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Real Estate: EMF Approval training
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Overview

This Job Aid describes the process for the Earmarked Fund Approval by the Intermediate and the
Certifying Officer once a Lease-out Internal Contract is created. In addition, this job aid will provide
guidance on how to determine the status of the EMF along with determining the reviewing and
certifying officers.

Enterprise Roles involved

e FM Funds Commitment Approver (FM.06)
e FM Earmarked Funds Documents Certifier (FM.07)

Important Tips and Tricks

e Request contract approval from the Contract Approver only when the EMF approval
process is completed. If you find yourself with the contract in REQS, we suggest the
contract approver rejects the contract until the EMF is approved.

e The EMF cannot be approved if you, or anyone else, is in the contract or EMF. When
approving an EMF, make sure everyone is out of the contract and EMF.

e If a change needs to be made to the EMF, we suggest rejecting the EMF for
modification/revision instead of reversal, this allows the lease processor to easily make
changes to the contract.

Trigger

When a lease has been created with the tenant coding block (please note, the only required fields to be
filled out are the Cost Object on the Postings Detail, then on the Org Assignment Detail, the appropriate
Fund, and Grant (this should always be GMNR). Once the check button is clicked the Business Area,
Funds Center and Functional Area fields will automatically be derived):

Note: For Lease-Out Internal do not set the User Status to REQS until the EMF has been approved
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REC 1000/300000132 Change: Posting Parameters

e PHBOleYs 8 B0 AT &0 4
s Object Overview (Check (CerF2)] Real Estate Contract  [1000/300000132 LOI Test
EDF‘”d Object General Data | Partmers | Term -~ Objects  Differing Measurements . Posting Parameters Conditions | Approvals |~ Adjustment |”s... || DE
lﬂ'JﬂResubmlsslon I
[© Appointment calendar ] D_ Term Category Name  N_|Term Memo. -
[l Information System ] Postings <Standard> [
%Tun\s ] Frequency <Standard> O
[}j[)rgamzatlonamss\gnment <Standard> [ ]
Real Estate Contract x
[1000/200000132 \ﬁl\ & | O]
e SR =D ['=] 3 organizational Assignment: <standard> vafv
Object Name Details | Period lizatic i }‘ % Conditions )r = Memo
- F__@ REC 1000/300000132 |LOI Test 01.01.2015-31.12.¢

+ [ object Data

Number T <standard> l@
: E :ru:;rsds\zta Otiects Business Area 's100] United Nations Headgquarters
v [3 Overviews Profit Center
Fund 1omA UN General Fund
Budget Period
Funds Center 10002 UNHQ default ccir
Commitment Item
Functional Area  |992F3333 Unallocated funct area
Grant QIR NOT RELEVANT GRANT
Funded Program :
4« 4«
i
SApd [ | DWANGMO ~ | unsapr3e | INS =3
On checking and saving the Contract, if warnings "FM Role definition is not complete" or "Earmarked
Fund Document cannot be generated" appear, please disregard.
This creates the amount of EMF under the Approval Tab along with the Document Number for
Earmarked Fund.
REC Lease-Out Internal 1000/300000132 Change: Approvals
G PR G a8 B0L el &sBE 0
@ Qbject Overview ] Real Estate Contract 1000/300000132 LOI Test
Egﬁm Object } General Data | Partners | Term | Objects | Differing Measurements | Pasting Parameters | Conditions (7 Approva | Adjustment V| [|[*][Z]
¢ 2 Resubmission
[® Appointment Calendar ‘ |

[fiil information System ] (EIE]@)E)

period From ~ Period To Posting Approval Lock Summ.From ¥ Summ. To |Summ. Due Dat§ Doc. No. | Itm ZReserved Amount = Open Amount EReduced Am
%TUU[S 01.01.2015 31.12.2015 2 & 01.01.2015 31.12.2015 01.01.2015 600000090 1 5,000.00 5,000.00 L4
NI 01.01.2015 2 150,000.00  150,000.00 i
Real Estate Contract = - 155,000.00 : 155,000.00 » [l
[1000/300000132 ||ﬁl\ & | O
E e LiEE) RIEE
Object Name Details  Period
- 4= REC 1000/300000132 |LOI Test 01.09periodPl.12.:
+ [ Object Data N 0
+ 3 subordinate Objects

» [ processes
» [ overviews

I[@EIFL)E
Type Message Text
[0 Messages for Real Estate Contract 1000/300000132 &
[[] Messages for Earmarked Funds
£\ FM role definition is not complete
£\ FM role definition is not complete

I % FM role definition is not complete I

;

@ [ | DWANGMO ¥ unsapr3e  INS

5

Determining the Intermediate Approver

If the Intermediate Approver for the EMF are not readily known, they can be determined by:

Clickling on the Document Number to view the EMF (as shown in the above step).
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Forecast of revenue: Display Overview scrn
& B B B [Z [E]consumption

Document number | 600000030 @ posted Document Date [01.01.2015)

Document type [22] Forecast of Revens with W .. Posting Date [o1.01.2015]

Company Code [1000] United Nations Currency/rate [usp |

Doc.text |Earmarked Funds 2015 For Contract 1000/300000132 |

Currency usD

Grand total | 0.00

Change total | 155, 000.00
Line items
D... |Overall amount Original Amount Amount changed Text
1 0.00 0.00 5,000.00 Earmarked Funds 01.01 =
2 0.00 0.00 150,000.00 Earmarked Funds 01.01 ~

Go to Environment -- > Object Links.

& Document Edit Goto Ett@s System  Help W

@ v | « ocuments 4 A0 o=
Object links CtriiFg

Forecast of revenue: Displ  Usage history  Shift+F8.

Value Adjustmts
& [@ B [ [Z [ consumption - :
Check Messages

Document number | 600000030 & Eollow-on documents re 01.01.2015
Document type AR Foreca|  Original Docurment [01.01.2015
Company Code [1000 United Mations Currency/rate [usp
Doc.text | Earmarked Funds 2015 For Contract 1000/300000132
Currency usp
Grand total [ 0.00
Change total [ 155,000.00
Line items
D... Overall amount Original Amount Amount changed Text
L 0.00 0.00 5,000.00 Earmarked Funds 01.01 =
2 0.00 0.00 150,000.00 Earmarked Funds 01.01 ~
B o
— — .
Position Document item s 2
A
SAPd [>  DWANGMO ~ | unsapr3e | INS =

In the pop-up that appears click on the workflow overview icon and select Workflow overview.

[= Earmkd funds doc.itm 06

Workflow overview

Archived workflows
Start Workflow
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On the ‘Intermediate Approver (Reviewer)’ step click on ‘Information’ in the Agent column. Click on the
top left icon Display workflow log.

[ Data on Linked Workflows

(QI(&)F] B[ LIE ) [Ee )&= 1]
bject: 0600000090000
1k

Creation Da_ |Creation  Status Task
Earmarked Fund Docurment 600000090 18.01.2016 21:33:02 In Process  Earmarked Fund Approval

Current data for started workflow: Earmarked Fund Document 600000090

Steps in thi=s process =0 far

Creation End

Date/Time Date/Time

18.01.2016 - 18.01.2016 - Workflow Batch
21:33:02 21:33:03 System ID

Step name Statuns Re=sult Agent

Gert extended object reference Completed

Erzor while g 01,2016 - 18.01.2016 - Horkflow Batch

al
Get Agents Completed  determining ., ..5.q3 21:33:04  System ID
agents

18.01.2016 - 18.01.2016 — Workflow Batch

e ST
et Agents Completed 21:33:04 21:33:07
Earmarked fund — Tntermediate Approver (Reviewer) I Ready 12;};323#6 - Information...

|Infomation object=s addressed =so far
‘ -

o Earmkd funds doc.itm 0600000030000
a Nianlaw NDarment ARNAAONASNANN

The next window will display all the users who are authorized to review the EMF.
From the workflow of the EMF, we see the possible first-level approvers —see Workflow column below:

[E Recipients:Earmarked fund — Intermediate Approver

TS5 91200091 Earmarked fund — Intermediate Approver

05 ECOLOT Emmanuelle COLOT
U3 MCHUN Myung Chun
— U5 ZHLAOL&A Linda Wei Zhao

Umoja Training Job Aid: Umoja Real Estate EMF Approval Process 5/15



miija

training

In this example the EMF has not been opened as it is showing in the inbox of all three Intermediate
Approvers. Once the EMF has been opened, it can only be passed along to the next step by the person
who looked at it.

Intermediate Approver Earmarked Fund Document

Once the contract is saved, a workflow will be triggered for EMF approval and work item will be sent to
the first level of approval, the Intermediate Approver for EMF.

Enterprise Roles involved
e FM Earmarked Funds Documents Certifier (FM.07)

Enter transaction code SBWP to navigate to Business Workplace or alternatively navigate to SAP
Business Workplace from the SAP Easy Access view. The SAP Easy Access screen is the first screen that

appears after you log on to the Umoja ECC system.

SAP Business Workplace can be found on the Application Toolbar is located directly below the Title bar.

(& Menu Edit Favorites Extras  System  Help w
@7 -« G eAR ODON FH @
L 4
SAP Easy Access
el -5 571~ - Application Toolbar
+ [ Favorie 5P Business Workplace  (Cl+F12)
~ [ SAP menu
+ [3 office
+ [3 Cross-Application Components
+ [T Organization
+ [T Logistics

+ [T Accounting

» [ Human Resources

+ [ Information Systems

+ [ Tools

+ 3 WebClient UI Framework
» [7 structural Authorization

» [ Umoja Information System

g

[> | DWANGMO ~ | unsapr3e  INS

Click on the Inbox folder > Workflow > Grouped According to task > Earmarked fund - Intermediate
Approver.

The documents awaiting approval are listed. Double click the line or click the execute icon and the work
item is opened with the options to Review/Reject/Cancel.
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Business Workplace of Myung Chun

New message Find folder 273 Distribution lists
Lo [iFind fold 5 Distribution |

EEleE e T ElE
Earmarked fund — Intermediate Approver

ﬂﬂ Find document @Appomtment calendar
x ;w? ‘Workplace: Myung Chun
~ & Inbox
+ =] Unread Documents 3
- ':| Documents 3
~ O workflow 42

JELEI@ L[]

Executable Document type Status Earmarked Fund Docum Data Entry Agent Document Date Total Value-document | Title
T

600000090 Dorji Wangmo 01.01.2015

155,000.00 Earmarked fund — Intermediate Approver

~ [= Grouped according to task
+ D1 AP document - Data entry agent
« [ DAL: Account Payable officer
pproving Officer

- documents :- Approving officer
+ I GL documents :- Data entry agent (TEA)

+ [ Grouped according to content

+ [3 Grouped according to content type

+ [ Grouped according to sort key
- [ overdue entries 0
« A peadine Messages 0
- O correct entries 0 1

2 Outhox

600000082
600000087
600000085
600000084

Dorji Wangmo
Siqi Ngan
Siqi Ngan
Siqi Ngan

01.01.2015
31.12.2015
31.12.2015
01.12.2015

FFEHE
EE S
POREES [

17,500.00 Earmarked fund — Intermediate Approver
23,411.70 Earmarked fund — Intermediate Approver
650.33 Earmarked fund — Intermediate Approver
650.33 Earmarked fund — Intermediate Approver

¢ Resubmission
(-_.é Private folders
2 Shared folders
7 Folders subscribed to
- TF Trash

Earmarked fund — Intermediate Approver (Reviewer)

Description

Please check and "process” earmarked fund * Displa

Objects and attachments

t: 0600000090000

. ﬁ Shared trash document.

If you do not agree, reject with one of the
options and explain why by filling in the text

Click on the Objects button to view the EMF document.

Earmarked fund — Intermediate Approver (Reviewer)

Ziworkflow | «* Objects

| Decision Options

Rewview

Reject for Revision/Modification

Reject for Reversal

Cancel

l
Z4
i

Task Description

Please check and "process” earmarked fund document.

If you do not agree, reject with one of the options and explain why by filing
in the text field.

- "Reject for reversal” chosen, the document wil be reversed and workflow

will be completed,
LI
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Once the EMF document is displayed, click on the Back button (F3) to return the work item.

[& Document Edit Goto Extras  Environment  System  Help
) “«L[efpel s NNOH S0 0w
Forecast of revenue: Display Overview scrn
& [E [ [ [# [Llconsumption

Document number | 600000030 & posted Document Date 01.01.2015

Document type AR Forecast of Revens with W _ Posting Date 01.01.2015

Company Code 1000 United Nations Currency/rate TSD

Doc.text Earmarked Funds 2015 For Contract 1000/300000132

Currency usD

Grand total 0.00

Change total 155,000.00
Line items
D... |Overall amount Original Amount Amount changed Text
1 0.00 0.00 5,000.00 Earmarked Funds 01.01 =
2 0.00 0.00 150,000.00 Earmarked Funds 01.01 ~

The Decision steps are displayed again with the options of "Review", "Reject or "Cancel”.

Review — Will move the EMF onto the Certifying Officers inbox.

Reject for Revision / Modification — This will return the EMF back to the Lease Processor so they can
make changes to the contract/conditions and resubmit. If changes need to be made to the contract, we
strongly recommend this option.

Reject for Reversal — The reviewing officer does not approve of any of the charges and wants to cancel
the EMF entirely. We caution against using this option as it can make the process of raising a new EMF

difficult.

Now Click on Review, and the document disappears from inbox indicating approval.
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Earmarked fund — Intermediate Approver (Reviewer)
Hiworkflow = Objects

Decision Options

Review

Reject for Revision/Modification |
@ Reject for Reversal I
I Cancel I

Task Description

Please check and "process” earmarked fund docurment.

If you do not agree, reject with one of the options and explin why by filing
in the text field.

- "Reject for reversal” chosen, the document will be reversed and workflow
will be completed,
LI

Determining the Certifying Officer
Once the first level approval is complete, the document is sent to the second level approver (Certifying
Officer) and if the Certifying Officer for the EMF are not readily known, they can be determined by

returning back to the Contract, going to the Approval Tab and clicking on the Document Number to view
the EMF.

7 .| REC Lease-Out Internal 1000/300000132 Display: Approvals
LSRR R =N BT AR 2 R R = - = AR

@ Object Overview

| Real Estate Contract [Imun/auunuulaz E LOI Test
[FiFind Obpect General Data | Partners | Term | Objects | Differing Measurements | Posting Parameters | Conditions /‘Approvak | Adjustment s...[| [+ [*][2)
[BResubmission |
Citonssimensfoend || HEFEEED ELEL EL
Information System I Period From ™ Period To Posting Approval Lock Summ.From ¥ Summ. To  Summ. Due Date Doc. No. = “Itm EReserved Amount Open Amount ZReduced Am
e Tools | 01.01.2015 31122015 &' [0 & 01.01.2015 31.12.2015 01.01.2015 600000080 1 5,000.00 5,000.00 i
g R 5 01.01.2015 2 150,000.00  150,000.00 (
Real Estate Contract =] - 155,000.00 = 155,000.00 = il
[1000/300000132 || & [ O]
& L LIiE)@) )€ -6k 3
Object Name Detais | Period
= @ REC 1000/300000132 |LOI Test 01.01.2015-31.12.%
v+ 3 Object Data
» [[7 Subordinate Objects
v [ processes

v [ ovenviews
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Go to Environment -- > Object Links.

[ Document Edit Goto Ext@s System  Help -

o -] « Change documents » aﬁ s:_”fl @@

Forecast of revenue: Displ  Usage history  Shift+F8

Value Adjustmts
& B B [ [2 Econsumption Lalue A
Check Messages

P s |
Document number 600000090 &'  Folow-on documents e 01.01.2015
R —
Document. type [az] Foreca Original Document 01.01.2015
Company Code 1000 United Nations Currency/rate usD
Doc.text |Earmarked Funds 2015 For Contract 1000/300000132 |
Currency usp
]
Grand total 0.00
—
Change total 155,000.00
Line tems
_|D... Overall amount Original Amount Amount changed Text |
1 0.00 0.00 5,000.00 Earmarked Funds 01.01 =
2 0.00 0.00 150,000.00 Earmarked Funds 01.01 ~
N 4 4
—a .
Position Ll Document item /] 2
E: J ' pwanGMO ¥ unsapr3e | INS |:'|1

In the pop-up that appears click on the workflow overview icon and select Workflow overview.

Workflow overview

Archived workflows
Start Workflowr
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Click on the top left icon Display workflow log.

[= Data on Linked Workflows

EleEFEEFEEEEm -
bject: 0600000090000
L

Creation Da_ |Creation  Status Task
Earmarked Fund Document 600000090 18.01.2016 21:33:02 1In Process  FEarmarked Fund Approval

Current data for started workflow: Earmarked Fund Document 600000090

Steps in this process so far
Creation End
Stej ame Stat Result t
D atus sa Date/Time Date/Time 2o
. 18.01.2016 - 18.01.2016 - Workflow Batch
Get extended object reference Completed 21:33:02 21:33:03 75 stem ID
Error while
Ger Agents Compleced eI 18.01.2016 - 18.01.2016 - Workflow Batch
GE N EHiES ikl
— 9 21:33:03 21:33:0¢  System 1D
agents
Get Agents Completed 18.01.2016 - 18.01.2016 - Workflow Batch
EI=E AR
m 21:33:04 21:33:07  System 1D
18.01.2016 -
Earmarked fund — Intermediate Approver (Reviewer) Ready 21:33:07 Information...
|Informat.ion objects addressed so far
‘ o Earmkd funds doc.itm 0600000080000 -
a Nienlaw Nacmment AANANOAAGAAND M

On the Earmarked Fund Document — Approving Officer can be found by clicking the Agent Icon.

Workflow Log
) [iiil &8 7 &

“E?Wiew: WF Chronidle | 22 View: Workflow Agents | [E2 View: Workflow Objects |

Workflow and task Details | Graphic = Agent | Status Result Date Time
- |3 Earmarked Fund Document 600000090 [ B [ &= ] InProcess  Workflow started ~ 18.01.2... 21:33..,
« I3 Get extended object reference =] gng Cornpleted 18.01.2... 21:33...

- A Get Agents = éog Completed  Error while determi... 18.01.2... 21:33...
- I Get Agents =] ] Complated 18.01.2... 21:33...

+ I3 Earmerked fund — Intermediate Approver (Reviewer) l =] ” Ei H 22 I Completed  Review 18.04.2... 21:33...
+ I3 set log status = i Completed 19.01.2... 20:43...
» I Get Agents =S Completed 10.01.2... 20:43...

- [ Earmerked Fund Document — Approving Officer =] Sog f=1-8 Iieady 19.01.2... 20:43...

Choose Details to display more detailed information
‘Agent | Executed Action Date Time Object Object Name
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In the Pop-up window, again select Agents.

Workflow Log
2 [l 208 Fr &

__/ "View: WF Chronide |~ 52 View: Workflow Agents | [£2 View: Workflow Objects |

Waorkflow and task Details | Graphic = Agent | Status Result Date Time

~ & Earmarked Fund Document 600000090 InProcess  Workflow started  18.01.2... 21:33...
- A Get extended object reference [ fmg Completed 18.01.2... 21:33...
- A Get Agents [E &mg Completed  Error while determi... 18.01.2... 21:33...
» 3 Get Agents =] ina Completed 18.01.2... 21:33...
« [ Earmarked fund — Intermediate Approver (Reviewer) [ [= “ émg “ 28 I Completed Review 18.01.2... 21:33...
+ 3 set log status =l &ng Completed 19.01.2... 20:43...

+ 3 Get Agents =] i Completed 10.01.2... 20:43...
» I Earmarked Fund Document — Approving Officer [= émg 2z Ready 19.01.2... 20:43...

[= Which Agents Do You Want To Di...

| n P I .....

L]
Choose Details to displa|Z; Posshleagents
iAgent |Execu [& Excluded agents Object Object Mame

The next window will display all the users who are authorized to approve the EMF.
From the workflow of the EMF, we see the possible second-level approvers —see Workflow column
below:

[= Recipients:Earmarked Fund Document — Approving Off

TS 51200093 Earmarked Fund Doc— Approving Officer

— U5 BRAKHIMO Bekzod RARKHIMOV

U3 NOGAY Hatalia OGAY

— U3 RGUNARYLZ Rita LUBIS

— U3 BEREMIREZS Ricardo Carlos REMIREZ-GASTON-ARTEAGR
— U3 SCANNOH Steve CANNON

— 03 Z0LOWOEW Zipporah OLOWO-RWAKIBALE
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Certifying Officer Approval
Once the first level approval is complete, a workflow will be triggered for EMF approval and work item
will be sent to the second level of approval, the Certifying Officer for EMF.

Enterprise Roles involved

e FM Funds Commitment Approver (FM.06)
Enter transaction code SBWP to navigate to Business Workplace or alternatively navigate to SAP
Business Workplace from the SAP Easy Access view. The SAP Easy Access screen is the first screen that

appears after you log on to the Umoja ECC system.

SAP Business Workplace can be found on the Application Toolbar, located directly below the Title bar.

= Menu  Edit Favorites Extras  System  Help w
o @ ek 00D TH 0F
SAP Easy Access
el 6 as v . Application Toolbar
. B rav . SAP Business Workplace (Ctr+F12)
~ [= SAP menu
+ [ Office
+ [ Cross-Application Components
+ [ Organization
v [ Logistics

+ [ Accounting

+ [ Human Resources

+ [0 Information Systems

v [ Took

+ [ WebClient UI Framework
+ [ Structural Authorization

+ [ Umoja Information System

g

[> | DWANGMO ¥ | unsapr3e | INS

[}
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Click on the Inbox folder > Workflow > Grouped According to task > Earmarked Fund doc — Approving
Officer

The documents awaiting approval are listed. Double click the line and the work item is opened with the

options to Review/Reject/Cancel.

Business Workplace of Steve CANNON

TPNew message  (f{)Find folder  (H)Find document  BE Appointment calendar 52 Distribution lists

= . Worksace: Steve CANNON G« ([TzEElE J&E | S(RELEELR
¥ & Inbox .
] Unread Documents 0 Earmarked Fund Doc— Approving Officer
+ ] Documents 0 Ex | Status |Creation Da_|Creation _|Co |W_ |Earmarked |F |Data Entry Agent

- IO workflow 42 [yl ) 19.01.2016  20:43:14 600000090 Dorji Wangmo

~ [= Grouped according to task
+ [ AR Document — Approving Agent:
« I Earmarked Fund Doc— Approving Officer
« I3 GL documents :- Approving officer
¢+ [ Grouped according to content
¢+ [ Grouped according to content type
+ [[1 Grouped according to sort key
+ I3 overdue entries 0
- I3 Deadiine Messages 0
+ I Incorrect entries 0
3 Outbox
¢ Resubmission
2 Private folders
< Shared folders
 Folders subscribed to
s
. % ;Zsr';d — Earmarked Fund Document — Approving Officer

|nm=pn'nh',m |nrn'.-nh= and attachmante

Click on the Objects button to view the EMF document.

Earmarked Fund Document — Approving Officer

Tworkflow | & Objects

| Decision Options

Approve
Reject for Revision/Modification
Reject for Reversal
Cancel

T

Task Description

Please check and "process” earmarked fund document.
If you do not agree, reject with one of the options and explain why by filing

in the text field.

- "Reject for reversal” chosen, the document will be reversed and workflow -
will be completed, -
L 1 b
| Jusitfy Your Decision |
=

=
Title Justification for Alternative:

HOE BE B
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Once the EMF document is displayed, click on the Back button (F3) to return the work item.

Forecast of revenue: Display Overview scrn
& B F B [Z [Econsumption

Document number  |600000090 | @ posted Document Date 01.01.2015)
Document type 2 Forecast of Revens with W .. Posting Date 01.01.2015
Company Code 1000° United Nations Currency/rate UsD
Doc.text Earmarked Funds 2015 For Contract 1000/300000132
Currency usD
Grand total 0.00
Change total 155,000.00

Line items

D... Overall amount Original Amount Amount changed

1 0.00 0.00

2 0.00 0.00

Text

5,000.00 Earmarked Funds 01.01 =
150,000.00 Earmarked Funds 01.01 ¥

The Decision steps are displayed with the options of "Review", "Reject or "Cancel”.

Now Click on Review.
Document disappears from inbox indicating approval.

Earmarked Fund Document — Approving Officer

Tiworkflow  =® Objects

Decision Options
I Approve I

@ Reject for Revision/Modification |
@ Reject for Reversal I
I Cancel I

Task Description

Please check and "process” earmarked fund document.
If you do not agree, reject with one of the options and explain why by filing
in the text field.

- "Reject for reversal” chosen, the document will be reversed and workflow -

will be completed, -

1 b 1

| Jusitfy Your Decision |
=

=
Title Justification for Alternative:]

HDE BE OE
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