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PURPOSE

The University of Tennessee current project scope of SAP R/3 IRIS Release I includes three Workflow scenarios.  There is, however, the potential benefit to implementing additional Workflow scenarios in future phases. The purpose of this position paper is to define the scope of workflow in the various modules and releases of the IRIS project. 

An explanation of workflow is appended to this document: Appendix A.

A power point presentation on workflow is on Sapadmin on ‘Utk_aht2\depts\Utsap’ (W):\1 ASAP Project\2 Business Blueprint\Business Process Definition\Human Resources\Workflow\Workflow.ppt.

EXECUTIVE SUMMARY

In most business processes, the time involved in the actual processing of the data is only a fraction of the total time, from start to finish, that it takes to complete the transaction. Most of the processing time is consumed by the movement of the data from person to person, and in the "waiting to be worked on" phase.

Currently at UT, the actions of initiating and completing tasks such as hiring, change in pay, organizational reassignments, requisitions and purchase order processing are performed through paperwork and/or verbal communication.  These are time consuming, paper-pushing processes.  Implementing SAP and workflow provides the opportunity to streamline some of these processes by electronic forwarding and approval. This would make all departments that process Human Resource, Financial, Budget, and Materials Management documents more efficient.

After interviewing members of the HR and Financial teams a list of workflows was compiled and prioritized for a proposed workflow plan at UT.

The following are potential Workflow events for Release I listed in priority order per area:

Human Resources

High Priority:
Approving Time - Cross Application Time Sheet (CATS) - in order to approve recorded data there is an integrated approval procedure that can be triggered using an SAP business workflow. 

Hires – Notification and/or approvals of new hires to and from the following areas: Departments, Dean’s Office, Human Resources, Affirmative Action Office, ID Office, Parking Office, and Central Alarm.

Salary Changes - Workflow would require managers, Human Resources and Budget Office representatives to approve salary changes and once approved the system would be triggered to update basic pay infotype.

Transfers/Promotions - Workflow would require managers, Human Resources, and Budget Office, representatives, to approve transfers/promotions and once approved the system would be triggered to complete the event automatically.

Termination (Exit Interview) - Workflow would notify manager of terminating employee to schedule exit interview.  Also, checklist sign-off steps could be streamlined by using workflow to assure proper processing of the employee before terminating.

Creating or changing Positions – Workflow would require approval for change or creation of positions.

Medium Priority:
Recruitment - Due to the repetitive procedural nature of the recruitment process, workflow can be used throughout the process and is well documented by SAP in on-line documentation. The following items are a sample of the processes that could be covered by workflow.

· Receipt and resubmission of applicant data.

· Management of job interviews.

· Offer of employment.

· Preparation for hiring.

· Schedule new hires for Orientation and all related steps.

· Streamline applicant review process/decision to hire/reject.  Example:  notify division head if more than XX days pass.  Notify division head/HR Manager when more than XX applicants are reviewed and no interest to interview

Low Priority:
Approving Performance Agreements  - Employee and manager to approve rating.  Once the rating is approved workflow would update SAP appraisal infotype.

Qualification Management - The workflow will provide personal qualification information to an individual’s supervisor and assigned training coordinator once he/she has lost particular qualifications, or licensure.  This also includes any prerequisites that have a decay meter (JCAHO) that has timed-out. 

Address Validation - Workflow could be used to validate addresses when an address change is attempted. Entries into Infotype 0006 would be compared to an external program, to assure accuracy and use of the 9-digit zip code.

Financial


High Priority:

Requisitions – Notification and/or approvals to and from the requisitioners and the approval officials.

Travel Requests/Cash Advances - Approval of Travel Requests/Cash Advances by management after an employee enters the request.  Approval of the travel includes the subsequent expense reimbursement request.  

Contracts – Routing and approvals of service contracts from departments through to the Contract Offices. 

Procurement Card Transactions – Verification and approval of expenses charged via a procurement card.

Partnership Procurement Transactions – Verification and approval of expenses charged to a vendor with whom we have set up a partnership contract and who bills us on a periodic basis for all purchases by UT from that vendor.

Invoice Releases – Routing and approval of Park and Post invoice documents.

Purchase Requests for Assets – Notification to the Assets Management team when certain classes of assets are purchased.

Medium Priority:

Purchase Orders - Notification and/or approvals to and from the buyer and the approval officials.

Vendor Requests – Routing of request for the creation of a vendor.

Budget Transfers – Routing and approval of requests for budget transfers.

Low Priority:

Journal Entry Parked Documents – Routing and approval of journal entry parked documents from the departments to the Controller’s Office. 

RFQ Results Review - Notification to the requisitioning department of the RFQ results.

Funds Reservations – Approval within a department for reservations of funds.
BUSINESS BACKGROUND

Human Resources

Currently UT has a very limited automatic routing/approval/notification process.  Transactions such as organizational assignment, recruitment activities, time approval and training scheduling are administered manually.   To change an employee’s status within the organization requires a manually typed Personnel Action Form (PAF) to be routed to approvers for sign off.  Usually a HR Manager or HR Administrator physically carries the profile to each sign off point, often taking a couple of weeks to complete. Events such as change in pay or hires are not scheduled automatically.  Basically, the approval processes at UT require a manual effort to complete.

Financial

Accounting 

Currently UT has no electronic routing/approval/notification process in the Accounting area.  Transactions are routed either electronically or by paper, but there is no automatic approval system in place. 

Accounts Payable 

Currently UT has an electronic approval/notification/routing system (with e-mail notifications when documents are awaiting approval) for Procurement Card transactions and electronic Travel requests.  Travel handled outside the electronic system are handled as paper documents.   

Materials Management

Currently UT has no electronic routing/approval/notification process in the Purchasing area. Transactions such as requisition and purchase order processing are administered manually.  Paper requisitions are generated at the department level and are subject to various manual release and approval routines that vary from department to department across the campuses. The requisition is generally routed through administrative personnel until a department head with cost center responsibility releases the requisition to the Purchasing department.  Purchasing departments at the different campuses create and release purchase orders after the appropriate procurement procedures have been performed.  Depending on the dollar amount of the Purchase Order, the purchase order is created, approved, and signed manually by a Purchasing Agent based on his/her level of approval.   If a purchase order exceeds the dollar level authority of the Purchasing Agent, the purchase order is manually routed to the appropriate Purchasing department manager for final authority and signature
RECOMENDATION
Due to the tight time frame of the IRIS project phase one implementation plan of SAP, workflow events should be implemented based on priority. Since the Human Resources and Financial areas are currently extremely paper intensive with numerous approvals required per document, they have many opportunities to improve utilizing workflow.  The University should implement as many items as feasible for Release 1 and then develop a plan to implement the remaining identified workflow items following the initial phase one implementation April 2, 2001.

After discussions with UT employees from different functional areas in the IRIS project, the following workflows are recommended for phase one:

Human Resources

Approving Time - Cross Application Time Sheet (CATS) - in order to approve recorded data there is an integrated approval procedure that can be triggered using an SAP business workflow. 

Financial

Travel Requests/Cash Advances - Approval of Travel Requests/Cash Advances by management after an employee enters the request.  Approval of the travel includes the subsequent expense reimbursement request.  

Requisitions – Notification and/or approvals to and from the requisitioners and the approval officials.
APPENDIX A:

SAP Workflow

SAP Workflow provides you with the infrastructure and tools that enable you to manage your business’s processes efficiently. It gets the data quickly to the right person - even if that person is in a different office or location, and makes it easy for approvers to deal with the transaction and send it on to the next step.  

Workflow enables you to define business processes according to your company-specific rules, models or organizational standards. You can monitor the Workflow and view information on the current status of a task or work item at any point. You can see who is doing what and check workload distribution, identifying capacity problems or work overload before it becomes a problem. With SAP Workflow, approvers can indicate total or partial approval of transactions in the same approval process.

Employees are integrated in the automated processes, eliminating the need to perform redundant, manual functions.  Up-to-date information and access to required documents at any time increases employee productivity. SAP Workflow capitalizes on the investment made in the SAP System and exploits the capabilities and benefits of the architecture, services, and integrated applications to facilitate the automation of business processes.

Whenever you make a change to your organization, the changes are automatically reflected in Workflow. And since SAP Workflow is position-based, instead of person-based, you don't have to update your Workflow routes every time an employee changes jobs. 

SAP Workflow: 

· Accelerates the Workflow across applications, functional areas, organizational units, and time periods.

· Supplements the integrated management of processes in the SAP System with individually tailored options for automating and actively controlling business and communication processes.

· Combines integrated organizational management with flexible assignment of tasks and responsibilities to locations, positions, jobs, groups, or individuals, 

· Actively supports a quick implementation of Workflow technologies through predefined Workflow templates, Workflow Wizards and flexible adjustment options, 

· Integrates every employee in the value chain by providing a versatile integrated inbox ("universal inbox") at their work centers that can be configured individually, 

· Provides a Workflow Information System that is the foundation for process change management and continuous business engineering, 

· Simplifies continuous business engineering and process change management with user-friendly tools for defining and dynamically changing Workflow tasks, 

· Conforms to the Workflow standards of the Workflow Management Coalition (WfMC) 

What can a Workflow Management System do?
A Workflow Management System facilitates the electronic processing of structured processes according to a predefined model which:

 Include a range of activities

 Always occur in a similar or identical form

 Involve several people or departments and 

 Require a high degree of coordination

Workflow is NOT...

 Simply document administration and imaging; 
Workflow uses both
 Standard E-mail and groupware:
Workflow uses these

 Data distribution across multiple systems: EDI / ALE is used for this purpose, but Workflow can support this option

 Screen sequence management within a transaction 

 Management of temporary data 

 Management of unique processes 

 Repetitive work of a single type, e. g. goods movements
Basic Concepts

The process design must:

 Be defined as a single-step or multistep task in SAP R/3. 
 For a multistep task, the individual activities in the process must be available as single-step tasks before being included in the multistep task.

 The single-step tasks refer to an object type and a method that enables access to existing SAP functionality, for example. 

Multistep Task: Example
 Business processes, including cross-application processes
 Budget management from requirement to release

 Applicant data administration from job advert to the integration of the new employee in the organization
Single-step Task: Example
 Post invoice
 Release document

 Change material master

 Check routing

 Approve absence
Examples of Object Types

 SAP Business Object types
Invoice

Order

Delivery note

Material

Bill of material

 External documents

Archived documents

EDI messages (IDocs)

 PC objects

Documents from word processing applications

Spreadsheets

Method or Event: Examples

Parked document posted
Order canceled

Important stage in project completed

Employee master data changed

Budget limit reached

End of applications

Events can start and terminate Workflows (multi-step) or work items (single-step)

General notes

· Workflow is based out of the SAP inbox

· Can use organizational chart to identify managers, etc.

· Allows for routings and approvals / rejections

· Can use for reporting - for example, how long a process took from start to end and how long it took for an individual to process their piece

· Helps reduce multiple inputs of data 

Workflow adds value if 

· There are multiple steps to be executed

· The steps occur in a similar way each time

· The steps involve several people or departments

· The steps require a high degree of coordination

Users get:

· All the data in one place (inbox)

· All work to be done is there

· Transactions / menu paths are not needed

 A task is any step in a workflow

 Each task can go to another person

 There is dynamic task distribution which means that as one person accepts a work task and processes it, it disappears from others’ inboxes.

 Can upload and use PC documents, WORD, EXCEL, etc.

 You can receive notification of errors through ALE

 Workflow can interface to e-mail, lotus notes and Exchange

Technology:

Multi-Step tasks contain many single step tasks

Each single step task is made up of a method and an object

Method = Verb = What you do to the object

Object = Noun = What you are affecting

When you assign the single step task to a user, you have a workflow.

There can be multiple triggers which start a workflow.

You can set up workflows using the graphical editor.  By drilling down, you can assign tasks to users, add tasks, etc.  As you are making the changes to the graphical editor, ABAP code is being written in the background.

