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Procedure :  This procedure details how different access rights are 

given to the users while using online system. 

 

Authority : Financial Adviser & Chief Accounts Officer 

 

Responsibility :  DPO(MV) 

 

 

GENERAL: 
 

System Administration is the module available in the SAP System which gives authentication to a 
particular user for using the different modules available in the online system.   

 

 
Every authorized user is given a network user name and pass word for logging into the network system.  

The network user name and pass word is created in the SAP Server.  The user name is not case sensitive.  

Initially the password given will be ‘welcome’.  But password can be changed by the user on subsequent 

logins. Once the user logins to the computer with his network user name and password, he becomes a user 
in the network and he can access online systems and mail facilities available in the network.   

 

 
When a new user is to be given rights to login to the network and use online systems  

 

- Double click the SAP logon icon available on the desktop.   

- Double click on VOC ECC on the SAP logon pad. 
- Create network user id & password                              

- Requests for allotting Functional  Ids to users are received from the nodal officers 

of each department through the form designed for that (specimen form in Page 
No:4).   

- The user must be given the rights in different modules available in the online 

systems based on his nature of work 
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Features in System Administration Module 

- Additional new rights can also be allotted in the same way for existing user  

- During transfer or promotion of employees, role rights can be added or 

deleted according to the nature of there work 

- Separate roles can be created for specific functional IDs 

- Users login history can be viewed. 

- Number of hits on particular transaction can be viewed. 
 

 

 

 

 

 

 

 

 

 
 

 
 

 

 


