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Setting up a workbench: customizing

If you haven’t customized your workbench, your screen will look like this. Click the “+” sign to begin setup.

SAP  Business Nework v Standard Account -
Home nablement  Opporuniies ~  Warkbench
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Setting up a workbench: customizing

Customize your workbench based on your work role: click the “+” next to the tiles you want on your workbench.

Add tile

Overdue invoices - Approved
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Setting up a workbench: customizing

Click “apply” when finished.

Edit Workbench
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Setting up a workbench: customizing

Now your workbench is set to your preferred selections.

AP~ Business Network ~ Standard Account - @
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Setting up a workbench

The new workbench consists of configurable tiles and worklists, supported with guided actions. Optimize the tiles by
changing the order, names, what documents are displayed in the worklist, and the layout of the worklist.

SAP  Business Network ¥ Enterprise Account @ &

Home Enablement Opportunities v Workbench Planning v Orders v t Qualit VoI v Yayments Catalogs More u

Workbench 474 Customize

51

New orders
Last 31 days
————————
New orders (51)

> Edit filter

Ship To Address Order Number Customer Amount Date J Order Status Amount Invoiced Actions

Acme, Sunnyvale, CA, United States D02020111520185334 ParterTestBuyer $1,60900USD  Nov 15,2020 New Confirm entire order (]

SRR 71 RE e R . Update line items
Acme, Sunnyvale, CA, United States D02020111517165354 PartnerTestBuyer $1,576.00 USD Nov 15, 2020
Reject entire order
Acme, Sunnyvale, CA, United States DO0202011151714320 PartnerTestBuyer $1,772.00 USD
Create ship notice

Acme, Sunnyvale, CA, United States 0201 1 PartnerTestBuyer $1,789.00 USD Nov 15, 2020
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Setting up a workbench: “edit filter”

The “edit filter” link will show you filtering criteria for that specific tile. Select filter criteria by clicking the dropdown options for
each field or entering text. The yellow highlighted icon in this image appears when more than one option can be selected for

that field. Click “apply” to see the results.

@ LH

)

474 Customize

SAP™  Business Network ~ Enterprise Account

Workbench

QOrder numbers Creation Order status.

Include v New X | Sel

Customer locations Order type

Show hidden)

Routing status Min amount  Max amount

All
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Setting up a workbench: “save filter”

The save filter link will allow you to save your filter criteria. Provide a description for your tile to help you identify it in the
future.

SAP Business Network ~ Enterprise Accol

Home Enablement Opportunities ~ Workbench Planning Orders ~ Fulfillment ~ Quality ~ Invoices ~ More ~ '

Workbench 44 Customize

16 0 | 103 42 476  *7.54%

Orders Orders i Invpice. H Items to confirm Items to confirm Scheduled payments

Save filter X

Save filter Last 7 days Avante Sciences Customer Next 90 days

Before you save this filter, we recommend that you add a
description for easy identification

Orders (16)

> Edit filter ISave filter | [Avante Sciences Inc. (PROF... | 1 6

Orders @ )
Last 14 days
Customer Type Company | OrderNd e hip To Address Amount Order Stati Acti
ctions
Code
Avante Sciences Inc. Order PO1000( m Cancel OMEF, Dirk Van $3,632.38 USD New
(PROFILE) ancel iteenvoort for shipping .
nstructions, Belgium x
i
Avante Sciences Inc. Order P01000020117 Feb 1, 2021 Sent SOMEF, Dirk Van $2,152.51 USD New =
(PROFILE)

Steenvoort for shipping
instructions, Belgium
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Setting up a workbench: customize workbench

BAP™  Business Netwark + Enterprise Account

The customize icon on the workbench will
bring up the edit workbench page. On this
7.54% page, you can add, remove and reorder your

tiles.

Workbench

Edit Workbench . . - . . .
ien| o s e b o e i To add a tile, click the “+” icon. This will bring

up a list of available tiles. Click the “+” sign
again to add the tile. The workbench can
support a maximum of 25 tiles.

[{Fnt)

*100 To remove a tile, click on the “x” icon on the
e top right of the tile.

To reorder your tiles, drag the two horizontal
e lines on the top of each tile and drop them

into the desired position. The order of your

tiles is how it will appear on your homepage.
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Setting up a workbench: tile tooltip

The help icon next to each tile is a tooltip. Clicking the icon will bring up a description of the tile.

-
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Add tile

New orders (@

rs is an important tile for use

TEJELEU MVUICES

Orders @

Items to confirm

Items to ship

Early payment offers @

Invoices pending payment (2

Invoices pending approval @
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Setting up a workbench: table settings

GAP”  Business Network + Enterprise Account @ W

The table settings icon will bring up the
list of available and displayed columns.
You can configure the table to hide or
display columns. Drag and drop column
headers to hide or display.

Reorder table columns by dragging and
dropping the headers into the desired
positions.

> Edit filter
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Setting up a workbench: export worklist

Exporting a worklist will create an Excel file in the local download folder, using the current filter criteria and worklist s ettings
(i.e., selected columns, groupings, etc.).

SAP  Business Network ~ Enterprise Account @ LH
Home Enablement Opportunities ~ Workbench Planning v Orders v Fulfillment v Quality v Invoices v More v~ u
Workbench 494 Customize
16 0 103 42 476  °7.54%

. usb )
Orders Orders Invoices Items to confirm Items to confirm Scheduled payments
Save filter Last 7 days Last 31 days IBD Customer Avante Sciences Customer Next 90 days
Orders (16)
> Edit filter | Save filter Avante Sciences Inc. (PROF...  |Last 90 days | New
I
Customer Type Company | Order Number Date Routing Status Ship To Address Amount Order Stati Bt
Code
Avante Sciences Inc. Qrder P01000020118 Feb 1, 2021 Sent SOMEF, Dirk Van $3,632.38 USD New
(PROFILE) Steenvoort for shipping ae
instructions, Belgium g
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Setting up a workbench: document actions

The more icon under the action's column will show you a list of available actions for your document. Clicking on any

one of these actions will take you to your network document.
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SAP Business Network ~ Enterprise Account

Home Enablement Opportunities ~ Workbench Planning ~ Orders ~
Workbench
Orders Orders Invoices
Save filter Last 7 days Last 31 days
Orders (16)
> Editfilter | Save filter Avante Sciences Inc. (PROF... | Last 90 days | New
Customer Type Company | Order Number Date
Code
Avante Sciences Inc. Order P01000020118 Feb 1, 2021
(PROFILE)
Avante Sciences Inc. Order P0O1000020117 Feb 1, 2021
(PROFILE)

Fulfillment ~

Quality ~

42

Items to confirm

IBD Customer

Routing Status

Sent

Sent

v More ~

476

Items to confirm

Avante Sciences Customer

Ship To Address

SOMEF, Dirk Van
Steenvoort for shipping
instructions, Belgium

SOMEF, Dirk Van
Steenvoort for shipping
instructions, Belgium

B
494 Customize
"7.54¢
. usb >
Scheduled payments
Next 90 days
)
Amount Order Stati Actions
Confirm entire order
1
. 3
Update line items §
L

Reject entire order
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