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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

 User name 

Menu Path

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

 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 C indicates the action is conditional. 
 The following notes maybe used throughout this work instruction:
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Procedure

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

Upcoming Dates - SAP NetWeaver Portal - Mozilla Firefox

2. Click the  tab to access all procurement documents that require approval.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

3.
To forward a task or an workflow item, right-click on the link .
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

4. And then click .
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

5. Click the  button to search for desired user name.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

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

Field R/O/C Description

R

Example:
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

7. Then click the  button.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

8. Click the  button to accept the selected user.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

9. Click the  button to forward the selected workflow item.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

10.
The forwarded work-flow item disappears from the list.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

11.
For adding an Ad-Hoc Approver, click the link of desired document  .
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

12. Then click the  link to add an additional Approver or Reviewer.
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

13. Click  button to select an user and...



  

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

Business Process Procedure

Approver Managing substitution rules  Transaction Code:  NA.

Last Modified:  6/17/2013 15/50    Business Process Procedure

Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

14. The click  line.
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

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

Field R/O/C Description

R

Example:
Manager11
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

16. Click the  button to accept the selected user.
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

17. Click  button to select an reviewer.
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

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

Field R/O/C Description

R

Example:
Manager12
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

19. Click the  button to accept the selected user.
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

20. Click the  button to accept the selected Approver and Reviewer.
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

21. Click the  button to approve the document with an Ad-Hoc Approver and Reviewer.
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Shopping Cart - SAP NetWeaver Portal - Mozilla Firefox

22. Click the  button to exit out of the document.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

23. For maintaining substitution, Click the button  .
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

24. And then click  line to continue.
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SAP NetWeaver Portal - Mozilla Firefox

25. Click the  button to create a new rule for substitution.
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SAP NetWeaver Portal - Mozilla Firefox

26. Click the  button to search for desired user name.
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SAP NetWeaver Portal - Mozilla Firefox

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

Field R/O/C Description

R

Example:
Manager22
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SAP NetWeaver Portal - Mozilla Firefox

28. Then click the  button.
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SAP NetWeaver Portal - Mozilla Firefox

29. Click the  button to accept the selected user.

All Time Approvers will automatically receive the Shopping Cart Approval role.
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SAP NetWeaver Portal - Mozilla Firefox

30. Click the drop down button  to select the type of procurement document (for which this rule will be 
applicable).
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SAP NetWeaver Portal - Mozilla Firefox

31. Select the desired document type from the list. For example, click  to apply this rule to all types of 
documents.
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SAP NetWeaver Portal - Mozilla Firefox

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

 Receive My Tasks: The Nominee will receive all the tasks.
 Fill in 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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SAP NetWeaver Portal - Mozilla Firefox

33. Click the  button to proceed.
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SAP NetWeaver Portal - Mozilla Firefox

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

 At Once: Selecting this option will activate the substitution rule right away.
 On: Selecting this option will activate the substitution rule on a particular date.
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SAP NetWeaver Portal - Mozilla Firefox

35. Click the  box to add a "On" date for the rule.
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SAP NetWeaver Portal - Mozilla Firefox

36. Select the desired date the rule will start. For example, click 13  to select.
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SAP NetWeaver Portal - Mozilla Firefox

37. Click the save button  to save all the information.
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SAP NetWeaver Portal - Mozilla Firefox

38.
Use the "Turn Off" button to turn off the rule anytime during the active period of the rule.
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SAP NetWeaver Portal - Mozilla Firefox

39. Click Close button  to exit out of the Mange substitution rules window.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

40.
Message will be displayed, if the substitution rule is currently active.
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SAP NetWeaver Portal - Mozilla Firefox

41.
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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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

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

Logged in as Nominee (Manager22) to perform the extra step of taking over tasks.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

43. Then click .
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SAP NetWeaver Portal - Mozilla Firefox

44. Click the  button to take over tasks from "Manager09"
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SAP NetWeaver Portal - Mozilla Firefox

45. Click the Close button  to exit.

 If desired, end the take over by clicking the "End take-over" button.
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

46. Click to select the radio button  "items on Behalf of".
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Universal Worklist - SAP NetWeaver Portal - Mozilla Firefox

47. Click the drop down button  to select the task owner.
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48. Select the desired task owner from the list or click the radio button  to view All items.



  

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

Business Process Procedure

Approver Managing substitution rules  Transaction Code:  NA.

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

Result

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


