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Ground Rules SGEIS

@ Important Ground Rules
— Sign the attendance sheet

— Feel free to ask questions
— Turn off your cell phones and pagers

— No email or internet usage during class except at breaks



Agenda SGEIS

@ Invoice Processing, Including AP Workflow
Seguence

@ Manage Workflow Information in Business
Workflow

@ Review and Summary



Learning Objectives S@EIS

@ Upon completion, you should be able to:

— Describe the invoice process, including the AP
workflow sequence.

— Retrieve and view images from business workflow
Inbox and navigate SAP Business Workplace.

— Approve invoices and credit memo payments and
cancellations.

— Attach images to an existing AP document (late
Imaging).

— View attached image.

— Follow workflow path

— Create External email notification



Benefits of Approving AP in SAP SWEIS

@ Integrated system
@ Real-time gqueries and reports

@ Easier identification and faster clearing of
pending invoices

@ Faster processing of vendor payments



SWEIS

South Carolina Enterprise Information System

Invoice Processing, Including AP
Workflow Sequence




Learning Objectives S@EIS

@ Upon completion, you should be able to:

— Describe the invoicing process, including the AP
workflow sequence.

— Retrieve and view images from business workflow inbox
and navigate SAP Business Workplace.

— Approve invoices and credit memo payments and
cancellations.

— Attach images to an existing AP document (late
Imaging), if necessary.

— Follow workflow path.
— Create external email notification.



AP Workflow Flowchart

SWEIS

South Caroling Enterprise lhformation System

Paper invoice arrives.

Scan invoice.

Workflow-1

AP Clerk/Super

Complete
Invoice

COMPLETED

External Email-4A ——)
& Workflow-4B

REJECTED

Doc Email-2A
& Workflow-2B

Posting Error
Doc Email-3A

& Workflow-3B

AP Lead

Approve or
Reject

Ready for
Payment Run.

Payment Block

Released.
A
APPROVED
APPROVED
Invoice Posted. CG Audit
Payment Block Set. —>
Workflow-6 Apprgve or
Reject
REJECTED
Doc Email-5A

& Workflow-5B

Legend

Doc Email = SAP Inbox Document Folder

Workflow = SAP Inbox Workflow Folder



AP Workflow SAP Business Work Place S((EB

South Caroling Enterprise lhformation System

L=
Menu  Edit Favorites Extras  System Help

Cpe A0 Cee DHE fnon BE @B
SAP Easy Access - User menu for WORKFLOW TRAINING DEM APCLERKZ)

P 5] @E 2 - ——

Receive Invoice Image

L=
Workplace Edit Goto  Folder Enwironment  Settings Swstern Help

& 2l dH(GE@ (S EE B 04O EE @
Business Workplace of WORKFLOW TRAINING DEMO APCLERK?2

| T new messane | |[B] Find foider | [} Find docurnent ||f8 appoirtment calendar || @ Distribution lists |

l:w el [ (E2 23 () I e 3 1 ) (T B = (Y R A
nbox
Unread Documents 0 Workflow 8

e 0 Ex.[Title | status [creation D... [Creation Time [Priarity].. |

m SIEEIy & m [ DOIPAY Invaice with FO_| 1072007 07:49:40 5
_ & 0 # DOl PAY Invoice Direct ) 10MT/2007  07:49:26 5
E:i';:f;ﬁ:;gnes 0 # DO|PAY Invoice Direct- Travel §2 10172007 07:49:08 5
b £ Outhox #: DOl PAY Employee Travel Claim e 10172007 07:458:44 ]
b @ Resubmission * @ Dol PAY Employee Travel Advance @ 1001702007 O7:48:30 i}
b B Private falders AP Imaging # DOl PAY IDT Mon-Live Farm 2 10MT2007 074811 5
b e Shared folders Document # DOIPAY Credit Merna with PO ) 10MT2007 O7:47:13 5
b B Folders subscribed fo Types # DOl PAY Credit Mermao Direct ) 10MT/2007 074631 5

T Trash 9

T Shared trash




AP Workflow Launch New AP Transaction S((EB

From Imaqge (Early Imaginq) Dol vttt

4B Desktop Yiewer - PAY Yendor Invoice Direct - 1041772007 N [=]$
J =| & | |2/ [Highlite - Blue j‘
|« 4 D W —[Ftwidn EEE=EIGEE
Invoice image appears
along with execution box.
Soutq Carolina Enterprise Infarmation System
S —
III:’F'rncess Document Ty@ (Enter Document) )
Documenttype!  ZDOI_PAIF INTEGRATION TESTING
Description Dl PAY Invoice with PO
Mote
|70
VENDOR INVOICE 1

Page 1 of 4.




AP Workflow Launch New AP Transaction S((EB

From Image (Early Imaginq) Dol vttt

Blan k SAP IﬂVOICE screen 48 Desktop Viewer - PAY Vendor Invoice Direct - 10/17/2007 ol x|

appears with invoice image for }EZE!@HF:E«_BEB»Mulﬁﬂwm CEE= ]
reference. AP Clerk completes
Invoice transaction.

= M
Document  Edit Golo Exras  Seftings  Environment Systerm  Help
@ JHee@ CHE DDLn AE @
Park Vendog Invgicel Company Code SCO01
ClICk m ! | Save as completed | . Editing options ‘
Transactn Invoice =] Bal ooa
m Payment . Details | Tax | Motes Yendor
Address
Wendar [Fo00a05965 =)SEL Ind ’_| TOSCO INDUSTRIAL SUPPLIES INC
Inwnice date 1041772007 Reference ‘VENDDR INYDICE #‘ PO Box 99749
Pasting Date 1041772007 COLUMBIA BC 28250
Ammourt 1.00 | [ calculate tax
Tax amaount [ H TF (203) 776-8450
Text ]
Paymtterms 30 Days net Mot available
Baseline Date 10417 #2007 Ols
Company Code  SC01 State of South Caroling Columbia, SC
Lot No
1 ltems { Mo entry variant selected ) _‘
[Bloiacct  [Dic [amountin doc.curr._[Costeenter_[order [Fund |Grant |assignmifT]
5030010000 Dehit & 1.00 R200DEOET3 30000046 10010008  |NOT RELEVANT IZ‘
Debit 3 [=]
Debit E
Debit @
Debit @
Debit &
Debit
Dehit B
Debit @ E|
Debit @ [+]
[MCT Ko
[ b [ Eca ¢y om | sceizecqapz [INs [ [ 7 11



AP Workflow Sequence

SWEIS

South Caroling Entermrise Informstion System

AP Lead receives workflow message for completed invoice.

L=
Wiorkplace Edit Goto Folder  Emwironment  Settings System Help

& 2 AH e BHE DDo0 RE QM

Business Workplace of WORKFLOW TRAINING DEMQPLEAD@

|§ [4ew message ||TH Find fnlderHﬂ Find dncument”ﬂﬂ Appnintmentcalendar”@ Distribution Iists|

T of Workplace: WORKFLOW TRAINING DEMO APLEAD? EREEEEREERE
= £a Inhox
#| Unread Documents 0 Inbox
] Documents 0 Class [ Title Date received |..|..| Status |
b I Workdlow 1 Business area R200 Documentno 3000000041 |10/ 772007
Overdue entries 0
Deadline Messages 0
Incarrect entries 0

12



AP Workflow Sequence cont. SWEIS

South Caroling Enterprise lhformation System

AP Lead reviews invoice (not shown). Click <&
Approve/Reject screen appears. If rejected, reason screen appears.

= =
Decision Edit Goto  Systerm Help

A 2 aBeaQ DHE nnon I RE @B
Decision Step in Workflow Il:l:’ Enter Reason for Rejection
el o (o Create
35 vionton [ st L] (&l [ EE]
m APLEADZ Rejected -- In a bad mood todayl|
Business area R200 and Document 3000000041
Choose one of the following alternatives
Approve
Cancel and keep work item in inhox | I: Lit1, o 41 Ln1-Ln1aof lines
m
Description Objects and attachments
Choose one of the decision aptions given. This completes the e Parked Document: SC01300000004 12008
processing of this step.
Before you make a decision, you can display the
attachments and objects which have been attached to the
user decision. You can also create your own attachments. e
If you choose Cancel, the user decision remains in your
inbox far processing. ;l
b | Eca () ooy [l sceisecqapz (NS | - | 7 13




AP Workflow Sequence cont. SWEIS

South Caroling Entermrise Informstion System

AP Clerk receives rejection email and workflow messages.

= = @ [=
Winrkplace Edit Goto Folder  Erwironment  Settings System Help

|o 2 IE CeQ LHE D00 BRL @
Business Workplace of WORKFLOW TRAINING DEMC@PCLERK@

ﬁ wwmwmwmmmme S IIREEE B
[k

= il (|3 B EE (R = R R

w] Unread Documents 0 Inbox
E Documents 1 } ClassiTifle — Date received'lﬁuthnr |Atta|:...| Status
/ orkilow 8 _ Business area R200 Document 3000000031 rejected 1702007 Wyorkflow .. s I
) g";zrjl?e il /E |Business area R200 and Document 300008 101712007 B ®
TS mmrre DOl PAY Invaice with PO 1001 712007 6
[ @ ;thn}{ DOl PAY Invoice Direct - Travel 101712007 2
B Resubmiaai DOIFPAY Employee Travel Claim 10/ 742007 2 |
b @ Private folders 0ol PAY Emplovee Travel Advance 101 72007 @
. Dol PAY IDT Man-Live Farm 1041 7i2007 7
ShOW Emall & [ Tt Py T radit M aman seith P A0H NN 1
Workflow [«][*]] [ I[«1[¥]

Messages

Together Business area R200 Document 3000000041 rejected -
Reason

l« LD [«1[»]]

AFPLEADZ Rejected - In & bad mood today!

[l Il
| | Eco (1) g0y PHl| sceisecqapt [ins | 147




AP Workflow Sequence cont. SEIS

South Caroling Enterprise lhformation System

@ AP Clerk/Supervisor corrects reason for rejection
— Workflow is sent to AP Lead again for review

@ AP Lead approves invoice

— Invoice is posted
— Workflow is sent to CG Auditor for payment approval

@ If CG approves

— Payment block is released and invoice is ready for payment run

@ If CG rejects

— Workflow and express email are sent back to AP Lead

— AP Lead can reverse invoice or send to AP supervisor to reverse
and then create new document for payment.

— AP Lead approves new invoice.

— Workflow to CG for approval 5



View Images from an SAP Document S@EIS

South Caroling Enterprise lhformation System

ocument  Edit Goto Extras  Seftings Environment  Systerm Help

DA H @EaR EHE DDLOD BE @
Display Parked Vendor Invoice 3000000038 SC01 2008

Create... " ling options

Aftachment list

Private note gl Bal. |0.00

Send v Workflow . Tax . Motes Vendar
Address

Relationships

Wkl ow , || s6Lind TOSCO INDUSTRIAL

4 Y Vendor Invoice Direct - 10/17/2007 ol x|
My Cbjects o Reference | WENDDR TN oo T
- - =) P o — |
Help for object services ML« bWl EE=EE]
Cocumenttol 3000000038

| = service: attachment list ms

|DNEW EI@I@I;?I mll|||||él?lﬂl I?lal”glglﬁlgl Soutn Caroling Enterprise Information System

AttachmentForSC0130000000382008 INTEGRATION TESTING

|Title |CreatnrName |Created n 'I
m Dol PAY Invoice Direct 1001752007

VENDOR INVOICE 1

4 Image

Appears

Fage 1 of 4.




AP Workflow

Attach Images to an Existing

SAP Document (Late Imaqginqg)

SWEIS

South Caroling Enterprise lhformation System

I ) e B 3 [ (8 R = (=) ) A b L s

sgwer - PAY Yendor lnw

e Direct - 10/17/2007

=10l x|

ﬂl

n|«< b»l@mnwm EEEEEEEIE

Workflow 8
Ex.. | Title ] Status [Creaﬁan D.. [Creaﬁn:nn Time ] Pria nh,-'[l
nvoice wi 3 10ATI2007  O7:43:40 5
Dol PAY Invoice Direct @ 10172007 074926 4
@- DOl PAY Invaice Direct - Travel E?," 10 7iz007  07:43:08 5
@ Dol PAY Employee Travel Claim @ 10 Ti2007  0O7:48:44 5
@& DOIPAY Employee Travel Advance (=] 10472007 074830 &
@ Dol PAY IDT Mon-Live Form @ 10972007 074311 4]
@- DOl RPAY Credit Memao with PO @' 1072007 07:47:13 4]
# DOIPAY Cradit Memo Direct 2 10/7/2007 074631 5
e —
III?'F'rnceas Docurment Ty (Assian DucumenD

Documenttype;  ZDOI_PAIP

Description D2l PAY Invoice with PO

Mote

4| 4|3

SWEIS

Souln Carolina Enterprise: Information System

INTEGRATION TESTING

VENDOR INVOICE 1

Page 1 of 4,

Invoice image appears with execution box.

Enter Invoice Document Number

Click Enter button

).

Image is attached to document.

Il:l?lncnming Irvoice

P | Invoice Doc. Number =00000001 IZI|.

Fiscal Year 2008

G Object|[ & object |[5¢]

17




SWEIS

South Carolina Enterprise Information System

Manage Workflow Information In
Business Workflow




Workflow Substitutions: Maintain

SEEIS

South Caroling Entermrise Informstion System

@ Set Up Workflow Substitution

Once in Business Workplace

1.
2.

Select: Inbox > Workflow
Select: Settings > Workflow Settings > Maintain Substitute

| Workplace Edit  Gotl wirdhment
| & =]
Business Workplace of WO R ™

Settings  Syfitem  Help
AT e | [ L )

L oy

| newmessage | [ Finaroer |[G Finafocd

= o Workplace: WORKFLOWY TRAIMNING DEM =ik

Workflow settings

P

~ &3 Inbox

] Unread Documents 0
=

=

Save when you exit

TV

Ue enires 0
Deadline Messages 0
Incorrect entries 0

€3 Outhox

B Resubmission

B Private folders

€@ Shared folders

&3 Folders subscribed 1o

i Trash

f shared trash

Business area R200 and [
DOl PAY Invoice Direct
DOl PAY Invaoice with PO

Fersonal settings

Display arganizational assignment

Refresh organizational environment

Adopt substitution

DOl PAY Invaice with F
DOl PAY Invoice Direcl- Tra
DOl PAY Employee Trijvel (
DOl PAY Employee Trivel 4
DOl PAY IDT Mon-Li

o

Erra=sras
Maintain substitute

O i 4 L it 4

DOl PAY Credit Memo with
DOl PAY Credit Memo Direl

CEQEEE@EQE

Adopt view

Exit wiewr

Business area R200 and Document 3000000048

Description

Choose ane of the decision options given. This completes the

processing of this step

Befare you make a decision, you can display the attachments and
objects which have been attached to the user decision. You can

Objects and attachments

= Parked Document: SCO130000000492008

& Tips & tricks: Sort work items...

[

L[ sBvwp (2] sceisecqapz [ovR [ | 2 I




Workflow Substitutions: Maintain cont. S/ EIS

South Caroling Enterprise lhformation System

II:E'F'ersnnal Substitutes

M grrTe | Substitution Pr... |Substitute Stat... |Assi...|
5% WORKFLOW TRAINING DEMO APCLERKZ

III:;' User {1}
m Uzers by address data (][]
senh e 5

I= vser i1y 1 Entry found
—
HECEOE R E R EE
o | <o || B | Object ab... |Object name |start date |End Date |
APLEADZ WORKFLOW TRAIMIMNG DEMO APLEADZ 099222007 12/31/3938
I@Detail Screen Substitution
Substitute for WORKFLOW TRAIMING DEMO APCGLERKSZ 5z
1 Entry found Substitute WORKFLOW TRAINING DEMO APLEADZ i

¥ Personal substitution

Substitution data

Walidity h1.-'29.-'2E|EI?I|5’]t0 127431798489
Frofile | General substitution

Substitution active

%M@MH = T

20



Workflow Substitutions: Maintain cont. S/EIS

South Caroling Enterprise lhformation System

9. Click: Continue (green check) button.

II:—" Fersonal Substitutes
Mame | Substitut... | Substitute Stat... |Assigned a.. |
=~ [SWWORKFLOVS TRAIMING DEMO APCLERKZ:
[ & wWORKFLOW TRAIMING DEMO APLEADZ Genera | ... @ Deactivated 11,2952007
N3] [ | KN
° e | Substitutes for positions |

The substitute is now set up, but not activated.
21



Workflow Substitutions: Activate SWEIS

South Caroling Entermrise Informstion System

@ Activate Workflow Substitution

@ Once In Business Workplace

@ Select: Inbox > Workflow

@ Select: Settings > Workflow Settings > Activate

= =1 =
wWorkplace  Edit  Gotl virghment Zeftings  Syffterm  Help

|0‘ (S]] F-cNaT . NERES RSN e RN
Business Workplace of WO R |l i ?
|TF New message |[[H) Find foider |[{H) Findfocd wWiorkflowe settings e .
1 — g Fersonal settings
4 i Wyorkplace: WORKFLOW TRAINING DEM P e ;
= & Inbox b Display arganizational assignment

] Unread Documents 0 "
= Save when you exit Refresh arganizational environment

Business area R200 and O

D"elue en: I 0 DOl PAY Invaice Direst Adopt substitution
m::rr;:teen?::sagues DOl PAY Invaice with PO
£ Outbox DOl PAY Invoice with PO End substitution
B f— DOl PAY Invoice Direet - Trg
esubmission DOl PAY Emplayes Trama hlaiontain substibite

<@ Private folders

<@ Shared folders

<35 Folders subscribed to
& Trash

@ Sharedtrash

DOl PAY Employee Trjvel 4

DOl PAY IOT Mon-LivefFor  Activate substitute
DOI PAY Credit Memol

DOl PAY Credit Memo Direl Adopt view

TTTT T

GeQegeaged

Exit view

Z% Tips & tricks: Sort work items...

Business area R200 and Document 3000000048

Description Objects and attachments

Choose one of the decision options given. This completes the s Parked Document: SC0130000000452008
processing of this step

Before you make a desision, you can display the attachments and
objects which have been attached to the user decision. You can |

[ sBwP | sceisecqapz [ovr | [ 2 I




Workflow Substitutions: Activate cont. SWE

South Caroling Enterprise lhformation System

3. Select the user-id to be the substitute (e.g. APLEAD?2)
4. Click: Activate (flashlight icon)

I= Fersonal Substitutes

Mame | Substitution Pr... |Substitute Stat... |Assi... |

o """ (& WORKFLOW TRAINING DEMO APLEAD2 |General substit.. @ Deactivated  11/2912

Q Ll I[«]+]

EI Deactivate || Substitutes for positions |

The substitution status is now activated. 23



Workflow Substitutions: Activate cont. SW@EIS

South Caroling Entesprise lnform,

5. Confirm the Substitute Status is “Active”
6. Click: Continue (green check)

= Fersonal Substitutes
Name Substitution ... | Substitute Status... [Assigned as of |Assigned until | |
VS WORKFLOWTR.
L& WORKFLOW General sub | @ Activated 1172952007 LInlirmited

| | IL<10>]
a EH Deactivate || Substitutes far positions 24




Workflow Substitutions: Adopt
Substitution SEEIS

@ The person that you want to adopt must set up your user-id via the
Maintain procedure in their account before you can perform the Adopt

procedure.
From Business Workplace
1. Select: Inbox > Workflow
2. Select: Settings > Workflow Settings > Adopt Substitution

= EEE
Workplace  Edit G Enyirghment Settings  Syftern  Help

|g al a @ I W a0 BN
Business Workplace of WOR sl e 2
TP new message ||l Fincroicer [ Findbocd  \Wiorkflow settings - i
i d Fersonal settings
= of Workplace: WORKFLOW TRAINING DEMGAPG oL :
VE?SDX b | Display arganizational assionment
Unread Document ts 0 a
! Save when you exit VPR . e —1
{ Business area R200 fnd O
# DOIFAY Invaice Direc Adopt substitution
s DOIPAY Invoice with
b @‘Ln:x rrrrr teniries # DOl PAY Invoice with S e ey
[t — # DOIFAY Invoice Direct- Tra o .
b ¢ Private folders ® DolpaYEmpioyee Travel . Ml @iNtain substitute
b ¢@ Shared folders & DOIPAY Employee Travel 4 ) )
b &3 Folders subseribed to % DoIPAY DT Non-LiveFor  Activate substitute
A Trash # DOl PAY Credit Memo with
H Shared trash # DOIPAY CraditMemo Diret Adaopt view
Exjt wiew

-
% Tips & tricks: Sort work items...
Business area R200 and Document 3000000049
De: Ohjects and attachments
Cho of the decision options given. This completes the e Parked Document: SC0130000000492005
pro his step
Before you make a decision, you can display the attachments and
objects which have been attached to the user decision. You can =l 25

U [gewp | sceisecuanz [ovR | [ I




Workflow Substitutions: Adopt
Substitution cont. SWEIS

3. Click the Check box next to the user for whom you want to be a
substitute (e.g. APCLERK2).

4. Click: Continue (green check)

I= choose substitation

Sl i)

Mame Teshat | |
BWORKFLOWTRAINING DEMO APCLERKZ f[v] APCLERKZ! o




Check Status of Workflow SEIS

South Caroling Entermrise Informstion System

@ Display the list of workflow items that you have started
1. Go to your Business Workplace

= (=1 eS|
Menu Edit Faworites Extras Systemn  Help

& | [ PSR s B R - e 0 - B 73 Pz NGO N
asy Access - User menu for WORKFLOW TRAINING DEMO APCLERK?2
[ I[=]

In Business Workplace, click Outbox

Click Started Workflows

Click Change Selection Period icon

Click Define Freely

Enter the starting date in the From Selection Date field

= =10 E
\Workplace Edit Goto  Eolder Enyironment Seftings  Systern  Help

& ol 9 H @@ 2 E ) s aa  EE | @
Business Workplace of WORKFLOW TRAINING DEMQ 4 LERK?2

o0k W

| = new messaoe | [ Fina rolder ||l Find documen t|[AE Appointment calendg Eipution lists |
= Workplace: WORKFLOW TRAINING DEMO AP(=] [@[ < [ & = | [F]e: @ a] Bl &[=r= [F =]
I &3 Inbox [~]

Started workflows (: ey il 7)

Last 7 days

WL |Work itern 1. | Title Last 30 days Status |Creat|0n D.. |C rrrrrr ||Att |

Define freely.

= £3 Outhox
| Documen ts
Started workflows
Work itemns executed
Forwarded wark iterns

b B Resubmission i I= change Selection Date
> B Private folders
b ¢ Shared folders From Selection Date fla/e1/2087
I» ¢ Folders subscribed to
'm' Trash -
T Shared trash -
[l [ER|

HDIE

\ | sewp B sceisecqapz [ovr | [ 7 27




Check Status of Workflow cont.

SWEIS

South Caroling Enterprise lhformation System

@ Investigate completed workflow items (solid brick)

— Workflow items that have been completed are no longer in anybody’s
workflow inbox. The following steps display the users that

participated in the approval process for completed items.

1. Select the appropriate line item.

2. Click Display Workflow Log (the “magic carpet” icon)

=g
Workplace  Edit Goto  Folder Enwironment Settings  Systern  Help

& 20 EeE@ 2 H (B T H | FE @

=gy

Business Workplace of WORKFLOW TRAIRpRE DEMO APCLERK2

|§ MNew message ||['ﬁ'] Find folder ||['ﬁ'] Find document |

s endar”@ Distributiunli515|

= o Warkplace WORKFLOW TRAINING DEMOAPIE @'gﬂ |&]I[m]E ﬂ|@_n|| QI@'@@F@'WEWH

[ Inkox
- gom Started workflows (Since 10/01/2007)
#] Documerts Wi [Workitem £ [Title [ Status [Creation D... [Creation [ [A..|
SENDEEITE *g9 (Subjworkil.. AP Invoice Approval & 10E1/2007 134811 6§ [
CHATIAIEIS CEECUEd] wg (Subjwarkdl.. AP Invoice Appraval B2 10312008 131907 5 [
D @;?;?ggmwmk”ems i %37 (Subyworkl... AP Invaice Appraval @ 1032007 131616 5 [
b @ Private folders w38 (Subjworkd... AP Invoice Approval =] 10/30/2007  09:55:49 5
b @ Shared folders w39 (Subyworkdl... AP Invoice Approval O 10/28/2007  14:39:44 5 |’Q‘|
b @ Falldlzns sulssiie i 3* (Subjworkil... AP Invoice Approval O 102712007 085501 5 |’Q‘|
T Trash =1 % (Subjyworkdl.. AP Invoice Approval O 10/2712007  08:46:01 5 |’Q‘|
T shared trash E w39 (Subworkd... AP Invoice Approval [ 10/26/2007  1B:01:52 5§
[«] ][ ] 2 (Subiworkdl... AP Invoice Approval [+ ] 102662007 15:58:45 5 [

I [ sewe B[ sceisecqapz [ovr [ |

[4]
E
[4]
-]
]

28



Check Status of Workflow cont.

SWEIS

South Caroling Enterprise lhformation System

3. Click View: Workflow Agents tab

& |

=
Log Edit Goto Extras Swstem Help

=Y

Workflow Log

] QEQ[‘{IU{H@@@@IE@

W Views Workllow Agents . E& View: Workflow Objects

iorkflow and task

| Detaits [ Graphic | agent [status

Result Date [Time |

Enter Reason for Rejection

Business area R200 Document 300000008
Business area R200 and Dacument SEIEIEII]I

K/ [«

ER @3 |completed Step completed

Completed  Mail sent

Choose Details to display more detailed information

111z 12:22:
111z 12:22
1100172 12:26

)gr

Agent |Exe:utedAcUDn |Date Ohject IOhJE:tNamE

Einy 1[0

l E7l=ug Edit Goto Edras  System  Help =8 EE: :

G BB GO EE(EE08 | FEE @
‘ , Workflow Log

The column ‘Agent for Task
list user that participated in a0 i e cronice E o oo st
the WorkfIOW approval . I n Agentfor task |ExecutedActmn |Date |T\me |Re\evant0bject Ohbject Name

this example, userid
APCLERK2 completed an
invoice, APLEAD?2
approved it and CGAUDIT2
approved it.

b 4§ WORKFLOW TRAINING DEMO APCLERK2

I m WORKFLOW TRAIMING DEMO APLEAD2
I m WORKFLOW TRAIMING DEMO CGAUDIT2
b @ workiow System

K10

[l

b [ gae B sceisecoapz | OVR | |/

29



Check Status of Workflow cont. S@EIS

South Caroling Enterprise lhformation System

@ Investigate in progress workflow items (white and half-solid
brick)
— Workflow items that are in progress are in one or more user’s

workflow inbox. The following steps display the user id’s in which the
workflow item is currently located.

1. Select the appropriate line item.
2. Click Display Workflow Log (the “magic carpet” icon)

=g [ e N
Workplace Edit Goto  Eolder Erwironment Settings  Systern  Help

& a4 @ (@@ o E OO S EE @
Business Workplace of WORKFLOW TRAI DEMO APCLERK?2
|§ Mew message |||H Find folder |||H Find document| EEl ndar”@ Distribution lists |

S 4 grkplace:WORKFLOWTRAINING DEMOAF’IE |6;f| = = R EE = = EE SR
i3 Inbox b
< & Outhox Started workflows (Since 10/01/2007)
] Documents W [Warktem 1. [Tille | status [Crestion D.. [Creation..]..[At..|
SIEEE LA %7 (Sublwarkfl AP Invoice Appraval & 10312007 134511 5 4 =
WD”‘ ftems exectitad by me / g (Subjworkil.. AP Invoice Approval @ 10312007 131907 5 (0 =
b @ Reszznr:i;g;iwm itzms § %25 (Subjwork... AP Invoice Appraval @ 10312007 131616 5
b @ Privata folders %29 (Subyworkfl... AP Invoice Approval @2 10/30/2007 09:55:49 5
b @ Shared folders 5% (Subyworkfl... AP Invoice Approval ] 10282007 143844 5 (R
b @ Eallers culbseie i %29 (Subyworkfl... AP Invoice Approval G 10i27/2007  08:55:01 & |’Q‘|
ﬂ' Trash =1 %&* (Subjworkfl... AP Invoice Approval 9 1002712007 084601 5 |’Q‘|
ﬂ Shared trash E %29 (Subyworkfl... AP Invoice Approval @ 10I26/2007  16:01:52 & E‘
[l (<[] %P (Subyworkfl. AP Inwoice Approval ] 10/26/2007 155845 5 R [~]
\ b [ sBwr B seeisecqapz [ovr | |7
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Check Status of Workflow cont. S@EIS
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3. Scroll down to the end of the window

4. Click_@ |in the Agent column, with status of In Process.
5. Click Agents button.

= Lo E
Log Edit Goio Exras Systerm  Help

& 0 CaQ I CHEB atoa  BE @0

Workflow Log
29 W ¢ G view: Workflow Agents | B& View: Workflow Objects
Workflow and task I Cetails | Graphic I Agent  |Stalus Result Date Time
= & AP Invoice Approval B In Frocess 10/31/2007  13:19:41
Get Approver Email EI§ Campleted  Step completed 1003172007 13:19:41
Set Payment Black Completed 1003172007 13:19:41
Business area R200 Document no 3000000084 Bf | ) |Cump|eted 1003112007 13:40:24
Business area R200 and Document 3000000084 In Process 1003112007 2l 24 %
Choose Details to display more detailed information
[Ewhich Agents t To Display?(=]

Anents

Possihle agents

Excluded agents

EEEE
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Check Status of Workflow cont. S@EIS
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@ Once user clicks Agents button, the screen shown below will appear.

@ The “Inbox” icon shows the userid(s) inbox in which the workflow item is
currently located.

Il:l:’ Recipients:Business area R200 and Docurnent 3000000 A

T

K| e
| Owerall view || 0rg. assignment | Iz'
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External Email Notification SWEIS

@ Documents that need to be reviewed in SAP can
be sent to any email address.

@ The person wanting the email sent to another
address Is the one that must set up the emalll
account to automatically forward the email outside
of SAP.

34



Setting Email Notification SEEIS
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*Go to business workplace within SAP
Click on settings then office setting on your toolbar

= =1 B
Workplace Edit Goto  Folder Enyironment Settings  Systern  Help

| & DO Q@ gmesetngs Ealle|aliel

Workflow settings J

Business Workplace of Tommy —— ,
Switch off preview

|§ New message ||['ﬁ'] Findfolder”['ﬁr_'l Find 40l gave when you exit E

Hatds Tormyradar oEEEEEEEEEE R S EE R
< & Inhox

#| Unread Docurrents 0 Workflow 2
t] Documents 0 Ex.|Tite | atatus [creation ... [creation [ [t [co.lw. |

b kaﬂ”""z % Business area L460 and Document 3500001217 Trash @ 06092008 151934 6 (3] [

Overdue entries 0 .
Business area L460 and Document 3000004181 Trash 06/09/2008 11:43:50 5

Deadline Messages 0 Y © & R

Incorrect ertries 0
b £ Outhax
I B Resubmission
b ¢ Private folders
b ¢ Shared folders
[ ¢ Folders subscribedta
T Trash
T Shared trash
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Setting Email Notification cont. S@EIS
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Choose automatic forwarding and then click create.

I[= Private office settings for Tormmy Bradham =l .

| lForwarato fFrm To facte Dietail |
P 1 342009 |

;thraljham@cg.sc.gnw 2L 2008 e | = [ =]




Setting Email Notification cont. SGEIS
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*Enter forwarding email address as an “external address.”
*Type in a validity time period.

*Choose all documents

*Check “Also place in inbox”

=

| Wworkplace Edit Soato Folder Enxironrment Setting= Sy=term Help

| <= | @B 9 0 I <o | DEER | 8 aas I EE @
Business Workplace of Tommy Bradham

I_§ [ PR messagel M Find ﬂjlderl M Firnd dncumentl S ~Appointment calendar”@ Distributionlistsl

1@Private office settings for Tomimy Bradharm

Automatic reply L1 [ERE3 S|

H Documen t= g Sendiprint | Substit. gl Ty

arueard to | F=re= ITn Lot ICietail T
= Autormatic Forewarding

Forwsard to |tbradham@cg.sc.gov |

Tirme period
From |[AG/13/2a0s8|11:23:10 to 06/14/200s |24 :00: 00|

Forwward
2 Forward functional docurnents
@ Faorward all docurments

[+] ~lso place in inbox

| Internet address. .. || . 400 address... || Remote SAF name... |
k=] ] [==1

=) [Ster user ][] i 37




Setting Email Notification cont. SEEIS
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«Save and you are finished.
*The activity light should be green.
oIf the activity light is not green check the validity period.

llf'.F'rivate affice settings for Tormirmy Bradbham
Docurmen T = TR P IR A A nto miatic forwarding Autormatic reply TEADE
Forvward to IFrr'n T I.-ﬂ-.c:t'h.-'_ IDetailsil
thradhamEBco. sc.ogow PEs13rzo0s [Fyv14rsz008 [ | | =[]
(=]
[=]
[—]
=] ] [E=1
[« [=0|[ ][ other user |[2<] 38




Summary SWEIS

@ You should be able to:

Describe the invoice process, including the AP
workflow sequence.

Retrieve and view images from business workflow
Inbox and navigate SAP Business Workplace.

Approve invoices and credit memo payments and
cancellations.

Attach images to an existing AP document (late
Imaging).

View attached image.

View workflow information in Business Workplace
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What Questions?
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