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Introduction

Introduction

Lesson 1: Worktflow Overview

Lesson 2: Accessing and Navigating the Workflow Inbox and Outbox
Lesson 3° Approving OM Workflow PCRs

Lesson 4: Approving PA Workflow PCRs

Lesson 5° Worktflow Reporting & Troubleshooting

Lesson 6° Course Review

Overview

The course introduction is an opportunity to get to know the others who are attending class as well as
to agree on classroom courtesy. The instructor will inform you about the building facilities and when
breaks will occur.

Pre-requisites

There is one prerequisite you must take before attending this course. Attending this prerequisite
ensures that you are adequately prepared with the new processes, concepts, and terms that are
needed for successful completion of the BEACON SAP Workflow for Approvers course.

If you are a Position Approver (Agency and/or Division), you need to take the following course:

+  Organizational Management Overview (OM200)

If you are a HR Master Data Approver, you need to take the following course:

+  Personnel Administration Terms Concepts and Display Data (PA210)

Post-requisites
There is one post-requisite you may consider taking if you are interested in Workflow Reporting.

Business Objects Reporting - (BOBJ410)

("" e updated - 6-27-16 Page 1
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OSC HR/Payroll Training Curriculum

OSC HR/Payroll
System (BEACON)

Organizational Personnel Time
Management Administration Administration
Workflow

The OSC HR/Payroll training program comprises several courses and different modules.

Strategy for Training
Tell Me (Concepts)

Instructor will discuss the process, responsibilities, and describe the transactions —
LISTEN

Show Me (Demonstrations)

Instructor will demonstrate job-related tasks performed in the OSC HR/Payroll system —
HANDS OFF.

Let Me (Exercises)

Student will complete the exercises which allows for hands-on practice in class —
HANDS ON

Support Me (Availabilit

Instructor will be available to answer questions while the students complete the exercises

Page 2 updated - 6-27-16 (-—-—_“_‘_ -
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Course Map

You can see the Course Map of the class at the beginning of each lesson. The bolded and larger text

indicates which lesson you are beginning.
The lessons covered in this class include:

Lesson 1: Workflow Overview

Lesson 2: Accessing and Navigating Workflow Inbox and Outbox
Lesson 3: Approving OM Workflow PCRs

Lesson 4: Approving PA Workflow PCRs

Lesson 5: Workflow Reporting & Troubleshooting

Lesson 6: Course Review

The BEACON SAP Workflow Student Guide can be used as a reference when you return to the
workplace.

Course Objectives

Upon completion of this course, you should be able to:

Explain the Workflow process for Organizational Management (OM) and Personnel
Administration (PA)

Identify key differences in the routing of Workflow (WF) items in OM and PA
Access, navigate and complete items within the Workflow Inbox
Use Key features to manage OM/PA Workflow Items

Execute reports

Reference Materials

Student Guide
Support Material

— Business Process Procedures (BPPs)
— Job Aids

What's New

The material listed above can accessed through the OSC Training HELP website:
http://[www.osc.nc.gov/training/osctd/help/
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Workflow Overview

Introduction

Lesson 1: Workflow Overview

Lesson 2: Accessing and Navigating the Workflow Inbox and Outbox
Lesson 3° Approving OM Workflow PCRs

Lesson 4: Approving PA Workflow PCRs

Lesson 5° Worktflow Reporting & Troubleshooting

Lesson 6° Course Review

Objectives

Explain the purpose of Workflow

Define key Workflow terms

Identify key changes in the approval process

Describe the differences between the OM and PA Workflow process

Purpose of Workflow

Workflow provides an electronic approval process for Position and Personnel Actions at various levels:
Division/Agency
Funding
OSHR
OSBM

Workflow also gives users the ability to create, track and approve Workflow items.

—7 NOTE: WF is the acronym for Workflow.

Key Terms

Action: This term is used in both PA and OM to indicate a new position/employee or change to
an existing position/employee.

Documents: A documents option is contained in both the Inbox and Outbox. Documents are
the HR/Payroll system’s way of tracking all transactions that take place within the system.
You will not use documents very often.

Initiator: The OM or PA user who enters the data for either an OM or PA Action. In PA, the
Initiator will ultimately enter the data for the Action into the employee’s HR/Payroll
personnel record.

0sSC T_' L updated - 6-27-16 Page 5
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Routing Tables: Both OM and PA have a custom table created for the State of North Carolina
within OSC HR/Payroll system to hold the list of actions/reasons and logic to support the
approval process for positions and employee. The table identifies which Action goes to which
approval level.

PCR: A Personnel or Position Change Request (PCR) is a number assigned to each Workflow
item. The PCR can be used to identify and track a Workflow item.

Workflow Tracker: A link that will show you the name of the Step, Status, Result, Time &
Agent for each Workflow item. The Workflow Tracker shows who initiated, who approved,
and who the next approvers are in the process.

Workflow Header: Displays the data that was entered by the Initiator for the Workflow item.
The Workflow Header answers this question, “What data was used to execute this Workflow
item?”.

Workflow Log: A more detailed view of the individual steps the document goes through within
the Workflow process (detailed Workflow Tracker). The Workflow Log answers the question,
“Who has the Workflow item in his/her inbox?”.

Approver: Several positions are assigned with approval status at various levels within the
organization. The security access assigned to the position determines if the position holder has
approval authority for PA, OM, FI or all three. The authority to approve belongs to the
position, not the person holding the position. When the person leaves the position, he or she
may no longer have approval authority.

Generally, there are at least two Approvers assigned to each level in an agency or division so
that when the Initiator executes Workflow, the PCR is sent to the Inbox of all of the Approvers
at that level. This allows the approval process to continue if one of the Approvers is out of the
office for a period of time.

Substitutions: Agencies can have a substitute assigned when an individual is out. The Agency
must submit a request to BEST Shared Services. The user that is substituting must have the
same security role(s) as the one for whom the user is being substituted. The Substitute will see
all of the items in the Inbox of the individual for which he or she is substituting.

Page 6
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HR/Payroll System Workflow Process

OM WORKFLOW PROCESS PA WORKFLOW PROCESS

Notes and documents should be included/ * Notes and documents should be included/
attached in the Services for Objects section attached in the Services for Objects section
of the PCR of the PCR

+ Agency Funding Approval is the first + Agency funding approval is last approval
approval level for most OM PCR’s level for most PA PCR’s

+  PCR #s begin with 5 (5000000000) +  PCR #s begin with 1 (1000000000)
After the PCR has been through the entire +  PCR returns to Initiator to explicitly
approval process it does not return to complete the Workflow after processing
Initiator action

+  BEST completes the final step to activate + After the PCR has been through the entire

OM actions approval process, it returns to the Initiator
to explicitly complete the PCR and work
the Action.

+  OSBM is an automatic step in the process
when applicable

Services for Objects

Notepad) to be included with the Workflow PCR. All Approvers at the next levels
(unless marked private) can view the notes or attachments. Only the creator of the
private note can view it.

The Services for Objects option allows notes and attachments (Word, Excel, | D

Funding Approver in the Workflow Process

When the OM Initiator executes OM Workflow, the first approval level in the HR/Payroll system is the
Agency Funding Approval (Budget Approval). The Funding Approver is the last approval level for
most PA PCRs.

OM Workflow Process

During Workflow, the infotypes on the positions are in Planned Status.

1. When the Initiator executes OM Workflow, the first approval level in the HR/Payroll system is
the Agency Funding Approval (Budget Approval).

2. OSBM approval is a step in the HR/Payroll system new position Action Workflow process;
therefore, it is not necessary to have OSBM approve the funding of a position in a separate
form prior to creating the new position (establish position action). OSBM Funding Approval is
not required if creating new positions as temporary.

3. After all approvals are final, the OM Workflow item is sent to BEST. They move the position
from Planned status to Active status.

050 T_- - updated - 6-27-16 Page 7
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PA Workflow Process

4. The Initiator (Agency) initiates the PCR (Personnel Change Request) and completes the final
step after the PCR has been through the entire approval process.

5. The Agency Funding Approver is the last approval step for most PA PCRs.

Workflow Approver Relationships

The list below shows the different levels that an OM or PA Action may be sent for approval. The
OM/PA Routing Tables were set up to determine how the PCR is routed. You will see the following

code acronyms when viewing the Workflow Tracker:.

OM Workflow PA Workflow
Approver Relationships Approver Relationships
FA1 - Funding Approver DA1 - Division Approver
BA1 - OSBM Approver AA1 - Agency Approver
DA1- Division Approver OA1 - OSHR Approver
AA1 - Agency Approver FA1 - Funding Approver

OA1 - OSHR Approver

SOM - Shared Services
OM Processor

OSBM approval is only required for New Position Action (100) and Re-Establish Action (102).

VRN

OSHR is not an automatic action in the OM Workflow process. The PCR must be manually sent
to OSHR.

I~  PA Workflow does have some reasons that will automatically be sent to OSHR. See those
reasons which are detailed in the Actions Reason Definitionsjob aid. For those reasons that are
not automatic submissions to OSHR, the Agency Approver (AA1) must manually click the Send
to OSHR button.

Page 8 updated - 6-27-16 —
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Workflow Overview

KNOWLEDGE CHECK

The _ is the OM or PA user who
enters the data for either an OM or PA
Action.

Refer to the previous pages in this lesson and draw a line to match the
Question with the correct Answer in the table below.

1.

Answer

First

The _ shows who initiated, who
approved and who the next approvers
are in the process.

Initiator

The __ answers the question “Who

has the Workflow item in their inbox?”.

Last

The ___ can be used to identify and
track a Workflow item.

Log

Workflow approval security is
assigned to the .

OSBM

The Funding approver’s place in the
Workflow Approval process in OM is
usually __ .

PCR

The Funding approver’s place in the
Workflow Approval process in PA is
usually _ .

Position

Approval by ___in the OM Workflow is
necessary for new permanent positions
to be created.

Tracker

SUMMARY

In this lesson, you learned to:

Explain the purpose of Workflow

+  Define key Workflow terms

+ Identify key changes in the approval process

Describe the differences between the OM and PA Workflow process

(E;i_T_m"
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Accessing and Navigating the Workflow Inbox and Outbox

Introduction
Lesson 1° Workflow Overview

Lesson 2: Accessing and Navigating the Workflow

Inbox and Outbox
Lesson 3° Approving OM Workflow PCRs
Lesson 4 Approving PA Workflow PCRs
Lesson 5° Workflow Reporting & Troubleshooting
Lesson 6: Course Review

Objectives

Access Workflow Inbox in transaction code SBWP

Use the different Folders and options in Inbox and Outbox
Identify the Workflow Item Statuses

Open a Workflow Item

Review the Workflow Log

Use the Workflow Tracker

Use the Workflow Header

O A A A R S S O R G R R R R R S SR S S S R R

EXERCISE 2.1: Logging on to the HR/Payroll System

SCENARIO

You need to log on the HR/Payroll training client so that you can
complete course exercises. You also need to add the transactions
you will use in class to your Favorites folder.

Instructions

Use the steps and data presented below to log into the training client in the classroom. You will log in
as the AGENCY APPROVER.

1. Access the HR/Payroll portal web page.
https://trg-mybeacon.its.state.nc.us
2. Enter the User ID and password that is assigned to your classroom PC.

3. Click on the Log on button.

(-—-“T“ o updated - 6-27-16 Page 11
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4. Click Yes to confirm the security message displayed.
5. Click the SAP GUI tab.
6. Click the training client specified by your instructor. The SAP Easy Access screen is displayed.
7. Maximize your screen by clicking on the Min/Max icon in the upper right hand corner of

the screen.

To be able to display the transaction codes on your screen, you must enable your technical settings.

8. Select Extras > Settings from the menu at the top of the screen to display the settings dialog
box.

9. Click the Display technical names checkbox.

10. Click the Continue (Enter) button. The transaction codes will now display in the menu tree.

Now we will create Favorite links for the transactions we will use in class.
11. Right-click on Favorites.
12. Select Insert transaction from the list. A dialog box is displayed.
13. Enter PA30 in the text box.
14. Click the green check mark to close the box and add the transaction to your Favorites list.
15. Repeat steps 11-14 to add the following transactions to your Favorites list.
+  PO13
+  ZPA0189
16. Stop when you have added the transactions.
Now add a URL to SAP Easy Favorites for the OSC Training HELP web page.
17. Copy the web address as indicated by your instructor for the OSC Training HELP page.
18. Right-click on Favorites.
19. Select Add other objects from the list. A drop-down list is displayed.
20. Click Web address or file from the list. A pop-up box dialog displays.
21. Enter a title for your web page in the Text field.
22. Paste the web address you copied in step 17 for the OSC Training HELP page in the Web
Address or File field.
23. Click the Continue button at the bottom right-hand corner of the box.

24. The URL has been added to the SAP Favorites folder. Click the URL to access the website you
just added.

R R R SR R R SR S O R S R
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EXERCISE 2.2: Workflow Overview and Navigation

SCENARIO

Follow with your instructor as he/she directs you through the
navigation and discovery of the Workflow Inbox.

Instructions

You are currently on the SAP Easy Access screen.

Accessing and Navigating the Workflow Inbox (SBWP)

SAP Easy Access
. E’ @\EI{} =

+ 3 Favorttes
~ [ SAP Menu
v 3 Office
¢ [0 Cross-Applcation Components
BEACON
v 3 Accounting
53 Hurman Resources

]

S TRAINING
v [ Took

B

3 WebClent U Framawork

An Approver accesses the Workflow PCRs that have been sent for him or her to take action on via the
Workflow option in the Inbox.

-
The Inbox is accessed either from the Easy Access screen using the Business Workplace button —*
or by entering SBWP in the Command field.

-

1. Click the SBWP “*' button to access the SAP Business Workplace.

2. Click the node in front of Inbox &2 Inbox |

3. Click the Workflow folder.

(-—-"'“_‘— - updated - 6-27-16 Page 13
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Options in the Workplace
Approver’s Inbox
Business Workplace of Workflow Agency Approver
FPMew message  (HIFnd folder () Find document  fE] Appontment calendar 57 Distribution
£ Workplace: Workflow Agency Approver IELE"EEI [
* &3 Inbo
| Llnnrea-d Documents 42 Workflow 101
o 'u:j Documents 42 Ex Tl
* I Wordiow 101 T . 3
v [ Grouped according to task '—3-'::1 : $ ﬂ: x: ﬁppmv&r s Outbox
s B oo e o content s R
v I Grouped scronding to sort key Business Workplace of Workffow Agency Approver

+ L3 Overdue entries 0

* 3 Deadine Messages 0

+ I meomact entries 0
v ax

FPMew message  (HiFind folder (i Find document [ Appointment calendar 5% Distribution
B0 @=L
Ou

. tbox
= E Documents - I ]

+ D started workflows [ (cr | Ciss| Twe

« D work tems executed by me J

+ D0 Forwarded wark tams

2 Resubrmssion

€= Private folders

€2 shared folders

X Folders subscribed to

=

The Workplace is organized by folders. You will mainly use the Inbox and Outbox folders.

Both the Inbox and Outbox have Documents. As noted previously, the system creates a document for
every entry made, like an audit trail. Documents are informational only.

INBOX

Workflow: This option will hold all the HR/Payroll system Workflow PCRs that have been sent to you
and all Approvers at your approval level for processing.

The following Inbox options are not being used:

*  Overdue entries
+  Deadline Messages

* Incorrect entries

4. Click the node in front of Qutbox & Outbox
OuTBOX

+  Started Workflows: This folder includes Workflow items for which you were the Initiator.

*  Work items executed by me: Work Items that you have processed by either approving or
returning to the Initiator.

*  The Forwarded work items Outbox option is not being used.

5. Click the node in front of Inbox E;“:f’ Inbox and then the Workflow folder.

Page 14 updated - 6-27-16 (—-—‘_‘— .
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The Workflow Inbox

Menu # of PCRs to Type of R When PCR
toolbar be proce 3 o tered that
Action Status entere
1 o | Inbox
‘ _* N [ x'; : /
. e —— [ e ———rmmni - i
‘_-ndkr—u—ahﬁb -] f ﬁ '-] -.th_‘,-r‘—']:-g-.'l /‘; \-&4L;14L"';—']~—'— q—? .me] | /(?
Workflow 101 I/ y J
i . "
Ex Tl f Status |Creaton D2 Creaton P At Co W
Q, 4601 - OM Action Realocate Postion Up for Postion - 65002236 PCR: 5000002080 01/15/2016 10:53:09 S
Qs 4601 - OM Action|Realocate Postion Up for Postion - 65002235 PCR: 5000002079 1 01/15/2016 10:53:03 5 |
R, 4601 PA Action - Promotion (NC) for Allson Sellers14 PCR: 1000005307 &) 01/13/2016 11:18:27 5§
@ 4601(- OM Action Reallocate Postion Up for Postion | 65002233 PCR: 5000002077 (0 01/15/2016 10:52:47 S
< mﬂnm Adjustment (NC) for Nancy Gonzaler20 PCR: 1000005333 2 01/14/2016 11:33:36 5
Q, 4601/} OW Action Realocate Postion Up for Postion - 6500 1231 PCR: 5000002075 | 01/15/2016 10:52:36 S
4601 | OM Action Realocate Postion Up for Postion - 6ﬁ POR: 5000002074 | 2  01/15/2016 10:52:28 S
\
OM or J \ )
ses PCR
PA Position or
Personnel #
Workflow Status

A graphical icon shows the status of a PCR at a glance. There are five possible statuses for a PCR:

Ready

The PCR is ready for an Approver to take action.

Reserved

In process

Executed

Completed

I NY

i

The PCR has been reserved by an Approver which removes the PCR
from the Inbox of all other Approvers at that level. The PCR is only
displayed in the Workflow inbox of Approver who reserved it.

In Process or Executed: The PA PCR is awaiting a specific
confirmation of its completion which is required. If an Approver has
double-clicked a PA PCR and selected the option to Cancel and keep
work 1item 1n inbox, the PCR will reflect the Executed status. This
simply means the item has been viewed. When the Approver is ready
to take action on a PA PCR with an Executed status, they can
double-click on the PA PCR and perform one of the tasks shown
displayed in the screen print below.

Choose one of the following alternatives

Iﬁpprave change

IReturn to initiator

|send to osER

ICancel and keep work item in inbox

The execution of the PCR is completed and is no longer displayed in
the Workflow inbox of the Business Workplace.

W'"m
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Workflow Status - In Process

&> Tips & tricks: Group Work Items According to Tasks

4601 PA Action - Salary Adjustment (NC) for Nancy Gonzalez0l PCR:
1000005314

Description Objects and attachments

Workflow status: |[In Process = PR PCR: Nancy Gonzalez(l

PCR:1000005314
Pleagse review the information in ™% » PCER List: Workflow Tracker

screen and make one of the following
choices:

= Workflow status (2) & Entries found

B (<) A B3z =
WF Status Short Descript.

In Process

Rejected

Canceled

Approved

Created

Completed

E0o >0 A=

After a PCR has been saved, but not yet submitted to Workflow, the system-generated status is set to
D for Created.

After an Initiator initiates Workflow, the status is updated to N for in process.

After an Approver approves the PCR, the status is set to A for approved and will remain at A for all
approval levels unless an Approver returns (rejects), reserves, or cancels the PCR.

When an Approver returns (rejects) a PCR, the status is changed to R for rejected. The PCR is
automatically sent back to the Inbox of the Initiator.

If the Initiator cancels the Action, the Workflow status will change to C for canceled.

For OM Actions, after BEST Shared Services processes the approved PCR, the status is changed to M
for completed.

For OM, if an Action is rejected, BEST Shared Services processes the canceled Action. This changes
the OM Action in planned status to rejected status and the Workflow status is changed to M for
completed.

6. Hover over the status “brick.” An electronic “sticky note” will display the status.

7. Listen while your instructor explains the purpose of this button.

= If you double-click a PCR and do not plan to process it, “replace” it by clicking the status
brick.

8. Hover over one of the Salary Adjustment Action PCR for Nancy Gonzalez.

A What is the status of the PCR?
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Display and Use the Workflow Header

9. SINGLE-click the PA PCR at the bottom right section of the Workflow Inbox (ust above the
Workflow Tracker).

The Employee Action Request screen you completed to initiate the Workflow Process is now
displayed.

4601 PA Action - Salary Adjustment (NC) for Nancy GonzalezZ20 PCR:
1000005333

Objects and attachments

Click the title of the OM or PA oy ———
Header Link PCR:1000005333

™| Employees Action Request

B b e ki

Fonpn rmm - e IEa] r—— ata Wi
b aan Lo A .' LR S Ll TR L L1y bl L 10T o] Fupnge W Trmrfr e
R . = - "__': = i e - o] - e [ray SRSl SR W [—
........ am ——r— T e
F - RN Farn Ao et mma ¢ e B
ol - Burrrs e s |y
[ S——
. s o e LI VT e R, [T ol g B e s sens
e v nary B S el
sesssesl  OM Action Request m e PA Action Request [
[p—— .
[LEE ¥ - bl o . "
0§ Piaber mmms LT TR [ Sy ee———
AT v MR, T
- - . . S———
T - a— e
- Beira L ] = By Py
- - T g - P e b [ T TP (e
Sy = slninerinng - P i bewe Paicdmimr T Awus baww
.:,,.. - e - [y —— - Py ke g WP [
s Sty g satens - - r———Y o e e il b -
..... Towe . 11
- i
LY Piser i Coala
i
el e =i

When you receive a PCR in your Inbox, you should obviously review the OM or PA Action prior to
approving or returning it. Click the link for the Header in order to access the Action screen to see the
data that was entered for the PCR.

By using the Header, you can also access the Services for Object button to see any notes or
attachments that were sent with the PCR.

10. Click the Back e button to return to the Workflow inbox.

Workflow Tracker

11. SINGLE-click the PA Action - Salary Adjustment for Nancy Gonzalez (as assigned by your
instructor).

12. SINGLE-click the Workflow Tracker at the bottom right of the screen. (See example #1 below.)
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4601 PA Action - Salary Adjustment (NC) for Nanocy Gonzalez20 PCR:
1000005333

Description
Workflow status:

Objects and attachments
* PA PCR: Mancy GonzaleziD

u &¥atatala

* PCR List: Workflow Tracker

In Frocess

Fleass review the information
screen and make one of the follo
cholices:

g

Select the Workflow
Tracker link

Agency Approal

2

Workflow actions
[ Request D Rotocetandld) swes (8 | [in frocess Apprceval Level A1
Action Type [22] ‘Salary Adpustrant (1C) Raason In-Fangd - Retenton
Header Agensy [4g01] ‘Wateal and Culural Resources
Creator wooooeall  [Terence Patel
Employes 20000774 [Mamcy Gomzales2t Postion €5002274  Archavist Supervisor

e

Saq Ao Hand Phype Ahpe Agent ID Mo [ Dasonplion At Dasc C..  Actal
[ 1 PP 0000021 Terresce Fatel P Frocessed #0000
De L] IIW A1 X A ] BOGG0023 Priscills Brasss
t'a-]]- [oopa x 2 ¥ 10608113 ¥3 TEERID

Il Bl X A F BOGG1043 Carolyn Bracydl
Iiﬂ'ﬁ BAl K A P Boddd a4 Carclyn Bracydld
[oomms x A P 0001045 Carolyn Bracyod
- [100 a1 x Y ¥ BOOCL04E Carciyn Bracytd

Haer
Terrence Fatel

ACT DATE

Org. Unit 20000147 [CR CD3 ReH HIS RES ALR ST ARCIT Brameh

ALT TE
[ =i
00:00:00
00 50100
008 00
Lo H-
00001 00
D0 re0a 0%

The Workflow Tracker is a link in the bottom right of the Inbox or Outbox screen (you may have to
scroll in order to see it). Using Workflow Tracker, you can see which Approver has processed the PCR,

the action the Approver took, and where the PCR is being routed next.

CR v

LHT
LT
LI
LT
LI
LI

Workfiow actions
|Heading Gt

Request ID  [L000005333 ) Status [ | [In Process Approval Level 221 | |Agency Approval

Action Type |zC| |Salary Adjustment (NC) Reason |In-Range - Retention

Agency [1601] INatural and Cuttural Resources Org. Unit|20010147) [cCR CDS AsH HIS RES RsR ST ARCIT Branch |

Creator |z0000021 | Terrence Patel

Employee  |20000774)  [Nancy Gonzalezzo Position | 65002276 |Archivist Supervisor

Seq Role Mand |Ptype Atype Agent ID Mame |/ Description Act Desc C... |Actual MName ACT DATE ACT TIME CRD
1 P P 80000021 Terrence Patel P Processed 80000021 Terrence Patel 00:00:00

100 ARl X Iy P 50000023 Priscilla Branco 00:00:00 0171
100 BA1 X n i 10000113 N0 USERID 00:00:00 01/1
.lUU ARl X A P 50001043 Carolyn Bracy(Ol 00:00:00 0171
100 BA1 X n P 20001044 Carolyn Bracy02 00:00:00 01/1
100 AR1 X Iy P 20001045 Carolyn Bracy(03 00:00:00 01/1
100 ARl X Iy P 500010448 Carolyn Bracy(4 00:00:00 0171

The Header section of the Tracker will show, at a minimum, the following fields:

Request ID (PCR Number)

Action type (code and name)

Status (the overall status of the work item

Creator (Initiator)
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In Addition the header will include specific fields pertinent to either the PA or OM Action (like
employee name or position number).

The Detail section of the Tracker will list these attributes:

Sequence (line item sequence)
*  Role represents the approver relationship.

— FA1  Funding Approver
— DA1 Division Approver
— OA1 OSHR

— AA1 Agency Approver
— SOM Shared Services
— BA1 OSBM

An X in the Mandatory column indicates that the approval of the specific Approver is required.
«  Ptype is used to signify the Processor (P) and Approvers (A).
+ Agent ID represents the Personnel number of the Approver.

Name/Description lists the name of the Employee.
+ Act/Desc holds value (P) Processed.

— A = approved
— R =rejected
— P = processed
+  An X in the Cmnt column will indicate if a rejection note has been created for the PCR. To see
the comment, highlight the line and click the Notes icon (eyeglasses).

+ Actual/Name is the Initiator’s Personnel number and name.

13. Click the Back e' button to return to the Workflow inbox.
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Display the Workflow Log

()22 =2 (=) @) Bl J&
Workflow 101 1
Ex . |Title

P> %, 3601 PA Acton - Sabry Adjustment (NC) for Nancy

Q, 4601 PA Action - Salary Adjustment (NC) for Nancy
1%, 4601 PA Action - Salary Adjustment (NC) for Nancy

Click Log to view potential
Approvers who are next in
line for the PCR

Workfiow and task Dwetals | Graphic | Agent  Status
= & 4601 PA Action Approval WF for Nancy Gonzal || i | In Process

» |13 Load approvers - Custom relations = s Completed Click Agﬂﬂts to view

= & 46501 - PA Action Sabary Adjustment (NC) A ] ing In Process the liSt Df Apprﬂvers
+ D) PCR = 1000005333 Set to "AAL' P.m:ra BE] I]l Completed for that step

+ 01 4601 PA Action - Sabary Adjustment [N¢ L o Ready

14. SINGLE-click the PA Action - Salary Adjustment for Nancy Gonzalez (as assigned by your
instructor).

15. Click the Log button as identifed above. This will allow you to view potential Approvers who
are next in line for the PCR.

The Workflow Log is a document within Workflow that contains the Step, Status, Result, Time and
Agent. The Workflow Log answers the question, “Who has the Workflow item in his/her Inbox?”.

After you select the Log option, the next screen displays the various results for each step. In addition,
the Agents option is displayed. Click the Agents icon to view the list of the Approvers for that step.

Once you approve a PCR and want to obtain a list of possible approvers, you can look at the log from
your outbox.
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[E Which Agents Do You Want To Di...

Select the Agents you would
like to display by clicking the
Agents button.

Agents
) “VEEBE SgEntE
& Excluded agents

TS99100056  Edit OM action |

—— US01231600 | ANGELALISSON =3
— US 30000011 ROBERT JEFFERSON
-~
View the names and See which
personnel numbers of Approver has it
the Approvers (Agents) in Inbox

16. Click the Agents i button to view a list of Approvers for the READY status.

17. Click the Agents i Agents button on the pop-up box view the
possible approvers available to approve this workflow.

The Workflow Log illustrated above (note the same as on your screen) indicates that this Work Item
has two possible Approvers at this level: Angela Lisson or Robert Jefferson. The list of approvers on
your computer screen may look different than the example above.

18. Click the red X to close the pop-up box.

19. Close the Click the Back e button to return to the Workflow inbox.

STOP: DO NOT DO FOLLOWING STEPS. Watch as your instructor demonstrates the next two
functions.

(-'_T‘_ - updated - 6-27-16 Page 21
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Routing to OSHR

20. Watch as your instructor demonstrates the Routing to OSHR option.

Decision Step in Workflow

Tworkflow  hcreate [BlImport

4601 PA Action - Salary Adjustment (NC) for Nancy Gonza

Choose one of the following alternatives

I.ﬁ.pprnve Change

The Send to OSHR option on the Decision Step in Workflow screen is only available for the Agency
Approver’s screen.

7 CRITICAL NOTE: Routing to OSHR is not an automatic part of the process. If a PCR needs to
be sent to OSHR, the Approver must click the Send to OSHE option. The Send to OSHR option
is only available at the Agency approval level (depending on Agency Delegation of Authority).

= NOTE: PA has several reasons that are routed to OSHR. For further information, check the P4
Actions Reasons Definitions Job Aid located on the Training HELP page in the PA > Job Aids
folder.

21. Listen only (Do not click or process) as the instructor explains the following features:

*  Approve Change
. Return to Initiator
. Send to OSHR

*  Cancel and Keep in Inbox
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Workflow Status — Return to Initiator (Reject)

22. Watch as your instructor demonstrates the Routing to OSHR option.

4601 PA Action - Salary Adjustment (NC) for Nancy nzalez]

Choose one of the following alternatives

Eprm Change

Approver Comments
| |Return to the Initiater
Send to OSHR
Il:'_‘.aneal and keep work item in imbox
— Comments

) B B BE

| it |

This is where the rejection comments are entered.

* U Cos50 Ln 1 -Ln 2 of 2 nes

If an Approver clicks the Return to initiator option, a comments window automatically displays (this
is not the same as the Services for Objects button). The Approver is required to write a note to the
Initiator indicating why the PCR was rejected.

7 NOTE: The rejected item will not display in the Initiator’s Inbox, and the Approver will still see
a comments work item in his or her Inbox until the comments are saved.

7 NOTE: When creating approver comments, you do not have to click the Enter (green check)
button. You only need to click the Save button to save the comments. If you click the green
check or press the Enter key and then Save, the comments are lost.

The returned PCR is no longer in the Approver’s Inbox, but is automatically returned to the Initiator.
When the Initiator accesses the Inbox, the beginning of the PCR name displays REJECTED in all
caps so that it is readily apparent that a PCR has been rejected.

Ex | Title Status |Creati
%y E‘rE-Ul REIECTED PA Action - Reallocation (MC) for Eunice F‘.ivera; ) 01/19

23. SINGLE-click Cancel and keep work item in inbox. The screen redisplays the Workflow inbox.
24. Click the Outbox > Work items executed by me folder.

25. Return to the Workflow folder by clicking the Workflow folder.
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Additional Resource

You can find several additional support materials about OM and PA
Workflow on the OSC Training HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html

Follow the following path to access the latest version of the job aids:

Organization Management > Job Aids
+  How to Locate an OM PCR

Personnel Administration > Job Aids
. How to Locate a PA PCR

Personnel Administration > Job Aids

*  Business Workplace Button Functions

26. Click the Back e button to return to the Workflow inbox.

This exercise is complete.

EE S S S A A S S S SR S SR SR SR SR SR R SR S L S S S SR SR I SR S R
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OM Workflow Status Overview

Initiator’s Outhox OM Header Services for Object
[ & workotsce: Workfow Inttator ' - PCR: 5000002039 .
» & Inbox _
~ &5 Outbox - Object=s and attachments ‘ -
« ] Documents Yo
+ I started worifows o OM Header PCR -5000002033 -
+ [l work ems executed by me Position 65003125
» [ Forwarded work items | -

EEEEEIEE Workflow for OM Object IS
(9] [G] [ &) e =
Workflows for Object: PCR -5000002039 - Positicn:65003125

T Craaton D3| Creaton | Status Tag

0501 - OM Aczoe - Postien 65003125 - POR: S00000200%  OMZN2M2 14:26:17 brocesm O Acmon ioorvl - OM Header PCR

ih ik = OM_Heaoer PCR -3000002039 - Posion:...

Current data for started workflow: 0901 - OM Actiom - Positiom

65003125 - PCR: S000DDZ2D39 VWorkflow overview

i | Brchved wWordiws
Stopa in this procoss so far ™ a8 g
Slep mans Status Hesult Tiss stasp Agent Start Wioricligw =
3 3 - sima ZEAAET -
LandRsmacacn Completed 22 2012 - gorkilow Srates
T F i 3 - ; 33 3 -
PR #500000200% Sot vo " FAL ° Conpleved ise 30 ~Earkilow Swaves
=T =
r 3 B e D200 -
R : <y 14-26.30  Aniocmation. ..
HTTETTFEE]

For the Initiator, there is an additional way to access the workflow status of an OM PCR.

The flowchart above shows how to access the Workflow for Object through the PCR located in the
Initiator’s Outbox in the SAP Business Workplace.

1. From the SAP Easy Access screen, click on the SAP Business Workplace button.
2. On the SAP Business Workplace, click the Workplace Outbox.
3. In the Outbox, SINGLE-click the PCR you wish to display.

4. At the bottom right-hand area of the screen, SINGLE-click the OM Header. The OM Action
(titled by action) screen is displayed.

5. Click the Services for Objects button to display the menu bar.
6. Click the following path: Workflow > Workflow Overview.

The workflows for this PCR are displayed by Step Name with the Status indicated next to it. Also
displayed is the Time stamp indicating when the workflow step was completed.

€ oosc Taain updated - 6-27-16 Page 25
A’Q.S(. JLraining ©2016 State of North Carolina All Rights Reserved



Accessing/Navigating the Workflow Inbox & Outbox BEACON SAP Workflow for Approvers

WF220
PA Workflow Status Overview
Initiator’s Outbox PA Header Services for Object
. o Workplace: Workflow Intiztor . Smith - PCR: 1000005272 __
* & Inbox .
= € Outbox - Objects and attachments -
« & Documents - - 022
I o (BA_PCR: PCR:1000005272
s _ VWork tems executed by me :

* [ Forwarded work tems
EEEmmm Workflow for PA Object NS
(=] &) (&[T =Y T e T
Workflows for Object: PCR:1000005272

To Creanon DB Craanon St Tk
46401 PA acmon  Approval WE for Jane Srmth - POR: 10000032T. 037202012 13:08:3 InPocess  PA Achon Agproreal W

= PA Header PCR

[EPA PCR PCR:1000005272

Currest data [(or started workflow: 4601 PA Action Approval WF for
Jane Smith - PCR: 1000005272

‘Workflow overveew

Steps im thiz process =o far

Archived warkfiaw
Tlep naso Gtates Result Tiae stasp dgoat ATCNAED WOrKTows

L St redaticrs  Woomelebed 03222012

. " Sorkilov Svsies tart Wordfiow
13:99:29 L o carmiion et Workfiow -
PoE_# 1000005777 Set o "Adl” . 03222017 = g
Asmrzval Level Conpleted 13 g9 31 deckilow Svstes
i tyon = Mex Hire (HC . 0322.2012 -

3 Inforsasiios. .
13:10:00

Inforsation obisots addressed so lar =l

For the Initiator, there is an additional way to access the workflow status of an PA PCR.

The flowchart above shows how to access the Workflow for Object through the PCR located in the
Initiator’s Outbox in the SAP Business Workplace.

1. From the SAP Easy Access screen, click on the SAP Business Workplace button.
2. On the SAP Business Workplace, click the Workplace Outbox.

3. In the Outbox, SINGLE-click the PCR you wish to display.

4. At the bottom right-hand area of the screen, SINGLE-click the PA PCR. The Employee Action
Request screen is displayed.

5. Click the Services for Objects button to display the menu bar.
6. Click the following path: Workflow > Workflow Overview.

The workflows for this PCR are displayed by Step Name with the Status indicated next to it. Also
displayed is the Time stamp indicating when the workflow step was completed.
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KNOWLEDGE CHECK

Answer Question

1. The ___ status is used when an Approver removes the PCR from the
Inbox of all other Approvers at that level.

2. For OM Actions, after BEST Shared Services processes the approved
PCR, the status is changed to ___ for completed.

3. Routing a PCR to the Office of the State Human Resources (OSHR) is not

an ___ part of the process.
4. The Send to OSHR option is only available at the ___ approval level.
5. When an Approver rejects a PCR, they must ___ to the Initiator

indicating why the PCR was rejected.

6. On the Workflow Tracker, an X in the Cmnt column indicates whether a
____has been created for the Action.

7. Use the ___ to see which Approver has put the PCR on reserve.
8. Click the __ to access the Action screen to view the data entered for the
PCR.

SUMMARY

In this lesson, you learned to:

Access Workflow Inbox in transaction code SBWP

Use the different Folders and options in Inbox and Outbox
Identify the Workflow Item Statuses

Open a Workflow Item

Review the Workflow Log

Use the Workflow Tracker

Use the Workflow Header
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Approving OM Workflow PCRs

Introduction
Lesson 1:° Workflow Overview
Lesson 2: Accessing and Navigating the Workflow Inbox and Outbox

Lesson 3° Approving OM Workflow PCRs

Lesson 4: Approving PA Workflow PCRs
Lesson 5° Worktflow Reporting & Troubleshooting
Lesson 6° Course Review

Objectives

Describe the OM Position Workflow process

Discuss the routing and processing of OM Workflow Items
Approve a new Position

Remove a Position PCR from the process

Use the Workflow Log and Tracker

Describe how to cancel an OM PCR
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Organizational Management (OM) Workflow Process
Flow

Department/Agency meet
with Personnel Analyst
NOTE: If at any point in Ok PORtion Tegrest Division/Agency HR
the process the Action is ' Approval (s)
rejected, Salary Control Agency Position
1s not aftected and the Maintainer
Position status will be initiates Action
changed to Rejected in
the HR/Payroll system. ' DEEI:ER n mdl ; ed)
Position is created in
Plapnned Statusin SAP
! Processing completed
by BEST Shared Services
Salary Contral Officer T
reviews/approves Position is now
(Funding information Active in SAP
is entered) l
L Record of the Action
is provided to
03SBM Salary Control System
Review/Approval via interface

All OM Position Actions are initiated in Workflow (WF). Approvers at any level can approve to the
next level or return to the Initiator. The Initiator can make applicable changes and resubmit to begin
the approval process over again, if possible.

Roles involved in Position Actions:

Agency HR Personnel Analyst researches the Action with the appropriate manager.

Agency HR personnel uses the Position Actions (ZOMAO069) transaction to enter the required
Position data and then initiates Workflow for approvals.

Agency Salary Control Officer (Agency Position Funding Approver) enters cost distribution
and salary and approves the Workflow or rejects it.

The OSBM (Office of State Budget and Management) Position Funding Approver approves or
rejects the Position Action if applicable. OSBM approval is not required for temporary
positions.

Division Position approver approves or rejects the Position Action.
Agency Position approver approves or rejects the Position Action.
The OSHR Position approver approves or rejects Position Action.

After final approval, BEST reviews and moves the status to active.
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It should be noted that some Position changes can be made without Workflow such as:

Position Working Title

Position Type

Position Address

Cost Distribution changes and Budgeted Salary changes (Funding Approver role only)
Time Settings

Vacancy changes

OM Routing Table

100 Create New Position

%

Apgency Positon Funding Approver

Office of State Budget Management (OSBM)

Agency Division Approver (optional)

Apgency OM Position Approver

Office of State Human Resources (OSHR). .
if required

BEST Shared Services

The New Position OM Action requires OSBM Approval.

BEST Shared Services completes the actions as a final step and ensures proper recording onto
positions and their histories.
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102 Re-Estalich Position

103 Reallocate Position Up

104 EReallocate Position Down

105 EReallocate Position Horizontal

106 Position Adjustment from Authonzaton
107 Reallocate Position Differential

108 Remove Position Differential

113 Position Tranefer

115 Position Hours Change

116 Position Employes Group/Subgroup Change:

%

Agency Position Funding A pprover

Ageney Division Approver (optional)

Agency OM Position Approver

O3HR ___ if required

BES3T Shared Services

These Actions shown above do not require OSBM approval.

BEST Shared Services completes these Position Actions in a similar manner as new Position Actions.

7 NOTE: Abolish Position and Re-Establish Position currently require a ticket entered with
BEST Shared Services for processing.

Additional Resource

You can find several additional support materials about Workflow buttons
and functions on the OSC Training HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html
Follow the following path to access the latest version of the job aids:

Organization Management > Job Aids
*+ OM Workflow Routing Process Job Aid
*+ OM Workflow Steps in Approval Process Job Aid
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Accessing the Workflow Inbox (SBWP)

Click on the SAP Business Workplace button I@ . s4P e
As the OM Approver, you will log into your Inbox (SAP = H i
Business Workplace, or transaction code SBWP) to view all of e
the Workflow PCRs that have been sent to you to process. = ﬂﬁl_j? meny
L Offce
¥ lj Cross-ApDhcaton Components
v O Logistics
r O Accounting

+ [ Human Rasources
v O Infaerration CyitemsE

¢ [ Tooks

Opening an OM Workflow PCR
Business Workplace of Workflow Funding Approver

E?He:.- massage [H]Fnd folder [H]Fmd documeant #-uuu:ur'tfr»znt calengar ED:s':rlbu':m lists

B T E— CBCRE BICISBLL
* | Unread Documents 0 Workflow 61

=l Docurens &, [T Status | Crei

& 0901 - OM Action Create New Positon for Posiion 65003125 PC| 03/
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Follow these steps to enter the SAP Workflow Inbox:
1. SINGLE-click the Inbox to expand it.

2. DOUBLE-click Workflow. All of the Workflow PCRs sent to the Approver (which is our role for
class today) for processing display in the right column. In the illustration above, the Approver
has multiple PCRs in the Inbox.

3. The Approver can either select and double-click on the Workflow PCR to execute it or click the
Execute button on the toolbar.

Additional Resource

You can find several additional support materials about Workflow buttons
and functions on the OSC Training HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html
Follow the following path to access the latest version of the job aids:

Organization Management > Job Aids
*  Business Workplace Button Functions
*  Business Workplace Overview Tree Functions
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Reviewing the PCR on the Header

4601 - OM Action Reallocate Position Up for Position - 65002236 PCR:
5000002080

Description |Dbj=ct: and attachments

Workflow status: Approved * OM Header: PCR -5000002080 -
Position: 65002236

Please review the informacion in this
screen and make your choice as follows:

Approve change - the reguest will
continue onto the next Approver or
processor.

To review the PCR, the Approver must click the OM_Header PCR - <pcr number> Position <position
number> link located in the lower left area of the Workflow Inbox. The PCR opens and allows the
Approver to view the data that the Initiator entered on the various tabs.

Alternatively, the Approver can also use the Workflow Tracker (located in the same area) to see the
actions already taken, by whom it was taken, and where the PCR will be sent next.
Decision Step

Decision Step in Workflow
Bvoadow DNowts Blirpot

4601 PA Action - Appointmant Changa (NC) for Leona GraysonZ0 PCR: 1000005274

Choose one of the following alternmatives

Approve Change

Ratorn to the Iniltiator

Send to OSHR

Cancel and keop work item in 1nbox

Description dbjects and attachments
Workflow status: In Proocoss

 PA PCR: Leona Grayson2d PCR:1000005274
L £t Work i

Flease review the information in this screen and make one of the
Pmd Y b s

After the PCR is executed, the Decision Step in Workflow screen is displayed. The Approver can also
view the Header and Tracker from this screen. The Approver can either Approve, Return to Initiator
(reject), or Cancel and keep the work item in the Inbox.

7 NOTE: “Cancel and keep the work item in inbox” places the PCR only in the Inbox of the
Approver who canceled it. This decision removes the PCR from the Inbox of any other
Approvers who were at the same Approval level. Using the Cancel function allows an Approver
to research information and either approve or return the PCR at a later date.

This cancel function does not cancel the PCR.
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Approving OM Workflow PCRs

Rejecting a PCR

When an approver rejects/
returns an OM PCR to the
initiator, a final dialog box
will appear. Choosing to
complete the action at this
point, does not mean that the
approver is setting the entire
PCR to a completed status,
only that the approver is
completing the “rejection” of
the PCR.

[= This Work Ttermn Has To Be Completed Explicitly...

i_" Info. EE'LDQ Hﬂ']htt}lchmnts |4

l%g,f'-\gents ‘

4601 - OM Action Approver Comments for 65002234 - PCR:

5000002078

Description

Flease enter comments.

Objects and attachments

= CM ZActicn: 50000020780044

= CM Header: PCR 5000002078
— Position: 65002234

* OM Control: Workflow
Tracker

)

[@ Complete Work Item HX Cancel ]
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EXERCISE 3.1: Approve a Position PCR

been sent.

SCENARIO

A Position Reallocation PCR has been sent to your Inbox. Review
the PCR and accompanying note. Approve the PCR. Note that you
are the OM Division/Agency Approver.

After you have approved the PCR, go into your Outbox and use the
Workflow tracker to see the next Approver to which the PCR has

Instructions

Access the Business Process Procedure (BPP) from the Training HELP website
http://www.osc.nc.gov/training/osctd/help/. Follow along with the BPP to complete the exercise.

1. From the Easy Access screen, click SAP Business Workplace I@[

2. Click the node beside Inbox P €2 Inbox ¢, expand it.
3. Single-click Workflow. The PCRs that have been sent for approval are listed in the right
column.
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10.

11.

12.

13.

14.

15.

16.

Click @l to update the screen. This ensures that the most current PCRs that have been sent
to the Inbox display.

Click one time (do not double-click) the applicable PCR below as assigned to you by your
instructor:

PCR #: Reallocate Up - Barbara Phillips’ Position

A | 5000002061 | F | 5000002066 | K | 5000002071 P 5000002076
B | 5000002062 | G | 5000002067 | L | 5000002072 Q 5000002077
C | 5000002063 | H | 5000002068 | M | 5000002073 R 5000002078
D | 5000002064 |1 5000002069 | N | 5000002074 | Inst1 | 5000002079
E | 5000002065 | J 5000002070 | O | 5000002075 | Inst2 | 5000002080

At the top of the screen, observe the Reserve button is active. The Replace button | 1s
grayed out. You will use these later in the course.

In the bottom section of the screen, scroll down and click the link for the OM_Header PCR -
<pcr number> Position <position number>. The PCR Position Action Request screen is
displayed.

r— NOTE: Observe there are three tabs (General, Time, and Cost).

Click each tab and review the information. Observe that you can view each tab but cannot
make any changes to the data.

Click the Services for Object button to review any attachments (or notes) that were
entered by the Initiator.

r— NOTE: The Services for Object button displays either an icon menu or a drop-down
menu depending upon whether you click on the right or left of the icon.

Select Attachment List. The Services: Attachment list pop-up displays.

Highlight the line item for the note, and double-click the Display button Gy . The Display note
pop-up is displayed with the note title and note information.
Click E to close the Display note pop-up.

Close the Service: Attachment list pop-up. If necessary, close the Services for Object menu.

Click the Back button & to return to the Business Workplace for Approver screen.

With the applicable PCR still selected, click the Execute button @ (or double-click the PCR
line item). Observe that you can also see the Header information from this screen.

Click the Approve change option. The Workflow item is sent to the next approval (Funding)
level.

= NOTE: Funding is the first approval for OM. Then it goes to the Division/Agency
Approver.
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Instructions - View Tracker

17.

18.

19.

20.

21.

22.

SINGLE-click Workflow items executed by me. The PCRs on which you have taken action
(approved or returned) are listed in the right column.

7  NOTE: Only the Initiator can cancel the PCR.
Select the PCR you want to review.

In the bottom section of the screen scroll down and click the link for the PCR_List: Workflow
Tracker. The Workflow action screen is displayed.

Review the screen for details for the Approvers, including the Approver roles as well as date
and time processed.

Exit the Workflow Tracker back to the Easy Access screen by either clicking the Back &
button or the X in the right hand corner.

This exercise is complete.
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EXERCISE 3.2: Reserve a Position Change PCR

SCENARIO

You have received a PCR to change the county of a position. When
you review the PCR and the accompanying note, you believe the
wrong county has been selected. Use the Reserve function to
remove it from Workflow until you complete your research. In this
exercise, you are the OM Division/Agency Approver.

Instructions

Access the Business Process Procedure (BPP) from the Training HELP website
http://[www.osc.nc.gov/training/osctd/help/. Follow along with the BPP to complete the exercise.

From the Easy Access screen, click SAP Business Workplace I@[

Click the node beside Inbox P & INbox ¢, expand it.

Single-click Workflow. The PCRs that have been sent for approval are listed in the right
column.

Click @l to update the screen. This ensures that the most current PCRs that have been sent
to the Inbox display.
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5.

10.

11.

12.

13.

14.

15.

16.

17.

Click one time (do not double-click) the applicable PCR below as assigned to you by your
instructor:

PCR #: County Change on Vera Glover’s Position

A | 5000002040 | F | 5000002045 | K | 5000002050 P 5000002055
B | 5000002041 | G | 5000002046 | L | 5000002051 Q 5000002056
C | 5000002042 | H | 5000002047 | M | 5000002052 R 5000002057
D | 5000002043 |1 5000002048 | N | 5000002053 | Inst1 | 5000002058
E | 5000002044 | d 5000002049 | O | 5000002054 | Inst2 | 5000002059

In the bottom section of the screen, scroll down and click the link for the OM_Header PCR -
<pcr number> Position <position number>. The PCR Position Action Request screen is
displayed.

Review the information. Observe that you can view the information but cannot make any
changes to the data.

Click the Services for Object button to review any notes that were entered by the
Initiator.

vy NOTE: The Services for Object button displays either an icon menu or a drop-down
menu depending upon whether you click on the right or left of the icon.

Select Attachment List. The Services: Attachment list pop-up is displayed.

Highlight the line item for the note, and click the Display button G . The Display note pop-up
displays with the note title and note information.

Click E to close the Display note pop-up.

Close the Service: Attachment list pop-up. If necessary, close the Services for Object menu.
Click the Back button & to return to the Business Workplace for Approver screen.

With the applicable PCR selected, click the Reserve button . You have now taken
ownership of the workflow item and removed it from the general Inbox of the other Approvers.
Observe that the icon for Reserve is now grayed out and the new icon (Replace) is active. You
will use Replace when you are ready to put the PCR back into the group of Agents again. At
this time, you decide that you still have more research to do, and so you are not ready to put
the PCR back into Workflow.

Click the Display Workflow Log button E to view who the Approvers are and the time stamp
of their approval.

From the “View WF Chronicle” Tab, click the Agents button Rea® hext to Ready to
view the options.

Click |EE Agents | This allows you to see the Approvers who would
have been able to approve the PCR if you had not reserved it. In your work environment the
list will have the Approvers names and ID numbers.
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18. Close the Agents pop-up.

19. Exit the Workflow Log back to the Easy Access screen.

This exercise is complete.
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Canceling an OM PCR (Initiator/Approver)

WF saved. not initiated:
— Contact BEST and they will delete infotypes
created in Planned status

- 5 isai 4601 - OM Action Reallocate Position Up for Posit
WF initiated but not
tl‘ll‘o‘ngll fil]al al)])l‘o\'al — Choose one of the folloving alternatives

Approver cancels by
returning to Initiator

Cancel and keep work item in inbox

The method you use to delete a PCR depends upon where it is in the process.
1. If the Workflow is saved but not initiated:

If OM Workflow was saved but not initiated, contact BEST and they will have the PCR set to
Canceled and delete the infotypes that have been created in Planned status.

2. You initiated Workflow but the PCR has not reached final approval:

Contact the Approver and request that the PCR be returned (rejected) to you. You can then
Execute the PCR. When the Decision Step in Workflow screen displays, click the Cancel PCR
option (illustrated below). The PCR disappears from your Inbox. You can still see it in your
Outbox > Started WF's; however, it will indicate it has been canceled.

Once BEST Shared Services approves the change, the PCR status will be set to Complete.
(Basically you are approving the cancellation of the PCR.).

Choose one of the following alternatives

Cancel OM Action
Change and Resubmit

Cancel and keep work item in inbox
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KNOWLEDGE CHECK

Answer Question

1. __ approval is not required for temporary positions.

2. The Send to OSHR option is not an automatic step and is only available
at the ___ approval level (depending on Agency Delegation of Authority).

3. When the Workflow item is saved, the HR/Payroll system assigns a ___.

4. The ___ Approver enters Cost information and budgeted salary.

5. The Cancel and keep the work item in inbox option does not ___ the PCR.

SUMMARY

In this lesson, you learned to:

Access Workflow Inbox in transaction code SBWP

Use the different Folders and options in Inbox and Outbox
Identify the Workflow Item Statuses

Identify the priority levels that can be set for a PCR

Open a Workflow Item

Review the Workflow Log

Use the Workflow Tracker

Use the Workflow Header

Describe how to cancel an OM PCR
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Approving PA Workflow PCRs

Introduction

Lesson 1:° Workflow Overview

Lesson 2: Accessing and Navigating the Workflow Inbox and Outbox
Lesson 3° Approving OM Workflow PCRs

Lesson 4° Approving PA Workflow PCRs

Lesson 5: Workflow Reporting & Troubleshooting
Lesson 6° Course Review

Objectives

* Describe the PA Personnel Workflow process
Discuss the routing and processing of PA Workflow PCRs

+  Approve PA Actions

PA Workflow Process Flow

The PA action is not complete until the

PCR has been approved and processed Agency HRE Master Data

by the Initiator. The Workflow PCR is Maintainer creates OSHEE- Appeovel
simply a form to collect some of the basic Personnel Action (as required)
information for approval purposes before R’Eqm"‘f‘ in SAP

the Personnel Action is processed (and | l

the employee’s personnel file is updated). -

When the approval process is complete, Agency Funding
the Initiator receives the PCR back in Division/Agency HR Approver

his or her Inbox. The Initiator executes Approval(s) T‘;‘F“"PP""_‘“
the PCR from the Inbox and the OSC v
HR/Payroll system automatically takes 1

the initiator to the appropriate screen l l

(Hiring for New Hires and Non-Beacon

to Beacon; Personnel Actions for all Agency Approver HR Initiator
others). The Initiator enters data or routes to OSHR for processesthe WF
saves all applicable infotypes (the Approval (as required) transaction in SAP
system has bundled all of the

appropriate infotypes that require

attention for the Action). After all infotypes have been completed, the Initiator receives the “Complete
Workflow Item” button. It is important that only when the PA Action has been completely processed
should the initiator mark the PCR workflow item as complete.

If the PCR is marked complete prior to the Action being completely processed in, the Initiator must
use transaction code PA40 to re-process the Action and enter data and/or save as applicable every
infotype appropriate for that Action.
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Additional Resource

You can find several additional support materials about Workflow buttons
and functions on the OSC Training HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html

Follow the following path to access the latest version of the job aids:

Personnel Administration > Job Aids

*  Business Workplace Button Functions

*  Business Workplace Overview Tree Functions

Approving PA Actions via the Inbox (SBWP)

SAP Easy Access
BE|S|EE 2
+ O Favores

* 4 SAP menu
» [ Office
¢ [ Cross-Applcation (
» [ Logistics
¢ [ Accounting
» [ Human Resources
¢ [ Information Syste

¢ [ Took

v A

Business Workplace of Workflow Agency Approver

Erlew massage MFnr folder MFrd document

WVorspEce: W orifiow -".l]E"ll."f' Approver

[ 2 lnbox |

= ] Unread Documents 0

= -

. Uveftue s
+ [@ peadine Messages 0
+ [ Incorract entnes 0

" f','il Qutbox

B f.'ﬁ Resubrmsson

v B Private folders

¢ & Shared folders

L a Folders subscribed to

« O Trash

* ¥ shared trash

M sppontment calendar B Dstrbution Ists

QSl«e) v (T8 (G & ... . 8]

Workflow 102

Ex, | Tite

€ 4601 PA Action - Separation (MC) for Leona Grayson0l PCR: 1

4601 PA Acton - New Hire (MC) for Yane Smith PCR:
" T

a- 4601 - OM Action Realocate Postion Up for Postion -

i~ ALLN L LA

100000

6500221

ﬁ 4601 - OM Action Realocate Poston Up for Postion - 6500221

& 4601 - OM Action Realocate Postion Up for Position -

6500222

a- 4601 - OM Action Realocate Postion Up for Poston - 6500222
@ 4601 - OM Action Realocate Posmion Up for Postion - 6500222
@ 4601 - OM Action Realocate Postion Up for Postion - 6500222
ﬁ 4601 - OM Action Realocate Poston Up for Postion - 6500222
-

Bl PRl A ssias e alisesss Pesbiss §in Gne Peeis s

Approving PA Actions is, in many ways, similar to the process you used to approve Position OM

Actions in earlier exercises. You will access your Inbox to locate PA PCRs that have been sent for you
to approve, cancel, or return.

You can view notes and attachments as well as using the Workflow Tracker and Log.
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EXERCISE 4.1: Approve a Promotion PCR

SCENARIO

A PCR to promote Allison Sellers has been sent to your Inbox.
Review the PCR and accompanying note. You need to approve it. In
this exercise, you are the PA Division/Agency Approver.

After you have approved the PCR, go into your Outbox and use the
Workflow tracker to see the next Approver to which the PCR has
been sent.

Instructions
1. Using information learned in previous exercises and your data sheet, approve the PCR.
Process Hints:
Go to your Workflow Inbox.

Select (do not double-click) the PCR. See table below and locate the PCR you need to use in
this exercise.

PCR #: Promotion: Allison Sellers

A | 1000005294 | F | 1000005299 | K | 1000005304 P 1000005309
B | 1000005295 | G | 1000005300 | L | 1000005305 Q 1000005310
C | 1000005296 | H | 1000005301 | M | 1000005306 R 1000005311
D | 1000005297 |1 1000005302 | N | 1000005307 | Inst1 | 1000005312
E | 1000005298 | J 1000005303 | O | 1000005308 | Inst2 | 1000005313

Review the comments.

Execute the PCR.

Approve the PCR.

Refresh the Inbox.

2. After you have approved the PCR view the item in the Workflow Tracker.

Process Hints-
Go to your Workflow Outbox.
Select the PCR you wish to review.
Open the Workflow Tracker and review the PCR.

Exit the Workflow Tracker
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This exercise is complete.
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EXERCISE 4.2: Reject a Salary Adjustment PCR

SCENARIO

A PCR to give a salary adjustment to Nancy Gonzalez has been sent
to your Inbox. Review the PCR and accompanying note, and then
reject it. You will be required to write a note explaining to the
Initiator why you are rejecting the PCR. In this exercise, you are
the PA Division/Agency Approver.

Rejecting PCRs

The HR/Payroll system allows up to 20 initiations, approvals and/or rejections of a PCR. If the PCR is
rejected numerous times, this places it at risk for being lost.

Use the Workflow Log or Tracker to see how many approvals/rejections have taken place on a
particular PCR.

BEST BUSINESS PRACTICE: A good practice to perform is to enter the rejection comments, not only
in the mandatory pop-up box for the comments, but also in the PA PCR Services for Objects as well.
This creates a sort of “one-stop” location for all comments about the PCR.

Go to
Go to Select
PCR . i b il e Return to

Header Obiects Initiator
Instructions
1. Go to your Workflow Inbox.
2. Select (do not double-click) the PCR. See table below and locate the PCR you need to use in this

exercise.

PCR #: Salary Adjustment: Nancy Gonzalez

A | 1000005314 | F 1000005319 | K | 1000005324 P 1000005329

B | 1000005315 | G | 1000005320 | L 1000005325 Q 1000005330

C | 1000005316 | H | 1000005321 | M | 1000005326 R 1000005331

D | 1000005317 |1 1000005322 | N | 1000005327 | Inst1 | 1000005332

E | 1000005318 | J 1000005323 | O | 1000005328 | Inst2 | 1000005333
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3. Open the PCR to review by SINGLE-clicking the PCR Header in the lower right-hand corner of
the screen.

4. Access the Attachment list on Services for Objects and double-click on the note to read the
comments from the Initiator.

5. Close the comments pop-up box.

6. While still in the Attachment list, click on the New > Create note button.

7. Enter the title of your note as Rejection Comments.

8. Enter your rejection comments in the text box below the title.

9. Before you click the green check button, copy those notes.

10. Now, click the green check button. You are again on the Services for Objects attachment list.

11. Click the green check button.
12. Click the green back arrow to return to the PCR list in Workflow screen.

13. Make sure your PCR is still selected (highlighted).

14. Open the PCR by either double-clicking on the selected PCR or clicking the Execute (F8)
button.

15. Click the Return to the Initiator option. An Approver Comments dialog box opens on the
screen.

16. Paste the text you copied in step 8 in the text box in the Approver Comments box.
17. Click Save. A pop-up box displays indicating that the approver comments have been saved.

REMEMBER...after entering the rejection note, do not click the Green Check mark first.

18. Click the green check to close the pop-up box.
19. Click the Back button to return to the Inbox.
20. Click the Update button to refresh the Inbox.
21. On the SAP Business Workplace, click the Outbox.

22. SINGLE-click Workflow items executed by me. The PCRs on which you have taken action
(approved or returned) are listed in the right column.

23. In the Inbox, SINGLE-click the PCR you just rejected.

24. At the bottom right-hand area of the screen, SINGLE-click the PCR List: Workflow Tracker.
The Workflow actions screen is displayed.

25. Locate the X mark under the Comments column.

26. Select that line by clicking on the box to the left at the beginning of the line.

217. Click the Notes |m| button at the bottom left-hand corner. A comment box is displayed
with the Approver’s rejection comments.

28. Click the Back button to return to the Workflow actions screen.
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29. Click the Back button again to return to the SAP Business Workplace screen.

I~ NOTE: Adding all comments about the PCR to the Services for Objects button, including
Send to OSHR notes, will keep all comments about that PCR together in one location and
will eventually be copied to the Actions infotype during the PA Actions infotype creation
process.

This exercise is complete.
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EXERCISE 4.3: Cancel a Suspension PCR and
Keep it in the Inbox

SCENARIO

A PCR to place Ronald Barr on suspension has been sent to your
Inbox. After you view the PCR you decide that you need to research
this request. You think the effective date should be earlier than the
date on the PCR. After you review the PCR and accompanying note,
use the Cancel and Keep work item in Inbox option function to
remove it from Workflow until you complete your research. In this
exercise, you are the PA Division/Agency Approver.

Instructions
1. Select (do not double-click) the applicable PCR and use the Header to review the note. See
table below.

PCR #: Cancel Suspension: Ronald Barr

A | 1000005274 | F | 1000005279 | K | 1000005284 P 1000005289
B | 1000005275 | G | 1000005280 | L. | 1000005285 Q 1000005290
C | 1000005276 | H | 1000005281 | M | 1000005286 R 1000005291
D | 1000005277 |1 1000005282 | N | 1000005287 | Inst1 | 1000005292
E | 1000005278 | J 1000005283 | O | 1000005288 | Inst2 | 1000005293
2. Click the Back button to return to the Approver screen.
3. Observe that the Reserve icon on the toolbar is active. Also notice that the Replace icon is
grayed out.
4, With the applicable PCR selected, execute the PCR.
5. Select the Cancel button and Keep Work Item in Inbox option. You have now taken ownership

of the workflow item and removed it from the general Inbox of the other Agents.

Observe that the icon for Reserve is now grayed out, and Replace is active. When you are ready to put
the PCR back into the group of Agents again you can use Replace. However, if you are ready to

approve it, you can merely click Execute without placing it back into Workflow.
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The use of the Cancel and Keep Work Item in Inbox function is the equivalent of using the Reserve
button. However, Replace merely puts it back into the Workflow again without any action taken
whereas Execute and clicking an option means that you took action on the request.

This exercise is complete.
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EXERCISE 4.4: Replace a PCR and Approve It

SCENARIO

You have finished researching both the Position County PCR (from
Exercise 3.2). You determined that the PCR as originally submitted
is correct. Process the PCR.

7 NOTE: If you wanted to place the PCR back into the Inbox of
all Approvers at your level, instead of executing it, you would
use the “Replace” icon to place it back in Workflow.

Instructions

1. Using information you learned in previous Exercises:

Approve the Position County Change PCR.

PCR #: County Change on Vera Glover’s Position

5000002040 5000002045 | K | 5000002050 P 5000002055
5000002046

5000002041 5000002051 Q 5000002056

5000002052 R 5000002057

5000002043 5000002048 5000002053 | Inst 1 | 5000002058

H| Ol Q| ®| >

F
G
5000002042 | H | 5000002047
I
)

olz|=z|r

5000002044 5000002049 5000002054 | Inst 2 | 5000002059

Return to the SAP Easy Access screen.

This exercise is complete.

O A A A A R L S S R R R G R R R R R R A R S S S S SR O R R R

(.-—-"'“_— o updated - 6-27-16 Page 47
ﬁ.}h ‘: :r” mning ©2016 State of North Carolina All Rights Reserved



Approving PA Workflow PCRs BEACON SAP Workflow for Approvers

WF220

EE S S S A A A S SR S SR SR SR SR SR R SR SR S S SR SR SR SR R R S R S S

EXERCISE 4.5: Replace a PCR, Approve It and Send to OSHR

SCENARIO

You have finished researching the Suspension for Ronald Barr
(from Exercise 4.3). You determined that the PCR as originally
submitted is correct. Process the PCR. You will send the Suspension
PCR with comments on to OSHR.

Instructions

Process Hint: Don'’t forget your note to OSHR. Do this by adding it on the Services for Objects
option when you view the PCR.

2. Using information you learned in previous Exercises:

Send the Ronald Barr Suspension PCR to OSHR.

PCR #: Cancel Suspension- Ronald Barr

A | 1000005274 | F 1000005279 | K | 1000005284 P 1000005289
B | 1000005275 | G | 1000005280 | L 1000005285 Q 1000005290
C | 1000005276 | H | 1000005281 | M | 1000005286 R 1000005291
D | 1000005277 |1 1000005282 | N | 1000005287 | Inst1 | 1000005292
E | 1000005278 | J 1000005283 | O | 1000005288 | Inst2 | 1000005293

Return to the SAP Easy Access screen.

This exercise is complete.

LI I S A A A A S S S SR SR SR SR S R L A A B B S SR SR SR SR SR R S O

Additional Resource

You can find several additional support materials about Workflow buttons
and functions on the OSC Training HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html

Follow the following path to access the latest version of the job aids:

Personnel Administration > Job Aids
PA Workflow Inbox
PA Workflow Routing Process
PA Workflow Steps in Approval Process
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KNOWLEDGE CHECK

Answer Question

1. TRUE or FALSE: The PA action is not complete until the PCR has been
approved and processed by the Initiator.

2. When a PA PCR has been completely approved, the ___ receives the PCR
back in his or her Inbox.

3. You can view notes and attachments as well by using the ___.

4, Executing and clicking an option means that you took ___ on the request.

SUMMARY

In this lesson, you learned to:
Describe the PA Personnel Workflow process
Discuss the routing and processing of PA Workflow PCRs
Approve PA Actions
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Workflow Reporting & Troubleshooting

Introduction

Lesson 1: Workflow Overview

Lesson 2: Accessing and Navigating the Workflow Inbox and Outbox
Lesson 3° Approving OM Workflow PCRs

Lesson 4 Approving PA Workflow PCRs

Lesson 6 Workflow Reporting & Troubleshooting

Lesson 6° Course Review

Objectives

Explain common error Workflow issues and errors
Execute Workflow reports to display the Workflow status
Execute reports to determine Workflow security levels
Create and save a variant for a report

Retrieve a variant for a report

Workflow Report Overview

The Workflow Report allows Approver and Managers to see at a glance the:

Type of Actions and reasons created in the Agency
Actions that are awaiting approval and at which approval level
Length of time an approval has been waiting

Transaction codes:

— ZPA0189 (PA reports)

—  ZOMO0178 (OM reports)

— ZPAWFMON (PA Workflow Process Monitoring)
— ZOMWFMON (OM Workflow Process Monitoring)
Reports can be run based on security by:

— Agency
— Groups
— Individual PCR

The Workflow Report Job Aid is located in both the OM and PA folder on the OSC Training
HELP website. Access the job aid online at: http://www.osc.nc.gov/training/osctd/help/

Locate the Job Aids sub-folder. You will find the Job Aid there.
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Searching for PCRs

When using Workflow reports, results can be narrowed by utilizing some or all of the following
criteria:

PA

Personnel number

Action type

Personnel area

PCR ID

PCR Workflow Approval Level

OM
Position ID
Action
Personnel area
PCR ID
PCR Workflow Approval level

Report Options

Sort Filter Print Woard Mail Graphic Select

Ascending Preview recipient layvout

a7 2 @ =< ey B

Sort Total Exce]l Localfile ABC Change Save

Descending analysis layout  layout
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Workflow Reports

Modify Layout

[E Change layout

Displayad Colu

Co

Displayed Columns

Mame of action type
Mew PSA

WE Approval Ll
PCRID

Personngl number
Action Type
SEM(Last 4)

Mew Pa

Reason for Action
Mew EG

Mew ESG

[4]]

a0

g

Cuﬁ?’nn Set

Caolumn Name

Agency
Marne af reason for action
Start date
ew PS Type
ew PS Area
Mew PS Grp
Mew PS L
Mew Ann Sal
Currency
Planned comp. type

042 IE3

+  Use the Change Layout option to remove fields that you do not want to display from left to

right.

*  Drag and drop columns on the report to change the order.

Save Layout

+  Save layout field

— Short name (begin with Z for user-specific)

* Name

— Longer description for the layout

User-specific

— Only you have access

*  Default setting

— Indicates you want the layout to display each time the report is run
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Use a Layout

Complete search criteria fields for the report.

Click the Select layout option.
-=0OR - =

From the menu: Settings > Layout > Choose.
Select the applicable layout option.

Execute the report.

PCR Troubleshooting

There are several reasons why a PCR may appear to be “lost.” It is best practice to record the PCR
number, date and position number (if applicable) to track a PCR later in case it is “lost.”

1.

If the Initiator merely saved the PCR and did not click the Initiate Workflow button, the PCR
is not visible in their outbox. Therefore an Approver who is waiting to see the PCR in the
Approver Inbox will not be able to see it in their inbox. The Initiator may choose edit in either
ZOMA069 (OM) or ZPAAO076 (PA).

The Initiator or Approver has incorrect security roles to process a PCR.

If a user is an Initiator as well as an Approver, it can sometimes be confusing. That is because
the same PCR will leave the Inbox of the Initiator role and be sent to the Inbox of the Approver
role (which to the employee is the same Inbox).

In PA, the Initiator has to click a “Completed Workflow Item” button when the personnel
action has been processeed. In some cases, the Initiator may have inadvertently clicked the
button prematurely after backing out of an Action without processing all infotypes.

If a PCR/workflow item is “touched” more than 20 times or too quickly by an approver, it can
disappear from the workflow process automatically. Contact BEST Shared Services to confirm.
A new PCR may need to be created.

If an approver who si out of the office has PCRs they have reserved, the Agency can submit a
ticket to BEST Shared Services to have a Workflow substitution granted. The user that is
substituting must have the same security role(s) as the one for whom the user is being
substituted.
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EXERCISE 5.1: Execute the Workflow Report (PA)

SCENARIO

You need to see if there are any Suspension and Reallocation
Actions awaiting approval for the Natural & Cultural Resources
Personnel Area. In addition, you want to change and save the
layout to your specifications.

7 NOTE: For PA Actions use transaction code ZPA0189; for OM
use ZOMO0178.

Instructions

1. From the Easy Access screen, enter ZPA0189 into the Command Field.

2. Enter.

3. In the Action Type field, use the matchcode to select the codes for Suspension to Reallocation.
4. In the Personnel Area field, use the matchcode to select Natural & Cultural Resources.

5. Enter and Execute.

6. Click the Change Layout button and move items on the left Columns Displayed panel to the

Column Set on the right until only those in the list below are visible in the Columns Displayed:

Name of action type
Name of reason for action
+  WF Approval Lvl
+ PCRID
*  Personnel number
Effective Date
+  Name of employee or applicant

. Created Date

7. Click the green check to close the Change Layout pop-up.

8. Assume you have decided to move the order of the columns. Drag and drop the columns so that

they display left to right as shown below:

+ PCRID

+  Name of action type
Name of reason for action

+  Effective Date

*  Created Date

+  WF Approval Lvl

*  Personnel number

+  Name of employee or applicant

("" o updated - 6-27-16
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9. Click the Save Layout g button.

Save As... | Save with

Layout * Layout description Default setting
i i
Save Layout 1|
Harme:
Usar-spacific Defaulk satting
)]
10. In the Save Layout field, enter: ZxxTrng (where xx = your initials).

= NOTE: When you use the User-specific button, you must begin the field with the
letter Z. When saving as a public layout, use the forward slash (/) at the beginning of
the Save Layout name.

11.  Inthe Name field enter xx (your initials) Training.

12. Click the User-specific checkbox. This indicates that the layout is restricted to your user ID. If
you do not select User-specific, the layout can be used and modified by anyone with the
security to run the report.

13. Click the green check. A message displays indicating that the layout is saved.

14. Click the Back button to return to the Report criteria screen.

Now save as a variant for the rest of your team to use.

15. On the Menu at the top of the screen, click Goto > Variants > Save as variant. The Variant
Attributes screen is displayed.

Variant Attributes
& Copy Screen Assignment [
Varzant Name
Description
16. Create a name in the Variant name field.

17. Create a description of the report in the Description field that identifies the purpose of the
report.

18. Save your variant.
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The next time you need to use a Variant:

+  Click the Get Variant button or select menu path Goto > Variants > Get.
In the pop-up box, double-click desired Variant to select.

The system will populate your report with the fields you set up when you created the
variant.

*  Modify and enter data as needed prior to executing the report.

19. Click the Back button to return to the SAP Easy Access screen.

This exercise is complete.
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EXERCISE 5.2: Use a Saved Layout to Run the Workflow Report

SCENARIO

You need to see if there are any Promotion PA Actions for Personnel
Area 4601 (Natural & Cultural Resources) awaiting approval. You
want to use the layout that you previously saved.

1. From the Easy Access screen, enter ZPA0189 into the Command Field.

2. In the Action Type fields, use the matchcode to select Promotion.

3. In the Personnel Area field, use the matchcode to select Natural & Cultural Resources.

4. Click in the ALV variant field and select the layout you previously saved.

5. Enter and Execute. The report should display with the same layout as in the previous exercise.

r— NOTE: If you forget to select the variant layout to executing the report, you can still
apply the layout after you are in the report. To do so, click the Select layout button and
choosing the applicable saved layout.

This exercise is complete.
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Additional Resources

You can find several additional support materials about Workflow buttons,
functions, and reports on the OSC Training HELP website:

http://www.osc.nc.gov/training/osctd/help/index.html
Follow the following path to access the latest version of the job aids:

Organization Management > Job Aids
*  Business Workplace Button Functions
*  How to Locate an OM PCR
* OM Business Workplace Dynamic Columns & Layouts
*  Business Workplace Overview Tree Functions
*+ OM Workflow Inbox
+ OM Workflow Routing Process
*+ OM Workflow Steps in Approval Process

Personnel Administration > Job Aids
*  Business Workplace Button Functions
*  How to Cancel a PCR
*  How to Locate a PA PCR
*  PA Business Workplace Dynamic Columns & Layouts
*  PA Business Workplace Overview Tree Functions
+  PA Workflow Inbox
+  PA Workflow Routing Process
*  PA Workflow Steps in Approval Process
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SUMMARY

In this lesson, you learned to:

+  Execute the Workflow Report

Access and execute the Workflow Report for PA and OM

Change the layout of the report

Create a variant for the report

Retrieve a report variant

Modify funding for a position

Change the Cost Distribution on a PA Action (as the Funding Approver)
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Course Review

Introduction

Lesson 1: Workflow Overview

Lesson 2: Accessing and Navigating the Workflow Inbox and Outbox
Lesson 3° Approving OM Workflow PCRs

Lesson 4 Approving PA Workflow PCRs

Lesson 5 Workflow Reports

Lesson 6° Course Review

Objectives

Explain the Workflow process for Organizational Management (OM) and Personnel
Administration (PA)

Identify key differences in the routing of Workflow (WF) Items in OM and PA
Access, navigate and complete items within the Workflow Inbox
Use Key features to manage OM/PA Workflow Items

Execute reports

Next Steps

Monitor the HR/Payroll System communication

— BEST Shared Services web site (especially the Updates tab)
URL: http://www.osc.nc.gov/BEST/index.html

— BEACON Training website: What’s New link
URL: http://www.osc.nc.gov/beacon/training/whats new.html

Review conceptual materials
Access the Training HELP site

URL: http://www.osc.nc.gov/training/osctd/help
Practice what you've learned

URL: http://mybeacon.nc.gov

— Client 899
— Use your current NCID user name and password

Continue to monitor updates on the BEACON University website for information regarding any
future training that you are scheduled to attend.

Keep your training materials close by as a ready reference.
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Want to practice what you have learned from your desk?

I~  Follow the link provided above to access the training client through the HR/Payroll Portal. The
training client is number 899. Your current NCID user name and password are used to access
the practice environment.

Need transactional assistance?

Remember to access the Training HELP website when you need assistance in completing
transactions. As stated above, the work instructions can be accessed on line through the web
link in the steps above.

Course Assessment/Evaluation

Follow the instructions given by your instructor to complete your evaluation of today’s class in the
Learning Management System (LMS).

CONGRATULATIONS!

You'’ve completed the course!
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