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Purpose 
Use this procedure to process a rejected Human Resource action request.   
 
A rejected termination request will be used in this document as an example.  The process is 
similar for other rejected human resource requests such as recurring pay, additional pay, 
position create/change, personnel change, and record pending employee/friend/guest traveler 
transactions. 
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Trigger 
Perform this procedure when you receive an email indicating that a Human Resource action 
request has been rejected by an approver or you notice the item in your Business Workplace 
inbox. 

Menu Path 
This transaction is accessed via a button on the SAP Easy Access menu.  The instructions 
below will show you the process for accessing the Business Workplace. 

Transaction Code 
SBWP, ZPTERM000, ZPPAY000, ZPPOSITION000, ZPADDPAY000, ZPRECPAY000, 
ZPHRRECORD000, ZPTERM001, ZPPAY001, ZPPOSITION001, ZPADDPAY001, 
ZPRECPAY001, ZPHRRECORD001, ZPTERM002, ZPPAY002, ZPPOSITION002, 
ZPADDPAY002, ZPRECPAY002, ZPHRRECORD002 
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Procedure 

1. Start the transaction from the SAP Easy Access menu. 

SAP Easy Access 

 

2. Click  (SAP Business Workplace) on the Application toolbar.  The Business Workplace 
screen will display with the user’s name, as shown below. 
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Business Workplace 

 

3. Click   to expand the Inbox folder. 
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Business Workplace of Debbi Exberger 

 

4. Rejected work items appear in the Workflow folder.  Click   to display the 
contents of Workflow folder, as shown below. 



Title: Process Rejected Human Resource Action 
Requests (Document) 

Functional Area : Human Resources 
 Sub Area : Personnel Management 

 

 

 
File name: 
~PROCESS_REJECTED_HR_ACTI
ON_REQUESTS.DOC 
Reference Number:  

Version: Approved - Ready for Web 
Last Modified: 8/27/2007 10:54 AM 

Work Instruction
Page 6 / 13

 

Business Workplace of Debbi Exberger 

 

 The top right portion of the screen displays a list of workflow items.  In this example, there is 
only one item, the Termination for Smith Ashlyn T. rejected by USER KIAPP-102. 
 

 
 
The lower right portion displays the specific information for the currently selected workflow 
item.  The reason that the request was rejected is displayed in the Description section of the 
screen. 
 



Title: Process Rejected Human Resource Action 
Requests (Document) 

Functional Area : Human Resources 
 Sub Area : Personnel Management 

 

 

 
File name: 
~PROCESS_REJECTED_HR_ACTI
ON_REQUESTS.DOC 
Reference Number:  

Version: Approved - Ready for Web 
Last Modified: 8/27/2007 10:54 AM 

Work Instruction
Page 7 / 13

 

 
 
For this example, a termination request for Ashlyn Smith has been submitted.  Ms. Smith, an 
administrative services assistant, has notified her department that she has accepted a position 
at Maryville College.  Her last day of work is June 29, 2007.  The request was rejected by the 
approver because not enough information was provided in the Workflow Notes portion of the 
request. 

5. Double-click on the rejected work item.  Three action buttons will appear, as shown below. 

Business Workplace of Debbi Exberger 
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6. Review the button options: 

To use the Button In order to Go To 

 
Make corrections or additions to the 
Employee Termination Form and 
then re-submit it for approval. 

Step 7 

 
Delete the current instance of the 
Employee Termination Form so that 
you can either start the termination 
action for this employee all over 
again or abandon it completely. 

Step 8 

 
Delay any action on this work item.  
It will remain in your inbox to be 
revised or discarded later. 

Step 10 

 

7. Click . The human resource action request opens so that it may be edited.  
The Termination Request – Revise Create screen is displayed below. 
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Termination Request - Revise Create 

 

7.1 In this example, the approver rejected the request because there was not enough 
information given on the form that was originally submitted. 
 
Click  to add the additional information about the request. 
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Termination Request - Revise Create 

 

7.2 Click into the text box and type the comments.  The completed Workflow Notes tab is 
shown below. 
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Termination Request - Revise Create 

 

7.3 Click  to resubmit the revised termination request 
for approval. 

Information 

 

 

7.4 Click  (Enter) to acknowledge the message. 
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7.5 You will be returned to your Business Workplace and the processed work item will no 
longer appear in your Workflow folder, as shown below. 

Business Workplace of Debbi Exberger 

 

8. In this example, the termination request for Ashlyn T. Smith was entered in error and needs to 

be deleted. Click  to cancel this request and remove it from your inbox. 

 Make sure you truly want to discard the work item before you click .  
There is no popup window for confirmation of the action. 

9. If you need to leave your inbox before taking action on this item, then click 

.  The item will remain in your inbox so that you make 
take action on it in the future. 

10. Click  (Exit) to return to the SAP Easy Access menu. 
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11. You have completed this transaction. 

Result 
You have now processed a rejected human resource action request work item. 

Comments 

 For assistance, contact the IRIS Helpdesk at irishelpdesk@tennessee.edu. 
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