Navigate and Customize the SAP Work Zone (Suppliers)

Overview:
Welcome to the Navigate and Customize SAP Work Zone process guide and QRG. You will learn:
e How to personalize the Home page of your SAP Work Zone by adding apps and sections

e How to search for apps in the SAP Work Zone

Audience: Union Pacific Suppliers

By default SAP Work Zone does not list the required tiles for Service Procurement your home page. This guide will walk you through how to
search and find the required Service Procurement that are listed below:

Work Zone Tiles
Accept POs (New and Change)

Create SES/Credit Memo

Search Contracts

Search SES & Credit Memo
Search POs

Request Retention Release
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Access Work Zone and the Tiles

Explanation Screenshot

Access SAP Work Zone from the UP Employee Page

the link on the UP Employee page.

4 Back Forward ¥ History Personalize
Employee
Overview Unlock Personnel Number ePayroll Time Entry Travel & Expenses Requests My Profile eHealthSafe
Employee > Overview
) Quick Links | < ) Announcements )
My Paystubs & Trainslips
My Profile Supply Tr 1 - Ariba ying is now live
Time Entry
My Degrees & Tuition Expenses Please use the links below to access the applications for the Supply Transformation
ccess Request release
[ saP work zone |<— = Arlba Guided Buying
1 = OTC - Sales Qrder Request
Finance Journal Entry
= Keelvar
Off-Cycle Check » 3
= lcertis
= MDG | aunchpad
[ Projects | = SAC Vendor Report
= SAC Diverse Bid & Contract
> UP SourceHub (February 2018) i
= Diverse Contract
> Peoplesoft Replacement Phase 2 (September 2016)
> Enterprise Asset Management (June 2015)
> Peoplesoft Replacement Phase 1 (October 2014) MyBenefit Page Help
> Intermodal Equipment Maintenance (June 2014) If you are experiencing trouble with the MyBenefit page please check the following
> Health and Safety Compliance (November 2012) help document.
> Human Capital Time Management (July 2012)

Work Zone Introduction @Bk nNext @
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Explanation Screenshot

Work Zone and Tiles m

SAP Work Zone Is customizable for daily work!

XMIE110's Favorites
Submit Shopping Submit Shopping Search Requisitions Search Contracts Search SES & Credit Search POs Search Suppliers Release Retention Release SES and
Cart Requisition Cart Requisition Memo Payment Credit Memo
Mo Existing Contract Use Active Contract

=4 =4 Q Q Q Q Q 80 ©20

SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER

Apps
Submit snu:i.ﬂ:g

mm‘ Ne Bustng Conract SAP Work Zone is made up of tiles that are used to process tasks in SAP.

' You can search and find tiles to add to your own Work Zone dashboard for

quick access and navigation.

@117 S—

XE3

Work Zone Introduction @Bk nNext @
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Add Tiles to SAP Work Zone

Explanation Screenshot
Py
Qfl
The SAP Work Zone Home page x|+
is the Starting point for aCCeSSing & C @ O httpsy/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home
and organizing SAP tiles and ff Home v
applications We are going tO Home Page Service Reports Service Reports

show you how to personalize your
home screen and the tiles that are
easily accessible by you. My Inbox

All Items

Apps

131

G)

Notice on the screen there is a
section called Apps that contains a
tile called My Inbox. You can add
tiles that you will work with in your
job-role to this section. We'll show
how to do that next.

1. The Profile ' icon is clicked
to open.
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Explanation Screenshot

Vv | & Home x

& C @ | & hitpsy/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home Update «++ ',& Chat

% Home v QT

Home Page Service Reports Service Reports Test ID xmiell0

09999889@up.com

Apps
£ Settings

My Inbox (2 Recent Activities

All It
eme [°:  Frequently Used

2. Click Edit Current Page 131 60 App Fncer
¢/ EditCurrentPage 5 odit the

Home page. ® sgou
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Explanation Screenshot

Vv &7 Home X +

& > C @ | O hitps//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home A = z Update «++ ﬂ Chat

m Home v ® QT

Section Title: ~ Apps AddTile  Show Section  Reset Section

My Inbox
All Items

3. Click Add Tile AddTile to add a
new tile, also called an application
to the App section of the Home
screen.

<+ Add Section

Section Title: = Apps Hide Section  Reset Section

My Inbox
All Items
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Explanation Screenshot

@
The App Finder screen shows the « | = app Finder - personaize Appst X | &
SAP menus on the left that the & © @ (O hitps//test-workzone-bisS launchpad.cfapps.us20 hana.ondemand.comysiteZsiteld=49e3dd9f-75b7-4936-0671-244b64b8T TS c#Shell-appfinder&y/catalog/%78"pagelD".. A ¢ @& (pdate ) My cran
end-user logged in has access to < [ app Finder - Personalize "apps™ v a ® 0 ™
and applications included are [emames ] Q]
shown on the right. In this = Conerat et R
example, All is selected from the General User Roles
Others CI‘/ My Inbox Maintain Accounting Editing Options EE Personalization
menu on the left apd all the apps 4 e Rt (et Al ems
are ShOWﬂ On the rlght Service Procurement
Service Reports X X
G{:l User Default Parameters Display Own Jobs r Display - SUO1D

To make it simple to find an app,
we will show you how to search for
one, the SearCh Contracts App, Evaluate Authorization Check - SU53 [] My Inbox - Expert Tlle :rrza:;eues;?;:rr‘rgzickex
instead of scrolling through the

menus and applications.

My Inbox Maintain Accounting Editing Options _ Personalization
All ltems =

XE4 + | xe4

4. The Search field is used to
search for the Search Contracts

App.
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Explanation Screenshot

| 7 App Finder - Personalize "Apps” X |

< C

(A | O https:/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b87 75 c#Shell-appfinder&i/catalog

Update - | @y Chat
< m App Finder - Personalize "Apps"” v Q  Tix

[ search contracty X I§I
All

General User Roles

General User Roles

Others My Inbox

Maintain Accounting Editing Options _ Personalization
All ltems =

SAP Access Request (Requester)

Service Procurement

5. Click Search Q ) o

User Default Parameters Display Own Jobs User Display - SU0O1D

+

Evaluate Authorization Check - SU53 El My Inbox - Expert Tlle Create Support Ticket
=

or Request Change

My Inbox

Maintain Accounting Editing Options _ Personalization
All ltems =
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Explanation

Screenshot

6. The Add to Section + is
clicked to add the Search
Contracts App to the Apps
section of the Home screen.

| 7 App Finder - Personalize "Apps” X |

& C Q@ | O https//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-appfinder&/catalog/%7B"catalogs... A ¢7 3 | ¢= & | Update : ﬂ Chat

< m App Finder - Personalize "Apps"” v

60 Service Procurement

General User Roles

Others Q Search Contracts
SAP Access Request (Requester)

Service Procurement

SAAS_APPROUTER
Service Reports

Q ® QT

[ search contracts x Q l
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Explanation

Screenshot

arny

2/

The App is now added to the Home
screen.

| 7 App Finder - Personalize "Apps” X |

& C @ | O htips//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-appfinder&y/catalog/%7B" catalogS

A7) 3| 7= & Update
< m App Finder - Personalize "Apps"” v

Q ® QT

search contracts x Q
All

Service Procurement

General User Roles

Others Q Search Contracts

SAP Access Request (Requester)
Service Procurement

SAAS_APPROUTER
Service Reports

“"Search Contracts” added to
section "Apps” of page
“Home Page”

oy cnat
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Explanation

Screenshot

7. Click m to return to the Home
page.

| 7 App Finder - Personalize "Apps” X |

& C @ | O htips//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-appfinder&y/catalog/%7B" catalogS

< App Finder - Personalize "Apps"” v
(D

General User Roles

Service Procurement

Others Q Search Contracts
SAP Access Request (Requester)
Service Procurement

SAAS_APPROUTER
Service Reports

Q ® QT

search contracts x Q

A ) G| 7= & (Update.. | M chat
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Explanation Screenshot

@)
The Search Contracts app is now
easily accessible from the Apps
section of the Home screen. You
would just double-click on the tile
when ready to use. Secton The: | Apps

My Inbox
All Items

Vv | 7 Home x 4+

& C @ | & hitpsy/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home = & [ Update - ',& Chat

m Home v ® QT

AddTile  Show Section  Reset Section

)
If you want to delete an app from a
section, just click the X in the top-
right corner of the tile. This only

deletes it from the section, not
from SAP Work Zone' Section Title: ~ Apps AddTile Hide Section  Reset Section
8_ CIICk Add Xlle/‘ivel'::x Search Contracts
. + Add Section . .
Section in Edit
Home Screen mode, to add your / 35 APPROVTER

own personal section and tiles.
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Add a Section to SAP Work Zone

Explanation

Screenshot

section.

10. Click Add Tile

9. The Section Title field is filled
out with the name My Apps which
will be the name of the new

Add Tile

v & Home X 4+

& C @ O httpsy/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home

m Home v

Section Title: = Apps Add Tile ~ Show Section  Reset Section

My Inbox
All Items

-+ Add Section

Section Title: |[ My Apps " Add Tile | Hide Section  Delete Section

%iong will not be displayed on the page. Add your preferred apps using "Add Tile".

-+ Add Section

Section Title: = Apps AddTile  Hide Section  Reset Section

v
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Explanation Screenshot

| =7 App Finder - Personalize "My App: X | =

(& https://test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-appfinder&/catalog/%78" pagelD™:...
p pp: p g pag

< m App Finder - Personalize "My Apps" v

ase SES and Credit Memd
Search|in catalog
All
General User Roles

General User Roles

11. The Search in catalog fleld |S Others CI‘/ My Inbox Maintain Accounting Editing Options EE Personalization
filled out with the next app we will 590 s Rt (Rt e

search for, Release SES and o

Credit Memo.

User Default Parameters Display Own Jobs User Display - SU0O1D

+

12. Click Search 3 )

Evaluate Authorization Check - SU53 >1 My Inbox - Expert Tlle Create Support Ticket
I
or Request Change

+

My Inbox Maintain Accounting Editing Options _ Personalization
All ltems =
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Explanation

Screenshot

13. Click Add to Section
add the app to the new section
called My Apps.

to

| =7 App Finder - Personalize "My App: X | =

& C @ | O htips//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-appfinder&y/catalog/%7B" catalogS

< m App Finder - Personalize "My Apps" v

60 Service Procurement

General User Roles
Others @ Release SES and Credit Memo
SAP Access Request (Requester)

Service Procurement
SAAS_APPROUTER
Service Reports

A ) G| 7= @ (Update . ) M chat

Q ® QT

[ ase SES and Credit Memo X Q l
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Explanation Screenshot

| =7 App Finder - Personalize "My App: X | =

& C @ | O htips//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-appfinder&y/catalog/%7B" catalogS

Update - | @y Chat
< m App Finder - Personalize "My Apps" v Q  Tix

Release SES and Credi... X Q
All

Service Procurement

General User Roles

Others @ Release SES and Credit Memo
SAP Access Request (Requester)
ﬁ{:l Service Procurement

SAAS_APPROUTER J
Service Reports —

The App is now added to the Home
Page.

“Release SES and Credit
Memo” added to section "My
Apps” of page "Home Page”
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Explanation Screenshot

7 App Finder - Personalize "My App: X =~
https://test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/siteZsiteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-appfinderd/catalog/%7B"catalogS... A ¥¢ ) {3 | ¢= & | Update = ﬂ Chat

App Finder - Personalize "My Apps" v Q ® Q  Tix

Release SES and Credi... X Q

Service Procurement

General User Roles

Others @ Release SES and Credit Memo

SAP Access Request (Requester)
Service Procurement

SAAS_APPROUTER
Service Reports

14. Click m to return to the
Home page.
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Explanation Screenshot

Vv &7 Home X +

& C @ | O hitpsy/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8

775c#Shell-home A s & (Update... | M chat

m Home v ® QT

Py Section Title: My Apps Add Tile  Hide Section  Delete Section
)y

The Release SES and Credit Centiomo.
memo App is now added to the 34
My Apps section of the Home

screen. B

-+ Add Section
15. Click Close m

Section Title: = Apps

AddTile Hide Section  Reset Section

My Inbox Search Contracts
All ltems

SAAS_APPROUTER
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Explanation

Screenshot

@
The Open Search icon can also be
used at the top-right of the Home
screen to search for apps, without
adding them to your Home screen.
We'll show you how to do this next.

Q
16. Click Open Search to

search for an app.

Vv | 7 Home x 4+

& C @ | O https//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home

m Home v

Home Page Service Reports Service Reports

My Apps

Release SES and
Credit Memo

®34

SAAS_APPROUTER

Apps

My Inbox Search Contracts
All Items

%131 Q

SAAS_APPROUTER

A te) G

Update »++
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Explanation

Screenshot

Vv | 7 Home x 4+

< C

(A | O https:/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home

A ¢y = Update »++
‘% Home v

(AIL v l Release SES and Credit Memo

Home Page Service Reports Service Reports b
My Apps

Release SES and
Credit Memo

17. The Open Search field is filled ® 34
out. In this example, Release SES
and Credit Memo app is searched. B———

Apps

My Inbox

Search Contracts
All Items

131 Q

SAAS_APPROUTER
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Explanation Screenshot

Vv | 7 Home

x [
< C @

(& https://test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.comy/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home

5 A Gl @
‘% Home v

2 [ Update -
(Al v | Release SES and Credit Memd|

Q) ® a
Home Page Service Reports Service Reports

Apps
(® [Release SES and Credit Memo
My Apps

Crecit Memo.
18. Click to select ®34
Release SES and Credit Memo 3zg
the tile name appears.

SAAS_APPROUTER

Apps

My Inbox

Search Contracts
All Items

131 Q

SAAS_APPROUTER
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Explanation Screenshot

v | & Release SESand CreditMemo X = -
& C (@ O htips//test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#ZSTP_SES_APPR-manage?sap-ui-app-id- Update «++ ’4 Chat
Release SES and Credit Memo v Q QT

< Final Paymeénf and CM Release (34) Invoice Total:$20.00 SES ID# 5540803 (PO# 4300284515) Status:Submitted xmie110 SRVBUYER1 {6}

Search SES/CM # cC v OVERVIEW  *SERVICEITEMS  ACCOUNTING (1) ~ ROUTING COMMENTS (3)  *ATTACHMENTS (1)  MISCELLANEOUS

5540803 20.00

PO#4300284515 05/20/2026 l Overview
SIEMENS MOBILITY Due on 06/19/2026

SPRINGFIELD SUB (Texas)

TEST Supplier:  SIEMENS MOBILITY

1 m 1 Purchase Order#: 43002845...
19. Click to exit the app and I (5100.00) N
return to the Home screen. PO#4300284515 05/2012026 PO ltem Description: ~ #10 Test Milepost
SIEMENS MOBILITY Due on 06/19/2026 PO Work Description:  Test
PO Delivery Location: ,, Omaha, NE -
Work Date:* 05/20/2026 To:  05/20/2026
5540776 13.50 Work Performed:* TEST

PO#4300284592 05/15/2026
Region: SOUTHERN Service  MID-AMERICA
ZA CONSTRUCTION .. Overdue Unit:

SEATTLE SUB (Utah) Subdivision:  SPRINGFIELD SUB MP 10 - 30
Supplier entered work workperformed Service location: Texas

Supplier Reference #: 5540803
5540761 6.00 Submission Date:  05/20/2026 Invg\ac;:. 05/20/2026
PO#4300284574 05/15/2026

SIEMENS MOBILITY Due on 06/14/2026
(Nebraska) Is this final SES?: @ No (O Yes (Checking will prevent SES submission on this PO)

@ v Accept X Reject > Reroute @ Validate | &3¢ PDF | | (@ Export

Payment Due Date:  06/19/2026 ( Payment Due in 15 Days)
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Explanation Screenshot

" -

& C @ | & hitpsy/test-workzone-bl55.launchpad.cfapps.us20.hana.ondemand.com/site?siteld=49e3dd9f-75b7-4936-9e71-244b64b8775c#Shell-home = Update «++

m Home v

Home Page Service Reports Service Reports

= My Apps
Q{/I Release SES and
This concludes our tutorial on crecteme
searching for apps and adding to
the Home screen. We hope this
showed how easy it is to log in to
the SAP Work Zone and
personalize it for your job needs! Apps

My Inbox Search Contracts
All Items

SAAS_APPROUTER

Q

SAAS_APPROUTER
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Explanation

Screenshot

UNION
PACIFIC

You have completed the demonstration.

Please click the X in the top-right corner to exit.
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