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PARTICIPANT GUIDE ORGANIZATION

TOPIC 
Provides smaller areas of concentration in the Workflow Management module. The Table of Contents shows that this course has 2 topics.  These topics align to the major processes of Workflow Management, thus breaking done our overall course learning objectives.

SCENARIO 
Scenarios allow us to focus on specific concepts in the Workflow Management module.  In addition, a scenario helps to outline each topic objective by providing the path that we will follow.   A topic may contain one or more scenarios.  

GOAL 
Compose scenarios in the Workflow Management module.  A goal provides the objective (or aim) of the steps that we perform within a screen.  At the conclusion of the steps we perform within a goal, a result is posted.  A goal maps directly to our outcomes (or results).

SCREEN
Correspond directly to one goal.  Completing actions in a screen will allow us to realize our goal.  The Participant Guide lists the screen name and number we use for each goal.
ICONS
 NOTE
The icons you will see throughout the Participant Guide are explained here.   
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The clock indicates time.  The estimated time to teach a particular section of the course will always be located directly below the clock icon.  An example of this is (00:15), which indicates that the 

                                           section will take approximately 15 minutes to teach.   

(00:00)

[image: image30.wmf]

The computer indicates that the Instructor is going to perform a walkthrough. The Instructor will perform steps on the computer and you will simultaneously perform those steps on your computer. 
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The stop sign indicates the conclusion of a section.  When you see a stop sign wait for the Instructor.  This will help to keep everyone at the same pace. 
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The check sign indicates a Self-Assessment. 
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The demonstration icon indicates that the Instructor will lead a demonstration while you watch.
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CFS has an automated document routing process.  This routing process is used to determine who can approve certain documents and the order approval is to occur.  Successfully setting up this automated document routing process involves understanding the Workflow Management module.

The purpose of the Workflow Management course is to introduce you to performing the necessary steps in establishing approval routing. In addition, we will cover the following key concepts during this training: 

· Approval Setup
· Re-Assigning Approval Routing
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For a quick review of keyboard mapping, which was covered in the prerequisite General Navigation course, the next page provides a table of operator functions and corresponding keystrokes.

NOTE
The Instructor is going to review how to use the Keyboard Mapping table. 

· The operator functions are matched with the corresponding keystrokes.

· Some of the more common operator function/keystroke combinations are bolded. 

· This table is also found in the Getting Started section of all Reference Manuals.  


The Getting Started section contains additional concepts covered in General Navigation.  For example, log-in and log-out procedures, as well as query information can be found in the Getting Started section.

Keystroke functions may differ from bureau to bureau. The keystroke functions we are going to use today are configured specifically for this training class.  


Another tool has been prepared for this course, the Keyboard Template. The template is already on your keyboard. 


NOTE: Keyboard mapping may change depending on location; therefore, the keyboard template should only be used for training.
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KEYBOARD MAPPING

Note: Items in bold indicate more commonly used functions.
Operator Function
Keystroke

Accept / Commit
F5 or CTRL O

Backspace
BACKSPACE

Beginning of Line
F1, then F1, then DOWN ARROW

Cancel / Exit
F4 or CTRL B

Clear Block
SHIFT F9

Clear Field
SHIFT F7

Clear Form / Rollback
SHIFT F10

Clear Record
SHIFT F8

Count Query Hits
F3

Delete a Character
CTRL D

Delete Record
DELETE

Display Error
CTRL G, then H, then D

Down
DOWN ARROW

Duplicate Field
F1 and F11

Duplicate Record / Copy
F1 and F12

Edit
F2

End of Line
F1, then F1, then RIGHTARROW

Enter Query
F11

Execute Query
F12

First Line
F1, then F1, then UP ARROW

Help
SHIFT F5 or CTRL W

Hot Window
F3

Insert Record
INSERT

Insert / Replace
CTRL A

Last Line
F1, then F1, then DOWN ARROW

Left
LEFT ARROW

List
HOME or CTRL F

Next Block
PAGE DOWN

Next Field
ENTER or TAB

Next Page
PAGE DOWN

Next Record
DOWN ARROW

Next Set of Records
F1, then F9

Page Down (List of values)
F1, then DOWN ARROW

Page Up (List of Values)
F1, then UP ARROW

Previous Block
PAGE UP

Previous Field
F1 / ENTER or F1 / TAB

Previous Page
PAGE UP

Previous Record
F1, then PAGE UP

Refresh
CTRL R

Right
RIGHT ARROW

Scroll Down
DOWN ARROW

Scroll Up
UP ARROW

Select
ENTER

Show Keys
CTRL K

Up
UP ARROW

COURSE OUTLINE
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Course 200
Workflow Management

Course Overview 
This course provides an introduction to the CAMS Workflow Management application.  The information in this course will allow you to create, review, and monitor all activities related to approval routing.
Course Objectives
Throughout this course you will be exposed to the Workflow Management processes.  You will also become familiar with the following:  
· Establishing administrative approval routing.

· Reviewing and approving/disapproving system routed documents.
· Changing approval routing by document.
· Changing approval routing by employee.
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Overview Objectives 
The objectives of the Overview section are as follows:

· To understand the basic concepts of Workflow Management 


· To understand the basic concepts of approval routing
Workflow Management


Overview
The Workflow Management module allows you to establish approval routing for commitment documents, obligation documents, and budget operating plans.  You must understand how to establish approval routing before committing certain Funds Management screens (FM030, FM040, FM066).  Additionally, the Workflow Management Module enables you to view entire Funds Management documents that require approval.
WORKFLOW MANAGEMENT OVERVIEW PROCESS

The following screens correspond to the process flow:

· Employee Information Maintenance Screen  – GL029: Basic employee information is established on this screen.   Your System Administrator typically performs this function.

· Document Approval Maintenance Screen – WF001: On this screen you set-up all the parameters to give an employee the right to approve different documents. 

· INPUT – You request approval for documents created on the following screens:

· On-Line Request for Products and Services Screen – FM030


· Purchase Order Transaction Screen – FM040
· Budget Operating Plan Transaction Screen – FM066



· Documents Requiring Approval Screen – WF002: You approve/disapprove documents requiring approval on this screen.

· Re-Assign Approvers by Document Screen – WF604: This screen allows you to change approval routing in the system (by document) for a document.

· Re-Assign Approvers by Employee Screen – WF605: This screen allows you to change approval routing in the system (by employee) for a document

· Documents Requiring Approval Screen – WF002: You view re-assigned documents on this screen.  In addition, this screen allows you to approve/disapprove a document requiring approval.
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Scenario: Log into the System
NOTE
The Instructor is going to walkthrough the following steps with you.  Follow along with the Instructor by looking up at the overhead screen and performing the steps simultaneously with the Instructor.  It is important that you perform the steps with the Instructor rather than going ahead on your own.  Refer to your name card for usernames and passwords.  

Goal: To successfully log into the system.


Perform the Following Steps:
1. Turn on the PC unit.

2. Log into the Windows environment using your Network username and password.

3. Double-click on the TNVT icon. (NOTE:  The CSC uses TNVT to connect to the CAMS system.  Your bureau may use a different communication device.)





[image: image4.png]



4. Double-click on the Risc 6000 Environment option.

5. Log into Risc 6000 (AIX) with your ID and password.

6. From the Main Menu select ARDB.
7. Log into CAMS with your ID and password.

8. Enter your CAMS password again.
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Result:  We logged into the system.

NOTE
The Instructor is going to explain the Data Sheet Packet that can be found on your desk.    
[image: image42.wmf]            Scenario: View Employee Information

                           WALKTHROUGH – INSTRUCTOR LED
                         
 Goal: View employee information established in the 

                           
system.

NOTE
The Instructor is going to walkthrough the following steps with you.  Follow along with the Instructor by looking up at the overhead screen and performing the steps simultaneously with the Instructor.  It is important that you perform the steps with the Instructor rather than going ahead on your own. 

Walkthrough the following steps with the Instructor: 
1. Access the Employee Information Maintenance 
      Screen – GL029.  Perform the following steps to access the    

      screen: 


A. At the Master Menu press Next Block {Page Down} to                 

      access the lower block.

B.   Type GL029 in the lower block and press Select {Enter}.

C.   The screen name will populate in the adjacent field,       
       press Select {Enter}.
The screen on the following page appears after you perform 

steps A – C:
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                                               Fig. Employee Information Maintenance Screen – GL029

The purpose of the Employee Information Maintenance Screen – GL029 is to establish active employees in the system.


2.  Perform the following steps to view employee information that   

                                                   is established in the system.  

Employee Information Maintenance Screen (GL029)
Field Name
Information You Should Enter

ACTIVE:


STATUS
Press Enter Query {F11}.

EMPLOYEE NUMBER
Press Next Field {Enter}.

ACTIVE:


STATUS
Press Next Field {Enter}.

DATE
Press Next Field {Enter}.

NAME:


F
Type DATA VALUE #1 and press Next Field {Enter}.

M
Press Next Field {Enter}.

L
Type DATA VALUE #2 and press Execute Query {F12}.


You are not required to enter information on the Employee Information Maintenance Screen – GL029 for the Workflow Management Module.  The employee found on your data sheet and on your computer screen was created for you to use throughout the course.  The Instructor will now discuss some of the fields contained on the Employee Information Maintenance Screen – GL029.  A description of these fields is provided on the next page.

NOTE
The Instructor will discuss the following fields on the Employee Information Maintenance Screen – GL029. 

Field 
Information

EMPLOYEE:


NO
This is the unique system generated number assigned to an employee for tracking and identification purposes. 

NAME:


F
This is the first name of the employee’s record appearing on the screen.

M
This is the middle name of the employee’s record appearing on the screen.

L
This is the last name of the employee’s record appearing on the screen.

DATABASE USERNAME
This is the unique assigned Database Username.  The Database Username is used to verify that an employee is authorized to access the CFS system.

HOME:


BUREAU CODE
The value entered in this field represents the employee’s home or default bureau.

ORG CODE
The series of organization (level 1-7) values entered in this field represent the employee’s home or default organization.  

OVERRIDE:


ACCS
If this field is set to Y, the employee will have access to the full view of the ACCS throughout the system.  If this field is set to N, the employee will have access to the truncated view of the ACCS throughout the system.  

NOTE:  A picture of the full and truncated ACCS can be found on the next page.

DEFAULT ACCS
The values entered in the Account Classification Code Structure List Box are used by the system as default values for the employee whose record is shown.


Fig. Full ACCS
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Fig.  Truncated ACCS
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NOTE
The Instructor is going to walkthrough the following steps with you.  Follow along with the Instructor by looking up at the overhead screen and performing the steps simultaneously with the Instructor. 
3. In the Active: Status field, press Exit {F4} to return to the  

Master Menu.

4. In the Master Menu, press Previous Block {Page Up}
to return to the top block.

Result:  We viewed employee information corresponding to 

              the employee found on your data sheet.

TOPIC OUTLINE
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Topic 201
Approval Setup Process
Topic Overview
This topic provides an introduction to the Approval Setup process in the CAMS Workflow Management application.  The Approval Setup process will allow you to perform the necessary steps to grant approval authority to an employee for a specific document. 

Topic Objectives
Upon completion of this topic, you will be familiar with the following:
· Setting up parameters to give an employee the right to approve different document types.

· Granting approval for documents requiring approval.

Topic Screens 
The following screens will be used throughout this topic:


GL029   Employee Information Maintenance Screen

                                                    WF001  Document Approval Maintenance Screen


FM030   On-Line Request for Products and Services Screen


WF002  Documents Requiring Approval Screen
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APPROVAL SETUP PROCESS


The following screens correspond to the process flow:

· Employee Information Maintenance Screen  – GL029: You set-up basic employee information on this screen.  Once the information for an employee is committed, the system will assign the employee a number for tracking and identification purposes.  An employee’s Database Administrator is responsible for establishing valid information on this screen.  In this topic, we will only view information that exists in the system. 

· Document Approval Maintenance Screen – WF001: On this screen you set-up all the parameters to give an employee the right to approve different documents. You can also restrict the employee’s approval authority by specifying an ACCS and/or a specific time frame of activity.  Based upon the parameters established in this screen, the system will monitor who is supposed to receive the document for approval. 

· On-Line Request for Products and Services Screen – FM030: Purchase Requests are created on this screen.  We are using an example purchase request already established in the system as an input for this topic.  Normally, the employee approving a purchase requisition would not be the employee that requested approval of the document.  However, for purposes of demonstration it is necessary to simulate this process.  

· Documents Requiring Approval Screen – WF002: The designated approval employee will receive a message on the message line of the Master Menu indicating that documents are waiting for his/her approval.  The Documents Requiring Approval Screen -  WF002 allows the employee to approve the document.
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        DEMONSTRATION -

                                       APPROVAL SETUP
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PRACTICE 
Perform Practice Activity #1 which begins on the next page.  You will complete this exercise by yourself.  The Instructor will be available to answer questions.


Be sure to read all of the information included in the Practice Activity.  This will ensure that you understand the concepts you are practicing. 


NOTE:  Practice Activity #1 consists of Goal 2, Goal 3, and 

                                 Goal 4.  Proceed until you see the Stop icon at the end of Goal 4.  

PRACTICE ACTIVITY #1

Goal 1:  Establish document approval routing.
1. Access the Document Approval Maintenance Screen – WF001.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to    

access the lower block.

B.  Type WF001 in the lower block and press Select


            {Enter}.

C. The screen name will populate in the adjacent field, press                                      Select  {Enter}.


The following screen appears after you perform steps A – C.   
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 Fig. Document Approval Maintenance Screen – WF001

The purpose of the Document Approval Maintenance Screen – WF001 is to establish approval routing for an employee and/or alternate(s).  You can restrict approval routing by specifying a document source, document type, ACCS, amount, and/or date.  A single employee can have approval authority for as many documents as are established in the system.   

2. Perform the following steps to establish document approval routing.
Document Approval Maintenance Screen (WF001)

Field Name
Information You Should Enter 

BUREAU CODE
Press LIST {Home} to select bureau code 1 GENERAL ADMINSTRATION.  Press Select {Enter}.  Press Next Field {Enter}.  

DOCUMENT:


SOURCE
Press LIST {Home} to select document source code COMMIT.  Press Select {Enter}. Press Next Field {Enter}.  

TYPE
Press LIST {Home} to select document type DATA VALUE #3.  Press Select {Enter}.  Press Next Field {Enter}.  

NOTE: Use the Tab/Find function. Press Tab to advance to the Find box.  Type DATA VALUE #3 and press Select {Enter}.  The data corresponding to Data Sheet #3 should appear.  Press Select {Enter}.  Press Next Field {Enter}.  Refer back to this example for help with the Tab/Find function. 

  

ACTIVE:


STATUS
Press Next Block {Page Down}.

EMPLOYEE:


NO
Press LIST {Home} to select employee number

DATA VALUE #4.  Press Select {Enter}.  Press Next Field {Enter}.

PRIORITY
Type 001.  Press Next Field {Enter}.

<ALTERNATE>
Press LIST {Home} to view the Alternate Approvers Pop-Up.

NOTE:  This field should be set to Y.  This is because an alternate approver has already been established for you.  You are to add another alternate approver in this pop-up.

NOTE:  Now refer to the Alternate Approvers Pop-Up demonstration table, directly below, to enter the appropriate information for the Alternate Approvers Pop-Up.

Alternate Approvers Pop-Up
Field Name
Information You Should Enter

EMP NO
Press Insert {Insert} to add an alternate approver.

EMP NO
Press LIST {Home} to select 1044 J DOE.  Press Select {Enter}.

EMP NO
Press Accept/Commit {F5} to establish the alternate.  

EMP NO
Press Exit {F4} to return to the main screen.

Document Approval Maintenance Screen (WF001) (cont.)
Field Name
Information You Should Enter

ALTERNATE
Press Next Field {Enter}.

BACK-UP
Type Y to indicate that the employee is a back-up.  Press Next Field {Enter}.

BACK-UP
Type Y to indicate that the employee is an active back-up.  Press Next Field {Enter}.

C/O
Type Y to indicate that the employee can approve change orders.  Press Next Field {Enter}.

FUNDS:


C
Type Y to indicate that the employee can certify funds.  Press Next Field {Enter}.

O
Type Y to indicate that the employee can approve a funds override.  Press Next Field {Enter}.  

FROM:


<ACCS>
Press Next Field {Enter} to view the ACCS Pop-Up.

NOTE:  Now refer to the ACCS Pop-Up demonstration table, directly below, to enter the appropriate information for the ACCS Pop-Up.

NOTE
You will select the default values for the ACCS Pop-Up.  The default values are selected by pressing Next Field {Enter} in each field of the ACCS.  By selecting the default values, you are not restricting approval authority.  


           ACCS Pop-Up
Field Name
Information You Should Enter

BUREAU CODE
Press Next Field {Enter}.

PROJECT
Press Next Field {Enter}.

TASK
Press Next Field {Enter}.

FUND
Press Next Field {Enter}.

PROGRAM:


ACTIVITY
Press Next Field {Enter}.

SUB-ACTIVITY
Press Next Field {Enter}.

BUDGET LINE ITEM
Press Next Field {Enter}.

BUREAU UNIQUE 

CODE
Press Next Field {Enter}.

ORGANIZATION:


LEVEL 1
Press Next Field {Enter}.

LEVEL 2
Press Next Field {Enter}.

LEVEL 3
Press Next Field {Enter}.

LEVEL 4
Press Next Field {Enter}.

LEVEL 5
Press Next Field {Enter}.

LEVEL 6
Press Next Field {Enter}.

LEVEL 7
Press Next Field {Enter}.

OBJECT CLASS:


OBJECT CLASS
Press Next Field {Enter}.

SUBOBJECT CLASS
Press Next Field {Enter}.

SUB-SUBOBJECT

CLASS
Press Next Field {Enter}.

OBJECT FUNCTION

CODE
Press Next Field {Enter}.

UDF
Press Next Field {Enter}.

Document Approval Maintenance Screen (WF001) (cont.)
Field Name
Information You Should Enter

AMOUNT
Press Next Field {Enter} to select the default value.

NOTE:  The default value for this field is 0.

DATES
Type 1-OCT-1998 and press Next Field {Enter or Tab}.

TO:


<ACCS>
Press Next Field {Enter} to view the ACCS Pop-Up.

NOTE:  Now refer to the ACCS Pop-Up demonstration table, directly below, to enter the appropriate information for the ACCS Pop-Up.

NOTE
You will again select the default values for the ACCS Pop-Up.  The default values are selected by pressing Next Field {Enter} in each field of the ACCS.  By selecting the default values, you are not restricting approval authority. 


           ACCS Pop-Up
Field Name
Information You Should Enter

BUREAU CODE
Press Next Field {Enter}.

PROJECT
Press Next Field {Enter}.

TASK
Press Next Field {Enter}.

FUND
Press Next Field {Enter}.

PROGRAM:


ACTIVITY
Press Next Field {Enter}.

SUB-ACTIVITY
Press Next Field {Enter}.

BUDGET LINE ITEM
Press Next Field {Enter}.

BUREAU UNIQUE 

CODE
Press Next Field {Enter}.

ORGANIZATION:


LEVEL 1
Press Next Field {Enter}.

LEVEL 2
Press Next Field {Enter}.

LEVEL 3
Press Next Field {Enter}.

LEVEL 4
Press Next Field {Enter}.

LEVEL 5
Press Next Field {Enter}.

LEVEL 6
Press Next Field {Enter}.

LEVEL 7
Press Next Field {Enter}.

OBJECT CLASS:


OBJECT CLASS
Press Next Field {Enter}.

SUBOBJECT CLASS
Press Next Field {Enter}.

SUB-SUBOBJECT

CLASS
Press Next Field {Enter}.

OBJECT FUNCTION

CODE
Press Next Field {Enter}.

UDF
Press Next Field {Enter}.

Document Approval Maintenance Screen (WF001) (cont.)
Field Name
Information You Should Enter

AMOUNT
Press Next Field {Enter} to select the default value.

NOTE:  The default value is 99,999,999,999.

DATES
Press Next Field {Enter} to select the default value.

NOTE: Entering the default value results in the field being left blank.

FROM:


ACCS
Press Previous Block {Page Up} to advance to the Employee: No field of the Middle Block.

EMPLOYEE:


NO
Press Previous Block {Page Up} to advance to the Bureau: Code field of the Top Block.

BUREAU CODE
Press Next Field {Enter}.

DOCUMENT:


SOURCE
Press Next Field {Enter}.

TYPE
Press Next Field {Enter}.

ACTIVE:


STATUS
To activate the approval routing information, type Y and press Accept/Commit {F5}.

3. In the Active: Status field, press Exit {F4} to return to the  

Master Menu.

4. In the Master Menu, press Previous Block {Page Up} to   

                                                    return to the top block.


Result:  You established document approval routing.
Goal 2: Request approval for a purchase requisition that 

             exists in the system.
1. Access the On-Line Request for Products and Services Screen – FM030.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to    

      access the lower block.
B.  Type FM030 in the lower block and press Select


            {Enter}.

C.  The screen name will populate in the adjacent field, press 

      Select {Enter}.

The following screen appears after you perform steps A – C.   
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                                    Fig. On-Line Request for Products and Services Screen – FM030

The purpose of the On-Line Request for Products and Services Screen – FM030 is to create documents which will result in a commitment transaction.   We have selected this screen to request approval for a document that exists in the system.

2. Perform the following steps to query a purchase requisition that exists in the system.
On-Line Request for Products and Services Screen – FM030

Field Name
Information You Should Enter 

DOCUMENT:


TYPE
Press Enter Query {F11}.

DOCUMENT:


TYPE
Press LIST {Home} and select Purchase Requisition DATA VALUE #5.  Press Execute Query {F12}. 


You have just retrieved a purchase requisition that was previously created in the system.


The document type queried above matches the document type for approval authority established on the Document Approval Maintenance Screen – WF001 (you used values #3 and #5 from the Data Sheet).  The next steps in the process will involve requesting approval for the document just queried. Once approval is requested, you can expect the document to move to your Documents Requiring Approval Screen – WF002. This is because you have approval authority for the document type.  As previously mentioned, the employee with approval authority would not be the employee requesting approval.  However, for training purposes this is the case.

3. Perform the following steps to request approval for a  

      purchase requisition. 
Field Name
Information You Should Enter 

DOCUMENT:


TYPE
Press Next Block {Page Down} to advance to the bottom block.

ITEM:


NO
Press Previous Block {Page Up} to advance to the Approval:  Requester field.

APPROVAL:


REQUESTER
Type Y and press Accept/Commit {F5}.

NOTE:  Upon pressing Accept/Commit {F5}, you will have to acknowledge the following messages:

1.  WORKING…   Determining General Ledger Impact.

Press Select {Enter}.

2.  Transaction complete – 1 records posted and committed. 

Press Select {Enter}.

4. In the Approval: Requester field, press Exit {F4} to return to the Master Menu.


Notice the message line where you should find the following message: “There are documents needing your approval”.  


As a review, you first established approval authority on WF001 for the document found on your data sheet. Then you requested approval for a document of the same type on FM030.  Now, as the message indicates, your approval of the document is requested.

5. In the Master Menu, press Previous Block {Page Up} to   

      return to the top block.
Result:  You successfully requested approval for a 

              purchase requisition.

Goal 3:  Approve a document requiring approval.

1. Access the Documents Requiring Approval Screen – WF002.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to    

access the lower block.


      B.  Type WF002 in the lower block and press Select


            {Enter}.

C.  The screen name will populate in the adjacent field, press                                           Select {Enter}.

The following screen appears after you perform steps A – C.   
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                                    Fig. Documents Requiring Approval Screen – WF002
The purpose of the Document Approval Maintenance Screen – WF002 is to approve a document that requires approval.  As you can see, you now have a document awaiting approval which means you successfully setup approval routing.
2. Perform the following step to approve a document requiring  approval. 

Documents Requiring Approval Screen (WF002)

Field Name
Information You Should Enter 

APP
Type Y to approve the document.  Press Accept/Commit {F5}.

NOTE: Notice the document is now removed from the queue.   

3. In the App field, press Exit {F4} to return to the  

Master Menu.

4. In the Master Menu, press Previous Block {Page Up} to   


      return to the top block.
Result:  You approved a document requiring approval. 


Congratulations!  You have successfully completed Practice Activity #1.  Please wait for the Instructor before continuing. 
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TOPIC SELF-ASSESSMENT: APPROVAL SETUP


Complete this Self-Assessment exercise on your own.  You have 5 minutes to answer the following questions.

1. Which screen allows you to approve a document requiring approval assuming you have the appropriate approval authority?

2. How does the system determine approval routing for a specific document type?



3. Can an employee have approval authority for multiple   

      documents?

[image: image52.wmf]
[image: image53.wmf]

          DEMONSTRATION -

[image: image54.wmf]                                      APPROVAL PROCESS
[image: image55.wmf]RE-ASSIGNING

APPROVAL

ROUTING

BY DOCUMENT

RE-ASSIGNING

APPROVAL

ROUTING

BY EMPLOYEE

APPROVAL

PROCESS

Document A

WF002

APPROVAL SETUP



TOPIC OUTLINE
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Topic 202
Re-Assigning Approval Routing

Topic Overview
This topic provides an introduction to the Re-Assigning Approval Routing process in the CAMS Workflow Management application.  The Re-Assigning Approval Routing process allows you to perform the necessary steps to change the established approval routing by employee or by document. 
Topic Objectives
Upon completion of this topic, you will be familiar with the following:
· Changing the approval routing in the system (by document) for specific documents. 

· Changing the approval routing in the system (by employee) for specific documents.

Topic Screens
The following screens will be used throughout this topic:


FM030 On-Line Request for Products and Services Screen


WF002  Documents Requiring Approval Screen


WF604  Re-Assign Approvers By Document Screen


WF605  Re-Assign Approvers By Employee Screen
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RE-ASSIGNING APPROVAL ROUTING BY DOCUMENT PROCESS  SCENARIO 1

The following screens correspond to the process flow:

· On-Line Request for Products and Services Screen – FM030: Purchase Requests are created on this screen.  We are using  purchase requests already established in the system as inputs for this scenario.  

· Documents Requiring Approval Screen – WF002: On this screen the original employee selected for routing will have the document in queue awaiting approval.  The document must appear in queue before you can change the routing of the document.

· Re-Assign Approvers By Document Screen: WF604: This screen allows you to change approval routing in the system (by document) for a particular document.  The employee that is to receive the approval authority must be setup as an alternate under the originator’s record on WF001.  

· Documents Requiring Approval Screen – WF002 – On this screen, the alternate employee selected for routing will have the document in queue awaiting approval.
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PRACTICE 
Perform Practice Activity #2 which begins on the next page.  You are to use the data sheet that corresponds to Topic 202 - Scenario 1. You will complete this exercise by yourself.  The Instructor will be available to answer questions.  


Be sure to read all of the information included in the Practice Activity.  This will ensure that you understand the concepts you are practicing. 


NOTE:  Practice Activity #2 consists of Goal 1, Goal 2, Goal 3, and Goal 4.  Proceed until you see the Stop icon at the end of Goal 4.

SCENARIO 1 SET-UP
The necessary approval authority for this scenario has been set-


up for each guest using the Document Approval Maintenance Screen – WF001.  


Ordinarily, another employee would request approval for a purchase requisition.  In order to simulate Scenario 1, it is necessary for us to initially request approval for a purchase requisition on the On-Line Request for Products and Services Screen – FM030 (Goal 1).  


The document type of the purchase requisition for which approval has been requested matches the document type of established approval authority for each guest.  Therefore, each guest that requests approval for a purchase requisition will be moving that document to their Documents Requiring Approval Screen – WF002 (Goal 2). 


PRACTICE ACTIVITY #2

Goal 1:  Request approval for a purchase requisition that 

              exists in the system.
1. Access the On-Line Request for Products and Services Screen – FM030.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to   

access the lower block.

B.  Type FM030 in the lower block and press Select


            {Enter}.

C.  The screen name will populate in the adjacent field, press 

      Select {Enter}.


The following screen appears after you perform steps A – C.
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                                    Fig. On-Line Request for Products and Services Screen – FM030

The purpose of the On-Line Request for Products and Services Screen – FM030 is to create a purchase requisition which will result in a commitment transaction.  Normally, a different employee would input all required information and then request document approval. For training purposes today, you are completing this step.  

2. Perform the following steps to query a purchase requisition that exists in the system.
On-Line Request for Products and Services Screen – FM030

Field Name
Information You Should Enter 

DOCUMENT:


TYPE
Press Enter Query {F11}.

DOCUMENT:


TYPE
Press LIST {Home} to select Purchase Requisition DATA VALUE #6.  Press Select {Enter}.  Press Execute Query {F12}. 


You just retrieved a purchase requisition that was previously created in the system.

3. Perform the following steps to request approval for a  

      purchase requisition. 
Field Name
Information You Should Enter 

DOCUMENT:


TYPE
Press Next Block {Page Down} to advance to the bottom block.

ITEM:


NO
Press Previous Block {Page Up} to advance to the Approval:  Requester field.

APPROVAL:


REQUESTER
Type Y and press Accept/Commit {F5}.

NOTE:  Upon pressing Accept/Commit {F5}, you will have to acknowledge the following messages:

1.  WORKING…   Determining General Ledger Impact.

Press Select {Enter}.

6.  Transaction complete – 1 records posted and committed. 

Press Select {Enter}.

4. In the Approval: Requestor field, press Exit {F4} to return to the Master Menu.

5. In the Master Menu, press Previous Block {Page Up} to   

      return to the top block.
Result:  You have successfully requested approval for a 

              purchase requisition.


Goal 2: To view documents requiring approval. (Do not approve the document at this time).  

Perform the Following Steps: 
1. Access the Documents Requiring Approval Screen – WF002.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to access the lower block.
B. Type WF002 in the lower block and press Select

      {Enter}.
C.   The screen name will populate in the adjacent field, press 

       Select {Enter}.

The following screen appears after you perform steps A – C.   
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                                                   Fig. Documents Requiring Approval Screen – WF002
NOTE
DO NOT APPROVE THE DOCUMENT APPEARING IN QUEUE.


The purpose of the Documents Requiring Approval Screen – WF002 is to view the documents awaiting approval.


The goal of this scenario is to reroute the document appearing in queue (by document) to another employee’s Documents Requiring Approval Screen – WF002.  You will revisit this screen during the last step of this demonstration to find that there are no longer any documents appearing in your queue.

2.  In the App field, press Exit {F4} to return to the  

     Master Menu.
3.  In the Master Menu, press Previous Block {Page Up} to   

     return to the top block.
Result:  You viewed a document requiring your approval. 

Goal 3:  Re-assign approval routing by document.

1.   Access the Re-Assign Approvers By Document Screen – WF604.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to   access the lower block.

B. Type WF604 in the lower block and press Select
      {Enter}.
C.   The screen name will populate in the adjacent field, press                                                                                                             

       Select {Enter}.

The following screen appears after you perform steps A – C.   
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                                            Fig. Re-Assign Approvers By Document Screen – WF604

The purpose of the Re-Assign Approvers By Document Screen – WF604 is to change the approval routing for a document.

2. Perform the following steps to re-assign approval routing by document.  

Re-Assign Approvers By Document Screen (WF604)

Field Name
Information You Should Enter

BUREAU CODE
Press LIST {Home} to select bureau code 1 GENERAL ADMINISTRATION. Press Select {Enter}.  Press Next Field {Enter}.

DOCUMENT:


SOURCE
Press LIST {Home} to select document source code COMMIT. Press Select {Enter}.  Press Next Field {Enter}.

TYPE
Press LIST {Home} to select document type DATASHEET #7.  Press Select {Enter}.  Press Next Field {Enter}.HOMEHOkjafd

NUMBER
Press LIST {Home} to select document number 

DATA VALUE #8. Press Select {Enter}.  Press Next Field {Enter}.

NUMBER
Press Next Field {Enter}.

NUMBER
Press Next Field {Enter}.

CURRENT APPROVER
Press LIST {Home} to select 5058 I INSTRUCTOR.  Press Select {Enter}.  Press Accept/Commit {F5}.

NOTE: Notice 1044 J DOE appears in the Alternate Approver Pop-Up.  Remember that you added J DOE in Topic 201- Approval Setup.  

3. Press Exit {F4}.  This will take you back to the Master

Menu.

4. In the Master Menu, press Previous Block {Page Up} to   

return to the top block.
Result:  You re-assigned approvers by document. 

Goal 4:  View documents that were re-assigned. 

1. Access the Documents Requiring Approval Screen – WF002.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to  access the lower block.
B. Type WF002 in the lower block and press Select

      {Enter}.
C.   The screen name will populate in the adjacent field, press 

       Select {Enter}.

The following screen appears after you perform steps A – C.   
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                                     Fig. Documents Requiring Approval Screen –WF002
 
The purpose of the Document Approval Maintenance Screen –WF002 is to view documents awaiting approval.  As you can see, the original document that appeared in your queue is no longer on the screen. 

The document was rerouted to the Instructor (5058 I INSTRUCTOR).  The Instructor will wait for everyone to finish rerouting their document.  The Instructor will then access the Documents Requiring Approval Screen – WF002 on the overhead projector where you should see your document.


NOTE:  Once you have located your document, you may proceed to steps #2 and #3.

2.  Press the Exit {F4} key.  This will take you back to the Master

     Menu.

3.  In the Master Menu, press Previous Block {Page Up} to   

     return to the top block.
Result:  You viewed your rerouted document. 


Congratulations!  You have successfully completed Practice Activity #2.  Please wait for the Instructor before continuing. 
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RE-ASSIGNING APPROVAL ROUTING BY EMPLOYEE PROCESS  SCENARIO 2


The following screens correspond to the process flow:

· On-Line Request for Products and Services Screen – FM030: Purchase Requests are created on this screen.  We are using  purchase requests already established in the system as inputs for this training course.  

· Documents Requiring Approval Screen – WF002: On this screen the original employee selected for routing will have the document in queue awaiting approval.  The document must appear in queue before you can change the routing of the document.

· Re-Assign Approvers By Employee Screen – WF605:  On this screen you change approval routing in the system for a particular employee.  The employee that is to receive the documents for approval must be setup as an alternate under the originator’s record on WF001. 
· Documents Requiring Approval Screen – WF002 – On this screen, the alternate employee selected for routing will have the document in queue awaiting approval.
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PRACTICE 
Perform Practice Activity #3 that begins on the next page.  You will complete this exercise by yourself.  The Instructor will be available to answer questions.   You will use the Topic 202 - Scenario 2 Data Sheet.


Be sure to read all of the information included in the Practice Activity.  This will ensure that you understand the concepts you are practicing. 


NOTE:  Practice Activity #3 consists of Goal 1, Goal 2, Goal 3, and Goal 4.  Proceed until you see the Stop icon at the end of Goal 4.

SCENARIO 2 SET-UP
As was the case with Scenario 1, the necessary approval authority for this scenario has been set-up for each guest using the Document Approval Maintenance Screen – WF001.  


Ordinarily, another employee would request approval for a purchase requisition. In order to simulate Scenario 2, it is necessary to initially request approval for a purchase requisition on the On-Line Request for Products and Services Screen – FM030 (Goal 1).  


The document type of the purchase requisition for which approval has been requested matches the document type of established approval authority for each guest.  Therefore, each guest that requests approval for a purchase requisition will be moving that document to their Documents Requiring Approval Screen – WF002 (Goal 2).   


PRACTICE ACTIVITY #3

Goal 1:  Request approval for a purchase requisition that 

              exists in the system.
1. Access the On-Line Request for Products and Services Screen – FM030.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to    

      access the lower block.
B.  Type FM030 in the lower block and press Select


            {Enter}.

C.  The screen name will populate in the adjacent field, press 

      Select {Enter}.


The following screen appears after you perform steps A – C.
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                                    Fig. On-Line Request for Products and Services Screen – FM030

The purpose of the On-Line Request for Products and Services Screen – FM030 is to create a purchase requisition which will result in a commitment transaction.  As was the case in 


Scenario 1, a different employee would normally input all required information and then request document approval. For training purposes today, you are completing this step.  

2. Perform the following steps to query a purchase requisition that exists in the system.
On-Line Request for Products and Services Screen – FM030

Field Name
Information You Should Enter 

DOCUMENT:


TYPE
Press Enter Query {F11}.

DOCUMENT:


TYPE
Press LIST {Home} to select Purchase Requisition DATA VALUE #9.  Press Select {Enter}.  Press Execute Query {F12}. 


You retrieved a purchase requisition that was previously created in the system.

3. Perform the following steps to request approval for a  

      purchase requisition. 
Field Name
Information You Should Enter 

DOCUMENT:


TYPE
Press Next Block {Page Down} to advance to the bottom block.

ITEM:


NO
Press Previous Block {Page Up} to advance to the Approval:  Requester field.

APPROVAL:


REQUESTER
Type Y and press Accept/Commit {F5}.

NOTE:  Upon pressing Accept/Commit {F5}, you will have to acknowledge the following messages:

1.  WORKING…   Determining General Ledger Impact.

Press Select {Enter}.

2. Transaction complete – 1 records posted and committed. 

Press Select {Enter}.

4. In the Approval: Requester field, press Exit {F4} to return to the Master Menu.

5. In the Master Menu, press Previous Block {Page Up} to   

      return to the top block.
Result:  You have successfully requested approval for a 

               purchase requisition.


Goal 2:  View documents requiring approval (Do not approve the 

                                                            document at this time).

Perform the Following Steps: 
1. Access the Documents Requiring Approval Screen – WF002.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to  access the lower block.
B. Type WF002 in the lower block and press Select

      {Enter}.
C.  The screen name will populate in the adjacent field, press 

      Select {Enter}.


The following screen appears after you perform steps A – C.   
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                                                   Fig. Documents Requiring Approval Screen – WF002
NOTE
DO NOT APPROVE THE DOCUMENT APPEARING IN QUEUE.


The purpose of the Documents Requiring Approval Screen – WF002 is to view the documents awaiting approval.

The goal of this scenario is to reroute the document appearing in queue (by employee) to another employee’s Documents Requiring Approval Screen – WF002.  You will revisit this screen during the last step of this practice activity to find that there are no longer any documents appearing in your queue.

2.  In the App field, press Exit {F4} to return to the  

     Master Menu.
3.  In the Master Menu, press Previous Block {Page Up} to   

     return to the top block.
Result:  You viewed a document requiring approval. 

Goal 3: Re-assign approval routing by employee.

1.   Access Re-Assign Approvers By Employee – WF605.   

      Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to  access the lower block.
B. Type WF605 in the lower block and press Select

      {Enter}.
C.  The screen name will populate in the adjacent field, press 

      Select {Enter}.

The following screen appears after you perform steps A – C.   
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                                         Fig. Re-Assign Approvers By Employee Screen –WF605

The purpose of the Re-Assign Approvers By Employee Screen – WF605 is to change the approval routing for a document.

2.  Perform the following steps to re-assign approval routing by 


     employee.
Re-Assign Approvers by Employee Screen (WF605)

Field Name
Information You Should Enter 

BUREAU CODE
Press LIST {Home}.  Select bureau code 1 GENERAL ADMINISTRATION.  Press Select {Enter}.  Press Next Field {Enter}.

CURRENT APPROVER
Press LIST {Home} to select DATA VALUE #10.  Press Select {Enter}.  Press Next Field {Enter}. 

RE-ROUTING
Type Y to re-route the document and then press LIST {Home} to select 5058 I INSTRUCTOR as the alternate approver.  Press Select {Enter}.

NOTE:  You will need to acknowledge the message in the message line by pressing Select {Enter}.

NOTE:  The Reroute Document field at the bottom of the screen enables you to reroute all documents appearing in queue at one time.  The Reroute Document field functions the same as the Re-Routing field and all documents will be re-routed to the selected alternate approver.

3. Press the Exit {F4} key.  This will take you back to the Master

Menu.
4. In the Master Menu, press Previous Block {Page Up} to   

      return to the top block.
Result:  You re-assigned approvers by employee. 

Goal 4: View documents that were re-routed. 

1. Access the Documents Requiring Approval Screen – WF002.  Perform the following steps to access the screen: 

A. At the Master Menu press Next Block {Page Down} to   

      access the lower block.
B.  Type WF002 in the lower block and press Select

      {Enter}.
C.  The screen name will populate in the adjacent field, press 

      Select {Enter}.

The following screen appears after you perform steps A – C.   
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                                     Fig. Documents Requiring Approval Screen –WF002


The purpose of the Document Approval Maintenance Screen –WF002 is to view the documents awaiting approval.  As you can see, the original document that appeared in the queue is no longer on the screen. 

The document was rerouted to the Instructor (5058 I INSTRUCTOR).  The Instructor will wait for everyone to finish rerouting their document.  The Instructor will then access the Documents Requiring Approval Screen – WF002 on the overhead projector where you should see your document.


NOTE:  Once you have located your document, you may proceed to steps #2 and #3.


2.  Press the Exit {F4} key.  This will take you back to the Master

     Menu.

3.  In the Master Menu, press Previous Block {Page Up} to   

     return to the top block.
Result:  You successfully re-routed a document. 


Congratulations!  You have successfully completed Practice Activity #3.  Please wait for the Instructor before continuing. 

[image: image66.wmf]
[image: image67.wmf]Re-Assigning Approval Routing

By Document

Primary Approver

Alternate Approvers

Document #

A.

 Document # currently has a primary

approver.  This primary approver has

an established set of alternates who

may recieve Document # if it needs to

be re-assigned.

A

B

B.

  

The document is re-assigned to one

of the altermate approvers.

One Alternate Approver

System

Assigns

Established

       For

Select Document #

To Re-Assign


         TOPIC SELF-ASSESSMENT: RE-ASSIGNING APPROVAL ROUTING


Complete this Self-Assessment exercise on your own.  You have 5 minutes to answer the following questions.

1. To where in the system is a document moved when approval routing is changed to another employee?

2. To re-assign approval authority, does an employee have to be set-up as an alternate of the current approver. 
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Complete this Course Self-Assessment exercise on your own.  You have 15 minutes to answer the following questions.

1. Which screen would you use to create an alternate for an existing employee?

2. What are the steps for granting approval authority to a document requiring approval?  Assume you are the employee with approval authority and the document was routed to you.

3. What is the purpose of the Employee Information Maintenance Screen – GL029?


4. What is the purpose in setting the C/O flag to Y in   

the Document Approval Maintenance Screen – WF001?

5. What does an employee use for tracking and identification  


      purposes?

6. What is the purpose of the Re-Assign Approvers By Employee Screen – WF605?

7. In what screen does the Approval Setup Process begin?

8. What is the purpose of the Re-Assign Approvers By Document Screen – WF604?
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WALKTHROUGH – INSTRUCTOR LED


Scenario: Log out of the System

NOTE
The Instructor is going to walkthrough the following steps with you.  Follow along with the Instructor by looking up at the overhead screen and performing the steps simultaneously with the Instructor.  It is important that you perform the steps with the Instructor rather than going ahead on your own.  Refer to your name card for usernames and passwords.  

Goal:  To successfully log out of the system.



Perform the Following Steps:
1. From the Master Menu, press Cancel/Exit {F4} to log out of the system.
2. When prompted by the System: THIS WILL END YOUR SESSION, type Y and press Select {Enter}.
3. At the prompt, type 99 and press Select {Enter}.
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Result:  We logged out of the system.

WORKFLOW MANAGEMENT

APPENDIX OF PROCESS FLOWS
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