To view notes and attachmentsin SAP:
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Step 1: Click on
the call out icon
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Step 2: Click on
the attachment
list icon.

Note: If this icon
is grayed out this
means no notes
exist for that
employee

click or select
and click the
view icon to
display the

Step 3: Double

contents of any
note present on
an employee’s
record.




Display note .
; SFep 4: The note
will appear
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Test Note
This 18 just a test.
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To createanote anote or attachment:
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create Attachment I
Y Create note
Step 1: Click on -
the call out icor Create external document (LIRL)
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Stare business document Step 3: Select the type
Sl B Gl qf document you would
like to create.
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When creating
an attachment,
the Import File
window will
appear. Select
the directory and
file name you
would like to
attach to an
employee’s
record. Then
select open.

The file is now
attached. The
title of the
document will
serve as the
attachment title.

When creating a note the
Create Note window will
appear. This allows you to
enter a title and type notes
related to the employee.




When creating an URL,
the Create link to Web
page window will appear.
Insert a title and type the
web address in the
address fielc

After you have created a document you can edgirigithe toolbar. You will only be

able to edit a document that you have created. withunot be able to edit documents
created by others.

The pencil icon is used to change the contenésrafte

@ The trash icon is used to delete a note, attachordoiRL

The print icon is used to print a note or attachime




