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BUworks Recommended Trainings

Training Path Based on BUworks Business Roles
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MNotes:
1. we recommend that those with finance submitter and approval roles take the available training sessions in the following
order:

ACTonyms

SR = Internal Service Request

FM = Funds Management

GM = Grants Management

AM = Identity & Access Management
OM = Organization Managamant

P& = Personnel Administration

SRM = Supplier Resource Management
XWALK = Finance Account Crosswalk

1. introduction to WebaUl

2. Internal Service Request

3. Journal Entry

4. Journal Entry Workflow

5. PO Invoice Workflow

6. Funds Resarvation
2. Werecommend that those who handle Check Daposit through the Cashiers office, Student Employement, Student Payroll,
or Financial &id take the Account Xwalk training.
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Resources for New Employees

We recommend these steps for any new employee who will be working with BUworks:

Identify business roles required

Work with your manager and your Data Security Administrator (DSA) to determine what process areas you will be working
with and to ensure you have all of the BUworks business roles, transaction access, and data permissions necessary to
perform your job.

Review Process Guides to help your foundational understanding of BUworks

When you have determined the various process areas you will be working with, review the available Process Guides. The
Guides are a great way to explore BU administrative processes and associated BUworks tools. Videos are available to help
you get started with Employee and Manager Self-Service, navigating BUworks, and using worklists. Beyond these basics,
additional videos and tutorials are available to provide help with process areas including Time Management, Human
Resources, Finance, Ordering Goods and Services, and Business Warehouse Reporting.

Supplement your foundational knowledge by attending hands-on training

After you have explored the Process Guides, you should plan to attend any of the instructor-led workshops that are
appropriate to the roles you and your manager have identified for you. Examine the Training Path Grid to determine which
workshops will help you perform your job. Visit the Training Schedule page for workshop specifics and to register to attend.
Available detail includes workshop content, target populations, and dates, times, and locations for each workshop.

Use available documentation

The Document Library contains a broad selection of information that includes step-by-step instructions to perform tasks in
each of the BUworks functional areas — Finance, Human Capital Management, Supplier Relationship Management — as well
as Business Warehouse reporting.

Leverage the experience of local experts: your colleagues

One of the most effective ways to learn new business processes is for you to partner with coworkers and seasoned
employees who have a deep understanding of your unit’s role and systems.


http://www.bu.edu/tech/support/buworks/help/process-guides/
http://www.bu.edu/tech/support/buworks/training/grid/
http://www.bu.edu/tech/about/training/classroom/buworks/
http://www.bu.edu/tech/support/buworks/help/finance/
http://www.bu.edu/tech/support/buworks/help/hcm/
http://vpfa-server18.bu.edu/helpconsole/BU Procure-to-Pay Guide/Static/getting_started.htm
http://www.bu.edu/tech/support/buworks/help/bw/
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BUworks Recommended Finance Trainings

Highlighted in yellow below are the suggested Finance training sessions. View training workshop information
and register to attend here: http://www.bu.edu/tech/about/training/classroom/buworks/

MNotes:
1. We recommend that those with finance submitter and approval roles take the available training sessions in the following
order:

1. Introduction to WebGUI

2. Internal Service Request

3. Journal Entry

4_Journal Entry Workflow

5. PO Invoice Workflow

6. Funds Reservation
2_We recommend that those who handle Check Deposit through the Cashiers office, Student Employement, Student Payraoll,
or Financial Aid take the Account XWalk training.

The SAP Finance Training topics listed above provide a guide to which Finance training courses to register to. Note, they
don’t have to be taken in any particular order except for Intro to WebGUI and Journal Entry Workflow training lab.

Introduction to WebGUI is recommended for those individual with no SAP Finance WebGUI experience. Journal Entry
training should be taken before taking the Journal Entry Workflow training.
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Course Map

WebGUI - Lesson 1: Course Introduction
Finance

Lesson 2: BUworks Central portal

Lesson 3: WebGUI ECC ERP System

Lesson 4: BUworks Help & Support

Lesson 5: Summary
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Course Objectives

From this training lab session, you can expect to learn: \

* What is BUworks?
* How to navigate within BUworks Central portal?
* How to navigate within WebGUI ECC ERP System?

e Where and how to access and use BUworks reference material and
support.
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What is BUworks

Official Name

* |s Boston University’s implementation of SAP.
— System, Application & Products in Data Processing

— System, Anwendungen, Produckte in der Datenverarbeitung -
German system
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What is BUworks

BUworks is an integrated Enterprise Resource Planning (ERP)
system designed to provide administrators and faculty with
more efficient financial management, human capital
management, and procurement capabilities. SAP ERP
platform was implemented in 2011.

It replaces many of the independent systems formerly in
use—parts of Galaxy/Walker, parts of Employee Link and
Business Link, and all of the online turnarounds, online
requisitions, etc.—with one efficient.
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Intro to WebGUI - Finance
. BUworks Central Portal Access

- Home tab

- Finance tab
- ISR Provider Fulfillment

- Accounts Receivable Customer Accounts
- Acct XWalk (Account Crosswalk)

- Worklist
- Procurement

* Internal Service Request

=  WebGUI ECC System
—  SAP Easy Access /User Menu
—  User Authorization
— Navigation of Menu

—  Finance Roles
. FBO3 —Display FI document

. FMRP_RFFMEP1AX —Posting report

—  Creating Favorites
—  Creating Multiple Sessions
—  Creating Personal Variant

Course Overview

BOSTON
UNIVERSITY

Welcome to BUworks Central Portal

A personalized view of University resources designed to help you
manage your daily work.

Learn the System
BUworks Online Help can show you the way.

up to speed quickly including:

= Overview of Training Opportunities

= Introductory Video Clips and Process Guides

= Help Guides

Need Help?

IS&T has the answers.

The IT Help Center provides centralized technology support for BUworks Central
= Contact us online or email us at ithelp@bu.edu.

= Call us at 617-353-HELP (353-4357)

' Employee Self-Service Manager Self-Service ACCT XWalk

BUworks Online Help offers a variety of online and instructor led opticns te help you get

A Firefox version 52.0 - problems with

dropdowns

7 Latest version of Chrome does not

work with BUworks portal - Updated
31217

A BUworks Portal Upgrade Completed
A

BUworks Browser Requirements

Quick Links

A BUworks Training and Online Help

A Business Link
A Financial Affairs Forms

A Employee Guide - Procure-To-Pa

e e YW N Wi PR oL, L T S W 1

Log off

—  Proper Logon & Logoff WebGUI ECC System
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Course Map

WebGUI — Lesson 1: Course Introduction

Finance
Lesson 2: BUworks Central portal

Lesson 3: WebGUI ECC System

Lesson 4: BUworks Help & Support

Lesson 5: Summary
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Lesson 2 — BUworks Central Portal

 Upon completion of this lesson, you should be able to:
— ldentify access and what is available on the BUworks Central portal
— Access and use the ACCT XWalk (Account Crosswalk) tool
— Access and manage the Worklist tab
— ldentify access and availability of WebGUI ECC system
— Access training and help through portal
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BUworks Central

What is BUworks Central portal

* Itis asystem built on SAP platform that provides integrated
business and administrative tools and processes.

 BUworks was developed to support users in achieving their
goals as a leading research university.

* The portal provides a user with a single sign-on to the SAP
system(s) required for users to be able to perform their job
duties and responsibility.
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How do you access BUworks Central portal

Here are two ways to access
BUworks Central portal.

1. Go to BUworks webpage
www.bu.edu/buworks/
and click on the “Launch”
button

2. Go to www.bu.edu, click

on “Staff” and click on
BUworks Central

Staff Central

WORKING AT BU WELLNESS

Webmai

I—J Your web-based mail program.

Human Resources

Human Resources.

olicy Manual
Employment policies.
Strateqic Plan

Choosing to be Great Visions of Boston University

C ical Conduct
Guidelines for ethical conduct and an anonymous
reporting hotline.

Calendars
Calendars and event listings.

News & Events for the BU Community. Calendars and
event listings

Helping Students

in distress.

BU on tap

Get the new BU iPhone
App today

Boston University

ENTERTAINMENT

THE LINKS

SAFETY POLICIES

Eaculty Link
Provides access to class schedules, class lists, final exam schedules, advisee
lists, and links fo course websites.

Eacu taff Link
Access to official information about BU students. You must have a SecurlD o
use this service.

BUWorks Central

View or change critical Personnel/Payroll information

Business Link

View or change critical Business information

PRIME
IS&T portfolio and project management.

Boston University Maps

R — E

Search or browse the
new Boston University
Maps to quickly locate:
* DEPARTMENTS

* OFFICES

* STREETS

* PARKING LOTS

* BU SHUTTLESTOPS

* T5TOPS

* RESTAURANTS
 AREA BUSINESSES

* ACCESSIBILITY

and more...

» Go to BU Maps

[fense of Wide
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Homepage of BUworks Central

BUworks Central
Homepage provides:

Training Resources

IS&T Help Center Info

System Alerts

System Notification

Access to Quick links

* Financial Affairs forms

— Vice Presidents
Offices—>
Comptrollers =
General Accounting
— Accounts Payable
— Travel Services etc.

BOSTON
UNIVERSITY

Home Employee Sel-Service Manager Self-Service Finance ACGCT XWalk

Welcome to BUworks Central Portal

A personalized view of University resources designed to help you
manage your daily work

Reporting ‘Worklist WebGUI DsA Procurement

Learn the Syste|
BUworks Online Help can show you the way

BUweorks Online Help offers a variety of online and instructor led options to help you get
up to speed quickly including

= Overview of Training Opportunities

= Introductory Video Clips and Process Guides

= Help Guides

A Eirefox version 52.0 - problems wi

Need Help?

IS&T has the answers @
The IT Help Center provides centraliZed technology suppert for BUwoerks Central

= Contact us online or email us at ithelp@bu.edu.
= Call us at 617-353-HELP (353-4357)

A BUworks Browser Requirements

A BUworks Training and Online Help

? Business Link

A Financial Affairs Forms

A Employee Guide - Procure-To-Pay

s Vg B A N, Vg, B e b e, Y
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BUworks Central Portal

Some of the available Tabs and Sub-tabs

High-Level Overview of Tabs

Tab Description

Employee Self Service | Provides easy access to information and services for employees.

Manager Self Service | Provides access to human resource functions related to areas and staff for which a person is
responsible.

Finance Provides access to Finance portal functions. Most are restricted to Central users and ISR
Providers. The only distributed function is Asset Relocation.

ACCTX Walk Provides a translator to convert account information from legacy ACK to SAP and from SAP to
legacy ACK.

Reporting Provides access to Business Warehouse (BW) reports for each of the BUworks functional areas
which includes: Finance, Human Capital Management (HR), and Supplier Relationship
Management (purchasing).

Procurement Provides access to procurement functions.

Worklist Shows Tasks, Alerts, Notifications, and Tracking for workflow items have been sent to a person.

WebGUI Provides direct access to SAP ECC.




BUworks Online Help

BUworks Central Portal

Two areas available to all Boston University Employees

e Home

 Employee Self-Service

Welcome to BUworks Central Portal

A personalized view of University resources designed to help you
manage your daily work

Learn the System
BUworks Online Help can show you the way.

BUwerks Online Help offers a variety of online and instructor led options to help you gat
up to speed quickly including:

= Overview of Training Opportunities

= Introductory Video Clips and Process Guides

= Help Guides

Need Help?

IS&T has the answers

The IT Help Center provides centralized technology support for BUwerks Central
= Contact us online or email us at ithelp@bu.edu.

= Call us at 617-353-HELP (353-4357)

l Employee Self-Service Manager Self-Service Finance ACCT XWalk Reporting Worklist WebGUI DSA Procurement

A Chrome is now usable with BUworks
again

A Firefox version 52.0 - problems with
dropdowns

A BUworks Portal Upgrade Completed

7 BUworks Browser Requirements

Quick Links

7 BUworks Training and Online Help

A Financial Affairs Forms

Log off
é ~ Log off
Manager Self-Senvice Finance ACCT XWalk Reporting Worklist WebGUI DSA Procurement
) 1
9.
Homepage | ListofServices | Search r
-
Time Services Work Environment e is
icity data.
Review your fime balances and pian your fme off, Weekly cmployees can record =) Display the Universty property assianed to you
working time.
Quick Links 7 Traveland Expense Reimbursements
Time Off Request = P
Review the Universty's Travel Policy, apply for a Travel Credt Card, g
Travel and Expense Reimbursements via Concur.
Benefits and Pay ,
Display the plans in which you are currently enrolled and enrollin new benefit plans. 2 Campus Services »
Display your salary statement and your direct deposit information ﬁ' &
“N Access non-BUworks seff-service functions, such as enroliment for Fi
Quick Links Permits and Terrier Convenience Plan.
BU Total Rewards Fortal .
Salary Statement
W-2 Election —
W-2 Display ’
3 ~
Personal Information
F
Ianage your addresses, emergency contact, personal data, information about famiy -
members and dependents and your race and ethnicty data I R
:j e —
P
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BUworks Central Porta

Finance Tab

} Log off
=
Home Employee Self-Service Manager Self-Service ' nce ACCT X\Walk Reporting Worklist WebGUI DSA Procurement s
Distributed Forms ISR Fulfillment ISR Provider Master Data I
+ AssetRelocation BOSTON UNIVERSITY 3 b A
+ Customer Master Data Post Award Financial Operations . ]
Property Management
25 Buick 5t., Rm. 235
Boston, MA 02215 L3
Instructions: Fill out the form below on-line. Upen completion, click the Print and Email button located at the bottom of the form to electronically ’ hd
submit a copy to the Property Accountant for review and processing. Please also print a copy for your records.
MOVEABLE CAPITAL EQUIPMENT FORM FOR ASSET RETIREMENT / TRANSFER / GIFT
After entering Tag number, please press enter to populate other fields. -
Status  Tag Number if Assigned Action Date Description Manufacturer Model Number Serial Number Address  Room Amount Received (if sold) E ! N
- 0.00
~
- 0.00
- 0.00 ’
.
- 0.00
- 0.00
- 0.00
- 0.00 .
- 0.00
- 0.00 ~
- 0.00 -
.
Comments: ( .
R ible First Name: * | | Last Name: * | ] ' B
b
e — oute. [G4HETT F)
Cost Center / Internal Order Number (Owner): * I:l Cost Center / Internal Order Name (Owner): '
- v
Responsible Cost Center Number: * l:l Responsible Cost Center Name: '
-

Finance Tab

* ISR Fulfilment

* ISR Provider

* Master Data

e Asset Relocation

* Customer Master
Data
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Account XWalk Tab

The ACCT XWalk (Account Crosswalk) is used to translate SAP and/or

Legacy (Walker) accounts.

* Translate SAP to Legacy (Walker)
* SAP Cost Objects (consist of Cost
Center, Internal Order, WBS Element)
* SAP GL Account (General Ledger

account)
* Translate Legacy (Walker) to SAP

* Fund, Unit, Department, and Source
Code

* Accounting Codes

Additional Information can be found on
the BUworks Online Help website.

BOSTON
UNIVERSITY

Home

Employee Self-Service

Manager Self-Service

Legacy ACK to SAP

¥ Related Links
Help Using-Acct-XWalk

SAP to Legacy ACK

Walker to SAP Translation

Walker Account Info

Fund -

Finance ACCT XWalk Reporting

Unit - Dept - Object - Source

ACK [ H

H H H Ho ]

Inactive Indicator -



http://www.bu.edu/buworks/help-pages/finance-training/
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SAP Worklist is where
assignment of Financial:

Worklist Tab

° T k } ° Log off
aSKS T \ .
Manager Self-Service Payroll Coordinator Organizational L’ -=ment ‘Worklist WebGUI
N
e Alert ’ : ‘
erts .
& (
~
L o3 . Tasks (20/20) Alerts. Notifications ~
* Notificat — t . .
O | |Ca |On5 ~ Related Links i
Show: [New and In Progress Tasks (20 /20) |=|[select a Subview.. 49 5
Help - Worklist User Gu...
Subject Sent Date:

Workflows information such
as tracking on Finance
related:

May 4, 201

Apr27,

Apr19,

Apr 13, 200

Apri2,
w‘)(s Apr 11, 201

Feb 16, 2017,

Approve/Reject/Change Parked Document 1002563421.54
Approve/Reject/iChange Parked Document 1002549763.54
Approve/RejectiChange Parked Document 1002558984.2)
Approve/RejectiChange Parked Document 1002558443:5A
Approve/RejectiChange Parked Document 1002558427-5A
Complete Shopping Cart 1000581776 with Value 10.000.00 USD
Approve/Reject/iChange Parked Document 1002557974.2]

& § 02 a8l
2 RN
x = = X ' x* X
FERIEEE ER
®
RS

Approve Shopping Cart 1000591648 with Value 23.50 USD Feb 3, 201,
— Journal Entry Approval =
Complete Shopping Cart 1000551623 with Value 12,000.00 USD orks Jan 27, 201 E
PO I H A I [ cancel Assi | [ Manager ion | ~ : .
n VO I C e p p rova Approve/Reject/Change Parked Document 1002563421: SA -* ~
Sent Date: May 4, 2017 by Train 712, BUworks Status: New
Priority: Medium
Description: Choose one of the decision options given. Thi -
this step. ’ - "
Note: thls |ab IS SpeC|f|C to SAP Yuucanrwwewducumemwuzsﬁmzﬂimhe* 3 -
Fund Centers ’ . =
. 1202020000 =
Finance area. ¢ -
1202400000 (;
1202400000 - .
Other SAP HCM related tasks, alerts Betre youroke s desion youcn sy ff :
’ ’ which have been attached to the user decisit ' .
attachments.
. e - . If you ch.uuse Cancel, the user decision remairis, ' v
notification and workflow will also pocesrs . 2

appear on
the assigned Worklist tab.
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Procurement Tab

* Internal Service
Request

* Facilities Service
Request

BUworks Central Portal
Procurement Tab

Home Employee Self-Service

Internal Service Request

+ ISR Request- Create
+ ISR Request- Display

+ Facilities Service Request
~  Related Links

Help Create-ISR.
Help Provider-Contact List

Manager Self-Service Finance ACCT XWalk Reporting

Provider Information

DSA

Provider: * [

Reguester Contact Detail: *
Delivery Information
Requested Defvery Date:* [ |09

Workiist  WebGUI
1SR Reauest No:
[=lpror Requester Detaic [ extension: [ ]
Phone Ext. * Plor Requester Emai; *

Deliver To Buiding: * [

Note Pad

<Enter description text here, limit 255 characters>

4 Reset Note
Requested Items
Line ttem No Short Text - Qty Order Unit
00001 -
00002 -

[=Jams: = | ‘ e
Charge Distribution
CostObject Distribution  Object Text [=]
0.0
0.0
0.0
0.0 E
3 Clear Distribution
Met Price Total Amount CostObject Cost Object Description Ch Ch E
0.00 0.00
0.00 0.00

L W e g T P N NP e W e L W e g

Log off

| >
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Course Map

WebGUI — Lesson 1: Course Introduction

Finance

Lesson 2: BUworks Central portal

Lesson 3: WebGUI ECC System

Lesson 4: BUworks Help & Support

Lesson 5: Summary
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WebGUI Tab
What is WebGUI ECC System

The SAP Finance and Human Resource/Payroll transactional system
were information is entered, changed and data is gathered.

General Ledger for Boston University resides here.
* SAP Finance transactions codes.

Transactions are created and displayed in real time.

[41¥]
Detailed Mavigation
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SAP Easy Access

SAP Easy Access - User Menj_,:_EQLB_._lWTN

SAP Easy Access [wenu] | | | 4 [Log off | System . ] | [User menu ][[5AP menu |
* Isa window based system which allows navigation gm“%“m

of the SAP buttons, toolbars and windows. The system| | ) oot

defaults to the SAP Menu which displays all modules Eﬁwm

Within the SAP system. G —
e Itissimilarin functionality to Microsoft Word and Excel Emw

in Windows. Functionality such as select (Ctrl A), copy | L_Zmmttormer s

(Ctrl C), and paste (Ctrl V).

SAP Easy Access

| Menu ‘| | |] | L | | Log off || S',rstem‘| | | User menu || SAP menu | E

b4

. . b [ Favorites

User Menu and Authorization = &3 A tens

[(] office

(] cross-Application Components
7 Logistics

(] Accounting

* SAP transactions are specific
to authorizes access.

[ Human Resources

* Jobroles and responsibilities

[7 Information Systems

[] Tool=
[ WebClient Ul Framework

determine user access and

* T T ¥ ¥ ¥ ¥ ¥

authorization.
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WebGUI — SAP Easy Access

There are three ways to
access transactions in ECC
Systems

1. Using the command field —
enter transaction code

2. Favorite folders — created
folder where commonly used
transaction are placed for
easy access.

3. Access the User Menu and
assigned roles

SAP Easy “:'ess - User Menu for ‘
[Menu .|| [l

= i Favorites

| 4 | Log off || System 4 | | [ User mend

= {3 Finance Transaction
FMRP_RFFMEP1AX - All Postings
WIR4 - Call MIRC - Change Status
FBO3 - Display Document
b (] Fund Re=ervation transactions
+ ] User Menu for BUWTNS12
° b (] Common Role for all BU Users
¥ (] DEPARTMENT APPROVER - DECENTRALIFED
b [[] Department Submitter
k (] INTERNAL SERVICE PROVIDER - DECENTRALIZED
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WebGUI — SAP Easy Access

Key Icons

* Areidentify by placing cursor over icon and hovering over it.
A balloon will display providing the icon name and associated function key

System Messages
» System messages will display at the bottom

left of the screen, messages such as:

SAP Easy Access - User Menu For | -

— Document number i ||/ [ Logooff || System, |
— Error messages g Expandable "Menu” button. Mavigate with arrow keys,
* Errors must be corrected to proceed. ¥ 1 Accessible using F10.

—  Warning messages » [1Common Rnle fnr.al.l BU Users
. o ¥ [1Data Security Administrator
*  Warning can be bypassed by hitting the enter key ——

System Message colors
Red — Error message — indicates a problem and must be correct before continuing

Green — Information message no action is required. System is informing you of a condition or fact.

You must hit the Enter key to bypass
— Warning messages indicates that there may be a problem with the data you have entered.

You may have to correct or review data before continuing.
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WebGUI — SAP Easy Access

Tips and Tricks

« /NFBO03 (SAP Transaction number) — Navigate from one transactions to another

Example: Need to navigate to FB0O3 Earmarked funds journal

without having to use the Back button

Document Header Data
Earmarked Funds

Doc. Category

* /N - Exit transaction and return to SAP User Menu

* /NEX - Exit/Log off WebGUI ECC System

| Menu,) 4C[nFB0z ) || | Save as Variant... || Back |E

30

Display Document: Initial

[menu 4| [f [ |4 [Back][Exit][c
Keys for Entry View
Document Mumber I:l
Company Code TREU
Fiscal Year |:|

m

Menu, 4| [inex

Say
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WebGUI — SAP Easy Access

. Funds reservation: Display 1
Types of Fields

1. Mandatory fields have a red asterisk
2. Optional fields are blank

Document number
3. Field with Mathcodes (drop down icon) Line ttem Cli
allow for search

[Menua| | | 4 [Back [ Exit][ g

4. Wildcards (*) allows for searches using part

Diocument Header Diata

of the name (for example when looking for Earmarked Funds

the GL account for “supplies” enter supp* Doc. Category 30

Document type |
Company Code TREU

GIL Account Humber (1)

Document Date
m——— - G/L account no. in c coounts " GIL acco ' [ i
GIL Account Number (1) ’ F"CIStlrlg Date e
|G.fL long text |supp® | '
» GiL account no. in chart of] Language Key [EN]
————— Chart of Accounts  [0010
o (] 2osd .
GIL account |
Long Text S —
Maximum No. of Hits || | N,
SUPPLEMENTAL DEATH DENEFIT T
SUPPLEMENTAL LIFE INSURANCE "
SUPPLIES
SUPPLIES - COMPUTER EQUIPMENT " * [E}]
4 Entries found
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SAP Smart Tools

These options are available when accessing transactions codes
* Services for Object Icon — Fl documents

— Create Attachments
— Create note
— Attachment list

L |

Park G/L Account Document: C

[
[Menu, 4] | || | Save parkeJ stem ) [| Tree on || Compa: .3 options

TR i

* Tree on/Tree off/Refresh Tree — Journal Entry

— Access Parked Journal Entries Park G/L Account Documen
— Access assighed Complete Journal Entries Menu 4| || | 4 [ Save parked docy

Created on Creg

[ ] Screen variants for tems

b [[JAccount azsignment templates
* []Complete documents

b []Parked documents

e Account Assignment Template — Journal Entry
— Create Account Assignment template

— Delete Account Assignment template
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Services for Objects Icon

Selecting the Services for Object Icon will display a drop down list of
additional features

* The features most commonly used are:
— Create an Attachment or Note
— Display Attachment List

— Workflow overview g, |
ik

Create... »
Attachment list

Private note

=end »
Relationships

Workflow overview Workflow 3
Archived ﬁﬂrkﬂuws My Objects 4
Start Workflow Help for object services
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Create an Attachment

| CreateAttan:hlient Create. .. k I'
Create note | Attachment list '] e Using the Create Option from

Create external document (LURL}) Private note
Send b the dropdown menu you are
Lo nees X able to add an attachment to
My Objects » the journal entry
Help for object zervices
| £ Import file I&’ .
* Once the Import window
Look In: ‘lj SapWorkDir |V| E
opens, you Ccan g0 to the
D ._10000342-VendorLineltem-Listing-Bundled -CC-Payment D ._I5R_P . .
[} ._9090000432_AllPostingReport.xls [ 106103 location where the file you
[ ._FBL1N_AlLVendors.Open_April.2017 [ 106103 .
[ ._ISR Provider Listing_06_09_16 [ 106103 want to attaCh IS Saved and
[ _ISR Provider Listing_08_21_2016 [ 106103 select it by double clicking it
[ ._isr_prov_table_contact list_10_20_2015.xls [ 100003 .
— . or using the | open button
File Hame: | |
Files of Type: |AII Files (*) ‘v|
Open || Cancel |
3
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Create a Note

) )
Create Attachent Create._ > * Using the Create option from
Create note I Attachment list |
Create e:-cternalducument(UﬁL} | Private note |Ir the dropdown menu you are
ertonshos ’ also able to create a note to
Workfow ’ the journal entry
My Objects k
Help for object services
e Once the Create note window
opens, enter a title in the
Title of note
subject line and then the note
in the free text filed
e Click |%#*| to save the note
[Z][X]
L ————




BUworks Online Help

Services for Objects via the Menu Button

Display Parked G/L Docume|
[ Menu 4 | | | | 4 | Back || Exit || Cance]
Document L4
Edit , tails Workflow
Goto »11,/2017 (] currency ug
Extras Y11/2017|  period 7
Settings Y bcs7a4a
Environment L4
System ¥ C
Help ¥ End Session
Uszer Profile bt
Print VWindow Content SEervices r
Abl:lult ijkF‘ GUI for HTKML Utilities ¥ ©iv Bos
List k
Services for Object *J
2 tems ( No entry vari p—— .
B 5t... GiLacct She unt in dy
o’ |893795 ISR
o |893295 ISR Status..
Log off
x

* Accessing Services for Object via
the Menu button will open a
window with the icons instead of
the list you see when you use the
icon

* Todisplay the workflow select [B] >
Workflow Overview

Display Parked G/L Document i
| Menu ,..| | [I
[EEI@]| L

| 4 | Cancel || System 4 | |
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Course Map

WebGUI - Lesson 1: Course Introduction
Finance

Lesson 2: BUworks Central portal

Lesson 3: WebGUI ECC System

Lesson 4: BUworks Help & Support

Lesson 5: Summary
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Obtaining Help .Mpm,wﬁ

Online Help

Support information and documentation for common BUworks/SAP transactions
are available and include:

* Process Guides — Simple process flows show the sequence of transactions and
give context to the detailed work instructions.

* Work Instructions — Step-by-step instructions which include detailed
descriptions, examples, short cuts, best practices, and screen shots for
processing transactions in BUworks.

* Quick Reference Guides — Concise 1-4 page documents providing summary
instructions for performing a particular task.

BUworks Online Help website is http://www.bu.edu/tech/support/buworks

Note: While support documents can be printed or saved locally, it is recommended that users refer to help
documentation online. This ensures that the information being referenced is current.


http://www.bu.edu/tech/support/buworks
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BU (WebGUI) Custom SAP Help

1. From within the User Menu or

transaction, click the Menu button,
select Help, BUworks Finance Help.

Display Parked G/L Document 1 0025

[ menu ]| | | 4 [Back || Exit || cancel |[ System 4| | [T
Document 4
Edit . tailz i Workflow
Goto »13/2017 [T currency usD
Extras 13/2027|  period 10
Settings Yhocogaaz
Environment 4
Syatem » RECT GL
Help H | Application Help
SAP Library
Print Window Content
Abo L!t SJ?P GUI for HTML Gloszary koston
Release Notes
2 tems { No entry vari SAP Service Marketplace
Create Support Message
B 5t.. GiL acct Sh BUWorks HCH Help h doc.curr. T.. Ag
5100‘{0 s\ BUWorks Finance Help e
[+ |510030 cO 25.00
[ ] Settings... 0. 00
1 a oo

2. The BUworks Finance Help Resource
window opens to provide you with Work
Instructions and Quick Reference Guides
on Finance documents.

Boston University Information Services & Technology Get Help

‘ (3) services ‘ ) support ‘ ) about ‘

Finance Help Resources Jr—

BUworks Finance is the University’s financial accounting system built on a SAP platform. The system is made up of
sub-components of Financial Accounting (F1) medules such as general ledger, accounts payable, accounts

Financial Accounting — receivable, budget, operational procurement, funds management and research accounting functionality.

Additional SAP Modules

Comments and Suggestions

It supports financial planning and transactional functions for the University and provides data for internal and external

FADs - Finance reporting. It provides an integrated infrastructure that supports budget, finance, procurement and research
administration to faculty and staff. It is designed to improve the University's ability to plan, manage, and handle
\Training Materials financial data

Process Guides
The Process Guides provide an introduction to the elements of BUworks via introductory videos and workflow
visualizations categorized by business functions.
s Help Navigation
Y o Guides @ Finance U]
Newsletters 0 Ordering Goods and Services - ISRs

Obtaining Access to BUworks

- Navigating and accessing within the WebGUI (tab) ECC System (sub-tab) in the BUworks Central portal.
raining Opportunities

0 Introductory to WebGUI (Finance)

Launch BUworks Central The Account XWalk it is used o fransiate our old leaac: iem codes to the new SAP
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Course Map

WebGUI —
Finance

Lesson 1: Course Introduction

Lesson 2: BUworks Central portal

Lesson 3: BUworks Help & Support

Lesson 4: Reporting

| Lesson 5: Summary
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Course Summary

You should know be able to:
— Navigate and Identify BUworks Central portal tabs
— Access the Account Crosswalk
— Access the Worklist

— Navigate and Identify WebGUI tab, easy access menu, user
menu and roles assigned

— Identify assigned finance roles
— Access transactions
— Access help and resources —
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Thanks for Attending the
WebGUI Finance Training

Isabel Guillermo

BUworks Finance System Trainer

iguiller@bu.edu

617-358-6829
.
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