze make a selection

Backup and database copy

Database backup

Archivelog bhackup

Datahase copy

HMon—database hackup

Backup of databhase disk backup
Uerification of database hackup
Uerification of archivelog backup
Additional functions

Reset program status

+

Standard keys: ¢ — cont,. h — hack. = — stop, » — refr. h — help
BRBGG62I Enter wour choice:
2




STEP-1 CHECK ALL OPTIONS ARE SAME AS MENTIONED BELOW AND
ENTER C FOR CONTINUE

ustisap'PRDYSYS exe\ uc ' N TAMDG4 brtools.exe
« — pefr, h — help

Enter your choice:

BRTOOLS time 2009-A3-11 18.38.5%4
¥Your choice: !

BRTOOLS time stamp: 2089-83-11 18.38.54
Input menu 17 — please checksenter input values

BRARCHIVE main options for archivelog backup

BRARCHIVE profile <(profilel [initPRD.zapl
BRARCHIVE function ¢(function [zave ]

Backup device type (devicel [disk]

Tape volumez for hackup Cvolumel [1

BACKINT “Mount profile <parfile> [1

Database userspassword Cuserd .... [~]

Maximum number of files <(number> . [1]

Back up disk backup Carchive} .... [nol

— stop, » — refr. h — help

BRAG6G2] Enter vyour choice:
C

STEP- 12 CHECK ALL OPTIONS ARE SAME AS MENTIONED BELOW AND
ENTER C FOR CONTINUE

Susrisap PRDYSYS exe\uc NTAMDE4" brtools.exe

BRTOOLS time stamp: 2089-03-11 18.39.18
Your choice: ‘¢’

Program execution will be continued. ..

BRTOOLS time stamp: 2889-83-11 18.39.18
Input menu 18 — please checksenter input values

Additional BRARCHIVE options for archivelog hackup

Confirmation mode (confirm}

Query mode <gueryl

Compreszion mode (compressly
Verification mode {(verifyl

Fill mode, group size (fill>
Modify mode, delay apply <modifyl
Additional ocutput Coutput
Meszage language <languagel
BRARCHIVE command line <{command>

1
2
3
4
5
3
?
8
?
1

[z

Standard keys: — cont, b — bhack, 8 — stop, » — refr. h — help

BRAG662Z] Enter your choice:
C




STEP-13 ENTER C FOR CONTINUE

usrh sap',PRDYSYS " exet uc\NTAMDG4 ) brtools.exe

Confirmation mode <confirml
Query mode C(gueryr

Compreszion mode <compressr
Verification mode <verifyl

Fill mode,. group size <Fill>
Modify mode,. delay apply (modifuyl
Additional output <outputl ...
Meszage language ¢languagel
BRARCHIVE command line <{command>

L 80 =] O LA L 0 s | 2
I T T O I |

E

Standard keys: ¢ — cont,. b — back, s — stop, » — refr, h — help

BRBG662I Enter your choice:

C

BRE28AI BRTOOLS time stamp: 20A7-83-11 18.39.36
BRAG63II Your choice: ‘c’

BRB25921 Program execution will be continued...

BRB2911 BRARCHIUE will he started with options *—p initPRD.szap —save —d disk -k
no -1 E’

BRB28AI BRTOOLS time stamp: 2887-83-11 18.39.36

BRA6YAI Enter ‘clont]’ to continue, ‘hlackl’ to go back,. ‘sltopl’ to ahort:
c

STEP- 14 ENTER C FOR CONTINUE

wusth saphPRDYSYS  exe'uc,NTAMDG4  brtools.exe
BRA6TAI Enter ‘clont]’ to continue,. ‘hlackl’ to go back, ‘sltopl’ to abort: Il
c
BRABZEAI BRTOOLS time stamp: 208%-83-11 18.39.53

BRAZ257?1 Your reply: ‘cf
BRA2571 Program execution will he continued...

ettt et e g e e e R R R R S R S S R R S

21 BRARCHIVE 7.88 (18)

Start of offline rede log processing: aeaclmlf .sve Z2009-83-11 18.39.55
Oracle pfile K:soraclePRDWORA_1@2sdatabasze~initPRD.ora created from spf
~oracle~PRD~ORA_182-databasesspfilePRD.ora

BRARCHIUE time stamp: 2Z8A7-83-11 18.48.61

0ffline redo log processing for database instance: PRD

BRARCHIVE action ID: aeaclmlf

BRARCHIVE function ID: sve

Archive function: save

18 offline »edo log files found for processing,. total size 366.394 MB
Filesz will not he compressed

Backup device type: disk

Filesz will he saved on disk in directory: L:isoraclePRDuszaphackup
BRARCHIUE time stamp: 2009-83-11 18.48.681

Enter ‘clont]l’ to continuwe. *sltopl’ to cancel BRARCHIVE:

[yl ==} ==




STEP-15 ENTER C FOR CONTINUE

rustsap' PRDYSYS exe' uc N TAMDEG4 " brtools.exe
BRAG67AI Enter ‘clont]l’ to continue. “hlack]l' to go back. ‘sltopl’ to abort:

c
BRAZEAI BRTOOLS time stamp: 2007-83-11 18.39.53
BRB2571 Your reply: ‘c’

BRB25921 Program execution will be continuwed...

it ettt et e i g S R S S R R R R S R S

BROABZI BRARCHIUE 7.@8 (i8>

BROAAGI Start of offline redo log processing: aeaclmlf.sve 2087-83-11 18_37.55
BRA47?7?1 Oracle pfile K:soraclesPRD~ORA_1BA2~databasze“~initPRD.ora created From spf
ile K:“oracle“~PRD“ORA_182-database~spfilePRD.ora

BRARCHIVE time stamp: 2889-A3-11 18.48.681

Offline redo log processing for databasze instance: PRD

BRARCHIVE action ID: aeaclmlf

BRARCHIVE function ID: swe

Archive function: save

18 offline redo log files found for processing, total size 366.394 MB
Filesz will not he compressed

Backup device type: disk

Filez will he saved on disk in directory: L:“oracle~PRD~zaphackup
BRARCHIVUE time stamp: 2889-A3-11 18.48.61

Enter ‘clont]l’ to continue, *‘sltopl’ to cancel BRARCHIUE:

=EE

[yl ==]==]

STEP- 16 ENTER C FOR CONTINUE AS BACKUP OF OFFLINE REDO LOGS
HAVE BEEN COMPLETED SUCCESSFULLY.

Percentage done: 188.88x, estimated end time: 16:88

14 offline redo log files processed, total size 584.521 MB

Saving space_log
to L:“oracle“PRD“szapbackup~PRD ...

Saving L:“oracle~PRDuzaparchaeafgnpj.zve
to L:iworacle“PRDwzaphackup~FRD ...

Saving L:“oracle“PRDusaparchsarchPRD.log
to L:“oracle“PRD“sapbackup~PRD ...

End of offline redo log processzing: aeafgnpj.sve 2087-83-28 16.88_.22
BRARCHIVE time stamp: 20AA9-A3-28 16.88.23
BRARCHIVE completed successfully

ittt i A 1 A At 4 A 4 A A A A A 1 4 A O i A A A S

Execution of BRARCHIVE finished with return code A
BRTOOLS time stamp: 2009-A3-28 16.88.23
I Enter ‘clont]’ to continuwe. 'sltopl’ to cancel BRTOOLS:




STEP-17 ENTER $ TO CANCEL BRTOOLS

\MTAMDE4" brtools.exe
Enter ‘clont]’ to continue, *sltopl’ to cancel BRTOOLS:

BRTOOLS time stamp: 2087-83-28 16.688.46
Your reply: ‘c°

Program execution will he continued...

BRTOOLS time stamp: Z20A9-A3-28 16.88._46
Choice menu ? — please make a selection

Backup and database copy

Databhase backup

Archivelog bhackup

Databasze copy

Mon—database backup

Backup of database diszk hackup
Uerification of databasze hackup
Verification of archivelog backup
Additional functions

Rezet program status

| O O I N Y

BRAGLE2] Enter your choice:

=

STEP- 18 ENTER Y TO EXIT FROM BRTOOLS

sth sapiPRDYSYSh exe'\ uc, NTAMDE4 | brtools.exe
BRBA25?I Program execution will he continued...

BRA2BAI EBRTOOLS time stamp: 2009-03-28 16.08 .46
BRAGSGI Choice menu 9 — please make a selection

Backup and database copy

Databhase backup

Archivelog backup

Databasze copy

Mon—databaze backup

Backup of database disk backup
Uerification of database hackup
Uerification of archivelog bhackup
Additional functions

Rezet program status

| T T T I BRI

Standard keys: ¢ — cont, b — bhack, 5= — stop,. » — vefr, h — help

BRAGE2]I Enter vour choice:

ERBZBBI BRTOOLS time stamp: 2009-03-28 16.69.85
BRAGEII Your choice: ‘s
BRB6??I Do you really want to cancel BRTOOLS? Enter vylesl/nlol:




ANNEX-II
STEP-1 CLICK ON START - RUN AND ENTER SAPMMC.MSC IN THE INPUT
BOX THEN PRESS OK BUTTON

Twpe the name of a program, Falder, dacument, ar
Internet resource, and YWindows will open it for o,

-

Zancel | Browse, ., |

;ﬁﬁtart| | [z &

STEP- 2 CLICK ON SAP SYSTEM (E.G. PRD,DEV,QAS) AND THEN CLICK ON
STOP BUTTON TO SHUTDOWN SAP INSTANCE.

'{ii sapmmc M=l E3

File Action Yiew Fawvaribes Window  Help

o | AEXEFRR 2E » =

Fm Console RoothSAP Systems \PRD

([ Console Root SAP Instance I

E|:-_"".'I" SAF Swstems J prdsap 0

El:{{l @prdsap 1
=] prdsap 0

i) Process List

H-#% Current Staky

t- 4% Cpen Alerts

]El Twslog

H -l Queue Skatisl

- 58, AEAP WP Tat

];ngl JZ2EE Process

+ il 1M

[El--@ prdsap 1

[ I B e B B s B A A |

| | 3




STEP- 3 AGAIN CLICK ON START — RUN THEN ENTER SQOLPLUS IN INPUT
BOX AS SHOWN BELOW

Run E

- Type the name of a program, folder, document, ar
: Internet resource, and Windows will open it For wou,

open: [ =]

(4 | Zancel | Browse. .. |

STEP- 4 ENTER USER-NAME AS “/ AS SYSDBA” AND SQL STATEMENT AS
“SHUTDOWN IMMEDIATE” TO CLOSE DATABASE INSTANCE.

o | K oracle, PRDAVORA_1024bin' sglplus.exe

SQL*Plus: Release 18.2.8.2.8 — Production on Sat Mar 28 11:84:49 2087
Copuright (c2» 1982, 2885, Oracle. A1l Rights Reserved.

Enter user-name: AJas sysdba

Connected to:

Oracle Database 18g Enterprise Edition Releasze 18.2.8.2.8 - 64bhit Production
With the Partitioning, OLAP and Data Mining options

S0QL> shutdown immediate:_




STEP- 5 CLICK ON START-PROGRAM-ACCESSORIES-SYSTEM TOOLS-BACKUP

w YWindows Catalog

Windows Update

Brograms em Tools  #

Character Mﬁ*.ﬁ.rchives data ko prate
Disk. Cleanup

£

Documents g
Disk, Defragmenter
Settings +
Internet Explorer (Mo Add-ons)
Scheduled Tasks

System Information

Search r

CLBF s

Help and Support

Run...

Log OFf prdadm...

NI

Shuk Do, .

2 & |

&' Windows Saner 2003 Enterprise x64 Edition

STEP- 6 CLICK ON BACKUP WIZARD

Job Edit Wiew Toals Help

2. Backup Utility - [Untitled] 19 [=] 3

Welcome | Backup | Festors and Manage Media | Schedue Jobs |

Welcome to the Backup Utility Advanced Mode

IF you prefer, you nan switch to Wizard Mads to use simplified settings for backup of restore:

ot Backup Wizard (Advanced)
The Backup wizard helps you create a backup of your programs and files.

Bestore Wizard [Advanced)
The Restore wizard helps you restore your data from a backup,

Automated System Recovery Wizard
The ASR Preparation wizard helps vou create a two-part backup of your system: a floppy disk that has
your system settings, and other media that contains a backup of your lacal system partition.




STEP-7 CLICK ON NEXT BUTTON

Backup Wizard Ed

e

Welcome to the Backup Wizard

Thiz wizard helpz you create a backup copy of your data. In
the event of a hardware failure or accidental erasure, pou
can uze the backup copy to restore your data.

To continue, click Mest.

¢ Back

STEP- 8 SELECT 2N° OPTION AS SHOWN BELOW

Backup Wizard

What to Back Up
Y'ou can zpecify the items pou want to back up.
S

Select what pou want to back up:

" Back up evemything on thiz computer

% Back up selected files, diives, or netwaork dats

" Only back up the System State data

< Back I Hest = I Cancel




STEP-9 SELECT DRIVES FOR SAP FILES, ORACLE FILES AND DATA FILES FOR
BACKUP AND THEN CLICK ON NEXT BUTTON

Backup Wizard

Items to Back Up
Yau can back up any caombination of drives, falders, or files.
2l

; T Double-click an itern on the [eft to see itz contentz on the right. Then zelect the check
IES i box next ko any drive, folder, or file that pou want to back up.

Items to back up:

EEI---|:|~5:F SWAP [F ;l M ame | Comrment | "
-] s SWAP (G [ 4 My Computer
- [ e SWAP [H:] O (£ My Dacuments
-] e SWAF () O [C3 PRD DOWHN TUL..
- S SAP/ARCH U | M = PRD_ 180808
[ % ORACLE (K] | X [ kaonze3.pEv
EEI---T DATAIL] _ O ] New Test Docur...
AT
‘ . S L|_I O £l PROSysLog tat |
M (ol mAmmmana mes e

< Back I Mest > I Cancel |

STEP-10 SELECT BACKUP TYPE AND TAPE AND THEN CLICK ON NEXT

BUTTON
Backup Wizard |
Backup Type. Destination. and Mame
Y'our files and settings are stored in the destination you specify.
-

Select the backup type:
|LTO Uttrium =l

Chooze the tape pou want to uze:

FRD 1 -

< Back I Hest > I Cancel




STEP-11 CLICK ON ADVANCE BUTTON

ackup Wizard

Completing the Backup Wizard

=

Y'ou have created the following backup settingz:

Description:  Set created 3/28/2009 at 11:12 A
Contentz:  Back up only certain files, folders, or drives
Location:  LTO Ultrium

kMedia: PRO_1

Wher: [ faleY

Wenfy off, ze hardware compreszion, Append
bo my media, Mormal backup.

To cloge thiz wizard and start the backup, click Finish.

To zpecify additional backup options,
chck Advanced. Advanced... |
Cancel |

STEP-12 SELECT TYPE OF BACKUP AS SHOWN BELOW AND THEN CLICK ON

< Back

NEXT BUTTON
Backup Wizard
Type of Backup
Y'ou can chooge the type of backup that fitz pour needs. ‘@
4. ©

Select the twpe of backup:

Marmal -

Description
Backs up selected files, and marks each file az backed up.

Specify whether to back up contentz of files which have
migrated to Remote Storage.

[~ Backup migrated Remaote Starage data

< Back I Mewxt > I Cancel




STEP-13 CHECK FIRST TWO OPTION AND THEN CLICK ON NEXT BUTTON

Backup Wizard |

How to Back Up
Y'ou can specify venfication, compression, and shadow copy options.
-

Select the ophions you want to use.

IV dierify data after hackup

Yerification reads the backed-up data to wverify itz intearity. This
ztep takes extra ime, but verfication helps ensure that pour
backup iz successiul,

¥ Usze hardware compression, if available

Hardware compression increases the available storage space
an the backup media, which reduces storage costs,

I | Dizable volume shadaw capy

A volume shadow copy allows files to be backed up even
though they are in the process of being written to.

< Back I Hest » I Cancel

STEP- 14 SELECT 15T OPTION WHEN TAPE 1S NOT FULL AND 2N° OPTION IN
CASE OF NEW TAPE OR REUSING THAT TAPE

Backup Wizard |

Backup Options
You can specify whether to overwrite data, and whether to restrict access bo your
data. e

IF the medium you are using to back up your data already
containg backupzs, choose one af the following options:

& append this backup to the existing backups

" Replace the existing backups

The following option iz available only if you are replacing the
exizting backups.

™| illaw only the cwner, and the Ldministratar access to the
fackup data and to any backups appended ta thiz medium

< Back I Hent » I Cancel




STEP-15 ENTER THE BACKUP LABEL AND MEDIA LABEL IN CASE OF NEW
TAPE OTHERWISE LEAVE FOLLOWING OPTIONS AS IT IS AND CLICK
ON NEXT BUTTON

Backup Wizard |

Backup Label
'ou need a label for the backup and the medium vou are uzsing. ‘@
e

Accept the default labels shown, or tupe a different label.

Backup label:

IF the media iz blank, or itz data iz replaced, uze thiz label instead.

Media label:
kedia created 342852009 at 171:07 Ak

< Back I Mest » I Cancel

STEP- 16 SELECT REQUIRED OPTION AS MENTIONED BELOW AND CLICK ON

NEXT BUTTON
Backup Wizard E |
When to Back Up
Yau can run the backup now ar schedule it for later. @
2

YWhen do pou want to run the backup’?

™ Later

- Schedule enty

Job name: I

Start date: I

Set Schedule... |

< Back I Mest > I Cancel




STEP-17 IF YOU WANT TO SCHEDULE THE BACKUP THEN SELECT 2NP
OPTION ENTER JOB NAME AND THEN CLICK ON NEXT BUTTON

Backup Yizard |

Wwhen to Back Up
Y'ou can min the backup now or zchedule it for later.
2

Wwihen do you want to run the backup?
i Now
% | ater

— Schedule entry

Job marne: Iprdnfflina|

Start date: ISaturda_l,I, March 28, 2009 at 11:18 AM

Set Schedule... |

< Back I MNewt > I Cancel |

STEP-18 CLICK ON FINISH BUTTON TO START BACKUP NOW OR LATER

Backup Wizard |

&=

Completing the Backup Wizard

Y'ou have succeszfully completed the B ackup wizard. viou
specified the following zettings:

Deszcrption:  Set created 3/28/2009 at 11:17 AM

weihat: Back up only certain files, folders, or drives
Media twpe: LTO Ulkium

Media: FRDO_1

Wher: Mo

H o Werfy on, Use hardware compreszion, Append

tomy media, Mormal backup.

To cloge thiz wizard and proceed with the backup, click
Finizh.

< Back

Cancel |




4.2 STANDARD OPERATING PROCEDURE FOR SAP SYSTEM & DATABASE

Standard installation and post installation activities for SAP Servers:

Installation Activities
e Hard Disk Partitioning according to SAP recommendation
e Swap Space Configuration
e Source creation for Database Software & its Patch
e Source creation for SAP Software ECC6 (includes SAP Kernel, SAP Installation
Master CD, Exports CDS
e Installation of Java Development Kit 1.4.2.13
e Installation of Oracle 10G
e Oracle Patch set 10.2.0.2 Installation
e Environmental Variable setting
e Installation of Database Instance

e Installation of Central Instance

Post Installation Activities

License Installation

e Transport Management System configuration
e SAP Profiles Configuration

e SAP Client Creation

e Online SAP SYSTEM BACKUP



4.3

ABAP_ACTIVITIES

SAP CLIENT By
m. Matnframe-like /P

*  Specifying parameters by systems
codes which are far from human-

friendly

SAP CLIENT

Required each of users to
install SAP dient for online
viewing of reports

ABAP program®

ABAP programming requires experts
with high abilities on SAP technology,
especially for complex reports

It is impossible to generate reports
which include business data
maintained in other applications

. Development of Reports (Classical,

. Smart Forms Reporting.

. Sap Scripts

o Upload Program for Legacy System
o User Exits in all module
. Module Pools .

Interactive & ALV's).

into SAP

o Writing Technical Specs for Reports, Module Pools, etc.

o Providing Excel Transport facility in Module Pools using Excel DOIL.

. Performance tuning in existing reports.

J BAPI Configuration

o Enhancement and Badi’ s

. Debugging & error Tracking
o Web Portal Administration




4.4 STANDARD OPERATING PROCEDURE FOR SAP COMPLAINT SYSTEM

By user for lodging complaints

e Go to the following link http://isb.hec.gov.pk/htmls/hectree/ttn/13/

e Click on login button

e Enter your user name & password

e Click on “new service request”

e Search service type by writing in the input box

e Select service type from the drop down list

e Write your request / complaint in service request area

e Brows the file / screen short you want to upload and then click on upload
button

e C(lick on post button to send this request to selected service type

e Now this request will appear into the inbox of concerned section

By administrator for resolving complaints

e The administrator of this section forward this request/complaint to related
support engineer

e Support engineer resolves the issue and an automatic email has been sent to
user with “yes” and “no” button

e |If user’s request / complaint has been resolved then user click on “yes” button
otherwise click on “no” button

e Other option like status tracking, submit request, reports and help are also

available on the user’s dashboard.


http://isb.hec.gov.pk/htmls/hectree/ttn/13/

