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TECHNOLOGY & INFORMATION SYSTEMS SERVICES DIVISION
USER SUPPORT SERVICES: EMPLOYEE BUSINESS TRAINING

SAP for Administrators: Quick Reference Guide

This guide provides instructions for administrators on how to complete approvals and budget
transfers in the SAP Portal.

UWL Environment

The Universal Worklist (UWL) provides a list of all items that require review/approval by the
budget administrator. These items include:

' Shopping Carts O Invoices
O Budget Transfers ©  Automated C5's

These items appear in the UWL because of the SAP workflow. As an item is created and
submitted, it follows the workflow to the proper approver. Items will also appear in the UWL if
they have been forwarded, from another approver, or if the user has been given Substitute
Approval rights. Note: The Work On section does not appear if user is not a substitute, user has
not taken over tasks, or there are no tasks in the UWL of the approver who assigned the user as
a substitute.

If the user has substitute approval rights and there are approval tasks, the user can choose to
Work On: My Items, Items on Behalf Of (Substitution), or All Items

Work On: My Items (= [tems on Behalf Of ZAPFROVER1, Tes... w All ltems

Sarg

Home

New Session Log off
Welcome: ZPRINCIPAL10,

Work

Universal Worklist Shop Reporis Budget FAC Rental Inventory Trips Fixed Asset Accounting

Universal Worklist

Work > Universal Worklist > Universal Worklist

QELMEYEVR  Tracking

@en Options =
~
Show: | New and In Progress Tasks (3/3) v | Select a Subview... Create Task W EE @

Subject From Sent Date = Status
. SCC ZZofimgr10 $25.00, #3910451,"Office Supplies - Jones” Jul 8, 2020 New

SCC TOffice mana $0.00, #3910390,"Office Supplies” Jul 6, 2020 New

SCC ZZlibrarian1 $10.00, #3910418 "ZLIBRARIAN10 06/19/2020 16:09" Jun 19, 2020 New

1. Tasks: Select to display and view items to approve/reject
e Show area: can be used to filter items displayed
Tracking: List of items and actions
Advanced Filter: displays additional options for advanced filtering
Preview Display: turns on or off the preview display view area
Menu: opens additional options including refresh and the manage substitution rules tool

vk wnbN
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| Right-Click Functions

Certain right-click functions are available in the SAP Universal Worklist (UWL). Depending on
the type of action being completed (i.e. invoice, budget transfer, C5, or shopping cart), the

right-click options displayed will vary.

IMPORTANT!

approval be opened. Doing so ensures that the approver has the opportunity to
review each item and validate it for correctness. If an item is approved in error,
reversing the action is a cumbersome and time intensive process.

. It is highly recommended that as the approver, yeu epen each item that requires yeur
]

Right-Click Menus

The following menus are the functions that appear for each approval item:

=TTk

Budget Transfer Approval Automated C5 Approval
e e e e g s T
|:| C5 1000040223 for $220.00 requires approval |_ C5 1000040234 for $511.32 requires approval
— Forward
|| Budget Transfer Doc 1000032184 2017 f Fund 100 1 1 000 00 C5 1000040233 for $308.00 requires appr
Forward —
|| Inv from Factory Motor Parts Co for § 2000 Assign To Me
Open Task Wend Inv from Chase Manhattan Bank USA  approve
Aszign To Me C5 1000040223 for $220.00 requires appri Reject
Add Memo Budget Transfer Doc 1000032184 2017 /§  Add Memo

Invoice Approval

|_| C5 1000040333 for $308.00 requires approval

Inv from Factory Motor Parts Co for § 2000.00 # 5101065511 2017 requires ap

]

Shopping Cart Approval

Vend Inv from Chase Manhattan Bank USA for $500.00 , # 1900137388 2017 rg ' 0" 27d
I:‘ C5 1000040223 for $220.00 reguires approval Assign To Me
|:| Budaet Transfer Doc 1000032184 2017 / Fund 100 / 1,000.00 Approve
Reject
Add Memo
I_I 50 TS S TOr 32000 U0 reqUIres approyal
|_| SCC JHokenson $1,249.00, #3361683,"HOKENJE 06/21/2017 MacBook Pro”
| | SCC JHokenson $119.95, #3361656 "HOKEN.E 06/19/2017 10.56" Forward
|:| Budget Transfer Doc 1000032184 2017 { Fund 100 { 1,000.00
Approve
Details
Assign To Me
Add Memo

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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Budget Transfer

Budget Transfers can be made within the same cost center (from G/L account to G/L account,
less than $5,000) or within the same fund (Cost Center to Cost Center, any amount). To review
and approve/reject a budget transfer, go to the Universal Worklist (UWL).

1. Select the desired Budget Transfer from the Subject area.

Wark On: Ky llems. () [kems on Behalf Of w | (o Al lems

i Tracking
Shaw: [Mew and In Pregress Tasks (374} w| [Select 2 Subview... w| [an -|
Subiject | From
Budpet Transfer Doc 1000045785 2021 ! Fond 1000000000 ! 100000 1 Agprove or Reject ZPRINCIPAL1D,

The Budget Transfer Doc is displayed.
2. Click the Attachment Title to open the Entry Document.

Attachments:
i Typr | Title | Created On Created By

2 Budneding Entry Doc: 1000045766

3. Review the Entry Document information.
a. Verify Total Sender / Receiver from Header.
b. Verify Fund from Year tab.
c. Verify Funds Center (Cost Center).
d. Verify Commitment Item (G/L Account).

Entry Documen 00045765 / 2021 for FM Area CCSD (USD)
[Mems (4

Header |  Addisonal Dats

Dacument 1M 5765 Slalus Prepasted Document Year 2021
Process Tranxsfar Tatal Sendes 10} 0 usD
BCS Vake Type Budpet Tatal Receiver Lol . ey UsD
Budgel Category Paymanl Warsion LL Fiscal Yesr 2021
Document Type wPD1 Document Dade 071372020
Year | s N N\ —~

= = T A 3b 3¢ (| 3
Line |-l’4|Gan |Fund |F|.|nd= Center |Cummiu—nen1 Hem Functional Area |T5rpe | Amount {USD) P.mnunl.-:USD:llLC |I:|K |.°...
Q00aat HOT_RELEVANT _FOR_G| 1000000000 | 9310001554 SE10000000 FO1001000 OPER 100.00 100.08 | USD 1
Q0000:| + | HOT_RELEVANT _FOR_G| 1000000000 | 9310002554 5642000000 Fa1002220 OPER 100.00 100.08 | USD 1

4. Click Back, then close the tab to return to the UWL.

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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5. Select the appropriate action button:

d. Budget Transfer Doc 1000045765 2021 / Fund 1000000000 1 100.00 ! Approve or Reject:
b

c. Cancel by clicking the X in the upper right corner of the Budget Transfer Doc window
6. Once the selection has been made, the UWL will be updated to reflect the action
chosen.

Invoice Approval

Invoices are received in the Universal Worklist (UWL). The invoice must be approved in order
for the vendor to receive payment for goods/services. If the invoice is rejected, the Accounting
Department contacts the vendor regarding the reject reason.

From the Universal Worklist (UWL):

1. Click the button located to the left of the invoice to review it.
The invoice details are displayed below the Worklist.

2. Review .
3. Click the file to view the invoice.
4. |If rejecting the invoice, type the reason in the box.
5. Click the appropriate button.
6. Once the selection has been made, the UWL will be updated to reflect the action chosen.
Work = Universal Worklist = Universal Worklist Full Screen | Options =
Show: | MNew and In Progress Tasks (2/2) ~ || Select a Subview... w o Al w Create Task ¥ CE
Subject . = From Sent Date Status
@ Inv from Troxell Communications for $ 1844.59 # 5101430784 2020 requires approval ZSFIAP1, Mar 20, 2020 New
Inv from Troxell Communications for § 184459 # 5101430784 2020 requires approva ZSFIAP1, Mar 20, 2020 New

Inv from Troxell Communications for $ 1844.59 # 5101430784 2020 requires approval

Sent Date: Mar 20, 2020 by ZSFIAP1, Status: New
Priority: Medium
Description: Accounting Data:
Line Item: 000001 Cost Center: 9310001245 GL: 5610000000 § 4.59
Line Item: 000002 1C: 000000500267 GL: 5610000000 & 1,840.00
Attachments:
Type Title Created On  Created By

)  Incoming Invoice: 5101430784 @

Enter a reject reason.:

o

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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Automated C5 Approval

The automated C5 in SAP is utilized for processing all licensed personnel extra pay requests.
The C5 appears in the Universal Worklist (UWL). This automated process allows for fast and
accurate processing of extra pay requests. Once the C5 is approved, SAP will forward the
electronic form on to the next level for additional approvals or final processing. If the C5 is
rejected, the reviewer will provide a reject reason, and the system returns the form to the
originator for correction.

1. Click the button located to the left of the C5 to review it.
The details are displayed below the Worklist.

2. Click the link under the section.
A new browser window opens.

Universal Worklist

SCC JHokenson $95.33, #3361712 "HOKENJE 07/05/2017 paper & Pens”
SCC JHokenson $1,139.00, #3361711,"HOKENJE 07/056/2017 08:53"

C5 1000040234 for $511.32 requires approval HOKENSON, JOAN
C5 1000040233 for $308.00 requires approval HOKEMSON, JOAN
@ C5 1000040223 for $220.00 requires approval HOKENSON, JOAN

C5 1000040223 for $220.00 requires approval

Sent Date: Jun 21, 2017 by HOKENSON, JOAN Status: MNew
Priority: Medium
Description: C5 Reason: 322.00 for professional development
Attachments:
Type Title Created On Created By
D C5 Extra Pay: 1000040223 @

Enter a reject reason.:

Approve || Reject

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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3. Review all the following fields:

a. Reason in the Authorization to Pay section
b. Budget Coding

C. Rate of Pay

d. Extra Pay Details

4

RequestNo.: 1000040223 | Status: |Submitted

| Created On: |06/21/2017 | Created By: |JOAN HOKENSON

on: [08/21/2017 | Attachment:

AUTHORIZATION TO PAY

This will be your authorization to pay the employee/s listed below at the following designated rate of pay.

Reazon (Description of Special Service including Program, if applicable):

‘522.00 for professional development

BUDGET CODING - EXTRA DUTY-LICENSED

A¥:[17_ |Account: 64703 |Object: [6540  |Fund: [0285  |Unit: [0125  |Project: (028506 |Grant: [ [Program: [0200  JFunction: [2100 |
SAP CODING - APPROVER -MELISSA SUAZO
Fund: [2B50000000 |G/ [5116540000 | CostCtr: [1000004125 |10: | | wes: [ | Grant: [ |Fa: [Fozooz1oo | Ba: [1o00 |
RATE OF PAY APPROVER -WESLEY LOCKHART
o
Employee Group: Rate of Pay: @ Location: BUSINESS APPLICATIO
Location Approver:
Contact Telephone:
DEFAULT FOR EXTRA PAY PATHLORE LOCATOR TOTAL
Date: [06/06/2017 | Hours: [2 | Minutes: [30 | Pathiore Locator: [ | Hrs: [10 |Min: [0 | Proposed Pay:
EXTRA PAY DETAILS
"||':||PersunD |Name Date |Mnut |Huu.rs | Rate of Pay Proposed Total Pay | Note
:|00319941 TRACEY WILLSON 06/06/2017 (30 2 22,00 55.00
| looaznsse  |ana zew 06/06/2017 |30 2 22.00 55.00

Click the ApprOVE or REJECT button.
a.

Click the AttacHmENT button and review all sign-in and/or time sheets.

Click the Back button to be to the Universal Worklist (UWL).

If rejecting the submission. A REJECT REASON must be entered.

Enter a reject reazon.:

6a

Approve || Reject |

©

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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Shopping Cart Approval

When shopping carts are created by staff members assigned to the budget area, the orders are
forwarded to the approver for approval/rejection. These shopping carts appear in the Universal

Worklist (UWL). To approve/reject a shopping cart:

1. Click the shopping cart link in the Subject area.

Work = Universal Worklist = Universal Worklist

Tasks (3/3) |EIEHAN

Show: | Mew and In Progress Tasks (3/3) w | Select a Subview...

Subject
G SCC £7offimgr10 $25.00, #3910451,"Office Supplies - Jones"
SCC TOffice mana 50.00, #3910390,"Office Supplies”

SCC ZZlibrarian1 $10.00, #3910413,"ZLIERARIAN10 08/19/2020 16:09"

w Al v

The Approve Shopping Cart window opens in a
new browser window.

2. Review each item in the shopping cart. (Example: SCC-General (Cost Center)
(See graphic on the next page.) Letter  Fund Type
a. Verify items in DESCRIPTION
QUANTITY Bond
Food

b
Cc. ACCOUNT ASSIGNMENT
d. ToTAL VALUE

3. Click PrRocEss ALL ITEMS.

B
F
C
S
G
a. Select ApPrOVE ALL. !
M
E
K

4, Click SusmiT.

5. Click CLosk.

Note: In the three-letter
abbreviation at the beginning of the
name of the shopping cart, the third
letter denotes the funding type.

Blank All Other

General (Cost Center)
Special Education
Grant

Internal Order
Medicaid

Enterprise

KLVX

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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Approve Shopping Cart

g Document Name Office Supphes - Jones  Status Awaii
I
eh: 104841 ZOFFMGR10 ZOFFMGR10

Nams of shozeing cam | Office Supplies - Jones

| Edit Agents

Created By ZOFFMGR10 ZOFFMGR10

Frocass A7 lems

Approve All

Approval Note

Approval Frocass: Digy
Document Changes: Dy
Delivery date

Fiseal Year: 2021

w It=m Overview

Add tem | [ Copy || Paste | [ Dupiicate || Delete

o .

Filter Setlings

T LineNumber Reject | Approve | ftemType | ProductD | Description Product Category | Product Category Descrigtion | Quantity | Unit | NetFrice/Limit Currency | Far Delivery Dat= | Notes | Attachments | AccountAssignment tem Status Suppher
. 1 . Materal office stuff 4450 Office Supplies 1 EA 500 USD 1 07/0272020 0 0 Cost Center (9310001554)  Awaiting Approval  None
2 . Material b books 5400 Libvary Books 1 EA 500 USD 1 0710272020 0 [ Cost Center (0310002554)  Awaiting Approval | None
3 . Material books & non ref | 5405 Hooks Ref & Non-text 1 EA 500 USD 1 0710272020 0 [} Cost Center (3310001554 Awaiting Approval  None
4 . Material texbooksnon 5510 Texthook Non-Adopted 1 EA 500 USD 1 0710272020 0 0 Cost Center (9310001664  Awaiting Approval | None
5 . Material custoial 7300 Custodial'Cleaning 1 EA 500 USD 1 0710272020 0 [} Cost Center (3310008554)  Awaiting Approval  None

Total Value 2600 | USD
Tax amount 000 | UsSD
Total Val. (Gross) 26.00 | USD

OR if it is necessary to reject the shopping cart:

3. Click PROCESS ALL ITEMS.
a. Select REJECT ALL.
4. Enter areasoninthe ApprOVAL NOTE.
5. Click SusmiT.
6. Click CLosE.

Approve Shopping Cart

ber N Document Name  Office Supplies - Jones Status Awaiting Approval Created On 07/02/2020 02:54:41 Created By ZOFFMGR10 ZOFFMGR10
y 0
L o ZOFFMGR10 ZOFFMGR10  Delivery lg=tzuctio=- Approval Note
lame of shopped cart. | Office Supplies - Jones Use

Approval Frocess: isplay | Edi .

Document Crangss: D

Delivery date

Fissal sr 201

v ltzm Overiiens E|

Filter Settings

#dd tzm || Copy || Paste || Duplicate || Delete | | [ Process Al ems,

Wy LineMumber Reject | Approve | ftem Type | Product!D | Dascription Product Categ Unit | MetFrice/Limit Cumency | Fer DeliveryDate  MNotes | Attachments | AccountAssignment Item Status Suppiier
. 1 . Matzrial office stuff 4450 Office Supplies 1 EA 500 USD 1 070212020 0 (] Cost Center (0310001554)  Awaiting Approval  None
z 0 Material ® books 5400 Libeary Books 1 EA 500 USD 1 07022020 0 0 Cost Center (0310002554)  Awsiting Approval  None
3 O Matzrial books & non ref 5405 Books Ref & Non-tet 1 EA 500 USD 1 O7/02/2020 0 0 Cost Center (0310001554)  Awaiting Approval  None
4 . Material textbooks non 5510 Textbook Non-Adogted 1 EA 500 USD 1 07N02/2020 0 0 Cost Center (3310001554)  Awaiting Approval  None
5 O Matzrial custodial 7300 Custodial'Cleaning 1 EA 500 USD 1 O7/02/2020 0 0 Cost Center (0310008554)  Awaiting Approval  None

Total Value 25.00 | USD

Tax amount 000 | UsD
Total Vsl (Gross) 2500 | USD

OR to reject individual items in the shopping cart:

3. Click the Reject radio button for each item | ltem Cverview
to be rejected_ Details || Add Hem , | Copy Paste Duplicate || Delete Proces

. Approve Shopping Cart
4, Click SusmiT.

Clcas || Por Popemes | Chacc

5. Click CLosE. @@

Note: If rejecting individual items, make sure that the Shopping Cart meets the required dollar
amount and that the requester will be available to accept the rejection.

T Lme Number Reject | Approve | ltem Type Product ID | Descri

1 G) . Material office 5
i

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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Forwarding Shopping Carts

The SAP system allows approvers the opportunity to forward a shopping cart from one
approver to another. To utilize this option:

1. Select the shopping cart to Wark > Universal Wordist > Universal ‘Worklist

forward. Tracking

2. Right-click and select FORWARD.

Showr: | Mew and In Progress Tasks (3/3) w | | Select 3 Subview...

Subject

BSCC ZZoffgr10 525.00, #3810451,"Office Supplies - Jonesy
SCC TOffice mana 50,00, #3810380, Office Supples”

SCC ZZlibrarian1 $10.00, #39104138,"ZLIBRARIAN10 04194
Details
Aszzign Te Me
Add Memo

The Forward pop-up window appears.
3. Enter the last name of the administrator that the shopping cart will be forwarded to.

Ftem: SCC Z7offmpri0 $25.00, #3910451,"Office Supplies - Jones’

= () EX® O

Find People | |
The Find People WlndOW appears. ﬂ Mare than one name found for: LOCKHART
5. Select the box next to the name of the Search For Names: | LOGKHART
appropriate approver from the results list. Current Selection
6. Click AppLy. User :

The Find People window closes. o : FoeeRT e

LOCKHART, REGINA RENEE

@ fi LOCKHART, WESLEY
8  LOCHHART, GlAMA

m: -Ca.ncel
7. Click Susmir.

Forward |

SCC ZZoffmpri0 $25.00, #3910451,"Office Supplies - Jones’

LOCKHART, WESLE

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
Revision B 8/2020 11
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| Substitute Approver

It is a best practice to be sure that another person at the site can approve budget transfers,
invoices, automated C5’s and shopping carts. This is accomplished by assigning a substitute
approver. From the Universal Worklist (UWL), complete the following steps to assign a
substitute approver:

1. Click the Menu located at the right side of the work window.
2. Select MANAGE SUBSTITUTION RULES.

E! D4 New Session | Log off

Welcome: ZPRINCIPAL10,

Home Work
Universal Worklist ~ Shop ~ Reporls = Budget =~ FACRental  Inwentory =~ Tips = FixedAssel = Accounting
4 | Work > Universal Worklist > Universal Worklist Full plions ~
Universal Worklist "
QEL-NEVEVE  Tracking
Show: | Mew and In Progress Tasks (3/3) v | Select a Subview... ~ Al - Create Task W EE
Subject From Sent Date o)
Penonaine Ve |
. SCC ZZofimgr10 $25.00, #3910451,"Office Supplies - Jones" Jul 8, 2020 Upidge Sub§iiunoe Fudss
SCC TOffice mana $0.00, #3910390,"0ffice Supplies” Jul 6, 2020 Diaciey Cosrection Siska |
SCC ZZiibrarian1 $10.00, #3910418 "ZLIBRARIAN10 06/19/2020 16:09" Jun 19, 2020 e

The Manage Substitution Rules window opens in a new browser window.

3. Select CREATE RULE button.

Manage Substitution Rules

Yo can view and manage |
create several substilution rules to cover all cases. You can akso see ather users” subsStution rules invalving you, and you can ke aver another user's tasks (i tis user has alliwed you 1o 'fill in").

My Substitution Rules
reate Rule _ |[ Delee || Refres |
Tazks Whal To Do Slalus Turn OO

Homines Rude Aclivalion

The Create a Substitution Rule window opens in a new browser window.

4. Enter NomineEE name (last name, first).
5. Click SELECT.

The Search for People window is displayed.

Create a Substitution Rule

“You can define which tasks you want to assign o a assignee. You can either make the assignee receive your tasks (for example, when you go on vacation), or
you can allow the assignee to fillin for you (for example, in case you are unexpectedly absent).

» e

4

Define Rule Set Rule Acfivation

Nomines: [ |[select.. |
Assign These Tasks: [CCSD - ECC Tasks -|

1'Want the Nominge to: (=) Receive My Tasks
“ou hand over tasks to the assignee for the duration of your planned absence; in the next step you can set a start date for this rule
() Fill in For Me
If you are unexpectedly absent, the assignee can take over your tasks completely.

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
Revision B 8/2020 12
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6. From the Current Selection list, click the the box to the left of the correct name.
7. Click AppLy. The selected name will be displayed in the Nominee field.

Find People

|1,-| More than one name found Tar: lockhart

Search For Names: Ilu:k.harl | |_ Search ]

LOCKHART REGINA RENEE

LOCKHART WESLEY

LOCKHART, GlAKA

Next, it is necessary to identify what type of substitution task(s) is to be assigned to the
nominee. The options are:

Substitution Task

CCSD - ECC Tasks

Description

Assigns the Invoice and Budget Transfer, and C5 approval tasks
to the selected nominee. These tasks may be assigned to
support and administrative staff positions.

CCSD - SRM All

This option is utilized by the Purchasing Department ONLY

Carts

CCSD — SRM Shopping Assigns the SAP Shopping Cart approval task to another user

with the same security role, such as another administrator.

8. Click the pror-DowN ARROW in the Assign These Tasks field.
9. Select the appropriate TAsk.

HNominee:
Assign Thes
I Want the

Create a Substitution Rule

You can define which tasks you want to assign to a assignee. “ou can either make the assignee receive your tasks (for example, when you go on vacation), or
you can allew the assignee to fill in for you (for example, in case you are unexpectedly absent).

Define Rule

-'
Set Rule Activation
[LOCKHART, WESLEY |[setect...
[cCsD - ECC Tasks [+
CCSD - ECC Tasks
CCSD - SRM Al r the duration of your planned absence; in the next step you can set a start date for this rule

CCSD - SAM Shopping Carts
If you are unexpectedly absent, the assignee can take over your tasks compietely.

SAP FOR ADMINISTRATORS: QUICK REFERENCE GUIDE
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TECHNOLOGY & INFORMATION SYSTEMS SERVICES DIVISION
USER SUPPORT SERVICES: EMPLOYEE BUSINESS TRAINING

After determining the task, choose whether to assign an active or passive substitute. The
is an active substitute role. The tasks will automatically appear in the
substitutes Universal Worklist (UWL) for immediate action. However, the option

is a passive role. The substitute will be required to transfer the work into their Universal
Worklist (UWL).

10. Select OR from the I Want the Nominee To options.
11. Click

Create a Substitution Rule

“ou can define which tasks you want to assign to a nominee. You can either make the nominee receive your tasks (for example, when you go on vacation), or
you can allow the nominee to fill in for you (for example, in case you are unexpectedly absent)

—{i— m

Define Rule
Nominee: [LOCKHART, WESLEY | [Seleet...
Agsign These Tasks: |£CSD - ECC Tasks -

| Want the Mg = Tol (* Receive My Tasks
0 You hand over tasks to the nominee for the duration of your planned absence; in the next step you can set a start date for this
rule
(" Fill In For Me
If you are unexpectedly absent, the nominee can take over your tasks completely

Cancel

Finally, determine when to set the Rule Activation. By default, the rule will be enabled ,
however, a specific date that a rule will begin can be entered. It is also possible to create a rule,
but save it for activation at a later time. This is done by selecting

12. Select the appropriate option for
13. Click

Create a Substitution Rule

*fou can define which tasks you want to assign fo a nominee. You can either make the nomines receive your tasks (for example, when you go on vacation), or you can allow the nominee to fill in for you
(for example, in caze you are unexpectedly absent)

» — =

Set Rule Activation

On saving, tumn the rule; ® On - The rule will be enabled
= At Once
Con [ &
™ (" Off - The rule will not be enabled
*fou can turm f pr off at a‘ﬁ\; fime on the Substitution Rules Management screen

[ 4 Previous | [ Cancel]

The substitute rule has been created. The Manage Substitution Rules browser window
reappears. Close this window to return to the Universal Worklist (UWL).
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Acting as a Substitute Approver

When the user has been assigned as a substitute in the SAP system, rights must be granted to
approve/disapprove several types of work, including: Invoice, C5, and/or Budget Transfer
approval/rejection; and/or Shopping Cart approval/rejection. To access items assigned to the
user as a substitute, select the Universal Worklist (UWL), from the Work tab to view the
following options:

Work On option Description

Displays all SAP Invoice, Budget, and/or Shopping Carts that the

My Items . . .
user is responsible for approving.

Lists all administrators that have assigned YOU as their
Items on Behalf Of substitute approver, select a name and that administrators work
will appear in your Universal Worklist.
Displays all items that the user is responsible for approving for
All Items the site, AND all items from administrators that have assigned
the user as their substitute.

Receive My Tasks

This is an active substitution and all items are immediately sent to the user’s Universal Worklist
(UWL). From the Universal Worklist (UWL):

1. Select ALLITEms from the Work On options.

2. Complete item approval/rejection as described in the Budget Transfer (page 5); Invoice
Approval (page 6), Automated C5 Approval (page 7); and/or Shopping Cart Approval
(beginning on page 9) of this Quick Reference Guide.

Wark = Universal Worklist = Universal Workiist Full Screen [ Oplicns

Wark On; () My llerms () [fems on Behalf OF [JAMES. LO.. | (a) Al ll=ms

Tracking |
Show: [New and In Progress Tasks (37 4) ¥| [Select a Sutwiew... | [al -| R
| Subiject | From Sant Date = | States ||:|
Budget Transfer Doc 1000045785 2021 J Fund 1000000000 ¢ 100.00 { Aggrave or Reject ZPRINCIPALTD, Jul 28, 2020 In Progress
:‘ SCC ZFafngr10 525 00_#3910451 “0fce Supalies - Janes® Jul 8, 2020 Naw
:| SCC ZTibrarian $10.00, $3810416,ZLIBRARIANI0 D5/19/2020 16:08" Jun 15, 2020 Naw
:‘ SCC PJohnson SAE7.80; S3000748,"JOHNSP4 11/12/2010 13:33" Hov 12, 2013 New
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Fill in For Me

This is a passive substitution. The user must request items to be loaded in their Universal
Worklist (UWL). From the Universal Worklist (UWL):

1. Click the Menu located at the right side of the work window.
2. Select MANAGE SUBSTITUTION RULES.

EA! D4 New Session Log off

Welcome: ZPRINCIPAL10,

Home Work
Universal Worklist Shop Reports Budget FAC Rental Inventory Trips Fixed Asset Accounting
| Work > Universal Worklist = Universal Waorklist Full plions +
Universal Worklist )
BEL CNERY RN Tracking
Show: | Mew and In Progress Tasks (3/3) v || Select a Subview. w | Al w Create Task F EE
Subject From Sent Date fiukash
Perporaine Vew
. SCC ZZoffmgr10 $25.00, #3910451,"Office Supplies - Jones" Jul 8, 2020 Manage Subsilubion Ruiss
SCC TOfiice mana $0.00, #3910390,"Office Supplies” Jul 6, 2020 Demplay Cocnechon Slaha |
SCC ZZlibrarian1 $10.00, #3910418,"ZLIBRARIAN10 06/19/2020 16:09" Jun 19, 2020 o

The Manage Substitution Rules window opens in a new browser window.

3. Click Take Over for the correct Task Owner listed under: Other User’s Substitution Rules.
4. Close the Manage Substitution Rules browser window.

Other Users® Substitution Rules
Task Dwner Tasks What To Do Stalus Take Over

LOCKHART, WESLEY CCS0 - ECC Tasks Filln Ongoing Take ower |‘ : )

5. Click the options Menu.
6. Select REFRESH.
7. Click the radio button for ITEMS ON BEHALF OF.

Select appropriate approver from drop-down list.

Complete item approval/rejection as described in the Budget Transfer (page 5); Invoice
Approval (page 6), Automated C5 Approval (page 7); and/or Shopping Cart Approval (beginning
on page 9) of this Quick Reference Guide.

Wark On: () My Hems O ltems on Behalf OF [JAMES. LO... » ° 5

- Taeks (314) |I 7 \g
4

Show: |New and In txs Tasks (31 4) *| [Select a Subview... =| [an -|
| | Subject | From Sant Date
|_| Budpet Transfer Doc 1000045785 2021 ! Fund 1000000000/ 100.00 1 Asprowe or Reject ZPRINCIPAL1D, Jul 28, 2020
D SCC ZZaffmgrid 525.00, #3910451 "Office Supalies - Janes™ Jul 3, 2020

Display Conneclion Slalus

D SCC ZFibrariani 510.00, #3510416 "ZLISRARIAN10 0E19/2030 16087 Jun 15, 2020 e
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