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Purpose
The purpose of this work instruction is to show users how to create an maintain 
substitutions in the Portal UWL and the CRM Worklist.

Trigger

Perform this procedure when assigning or taking over as a delegate to manage 
workflow transactions.

Helpful Hints

 "xxxx" within a document represents a variable, which may consist of a 
name, number, etc.

 In the field description tables, R indicates the action is required, O 
indicates the action is optional, and C indicates the action is conditional.

 The following notes may be used throughout this work instruction:

Note type Icon Description
A general note of 
information  

This is the most commonly used note 
icon. It is the default icon in the 
uPerform system for all notes. Use 
this icon for general information that 
falls out of the scope of these other 
icons.

A cautionary note
 

Use this note to communicate to the 
end-user of something that MUST be 
completed or another trigger that 
should be started and is related to the 
procedure.

A critical note
 

Use this note to specify something 
that MUST NOT be done during the 
procedure.

Contact someone
 

Use this icon to specify to the end-
user the need to initiate a 
communication within the 
organization due to an event in the 



FN_Worklist_Substitutions  

 

Tuesday, March 26, 2013 FN_Worklist_Substitutions.udc 2/20

procedure.
A reference is available

 
Use this note to specify that more 
information is available in another 
location. You may reference SOPs, 
another system, or document.
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Procedure
1. {Start the transaction from the MIDAS Portal Home Page.}

Overview - Farm Service Agency - Windows Internet Explorer

2. Click button .
 Substitution is the process used to delegate authority in the Worklist. Substitutions 
are best managed in the UWL.

3. Click Manage Substitution Rules menu .
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SAP NetWeaver Portal - Windows Internet Explorer

4. Click Create Rule  button.
5. Click Select  button.

You can type the name into the Nominee field or Click Select to search.
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SAP NetWeaver Portal - 
Windows Internet Explorer

6. As required, complete/review the following fields:
Field R/O/C Description
Search For Names: R

Example:
Gina Smith

You can enter any portion of the name to search.

7. Click Search  button.
8. Click label .
9. Click Apply  button.
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SAP NetWeaver Portal - Windows Internet Explorer

10. Click Fill In For Me radio button .
 Select Receive My Tasks to have a delegate receive your tasks for a 
scheduled amount of time.

Fill In for me allows a delegate to take over your task unexpectedly.
11. Click Next button .
12. Click Save button .
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SAP NetWeaver Portal - Windows Internet Explorer

13. Click Close button .
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Overview - Farm Service Agency - Windows Internet Explorer

14. Click button .
 You can also manage Substitutions assigned to you in the UWL.

15. Click Manage Substitution Rules menu item .
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SAP NetWeaver Portal - Windows Internet Explorer

16. Click Take over button to manage another user's task.
When managing Other User's Substitution Rules, you can Take over or 
End Take over when needed.
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SAP NetWeaver Portal - Windows Internet Explorer

17. Click Close button .
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Overview - Farm Service Agency - Windows Internet Explorer

18. Click My Items radio button .
Click My Items to only see task assigned to you.

19. Click Items on Behalf Of radio button .
Select Items on Behalf of to only see another user's task
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Overview - Farm Service Agency - Windows Internet Explorer

20.
Click CRM @ FSA label .

The UWL is an excellent tool to manage substitutions, search and review 
workflow items. However in this release you must go to CRM@FSA to 
complete tasks and alerts

mailto:CRM@FSA
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Home

21.
Click Worklist button .



FN_Worklist_Substitutions  

 

Tuesday, March 26, 2013 FN_Worklist_Substitutions.udc 14/20

Worklist

22. Click Personalize Workflow Tasks button .
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Workflow Task Personalization

23. Click Edit List  button.
 You can view, edit and create Substitutions in CRM

24. Click Add Employee button .

Search Criteria
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25. As required, complete/review the following fields:
Field R/O/C Description

R

Example:
pedireddy

26. Click Search button .

Search Criteria

27. Click Last Name text box .
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Workflow Task Personalization

28. Click Usha Pedireddy check box to make the Substitution Active.
You do not have the option to create a Fill In Substitute in CRM. You 
must manage it in the Portal UWL.

29. Click Save button .
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Workflow Task Personalization

30. Click Expand message area link label .
31. Click Back  button.
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Result
You have created a substitute in the UWL and CRM Worklist.
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Next Steps


