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Purpose
Use this procedure to adopt the work items of any IRIS user for whom you are a substitute.

; If you have been established as a permanent substitute, then the work items will
already appear in your inbox and you will not need to adopt the substitution.

Trigger
Perform this procedure when you need to approve items residing in the inbox of another IRIS
user for whom you are a substitute.
Prerequisites
e You must have been established as a substitute for the IRIS user for whom you need to
approve items.
Menu Path
This transaction is accessed via an icon on the SAP Easy Access menu. The instructions

below will show you the icon to be used.

Transaction Code
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Procedure
1. Start the transaction from the SAP Easy Access menu screen.
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2. Click (SAP Business Workplace) on the Application toolbar. Your Business Workplace

screen will be displayed.
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3. Click P & Inbox

4. click V' Bl'workiowo

@ If you had any work items of your own, they would display in the right-hand panel of
the screen at this point. If you were a permanent substitute for another user, any work
items belonging to the primary user would also show here.
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@ The user in this example, SUBSTITUTEO1, does not have any work items in his inbox.
SUBSTITUTEO1 user was set as an “as-needed” substitute. That implies that the user
must manually adopt the items of the primary user before they will appear in the inbox.
Users created as “permanent” substitutes will automatically have the items of the
primary appear in his or her inbox.

5. On the main menu bar, select Settings =» Workflow settings =» Adopt substitution. The
Choose a Substitution screen will be displayed showing all of the users for whom you are a

substitute.
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6. Click the checkbox by the ID of the user for whom you will adopt work items. In this example,
the primary user is DEPTMGRO1. You will receive a message that the substitution was

selected at the bottom of the screen.
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7. Click (Continue). Your Business Workplace screen will be displayed again and you will
see a message at the bottom of the screen that the data was saved, indicating that the

substitution was successfully adopted.
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The work items of the primary user should now appear in your inbox. Your own work items will
continue to be displayed in your inbox as well.
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8. When you are finished working with the other user’s work items, you should end the

substitution in order to remove the remaining items of the primary user from your inbox On
the main menu bar, select Settings=* Workflow settings=* End substitution.
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@ The inbox of this “as-needed” substitute is again empty after the substitution was
ended. The action to end the substitution removes any items from the inbox belonging
to the primary user that were not acted upon in some way (approved, rejected, etc.).
Because “permanent” substitutes do not need to adopt substitution, they do not have
to end substitution. Therefore, work items may stay in the inbox of “permanent”
substitutes if they were not acted upon.

9. Click @ (Exit) to return to the SAP Easy Access menu.

10. You have completed this transaction.

Result
You have now learned how to adopt and end substitution for any IRIS user for whom you are a
substitute.
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Comments

It is only necessary to perform the steps for adopting substitution if you were established as an
as-needed substitute. If you were established as a permanent substitute, the work items of the

IRIS user for whom you are a substitute will already appear in your inbox.

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