
Transportation Officer’s Workflow
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From: Moratis, John C [Contr (BPC)] Sent: Thu 6/5/2003 5:54 PM

To: Ohmer, Jennifer ¥ [Contr (BPC)]

@

Subject: pprove trip request 0000000373

i OCONUS trip reguest 0000000373 has been submitted by RAIDE I PIMENTEL for appraval
The trip etails are as follows:

Trip type: OCONUS_Initial
Trip date from: 07/10/2003 to: 07/14/2003
Location: Brussels, Belgium - NATO

Reason: Meeting with NATO

Total travel cost: 1,780.00
The travel cost will be charged to the NUA: 000006003433/
o001

Please click on the link below. This will take you to the e-NOVA imbox. Select the corresponding trip request with the
workiten.

select the appropriate action, approve or reject. The cancel option in your e-NOVA inbox acts as a hold. If selected it
will keep

the request for approval or rejection the next time.

hetp://sap80308. pica.army.mil:87/scripts/ vgate/vebgui/ | 2-client=200e-1< TRIP.URLZ not found>

Please do not reply to this email. For any questions concerning this message, please contact the e-NOVA Customer Competency
center
ac extension 7394.
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An email similar to this one will be sent to you once the Security Officer, the Director of this employee, the Deputy Commander and Commander have all approved this OCONUS Travel Request.

In order to review this Travel Request, click on the Hyperlink to Launch SAP.
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This is the SAP Logon Screen.
Enter your User name and Password.  Click on the "Log On" button.
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All SAP Logons have "Roles" associated with them.  

When logging on, your roles may look different than the training roles that are being used here.  

Click on "Travel Management Administration" to expand the menu.
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Expand "Travel Management Administration" by clicking on it.
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To access the items that require action click on the "Inbox" transaction.
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To maximize the work area, the first step that can be taken is to hide the LaunchPad (the Role based menu on the left).  Click on the "Hide LaunchPad" icon.
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The next step to take to maximize the work area is to click on the "Enter" icon next to the Command Field on the SAP Toolbar.
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The Inbox is SAP's form of email.  

Within the Inbox is a subfolder called "Workflow".  Those items in "Workflow" are items that require action.  Expand the "Inbox" by clicking on it.
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Click on "Workflow" to identify the items that are requiring "action".

[image: image10.png]nySAP.com Workplace - Microsoft Internet Explorer

=81

e e,

| ok v o - Q[ | Qoerch Garwortes Greda 3|y S = [
|

|| usneon 65

Address [(€) htps/js3p0308 pica army. i35 scripts ngate]sapwp04346233/

Edit Folder

SHBEODOD @

Function

Busmess Workplace of Richard Daddario

7 Newmessage | () Find folder |(H) Find document

®
3
=
&
=

[ Appointment calendar | @ Distribution lists

< o Workplace: Richard Daddario Q@S TEB[ B[R ¥ ]
< Sinbox Workflow 1
unread dosuments 3

Elpocuments 8 Excutable Tile

date
[Bloverdue enties 0

[Bpeadine messages 0
[ncorrect entres 0

b E30uthox

b @Resubmissions

© BPrivate folders

b @shared folders

b GFolders subscribed to
Brrash
shared rash
Bobjecthistory

0l
i

s | Cran  creston

Priority

Page [1| /1

e




Select the workflow item by clicking on it (line will become highlighted).  To view the details of this workflow item, double click on the line item or click on the "Execute" [image: image11.bmp] icon.
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This is the Travel Expense Main Screen.

To view additional data related to this reqeust, click on the "User Data" icon.
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Review the information on the "User Data" screen.

Click on "Trip Details" to view additional data.
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The Trip Details Screen has multiple tabs that hold various data elements.

The Details tab shows data about the Hotel, Rental Car and Point of Contacts.

Click on the "Personal Info" Tab.
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Review the Data and click on the "Remarks" tab.
[image: image16.png]Edt Vew Favortes Toos Help

I
| ek - 9 - D[ A Qoewrch GlFavortes Pveds 3| B- S = 2 H snagt: B

e Help Function

4 Hecoa@LHRDDLDA

@zl

Heater Data

Narme. PIMENTEL RAIDA | Persannel Number 3058
Soclal Securty  111-11-2718

Destination Londan

Reason Business

Trip Start 1013012003 Trip End 1110372003
Phone Number  973-724-2624. RankiGrade

Location of Permanent Duty Station Ficatinny Arsenal NJ 07806
Organization Element  FUZE DIVISION AMSTA-AR-CCF

Details | Personal o | FD-AEA | Remarks | Data | Mutiple Travelers | OV Detail |

Block 16 Remarks
Late Justifcation if under 60 days

&) Trip Detalls I [ & [ mtemet




Review the data and click on the "Data" tab.
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Review the Data and click on the "Multiple Travelers" Tab.
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Review the data and click on the "Back" icon to enter the Country Clearance Code.
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Scroll down to the bottom of the page.
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Enter the Transportation Officer's Name and Country Clearance Code.

Click on the "Copy" [image: image21.bmp] icon to go back to the Main Travel Request Screen.
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Save the Travel Request by clicking on the "Save" icon on the SAP Toolbar.
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Click on the "Back" icon to exit this transaction.
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If this work item is complete and you wish to remove it from your "workflow", click on the "Complete Work Item" button.  If not, click on "Cancel" and the item will remain in your workflow.

Click on "Complete Work Item".
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That item has now been removed from your Inbox - workflow.  Additional workflow items can be handled in the same manner. 
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