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Click&Hire. Approver profile

1 AP Business Workplace
1.1. Process request
1.2. Create substitutes

AP Business Workplace

The approvers could manage the requests through SAP Business Workplace.
This option displays the requests that have to be approved by the user.

To access to SAP Business Workplace, the user has to click on the button in the SAP main
window.

= Menu Edit  Faworites Extras System Help

< | FdH @ CHER DO BER @

SAP Easy Access

(& ™| & | Saothermenu | &l B & | » a | [HCreaterole | 8 Assignusers By Documentation

» (] Favorites
- =3 SAP Menu
v [[] Office
» [J Cross-Application Components
» [J Logistics
» [[J Accounting
» [J Human Resources
» (] Information Systems
v [ Tools
v (] WebClient Ul Framework

Or click on the following option: Menu / Business Workplace, in the SAP main window.

Click&Hire: Approver Profile Corporate Organization Department

NH | HOTEL GROUP



All Rights reserved. No part of this document may be reproduced without prior written consent of NH Hotel Group

l:D Edit  Eavorites Extras  System  Help '_
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SAP menu Cirl+F11

Business Workplace Cirl+F12

Create role Ciri+Shift+F12 & | v & | [Hereaterole P Assign users  [EyDocumentation
Display role menu Shift+F5
— :
Rsfresh Clri+F1 e
EaR e L wowpeoverwrew for Employee

BD21 - Select change pointer

. WEOS - IDoc Lists

» (7 Strutural Authorization

= JCCSHT/MT_HOTEL_HTO3 - Display hotel data

v [ Personnel Administration
v [J Organizational Management
*+ (] Global Management Employee
» (] Recruitment and Internal Changes
+ [l SWDD - Workilow Builder
~ = SAP Menu
v [J Office
¢+ (] Cross-Application Components
v (] Logistics
» (7 Accounting
v [[J Human Resources
v [J Information Systems
v [ Tools
v [[J WebClient Ul Framework

[E Workplace Edit Goto Folder Environment  Seftings System  Help

@ | | dH Q@ CHE 9Do8 BE @

Business Workplace of Maria Angeles Melero Alonso

TANew message  [HIFindfolder  (HiFind document [ Appointment calendar B Distribution lists

~ g Workplace: Maria Angeles Melero Alonso]

v &5 Inbox -
+ & Outoox Business Workplace
v ¢ Resubmission

v @ Private folders

v ¢B Shared folders

v 3 Folders subscribed to
« i Trash

- T Sharedtrash

To access to the requests, the user has to click on the following option: Inbox / Workflow /
Grouped according to task.

To see the Vacancy requests: Vacancies Approval Request

[Z Workplace Edit Goto  Folder Envionment Setings  System  Help [ -~ 4
@ FdH @@ CHE Do BEE @)

Business Workplace of Maria Angeles Melero Alonso

TFNewmessage  (HiFindfolder [H] Find document @ Appointment calendar % Distribution lists

- % gr‘::::;e Maria Angeles Melero Alonso = =l I
- f] Unread Documents 0 Vacancies Approval Request
* | Documents 0 Ex,|Title | Status  Creation Date” Creation Time Company code Company code descrip | Position  Posit
- B Workilow 226 '@ [Vacancyn® 00000502 is waiting for Approval ) 19422013 10:4335  ES10 NHHOTELESESPARA S 30111456 KITC

~ 3 Grouped according to task
N Applicant Process Level 99 Request
« [B Atleast 1 item blocked for price reas.?
« [ At least 1 item blocked for qty reas.?
« [B Callto IM_ASSISTANT
Check Trip Data
« [ CheckPritems
+ [B Display MC document (outoound wio 1Dec)
+ [B Internal Changes Approval Request
+ [B Internal Changes Process Request
+ [B Listof items blocked for price reasons
- M outoound, error handling with Do
- Vacancies Approval Request
+ [ Grouped according to content
+ [ Grouped according to content type

@ Vacancy n° 00000501 is waiting for Approval
% Vacancy n° 00000515 is waiting for Approval
# Vacancy n° 00000457 is waiting for Approval

19122013 10:43:04 ES10 NHHOTELESESPANA 8L 30111456 KITC
20122013 09:38:41 ES10 NHHOTELESESPARA SL 30111442 WAIT
31122013 131305 ES10 NH HOTELES ESPANA, SL. 30000181 FORI

TLY
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To see the Applicant requests: Applicant Approval Request

[= workplace Edit  Goto  Folder Emdronment Seftings  System  Help w
& -4 Caa LHRE 0o AR @m

Business Workplace of Maria Anyeles Melero Alonso

TPNew message  [HiFindfolder (HlFind document B Appointment calendar & Distribution lists

- gvkp\ata'hﬂavfai\nge\as Melero Alonso - @ \
~ & Inbox -

- #] Unread Documents 0 Applicant Approval Request

+ {] Documents 0 Ex | Title Status  Creation D Creafion  Requestty = Company code Company code descrif

- g";‘:s:’pﬁzmmmm = @ Applicant n° 00000561 is wailing for Approval § 08012014 172317 Applicant  ES10 NH HOTELES ESPATi/
. Applicant Approval Request
. Applicant Process Level 99 Request
« [ Atleast 1 tem blocked for price reas.?
« [ Atleast 1 item blocked for gty reas.?
« [H callto IM_ASSISTANT
+ M Check Trip Data
. CheckPritems
+ [ Display MC document (outbound wio IDoc)
. Internal Changes Approval Request
. Internal Changes Pracess Request
+ [ List of iterns blocked for price reasons
- [H outoound, error handling with IDoc
. Vacancies Approval Request 0 0

+ M Arnuinad aceardinn ta rantant

To see the Internal Changes requests: Internal Changes Approval Request

[ Workplace Edit Goto  Folder Emvironment Sefings  System  Help [FESC

[ -4 CRQLCHRE D00 FE @®

Business Workplace of Maria Ange.'es Melero Alonso

Tnew message  [HIFinafolder  [Hl Find document B Appointment calendar B Distribution lists

- ,E' Q’\:‘:s:e Waria Angeles Melero Alonso S
- @] Unread Documents 0 Internal Changes Approval Request
- ] Documents 0 Ex_| Title Status | CreationD_ | Creation | Requesttype
~ M Workflow 228 # Change in hours n° 00000562 is waiting for Approval ) 08012014 172630 Changeinhours
3 Grouped according to task # Contract extension n° 00000500 is wailing for Appraval ) 18122013 124322 Conirac extension

Applicant Approval Request
. Applicant Process Level 99 Request
tleast 1 item blocked for price reas.?
+ [ Atleast 1 item blocked for aty reas.?
all to IM_ASSISTANT
. Check Trip Data
heckPritems
+ [ Display MC document (outbound wia 1Doc)
- [ internal Changes Approval Request
. Internal Changes Process Request
[ List of items blocked for price reasons
- [H outbound, error handling with IDoc
. Vacancies Approval Request
» (7 Grouped according ta content

If the user selects the request and clicks on the @ button, the user can process the request.

= Business Workplace of Maria i\ngefes Melero Alonso
& ~d CE@ CHRE DDhod BR @m

Business Workplace of Maria Angefes Melero Alonso

TFNewmessage  (HlFindfolder [HiFind document =] Appointment calendar % Distribution lists

~ o Workplace: Maria Angeles Melero Alonso

(G = )

e Inbox -

E?E Unread Documents 0 Internal Changes Approval Request

« @] Documents 0 Ex T tah CreationD | Croali I del deds

B [k 225 S | ® Change in hours n° 00000562 is walting for Appraval § 08012014 17:26:30 Changeinhours _ES10 NH HOTELES ESPATIA ¢

hd @ € “:EZ“La;i“;:;"iv‘:";z:um ® Contact extension n° 00000500 5 walling for Approval @@ 18.122013 124322 Contractextension ES10 NH HOTELES ESPANA, €

- Applicant Process Level 99 Request
- Atleast 1 item blocked for price reas.?
+ [ Atleast 1 item blocked for gly reas.?
+ B callto IM_ASSISTANT
+ [B Check Trip Data
- B checkPritems
+ B Display MC document (outbound wio IDoc)
. Internal Changes Approval Request
. Internal Changes Process Request
. List of itemns blocked for price reasons
- Outbound, error handling with IDoc
- Vacancies Approval Request 0 -

» (1 Grouped according to content
b 1 Grannad accarding tn cantant bma B
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Approve request number 00000562

o Approve  3€ Reject

I
Internal change H
|

Status

Qrganizational assignment

Employee number
Proposal date
Company code
Personnel area
Personnel subarea
Organizational unit
Paosition

Employee group
Employee subgroup

Planned working time

Weekly working hours

Contract elements
Contract End Date

Comments:

Change in hours Created on
In progress
883 MARTINEZ MELERC, EVA

09.01. 2014

ES10) MNHHOTELES ESF'AﬁIA, SL.
0018 ES_ABASCAL

HOB3| H-F&B/KITCHEM

581008531 H-FEBIKITCHEN
301601456 KITCHEN_HELP

1 | Fixed Contract

N1| Adjusted Gross Inc.

20,00 40,00

B3.01.2014

User: Maria Angeles Melero Alonso
Date: 08.01.2014 Time: 17:26:29

Action: Created

A este empleado quiero cambiarle las horas, porque me lo ha solicitado

The request displays the information completed and the comments added by the hotel director.

The approver could include new comments before approve/reject the request.

The approver approves the request selecting

The approver rejects the request selecting

" Approve

button

K Reject p11on.

If the request could be approved by more than one user, the first approver that tries to process
the request will lock the request for other approvers.
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[& workplace  Edit Goto  Folder Environment  Settings

System  Help

& MBI e@@ SHE DTO0 FE @

Business Workplace of Maria Angeles Melero Alonso

TPNewmessage  [HIFindfoider  [HIFind document B Appointment calendar B Distribution lists

~ of Workplace: Maria Angeles Melero Alonso
~ & Inbox

- ] Unread Documents 0

- ] Documents 0

~ [ Workflow 228

~ 3 Grouped according to task
- [M #pplicant Approval Request
N Applicant Process Level 99 Request
. Atleast 1 item blocked for price reas.?
. Atleast 1 item blacked for gty reas.?
« [H call to I_ASSISTANT
« [ Check Trip Data
+ [ CheckPritems
« [H Display MC document (outbound wio IDoc)
. Internal Changes Approval Request
- Internal Changes Process Request
- [M List of items blocked for price reasons
- M outoound, error handiing with IDac
. Vacancies Approval Request
» (3 Grouped according to content

The first request has the status column like this

-

Internal Changes Approval Request

Ex_| Tille Stalus | CreationD | Creation | Requesttype
% Change in hours n° 00000562 is wafting for Approval @ 08.01.2014 17:26:30 Change in hours
 Contract extension n° 00000500 is walting for Approval @ 18122013 124322 Contract extension

“hr 0

2

. This symbol means that the request is

locked by him/herself. The other approvers couldn’t process this request now.

If the first user doesn’t process the request and wants to unlock it, has to select the request and

the button.

[& workplace Edit Golo  Folder Envionment  Settings

[+ -

System  Help

COQLHR osDon FE @

Business Workplace of Maria Angeles Melero Alonso

TPNewmessage  [HIFindfoider  [HIFind document B Appointment calendar B Distribution lists

~ of Workplace: Maria Angeles Melero Alonso
~ &3 Inbox
« ] Unread Documents 0
- ] Documents 0
~ [ workilow 228
~ {1 Grouped according to task
. Applicant Approval Request
« [M Applicant Process Level 99 Request
- [B Atleast 1 item blocked for price reas.?
Atleast 1 item blocked for gty reas.?
« [H Call to IN_ASSISTANT
- Check Trip Data
- M checkPritems
G Display MC decument (outoound wia IDoc)
. Internal Changes Approval Request
. Internal Changes Process Request
- List of items blocked for price reasons
- M outoound, error handiing with IDac
« [B vacancies Approval Request
» (7 Grouped according to content

Internal Changes Approval Request
Ex_| Title Status | Creation D_ | Creation | Requesttype

% Change in hours n° 00000562 is waiting for Approval 2] 08.01.2014 17:26:30 Change in hours ]
# Contract extension n° 00000500 is waiting for Approval 2 18122013 124322 Contractextension

The request could be processed by all the approvers now.

[ workplace  Edit Goto  Folder Environment  Settings

System  Help

[ FdB e CHE DDo0 FE @

Business Workplace of Maria Angeles Melero Alonso

TPNewmessage [HlFindfolder  (HlFind document [ Appointment calendar & Distribution lists

~ o Workplace: Maria Angeles Melero Alonso
- & Inbox
- @] Unread Documents 0
« ] Documents 0
~ [ workflow 228
~ &3 Grouped according to task
- Applicant Approval Request
. Applicant Process Level 99 Request
Atleast 1 item blocked for price reas.?
« [B Atleast 1 item blocked for gty reas.?
+ [M Callto IM_ASSISTANT
- Check Trip Data

+ [H Display MC document (outbound wio IDoc)
+ [M Internal Changes Approval Request

- Internal Changes Process Request

. List of items blocked for price reasons

. Outbound, error handling with IDac

« [ vacancies Approval Request

[ I e ——
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- Internal Changes Approval Request

Ex_| Tille Stalus | Creation D, | Creation_ | Requesttype
% Change in hours n° 00000562 is wafting for Approval % 08012014 17:2530 Changein hours
@ Contract extension n° 00000500 is watting for Approval § 18122013 124322 Contractextension
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1.2. Create substitutes

The user could create substitutes to process his/her requests when he/she can’t do it, for
example, for vacancies or illness.

To create a substitute, follow the path: Settings / Workflow Settings / Maintain Substitute

[& Workplace Edit Goto  Folder  Enyironment System  Help
@ -dqO e@e [ owws  Emoem —_r

Worklow setings ~ »|  Personal seftings
Business Workplace of Maria Angele  suitch off preview Display organizational assignment
TFNew message  [HlFindfolder  {H] Find document Save when you exit Refresh o
Adopt
~ ;,E Waorkplace: Maria Angeles Melero Alonso : [éc|[@)][§  Endsubsitution E]
] Lo Grouped ace  "mein substtute
. Ui d D ts 0
nread Document E pe Activate/Deactivate Substitute
- &) Documents 0 e] status | content| | Confirm | wark it L
~ [ Worklow 272 L - Adoptview
~ 3 Grouped according to task Exitview

+ [ Applicant Process Level 99 Request

+ [Bl Atleast 1 item blocked for price reas.?
- Atleast1 item blocked for gty reas.?

+ [H Callto IM_ASSISTANT

. Check Trip Data

- CheckPritems.

« [B Display MC document (outbound wio IDoc) |
« [B Internal Changes Approval Request 1
. Internal Changes Pracess Request

+ [ Liberacion del pago 1

+ [ Liberacion del pago 2

. Liberacién del pago 3

- List of items blocked for price reasons

Select the user name and the Create Substitute option.

[E Personal Substitutes

Name Substitution P.. | Substitute Sta... | Assigneda.. As.. |
| - [& Waria Angeles Melero Alonso ||

LI &= | LI
[E]h@[ Substitutes for positions
Select the user from the list.
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l [E User (1)

- Semitam, | Vo sz

|.
E
]

S I [Ca—

[E User (1) 1 Entry found

ﬁ/ Users by Address Data

x

(3]

LI

[

PV OT  Extended object Objectab  Objectname  Startdate End Date
01 US V.MARTIN Martin Verdnica Martin  01.01.1900 31.12.9999

Select the validity period of the substitution and select the Substitution active check.

[E Detail Screen Substitution

Substitute for Mariaﬁmgeles Melera Alonso
Substitute Verdnica Martin
[¥] Personal substitution

Substitution data

Walidity B1.88.2014) to 15.08 2014

Profile General substitution

[¥| Substitution active

Ex
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[E Personal

Mame Substitution P..
~ [& Waria Angeles Melero Al

. B Veranica Martin General substit...

1« F| 4 F

Substitute Sta...

@ Activated

01.08.2014

Assigneda... Assigned...
15.08.2014

41 F

[ Substitutes for positions ]

To deactivate or activate the substitutions, select the path: Settings / Workflow Settings /

Activate/Deactivate Substitute

& wWorkplace Edit Goto  Folder  Enyironment Seftings | System  Help
& -4 @ @@ [ Oficesetings
Workflow settings 3

Business Workplace of Maria Angele  switcn of preview

Save when you exit
?Newmessage MFmdfmder MFmdducumem ¥

~ & Workplace: Maria Angeles Melero Alonso
~ &2 lnbox
- @] Unread Documents 0
- fr] Documents 0
- [B workflow 272
~ £ Grouped according to task

- @EEIER
Grouped acc

! Executable Status
[ il

[ 2 [
Personal settings
Display organizational assignment
Refresh graanizational environment
Adopt substitution
End substitution
Maintain substitute
Activate/Deactivate Substitute
Adoptview
Exitview

content Attachments | Confirm  Work item overdue

. Applicant Process Level 99 Request

. Atleast 1 item blocked for price reas.?
« [¥ Atieast 1 item blocked for qty reas.?

* Call to IM_ASSISTANT

. Check Trip Data

. CheckPritems

- Display MC document (outbound wio IDoc)
. Internal Changes Approval Request

. Internal Changes Process Request

. Liberacién del pago 1

. Liberacién del pago 2

. Liberacién del pago 3

. List of items blocked for price reasons
« [¥ outoound, error handling with IDoc

- [# vacancies Approval Request |

To deactivate a substitute:
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[E Personal Substitutes

Mame Substitution P.. | Substitute Sta.. | Assigned a.. Assigned..

- [ & Maria Angeles Melero Al
« [& Verdnica Martin t}eneral substit.. @ Activated 01.08.2014  15.08.2014

1 F 4 ) 1P

@I Deactivate ][ Substitutes for positions

To activate a substitute:

[= Personal Substitutes

Mame Substitution P..  Substitute Sta...  Assigneda.. Assigned...
- [& Mmaria Angeles Melero Al
B Verdnica Martin General substit.. @ Activated 01.08.2014  15.08.2014

L iF

[\f]mi Deactivate ][ Substitutes for positions
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