
I manage a cost center master data request in the workflow 
- ZZF_MDWF_REQUEST

Domain: Finance Data & Reporting Responsibility area: to be completed
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1. Objective and Scope

1.1 Objective of this Operation

The aim of this procedure is to provide clear, step-by-step instructions on how to create a cost center in 
mass using transaction ZZF_MDWF_REQUEST. This ensures consistency, accuracy, and compliance 
with Syensqo’s internal processes.

1.2 Scope

The scope of this operation is worldwide for PF2 and WP2 SAP systems. 

2. Definitions
Finance - Glossary

Scope

    

 

Frequency

On demand  

References

ZZF_MDWF_REQUEST - Workflow 
for Master Data

Attachments

Previous OP << I manage a cost 
center master data request in the 

workflow - ZZF_MDWF_REQUEST 
>> Next OP

3. Tasks description

3.1 I analyze the workflow request

Once you have taken in charge the 
request, you need to execute the check 
which warnings or errors appear in the 
request.

Then, you should modify the request to 
be able to have the possibility to check 
it.

https://wiki.syensqo.com/pages/viewpage.action?pageId=136413385
https://wiki.syensqo.com/display/CostOP/Finance+-+Glossary
https://wiki.syensqo.com/display/CostOP/ZZF_MDWF_REQUEST+-+Workflow+for+Master+Data
https://wiki.syensqo.com/display/CostOP/ZZF_MDWF_REQUEST+-+Workflow+for+Master+Data


Go to the master data tab and click on 
the check button.

Once the request is approved, you will 
see the “call transaction” button. This 
button will execute the changes 
requested in the remote system. But 
before pressing “call transaction”, you 
need to select the lines you want to 
process (you might not want to process 
the whole request !). 

Even if you have approved the request 
you can only execute it partially by 
selecting the appropriated lines. 



3.2 I handle the workflow errors and log execution

If the execution is blocked by some 
errors, you will get an error flag on the 
line.

In addition, the application will provide 
a new log (“technical log”) below the 
“business rule log”.

When double clicking on the red flag, 
you will display the technical log. The 
technical log provide the details of the 
issues as the system does by using 
manually the transaction. 

Some specific errors are already known:

This case happens when you 
try to process again (call 



transaction) a line that has 
already returned an error in 
the same session.
To correct this issue you have 
to log off and log in again

This case happens when a 
user is already in change 
mode in the standard 
hierarchy (i.e. KSH2 or 
OKEOEN).
To correct this issue you need 
to ask the user to go out from 
that transaction.

3.3 I complete the workflow request

Once the processing complete, you 
need to set manually the “complete” 
status.

3.4 I validate the workflow request

Even though the workflow request 
shows no errors, you have to ensure 
that the information contained in it is in 
line with the standard Finance costing 
master data:

1)   rules and Cost Center - Master Data
standards

2) Check if the user is an authorized 
requester (GBU controller and for the 
GBU to which the data refers to);

3) Check consistency between the 
codification and the target P&L heading 
for 2 or .PF WP2

Open the request and analyze it

Check and correct the following elements :

update the project to be able to list all requests linked to a project
if the request is linked to a single company code / BU, update these 
fields if empty

Analyze the request, including the justification entered by the user

If OK, execute in SAP, change status to “completed”, inserting a possible comment on tab 
“reason” 

If the request needs to be challenged, use the function “return” to challenge it, with the 
necessary comment / challenge text

For both actions, you can save a preliminary version – the actual mail and change of status is 
done when using the «send» button

NOTE:  Some actions and change of status are only accessible in «display» mode and not in 
«change» mode.

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

https://wiki.syensqo.com/display/CostFAQ/Cost+Center+-+Master+Data
https://docs.google.com/spreadsheets/d/1CQgzIpHIWUBLnmTaIs7quHNlVTa-JDMlIey9XlQbUog/edit?gid=338552231#gid=338552231
https://docs.google.com/spreadsheets/d/16zNt6h4-QUvTv8j9_9vx1u6u5Lv4Kn9XFl0Xy0jQOR0/edit?gid=0#gid=0
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