x _, A 1 £ Title: Approver Managing substitution rules
B4 - Area: Supplier Relationship Management (SRM)
':'-341 |

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Purpose

Use this procedure to Forward a workflow item, Add an Ad-Hoc Approver/Reviewer and Maintain
substitution for workflow items.

Trigger

Perform this procedure when required to maintain substitution.
Prerequisites

e User name

Menu Path

Use the following menu path(s) to begin this transaction:
e Universal Worklist

Transaction Code
NA.

Helpful Hints

xxxx within a document represents a variable which may consist of a name, number, etc.

In the field description tables, R indicates the action is required, O indicates the action is optional,
and Cindicates the action is conditional.

The following notes maybe used throughout this work instruction:
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Title: Approver Managing substitution rules
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

General o Offers additional information such as policy.
Cautionary A Indicates that an action MUST BE completed.
Critical 6 Indicates that an action MUST NOT BE completed.
Shortcut ;’; Indicates a shortcut to a process.
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Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure
Approver Managing substitution rules Transaction Code: NA.

Procedure

1. Start the transaction using the menu path or transaction code.

Upcoming Dates - SAP NetWeaver Portal - Mozilla Firefox
@ Upcoming Dates - SAP NetWeawver Portal - Mozilla Firefox - 8

27 Upcoming Dates - SAP NetWeaver Portal | + |

€ ) B bitps//bs-qo Inndtijporta &2 v € | (B8 - Googr I TS

&) Most Visited @Y Getting Started | | Web Slice Gallery | cricket | Movies [~ | office || University Graduste Sc... | Torrents site | Unido == S - S4P NetWeaver ...
Welcome Test MANAGERDS tielp | Logoll w

Home | Unscersal Woris
Upcoming Dates History - Elach!onv.l.nf

EIL| L]
| Detafted Mevigwtion - LREF QA System

* Upcoming Dates

= About BTS

* ALERT - R Logof Procedure

* Tech Suppert

" Help Zeaw

= Leamang Zone

= AP Dukness Workplace

+ Tires Stabement

& aeeount Strng Wizard

* FundFunctional Area Transiahor

l Portal Favorites (=] 3]

hitps/bis-qal lewsd.net/in)/portals

2, Click the EMEEEERIINGIEN tab to access all procurement documents that require approval.
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Business Process Procedure

Approver Managing substitution rules

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

Transaction Code: NA.

Welcome Test MANAGERDS

Universal Worklist - SAP NetWeaver Portal - M

7 Unreersal Workhest - SAP NetWeaver Portal | 4
+ B httpe/ibas qa . lyvsd.met/ir) parta
B Most Visited W) Getting Started | | Web Sice Gallery | ercket | Movies [+] | office | University Graduate S¢...

- Th! st of Rems shown hene coukd be outdated. Wakng Tor updsie

mm.mlmmm

ozilla Firefox

o m' Google

¥ #

Torrents ste | Unado =7 Shx - SAP NetWesver ...

l Portal Favorites (=] 3] Show: | Hew 54 i Progress Tasks (16 /18) v |[Saiet & Subview... w48 - “ ¥aEm
. Tasks
Subject | | From Sent Dabe Prioty v il | DueDale Sinlus =
3 [ Compiete Shogeng Cart 1000007023 with REQUESTORTI, Test Jun 42013  Medum New
|| Malus E37 00 USD
| Compiete Shocona Cart 1000007002 with REQUESTORM, Test Jund4, 2013  Medum New
ke 6098 50 WSO
B 1 72 veith REQUESTORY, Tea! Jus 3, 2013 Madwm Hew
alys S 20000 USD
Complete Shocging Cart 1 G0D008542 with REGUESTORN, Test Jun 3, 2013 Medum e
Yakyg 5 534,00 S0
i 1 1 with REQUESTORH!, Tes! Jun 3, 2013 Madwm New
‘s £28.00 USD
Complele Shopging Gari 1000008534 with REQUESTORN, Test Jun 3, 2013 Medum hew
Wiskyg 35 J70.00 USD
B 1 12 wilh REQUESTORH1, Test Jun3, 2013 Medum Mew
‘alus 435 00 USD
Commplete Shopping Cart 100000650 with REQUESTORN, Test Jun 3, 2013 Medum e
Ve 6778 USD
h 1 n REQUESTORH!, Tes! May 31,2013 Madum Mew '
€ »
javascriptvoid{);
3. Co Shopping Cart 1000007023 with

To forward a task or an workflow item, right-click on the link s =i mes
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

File Edit Miew Higtory Bookmarks Teols Help
IEmmlW«H-S&PN&W&um +

{-_ 8 Fitps/bts-qal lausdanet/in/partal w7 | B~ Google 2 3 #
E-mmm @ Getting Started || Web Shce Gallery | cracket || Movies [=] | office || University Graduste $c... || Torrents site | Unido Z7 Shx - SAP NetWesver .. 1
Welcome Test MANAGERDS . s | Logoit @
_
Universal Workiist Mistory , Backf =
I Detadbed Navigation cl (B The Est of tems shown hese could be outdsted. Waking for updaste
- Universal Warkkst AR ‘ucs | teticues | SATetice wale
| Portal Favorites [B][0] | S0 (Niew and b Progress Tasis (16/16) ] Seiects Subvew.  w)[a - oV am
I From Sent Dabe oty v @ | DueDaie smus -
4 REQUESTORTI, Test Jun4, 2013 Madum Haw
RECUESTORT, Test Jund4, 2013 Medem Hew
REQUESTORT, Tes?  Juwa 3, 2013 Maduim Méw
REGUESTORM, Test Jun3, 2013 Medim New
REQUESTORT, Tea?  Jun 3, 2013 Meadum M
REGUESTORN, Tesd Jun 3, 2013 Medum New
REQUESTORT, Tead  Jun 3, 2013 Medum [LLE
RECUESTORM, Test Jun3, 2013 Medim New
REQUESTORTT, Teat  May 31, 2013 Medum Mewr - ‘|
4. Andthen click Forward,
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Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox
@ Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - o IEd

Eile Edit ¥iew History Bookrmarks Teok Help

wuimlw-wmwum?m[+

¢ =1 https/bis-qal. lusd.met/ir)portal ﬁ v O H' Gmg!r P ‘- *
Most Visited )l Getting Started | | Web Shice Gallery || cricket | | Movies [+] | | office || University Graduste Sc... || Tomente site | | Unido Z7 Sbu - SAP NetWesver ..

Item: ‘Complete Shepping Cart 1000007023 with Value 537.00 USD

T [
[ Sugme ] Cancel|

- riptvoid(0)

S. Click the button to search for desired user name.
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Title: Approver Managing substitution rules
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox
) Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - o IEd

Eile Edit ¥iew History Bookrmarks Teok Help
= Unieersal Woorkdst - SAP WFWE
\5_',. & hitps//bts-qal Lusd.net ir) portal W v €| - Google P+ &
(8 Most Visited @ Getting Started | Web Shice Gallery | cricket || Movies [¥] || office || University Graduate Sc... | Torrentssite || Unido == Sbx - SAP NetWesver ..

6. As required, complete/review the following fields:

Example:
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

- siptvoid(l)

7. Then click the button.

(8 Most Visited @ Getting Started | Web Shice Gallery | cricket || Movies [¥] || office || University Graduate Sc... | Torrentssite || Unido == Sbx - SAP NetWesver ..

) Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - o IEd
Eile Edit ¥iew History Bookrmarks Teok Help

EWWWWFWE

\5_',. & hitps//bts-qal Lusd.net ir) portal W v €| - Google P+ &
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Title: Approver Managing substitution rules
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

e Edit Miew Higlory Bookmarks Jools Help

7 Unreersal Workhest - SAP NetWeaver Portal

C!‘,. B hitpr//bts-qal lusdunetirj/portal w7 C||B- Google =
[ Most visited ) Getting Started | | Web Sice Gallery | | cricket || Movies [¥] | office || University Graduste Sc.. | Torrents site | - Unido T Sbu - SAP NetWeaver ..

- riptvoid(0)

8. Click the m button to accept the selected user.
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Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

¢ ] https/bis-qal. lusd.met/ir)portal ﬁ v O H- GMFE" P ‘. *
Most Visited )l Getting Started | | Web Shice Gallery || cricket | | Movies [+] | | office || University Graduste Sc... || Tomente site | | Unido Z7 Sbu - SAP NetWesver ..

Complete Shepping Cart 1000007023 with Value 537.00 USD

[uAnAGERY, Test [Sela. |

- riptvoid(0)

9. Click the m button to forward the selected workflow item.
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

@ Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - O
I Unreersal Wodkhst - SAP Net'Wesver Portal l +
S—
* ™ hitpe://bis-gal lausd. net Y portal ",._ c ' (g e p + 'ﬁ'
(&5 Most Visited @) Getting Started | | Web Shee Gallery | ericket  Mavies [] | office || University Graduste Se.. | Tomentssite | | Unide Z7 Shic - SAP NetWeaver ...
Welcome Tast MARAGERDS Helg | Log ot @
Univeraal Warklist MHistory , BaciForward=
L |
I Driasbed Navigatsen =l Rem was forwarded sucosssfuly '
I Portal Favorites IJ al Shew: | Hew and in Progress Tasks (157 15) - || Select & Subview. L - % VIR
Tasks
Subgact 1 | From Sent Date Prorty v  § | DweDate Status =
Compiets Shopping Cart 100000702 with REQUESTORT, Test Jum 4, 2013 Medum New
Maye 5,056 50 USD
1 T2 with REQUESTORT, Test Jum 3, 2013 Medum New
vae § 50000 USD
1 wikh REQUESTORN, Test Jum 3, 2013 Megdum Nawi
Walue 5 83400 USD
Complote Shopcang Cart 1000006541 with REQUESTOR1T, Test Jum 3, 2013 Medum N
Walue 698 00 USD
Commplele Shopgang Car 1000006934 wih REQUESTORTY, Test  Jum 3, 2013 Medym Newi
Value 36 270 00 V5D
1 12 with REQUESTOR1Y, Test Jum 3, 2013 Medum New
Valje 455 00 WSD
Compiets Shogeana Can 10000008 with REQUESTOR1Y, Test Jua 3, 2013 Medum Newr
Vale 6778 USD
Lompiets Shoocwna Can 1000006520 with REQUESTOR1Y, Test May 31, 2013 Medum New
ke 36 270 00 USD
Compiets Shopping Cart 100000G5T with REQUESTORN, Test May 31, 2013 Medum Hew '
L4 ¥
juw:.crlpl'_'mldl:n'_l;

10.
6 The forwarded work-flow item disappears from the list.
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Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Beokmarks JTools Help
|2 Universal Worklst - SAP NetWeaver P... x | L] New Tab x
+ B hitps//bis-gal. lausd.net )/ portal wre m- Google 2 3 &
&) Most Visited @ Getting Started | | Web Shice Gallery || cricket || Movies [~1 | office | University Graduate 5c.. | Torents site | | Unido =7 Sk = SAP MetWeaver .
Welcoma Test MANAGERTD Help | Log off @
Universal Worklist Patery | BacsForward:
L ——
| oetsied navigation T T30 | aem | Woitcaices | Savuitceuss
* Universal Worklist - - - :
Show: |[Mew and In Progress Tasks (13713) v_[Selﬂ:l 8 Subview. -_[.u bl o FEm
I Portal Favorites =[O
— T-"
I From Sent Date Pricty v | @ |DueDate Swws =
REQUESTORTI, Tesd  Jun 3, 2013 Weduim Hew
REQUESTORTI, Test Jun3, 2013 Medum Foew
1 REQUESTORNY, Test Jum 3, 2013 Weduim Hew
REQUESTORTY, Tesd Jun 3, 2013 Medum Few
REQUESTORTI, Tesd Jun 3, 2013 Medum Toewr
REQUESTORTI, Tesd May 31,2013 Medum Tigw
REQUESTORT!, Test  May 31, 2013 Medum Fewr
REQUESTORTI, Tes! May 31, 2013 Medum Hew
REQUESTORNY, Tesd May 31,2013 Medum Hew
<l 5
preascriptvoid{l];
1. Complete Shopping Cart 1000006934 with

For adding an Ad-Hoc Approver, click the link of desired document s 35, 270.00 US0
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Title: Approver Managing substitution rules
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Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? NavigationT arget = DBNRKIA X F XIFBOTechnicalMame %3 0sc %2FOperation 3 Ddetailpeof %2F BOSysternAlias BADSAP_SEME DynamicParameter={ ©
Shopping Cart History , BackForward=
¥
~ Approve Shopping Cart:1000006934
Number 1000005534 Document Hame Professional Services 08032013 1431 Statws  Awaling Approval Created On 0802013 14:31:28 Created By Candyce B
[pprove | [ Reject [[Eat | [ Cuse| | [PritPreview | | [Save | [Check | [ingure |
Bury on Bahalf ot | Candyce Robanon [} Dedoery Priorty. (01 |
Hame of shopping tart. | Professicasl Services DRAZ013 1431 Pretermed Vendor, | 1000000784
Headar Data: Yaises Competiive: = Mo e
Zpproval Process:  Deaclay |2 Aoents PO Eveed Typac = | Other
12 Budgat Dessday [# 1eanity that_ to the bes
: : 0 sty Applcabis Wws, fu
Contractngprocureme
gl Competn g Lo
violated any confict of
datuments, relabed o 1
incisded with tue origin
wpon request | undersl
anove, | must eek il
[ Delais || 294 tem . |[ Copy || Paste |[ Dupicate |[ Detote || | Frocess A1 tems . |
| Line Humber | BemType mn|nuuwn |mr.um Product Category Description |mlm.um:mm-q
[]=2 Servics Teachars Motheating & Encaging Stusests 96102 ADMMNSTRATIVE SERVICES, ALL KNDS 130 Ea 275.00 USD
b
a *
jweascriptovoidill;

12.  Then click the Z=nlay [Edi A0enis |ink to add an additional Approver or Reviewer.
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j_'._ | Title: Approver Managing substitution rules
; ! }:.'—' Area: Supplier Relationship Management (SRM)
Business Process Procedure
Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

@ Shopping Cart - SAP NetWeaver Portal - Mogzilla Firefox - O
=1 hittps//bts-gal lausd.net/irf portal?NavigationTanget = DBNIAR2FR2FBOTechnicalMame %3 Dsc %2FOperation 3 Ddetaill prof R2FBOSystemnAlias %30SAP_SEMEDynamicParameter=(
Shopping Cart History , BackForward=
1]
Approve Shopping Cart:1000006934
Approval Froceas Ovenisessw
Curant States At Hasder Approval Note [
E Curent Process Siep. SAM mmcw
Cwrrently Procesasd By: | Gerald Kobata
|| #seeovarprocess Dats: Downicas as xauL - | B
pi Fetew U [ Werk Rem i Requester at Process End
n < Header | Eem
H
4 Hesder Approval Status
4
Add Approver Choice Button Status Procassor Received On | Processed On | Forwarded By ::
|_'- SH SHOpEg CA Open (Ho Deciion Wads) Gersld Kobats  SRDAZ03 14:41:38 o1
%ol
g
Bl
ik

Revsewer|s) for the D
oy
|_ Add Reviewer | Remove Reviewer | Settngs
i wer Level Raviewer Type Processor Recetved On Processed On | Forwarded By
(3] The table doss med contain any daks

& *
Jawascriptwoid (0

13. Click ~dd Approver. pytton to select an user and...
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Title: Approver Managing substitution rules
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Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? Navigation T arget = DBNRKIARIFRIFBOTechnicalMame %3 0sc %2 FOperation 3 Ddetailprof %2 F B0 SysternAlias BIDSAP_SEME DynamicParameter=(

Shopping Cart [Hissery | Bﬂlfurme

Approve Shopping Cart:1000006934 °

Approval Process Ovenew

Curant Stabes: Active Hesder Approval ote |
E Cufrant Process Siep. | SAM Shopping Cant Completion
Currently Processsd By: | Gerald Kobata

B Fallow Ugp ] Werk Ram i Regquester st Process End

M S

H

4 Header Approval Status

B '-:¢'c.¢-'-::':-:' Settings
™ | Status Proceasar Recered On | Processed On | Forwarded By

14

-—FFIMIWKM‘#WL" moletion  Dpen (Ho Decision lads) Garald Kobaty  BROIZ01Y 14413

saf2x8a3

Revsewer|s) for the
|- Add Revwwar | Aemove Feve Setings uq
Ravivenr Lavel Rirvirvwnsr Type Processor Aosvad On Frocasssd On  Forwarded By
(3] The table doss med contain any daks
[ox]
b
< ¥

14. The click Add Approver Below Selected Line line.
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B A Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? Navigation T arget = DBNRKIARIFRIFBOTechnicalMame %3 0sc %2 FOperation 3 Ddetailprof %2 F B0 SysternAlias BIDSAP_SEME DynamicParameter=(
Shopping Cart History , BackForward=
L
-
Approve Shopping Cart:1000006934
Approval Process Oveniee
Curent Stabss Active Hesder Appeoval Hote |
E Curent Process Step. | SAM Shopping Carnt Completion
Cuarrently Processsd By | Gerald Kobata
R seervval Process Data  Download ss s : ' ]
gy Folew Ug: ] Work Rem 8o Requester at Process End
s Eem
H
Header Approval
15 - Approver I [ fm ) -
B A wer . || Ae
! ; ™
Sequence | Proced Hase. e
[T]: 001 spusg Devartment ot
L oo 1
Tabephons Numser “gin
E.Mai address Bl
ke
(] [Gancel I
Revie ) far the D
|_ Asd Revawer | « R | Settings e
Reviwer Lavel Reviewier Type Processor Rcehved On Frocessed On | Forwarded By
(3] The table doss med contain any daks
Lok |
b
“ »

15. As required, complete/review the following fields:

Field R/O/C Description

Example:
Manager11
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Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

i@ https//bts-gal lausd.netfin/ portal?Navigation Tanget = DEN%IA R FEIFEOTechnicalMame %3 Dsc %2 FOperation %3 Ddetallprof %2 FEOSystemAias R3DSAP SEMEDynamicParameter=(
P VP g g P P ¥ =

Shopping Cart History , BackForward=
L]
Approve Shopping Cart:1000006934
Approval Process Ovendme
Curent Stabss: Active Hesder Appeoval Hote |
i Curent Process Step: | SAM Shopping Can Completion
Currently Processsd By: | Gerald Kobata
[§ Aperovatprocess Dats  Downicad s - | I
gy Folew Ug: ] Work Rem 8o Requester at Process End
Ni Eem
Hi
A Header Approval Sta , o, T ]
B | | [AstAppeover 4] - bes
o) | MLakAppeones L0 [
Saquence Proceq Hase Darené Rubii -y
|—| . 001 ey g Depatment :h-r:
Guasing »
Telephons Number “gin
E-Mai Address DORENE RUBMELALSO NET )
2l
16 +—3§ (5] (Gancel |
Revsewer|s) for the
|_ Add Revmwer | Aerayve Reve Settngs i
Fawivrar Lavel Raviwer Type Processor Recehed On Proceassd On | Forwarded By
(3] The table doss med contain any daks
Lok |

&

Jawascriptwoid (0

16.  Click the \OK button to accept the selected user.
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;\t\! }I‘j Area: Supplier Relationship Management (SRM)
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Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox
@ Shopping Cart - SAP NetWeaver Portal - Mogzilla Firefox - O

=1 hittps//bts-gal lausd.net/irf portal?NavigationTanget = DBNIAR2FR2FBOTechnicalMame %3 Dsc %2FOperation 3 Ddetaill prof R2FBOSystemnAlias %30SAP_SEMEDynamicParameter=(

Shopping Cart History , BackForward=

Approve Shopping Cart:1000006934

Approval Process Ovendasew

Cufrant Stabes Active Hesder Approval ote |
Eman:hm:m. SAM Shopping Cart Completion
Currently Processsd By: | Gerald Kobata
[§ Appevvarprocess Dats Downicas as sl ' ' |
p) Folow Up [ Work Rem b Requester at Process End
n < Header | Eem
H
A Hesder Appreval Status
B Add et a || Femove Appe Seftng m
. Sequence | Process Step Status Processar Recered On | Frocessed On | Ferwarded By B
|_'- 001 SRM Shopping Cart Completion  Open (Mo Decimion Mads) Gerskd Kobats  SEDL201S 14:41:35 ::
|:- 002  SRM Shopping Cart Compietion  Open (Ho Deciion Mads) | [orsns Bubin o1
agin
rrsl
ife

17 Acd Reviwer | Femove Reviewer | Settings e
i wer Level Raviewer Type Processor Recetved On Processed On | Forwarded By
(3] The table doss med contain any daks
0K
b
‘ ¥

Jawascriptwoid (0

17.  Click #Add Reviewer ptton to select an reviewer.
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? Navigation T arget = DBNRKIARIFRIFBOTechnicalMame %3 0sc %2 FOperation 3 Ddetailprof %2 F B0 SysternAlias BIDSAP_SEME DynamicParameter=(
Shopping Cart History , BackForward=

Approve Shopping Cart:1000006934 °

Approval Process Ovensew

Cufrant Stabes Active Hesder Approval ote |
E Cufrant Process Siep. | SAM Shopping Cant Completion
Currently Processsd By: | Gerald Kobata
[ 2serovaiprocess Dats: Downicad as L - . |
gy Folew Ug: ] Werk Ram i Regquester st Process End
Ni Eem
Hi
18 4—= T
B Reviewer I Ll 0 =23
D4 1, Fu
N e
e | o
Department Lol
Buiding 8o t
Te Musmbear: o
eisphone Ll
E-ai Agdress: e
J [o% ] [Cance ]

Pl Level Raviewer Type Processor Recesved On Processed On | Ferwarded By
(3] The table doss med contain any daks

&

18. As required, complete/review the following fields:

Field R/O/C Description

Example:
Manager12
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Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? Navigation T arget = DBNRKIARIFRIFBOTechnicalMame %3 0sc %2 FOperation 3 Ddetailprof %2 F B0 SysternAlias BIDSAP_SEME DynamicParameter=(

Shopping Cart [Hissery | Bﬂlfurme
| ]

Approve Shopping Cart:1000006934 °

Approval Process Ovenew

Curant Stabes: Active Hesder Approval ote |
E Cufrant Process Siep. | SAM Shopping Cant Completion
Currently Processsd By: | Gerald Kobata

[ Apervvarprocess Datsc  Dowenicas s 21 ' ' I
py Felew Up ] Werk Ram i Regquester st Process End
N Rem
Hi
A Headar Approval
B f1e) ReEviewes D [MaANSGERY2Z [T bes
| a, L= 1, Fu
D4
Sequence  Proces Mams: Dimone Watsen :
[1= o0 smusl, . b ot
|:|- 002 SR S puiang s 1
Telephone Humbear: x
E-Mad Address DAWMTAZSELALSD NET 1
19 { for] [ cancel] I
Revsewer|s) for the
|_ Add Revmwer | Aerayve Reve Settngs i
Ravivenr Lavel Rirvirvwnsr Type Processor Aosvad On Frocasssd On  Forwarded By

(3] The table doss med contain any daks

& *
Jawascriptwoid (0

19.  Click the 2K button to accept the selected user.
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Title: Approver Managing substitution rules
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Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? Navigation T arget = DBNRKIARIFRIFBOTechnicalMame %3 0sc %2 FOperation 3 Ddetailprof %2 F B0 SysternAlias BIDSAP_SEME DynamicParameter=(

Shopping Cart [Hissery | Bﬂlfurme
| ]

Approve Shopping Cart:1000006934 °

Approval Process Ovenew

Curant Stabes: Active Hesder Approval ote |
E Cufrant Process Siep. | SAM Shopping Cant Completion
Currently Processsd By: | Gerald Kobata

[ Apervvarprocess Datsc  Dowenicas s 21 ' ' I
gy Folew Ug: ] Werk Ram i Regquester st Process End
o
H
& Hesder Approval Status
o Seguence  Process Step Status Procaasor Recersd On  Processsd On r“mb’ et
[T+ 001 =AM Shopping Cart Completion  Open (o Decision Made)  Gorad Kokaty 062013 14:41:38 ::‘r‘
|:|- 002  SRM Shopping Cart Compietion  Open (Ho Deciion Mads) | [orsns Bubin s 1
“gin
el
1

Revsewer|s) for the Document

|_ [ 2dd Revimwer | Remove Reviewer | Settings e
Ravivenr Lavel Rirvitrwad Type Processar Racaned On Procesdsd On Forwarded By
- A4 hoc reviewer Dimoneg Vistson

20

EFE]

& *
Jawascriptwoid (0

20. Click the | 9K putton to accept the selected Approver and Reviewer.
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? NavigationT arget = DBNRKIA X F XIFBOTechnicalMame %3 0sc %2FOperation 3 Ddetailpeof %2F BOSysternAlias BADSAP_SEME DynamicParameter={ ©
RN L) Mistory , BecForward®

~ Approve Shopping Cart:1000006934

Number 1000005534 Document Hame Professional Services 08032013 1431 Statws  Awaling Approval Created On 0802013 14:31:28 Created By Candyce B

[Repeet | [Eat ] [Ciose | | [FrintPrevew | | [Save | [Creck | [ingure

Bury on Bahalf ot | Candyce Robanon [} Dedoery Priorty. (01 |

Hame of shopping tart. | Professicasl Services DRAZ013 1431 Pretermed Vendor, | 1000000784

Header Data: Wkt Competiive: * Mo e
Apprerval Process: Disgiay | Eit Agents PO Evied Typs: = | Other W
Budget Disgday o

above, | must aesk infe

[ Delais || 294 tem . |[ Copy || Paste |[ Dupicate |[ Detote || | Frocess A1 tems . |

| Line Humber | BemType mn|nuuwn |mr.um Product Category Description |mlm.um:mm-q
I—l- 1 Service Teachers Motheating & Encaging Students 96102 ADMMNISTRATVE SERVICES, ALL KNDS 130 EA 73.00 USD
b
a *
jweascriptovoidill;

21. Click the £APPIeve pytton to approve the document with an Ad-Hoc Approver and Reviewer.
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Title: Approver Managing substitution rules
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

B https//bts-gal leusd.net/in/ portal? NavigationT arget = DBNRKIA X F XIFBOTechnicalMame %3 0sc %2FOperation 3 Ddetailpeof %2F BOSysternAlias BADSAP_SEME DynamicParameter={ ©
RN L) Mistory , BecForward®

. Display Document::1000006934

Number 1000005534 Document Hame Professional Services 08032013 1431 Statws  Awaling Approval Created On 0802013 14:31:28 Created By Candyce B

| Prid Prevew | | [ Show my Tasis | | Radresh |

Buy on Bahat! 5t | Candycs Robsrace I} Dedvery Priorty. |01

Hame of shopping tart. | Professicasl Services DRAZ013 1431 Pretermed Vendor, | 1000000784

Header Dala: Valses Competiive: Ho ——
Apprvsl Process Diagiyy | Eciit Agenty PO Event Type: | Other

£

above, | must aesk infe

[ ml Agd bem I Copy | Paste ][ Dupbcate ]. :ee!e] | [F"c-ce 35 Al Beewe :'

| Line Humber | BemType mn|nuuwn |mr.um Product Category Description |mlm.um:mm-q
I—l- 1 Service Teachers Motheating & Encaging Students 96102 ADMMNISTRATVE SERVICES, ALL KNDS 130 EA 73.00 USD
b
a *
jweascriptovoidill;

22, Click the €152 | button to exit out of the document.
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tﬁﬁhﬂ Title: Approver Managing substitution rules

;\i“i }" Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox
@ Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - =

= Universal Worklist - SAP MetWeaver Postal | -+
+ B hitps//bts-ga ] lesd.net/in/ porta faf c - Doogle P * #

| oetased navigation =] (ST Awns | wesscamons | Sapotice e ,

23
+ Uneverssl Worklist '
Show: | Haw ahd it Pregress Tasks (15 15) w|[Select & Subvmw, =|[ A8 - o Fom
I Portal Favorites Ul
Tasks

Subjed | | | From | Sent Date Pricrly v @  Due Date | Status =
Lomekets Shoeong Cart 100GO0TO0R with RECUESTOR1Y, Test Jun 4, 2013 Medum Hew
Valge 6,096 SO USD

n 1 12w REQUESTOR1Y, Test Jun3, 2013 Medum Hew
Miakot § 500 00 LSO
Compiie Shapany Carl 100000E04T with REQUESTOR1Y, Test  Jun 3, 2013 Wedum Haw
aige 5 34 00 USDH
Comgiete Shooong Cart 100MMEBE win REGUESTOR!, Test Jun3,2013 Medum tiew
Mnkes 598,00 S0

n i w REGUESTOR1Y, Test Jund, 2013 Medum Hew
Wakeo 35 270 09 USD

n i cat REQUESTOR1Y, Test Jun3, 2013 Medum Figw
‘phes &G0 00 USD
Gomgkts Shopoing Cart 100GSES08 wit REQUESTOR!, Test Jun3,2013  Medum tiew
Vakee 67 78 USD

h ] e REQUESTOR11, Test May 31,2013  Medum Hew
Wiahot 36 270 00 USD

n 1 7w REQUESTORTT, Test May 31,2013 Medum Haw
akes &40 00 USD "

25

23.  For maintaining substitution, Click the button & .
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Title: Approver Managing substitution rules
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Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

Fle Edit Miew Higory Bookmarks Tooks Help
| = Universal Worklist - SAP NetWeaver Postal | +

+ B hitpa/ bt gal Leusd.met i porta o « | B- Soogle 2 ; #
(B Most Visited @ Getting Started || Web Slice Gallery | cricket | Movies M1 | office | University Graduate Sc.. | Toments site || Unido =7 Sk - SAP MetWeaver ..
Welcome Test MARAGERN Help | Logof @
Universal Worklist Hissory | BaciForward=
L
s O A A | e | s '
* Universal Workdist - =
Show. [ Hew and I Progreas Tasks (157 15) w | Semet & Sulvmw, w|[an - " FCR
| Fortai Favorites =0 | Refresn .
24 | Personaize View
Subject | From Sent Dabe Priorsty v | § | Manage Substtution Rukes |~
Somokte Shepena Carl 100000T0R with REQUESTOR1T, Test Jund, 2013 Medum Hew
Walge 6,058 S0 USD
h 1 7 REQUESTOR1I, Test Jun3, 2013  Medum Hew
akes 5 500 06 USD
Compinte Shopony Can 100000604 with REQUESTOR1Y, Test  Jun 3, 2013 Wedum L
Vakee £ 834 00 UED
Lomoiete Shoceng Card 1000008041 with RECUESTORIN, Test Jun 3, 2013 Medum Hew
Yolue §99.00 20
Compiety Shoggeng Carl 1000005934 with REQUESTOR11, Test Jun 3, 2013 Medym Hew
Yoloe 36,270 00 USD
Complete Shooomng Car 100GC0GE1Z wih RECUESTORTY, Test Jun 3, 2013 Medum Hew
Valee £59 00 USD
Lomoite Shopeng Corl 1000COEG08 win RECUESTOR1I, Test Jun 3, 2013 Medum Hew
Vale 6778 USD
Eompiste Shopgang Corl 10000SEI0 wih RECUESTOR1Y, Test Moy 31,2013 Medum Hew
Vol 36270 00 USD
n 1 7 REQUESTOR1Y, Test May 31,2013 Medum Horw
akes 00 00 USD "
<| >
24. Manage Substitution Rules

And then click line to continue.
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Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto

Manage Substitution Rules

*ou can view and manage your task substiution rules. You can make an assignes receive your tasks, or you can set an assignes to fill in for you (for
EXAMPE, in CASE You are unexpeciedly absent). You can create several substitution rukes to cover all COSES. You can also see other users' substiution rules
involving you, and you can take over another user's tasks (if this user has alowed you to ‘il in").

My Substitution Rules

25 Create Rule .. || Deiste || Retresn |
| Tasks ' Nominee What To Do | status Rule Activation Tum OROfY =

~ Other Users’ Substitution Rules
Task Owner | Tasks | What To Do Status Take Over [=]

javascriptvoid(0);

25. Click the . Create Rule ... phutton to create a new rule for substitution.
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Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Approver Managing substitution rules

Business Process Procedure

Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

26

26.

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto

Create a Substitution Rule

ou can define which tasks you want to assign to a assignes. ¥ou can either make the assignes receive your tasks (for

example, when you go on vacation), or you can alow the assignee to fill in for you (for example, in case you are
unexpectedly absent).

I+ 1 | = 2
Define Rule Gel Rule Activation

Hominee: [
Assign These Tasks: (AR -|

The nomnes is the substitute for al
lasks

|Want the Mominee to: (s} Recaive WMy Tasks

“Wou hand over tasks to the assignee for the duration of your planned absence; in the next step
you can sat a start date for this rulk

"y Filln For Me

i you are unexpectedly absent, the assignee can take over your tasks completely.

javascriptvoid(0);

Click the button to search for desired user name.
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Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

& https://bts-gal.lausd.net/if/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentMevery_user2fgeneral2fdefaultDeskto "L’""

Find People

27. As required, complete/review the following fields:

Example:
Manager22
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Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox
@ SAP NetWeaver Portal - Mozilla Firefox

[ https://bts-qal.lausd net/iny/serviet/prt/portal/ prteventname/Navigate/ prtroot/ ped!3aportal_contentXfevery_userfgenerali2fdefaultDeskto '_’T

28.  Then click the [2aen] pytton.
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Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

& https://bts-gal.lausd.net/if/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentMevery_user2fgeneral2fdefaultDeskto "L’""

Find People

29, Click the W button to accept the selected user.

o All Time Approvers will automatically receive the Shopping Cart Approval role.
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Title: Approver Managing substitution rules
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto

Create a Substitution Rule

ou can define which tasks you want to assign to a assignes. ¥ou can either make the assignes receive your tasks (for

example, when you go on vacation), or you can alow the assignee to fill in for you (for example, in case you are
unexpectedly absent).

Iw ﬂ = 3

Define Rule Sef Rule Activation
Nominee: [MANAGERZZ, Test |[ select... |
Assign These Tasks: Al [=]
30

The nomnes is the substitute for al
lasks

|Want the Mominee to: (s} Recaive WMy Tasks

“Wou hand over tasks to the assignee for the duration of your planned absence; in the next step
you can sat a start date for this rulk

"y Filln For Me

i you are unexpectedly absent, the assignee can take over your tasks completely.

javascriptvoid(0);

30.

Click the drop down button = to select the type of procurement document (for which this rule will be
applicable).
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Title: Approver Managing substitution rules
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Approver Managing substitution rules

Business Process Procedure

Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

5|

31.

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto :

Create a Substitution Rule

ou can define which tasks you want to assign to a assignes. ¥ou can either make the assignes receive your tasks (for
example, when you go on vacation), or you can alow the assignee to fill in for you (for example, in case you are

unexpectedly absent).
I» ﬂ =1 3
Define Rule Set Rule Activation
Nomines: [MANAGERZZ, Test |[ seieet... |
Assign These Tasks:  [jan [=]
Al -
AP Workflow
AR Workfiow
I'Want the Nominee to. | Contract Workfiow
GL Workflow r the duration of your planned absence; in the next step
Not classified
AP{PCard) Workfiow
PO Workflow ignee can take over your tasks completely.
RFx Workfiow
Next & | | Cancel Shopping Cart YWorkflow w

Select the desired document type from the list. For example, click Al to apply this rule to all types of
documents.
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Title: Approver Managing substitution rules
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Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto :

Create a Substitution Rule

ou can define which tasks you want to assign to a assignes. ¥ou can either make the assignes receive your tasks (for

example, when you go on vacation), or you can alow the assignee to fill in for you (for example, in case you are
unexpectedly absent).

I+ g = 3

Duﬁﬂulu Sef Rule Activation
Nominee: [MANAGERZZ, Test |[ seieet... |
Assign These Tasks: (AR -|

The nomnes is the substitute for al
lasks

32

1
|Want the Mominee to: (=) Recaive WMy Tasks

“Wou hand over tasks to the assignee for the duration of your planned absence; in the next step
you can sat a start date for this rulk

"y Filln For Me

i you are unexpectedly absent, the assignee can take over your tasks completely.

Cancel

32. Click the radio button ® to select Receive My Task.

ﬁ e Receive My Tasks: The Nominee will receive all the tasks.

e  Fillin For Me: The Nominee will have the ability to take over the task and/or end the take
over of tasks anytime during the active period of the rule.
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Title: Approver Managing substitution rules
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Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.
SAP NetWeaver Portal - Mozilla Firefox

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto :

Create a Substitution Rule

ou can define which tasks you want to assign to a assignes. ¥ou can either make the assignes receive your tasks (for

example, when you go on vacation), or you can alow the assignee to fill in for you (for example, in case you are
unexpectedly absent).

Iw ﬂ = 3

Define Rule Set Rule Activation
Nominee: [MANAGERZZ, Test |[ select... |
Assign These Tasks: (AR -|

The nomnes is the substitute for al
lasks

|Want the Mominee to: (s} Recaive WMy Tasks

‘vou hand over tasks to the assignee for the duration of your planned absence; in the next step
you can sai a start date for this rule

"y Filln For Me

i you are unexpectedly absent, the assignee can take over your tasks completely.

33 Hext Cancel

javascriptvoid(0);

33. Click the button to proceed.
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Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

= SAP MetWeaver Portal - Mozilla Firefox =
@ https://bts-gal.lausd net/ir/serviet/pr

et/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_content2even,

Create a Substitution Rule

You can define which tasks you want to a5sign io a assignes. You can eRher make the assignes récene your tasks (for example, when you go on
vacation), or you can alliow the assignee to fillin for you (for example, in case you are unexpectedly absent).

I» . =t fognt

Set Rule Activation

On saving, turn on the following rule:: (=) On - The rule will be enabled

«) At Once

34 on

Off - The rule will not be enabled

5

You can turn the rule on or off at any time on the Substiution Rules Management screen

|1 Fravious Save | | Cum::ei|

Jjavascriptvoid(0);

userHgenerall2fdefaultDeskto

34.  For example, click radio button ' to select "On".

Q e At Once: Selecting this option will activate the substitution rule right away.
e On: Selecting this option will activate the substitution rule on a particular date.
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Title: Approver Managing substitution rules
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Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto

Create a Substitution Rule

ou can define which tasks you want to assign Io 4 assignee. You can elther make the assignee receive your tasks (for example, when you go on
vacation), or you can allow the assignee to filin for you (for example, in case you are unexpectedly absent).

h i q [ 27 |
Define Ruls Set Rule Activation
On saving, turn on the following rule:: (=) On - The rule will be enabled

() At Once

@ on —
35

("1 Off - The rule will not be enabled

You can turn the rule on or off at any time on the Substiution Rules Management screen.

|4 _Previcus | | Save | | Cancel |

javascriptvoid(0);

35. Click the box to add a "On" date for the rule.
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Title: Approver Managing substitution rules
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Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto

Create a Substitution Rule

ou can define which tasks you want to assign Io 4 assignee. You can elther make the assignee receive your tasks (for example, when you go on
vacation), or you can allow the assignee to filin for you (for example, in case you are unexpectedly absent).

I» 1 = F
Cefie R SetRule Activation

On saving, turn on the following rule:: (=) On - The rule will be enabled

(") At Once
(=) On
(") OFf - The rule will nod ¥4 4 June 2013 T
Ywmmmﬂmmbmurufratnnymmmg,mRun "" 'f" "' "" T' Fl' l1l
36 23 2 3 4 5 8 T 8
|4 _Previous | | Save | | Cancel | 24 8 10 1 1:E|u 1

25 18 17|18 |19 20 21 22
26 23 24 25 20 27 I8 28
2T (3 1 | 2|3 | 4| 56|68

javascriptvoid(0);

36.

Select the desired date the rule will start. For example, click 13 EI to select.
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Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto

Create a Substitution Rule

ou can define which tasks you want to assign Io 4 assignee. You can elther make the assignee receive your tasks (for example, when you go on
vacation), or you can allow the assignee to filin for you (for example, in case you are unexpectedly absent).

h i q | 27 |
Define Ruls Set Rule Activation
On saving, turn on the following rule:: (=) On - The rule will be enabled

() At Once

(=) On (611372013 15}

("1 Off - The rule will not be enabled

You can turn the rule on or off at any time on the Substiution Rules Management screen.

[4_Pravious | [ Save] [ cancei |
37 |

javascriptvoid(0);

37. Click the save button to save all the information.
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Area: Supplier Relationship Management (SRM)
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Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

@ https://bts-gal.Jausd.net/in/serviet/ prit/portal/prieventname/Navigate/ priroot/pcd 3aportal_content!2fevery_userl2fgeneral2fdefaultDesktoy *

Manage Substitution Rules

You can view and manage your task substiution rules. You can make an agsignee receive your tasks, or you can sef an assignee to fillin for you (for

example, in case you are unexpectedly absent). You can create several substitution rules to cover all cases. You can also see other users' substiiution rules
involving you, and you can take over another user's tasks (if this user has alowed you to "fill i),

My Substitution Rules

|_Create Rule ... || Delete || Refresh |

| Tasks | Nominee What To Do Status ' Rule Activation Turn On/OFf [=]
Y MANAGERZZ, Test Receives my tasks Ongeing Successtyl [ Turn Ot ]
Other Users' Substitution Rules
Task Owner Tasks What To Do Status Take Over
Javascnptvoid(U);

38.

ﬁ Use the "Turn Off" button to turn off the rule anytime during the active period of the rule.

Last Modified: 6/17/2013 39/50 Business Process Procedure



Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

39
B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto
Manage Substitution Rules
ou can view and manage your task substitution rules. You can make an assignee receive your lasks, or you can set an assignes to fill in for you (for
example, in case you are unexpectedly absent). You can create several substitution rules to cover all cases. You can also see other users’ substiution rules
involving you, and you can fake over another user's tasks (if this user has allowed you to 'fil in').
My Substitution Rules
| Create Rule ... || Delete | Refresh |
| Tasks | MNominee What To Do Status | Rule Activation Tum OR/Of =]
| MANAGER22, Test Receives my tasks Ongoing Successful Turn Off
Other Users' Substitution Rules
Task Owner | Tasks | What To Do Status Take Ower =
Jjavascriptvoid(0);
39. Click Close button to exit out of the Mange substitution rules window.
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Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bogkmarks Tooks Help
=™ Universal Workdist - SAP Net'Wesver Portal | 4
* @ hitpe//bts-gal lausd.netfiG/portal -l_'_‘.- o _ Gaogle 2 3 #
(5 Most Visted @) Getting Started | | Web Slice Gallery | encket || Movies [] | office || University Graduste Sc.. | Tomentssite | | Unide Z7 Sbu - SAP NetWeaver ..
Welcome Test MANAGERDS o | Legolt E’
Universsl Warklist MHistory , BaciForward=
L
Dertailed Navigatson ] /iy, Substitution i currently turned on. You can turn off substiution whder Manage Substbution Rulss !
« Universal Workdist MAESSNEHEN  tecs | Wotfcssons | SAPolios ek
I Portal Favorites =g Shew |Hew and In Progress Tasks (157 15) = |[Select a Subview. «|[an - % VIR
Tasks
Subgect I From | Sent Date Prorty v | DweDate Status  ~
Compiets Shopping Cart 100000702 with REQUESTORT, Test Jum 4, 2013 Medum New
Malye 6 095 S0 USD
Compiets Shoppang Carl 1000006572 with REQUESTORIY, Test Jum3, 2013 Medum New
Walye 5 500 00 USD
Complste Shopgang Cart 1000006947 with REQUESTORTY, Test Jum 3, 2013 Medum New
Yalue S B4 00 USD
Comgiste Shopping Can 1000006541 with REQUESTORY, Test Jum3, 2013  Medum New
Yalye 698 00 USD
Comgite Shopoing Can 1000006534 with REQUESTOR1Y, Test Jun3, 2013  Medum New
Valye 36 270 00 USD
Complate Shopoing Ca 1000006512 with REQUESTOR11, Test Jun3, 2013  Medum New
Value 45500 USD
Complts Shopoang Ca 1000008508 with REGUESTOR1Y, Test Jum3, 2013  Medum Hew —
Yalug §7.75 USD
Gempiis Shopong Car 1000006520 with REQUESTORT, Test May 31,2013 Medum Hew
Walye 35 270 00 USD
Complete Shopping Cart 1000008357 with REQUESTORTY, Test May 31,2013 Medum Hew '
€ ¥
40.

6 Message will be displayed, if the substitution rule is currently active.

Last Modified: 6/17/2013 41/50 Business Process Procedure



Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure
Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

@ https://bts-gal.Jausd.net/in/serviet/ prit/portal/prieventname/Navigate/ priroot/pcd 3aportal_content!2fevery_userl2fgeneral2fdefaultDesktoy *

Create a Substitution Rule

You can define which tasks you want to assign to 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 fill in for you (for example, in case you are

unexpectedly absent).
I KN = 3
Define Rule et Rule Activa
Nominee: [MANAGER22, Test | select... |

Assign These Tasks: [ All

The nomines is the substitute for all
tasks

1'Want the Homines to: ) Receive My Tasks

ou hand over tasks to the assignee for the duration of your planned absence; in the next siep
you can set a start date for this rule

r+) Fill In For We

I you are unexpeciedly absent, the assignee can take over your tasks completely.

Ganc

Javascnptvoid(U);
41.

ﬁ If the user selects "Fill in For Me" radio button ', then the Nominee (In this case-
Manager22) should perform an extra step to take over the tasks.
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Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

@ Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - O

= Universal Worklist - SAP MetWeaver Portal | +

+ B hatp to-ga nued.met i e Nl & m = Doogle P * 'H'

B Mast Visited @ Getting Started [ | Web Slice Gallery || cricket || Movies 41 || office || University Graduate 5¢... | Toments site || Unide =7 Sbux - SAP MetWeaver ...
Welcome Test MARAGEREZ Help | Legoff @
Universal Worklist History | Baciforward =

L T |
Daalloe] Ran/kgation [T]  WerkOm (%) UyBems () Rsms on Behalf Of| USER PRIVATE MATASOURCE un MANAGEE «| () ANBema ‘
* Universal Worklist 4 Tasks (101) | Aleris | Nobfications | SARoifics Maks

42 — |
I_ chi = D Show! | Hew and In Progress Tasks (171) = | Select a Subview - || A0 - LA AL L
Subject 1 From Sant Dabe Priccky v | @ | DueDele Status
REQUESTORTI, Test Jun 4, 2013 Medum Hew

Malge §97.00 USD

Complete Shopping Cart 1000007043 with Value 857.00 USD
Sent Date: Jun 4, 2013 By REQUESTORTI, Test Stabus Rew

Friority: Medum

Descricfon:  Yioi &he resnonsibes for the accroval of shooono cart ™ ‘|

42. Click the El box to access "Manage Substitution Rules" .

Q Logged in as Nominee (Manager22) to perform the extra step of taking over tasks.
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Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

Fle Edit Miew Higory Bookmarks Tooks Help
| = Universal Worklist - SAP NetWeaver Postal | +

+ B hitps://bts-ga leusd.net i porta wra - Soogle 2 3 &
(B Most Visited @ Getting Started || Web Slice Gallery | cricket | Movies M1 | office | University Graduate Sc.. | Toments site || Unido =7 Sk - SAP MetWeaver ..
Welcome Test MARAGERE: Help | Logof @
Universal Worklist iistory | Dacif =
| petaised avigation [=]  werkOn: () My Bems () Rems on Behalt Of | USER PRIVATE_DATASOURCE un WANAGEE +| () Allbems :
* Universal Woridiat 4 Tasks (i1} | Alerts | MNobficatons | SAPoifice Mals
I Portal Favorites |-¢ Dl Show! [Hew and In Progress Tasks (171) rj _$¢b;| B Subview ": A ": ) ? LS|
- - - : § | Ratresh
Subject | ! From | Sant Date | Priecty v | !_WW“ !
|_| REQUESTORIY, Test Jund, 2013 Medum | Manage Substtuticn Ruies
— |

Complete Shopping Cart 1000007043 with Value 857.00 USD

SentDate:  Jun 4, 2013 By REQUESTORTI, Test Status: Rew
Priceity. Uedum
Descriofon:  iou Sre resoonsiis 1or the aceroval of Shooono can ~ |
£ ¥
43. Then click Manage Substitution Rules

Last Modified: 6/17/2013 44/50 Business Process Procedure



Title: Approver Managing substitution rules
Area: Supplier Relationship Management (SRM)

Business Process Procedure

Approver Managing substitution rules Transaction Code: NA.

SAP NetWeaver Portal - Mozilla Firefox

= SAP NetWeaver Portal - Mozilla Firefox = =

@ https://bts-gal.lausd net/ir/serviet/prt/portal/prteventname/Navigate/priroot/ ped!3aportal_contentXevery_user2fgeneral2fdefaultDeskto

Manage Substitution Rules

ou can view and manage your task substitution rules. You can make an assignee receive your lasks, or you can set an assignes to fill in for you (for
example, in case you are unexpeéciedly absent). You can créate several substitution rules to cover all cases. You can also see other users' substitution rules
involving you, and you can fake over another user's tasks (if this user has allowed you to 'fil in').

My Substitution Rules
| Create Rule ... || Delete | Refresh |

Tasks Hominee What To Do Status Rule Activation Turn OO ff
Other Users' Substitution Rules
Task Owner Tasks ¥What To Do Siatus Take Owver
MANAGERDS, Test Al Fillin Ongoing Take owver I
REQUESTORZ2, Test Al Receive Ongoing

_ Jjavascriptvoid(0);

44, Click the Takeover putton to take over tasks from "Manager09"
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SAP NetWeaver Portal - Mozilla Firefox

45

B https://bis-qal.lsusd.net/ir/servlet/prt/portal/prteventname/Navigate/ priroot/ ped!3aportal_contentfevery_user2fgenerali2fdefaultDeskto

Manage Substitution Rules

*ou can view and manage your task substiution rules. You can make an assignes receive your tasks, or you can set an assignes to fill in for you (for
EXAMPE, in CASE You are unexpeciedly absent). You can create several substitution rukes to cover all COSES. You can also see other users' substiution rules
involving you, and you can take over another user's tasks (if this user has alowed you to ‘il in").

My Substitution Rules
| Create Rule ... || Delete | Refresh |
| Tasks Hominee What To Do | Status Rule Activation Turn OO ff [=]
Other Users' Substitution Rules
Task Owner Tasks | What To Do Status | Take Over (=]
MANAGERDS, Test Al Filln Ongaing
REQUESTOR22, Test Al Recere Ongaing

45. Click the Close button to exit.
ﬁ If desired, end the take over by clicking the "End take-over" button.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

@ Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - O

= Universal Worklist - SAP MetWeaver Portal | +

& ) @ hitps//bts-qa? Lusd ety ports G v ¢ || B~ Google IR A
B Most Visited @ Getting Started [ | Web Slice Gallery | cricket | Movies M1 | office | University Graduate 5¢.. | Torrents site [ | Unide =7 Sbx - SAP NetWeaver ..
Welcome Test MARAGEREZ Help | Legoff @
Universal Worklist [Hissory | BackForwand =
L T |
I Detailed Navigation =] werkom 5 Uy Rems 1 Bems: on Behalf Of| REGUESTORZ2 Test v | () Alllems 4
* Universal Workdist A Tasks (101} | Alerts | Motficaons | SAPoifce Mals
I Portal Favorites (=0 Show: [Hew and In Progress Tasks (1/1) || Select 8 Subview | a0 - v ¥ AE
Subpect 1 From Sant Dabe Prizefy v § | DueDate SLMus
REQUESTOR1Y, Test Jun 4, 2013 Medum Haw

Malge §97.00 USD

Complete Shopping Cart 1000007043 with Value 857.00 USD

Sent Date: Jun 4, 2013 By REQUESTORT1, Test Status Hew

Prioeity: Medwim

Descriclon:  “Viou mre resoongibis for the aceroval of shoooano cant ™ 4]
< *

46. Click to select the radio button [ "items on Behalf of".
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Approver Managing substitution rules Transaction Code: NA.

Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

& Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox - 0
= Universal Worklist - SAP MetWeaver Portal li
€ @ hitps/btegel Iausd.net/in/ports i v & || B~ Google L B |
B Most Visited @ Getting Started [ | Web Slice Gallery | cricket | Movies M1 | office | University Graduate 5¢.. | Torrents site [ | Unide =7 Sbx - SAP NetWeaver ..
Welcome Test MAHAGERZ? Help | Legoll @
a7 Iﬂeﬂﬂdﬂwh-ﬂm = werkOm () My Bems (=) Rems on Behalf Of [ REQUESTORZD Test |w| () AIRsms i
I Poril Favorites =D Show: [Hew and In Progress Tasks (575) v [Select a Subview = - v ¥ o
| Sutjest ! :rrq- mu-u Precty v | @ |CueDete sum
Accept Dechyign | Adisyt Shooging Cart REQUESTORZZ, Test esterday Medum Hew
Hymber 1000007355
i s o { fulignd REQUESTORZZ, Test Jun 11,2013  Medum Hew
Humber 1600006843
| Cart 1900007281 with REQUESTORZ2, Test Jun 10,2013  Medum tiew
\inlse 1.000.00 USD
| B a Caet 1 1wt REQUESTORZZ, Test Apr29, 2013  Medum Yo
i o ) Adasat REQUESTORZZ Test Apr24, 2013  Medum Hew
Bumber 1000003171
Accept Decision | Adjust Shopping Cart Number 1000007355 ]
< *

47. Click the drop down button = to select the task owner.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

Eide Edit View Higptory Hookmarks Tock Help
|= Universsl Woorklist - SAF MetWeaver Portal | +
+ B hitps://bts-ga leusd.net i porta wra - Soogle 2 3 &
(B Most Visited @ Getting Started || Web Slice Gallery | cricket | Movies M1 | office | University Graduate Sc.. | Toments site || Unido =7 Sk - SAP MetWeaver ..
Welcome Test MARAGERZE? Help | Log off @
Universal Worklist iHistory | Bacsf =
18 —————————. ]
Iml"bllim [=]  Werkcom () uymems (=) mems on Benait Of[REQUESTORZZ, Test [=] () A2Rsms 4
MAMAGERDS, Test
Adorts | REQUESTORZZ, Tesi =8 Desplay combined wark items for both my items and all substituted uzers |
I Portal Favorites =0 Show! | Hew and In Progress Tasks (575) '-"_ Select 8 Subview --: a1 - o F o
| sutject ™ | Sent Date Prosty v | @ | DusDam Status
| Accapt Decision ¢ Aduest Shooping Cart REQUESTORZZ, Test ‘esberday Wegdum Hew
Hymber 1000007355
[ ] fgcepl Dacipgn ¢ Adusl Shapging Lo REQUESTORZZ, Test Jun 11,2013  Medum Hewr
Bumber 1000006843
Bevige Shoppng Cat 1000007281 with REQUESTOR2Z, Test Jun 10, 2013 Medum Hew
Valse 1.000.00 USD
1 1w REQUESTORZZ, Test Apr29, 2013  Medum Hiw
ket TE0 B0 USD
| Ascapt Decien ¢ Adust Shooong Cart RECUESTORZZ, Test Apr24, 2013 Medum Hew
Bumber 1000003171
Accept Decision / Adjust Shopping Cart Humber 1000007355 |
£ ¥

48. Select the desired task owner from the list or click the radio button [ to view All items.
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Approver Managing substitution rules Transaction Code: NA.

Result

You have successfully forwarded an workflow item, added Ad-Hoc approver/reviewer and maintained
substitution.
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