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Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

Purpose

Use this procedure to Approve a Travel Request / Travel Expense Report from Approver's UWL.
Trigger

Perform this procedure when a Travel Request/Travel Expense Report Approval from Approver's
UWL.

Prerequisites

e Travel Request Number (Trip Number)

Menu Path
Use the following menu path(s) to begin this transaction:
e Travel =* Universal Worklist =* Tasks
Transaction Code
N/A
Helpful Hints
e xxxx within a document represents a variable which may consist of a name, number, etc.
e Inthe field description tables, R indicates the action is required, O indicates the action is optional,

and Cindicates the action is conditional.
e The following notes maybe used throughout this work instruction:
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Travel Request Approval from
Approver's UWL

Business Process Procedure

Transaction Code: N/A

General o Offers additional information such as policy.
Cautionary A Indicates that an action MUST BE completed.
Critical 8 Indicates that an action MUST NOT BE completed.
Shortcut /‘{/ Indicates a shortcut to a process.
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

Procedure

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

Upcoming Dates - SAP NetWeaver Portal

Welcome Test TravelF_1 Hekg | Log el w

Upcoming Dates History,, BackForward®
I 1

Detailed Havigation =
« Upcoming Dates

« Aboul BTS

= ALEAT - A3 Lagoll Procedure

= Tech Suppent

= Hglp Zone

« Learning Zone

= SAF Business Workplace

= Time Slalemend

LRF QA System

= Accoun] Sirng Yizand
= Fundifunctional Area Transiador

Paortal Favorites E 0O

2. Log in as Approver, In this example: TravelWF_1. Click kikatiibin tab to display the list of Trip Numbers

waiting for Approval
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

Universal Worklist - SAP NetWeaver Portal

The kst of Eems shown here could be outdated, Waiing for update
SAPoffice Mads ~  Tracking
-] Create Task v W&
From Sent Date Pioity ¥ | @ | DueDate Status =
RT106, Test  Today Medum & New
RT106, Test  Today Medium & In Progress
RT106, Test  Today Medum & Hew
Aporove Tray 7 from KAPOOR, Raj May 6, 2013 Medum & Hew
L 00535089
wi Travel B from RT108, Test May 6, 2013 Medum ﬁ Hew
00525157
Approve Travel from RT106, Test  May 3. 2013 Medum & Hew
0525157
A T i RT106, Test  May 3 2013 Medium o Hew
90525157
we Travel R from RT104, Test  Apr29 2013  Medum & In Progress
Q0675467
we Travel R from RT104, Test Apr 26, 2013 Medum ﬁ In Progress
|| Q0875467
Approve T 100 from Wing, Mathew  Apr 23,2013 Medum & New
|| QoET09%E =
Approve Travel Request 0090000112 from 00525157
Sent Date: Today By RT10€, Test Priority” Wedum
Status: Hew
Descriphon:  Approve Travel Reguast 0090000112 from 00525157 Central Office Travekss

3. Click on appropriate Approve Travel Request Trip Number link. In this example:
Approve Travel Request 0090000120 from
00525157

B Travel Request Number, Personnel Number, and Employee Name is displayed for the selected
Trip.
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel R(-?quest Approval from Transaction Code: N/A
Approver's UWL

SAP
[E SAP E
Parsonnel Mo. | Trip Mumber | Starl Date |EndD'a'bu I -
4 525157 | S0000120 | 0452202013 (4242012
[ A Approver | [ Detete Approver |
Approvers Preview |usert  [Mame |Location of Position | Status [Aced By Actedon  [Acted Time | ]
= O First Approver [oi'n] 00:00:00
LN TRAVEL... TRAVELWF_1 1006701 00:00:00
EMMM IE.D«IGD& Reviewsr I
Restewars Preview |usedn  [Name |  Posion|Location of Position | ]
User Comments
[ [ [ ) )
Li1,Co1 Ln1-Ln 1of 1lines
Commaents History
[Elol=] 2] Rl @il
BB

alo|

| & spprove || £ Reject || Save spproversReviewers |

4. Double-click on Trip Number to display Trip details. In this example trip number: .
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Title: Travel Request Approval from Approver's UWL

Area: Travel Management

Business Process Procedure

Travel Request Approval from
Approver's UWL

Transaction Code: N/A

Central Office Traveler, PersNo. 525157, Trip No. 90000120

Trip Edit Goto Exras System Help

1 AHCEe RHE Do FHE @@

Central Office Traveler, PersNo. 525157, Trip No. 90000120

| simutate | | 2 Account Assignment || &8 History | | ]

General Trip Data_~ PDFR Reimbursement E
From 64/23/2013[3):00) Reason [AnnualMath Confer_ || M1| 40 =
End |04/24/2013[18:38) City  |Covina || 7rv.s 1] TAc A
Country |US |Region |CA |
PostingDate  |05/10/2013]
Alternative Cost Assignment for Entire Trip, If Different to Master CA
100% | n| [  costDistioution |
5
No [R_[ExpTy [Name [Pa_[Amount [Curmcy _ [Exch.Rate  |Acco_[Date [info [ L
002 . |CONP DistictPrePai_ [7] 120.00 USD 1.00000  USD ©4/23/2013 P-Card E
|e03 [~ |FoP0 FunDayPerpi_ [ 49,00 USD | 1.00000  USD B4/23/2013
" leea [ |MISC OtherExpenses [ 40.00 USD | 1.00000  USD ©94/23/2013 T-Card T
™ lees = .00 USD ' USD 094/23/2013 o
oo =l 0.60 USD USD  04/23/2013 T |-
" leer Il 9.00 USD USD  04/23/2013 Emic
Qo W)
| | PROS P3| sapanc2te [INS | - [ =5 [P

5. Click on — tab to view the Mileage details
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Title: Travel Request Approval from Approver's UWL

Area: Travel Management

Business Process Procedure

Travel Request Approval from
Approver's UWL

Central Office Traveler, PersNo. 525157, Trip No. 90000120

Transaction Code: N/A

Trip Edit Goto Exras System Help

sap

g

20 e@e SHE NDAD [ @B

Central Office Traveler, PersNo. 525157, Trip No. 90000120

[P simulate | | [ 2 Account Assignment || 8 History | | |HI|

General Trip Data_~

' PDFR Reimbursement

N

From |04/23/2013[):68) Reason  Annual Math Confer_ | | M|

48

End [04/24/2013[18:36] City  [Covina || TTy.8

1] TAc Al

Country |US |Region [CA |

Posting Date 05/10/2013|

Alternative Cost Assignment for Entire Trip, If Different to Master CA
100% | a| [85 costDistibution |

Trip Segmenls

|Date [Total |StartLocati [End Location |
4/23/2013 20Los Angeles Conference Site
4/24/2013 20 Conference _Los Angeles
42412013 1]
42412013 o
4/24/2013 | a
4/24/2013 al

[«

an|

W]

| PrOS P8 | sapane2te [iNs | - | 0 [

Click on — tab to view the Comments
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel R(-?quest Approval from Transaction Code: N/A
Approver's UWL

Central Office Traveler, PersNo. 525157, Trip No. 90000120

Trip Edit Goto Exras System Help EE :!:
@ 21 AH @ BHE HhLon HE @
Central Office Traveler, PersNo. 525157, Trip No. 90000120
|~ simulate | || & Account Assignment |[ 8 History | |
General Trip Data_~ ' POFR Reimbursement E
From ©84/23/2013 88:00) Reason  AnnualMath Confer_ || M1| 40 ~
End |04/24/2013)18:38) City Covina .5 |1 TAc (A
Country |US Region CA |
Posting Date 05/10/2013|
Alternative Cost Assignment for Entire Trip, If Differentto Master CA
100% | n| [  costDistioution |
7 |
Commenils
Lofofe] fofcf el (2]
Annual Conference Attending
[+
LI W[«[]
| | Pros 8 sapancate [INs [ - [ =5 [P

A . . .
7. Click on |3 Cost Distribution button to view the Cost Account Assignment details
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel R(-?quest Approval from Transaction Code: N/A
Approver's UWL

Trip Data Display: Enhanced Cost Assignment for Entire Trip
8 III:«'Tn'p Data Display: Enhanced Cost Assignment for Enfire Trip y

% Distrib. |Cost Center |Order WBS Element |[Fund Grant Functional Area

100.80 1006781 010-0000 NOT_REL. BO8B-7200-132BT:

A0 5

[ ] T L] [

8. Click on L button to close the Cost Account Assignment details screen.

Last Modified: 6/19/2013 9/24 Business Process Procedure



Title: Travel Request A

pproval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from Transaction Code: N/A

Approver's UWL

Central Office Traveler, PersNo. 525157, Trip No. 90000120

Trip Edit Goto Extras System Help

sap

@ 21 AH @ BHE HhLon HE @

9 @[3 Central Office Traveler, PersNo. 525157, Trip No.

90000120

|~ simulate | || & Account Assignment |[ 8 History | |

General Trip Data_~ ' POFR Reimbursement

N

From ©4/23/2013/08:00| Reason AnnualMathConfer. || M1 48
End |04/24/2013[18:30] City  |Covina ™y.s 1]

Country (US Region CA

Posting Date 05/10/2013|

Alternative Cost Assignment for Entire Trip, If Different to Master CA
100% | a| [85 costDistibution |

Comments

(] 1] Gl

Annual Conference Attending

[«

an|

W]

| PrOS P8 | sapane2te [iNs | - | 0 [

Click on dle] button to display attached documents
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Title: Travel Request Approval from Approver's UWL

Area: Travel Management

Travel Request Approval from

Approver's UWL

Central Office Traveler, PersNo. 525157, Trip No. 90000120

Business Process Procedure

Transaction Code: N/A

Trip Edit Goto BExras System Help

SAP

N dDe@e DHE Bood 0 8

Central Office Traveler, PersNo. 525157, Trip No. 90000120

o B S 8

Gen  Private note ' PDIFR Reimbursement E
Fro| geng ‘Annual Math Confer.. || M1 | =
ﬂt 5‘7'_1:'_.'::-'”: g |Gw’na TTy. S TAC A
Workflow US |Region |CA
My Objects Date  |85/10/2013
% Help for object senices p. If Differentto Master CA
100 w—y '[85 CostDistibution |
Comments
Ll odef oo pales] (@)
| Annual Conference Attending I
[~
[=
| B[]
| I | ProS FHl| sapame2te [INS | - | = [P

10. Click on _ menu item
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

Service: Attachment list

III::«'Ser'u'ice:Attachmentlist
[Dnew 2] sc[@] 2 [T (R ] [ &] F]8] 2] B2 (2] 2]=13]
AttachmentFor00a0000120

Icon | Title [Creatnr MName | Created 0n1
11 - T  Estimated Travel Doc RT106 Test User 051072013

V|||

11. Double-click on Attached Document Title to display attached documents, In this example:

Estimated Travel Doc
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éﬂ E Title: Travel Request Approval from Approver's UWL

2 ! ;li Area: Travel Management
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Business Process Procedure

Travel Re'quest Approval from Transaction Code: N/A
Approver's UWL

Estimated Travel Doc

@ e~
HOME [MSERT DESIGRM PAGE LAYOUT EEFEREMCES MAAILIMNGS REVIEW VIEW Signin &
ol " a w N I M Find -
Ty = - FE Hr—J i = = 4] aq . - A !
Calibei (Body) |11 A a Ra- G oiz-gz-tne 8 DY | sasbcepe| sasbcoe AaBhCt AaBbCel ® o
e 23 Replace
P‘_’" ¢ BIU-mxx A-¥%-A-B=== - H-2- TNormal | TNoSpac.. Headingl Heading2 's| ey,
Clipboard ra Famt & Paragraph o Syles & Editang ~

W nmaind Fapsd Doc g - daioba Nandhar
Fin [0 Woem iaiem Heip
diFebde= LD RCE. AELIEIRN - B RR=R " A"

12

(e s =]

L ANCEE AT SRR, DESTRAT

HTEHMMEW‘JI'M W ENTRY (Wl ST TR
- — — — |

[ —— |
SN —m——— — | —
P i S i o - - —— —

H——rt——rly |

e [ (e

T W

L == -
= | :_;_;_r. - O O
- --—.-—a-—-‘-—wﬁ_ :

i

T s ki el i ik

= M e ety e —_—
L — Ee— e P S ——— .
ittt I )
uwsreeseea PR e i e L e e e
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12. Attached document displayed here.
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Title: Travel Request Approval from Approver's UWL

Area: Travel Management

Business Process Procedure

Travel Request Approval from
Approver's UWL

Service: Attachment list

Transaction Code: N/A

III:' Service: Attachment list

REE R EIE IR EIEE

NEIEEEER

AttachmentFor00200004120

IcnanitIe ICreatnrName |Created Dn1
T Estimated Travel Doc RT106 Test User 05/10/2013
13 Hv|
13. Click on button to continue
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Title: Travel Request Approval from Approver's UWL

Area: Travel Management

Business Process Procedure

Travel Request Approval from
Approver's UWL

Central Office Traveler, PersNo. 525157, Trip No. 90000120

Transaction Code: N/A

14

Trip Edit Gote BEdras System Help

SAP

G A2 e QHE DNO8 FE @

‘@ 1| Central Office Traveler, PersNo. 525157, Trip No. 90000120

| simulate | || 2 Account Assignment || &8 History | |

General Trip Data ' PDIFR Reimbursement E
From |04/23/2013/08:00/ Reason |Annual Math Confer_ || M1 | B
End  [04/24/2013(18:30] Cily  |Covina |} TIv.8 TAc Al
Country US |Region [CA |
PostingDate  |85/108/2013|
Alternative Cost Assignment for Entire Trip, If Different to Master CA
100% | n [B  CostDistibution |
Comments
I (50 0 1 1 g [
Annual Conference Attending
[«
[=
K| W(«]»]
| I | PrROS | sapane-2te | INS | < &)

14. Click on & button to go back to UWL
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Business Process Procedure

Travel Re'quest Approval from Transaction Code: N/A
Approver's UWL

SAP

= SAP

Personnel No. | Trip Number | Stat Date [EndDate |
SZ515T | 90000120 04232013 047242013

| Add Approver | B Delete Approver |

|Approvers Preview [usenD  [Hame [Location of Position  [Status [Acted By [Actedon  [Aced Time |
= (§ First Approver ok 0000000
=& TRAVEL . TRAVELWF_1 1006701 00-00:00

i Agd Revewsr | Detete Revewer |

|Reviewers Prevew |usent  [Hame | Positon |Location of Position |

User Comments

Ll ofe] (] Col)] el
I

1y |

15
Li1.Co1 Lm1-Ln 1001 Enes
Comments History
(4 [ (50 O ) () [
[
g [olo)
| &7 Approve || £ Reject ||H Save ApprovessReviewers |
15. As required, complete/review the following fields:
Field R/O/C Description

Comments © Any Information related to Conference Attendance

Example:
Approved Trip Number 90000120
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel R(-?quest Approval from Transaction Code: N/A
Approver's UWL

SAP

= SaP &

1y |

Personnel Mo. | Trip Number | Stat Date | EndDate |

55157 | 90000120 04232013 04242013
|Emuprmr |Enﬂﬂtmm |
[Approvers Prevew |useno  [name [Location of Postion  [Status [Actea By [Acedon  [acteaTime |
= (§ First Approver oD D000:00
=& TRAVEL . TRAVELWF_1 1006701 00-00:00

i Agd Revewsr | Detete Revewer |
||[Revewers Preview |usent  [Hame | Positon |Location of Position |

User Comments

I I g A 3] )

Approved Trip Nusber 9906612

* Li1,Co30 Ln1-Ln10f1nes
Commnts History

a1 -

ool la][x]
& Approve || £ Reject ||[H) Save ApproversReviewers |

16

16. Click on button to Approve the Travel Request
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Business Process Procedure

Travel Re'quest Approval from Transaction Code: N/A
Approver's UWL

Workflow: Execute Operation on Work Item

17] System  Help , E
|e 1A eCe DHE DDod HE @@
Workflow: Execute Operation on Work Item
Close Window E
=
>
| U | swnwiex Pl | sapane2te [INs | - [ =5 |G

17. Click on @ button to Close Window
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

SAP NetWeaver Portal

rz‘gs#}mhvwnml;mw,mahnmwmu

18

&7 https://bts-qal.lausd.net/irj/sendet/prt/portal/prieventname/MNavigate/prircot/ped3aportal_content!2fevery_userl2fgeneraliZfdefaultDeskto; aa

18, Glick M 1 tton to Close Window
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from
Approver's UWL

Universal Worklist - SAP NetWeaver Portal

Transaction Code: N/A

By Cannot connect to the provider Detais B
m Aleris I Hotifications SAPoffice Mais Tracking
L e
Show. [New and In Progress Tasks (15/23) ~|[a1 - Create Task v FCER
%y Subject ' ! | From SentDate Priody ¥ @ | DueDate  Status &
A Travel 112 from RT106, Test  Today Medum & New
00525157
A Travel 112 from RT106, Test  Today Medum & In Progress
00525157
—
Approve Travel Reguest 0090000120 from AT106, Test  Today Megum ,’ New
00525157
. wa Travel 7 from KAPOOR, Raj May &, 2013 Medum .& Hew
|| 00585089 L]
Y Travel from RT106, Test  May6, 2013  MWedium & New
|| 0525157
& Travel from RT106, Test  May3,2013  MWedum & New
0525157
Travel R from RT106, Test  May 32,2013  MWedum & New
00525157
Travel B from RT104, Test  Apr29,2013  Megium & In Progress
D0ETS46T
Travel from RT104, Test  Apr28, 2013  Medum & In Progress.
D0ET 5467
Travel 100 from Wing, Mathew Apr23, 2013 Medum & New
|| oos70996 -
Approve Travel Request 0090000120 from 00525157
Sent Date: Today By RT108, Test Priority: Medum
Status: New
Description.  Approve Travel Request 0020000120 from 00525157 Central Office Travelker =
19. Click on ™+ button to Refresh the Universal Worklist and make sure the Approved trip Number is removed from

Approver's UWL(Universal Worklist).
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

Universal Worklist - SAP NetWeaver Portal

Welcome Test TraveF_1 Hel | Lenott @
Universal Warklist MHastory, :I--Fum-f
oQ Ho
Detailerd Nasagation [F] i cannot connect to the provider Detniy s
- M- A A | oo || sarcceven |
Fints Frvcriinn T D | show: [fiew ana i Progress Tamis (14722 ][ -] Create Task “ vaE
Ty Submct | | From Sent Date Priocly v i | DueDate Stabes A
[—' Aperove Traved Beguest COR000112 from AT106, Test  Today Wedum & Hew
| DERSNET
Approve Trawed Reguest OS0000113 from RT108, Test  Today Wedum & In Frogress
PRSPSIST
Approve Travel Request 0270000052 from HAPOOR, Raj May® 2013  Medum & M
USRS0ES
feprve Traesl Reguest UP000008% from RTI05,Test  May6, 2013  Medum & s
PRSPSAST
RT106, Test  May3, 2013 Medum & Mo
J RRISUET
Apgeovs Traeel Reguest 090000083 from RT106, Tes!  May ), 2013 Medum & Hew
PRSPSAST
Aperove Trovsl Beguest CODO000020 from RT104, Tes!  Apr38, 2013  Medum & In Progress
ET54GT
Aperove Trovsl Beguest CODO0000GS from RT104, Tes!  Apr2§ 2013  Medum & In Progress
ET5SGT
Agerove Trovsl Beguest COPO0001G0 from Wing, Mathew Apr23 2013 Medum & Hew
ET99
Agerove Travsl Beguest CETO0000G0 from KAPGOR, Raj Apr& 2013 Medum & Hew
e -
Approve Travel Request 0090000112 from 0525157
SedDate:  Toduy By RT106, Test Pricety. Wecdum
Seatus: New
Descripi Approve Travel Reguest 0090000112 tree 00525157 Central Office Traveler
20. Click on 222t Jink label to go to previous screen.
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Travel Request Approval from

Approver's UWL Transaction Code: N/A

Upcoming Dates - SAP NetWeaver Portal

Welcome Test TraveliF_1 Hap | Log ot @
21

]_

Upcoming Dates Mistory, Backfgrevard=

LEF QA Svstem

= ALERT - R LogeM Procedurs
= Help Zone

» SAP Business Workplace
= Time Statement

= Account String Wizard
= FundFunctional Area Translator

Poral Favorites E| O

21. Click on L22.87 link button to Log Off
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Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

SAP NetWeaver Portal -- Webpage Dialog

@, Are you sure you want to log off?

22

22. Clickon button to Log off

Last Modified: 6/19/2013 23/24 Business Process Procedure



Title: Travel Request Approval from Approver's UWL
Area: Travel Management

Business Process Procedure

Travel Request Approval from

Approver's UWL Transaction Code: N/A

Result

You have Successfully Travel Request Approved from Approver's UWL
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