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P-Card Approver - Reject WinGui Transaction Code: UWL

Purpose

Use this procedure to reject a P-Card document that is being submitted for approval by the
Reconciler.

Trigger

Perform this procedure when when a P-Card document has been received for approval and needs to
be changed before the Approving Official can approve.

Prerequisites

e A P-Card document needs to exist in the Universal WorkList.
Menu Path

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

e Home
e UWL

Transaction Code
UWL

Helpful Hints

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

e Inthe field description tables, R indicates the action is required, O indicates the action is optional,
and C indicates the action is conditional.

e The following notes maybe used throughout this work instruction:
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General o Offers additional information such as policy.
Cautionary A Indicates that an action MUST BE completed.
Critical 8 Indicates that an action MUST NOT BE completed.
Shortcut /‘{; Indicates a shortcut to a process.
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Procedure

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

Upcoming Dates - SAP NetWeaver Portal - Windows Internet Explo - \\Remote
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2. Click the IEEEESREIEEIN tab to open the Universal WorkList and view the pending P-Card documents.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \Remote
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3. Click the _ link label to open the P-Card document.
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SAP - \\Remote

Doc. Numbed  Document Typd Vendar Riferance Db Total
4 —F00000834 KO 7000001011 2014/01/000002 204,30
B 2dd Approver | Delete Approver |
Approvers Préview UserID  Hame Location of Postion | Status | Acted By Acted on  Acted T...
» O Frst AppIOver OOl A John Smith OB/ 06/ 2013 07:41:23
* 3 second Approver oo 00:00:00
' APPRO... Apprival Manager 1056701 00:00:00
&Md Reviewer ]E Delate Reviewer |
Rewmwers Fravew UserlD  Hame Position | Location of Position
[user Comments |
¥R s HE BE
I [ u1, co1 1101 of 1ines
Comments Hstory
o 0 ) el ) R &1@
& approve | £ Reject |[H] save ApproversReviewers

4. Click the 2200000834 document link to open the P-Card document and process.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote
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6 — Document texts...

6. Click the ~ Document texts... label to open the document text screen.
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Texts in Accounting Document - \\Remote

[& Texts in Accounting Docurmnent

Proposed anguage  |EXN| English

S L..|Description 1st line
Correspondence
Mote
Payment advice information

=
1« » [

Invoice Biling Text

T —F# PCard Line Itemn Detail Post-it Original Motes, 3 & 3 Inche:0000|
EM PCard - Merchant Description AMAZOMN.COM

EM PCard - MCC Code 5661

<]

v)@/2/3@)x]

7. Click the PCard Line Item Detail to view the Detailed Text screen.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote
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Click the <& button to return to the previous screen.
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[& Texts in Accounting Docurmnent
Proposed anguage  |EXN| English
5 L.. Description 15t line M
Correspondence ]~
Mote Oor
Payment advice information [
Invoice Biling Text [
EM PCard Line Item Detail Post-it Original Motes, 3 x 3 Inche;0000 [
EM PCard - Merchant Description AMAZON.COM [
EM PCard - MCC Code 5661 [
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Click the button to continue and return to the P-Card document.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

[ SAR NetWaaeer Portal - Windown Intremat Explooms provded by CITRS

gk /bt Akl il o servielpe pertill prteveainame Hisigate paroot ped Japertal_contert M every_uier M goraral Moo st Deibtop! Mirsmesor P iges T Trissworkpage M o sap podal mvarpageiioom. e podtalc onbintanca Thinag 5 ']

Pocumest  fdE Gote  Exbps SRS Emproament  SyRem  Hep
L ~JdH @@ BHR D000 EED 2R
E. Edit Parked Vendor Involce 5900000834 1000 2014

10 +— —Mﬂ-ﬂb—ﬁm—ﬂmamﬂ 4 Editing aptions

Gired Sirkad B3kt 1 corobited  [CEL-GRMFE) -

Trangdin Invode [e s ) =
Basc data. [ Detab Wolflow T W - r[5] | Vendor
L]

Wendor 00201011 SGL Ind ] : JOHN SMITH
Irwnace date CEIFETEEE Reference | 2004/01/008002 MO0 MO
FomngCute  [esoesaalsid) Ex 2015708

Documentie TBIO020E34
Aemgant FERT w50 ot O nzenams B
Tax At ] -
Test AMAZON.COM ] B os
PR LR Dut mrrdately
Bl Date T8 3013 :
q b i b

1 Tewms { Screen Varnt : Z45_PYE0_SCRE_PCARD }

B s GfL et Shawt Test  T. Tam jersdictn cofe Amossnt in docoar.  Fund Fanc. Area (44
Ii;:.b:: * 433030 sty Mat-Ge: 304,30 SU0-0020  B130-1000-14170 1B
Dukit
E::ut - -
Cekbit ¥ -
i i ® -

BOoRI (1) 810 T mogmIte OWR o

10.  Glick the &l save as completed | button to save the P-Card document.

Attachments can be viewed by selecting the Services Object button, clicking the attachment list
menu item to view the attachment.
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SAP - \\Remote

Doc. Humber Dooument Type Vendor Reference Debi Toral
22M0ME34 KC 7000001011 2014/01/000002 20430
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11. As required, complete/review the following fields:
Field R/O/C Description
SAP - \\Remote R

Example:
Use grant funding.

Approving Official can enter reason for
rejecting the document in the User
Comments text box.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote
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12. Click the ﬁ button to close this screen and return to the Universal WorkList.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \Remote
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Click the v button to refresh the Universal WorkList.
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End of simulation.
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6 The P-Card document has been removed from the Approver's Universal WorkList and sent to the
Reconciler's Universal WorkList.
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Result

You have successfully rejected a P-Card document.
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