Duke..........

Quick Reference

Workflow Status Reports

Workflow status reports provide visibility into the status and details of selected transactions in workflow based on cost object

or BFR/Organizational Unit (appropriate access required).

Workflow Status &
Clean Close

About the :
Workflow Status
Reports .

Run by BFR/Otg Unit

Run by Cost Object

The expectation of clean close is that all allowable expenses are posted to the
ledger when closeout documentation is submitted to closeoutdocs@duke.edu. The
workflow status reports suppott clean close, providing users visibility into
transactions in workflow that have not yet posted in order to determine
appropriate action to facilitate approvals/resolve issues in a timely fashion.

This guide covers 4 reports: Workflow Status Report, Workflow Status Report by Cost Object,
iForms Workflow Status Report, & iForms Workflow Status by Cost Object

Reports provide important status related information including the transaction type, current
petson(s) able to approve the transaction, how long it has been in the current workflow step,
when it was initially created, and other transaction details.

Report data is updated every 30 minutes and should not be used to manage deadlines.

Reports can be filtered to display specific transaction types.

Reports can be run by multiple cost objects/org. units (appropriate access required).

Cost Object-based reports include only those transactions which were initiated or have moved in
workflow as of 10/14/15. Run the BFR-based reports to view transactions initiated prior to
10/14/15 without workflow activity after 10/13/15.

Workflow Status iForms
Workflow Status Report iForms Workflow Workflow Status
Report by Cost Object Status Report by Cost Object
x x
x x

Transaction Type & Availability (Transaction becomes visible on designated report at point indicated below)

Accounts Payable Check Requests (APCR) Submitted Submitted

Accounts Receivable (AR)

Online Expense Reports (Travel)

Completed* Completed*

Submitted Submitted

Electronic Research Administration (ERA) | Saved as Draft/Submitted | Saved as Draft/Submitted

Journal Entries/Vouchers (JV)

Completed* Completed*

Accounts Payable Vendor Invoices (APInv) | Invoice Blocked by AP Invoice Blocked by AP

Buy@Duke (B@D) Saved as Draft/Submitted | Saved as Draft/Submitted

Secutity Administration Requests (Secutity) Submitted

Faculty System (dFAC) Saved as Saved as
Draft/Submitted Draft/Submitted

iForms Saved as Saved as

Draft/Submitted Draft/Submitted

Report Location (Access to tabs on Duke@Work is restricted by security role)

Duke@ Work - iForms Tab - Reporting X X

Duke@ Work - Grants Mgmt. Tab —
Effort and Payroll Tools & Reports

Duke@ Work - Grants Mgmt. Tab —
Sponsored Research Reporting

Duke@ Work - Finance Tab —
Financial Reports

x x

* ‘Completed’ does not indicate final approval of the transaction. ‘Completed’ indicates that the transaction has entered workflow.
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Quick Reference

Workflow Status Reports

The Workflow Status Report displays transactions currently in workflow based on the

Workflow Status Report

BFR/Org Unit of the transaction.

1

Via Grants Management Tab

Select the “Grants Management” tab, followed by the
“Sponsored Research Reporting” link. On the resulting page,
select the “Workflow Status Report” link to launch the report.

may take time to load. Multiple pop-ups may display during loading.

Web Mawvigation iView > Finance Mar

Sgunsuwl hﬂesearch Reporting (includes MyResearch reports f

-- Home - Finance > Finance Map >

=

Facu

When the “Prompts” window displays, (A) select the “Reftesh
Values” button to display the Organizational Hierarchy or (B)
use the search to display a list of matching BFR’s.

If using the search, place the wildcard asterisk * at the end of
the BFR entered ot no results will display (i.e. 6860201*).

Grants Managemen dyinfo | Universal Worklist

Navigate to the Workflow Status Report on Duke@Work via the “Grants Management” tab or the “Finance” tab. The report

Via Finance Tab

Select the “Finance” tab, followed by the “Financial
Reports” link. On the resulting page, select the
“Workflow Status Report” link and then “Workflow
Status Report” again to launch the report.

Home - Finance

e Historical Reporting

Financial Reports Buy

Home > Home - Finance > Finap

Select an item from the hierarchy or search
results list. Then select the right arrow “>”
button to add the BFR to the report. It will
display in the right box on the “Prompts”

window. Repeat to add any additional BFR.

3

X

Prompts
\
¥ SubmitterOrg ( Refresh Values F3 2

Organizational plan\DUKE - DUKE\10 - Duke Universi

ZWF_SUBNOAUTH

= ® Organizational plan
[=l & DUKE - DUKE

= & 10 - Duke University
@ P -President
© A -Exec VP-Asset Management
© E -Exec Vice-President
@ V-Provost
E & H-Chancellor, Health Affairs
[= & 6800000000 - Chancellor, Health A

& 6320000000 - Medical Center Admin

© 6840000000 - School of Mursing
6860000000 - School of Medidne

@ 6350050000 - Vice Dean, Education
@ B5860100000 - Basic Scence Depart

[ W 5350101000 - Cell Biology

@ 6860102500 - Immunalogy

=S

[
=]

-

m

4 m 3

Select the “Run Query” button to generate the
report.

October 26, 2015 1:40:49 PM GMT-04:00
®
Additional Options

N
\O\

OQ1

0”

Use the Input Controls o

button to access
transaction type filters.

Use the Export button
2 to save the report in
Excel format.

% -

Cancel

| Run ?rlvﬂ‘ﬁ'IJ

O

© Use the Reftresh button to update the results
O

% or modify the report selections.

G -

R

| [ Track ~ 'y Dril = ' Filter Bar &H Outline |

Web Inteligence - |'_°EQB' =7, @ ||‘) =
Map Reset ‘
LEE Workflow Form Type 3 Travel 1100123456
A&
Travel 1100987654

BFR Cost Cent Created by

50000803 6860101000 AB123

50000803 6860101000 CD456
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Workflow Status Reports

WOI'kﬂOW Status Repor t The Workflow Status Report by Cost Object displays transactions currently in
by C ost Ob j ect workflow based on the cost object associated with the transaction.

1 Navigate to the Workflow Status Report by Cost Object on Duke@Work via the “Grants Management” tab or the
“Finance” tab.

Via Grants Management Tab Via Finance Tab

Select the “Grants Management” tab, followed by the
“Sponsored Research Reporting” link. On the resulting page,
select the “Workflow Status Report by Cost Object” link.

Select the “Finance” tab, followed by the “Financial
Reports” link. On the resulting page, select the
“Workflow Status Report” link and then “Workflow
Status Report by Cost Object” to launch the report.

' " . BAr:

.- Home - Finance > Finance Map > Faculty Web Navigation iview > Finance Mar

Sgunsul hﬁesearch Reporting (includes MyResearch reports f ¥

2 Enter cost object(s) into the text box and select the Additional OptiOl’lS
“Go” button. If entering multiple cost objects (either Py
by typing or pasting), ensure that each cost object ) & Use the “Show/Hide History” button to view/access

appears on a new line in the text box (see “A” below). cost objects utilized in your previous repott runs.

Workflow Status by Cost Object Workflow Status by Cost Object

Enter or Paste Cost Objects: | 2031324 Enter or Paste Cost Objects: | 3834444 Hide History
2036789 2035555

2038525
@@{ 2031324
A. Typing multiple entries: Press the “Enter” or
“Return” key after typing each cost object so that each ]ﬁl’ 383444jﬁ%3 5555 @
cost object appears on a new line.

A. Show/Hide History: Displays or hides cost object
listing from prior report runs.
Enter B. Clear All History: Permanently removes history of all
4—' ptior repott runs.

C. Delete Row: Delete corresponding row from history.
D. Select Row: Populates cost object text box with cost
ce . : bjects listed in selected .
Additional Options (Continued) A S
R 0’\\ QQ \Q
& & L
o3 Use the Input Controls ov Use the Export button to or Use the Refresh button to update the results
button to access the save the report in Excel or modify the report selections.
transaction type filters. format.
Web Inteligence + el Y R C I = [ Track - '3 Dril = 7 Filter Bar &H outl
B °°s*°ble¢ &m
Workflow Form Type £ 3834444 1100123456 Travel 50000803 6860101000
2035555 1100987654 Travel 50000803 6860101000
0K
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Workflow Status Reports

iForms Workflow
Status Report

The iForms Workflow Status Report displays payroll related transactions currently in
wotkflow based on the BFR/Org Unit of the transaction.

Navigate to the iForms Workflow Status Report on Duke@Work via the “iForms” tab, followed by the “Reporting” link.
On the resulting page, select the “iForms Workflow Status Reporting” link and then “iForms Workflow Status by Cost
Object.” The report may take time to load. Multiple pop-ups may display during loading.

1

Reporting
... MyResearch Reports > Home > Universal Worklist > Home > Faculty Web Navigation iView
| Detailed Navigation c

HR Reports

e Time Reporting
Qn University Time Reporting (Non API)
BQ Payroll Reports

When the “Prompts” window displays, (A) select the “Refresh
Values” button to display the Organizational Hierarchy or (B)

use the search to display a list of matching BFR’s.

If using the search, place the wildcard asterisk * at the end of
the BFR entered or no results will display (i.e. 6860201*).

3

Exempt Time Off Reporting
Exempt Time Off Reporting (University)

College Work Study
Awarded, disbursed and balances for College Wor

/@\ iFurmsIﬁ[urKﬁow Status Reporting

Select an item from the hierarchy or search
results list. Then select the right arrow “>”
button to add the BFR to the report. It will
display in the right box on the “Prompts”

window. Repeat to add any additional BFR.

Prompts
*\
V' SubmitterOrg ( Refresh values &3 7

ZWF_SUBNOAUTH

= & Organizational plan
[=l & DUKE - DUKE

-

= % 10 -Duke University L
© P -President i
@ A -Exec VP-Asset Management
© E-Exec Vice-President
@ V-Provost
= & H-cChancellor, Health Affairs
= & 6800000000 - Chancellor, Health A
& 6320000000 - Medical Center Admin
© 6340000000 - School of Nursing
= & 6360000000 - School of Medidne

@ 6850050000 - Vice Dean, Education
@ 5860100000 - Basic Scence Depart

[ 5350101000 - Cell Biology|

@ 6850102500 - Immunclogy
Cctober 26, 2015 1:40:48 PM GMT-04:00

O]

Additional Options

m =

o > &
Q‘@ Use the Input Controls & Use the Export button | &

%) @) . (©)

e button to access - to save the report mn 3

transaction type filters. Excel format.

Organizational plan\DUKE - DUKE\10 - Duke Universi

4 I 3

Select the “Run Query” button to generate the
report.

Cancel

LRl

Use the Refresh button to update the results
or modify the report selections.

Web Inteligence = |nEQB' = Slﬂl @ég' ||‘) i

| [&Track = '3 Dril = % Filter Bar E Outine |

=

|

400123456

Waorkflow Form Type iForms 50000803

All Values o
dPAF
iForms '

iForms 400987654 50000803

BFR Cost Cent Created by

6860101000 AB123

6860101000 CD456
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Quick Reference

Workflow Status Reports

iForms Workflow Status
by Cost Object

The iForms Workflow Status by Cost Object displays payroll related transactions
currently in workflow based on the cost object associated with the transaction.

1 Navigate to the iForms Workflow Status by Cost Object Report on Duke@Work via the “Grants Management” tab or the

“iForms” tab.

Via Grants Management Tab

Select the “Grants Management” tab, followed by the
“Effort and Payroll Tools and Reports” link. On the
resulting page, select the “Grants Manager iForms
Workflow Status by Cost Object.”

D WO R K
o

Grants Management

Grants Management Havigation | Sponsored Research Reporting (includes

... Home - Finance > Finance Map > Faculty Web Navigation View > Finance N

Via iForms Tab

Select the “iForms” tab, followed by the “Reporting” link. On
the resulting page, select the “iForms Workflow Status
Reporting” link and then “iForms Workflow Status by Cost
Object.”

) WO RK
iForms Mylnfo | Universal Worklist E

Home | Staff | Positions | Employee Search | iForms Overview | Repd

... MyResearch Reports > Home > Universal Worklist > Home > Facul

. Sponsored Research Reporting (includes WyResearch reports for Grant €RA@Duke Man HR Reports BO Exempt Time Off Reporting
é% anacer) ég Contains Inks o E%
Contains versions of Faculty MyResearch reports which can be run by Sponsored Rese Qm Exempt Time Off Reporting (Uni
Grant Managers as well as other Sponsored Research related reports
20 Grants Master Data Effortand Pavrol | [ Time Reporting College Wark Stud
Grants Managen
Qom Workset for Master Data tools and reports QMm University Time Reporting (Non API) Awarded, disbursed and balance
@O Payroll Reports iForms Wif Klow Status Reporti
—— () Al

2 Enter cost object(s) into the text box and select the
“Go” button. If entering multiple cost objects (either
by typing or pasting), ensure that each cost object
appears on a new line in the text box (see “A” below).

GM iForms Workflow Status by Cost Object

2031324
2036789

2038525@

2039856

Typing multiple entries: Press the “Enter” or
“Return” key after typing each cost object so that each
cost object appears on a new line.

Enter or Paste Cost Objects:

Enter
Pl

Additional Options (Continued)

Additional Options

o
o
S
&

R Use the “Show/Hide History” button to view/access

cost objects utilized in your previous report runs.

Hide History

GM iForms Workflow Status by Cost Object

Enter or Paste Cost Objects: | 3834444

2035555

@]ﬁ[ 2031322
Ty 3834444)2035555 @

Show/Hide History: Displays or hides cost object

listing from prior report runs.

B. Clear All History: Permanently removes history of all
prior report runs.

C. Delete Row: Delete corresponding row from history.

Select Row: Populates cost object text box with cost

objects listed in selected row.

o . & L
OA’& Use the Input Controls \\’\/& Use the Export button OA’& Use the Refresh button to update the results or
button to access to save the report in modify the report selections.
transaction type filters. Excel format.
Web Inteligence ~ ESE-| rl S oL € e [ Track ~ '3 Dril = % Filter Bar £H Outiine

=
Map Reset _ BFR Cost Cent
= Workflow Form Type A 3834444 400123456 iForms 50000803 6860101000
=0
0“_._[] |‘:L'XF3'U€5 i 2035555 400987654 dPAF 50000803 6860101000
iForms v
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