FUNDING APPROVER INBOX WE
WF-4 | TRANSACTIONS SBWP, PO13

The purpose of this Business Process Procedure is to explain how to review, approve, or reject the funding
and/or salary on a position related to the Personnel Change Request (PCR) in the Integrated HR-Payroll
System.

Trigger: As the Agency Funding Approver, you need to log into your SAP Business Workplace (inbox) to
review, approve or reject the funding and/or salary on a position related to the Personnel Change Request
(PCR).

Business Process Procedure Overview:

The Funding Approver is responsible for updating and maintaining Infotype 1018 (Cost Distribution infotype)
and Infotype 9018 (Budget infotype) directly on these infotypes via transaction PO13 and not through the
workflow process.

Tips and Tricks:

It is important to maintain the position budgeted salary to match employee salary unless there is an approved
exception.

Access Transaction:
Via Menu Path: Your menu path may contain this custom transaction code depending on your security roles.

Via Transaction Code: ZPAAQO76

Procedure

SAP Easy Access
B |5 | B & v a

« [ Favorites
+ < SAP menu
v [ Office
v [ Cross-Application Components
v [ Logistics
v [ Accounting
] Human Resources
[ Information Systems
v [ Tools

1. Click the SAP Business Workplace (Ctrl+F12) @ button. The Business Workplace is displayed.
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WF-4 - Funding Approver Inbox

Business Workplace of Workflow Funding Approver

Bl Find foider  {Hl Find document & Distribution lists

[ appointment calendar

P New message

- ;{ Workplace: Workflow Funding Approver

~ &> Inbox

- @] Unread Documents 0 Workflow 61

+ ] Documents 0 Ex_ Title Stalus  Creation Da_|Creation | P Al |Co Wi
~ [ wiarkflow 61 T4 4601 - Approve PA Action Salary Adjustment (NC) for Susan Cast B2 017192011 135802 5
: g g:sa:zz :EES:E::E :g ‘:;:Em T4 401 - Approve A Action Salary Adjustrment (NG for Richard Alst €2 07/03/2008 073745 &
» (B Groupad according to contant type @ 4601 - Approve PA Action Salary Adjustment (NC) for Richard Alst (5% 07/03/2008 073701 5
v [ Grauped according to sart key & 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst [2%) 07/03/2008 073648 5
. TG ChibEs O @& 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst [o%] 0702008 073635 5
. Deadline Messages 0 ¥ 4601 - Apprave PA Action Salary Adjustment (MC) for Richard Alst (o 07f03r2008 073622 5
. \neorrect snirias 0 #4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst [75) 07/03(2008 07:36:08 5
» &5 Outbox #4601 - Approve PA Action Salary Adjustment (MG for Richard Alst © 07/032008 073557 &
» & Resubmission B 4601 - Approve PA Action Salary Adjustrnent (MNC) for Richard Alst 2 07/0372008 07:35:44 5
» L‘ﬁ Private folders & 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst (2% 07/M3/2008 07:35:30 5
» @ Shared folders @& 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst [o%) Q7032008 073547 5
» 3B Folders subscribed to #4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst (o) 07m3r2008 073504 5
= @ Trash # 4601 - Approve PA Action Salarg Adjustment (MC) for Richard Alst [ 07/03r2008 07:34:51 5
- @ Sharedtrash #4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst [v2) 07032008 07:3438 5
#4601 - Approve PA Action Salary Adjustment (MG for Richard Alst © O07/032008 07:34:25 &
@ 4601 - Approve PA Action Salary Adjustment (M) for Richard Alst (o] 070372008 O07:34:11 5
& 4601 - Approve PA Action Salary Adjustrment (MC) for Richard Alst =] 07032008 07:33:58 5
@ 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst [o%) 07032008 073345 5
@5 4601 - Approve PA Action Salary Adjiustment (MC) for Richard Alst [o%) 07032008 07333 5
¥ 4601 - Apprave PA Action Salary Adjustment (MC) for Richard Alst (o 07f03r2008 073317 5
#4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst [72) 07/032008 07:33:04 5
#4601 - Approve PA Action Salary Adjustment (NG) Tor George Crur G2 06/27/2008 14:34:28 &
% ARNT - Annrove PA Actinn Salare Adinstmeant (RNCY far Ganroe Cron 2 NAMFIIZANA 143413 8

z Tips & tricks: Create substitute...

4601 - Approve PA Action Salary Adjustment (NC) for Susan Castro - PCR: 1000005329

Description Objects and attachments
» PA PCR: Susan Castro PCR:1000005329

» PCR_List Workflow Tracker

Workflow status: Approved

Please review the information on this screen and make one of the
following choices:

Approve change - the request will continue onto the next
approver or processor.

2. Click one time on the PCR to be reviewed and approved.

button.

3. Click the Execute (F8)
NOTE: You can also double-click the PCR to execute.

Employee Action Request - Funding

TPCR Numberj 1000005329 ActionType  |2C] Salary Adjustment (NC) Changed by | ZWF INONPAB25
Parsonnel No 80000610/ Susan Castro Reason 12' In-Range - Higher Level Modified on 0171872011
Last 5 dig SSN Effective on 01/24/2011 Status A

General - Cost
CURRENT PROPOSED
Pers Area 4601 Cultural Resources Pers Area 4601 Cultural Resources
Subarea NCO1 Tday Norm Subarea NCOY Tday Norm
EE Group A SPA Employees EE Group A SPA Employees
EE Subgroup Al FT N-FLSAOT Perm EE Subgrp Al FT N-FLSAOT Perm
Org. Unit 200103100 CR CDS A&H MOH Design Sec Org. Unit 200103100 CR CDS A&H MOH Design Sec
Job 30001528  Museum Specialist Job 30001528  Museum Specialist
EE Position 65001875  Lighting And Interactive Design EE Position 85001875 Lighting And Interaciive Design
Basic Pay
Pay Scale type 01 Graged Pay Scale type 01 Graded
Pay Scale Area 01 Annual Salaries Pay Scale Area 01' Annual Salaries
Pay Scale Group GRES Level OR Pay Scale Group  GREE Level 6R -
1 ‘

4. Review the Employee Action Request information on the General tab. This is the information

submitted by the Initiator.
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WF-4 - Funding Approver Inbox

Employee Action Request - Funding

5. Scroll down to view the entire record which includes the new salary.

[PCR Numberj 1HEEEE5329 Action Type ZC Salary Adjustment (NC) Changed by [ZWFINOMPAR2E
FPersonnel Mo 80OOOG10 Susan Castro Reason 12 In-Range - Higher Level modified on G1419¢2011
Last 5 dig SSN Effective on a1/24/2811 Status A
< General | Cost

Jab 30001528 Museum Specialist Job 30001528 Museum Specialist =
EE Position 65001875 Lighting And Interactive Design.. EE Position 65001875 Lighting And Interactive Design ..
Basic Pay

Pay Scale type 01 Graded Fay Scale type a1 Graded

Pay Scale Area 01 Annual Salaries

Pay Scale Group GREE Level GR

31,9580, 80
Calc Step - @

Anhual Salary

Dates

When you have finished with your review, click on the Cost tab _ct

FPay Scale Area 81] Annual Salaries

FPay Scale Group GREE Level GR

Annual Salary 33,600 .00 Hourly Salary 8. e
Calc Step - -MP 513

Min 32,796 008

Max 51,446.008 Mext Inc Date

Last worked day

to review funding information.

The Funding Approver cannot make any changes to Infotypes 1018/9018 from within the workflow.
Once the information has been verified, the Fund Approver should go directly to IT1018 and IT9018
via transaction PO13 to update any changes to cost distribution or salary.

Employee Action Request - Funding

TPCRMNumber | [1008805329 Action Type  |26] Salary Adjustment (NG} Changed by  |ZWF INOMPAD25
Personnel Mo, BEOBEGTE| Susan Castro Reason 12 In-Range - Higher Level Modified on g1/19/20811
Lasts dig S5M Effective on 01/24/2011 Status n

General /* Gost |
Total Budgeted Amount 31,959.00 ActionfReason Code 30

Master cost center 4699999999 CULTURE RESOURCES

Caost distribution

CO.. Costctr Order WES elerment Mame Pt Mame of 7]

NCAT1 4611000006 100000005437 DIRECTOR'S OFFICE 100 80 4601150

i i

Entry 1 |
This is a continuation of the Cost Tab screen below.
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WF-4 - Funding Approver Inbox

Employee Action Request - Funding
EF'CR Numhel: 1080805329 ActionType  [ZC| SalaryAdjustment (NC) Changedby |ZWF INONPABZS
Personnel Mo 80806610 Susan Castro Reason 12| In-Range - Higher Level Modified on  '01/19/2811
Last5 dig SSN Effective on 0172412011 Status Al
General . Cost |
Total Budgeted Amount 131,959,680 Action/Reason Code 130 |
Master cost center 4699999999/ (CULTURE RESOURCES
Cost distribution i
| Pet  Mameofawcaccount  Fund Name Functional Area im|
100.00 46011500110 461500001 MUSEUM OF HISTORY  6000000000000001

mll i b

EN0Y | m——

7. Scroll to the right and left to view the entire cost distribution record. The salary and reason code are
also displayed.

8. Click the Back (F3) & button until you get back to the SAP Easy Access screen. You now need to
update the position on the PO13 screen.

L
=
o
3
c
Im
(=
[al
™
-
-]
=
uh

Edras  System  Hal

SAP Easy Access
GE > @8 7 ~ «

« [ Favorites
= & SAP menu
» (] Office
v [J Cross-Application Components
v [ Logistics
v [J Accounting
¢+ [J Human Resourcas
v [ Information Systarns
v 3 Tools

9. Enter PO13 in the Command field. The Maintain Position screen displays.
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WF-4 - Funding Approver Inbox

Maintain Position
bz T 2 i -

&|[=] E Copy infotype  (Shift+Fd)
Object manager scenatio: SZENFPPO1

- 8 Position Plan vergion Current plan v

- [l Search Term Position 001875 Lighting And Interactive Designer
* {Hl structure Search e 00504000659

o Active } Planned + Submitted - Approved | Rejected

Infotype Marme E m Time period
Obsolete = “)Period
Cost Planning ~ From 01/01/1800 to 1243179999
Standard Profiles ) Today JCurrent week
:‘D Profiles i SAI “ICurrent month
\Cost Distribution R4 “IFtom curr.date “Lastweek
Address L4 T Ta current date iLast manth
Mail Address S Gurrent Year
Job Evaluation Results
Suniey Results -
Qualification Management - |E e
10. Update the following fields:
Field Name Description Values
Position number Eight-digit unique number identifying Enter value in Position.
the position
Example: 65001875

11. Click the Enter @ button.
12. Select the Cost Distribution infotype for the position specified in the PCR.

13. Click the Copy [0 button.

|#®|.| Copy Cost Distribution
H B EE

&= 5 I[=][£] Positian B00904000854] Lighting And Interactive Designer
Object manager scenario: SZENPPO1 Flanning Status Active
~ 8 Position Start date [81!24!2911::@ to 12431749999 |62{’ Change Information
« [Hl search Term
= (Bl structure Search CostDistribution 015 B5001875 1
Master cost center 4599999999 CULTURE RESOURCES
Cost distribution
Co.. Costetr Order WHE element Mare Pt Marne of [T
NCE1 4611000008 100A000E5437 DIRECTOR'S OFFICE 100.00 4601150
1“0 0
|@"E" Mews entries Entry 141
Entry 1 af i Record |1 af 1
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WF-4 - Funding Approver Inbox

14. Change the date to match the date of the PCR.
15. Change the cost distribution as appropriate.
16. Scroll to the right to update the fund information.

17. Click the Enter @ button go to the budgeted salary Infotype 9018.

i® .| Copy Cost Distribution
E =& B B

= (=[5 I[=][&] Position 300904000859 Lighting And Interactive Designer
Object manager scenario; SZEMPROT Flanning Status Active
~ 2 Position Start date 0142472071 to 12/31/99599 ‘6’.30 Change Information

- [Hl Search Term
- [HE structure Search

5 Budget Distribution

Total Budgeted Amount 33,600. 08 Action/Reason Code :—111| jm)
Budgeted Amount  Pct Co.. Bu. CO. R. CostCtr Order WWBS Element FMA  Fund Functional Area Grant
31,958 .00 180 .60 NCA1 4600 NCB1 K 4611000008 100000005437 0 NCB1 461580001 GEAOOAOOOABOAAE1 =

[w)[¢] = [ Toga=

T Cantinne (FAY

18. Update the budgeted salary.
19. Enter one of the following action/reason codes:

111 - Position Budgeted Salary Change

110 - Source of Position's Funds Change.

Q It is important to only use 111 when you are changing the salary since a
CRITICAL! salary increase record will be sent to the Salary Control System at OSBM.

20. Click the Copy (Enter) button.
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WF-4 - Funding Approver Inbox

SdvE LTy

Copy Cost Distri
& B & B

S EIEEENREY Position B00904000858] Lighting And Interactive Designer
Object manager scenario; SZEMPPOT Flanning Status Active
~ & Position Start date El'l ] _'ﬁto 1243149999 [Qp Change Infarmation
« [Hi search Term
* [l structure Search CostDistribution 01 § 65001875 1
Master cost center 4699999999 |CULTURE RESOURCES
Cost distribution
CO.. | Costotr Crder WHS element MName Pt Hame of [T
NCET 4611000000 100000005437 DIRECTOR'S OFFICE 100,08 4601150
“ “
Entry 1 af i Record |1 of 1

-
21. Click the Save (Ctrl+S) button to save your changes.

Previous record will be delimited

atend. Doyouwantto save?

I Yes J[ Mo ”X Cancel ]

22. Click the Yes button to delimit the previous record.

@ . Maintain Position
O L & Mol @ 2 1

&= [E& =)&)
Ohject manager scenario; SZERNPFD1
- & Position Flan version Current plan -

- [} Search Term Fositioh fEEA1E75 Lighting And Interactive Desigher
- [H} structure Search Abbr. 200904000259

4 Active } FPlanned | Submitted + Approved | Rejected

Infotype Marme E. Time period

Ohsolete — Period

CostPlanning - Fram 014011800 to 1243149999

Standard Profiles I Today (I Currant weaek

PD Profiles J @Al (JCurrent month
r@UStDiSt"ibU“Un L4 (IFram curr.date (CiLastweek

Address v () To current date (Last month

Mail Address (Icurrent Year

Job Evaluation Results

Sumvey Results - W]

CQualification Management -
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WF-4 - Funding Approver Inbox

23. Click the Back (F3) & button to return to your inbox to complete the approval of the PCR.

Business Workplace of Workflow Funding Approver

?New message ﬂﬂ Find folder ['p".] Find document Appoimmem calendar S Distribution lists

- of \Workplace: Workflow Funding Approver @I
~ &2 Inbox
+ ] Unraad Documents 0 Workflow 61
- & Documents 0 Ex_|Title Status | Creation Da_|Creation P Aft | Co [

01192011 13:58:02
07i03/2008 073715
07i02/2008  07:37:01
07i03/2008 07:36:48
07i03/2008  O7:36:35
07i03/2008 07:36:22
Q7i03/2008  07:36:09
Q7i03/2008  07:35:57
Q7i03/2008  07:35:44
07i02/2008  07:35:30
07i03/2008  07:35:17
07i03/2008 07:35:.04
07i02/2008  07:34:51
07i03/2008 07:34:38
07i03/2008 0O7:34:25
07i03/2008  07:34:11
07i032008  07:33:88
O7i03/2008 07:33:45
Q7032008 0733
Q7i03/2008  O7:33:17
Q7i03/2008  07:33:04
062712008 14:34:29
NRMPTIZNNE 1434173

e m Workflow 81 _®_‘AED1 - Approve PA Action Salary Adjustment (MC) for Susan Cast
v (3 Grouped ac:Dr’d!ng to task 7®JAEEI1 - Approve PA Action Salary Adjustment (MC) for Richard Alst

: g g:gt‘ls:g :EEE:S::E :E Eg:i::i\me 4601 - Approve PA Action Salary Adjustment (NC) for Richard Alst

» 03 Grauped accarding to sort key 4601 - Apprave PA Action Salary Adjustment (NC) for Richard Alst

+ [ Overdue entries 0 4601 - Apprave PA Action Salary Adjustment (NC) for Richard Alst

. m Deadline Messages 0 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst

- [ Incorect entries 0 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst

» @ Outbox 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst
v B Resubmission 4601 - Apprave PA Action Balary Adjustment (MNC) for Richard Alst
» @ Private falders 4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst
» @ Shared folders 4601 - Approve PA Action Salary Adjustment (NC) for Richard Alst
3 Qﬁ Folders subscribed to 4601 - Approve PA Action Salary Adjustment (NC) for Richard Alst
. ﬂ' Trash 4601 - Approve PA Action Salary Adjustment (NC) for Richard Alst
- T Shared trash 4B01 - Approve PA Action Salary Adjustment (MC) for Richard Alst
4601 - Approve PA Action Salary Adjustment (NC) for Richard Alst

4601 - Approve PA Action Salary Adjustment (NC) for Richard Alst
4601 - Apprave PA Action Salary Adjustment (NC) for Richard Alst
4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst
4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst
4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst
4601 - Approve PA Action Salary Adjustment (MC) for Richard Alst
4601 - Approve PA Action Salary Adjustment (MC) far George Crur
4RN1 - Annrove PA Actinn Salare Adinstment (MC for Genroe Cror

FEEEeEEEe e ee
TTYLVVVVLTODIT VIV DD

Tips & tricks: Create substitute...
4601 - Approve PA Action Salary Adjustment (NC) for Susan Castro - PCR: 1000005329

Description Objects and attachments

Workflow status: Approved « PA PCR: Susan Castro PCR:1000005329
« PCR_List- Workflow Tracker

Please review the information on this screen and make one of the

following choices:

Approve change - the request will continue onto the next
approver of processor.

Now that the salary has been updated on 1018/9018, it is time to approve the PCR.

24, Select the PCR for the employee you have been processing.

Decision Step in Workflow

Bwiorkiow [T Creste

4601 - Approve PA Action Salary Adjustment (NC) for Susan Castro - PCR: 1000005329

Choose one of the following alternatives

Approve Change
Return to the Initiator

Cancel and keep work item in inbox

Description Objects and attachments

Workflow status: Approved « PAPCR: Susan Castro PCR-1000005329
« PCR_List: Workflow Tracker

Please review the information on this screen and make one of the following choices:

Approve change - the request will continue onto the next approver or processor.

Return to the initiator - the request will be returned to the person creating the request.

Cancel and keep work item in inbox - the user decision remains in your inbox for processing.

Thank You
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WF-4 - Funding Approver Inbox

Once the 1018/9018 infotypes have been updated directly via transaction PO13, approve the PCR.

25. Select Approve Change to approve the PCR.
OPTIONS:

e Return to Initiator if there is a problem and you want to reject the PCR.
e Cancel and keep the PCR in inbox if you do not wish to take action at this time.

This completes the Fund Approver’s steps. The PCR will no longer be located in the inbox.

Additional Resources

Training HELP website: https://www.osc.nc.gov/training/training help documents

Change Record

Change Date: 5/13/20 — Changed by C. Ennis

Changes: Updated format, assigned reference number, and made accessible
Change Date: 4/30/21 — Changed by D. Genzlinger

Changes: Reassigned to Workflow category
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