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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

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

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

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

Description
A general note of @ This is the most commonly used note
information . 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.

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

A cautionary note

procedure.

A critical note 6 Use this note to specify something
that MUST NOT be done during the
procedure.

Contact someone f Use this icon to specify to the end-

user the need to initiate a
communication within the
organization due to an event in the
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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

TTITYET3O7T TROTRIT3T —ar—

ftetmns tetn= on Behalf Of | Smith, Gina - Al kems

22

Alerts (6 511) Tracking [3) Motifications (35 1 35) SAPoffice Mails

W In Progress Tasks (21 1 22) | |Select a Subwview... I ~|[Create Task | " ¥ XE

Subject DueDate = | From Subatituted For ! Statuz | Sent Date -
Farm Transfer ASAp Bryart, Jinah Confirmed Yesterday

Action reguired: Farm Felb 14, 2013 Woarkflow System [y Feb 14, 2013
Transfer requested from

PERIMEYL W AL LA DA S

to

AR LAMDVFREDERICH

for Farm 1914.

Action reguired: Farm har 4, 2013 Wiorkflowe System ey Mar 4, 2013
Transtfer requested fram

PERMEY LY ARIALADAMS

to IMOIAMARLSH for

Farm 41585,

Pleaze update the CRP Mar 5, 2013 Wiorkflowe System ey Mar 5, 2013
Cropland st the Tract level
far Farm 4833

Pleaze update the CRP Mar 10, 2013 Woarkflow System ey Mar 10, 2013 |

F b

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 = Manage Substitution Rules
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SAP NetWeaver Portal - Windows Internet Explorer

Manage Substitution Rules

You can viewy and manage your task substitution rules. You can make an assignee receive your tasks, or you can st an assignee to fill in
for vou (for example, in case you are unexpectedly shsent). You can create several substitution rules to cover all cases. You can alzo zee
other users' substitution rules involving you, and you can take over anather user's tasks (if this user has allowed you to 'fill in®).

My Sub=stitution Rules
| Create Rulg . . || Delete || Refresh

e | Tasks Mominee What To Do Status Rule Activation Turn Onof

Other Users® Substitution Rules
Tazk Owener Tazks What To Do Status Take Ower

Sith, Gina Al Fill In Ongoing

4. Click Create Rule "create Rule ... button.
5. Click Select select.. button.
@ You can type the name into the Nominee field or Click Select to search.

Tuesday, March 26, 2013 FN_ Worklist Substitutions.udc 4/20



FN_ Worklist Substitutions

\

SAP NetWeaver Portal -
Windows Internet Explorer

Find People

Search For Mames: | | Search |

H Current Selection

' Izer L]

6. As required, complete/review the following fields:
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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 Leenly ]| button.
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SAP NetWeaver Portal - Windows Internet Explorer

Create a Substitution Rule

You can define which tasks you want 1o aszign to a assignee. You can ether make the assignee receive your
tasks (for example, when you go on vacation), or vou can allowe the azsignee to fill in for you (for example, in
case you are unexpectedly absent).

I 1 =

Define Rule
Mominee; [Smith, Gina |[select...
Azsign These Tasks: |.£'-.II -

The nomines is the substitute
far all tasks

I'Want the Mominee to:  '* Receive by Tasks

You hand over tazks to the assignee for the duration of vour planned abzence; in
the next step you can set a start date for this rule

Fill In Far Me

If zent, the aszignee can take aver your tasks completely.
1 Wank the Momines to

10. Click Fill In For Me radio button ' Fillin For Me,

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 e

12. Click Save button save.
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,fj SAP NetWeaver Portal - Windows Internek Explorer

My Substitution Rules

| Creste Rule ... || Delete || Refresh |

e | Tasks Hominee

]_| Al Srmith, Gina

Taszk Owner

Smith, Gina

Other Users® Substitution Rules

Tazks

All

Manage Substitution Rules

‘What To Do Status
Fillz In Far ke Ongaing
What To Do
Fill In

|Dnne

=101 %]

Rule Activation

Successiul

Status
Ongoing

You can vieww and manage your task substitution rules. You can make an assignees receive your tasks, or you can set an assignee to fil in
for you (for example, in case you are unexpectedly absent). You can creste several substitution rules to cover all cases. You can also see
other users' substitution rules invalving you, and you can take over another uzer's tasks (if this user has allowed you ta 'fill in").

Turn RO ]

Take Ower ]

Take aver

I_ ’— I_ I_ I_ ’_ |'|.‘J Local inkranet

[va - [ "o -

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

TTITYET3O7T TROTRIT3T —ar—

ftetms tetns on Behalf Of | Smith, Gina - Al kems

279 _l Alerts (5 111) Tracking (3) Natifications (35 /35 S Patiice Mails

IFe1

adl In Progress Tasks (21 122) | |Select a Subwview ... || ~|[Create Task | ™ ¥ XE

Subject [ue Date 2 | From Substituted For ! Status | Sent Date E
Farm Transfer ASAp Bryart, Jinah Confirmed Yesterday

Action reguired: Farm Felb 14, 2015 Woarkfloww System ey Feb 14, 2013
Transfer requested from

PERMEY LY AL DA S

to

MR L AMOUFREDERICH

far Farm 1914,

Action reguired: Farm Mar 4, 2013 Wiorkflowy System ey Mar 4, 2013
Transfer requested from

PERMEYL W AR LA DA S

to MOIAMARLSH for

Farm 41585,

Pleaze update the CRP Mar 5, 2013 Wiorkflowy System ey Mar 5, 2013
Cropland at the Tract level
for Farm 4853

Pleaze update the CRP Mar 10, 2013 Woarkflow System [y Mar 10, 2013 _E

d | ||

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

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

Manage Substitution Rules

You can viewy and manage your task substitution rules. You can make an assignee receive your tasks, or you can st an assignee to fill in
for vou (for example, in case you are unexpectedly shsent). You can create several substitution rules to cover all cases. You can alzo zee
other users' substitution rules involving you, and you can take over anather user's tasks (if this user has allowed you to 'fill in®).

My Sub=stitution Rules
| Create Rule . . || Delete || Refresh |

e | Tasks hlomines Wyhat To Do Statuz Rule Activation Turn Onfoft
All Stmith, Gina Fillz In For Me Ongoing Successful Turn Off

Other Users® Substitution Rules

Tazk Owener Tazks What To Do Status Take Ower
Sith, Gina Al Fill In Ongoing

16. Click Take over Tsksover |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

,fj SAP NetWeaver Portal - Windows Internek Explorer 10| =l

Manage Substitution Rules

You can vieww and manage your task substitution rules. You can make an assignees receive your tasks, or you can set an assignee to fil in

other users' substitution rules invalving you, and you can take over another uzer's tasks (if this user has allowed you ta 'fill in").

My Substitution Rules
| Creste Rule ... || Delete || Refresh |
| Tasks Hominee What To Do Status Rule Activation Turn Cnf2ff

]_| Al Srmith, Gina Fills In For Me Ongoing Successful Turn Oif

Other Users® Substitution Rules
Taszk Owner Tazks Wyhat To Do Status Take Over

Smith, Gina All Fill In Ongaing End take-over

for you (for example, in case you are unexpectedly absent). You can creste several substitution rules to cover all cases. You can also see

| I_ ’_ I_ I_ I_ ’_ [&J Local intraret [va ~ | #90%

T 4

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

TTITYET3O7T TROTRIT3T —ar—

& Substitution iz currently turned on. ¥ou can turn off substitution under Manage Substitution Rules
Wiork On: e My ftems O ftems on Behalf Of | Smith, Gina - &l Hems

Tasks (21 722) | Alerts (6 711) Tracking [3) Matifications (35 f35) SAPoffice Mails

Show: Mewr and In Progress Tasks (21 /22) ~||[Select & Subview ... MIEY ~|| Create Task |

Priority Subject Due Dste & | From Substituted For | Status B
|_ Medium Fatm Transfer ASAP Bryart, Jinah Confirmed

Medium Action reqguired: Farm Feb 14, 2013 Warkflow System ey
Tranzfer requested from
PEMMSY LY ANIAADAKS
to
MARYLANDVFREDERICK
for Farm 1914.

edium Action reguired: Farm hfar 4, 2013 Wiarkflowy System ey |
Transfer requested from
PEMMEY LY ANLAADARS
to IMNDIARARUSH for
Farm 4155,

hiedium Flease update the CRP ffar 5, 2013 Wiarkflow System ey |
Cropland at the Tract level
for Farm 4833 -

18. Click My Items radio button = My ftems,
@ Click My Items to only see task assigned to you.

Click Items on Behalf Of radio button ' tems onBehalf Of [Smith, Gina _ ~ |
@ Select Items on Behalf of to only see another user's task

19
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Mied States Depariment of Agnculinre
2= Farm Service Agency

—
4Back Forward b History Fawortes  Personalize  “dew  Help

Horne CRM @ F3A Analytics Cortent hManager

Ouerview

Tog ot o

Wielcome: Jinah Bryant

Home @ Dwerview * Overview Full Screen
Universal Workdist EF Bulletins ElF
- : )
Wark Ot My tems (s tems on Behalt Of[Smith, Gina w| ( All tems 2| uproring Deadtines
Daily Updates
Tasks (27/27) | Akerts Tracking Motifications (11 412) SAPatfice Malls Lnahtics Qvervigw pace
Shows: [New and In Progress Tasks (27 J27) [ - Creste Task v ¥AB
Ty | Priority Subject DueDate = | From Substituted For ! Status | Sent Date E
High WMol o Dec 18, 2012 Smith, Ging et Dec 18,2012
like to send Links EIF]
a )
notification Warancies
tothe Farm Loan LDP Rates
oYyners 7 Employee &szsistance Proograms
High Would vou  Dec 18, 2042 Smith, Gina Mew Dec 18, 2012 Fact shest
like to send Fence Post
a FSa Applications
notification FE& Intranet
tothe Farm Employee Personal Pane
|| owners ? Mewvs Releases
High Would you  Dec 18, 2012 Stith, Gina Mewy Dec 18, 2012
like to send
a
natification
tothe Farm |
owners 7 E P
v
|
0 ° CRhd e F5A

Click CRM @ FSA label .

o

complete tasks and alerts

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
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N/

Home

Home
E Workflow Tasks

Worklist

Missed Deadline:Flease update the CRP Cr...
g Missed Deadline:Flease update the CRP Cr...
Missed Deadline:Please update the CRP Cr..
Missed Deadline:Please update the CRP Cr..
/ Missed Deadline:Please update the CRP Cr...
®m Expand

Business Partner
Farm Records

Product Master

| wWeb Links =

@ Mo result found

* Favorites
hly Favorites«

& Wty Favarites

Filter: Al tems

B Back =& =

a4 S @
} Alerts -
CREATIOM OF FARM REC... 11.0... 1.
CREATIOM OF FARM REC... 11.0... 2.
CREATICM OF FARM FEC... 11.0... 2.
CREATICON OF FARM FEC... 11.0... 2.
CREATICN OF FARM FEC .. 11.0... 2.

® Expand «Back 1 2 3 Forwarde

Q Search -

Search Customers/Contacts
Search Employees

Search Farms/Bins

Search Member Hierarchies
Search Products

Search Requested Products

o
W

| Create -

Create Farm/Bin
Request Mew Product

1- e
Click Worklist button .
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Worklist
Worklist B Back - [ =
2 5 @
~Alerts 2 | Personalize Alerts (1] i
Werklist Due Cescription Sent Date Expiration Date | Priority
Business Partner ' BB CREATION OF FARM RECORDS IMN MNON... 11.03.2013 12.03.2013 High
a CREATION OF FARM RECORDS IM MOR. .. 11.03.2013 12.03.2013 High
Farm Records a CREATION OF FARM RECORDS IMN MNON... 11.03.2013 12.03.2013 High
Preduct Master ' BB CREATION OF FARM RECORDS IM MOR. .. 12.03.2013 13.03.2013 High
& CREATION OF FARM RECORDS IN MNON... 12.03.2013 13.03.2013 High
m Expand 4Back 1 2 3 Forward»
~Workflow Tasks = |iPersonalize Warkflow Tasks (] 8 @
T D...| Subject Sent.. | Due..  Priorty | Associated... Process Sub...
® Missed Deadline:Please u... 12.0.. SMe.. Farm18-1... Far.. Appr...
| ®  Missed Deadline:Please u.. | 12.0.. SMe.. Farm18-1... Far.. ADpr...
® Missed Deadline:Please u... 12.0.. Me.. Farm18-1... Far.. Appr...
| ®  Missed Deadline:Please u... | 12.0.. SMe.. Farm18-1.. Far.. Appr.. |
® Missed Deadline:Please u... 12.0.. SMe.. Farm13-1... Far.. Appr...
| ®  Missed Deadline:Please u.. | 12.0.. SMe.. Farm18-1.. Far.. Appr...
® hissed Deadline:Please u... 12.0.. SMe..  Farm18-1... Far.. Appr...

22. (Click Personalize Workflow Tasks button Personalize Workflow Tasks

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



FN Worklist Substitutions

MIDAS

materalze and (nedwabe
L Ine geimery ol
Mricuriery sysiems

Workflow Task Personalization

Workflow Task Personalization B Back - [ =
Esave | $gCancel a &
~ My Substitutes  Edit List (o] 2,
Worklist Actions | Substitution Active Substitute Assigned... | Assigned...
Busihess Partner ' ] (] GIMNA SMITH 12.03.2013 31.12.9999
Farm Records ~ My Substitutions for Others Edit List [1] @ @
A P s Substitution Active | Substitution For Agent 1D
= GlkA ShITH MISMITHG

23. Click Edit List EditList pytton.
Q You can view, edit and create Substitutions in CRM

24. Click Add Employee button Add Emplayee

Search Criteria

Search Criteria H'd
Last Mame * iz -

Fir=t Mame - |liz - |Chcn:-se the alue of this criteri0n|

Lzer * iz - Joe

Mazximum Mumber of Results: 100

Result List

o] ey

Last Mame Firzt Matme Etnployee D Phione E-hail Manzger User Marme
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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

Search Criteria

Search Criteria

Last Mame * iz
First Mame - iz
Uszer * s

Reszult List: 1 Employee Found

Hidle Search Fields

¥ pedireddy -]
= L+ -]
ol cQ

hzximum Mumber of Results: 100

[ul] e
Last Mame First Matne Etnployee D Fhione E-hail Manzger Uzer Marme
Pedireddy Usha 000035 Stan Byrd MIPEDIREDD Y )
Cledive
27. Click Last Name text box Pesireddy
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W YWorkflow Task Personalization

B Back ~ [ =
ESave | ®Cancel Q &
= My Substitutes  Edit List ] & ey
Worklist i

Busihess Parther Arctions | Substitution Active Substitute Agsigned... | Assigned...
] r GlrA SMITH 12032013 @
Farm Records A C

31.12.9939 @

12032013 @ 3129999 @
Product Master

Usha Pedireddy

~ My Substitutions for Others  Edit List

Substitution For Agent ID
= GlMA ShITH MISMITHG

(1] q @
Substitution Active

28. Click Usha Pedireddy check box L 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 B3ave
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Workflow Task Personalization

Workflow Task Personalization B Back ~ &~

| $gCancel B e &
= My Substitutes  Edit List Expand message arg
Worklist Actions  Substitution Active Substitute Assigned... | Assigned...
Business Parther (i) = Usha Pedireddy 12.03.2013 31.12.9999
] O GlMA SMITH 12.03.2013 31.12.9995
Farm Records
ituti it Li M @ @ e
BT m— + My Substitutions for Others  Edit List
Substitution Active | Substitution For Agent ID
[= GIMNA SMITH MISMITHG

30. Click Expand message area link label B (1]
31. Click Back [EEack putton.
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You have created a substitute in the UWL and CRM Worklist.
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