Via the MYUK Portal and the Universal Work List (UWL) by visiting the Enterprise Services tab and
selecting the Workflow sub-tab. This should only be used by someone who does NOT have access to
SAP GUL.

Approve JV as departmental approver using Enterprise Services

Select Enterprise Services

=& e ]
T e Sk (U Enpiyes SefSrin _WagrSef-Snie St Seics _ Stten At oy UK mfepnts Py Snioss
IRIS Systems

Select Workflow

Enterprise Services

Financials | Materials Mananamant ' Vyorkflow | UAMS | CustomerService Cenler | PaymentWorks | ecrt Payroll Confirmation | Effort Planning

Items will show as Tasks

I Alerts | Nofifications I SAPoffice Mails | Tracking
Show: \New and In Progress Tasks (1/1) |V||AII |V|
Subject 1 From Sent Date = Priority
|— Departmental Approval for JV UKD 107944587 (2020) Fl, t-fi0016 Today Medium

Use Refresh if items are not in inbox:

Refresh icons:

% SF G
_____"':; W XE | Refresh "

= | Personalize View A
Manage Substitution Rules |

Select the JV to review by double clicking on item:

i Alerts | Metifications | SAPofiice Mails i Tracking

Show: |New and In Progress Tasks (1/1) |V||AII |'|

Subject | From Sent Date
| Deparimental Aporoval for JV UKDO 107944587 (2020) Fl, t-fi0016 Today




This will open the Decision screen:

Departmental Approval for JV UKO0O0 107944587 (2020)

Choose one of the following alternatives

IDispIay JV

Forward for Review

Approve JV

Reject JV

Cancel and keep work item in inbox

Description

Journal voucher decument UKO0Q 107944587 (2020) has been submitted by T-FI001& for approval via this
workflow and requires your action in order to proceed.

Click DISPLAY JV to open the journal voucher in transaction FV50 to view the header and detailed
information, including any attachments.

Click FORWARD FOR REVIEW to send the journal voucher to another user for their input. This user will be
able to view the JV via FW50 and add comments before returning it to you for your approval.

Click APPROVE JV to acknowledge your approval of the journal voucher's contents and move it foreard to the
next approver.

Click REJECT JV to stop this workflow. You will be required to add co ts e ining the rejection and
those comments will be emailed to the original submitter The JV will remain in a saved slatus but will not be
posted by this workflow.

List of Prior Approvers:

Choose Display JV:

Departmental Approval for JV UKO00 107944587 (2020)

Objects and attachments

Parked Document: UK0001079445872020

'Lhnnsmg_nf_qle following alternatives

IlDisplay JV I

Forward for Review

Approve JWV

Reject JV

Cancel and keep work item in inbox

Description

Journal voucher document UKO0O 107944587 (2020) has been submitted by T-FI0016 for approval via this
workflow and requires your action in order to proceed

Click DISPLAY JV to open the journal voucher in transaction FV50 to view the header and detailed
information, including any attachments.

Click FORWARD FOR REVIEW to send the journal voucher to another user for their input. This user will be
able to view the JV via FW50 and add comments before returning it to you for your approval.

Click APPROVE JV to acknowledge your approval of the journal voucher's contents and move it forward to the
next approver.

Click REJECT JV to stop this workflow. You will be required to add co ts & ining the and

those comments will be emailed to the original submitter. The JV will remain in a saved status but will not be
posted by this workflow.

List of Prior Approvers:

Objects and attachments

Parked Document: UK0001079445872020



JV will display like this:

Display Parked G/L Document 0108152388 UK0O0 2020 L
Menu | | | = 4 [Back | &xit|[ Cancel |[ System 4 | | [ Refreshtree |[ Tree off || Processing Options |
Tree Created on BasicData | Defais | Workiow
»  [J Screen variants for tems Document Date 03/23/2020 (7] Qurrency usD Amount Information
~ (& Complete documents Posting Date 03/23/2020  period 9 Total Dr.
R 03/19/20 091 poeyment Number | 108152388 20.00 ysp
G Parked documents Reference AFRS
Doc.Header Text TESTING Total Cr.
20.00 ysp
Document type SA G/l account document
[] Doc.currency
Company Code UK0O University of Kentucky Lexington cca
2 Item s { Screen Variant : Standard 1)
F. Sta... G/Lacct Short Text  DIC Amountin doc.curr. Assignment Text Busi.. Costcenter
|+ |540334  Office Supp... Credit = 20.00 20200323 Testing only... 0101  101209. .
o |540334 Office Supp... Debit + 20.00 20200323 Testing only... 0101 101213..
1 = 0.00
- 0.00
[ ] - 0.00
- 0.00
[ - 0.00
- 0.00
[ ] - 0.00
- 0.00
M L]
[« ’
g » | HEP(200) ] |
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At this screen, there are two ways to display JV in print format depending on how the JV was entered in
SAP. The first method is to use Menu/Goto/Display as List to display JV in print format:

(=2 UWL - Launch SAP Transaction - myUK : University of Kentucky - Internet Explarer

Display Parked G/L Document 0108152388 UK

=1 4 [Bscx [ B | e
Cocument b
il : Created on Basc Data Detts | Waorkt
| Goto b"D:spw_u-asLst | Document Date 03/23/20200 o
Extras *| Back (F3) Fosing Cate 03/23/2020, pe
Settings 3 @920 091 poe e umper | LOBL52388
Environment L] T
System " Reference
Hep N Doc Header Text TESTING
SA GIL account

Frint Wingow Content
About SAF GUI for HTML

Document type

Company Coge

LK00 University of



The second method is to use Menu/Document/Print Preview to display JV in print format:

Display Parked Document: Ov

Menu, || | | 4[Bsck] Ext] Ca
Document » Change 1
Edit o .

Goto v

Extras » _ D
Settings »

Environment »

System b

Help b

Print Window Content

About SAP GUI for HTML Exit (Shift+F3)

002 40 0201 512071 Prof Nonadmi-Regular

AAS A R FA AT Mook Mo=cdoee PB==:l==

The JV will then display like this:

Document Overview - Display

[menud ||| ~ | 4 [Back |[ &xit ][ cancel |[ System .| | [ Dsplay First Column || Dispiay Previous Column || Dispiay Next Column || Display Las

Doc.Type @ SA ( G/L account document ) Parked document

Doc. Number 108152388 Company Code UK0O Fiscal vear 2020
Doc. Date 03/23/2020 Posting Date 03/23/2020 Period 09
Calculate Tax [ ]

Ref.Doc. AFRS

Doc. Currency USD
Doc. Hdr Text TESTING

Itm|PK|Account Account short text Amount |BusA|Cost Ctr |WBS element |Fund Assign. |Text
1|50(540334 office supplies 20.00-]0101({1012095040 0011030100|20200323|Testing only
2140(540334 office supplies 20.00 [0101]|1012131030 0011030100 |20200323|Testing only

To display attachments at either the Display Parked GL Document screen or the Document Overview —
Display screen, choose Menu/Environment/Object links:

Document Overview - Di

Menu || = 4 [Back]

List Ll

Bt *| account document

Goto b La004a1 Comg

Seilings » 112020 Post
ras 1-

Environment Ot inks

System ¥ Assignomgnd |30

Help ¥

Frirt Window Conbent

Aboul SAP GU for ML [C0UME Short “text



Attached documents open in another browser window, leaving the original browser window open with
the JV in print format display. You can click to increase/decrease the size and scroll through multiple

pages if needed:

OPENTEXT™ | Imaging Web Viewer IV Supporting Document (PDF) - 03/23/2020 Mond;;ﬁlzﬁs 2020 oﬁ";;’,'t“;;,.
File Edit View Favorites Help

4 —_—— e
H 3 r.-\ - . / 3 I|\—°_:_| EUETECNE ) C (g7 il .
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1012013080 0011642000 20190823 | KY-SEC OF STATE
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|40
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When finished viewing the attachments, close the window showing attachments and return to the

browser window with the JV in print format display:

Document Overview - Display

[menua |||

~| 4 [Back |[ Exit|[ cancel |[ System 4| | [ Dsplay First Calumn || Display Previous Column || Display Next Column |[ Display Las

Doc.Type : SA ( G/L account document ) Parked document

Doc. Number 108152388 Company Code UKOO Fiscal Year 2020
Doc. Date 03/23/2020 Posting Date 03/23/2020 Period 09
Calculate Tax [ ]

Ref.Doc. AFRS

Doc. Currency USD
Doc. Hdr Text TESTING

Itm|PK [Account Account short text Amount |BusA|Cost Ctr |WBS element |Fund Assign. |Text
1[50(540334 office Supplies 20.00-(0101|1012095040 0011030100|20200323|Testing only
2(40(540334 office Supplies 20.00 (0101|1012131030 0011030100|20200323|Testing only




To exit to return to the Decision screen, choose Back

Document Overview - Display

Menud | | |

~ 4| Back || Ext |[ cancel |[ system . | | [ Dispiay First Column || Display Previous Column || Dis

Doc.Type : SA ( G/L account document ) Parked document

Doc. Number 108152388 Company Code UK0O Fiscal Year 2020

Doc. Date 03/23/2020 Posting Date 03/23/2020 Period 09

Calculate Tax ||

Ref.Doc. AFRS

Doc. Currency USD

Doc. Hdr Text TESTING

Itm|PK |Account Account short text Amount |BusA|Cost Ctr |WBS element |Fund
1150540334 office Supplies 20.00-]0101(1012095040 0011030100
2140540334 office Supplies 20.00 |0101(1012131030 0011030100

This screen will open, then choose Back:

Display Parked G/L Document 0108152388 UK0O 2020 L
Menu | | | v d|[Back || Extt || cancel || System 4 | | | Refreshtree || Treeoff || Processing Options |
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And it will return to the Decision screen:

Departmental Approval for JV UK00 1079445687 (2020)

Choose one of the following alternatives

|Display JV

Forward for Review

Approve JWV

Reject JV

Cancel and keep work item in inbox

Description

Journal voucher document UKO0O 107944587 (2020) has been submitted by T-FI0016 for approval via this
workflow and requires your action in order to proceed

Click DISPLAY JV to open the journal voucher in transaction FV50 to view the header and detailed
information, including any attachments.

Click FORWARD FOR REVIEW to send the journal voucher to another user for their input. This user will be
able to view the JV via FW50 and add comments before returning it to you for your approval.

Click APPROVE JV to acknowledge your approval of the journal voucher's contents and move it forward to the
next approver.

Click REJECT JV to stop this workflow. You will be required to add co ts & ining the rej and

those comments will be emailed to the original submitter. The JV will remain in a saved status but will not be
posted by this workflow.

List of Prior Approvers:

Objects and attachments

Parked Document: UK0001079445872020

Once a JV is displayed, the item name will be changed temporarily for the rest of the session to indicate
it was displayed, but this name will change back if a new session is opened later:

Tasks (5) [ Alerts [ Notifications
Show : |New and In Progress Tasks (5) | = /Al

. Subject |
| FPP Display UKOO 108139657 2020 |




Choose Forward for Review:

Departmental Approval for JV UKO0O0 107944587 (2020)

Choose one of the following alternatives

Display JV

Forward for Review I

Approve JV

Reject JV

Cancel and keep work item in inbox

Description

Journal voucher decument UKO0Q 107944587 (2020) has been submitted by T-FI001& for approval via this
workflow and requires your action in order to proceed.

Click DISPLAY JV to open the journal voucher in transaction FV50 to view the header and detailed
information, including any attachments.

Click FORWARD FOR REVIEW to send the journal voucher to another user for their input. This user will be
able to view the JV via FW50 and add comments before returning it to you for your approval.

Click APPROVE JV to acknowledge your approval of the journal voucher's contents and move it foreard to the
next approver.

Click REJECT JV to stop this workflow. You will be required to add co ts e ining tl and

those comments will be emailed to the original submitter The JV will remain in a saved slatus but will not be
posted by this workflow.

List of Prior Approvers:

Objects and attachments

Parked Document: UK0001079445872020

This screen will open, type your comments in the box, then choose green check:

Title {Rﬂasnn for afternative: Forw ard for Review

Please take a lTook and let me know if you think this will work.

<




This screen will open for you to add the SAP ID of the person you want to review. After the SAP ID is
added the first time, it will be available to choose by drop down on this field. Choose green check to
send. Once the reviewer has finished review, the JV will return to your inbox with their comments.

Select a Reviewer x|

Task JV: Review and Comment A
[ESIEIEA =]
Choose Agents
Name Org. Unit Hi
¥
. SNV
[« [
< | D>

|§|_ﬂ Refresh || %% Expand distribution list || OrgObjects | (3]

There is also a search, click on the drop down for the SAP ID field, choose internal user, type in the name
and choose green check. This search is very effective if the person has a unique name combination. If
there are multiple users with the same first and last name, it would be better to have the SAP ID to use
instead:

Selection

[ Jnternal user

. Distribution lists

~ Organiz ational units

<[ >

Fnd  Lamber moreland | |
< | D>
| o] Detailed search |[%¢]




If the user is found, the following information will populate, then choose green check to send:

Select a Reviewer x|

Task JV: Review and Comment A

E RIS R

Chonsengenis
Name Org. Untt il

| | Amber L Moreland [F5AM0286 | &
- E v
[l [

< | D>

l|[55] Refresh || % Expand distribution list || OrgObjects |[3¢]

If you cancel and do not send, the item will appear like this in the inbox and when doubled clicked, it will
open the Select a Reviewer screen until a reviewer is chosen:

Tasks (5/6) | Aers | Noffcations | SAPofficeMals  Tracking
Show = [New and In Progress Tasks (5/6) | = ||an [=| Create Task v FEE
B Subject I From SentDate = Proity = 0 DueDate = Status

Specify agents for ask" " Moreland, Amber L Today Medium @ In Progress




Choose Approve JV and JV will move to the next step in the approval process, either to the next

departmental approver or to the Central Offices — Hospital Accounting, AFRS and/or RFS according to
the cost objects used on the JV:

Departmental Approval for JV UK0O0 107944587 (2020)

Choose one of the following alternatives
IDi splay JV

Forward for Review

Approve JV
Reject JV

Cancel and keep work item in inbox

Description

Journal voucher document UK0O 107944587 (2020) has been submitted by T-FI0016 for approval via this = Parked Document: UK0001079445872020
workflow and requires your action in order to proceed.

Objects and attachments

Click DISPLAY JV to open the journal voucher in transaction FV50 to view the header and detailed
information, including any attachments.

Click FORWARD FOR REVIEW to send the journal voucher to another user for their input. This user will be
able to view the JV via F\VW50 and add comments before returning it to you for your approval.

Click APPROVE JV to acknowledge your approval of the journal voucher's contents and meve it forward to the
next approver.

Click REJECT JV to stop this workflow. You will be required to add co ts e ining the i and

those comments will be emailed to the original submitter. The JV will remain in a saved slatus but will not be
posted by this workflow.

List of Prior Approvers:

The item will no longer be in the inbox:

Mo entries found fo display

Tasks [ Aleris [ Notifications ( SAPoffice Mails [ Tracking

Show: |Newand In Progress Tasks |V||AII |V|

Subject | From Sent Date = Priority



Choose Reject JV:

Departmental Approval for JV UKO0O0 107944587 (2020)

Choose one of the following alternatives

IDispIay JV

Forward for Review

Approve JV

| Rejectav |

Cancel and keep work item in inbox

Description
Journal voucher decument UKO0Q 107944587 (2020) has been submitted by T-FI001& for approval via this
workflow and requires your action in order to proceed.

Click DISPLAY JV to open the journal voucher in transaction FV50 to view the header and detailed
information, including any attachments.

Click FORWARD FOR REVIEW to send the journal voucher to another user for their input. This user will be
able to view the JV via FW50 and add comments before returning it to you for your approval.

Click APPROVE JV to acknowledge your approval of the journal voucher's contents and move it foreard to the
next approver.

Click REJECT JV to stop this workflow. You will be required to add co ts ining the rej and
those comments will be iled to the original i The JV will remain in a saved status but will not be
posted by this workflow.

List of Prior Approvers:

Objects and attachments
= Parked Document: UK0001079445872020

This screen will open, type your comments in the box, then choose green check to send the JV back to
the JV creator:

This correction is not needed.l

*Li1, Co31

Ln1-1Ln1 of1 lnes




The JV will no longer appear in the inbox:

Mo entries found fo display

Tasks [ Aleris | Mofifications ( SAPoffice Mails | Tracking

Show: |Newand In Progress Tasks |V||AII |V|

Subject | From Sent Date = Priority

Choose Cancel and Keep Work Item in Inbox:

Departmental Approval for JV UK0O0 107944587 (2020)

Choose one of the following alternatives

|Display JV

Forward for Review

Approve JV

Reject JV
| Cancel and keep work item in inbox I

Description Objects and attachments

Journal voucher document UK0O 107944587 (2020) has been submitted by T-FI0016 for approval via this = Parked Document: UK0001079445872020
workflow and requires your action in order to proceed.

Click DISPLAY JV to open the journal voucher in transaction FV50 to view the header and detailed
information, including any attachments.

Click FORWARD FOR REVIEW to send the journal voucher to another user for their input. This user will be
able to view the JV via FW50 and add comments before returning it to you for your approval.

Click APPROVE JV to acknowledge your approval of the journal voucher's contents and move it forward to the
next approver.

Click REJECT JV to stop this workflow. You will be required to add co ts e ining the rej and
those comments will be emailed to the original submitter. The JV will remain in a saved status but will not be
posted by this workflow.

List of Prior Approvers:

Close the browser window:

Workflow: Execute Operation on Work Item

[Menu ] | | ~| 4 [cancel || system. ] |

Close Window

JV will remain in inbox, but you may need to refresh in order to see it:

Tasks (1/1) I Alerts | Nofifications I SAPoffice Mails | Tracking
Show: \New and In Progress Tasks (1/1) |V||AII |v|
Subject 1 From Sent Dale = Priority

Departmental Approval for JV UK0D 107944587 (2020) FI, t-fil016 Today Medium



Refresh icons:

"&'-"'--.I’:‘l ¥ X8 Refresh PrRE

= Perzsonalize View
Manage Substitution Rules




