Send Back to Initiator

Transaction Code: Universal Worklist tab
Location(s): myNKU = UWL tab

Purpose: An approver can send a budget transfer back to the initiator to create another budget transfer
with reference via Universal Worklist. This is achieved via the Universal Worklist tab and Tasks sub-tab,
as well as the creation of new attachments.

Send Back to Initiator

Attachments

Send Back to Initiator

1. Select the Universal Worklist tab.
2. Select the Tasks subtab.
3. Select the subject line to review.

NU

4Back Forwardr  History Favorites Help
Employee Self-Service Universal Worklist SAP GUI for ERQ Student Administratior

Universal Worklist

Universal Worklist = Universal Worklist

m Motifications Tracking

Show: [New and In Progress Tasks (1/1)  [«]|[Al -]

BE. Subject
DYcument 334192 is returned. Create with Reference?
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4. Quick information regarding the budget transfer, as well as why it was sent back to initiator, will
appear at the bottom of the screen.

E. Subject

Document 334192 is returned. Create with Reference?

Document 334192 is returned. Create with Reference?

Sent Date: Today by Training17, Student

Status: New

Description: This budget transfer has been returned. Would you like to create wit
reference?

Budget Transfer 334192
Fiscal Year 2015

Initiated by USTRAINING17 on 08/26/2015

Long Text:

see attachment

Notes
Reason for alternative: Send Back to Initiator - Aug 26, 2015 - Eileen Baker
Dollar amount should be 2500. Please include attachments as well.

5. Select the budget transfer (displays as Create with Reference?) by clicking the Subject or underlined
hyperlink.

m Notifications Tracking

Show: [New and In Progress Tasks (1/1)  [=|/Al -

B Subject

|7 Document 334192 is refu
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6. Click Yes to Create with Reference.

Note: When selecting Yes, the funds for the previous budget transfer are uncommitted/no longer

preposted. This may be viewed using transaction code ZFB1. The new budget transfer will be
executed before other items commit the budget.

Decision Step in Workflow

[Menu 4| | 4 [ cancel | system 4 |[ workfiow || Create |[ Import |

Document 334192 is returned. Create with Reference?

Choose one of the following alternatives

TS

No

Cancel and keep work item in inbox

Description

This budget transfer has been returned. Would you like to create with reference?

Budget Transfer 334192
Fiscal Year 2015
Initiated by USTRAINING17 on 08/26/2015

Long Text:

see aftachment

e No confirmation message will display

7. Click the X’ to close the pop-up window and return to the UWL tab.

3 https://mynkuga.nku.edu/?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fevery_user%2Fgeneral%e2 ~WINaows mTemer exprorer— @@
Workflow: Execute Operation on Work Item
[Menu ]| | 4 [ Cancel ][ system 4|

Close window

8. Click the refresh icon towards the right to update the task list in UWL.
& a-

9. Select the new task ‘Create with reference...” by clicking the Subject or underlined hyperlink.

E. Subject
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o The budget transfer landing page will display.

10. Update the Payment Budget tab as instructed.

@ Payment Budget

Lines
& | DIEHEIT | S B | () | Bl | | [ vaster Data J | | [ 5] spit || 4% Key Fig [
B Doc Line -/+  Funds Center Name of a Funds Center Cmmt tem  Commitment ltem Name Amount (USD) Text Fund Ful
000001 - 21 _j Student Account Srve 550000 Operating Pool-Op ST 2500.00 transfer between cost centers 0111000100 06(
000002 + 21 1 Accounts Payable 550000 Operating Pool-Op ST 2500.00|transfer between cost centers 0111000100 06(

11. Click Long Text to enter the required text.

Note: The long text from the original budget transfer will not be imported to the new budget
transfer.

12. Click Save to save the long text entry.

Change HHM Budget Entry Document: zXE

[Menu 4 || | @ [ save || Jpack || Exit || Cancel |[ System 4 |[ Select Te

LA A2 43 A+ 5 4+ 6+ T

Increased dollar amount from $25 to $2500 per instruction.

e A confirmation message that the text was saved will display.

Text has been saved temporarily in the main memory, see long text

13. Click Back to return to the budget transfer transaction.

Change HHM Budget Entry Document: zXE

[Menu 4 || | 4 [ savé ][ Back || E)it || Cancel || system 4 |[ Select Te
v

A A2+ 3+ A+ B+ B+ T

Increased dollar amount from $25 to $2500 per instruction.
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14. Click Prepost to generate a new budget transfer number.
1] Prepost | <

e A confirmation message and new budget number will display.

|
Document 334200 has been created successfully in FM area NKO1 document year 2015

e The first approver in the workflow will receive the new budget transfer to process.

15. Click the ‘X’ to close the budget transfer window and return to UWL.

Budgeting Workbench - Display Document for FM Area NKO1

Menua | 4 | Back |[ B || Cancel || System . || Document Overview ondof! || Dispiay <-> Change || Check oocument | How || Prepest | Save Cnanges || Long Ten || Messages iog
Documents of FM Area NKD1 Document 334200 Status Preposted Document Year 2015
[ Postea =
» [)Preposted *HeaderData | Addtonal Data
* (umdone
el Payment Budget
= Process. Transfer - Total Sender 2.500 00
Total Recaner 2.500.00
Document type K01 TNED Budg.Entry =
Version 0 ]
Document Dale 08/ 26/ 2015
Sender
Fscal Year 7015 Puriod e
Budget Type aT01 NKU Normal Buaget Type
Grant WOT RELEVANT HOT RELEVANT
Recsiver
Fiscal Year 2015 Period AT Ta
Budget Type B701 NKU Normal Buaget Type -
Grant MOT RELEVANT NOT RELEVANT
0 Pamencsusger
Lines

& DEED | BEEE | B | | (6 et | (550 o |G

B Dot Line -+  Funds Center Name of aFunds Center  Cmmtlem  C Amount (LSD) Text Fund Funchonal Al
000001 - 293030001  Student Account Srec £50000 Operating Pook-Cp ST 2,500.00 transéer between cost centers 0111000100 0600 =l
(000002 4+ 213020001 Accounts Payabie 550000 Operating Poci-Op 5T 2,500.00 transfer between cost centers 0111000100 0600
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Attachments

The Services for Object icon, where the initatiator is able to create attachments, is not available on the
Create with Reference screen. Once the new document number for the budget transfer is created, the
initiator or any approver may create attachments using transaction code FMEDD. Once a document is
attached, the approvers in workflow are able to view them using Services for Object.

1. Loginto myNKU.

2. Click the SAP GUI tab.
3. Select SAP gui for windows (PC users) or SAP gui for Java (Mac users)

NCU

4 Back History Favorites Help

Employee Self-Service Universal Worklist SAP GUI for ERQ Student Administration Business E;

SAP System Logon
SAP GUI for ERQ = SAP System Logon

SAP System Logon

SAP System Logon

Welcome to Northern Kentucky University's myNKU Portal!

. SAP gui for windows . SAP gui for Java

e

e Click Open for SAP GUI to open.

Do you want to open or save tx.sap from mynkuga.nku.edu? Open Save > Cancel x

4. Inthe Command Field, enter transaction FMEDD.

5. Click the green checkmark or hit Enter on the keyboard to continue.

Note: The transaction is not case sensitive.

fmedcl v« @

SAP Easy Access - User Menu for |
RE | & Yaméd v a

* [E= Favorites

6. FM Areais always NKO1.
7. Enter the Document Year (fiscal year).
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8. Enter the Entry Document Number (new budget transfer number).

9. Click Execute.

=& Display Entry Document

O | 1 «<H ea® &
Display Entry Document
&
FM Area [wreeo1 |
=P Document Year [2015]
=P Entry Document Number 334200
Layout for Year Tab /ZDEFAULT
Layout for Period Tab

10. Click Services for Object to the left of the name bar.
11. Click Create Attachment.

8 . Bntry Document

—

[e3

Create Attachment €=
Atfachment list

Workflow overview

Help for object services

Document
Process
BCS Value Type

e Browse your computer until you locate the document you wish to attach.

1334200 [

Transfer

Budget

Status
Total Sen
Total Rec

e Select the document and click Open.

I
Lookin: M Desktop

-
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e A confirmation message will display.

The attachment was successfully created

.

Click the Services for Object, Attachment list to view created attachments.

°
(72 |. Bntry Document
rﬁ:':\ Create Attachment
Attachment list e
Workflow overview
Help for object services
Document 1334200 1 Stat
Process Transfer Tot
RCS Walie Tvne Rudnet Tnt:
e Within the Attachment list dialog box you may display or delete attachments.
| (& Service: Attachment st x
O wew (][] 30) Q) (&)= )EEL)
AttachmentFor0000334200
Icon |'I'rt|e |Creator Name |Created on”
.:a EP Competency Center - Aug 27 TRAINING17 08/26/2015
)]

Rev: 09/03/2015 ©2015 Office of Information Technology



	Send Back to Initiator

