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If You Want To…. Then 
 
Start a transaction using the t-code but the command field is 
not open 

Click  to the right of  to open the command field (at the 
top of the SAP Easy Access screen but under the menu bar), 
then enter the t-code in the Command field 

 
Start a new transaction in the same window Enter /n and the t-code in the Command field and click  
 
Start a new transaction in a new session Enter /o and the t-code in the Command field and click  
 
Create a new session while the current session is busy 

 
Click  (upper left corner of the screen) and select Create 
Session 

 
End or log off a session Enter /nend in the Command field and click  
 
Search for an SAP menu path for a new transaction code 

 
Enter /n search_sap_menu in the Command field and 

click  
 
Add a transaction to your Favorites list using the menu path 

 
Follow the menu path to get to the transaction, single click on 

the transaction, and click  
 
Add a transaction to your Favorites list 

 
Follow the menu path Favorites>Insert transaction, enter the

t-code and click  
 
Display the transaction code in the SAP Easy Access menu 
path 

Follow the menu path Extras>Settings, select  to the left 

of Display technical names, and click  
 
Add a folder to your Favorites list 

 
Right click on your Favorites folder and select Insert Folder, 

name the folder, and click  
 
Rename a folder in your Favorites list 

 
Right click on the folder and select Change Favorite, type in 

the new folder name, and click  
 
 
Add a URL link (website) to your Favorites folder 

 
Right click on your Favorites folder, select Add other objects, 

ensure Web address or file is selected, click , enter a 
description of the Web address in the Text field, enter the web 

address in the Web address or file field, then click  
 
Print a hardcopy of a screen 

 
Click  select Hardcopy 

 
Log of the system 

 
Follow the menu path System>Log off 
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