EMEA - Workflow Requests In Error Report
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Objective and Scope

The purpose of this document is to explain how to act when encountering situations of Workflow (WF) requests in error in SAP system PF1_050 (PRS).
Depending on the type of error, there is a different possible solution to overcome it and resume the normal flow of WF requests.

This operating procedure (OP) applies to all Workflow requests originating from PRS (PF1_050) which are in error or have a status which requires an action to
resume its flow towards its (re)solution.

® Definitions

WF — Workflow

VWF — Vendor Workflow
PRS — PF1_050

® Support Team

Paulo Del Bel, Kunal Panchal, Gergana Nikolova

Requests in Error

In order to detect possible workflow cases to be handled within the scope of this procedure, it is necessary to run the following transaction:

® 7Z1S_VWF_REQS_LIST (List of vendors workflow requests)

These are to be done using the parameters below:
Creation date: date of the day - 1 month

Status: DE

List requests created by vendors' workflow

® %

Vendor to ‘T‘
Request number to ‘T‘
Creation date 18.08.2020 to =3
Created by to ‘T‘
Status D to ‘T‘
Account group to ‘?‘
Segment code to ‘E‘

Afterwards, click on Execute (F8): @
Once inside, the list of all the WF requests to be handled is presented.
In here, it is possible to gather the following information concerning the Workflow requests with this status:

Workflow Request Number;
Requester's ID Number;

Last Modification;

Vendor Number;

Vendor Name;

City;

Country;
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Take note of the workflow numbers which appear in the list, as these need to be processed via transaction Z1S_VWF_REQUEST.

SBS Data - Display the Vendor Re t

'Y q

ichanges history &’ Change 9% % |

| Request to Create a new Vendor master record (ORGAAN VOOR KASIROET VOOR EXPORT)
Request Number 466722| @) [Approved and pending action by Procure-to-Pay - Segment code [P219]  GE-SYSTEM CERTIF Last change 24.09.2020
Requester Bas KONINEX 23 [0475-384888 Company Code [0294]  SOLVAY CHEMIE (NL) WF-BATCH
E-mal address bas. koninkx@solvay.com Business Unt PE PEROXIDES - [& ] Avprovers |

Z]General Data | General Data 2 | [[-]Phone/Fax/Mai | E&Distrbution ¥ Communication Area | () Fie Attachments | & Purchase |

[ Vendor

Tite BV - Account group ZNLN NL Vendors -

Name ORGAAN VOOR KASJROET VOOR EXPORT Vendor

Language NL Dutch = Purchasing block O
Search Term 1 ORGAAN VOO

Search Term 2

ar
Once the request is open, display the reason of the error by clicking on icon =)

Detailed processing status

Detailed processing status

Summary of the levels created via the standard transactions for the request 466722:

The following error(s) cccured during the processing of request 466722:

- @E XR01 24.09.2020 20:40:35 Enter the postal code of the PO box ADDR1_DATA-REGION

Return to the request and click on the icon j
all screens ):

. The mode of processing is asked by the system: the Display Mode to be selected should be ' A ' ( Display

SBS Data - Display the Vendor Request

Eﬂhanges history I{Zhange L] '9 f |[l'i

| Request to Create a new Vendor master record (ORGAAN VOOR KASIROET VOOR EXPORT)
Request Number [466722] [C] 'Appruved and pending action by Procure-to-Pay -|
Requester |Bas KoNINEX '2) [0475-384888 ‘
E-mail address |bas.koninkx@solvay.com ‘

[ Call transaction again (after error) X

SgDistributian " @’Cammunication Area |’ |ﬂ'|F

Display mode :' N No display '_: L
A Display al screens . ]
hd s
E Display errors only | —— ccount group
EXPORT Vendor
N No display F |
Language

Search Term 1

Search Term 2

Then, the system performs the standard SAP transactions corresponding to the request:

Vendor creation: XK01
Vendor modification: XK02
Vendor unblock: XK05
Vendor undelete: XK06

L
Use the button to pass by all the fields:
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Create Vendor: Initial Screen

Vendor
Company Code [ ]
PurchasingOrganization [ ]
Account Group
OK-Code
| Reference 10 !
Vendor [
Company code [ ]

PurchasingOrganization
[ Use central address management

During these transactions, the user is able to change data in order to correct the error. If the screen displayed does not contain invalid data, or error message,
click on enter to go to next screen.

- PO Box Address
PO Box 7967

Postal code

Other country

Company Postal Code

- Communication

) Enter the postal code of the PO box

Perform the change and continue to click Enter.

The status "error" in the workflow can be caused by a warning:

(@ Field LFBK-XEZER(l] is not an input field

[ TR A0 = - . . (S (Bl gy A

Or by a blocking error:

@ Invalid date

In case of warning, click on "enter" until the transaction restarts.

In case of blocking error, the transaction is blocked, and it is not possible to continue without correcting invalid data (according to data maintenance rules).

Normally, at the end, the request is in status 9 (Completely Processed). If it is not the case, you can force the creation/update in the main system by clicking in
the button "Force status to completed":

SBS Data - Display the Vendor Request

g Changes history

| Request to Create a new Vendor master record 502563531 (ORGAAN VOOR KASJROET VOOR EXPORT)

Reguest Number 466722 /N | Completed - Segment code ©219  GE-SYSTEM CERTIF
Requester Bas KONINEX 2) [0275-3840888 Company Code 0294  SOLVAY CHEMIE (NL)
E-mai address bas.koninkx@solvay.com Business Unic PE PEROXIDES >

2" |General Data )’Genera\ Data2 | [F]Phone/Fax/Mal | E&Distrbution | G Communication Area | [1jFie Attachments | g% Purchase |

In this type of situations you will need to update the data in the local system as the request will only add data to the main system.
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Administration Role
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Action: Pass the request from the Vendor to D&A Business Workplace, from a Panel Manager to other Panel Manager or from an interspace to D&A Business

Workplace

To change the owner of a Vendor Workflow Request it is used the transaction Z1S_VWF_REQUEST.

Then, in the top left box it is inserted the words "wi_id". Press enter. This will provide you the id of the request:

@ [wn FdB e RHE Snos BRI OB
SBS Data - Display the Vendor Request

S cnangeshistory 7 Change &

Request to Create 3 new Vendor master record (BIBBY TURBOFLEX)

Request Number 281062 Watting for Purchasing to approve . Segment code POSS  TG-MECH+CIV SUPPLIES Last change 21.10.2015
Requester Dariusz DANILOW @ 9% 733 2522 Company Code 7531 SOLVAY ENG PLAST PL DDANILOW
E-mail address Dariusz.DANTLOWEsolvay.com Business Unk EP ENGINEERING -l Ba@ (& Aoprovers |

General Data_ | General Data 2 (51 Web Form T PhonefFayMal | Fle Alta... o=

E-Mail body

Vendor infa Segmentation
Name BIBBY TURBOFLEX Domain code 4
Search Term 1 BISEY TURBOFLEX Chss T chssc
Country @
Account group ZU01 UK Vendors -
Language EN Englsh -

PS: if the system for example gives an error that the DUNS code is missing, go into change and add something in this field so the system does not complain

anymore (do NOT save !). Then type in the "wi_id" again in the top left corner and press enter.

S$BS Data - Display the Vendor Request
[ x]

n 1
Created by Jpontice | ) |10437759 € i Inbox of

Creation date 21.10.2015 | Waiting for Purchasing to approve - Approvers
Creation time 13:39:13 VWFF Status | A Created hd Data Controllers

Changed by DOAMTLOW

Last change 21.10.2015 Last change status N | 00:00:00

Last change 13:39:21]

Data Controler | | Last change status O | | 00:00:00]

APDC Date ]

APDC Time 00:00:00 Last change status 1 [21.10.2015/13:39:21]  Last change status 2 T Jop:00:00]
X001 Clent M

XDO1 Factoring ] Last change status3 | 00:00:00)  Last change status 4 00:00:00

Last change statusC | 00:00:00

Leave the transaction with the code.

Then, in the transaction SWIA or SWI1 it is entered the code:

Process Work Item As Administrator

@ &
| Selection Using Work Item ID
» [ esee——— -
Identification 10437753 to

| Selection Using Work Item Properties

Type 1 to [
Status to
Priority [ o ||
Deadiine Status [] to ]
Task to
Task Group @
[] Top-Level Wark Items Onby
| Selection Using Time Period
Creation Date 30.10.2015 to
Creation Time 10:27:51 to 23:59:59

| Output Options (+Version, +Administrator)
[ Switch On

Execute and then double click in the code.This action will provide the Workflow log.

The last node shows an item with the description that it needs to be approved. Click one time to select and then go to the menu "Goto -> Work Item":
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(& Log Edit Goto Extras Utilities System  Help
9 | -] « eqe = .
Workflow log (View with technical details)

Hide Detalls | ActiveX version log 208 | &2 | 37 | &

[':'E Tree View

Fl2/2R]E

Steps

- (2 & UNTIL Loop
» ¢ Loop 1
Loop 2
Loop 3
Loop 4
Loop 5
Loop &
Loop 7
Loop 8
Loop 9
Loop 10
Loop 11
Loop 12
Loop 13
Loop 14
v @ I PF1: VWF Request 000000 has been rejected
L [II VWF Request 281068 has to be approved|

* ¥ T Y ¥ wv v v ww ww

1

OO OO OOOOO

In the next screen, click in "Extras -> Activate Administration”. Several options will appear. Choose according to the action needed:

Will pass the request to the next stage.

Display work item

4] Tlog  E0RGraphic

Service Name Work item information

~ [ Services for Administration D 000011263614

- e Complete watt

[ Tyoe Background Step

o e o — Title Check Request 309247 Form submission
+ 5 Lock for Execution [Eecuts |

« Jfe Change Work Item Text [Execute Eaus Watting

¢ = Priority |5 Medium —

L] @a Change Work Ttem Langl
+ gk Change Priority Deadine Data

« Jk Logically Delete

% Creation Start End Date
Complete Manualy Bearte Current 26.09.2016 12:05:48
* Fe et Enqueue Lock Requested 05.10.2016//23:00:01
* Fe Change deadines Latest 01.10.201622:59:59
Description [
No description
0 0
Will allow the change of the Panel Manager.
Display work item
Tmai  Biog BEGraphic
Service Name | Work tem information
~ 34 Services for Administration
D 000010437761
: ﬂﬁ Cliange Contaier Tite VWF Request 281068 has to be approved
+ Jfe Lock for Execution . Ready
+ I Change Work Ttem Text Priory e
S @3 Change Work Ttam Lang
* e Change Priorky [ Deadine Data
oL Eretn ) Creation start End Date
+ e Start Execution ST RCTTI (LYY TYrTl
Current 21.10.2015(12:39:21
+ dfe Complete Manually Execute
" 4 Forward
+ e Set Enqueue Lock
Deadline Data
+ Jfc Execute Agent Rules 1 Execute :I
i V2 X
« dfe Change deadines L

Uld YOU please ether approve of returmn or reject following request
within http://solia.solvay.comy/ifi/portal/Services/uwl ?

If you want to return or reject the request, do not forget to -
justify . -

HEH “»

After executed the operator can get out of the transaction.
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Abort a workflow

A request can be aborted by the creator of the request when it has not yet been submitted, but there are cases whereby the request is asked to be deleted on
other times during the lifecycle of the VWF. For example a request is at the vendor with status V (Waiting for vendor to fill in the webform). In this status
normally we would have to wait 10 days before any action can be taken (by PtP).

The transaction used is Z1S_ABORTRQ - Abort Customer Workflow Request (PF1_050):

Abort Customer Workflow Request
® %

() Customer Workflow
@ Vendor Workflow

Request number 437205 to §
Status =]B to (#]
Last change to lij
Creation date to @J

-
p@ Test Run

VWEF rules

® Segment code: cannot be changed during a VWF for modification (the request needs to be erased, the PUR team needs to correct the segment,
then a new VWF needs to be created);

® Segment code: can be changed during a VWF for creation;

® Abort (trash): available only by the requester;

® Rejected (cross): can be used by the PM or by the approver.

Workflow history

This view shows the 5 most recent entries. The complete workflow log is available from the ‘Document Activity' menu item.

Dec 09, 2020 Actor Type Activity Version
Published State gave Approvers approval at 7:44 am
Jodo Silva
State changed state to Published at 7:44 am v7
To be approved State gave Approvers approval at 7:44 am
Jod&o Silva
Dec 08, 2020
State

. assigned approval Approvers to Joao Silva at 4:42 pm
Marta Almeida

State changed state to To be approved at 4:42 pm v7
For Review State gave Reviewers approval at 4:42 pm
Marta Almeida
Sept 25, 2020
Edit updated the page at 10:55 am

Cétia Amaro
State changed state to For Review at 9:04 am v7
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