
Logon to SAP 
 

Two ways to logon: SAP GUI (desktop icon) 
 or Portal (web) 

 
1. SAP GUI  

 
 

PC      MAC 
 
 

 
2. Portal (web) also known as the Internet 

Transaction Server (ITS) 
 

PC      MAC 

Netscape 7.2Internet Explorer 6.0

 



SAP GUI Logon Pad 
 

For Mac, double-click R3 Production 
For PC, double-click RP1 (R/3 Production) 
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SAP GUI Logon 
 

Enter your User ID and Password, then press the “enter” key 
on your keyboard. 

 
 

  



 
 
 
 
 

 

Click the SAP Business Workplace button 
 to display your workplace inbox for 

workflow items 

 

SAP GUI 



Portal Logon 
 
Go to the University’s webpage and select “faculty & staff 
home” and then “future administrative systems (FAS).”  
 
Or simply type http://www.fas.txstate.edu in the web 
browser’s address bar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Portal Logon 
 

Click on the “Logon to SAP Portal” link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Portal Logon 
 

Enter your User ID and Password, then click on the “Log on” 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Portal (web) 
 

 
 
 
Click the SAP Easy Access Menu link to gain access to the SAP 
R/3 Easy Access Menu or Workplace Inbox (workflow). 
 
 
 
 
 
 
 
 



Portal (web) 
 

 

 
 

 

  

Click the SAP Menu 
button to display the 
folder list 

Click the SAP Business Workplace 
button to display your workplace inbox 
for workflow items 


