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ZAPPS - Display Approver/Reviewer Responsibilities (Document) ZAPPS

Purpose

Use this procedure to list the approver or reviewer responsibilities for an area of the university
or for a specific user ID.

: Approvers and reviewers are both types of workflow agents. The term agent will
appear in this document to generically refer to both approvers and reviewers.

Trigger

Perform this procedure when you want to know:

e The approver or reviewer for a specific fund or funds center. All funds centers must have a
departmental approver assigned. The assignment of a departmental reviewer is optional.

e All of the workflow responsibilities for a specific user ID. For example, if an agent is
terminating from the university, you will need to check their workflow responsibilities so
new agent(s) may be assigned to those responsibilities.

Prerequisites

Anyone who is set up as a departmental approver must meet the requirements set forth in
policy FI0150.

@ For more information on policy FI 0150, see the university’s policy website,
http://www.tennessee.edu/policy and select the link for “Fiscal Policies”.

Menu Path
Use the following menu path to begin this transaction:
e Select IRIS Reporting =» Workflow =% ZAPPS - Display Approver/Reviewer
Responsibilities to go to the Display Approver/Reviewer Responsibilities screen.
Transaction Code
ZAPPS

Helpful Hints

e Approval/review responsibilities are established at the funds center level. Because many
people are more familiar with fund values (e.g., the departmental cost center), the ZAPPS
transaction allows selection by fund. The transaction uses the specified fund to identify the
appropriate funds center in order to report workflow responsibilities by funds center.
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j If you know the fund, ZAPPS is a quick way to find the funds center value.

Type the fund value in the Fund field. Press v (Enter). The funds center
value will then be displayed in the Funds Center field.

e Itis recommended that you always select the option ¥/ Show Substitutes 15 gee g
persons who may be able to act upon work items for the funds centers listed in the report.

o After displaying the workflow assignments for a particular funds center or user, you may
find that you need to request a new approver or reviewer. Use the ZSEDEPTAUTHO000 —
Departmental User Request transaction in IRIS to submit a request for a new agent.

@ See the “ZSEDEPTAUTHO00 — Requesting IRIS Access” lesson for details
on requesting departmental access for a user.
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1. Start the transaction using the menu path or transaction code.
SAP Easy Access
|E?Menu Edit Favorites Esras  Systern  Help E‘w
| & 1 A0 Cae CHB D0on AR QB

SAP Easy Access

5B overmen] | S

IZ| 0B createrole |||

Assign users H Dacumentation

= 3 SAP menu

(7 office

(7 cross-Application Components

(7 Logistics

(7 Accounting

(J Human Resources

CJIRIE User Toals

9 IRIS Reporting

I* (7 Financial

> (J Human Resources

I (7 Security

= S Warkilow
) ZAPPS - Display ApproverReviewer Responsibilities:
) ZAPPS_RPT - Approver Responsibilties Report
2 ZAPPS_ISSUES - Workflow Approver lssues Report
) ZSUBS - Workilow Substitutes Report
) ZSUBS_ISSUES - Workflow Substitutes 1ssues Report
) ZWF_SUB_MAINT - Maintain Workflow Substitutes
@ DWF_FILTER - Waorkflow Filter Report
2 TWF_HISTORY - Workflow History Report
2 TWF_TRANSPORTS - Transport History Report
2 2WF_XPORTS - Transport Proposals Report
2 IWIRPT - Warkflow Wark term Aging Report
2 ZWITYPE - Work tems by Type

o v

2 ZWF_HR_ROUTING - Display HR Farm Routing

@ DWF_DURATION - Warkflow Duration Report

2 ZWF_AUDIT_001 - Documents Approved by Originator
2 TWF_EMAIL_FORMVARDING - E-Mail Forwarding Report
2 AWF_USER_ACTIMITY - User Workflow Activity Report
2 2WF_NONIAPP - Mon-IRIS Approvers Report

P S

) ZWF_ALL_WWORKFLOW - Display all Workflow Responsibilities

[+1[»]

INTEGRATED R/3

o

RS

INFORMATION SYSTEM

I [ sAPLEMTR_NaviGATION [l | gazappt [INs | [ 7

2. Double-click@ ZAPPS - Display ApproverReviewsr Responsibilities The pisplay
Approver/Reviewer Responsibilities screen will be displayed as shown below.
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Display Approver/Reviewer Responsibilities

=g Cl = =
Erograrm  Edit Soto System  Help

|& 3 iBe@e DHE fha IR e®

Display Approver/Reviewer Responsibilities

Parameters

Furids Center

Fund

UserID

As of Date 10/29/2005

Responsihilities
@ Department Head Approvers
(O Department Reviewers

[] show Substitutes
[ &how Man-IRIS Approvers

@ ABAP List Output Format O ALY Grid Output Farmat
b [zapps B[ dvzappt [INs [ [ 7
3. Perform one of the following:
If you wish to display Go To
Agents for a specific area of the university Step 4
Responsibilities for a particular user Step 5
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4, This step provides the instructions for listing workflow agents for a particular area of the
university.

4.1 Complete either of the following fields:
& All departmental workflow assignments are by funds center. However, if you

don’t know the funds center, you may instead enter a fund and the report will
determine the funds center. You do NOT need to enter both a funds center

and a fund.
Field Name R/O/C Description

Funds Center C Organizational unit above fund, arranged in a hierarchical
structure of department, college, vice chancellor, budget
entity, and university levels. A funds center is an
organizational division that is responsible for preparing and
monitoring budgets for one or more funds.
Example: U020001015

Fund C A separately budgetable source of money. Can be either a
cost center or a WBS element.
@ If you do not know the fund, click (Matchcode) to

search for it.
Example: E020115
4.2 Perform one of the following:
If you wish to see a list of persons who Then
Can approve items for the department Select @ Department Head Appravers

Review work items before they route to the Select i@ Department Reviewers
departmental approver '

; Approvers and reviewers are both types of workflow agents. The term agent
will appear in this document to generically refer to both approvers and

reviewers.
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4.3 Click []Show Substitutes 1, show personal substitutes set up by the agent.

Afterwards, the box will appear checked: ! Show Substitutes

& It is recommended that you always select ¥ Show Substitutes 4 gisplay

any substitutes for the agent. This will indicate who may be able to act upon
work items in the absence of the regular agent.

The completed selection screen shown below will produce a listing of the approver(s)
for the funds center containing fund E020115, and it will list the substitute(s) for the
approver(s).

Display Approver/Reviewer Responsibilities

=g Cl = =
Erograrm  Edit Soto System  Help

|& 1 IBIe@e BHE Dnoan AR @6
Display Approver/Reviewer Responsibilities

Parameters
Funds Centar
Fund E020115

UserID

As of Date 10/29/2005

Responsihilities
@ Department Head Approvers
(O Department Reviewers

Show Substitutes
] Show Non-IRIS Approvers

@ ABAP List Output Format O ALY Grid Output Farmat
b [zapps B[ dvzappt [INs [ [ 7
4.4 Click (Execute). The Display Approver/Reviewer results screen will be displayed
as shown below.
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Display Approver/Reviewer Responsibilities
|E?

JH @@ CRR ahan RAE @

[ ES|
List Edit Goto Systern  Help
@

Display Approver/Reviewer Responsibilities

&

Report: ZWF_APPROVER_RESP
User: SMCNEIL
Sys/Clnt: 0827300

The University of Tennessee
Approver Responsibility Report
Bpprovers for a Funds Center

Fage: 1
Date: O7/B2/2008
Time: 11:48:40

Funds Center: UBZOAE1815 Research administration

i Hame
MICKEY Mickey Mouse
Substitute: BBUMNY Bugs Bunny
Substitute: EFUDD Elmer Fudd

3 entries found

I«]lr]

I [ zapPs B[ nazappt [INs |

\inin

In this example, Mickey Mouse is the only approver for the Research Administration

funds center. However, Mickey has two personal substitutes. Bugs Bunny and Elmer

Fudd can both act upon work items on Mickey Mouse’s behalf.

4.5 Click & (Back) to return to the Display Approver/Reviewer Responsibilities

selection screen. At this point, you can enter requirements to run another listing.
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Display Approver/Reviewer Responsibilities

=g Cl = =
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Display Approver/Reviewer Responsibilities

Parameters
Funds Center Iﬁ']
Fund \
UserID
As of Date 1042942008

Responsihilities
@ Department Head Approvers
(O Department Reviewers

[] show Substitutes
[ &how Man-IRIS Approvers

@ ABAP List Output Format O ALY Grid Output Farmat
b [zapps B[ dvzappt [INs [ [ 7
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5. This step will provide instructions to produce a listing of all responsibilities for a particular user.

& In the previous example, a choice was made to select either “Approver” or “Reviewer”
responsibilities. When running the report based on User ID, it is not necessary to
choose a particular type of agent. All of the user’s workflow responsibilities will be
displayed regardless of the type chosen. If the agent has workflow responsibilities
other than departmental approver or reviewer, those responsibilities will be shown as
well. An example of another type of responsibility that might be shown is a college
level reviewer or approver for processing HR e-forms.

51 Complete the following field:
Field Name R/O/C Description
User ID R The unique identifier for an IRIS user.
Example: MICKEY
5.2 Click []Show Substitutes 1 show personal substitutes set up by the agent.

Afterwards, the box will appear checked: I 5how Substiutes

53 Click (Execute). The Display Approver/Reviewer results screen will be displayed
as shown below.
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Display Approver/Reviewer Responsibilities
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Display Approver/Reviewer Responsibilities

&

Report: ZWF_APPROVER_RESP
User: SMCNEIL
Sys/Clnt: 0827300

The University of Tennessee
Approver Responsibility Report
Responsibilities for a User

Fage: 1
Date: O6/20/2008
Time: 10:18:39

User ID: MICKEY Nickey Mouse
Substitute: BELUNNY

Bugs Bunny
Elmer Fudd

Role Description

Yalidity Period

Responsibility

Substitute: EFUDD
Yalue Description
UE20BE1 615 Research administration
UBzoe43085 Research Lah Support

4 entries found

ACO01000A9 Department Head
ACS01 00009 Department Head

[8/09/67-12431/0999
Ov{a0fe1-12431/9999

RYBOOEE4G
R¥50061590

I«]lr]

i [ sapmssvn B[ gazappt [ins [ ]

\inin

This example shows that Mickey Mouse has department head approver
responsibilities for two funds centers: Research Administration and Research Lab

Support.

Mickey’s two personal substitutes are displayed in the header area of the report. Both
Bugs Bunny and Elmer Fudd can act upon work items on Mickey’s behalf.

54 Click & (Back) to return to the Display Approver/Reviewer Responsibilities

selection screen.
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Display Approver/Reviewer Responsibilities
Farameters
Furids Center
Fund
UserID MICKEY
As of Date 1042942008

Responsihilities
@ Department Head Approvers
(O Department Reviewers

Show Substitutes
[ &how Man-IRIS Approvers

@ ABAP List Output Format O ALY Grid Qutput Farrmat

b [zapps B[ dvzappt [INs [ [ 7

6. Click & (Back) to return to the SAP Easy Access screen.

7. You have completed this transaction.

Result

You have produced (1) a list of the workflow agents for a funds center which includes the
personal substitutes for the agents and/or (2) a list of all workflow responsibilities for a
particular agent/user.

Comments

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