View Workflow

Location(s): myNKU = Universal Worklist tab

Purpose: Only the initiator is able to do the following steps to see where travel transaction is located in
workflow.

1. Click Universal Worklist tab
2. Click Tracking sub-tab

SAP GUI for ERQ Employee Self-Service Universal Worklist

Universal Worklist

Universal Worklist = Universal Worklist

Tasks Motifications  CEERIELLOUT MEN )

3. Click the Subject hyperlink (the underlined portion) to open the request

Tasks Motifications Tracking (9)
show (A1 [~]
E. Subject /

Travel Request Trip 000008251 forl Training 21

| Travel Expense Trip 0000008280 for Training 26

4. Click on the Title hyperlink (the underlined portion) to view the transaction

Travel Request Trip 0000008281 for Training 21

Status: In Progress Sent Date:
Priority: Medium
Attachme nts:

Type Title Created On  Created By
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5. When the transaction is open, click the Services for Objects dropdown
6. Select Workflow Overview

Travel Request 8281 for 9913, Training 21

Create Attach

[Menua]| | | 4 [Back|| save || Cancel || Exit || Systema| [Overview|[ Approve | Attachment list

|E General Trip Data Workflow overview
Start of Trip 04,/29/2013 Time 14-00 Help for object services
End of Trip 05/01/2013 Time 16:00
1st Destination San Diego, CA
Country USA zl Activity Conference zl
Reason Comic-Con

[Fg/Addn! Destinations
[F/Atternative Cost Assignment for Entire Trip, If Different to Master CA

Conments

Estimated Costs 2,500.00] [united States Dollar -]

Request Transportation/Accommodation

7. Highlight the request with a Status of In Process
8. Click on Information

Data on Linked Workflows

Workflows for Object: 0000008281

i |
Title Creation D... Creatior@ Task

Travel Request Trip 0000008281 for Training 21 04/03/2013  08:31 :3@ ZTravel Request Approval

[all 1 [
- Travel plan 04/03/2013 - 04/03/2013 - -
Travel Request 0000008281 for Training 21 Completed approved  0831-37 08:34-29 TRAINING2 1
MNorthermn
04/03/2013 - 04/03/2013 -
Index access to agent tables Completed 08:34-20 08:34-99 Kentucky

Universi

Travel Request 0000008281 for Training 21 Ready oy

Information objects addressed so far
« EmploveeTnp 0000008281

m
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9. The username who has the transaction for release is reflected

Recipients:Travel Request 0000008281 for Training

o

Overallvi... | [El] ©rg. assignm__ | [E]][% ]
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