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Business Process Procedure

P-Card Approver - Approve Rejected

Document WinGui Transaction Code: UWL

Purpose

Use this procedure to approve a P-Card document that was previously rejected.
Trigger

Perform this procedure when a P-Card document wasa updated and re-submitted by the Reconciler
for approval.

Prerequisites

e A P-Card document that nees to be re-approved.
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 Cindicates the action is conditional.

e The following notes maybe used throughout this work instruction:
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Business Process Procedure

Transaction Code: UWL

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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Business Process Procedure

P-Card Apprqver - Approve Rejected Transaction Code: UWL
Document WinGui

Procedure

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

Upcoming Dates - SAP NetWeaver Portal - Windows Internet Explo - \\Remote

Upcoming Date: - SAF Pietdinroer Portal - iindoan Intemet Explons presesed by QTR
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Dertasied Navigation
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[empacbts-gad Laund.net frj/ pontais]

2. Click the IEHREEERIEEEN t2b to open the Universal WorkList screen.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \Remote
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3. Click the s i |apel link to open the P-Card document.
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P-Card Approver - Approve Rejected

Document WinGui Transaction Code: UWL

SAP -\\Remote

Doc. Murmber | Document Typdr Vendar Raference
4 —5900000834  KC

Dabt Total
7000000011 2014/01/000002 20430

El.dd AppOvEr |E Delete Approver |

Approvers Preview UseslD | Hame Lication of Postion | Status | Acted By Acted on | Acted T...
» [ First Approver

OO0l A John Smih 08,/06/2013 0B:36:06
v [ second @O0 R Approval Manager OB/ 06/ 2013 08:01:49

gh.dd Rawewer ]E Dealate Rewewer |
Rewewers Preview UseriD | Hame

Postion  Location of Position

:L:Iserc-:rrmenuj
I [ s ot
Comments Hstory

ln1-1n1of Lines
Yo PE HE 26

Comments added: Jobn Smith 080872013 O0R:3E:08

Funding updated, charged to grant 200024.

Comments added: Approval Mansger OB/0&/2013 OR:O1:49
Oae grant funding.

@ WWEJ_@ ﬂeJectJE Sanwe Approvers/Reviewsns

4, Click the 2200000834  |apel link to open the P-Card document.

ﬁ Reconciler added comments that can be seen in the Comments History box.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote
—|a]x

Edit Parked Vendor Invoice 5800000834 1000 2014

] 4B e0a QMR DDOH DD DB
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Poatirg Dafe O 082013 B 21508
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Amourt 204 9 s O 21324010528 o
Tax Arount -
Tast AMAZGHCOM W os
PayTmi: tenms: Dug Fmedately
Basalna Date T ] :
i W ik

1 B (| Screen Varmar | ZAP_PS_SORS_PCARD )

T 5. WC Gl et Shat Teat T, Coof centid | Grant L WS slamant
iht;t = 33051 Ganeral Sup 1168541 203
|__|penic =

Debit =

| |Beiie = -
£ — ik ip -
i,chI;!;aT.-m-.-.Enr-mm' - TE Q{190 ™ mparedte OVR o
RIN%E -
S. By using the ¥ buttons, the Approver can scroll through and review the funding line.

Review and verify the Reconciler updates. For this example, the Approving Official asked the
= Reconciler to change the accounting line to a Grant.
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Document WinGui

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

‘SAP Het'Soavor Postal - Windows Intormet Explorer provided by CITRO
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| Josbax = "
| |pebir - -
.L m_tu: U:\..!;ﬂ_?.'ll'i;:l u.n'.ht n.u:- - TE Q{190 ™ mparedte OVR &
o
6. Click the |[El Save as completed | t1on to save and return to the approval screen.
Approving Officials can click on the Extras label to review the document text. Also, by clicking in
g the Services Objects the Approving Official can review the attached file to this P-Card document.
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Document WinGui

Edit Parked Vendor Invoice 5900000834 1000 2014 - \\Remote

7 —E Save Approvers/Reviewers | (@ ou must cick on Save Approvers button to complete the transaction
Save
Lo viummber Document Type Vendor Reference Debi Total
5900000834 KC 7000001011 2004/01/000002  204.30
Bh.dd Approver ]E Delate Approver ]
Approvers Preview UsesID  Hame Lscation of Postion | Status = Acbed By Acted on | Acted T...
= A First Approver [s5s] 00:00:00
O] JOHM.5... John Smith 1056701 00:00:00
&Md Raviawer |Bﬁhte Rewwear |
Rewewers Pravew UserlD  Hame Postion  Location of Position
_'User Comments
WD s KR E@
[ ui oo [tn 1 -Ln 1 of 1 ines
Comments Hstory
YR BE B D6
Commancs added: John Smich O08/06/2013 OB:36:08
Funding updated, charged to grant 200024.
E Save Approvers/Reviewers

Click the [E Save Approvers/Reviewers button to save and return to the approval screen.
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Document WinGui

SAP -\\Remote

Do, Number Documant Type Vendor Reference Db Total
900000834  KC T000001011 2014/01/000002 204,30

Eh.dd.&pprwer E.Delete Approver |

Approvers Préeview UserlD  Hamé Location of Postion | Status | Acted By Acted on | Acted T...
* [ First Approver OOl A John Smith 08062013 0&:36:06
v £ second Approves @00 » Approval Manager OBS06/ 2013 OB:01 49

Bﬁ.ddllemwer .E.Delebe Rewewer ]
Rewewers Preview UserlD  Hame Postion | Location of Posfion

-
User Comments

a8 B B BE

[ Ui ol jLnl-Ln1ef1ines
Comments Hisbory

WLEIE el E"H E_"I@

Comments added: John Smith 08/06/2013 O08:36:08
Funding updated, charged to grant 200024.

Comments added: Approval Manager 0870672013 08:01:45
Tae granc funding.

W7 Aomr o vcves Tocment (o ERFCoF T TRemewens - |
8. Click the Approver button to approve the P-Card document and complete the reconcilation process.
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P-Card Apprqver - Approve Rejected Transaction Code: UWL
Document WinGui

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

[ SAF NtWinaver Pertal - Window Intemet Exploner provided by CITRX
Metpre bty qal Beuriclisatt iy ot et portallp name

artalpriovent Muvigate/princctpedDapart

& | ldHBc@ea DNR DDLHE EED R
Workflow: Execute Operation on Work Item

Clase Wisdew

BooRL(D9I0 T mogmlte OWR a
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9. Click the L button to close this window and return to the Universal WorkList.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \Remote

7 rual Weorkinat . SAP Metih Portal - Window Infernet Explorer provided by CITRS
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10. "

Click the v button to close this window and return to the Universal WorkList.
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End of simulation.
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Aftachmaenia:

ﬁ The P-Card document 5900000834 that was approved has been removed from the Universal
WorkList.

Last Modified: 8/14/2013 12/13 Business Process Procedure



Title: P-Card Approver - Approve Rejected Document WinGui
Area: P-Card

Business Process Procedure

P-Card Approver - Approve Rejected

Document WinGui Transaction Code: UWL

Result

You have successfully approved a previously rejected P-Card document.
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