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P-Card Approver - Approve WinGui Transaction Code: UWL
Purpose

Use this procedure to approve a reconciled P-Card document.
Trigger

Perform this procedure when a P-Card document has been reconclied and the approval workflow has
been initiated.

Prerequisites

e The P-Card document has been reconciled and submitted by the Reconciler for approval.
Menu Path

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

e Home
e Universal Worklist

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

Upcoming Dutes « AP FetWerver Portal -« 'Window Intemast Explonns prowadd by OITRE N
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2. Click the BEBSESSRERI tab to open the Universal WorkList and process P-Card charges.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \Remote
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3. Click the e [ink label to open the worklist item.
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SAP - \\Remote

Doc. Muribed | Document Typd Vendor Riference Db Total
4 —5900000635 KC 7000001011 2004/01/000003  149.37

B8 Add Approver | Delete Approver |

Approvers Preview UsesID | Name | Loscation of Postion | Status | Acted By | Acted on | Acted T...

» O First Approver ©O A John Smith 07/31/2013 11:46:22
* 3 Second Approver | (a5 a] 00:00:00

- & APPRO... Approval Manager 1056701 00:00:00

[Eadd Reviewer |l Delete Reviewer |
Rewewers Preview UserID | Name | Postion | Location of Postion |

User Comments

[KIDIR e EIRE

[ u1,ca1 [tn1-Ln1of 1 ines
Comments Hstory

[RIDIR s Wk EE

Comments added: Jobhn Smith 0773172013 11:d46:22
Please approve immedistely.

& aporove | & Reject ) save Aoprovers/Reviewers
4. Click the 2800000833 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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@ .| Edit Parked Vendor Credit Meme 5900000835 1000 2014
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Decumentiis [SEs0s008s
Aoyt 14937 1 [ | O Hi3-pa1-002s E
Ta Amoent -
Taxt HATONCOM A ] B os
Paym terms Due rmesdatel
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i W i w

b Bms { Screen Varaat : ZAP_PYS0_SORE_PCARD )
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FERSET 1 EXT So40000 ST 0L 100% =
S. Click the | BI85 | button to open the additional options sub-menu.
Desktop
Error log

s ol e R S—
a g parcne
aliiy Pd =

6 — Document texts...

6. Click the Document texts...

label to open the document text screen and view the charge details.
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Texts in Accounting Document - \\Remote

[& Texts in Accounting Docurmnent

Proposed anguage  |EXN| English

5 L.. Description 15t line m (T
Correspondence ]~
Note O~

Payment advice information
Invoice Biling Text |

7 ——EMPCard Line Itemn Detail Speak;0000000008.0000/PCE [
EM PCard - Merchant Description MAZON.COM A [
EM PCard - MCC Code 311B |
1 10
vZZ@|x]
7. Double-click the PCard Line Item Detal 51,61 to open the line item text screen and view the details of the

charges.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

7 AP Hietnaers Potal - Wimdow Intermet Explorer provided by CITRN
= et k- ] sl il ‘orj nr bl et portal’ prtreenitruena Niriguie priroct pod Japortal_content! vy, e Tigeneral el sl Debtop M ramewort P eger ThumewcrkpageMoom wp portsl incarpage M om sap portal contentsres g ﬁ ]
It fde  Gote  format  fcde  Sptem Heb
L & ~—rEeae QM 2noa EED 98
Bk ([F3]
W . Change PCard Line fiewn venall; Language EN
@ BB
e
¥
[T @ g
I smanicd Fna M, Baiet Fusagunph Fosmat 15 B Resemen ) Setoshing Linguege (L) Pewet Lot
& Peplace = W, Byt Chansder FeemaiSing j: Tianileta ﬁ.'.:ld et Za] Quatt
Sotimng b
o Selea = e = copmemar o P L
{gboard Ldftng Wyl Proching T
Epeaks 0000000008 . 0000/ FCE %
It Happened to Nancy: By an Anonymo) 0000000006, 00007 PCE -
Shattering Glass; 0000000005, 0000/ PCE
Hanging on to Maxy0000000002.0000/PCE
[
@
"
4 L3
B QRIS ™ saparedtd | OVR o
SO L SRR T
st 1ET L 100% =

Click the <& button to close the window and return to the Texts in Accounting Document screen.
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Texts in Accounting Document - \\Remote
[& 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 Speak;0000000008.0000/PCE [
EM PCard - Merchant Description MAZON.COM A [
EM PCard - MCC Code 311B [
i i
g

Click the button to return to the Parked Vendor Invoice screen.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

[ SAP NetWeaeer Portal - Windows Inbrerset Exploers provded by TR
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10. Click the .% |4 button to view the sub-menu options.

Desktop
Create... 3
11 — Attachment list

Erivate note

Send (2
Relationships

Workflow 3
My Objects (2
Help for object services

1. Click the Affachmentlist oy item to view attached documents.
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Service: Attachment list - \\Remote

[= Service: Attachment list x
12 ~(Etewjiée|[@) 2| 3] (R[S [& ) =)(0) 6F1) (8@ =
AttachmentForl00059000008352014
Icon | Title Creator Name \Created On ™
@ Pcard Receipt John Smith 07/31/2013
%]
12. Click on the '53‘2‘” to view the attached document. Note: the document you want to view must be highlighted.
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PcardReceipt_20130806143330.447_X.pdf - Adobe Reader - \\Remote
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13. Click the |L| to close and return to the previous screen.
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Service: Attachment list - \\Remote

[ Service: Attachment list x

[Onew .4 G2 ])(@]) (801 S0) (&) )(60)02 (L) (B[ ==
AttachmentFor100058000008352014

Icon  Title Creator Mame Created On
"f Pcard Receipt John Smith 07/31/2013

14. Click the to closed this screen and continue.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote
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15.

Click the (B save as completed | button to accept the document and complete the approval process.
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SAP - \\Remote

Doc. Humber Dooument Type Vendor Reference Deb Tokal
SOQ0QD)E3S KC 7000001001 2014/01/000003  149.37

[z add approver | b Delate Approver |

Approvers Praview UserlD  Name Location of Posiion | Status | Acted By Adedon  Aded T..
v T Frst Agprover OO A John Smith 07312013 11:46:22

* 4 Second Approver (o5 00:00:00
o] APPRO... Approval Manager 1056701 00:00:00

[ Acd Reviewer | Delete Reviewsr |
Reviewerns Preview UserlD  Narme Postion | Location of Postion

Usar Commants

JO® B B B

| L1 cot Ln1-Ln1of 1 ines
Comments History

HoE e i Bk

Comments added: John Smith 07/30/3013 11:46:32
Fleaae appeove izmediacely.

-

1 I = ] .
M.ﬁnpmur Document (Criesnfeen)revewers— 11

16. Click the Approve button to approve the document and complete the approval process.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote
[ S8 HetWorees Portal - Wndows btwrmst Expls provded by €ITFE.

Pt bt Lt el o il et portal prinemtname Himogete prinoct pod Japortal_contmit Movery_wier M gorsmal M dd st Desittop! HiramemscdP iges T rmaworkpage M o s podl inmserpageifcomoiap. poctal ¢ onbimtanna Thinaeg 5 ]
Symem  Hep
L "B COQ QN DDOD O @
Workflow: Execiite Operation on Work Ttem
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FOQRI(LIGIE ™ mogmid  OMR &
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17. Click the ﬁ button to close this window and return to the Universal WorkList.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \Remote

GT_“-*I:'M»:- Hlaudret T o (NS ET rwm-wu.x' |
b = Segoeited e v
WM AT A e el Llanage i | L A
Uisrers sl Tor b hmiery, BuisFerwad ]
Dorinled Rerigelion - _m Sets | Wotlestoss | Salsfes Usl =
R B VRO
. g g wrsd i Progres Taaas (50 5) |kl - " PR 1
Portal Faverten CIis}
T Sutma ] From Saonl Date Priority * 4  DuaDete f-T Y
[ Apprten P it Atstumant ruste: 4500000834 EDNS, Santis F LT edum & T
| e P Card document st S5000S0808 312913 Wdir Faw
Spcreres P Laed doDgmand v SEMODDET) bl 30, 2003 M Fw
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18. 2

Click the v button to refresh the Universal WorkList. Document 5900000835 will be removed from this list as
the reconciliation process is complete.
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Result

You have successfully approved a P-Card invoice document.
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