Quick Reference Card — Human Resources

PA40 — Approving a Personnel Action
Request

Process: A request for a personnel action for an employee has been submitted in

SAP. Approvers are responsible for reviewing the request and attachments prior to
approving or rejecting.

Role: Authorized Users Frequency: When needed

Option 1: SAP

Enter transaction SBWP
Access the SAP Business Workplace OR .
Click the SAP Business Workplace icon % in

the SAP GUI SAPEasy Access gireen
= &2 Inbox

#] Unread Docufnern
Open the workflow i ngmgn%ﬁll
I+ [ Workflow 1

Click the EJImport pytton to browse and

Add attachments (if necessary) )
open files to attach

Approve or reject

Click the button to approve or reject the
request

A text box will open to allow for comments
to be added

Comments are mandatory for rejections

© 2018 University of Kentucky — IRIS Training myHelp Website:
Last Updated 2/26/2018 http://myhelp.uky.edu/rwd/HTML/index.html 1




Quick Reference Card — Human Resources

PA40 — Approving a Personnel Action
Request

Declzlon Step In Workilow
Ewordow hcreate | Blimport

Wildcat Change in Base Pay MO 10/03/2016 00025488

Choose one of the following alternatives
Proceed, attacheents added

Withdraw / Cancel

Cancal and keep work item in inbox

Descoription

Freddie Flintstone 00025488: A Change in Base Fay action was

created. Pleass add required attachments at this time.

Option 2: myUK Portal

Click on the [ EnepriseSemices | 5,
Open your workflow tasks Click on the subtab

Click on the Werkflowitems menu option

Fnancials | Malenals Management | IT Servics Aoquest  Workfiow | LANS

Workflow Items
ALY 4
Detailed Havigaitson .

|+ Workhowtiema | Tasks (M142) | s | Hobfcalons SAPoiics Maks

| Faclies Managemen| | Cusiomer Service Cenler | flesl

£y Substiubion s camenty lumad on. You can tum o setsitubon under Manage Sotashuon Rules

Tracking

Open the workflow

: ' | Manage Attachments |
Add attachments (if necessary) Click the : button
Browse and upload files

Comments are mandatory for rejections

Enter comments

. Click the button to approve or reject the
Approve or reject

request
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