Navigate and Customize 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 Service Suppliers

By default SAP Work Zone does not list the required tiles for Service Procurement and Exception Payments on your home page. This guide will
walk you through how to search and find the required tiles. The list of tiles available in SAP Work Zone to facilitate Service Procurement
processes and Exception Payments is 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

You can access SAP Work Zone by clicking the link found on the existing service supplier page of up.com.
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Explanation Screenshot

Work Zone and Tiles ‘ﬁ

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

¥ ¥ Q Q Q Q Q 80 ®20

e

SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER SAAS_APPROUTER

Apps

Submit Shopping

Cart Requisition

mm‘ No Existing Contract 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.

D'./ 1 17 SAAS_APPROUTER

XE3

Work Zone Introduction @Bk Nt @

UNION
PACIFIC
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Add Tiles to Work Zone

Explanation Screenshot

/i\J

)
The SAP Work Zone Home page x 4

is the starting point for accessing € C (| © hips//hupcsowdO1 sapupricom4360/sap/bc/2 p?sap-clent-5008sap-anguage~EN#Shell-ome

and organizing SAP tiles and SAPATY

applications. We are gOing to MyHome  DataMigration  EXT-SUP ExtemalSupplier »  FIS4Reporting  FixedAssets  FixedAssets -  FixedAssets v  Generalledger -

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

My Apps

farn

) 329
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

2. Click Edit Current Page
¢ Edit Current Page 5 edit the

Home page.

v J Home x |+

& C @ O https//vhupews9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=500&sap-language=EN#Shell-home

w Home

My Home Data Migration EXT- SUP External Supplier FI S4 Reporting
My Apps

My Inbox
All Items

329

Fixed Assets

Fixed Assets

Fixed Assets

General Ledger

XMIE110 SRVBUYER1

! 2, Recent Activities
"%, Frequently Used
&% App Finder

5 Settings
i About

') Sign Out
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Explanation

Screenshot

3. Click Add Tile 99Tl

a new tile, also called an
application to the App section of
the Home screen.

to add

\ . Home

x|+
& &)

w Home

My Home Data Migration EXT- SUP External Supplier v FI S4 Reporting

Section Title: My Apps

My Inbox
All Items

Q@ | O hitps//vhupcwsdwd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=5008sap-la

Fixed Assets

nguage=EN#Shell-home

Fixed Assets \

<+ Add Section

Fixed Assets v

General Ledger v/

= [ e
= @

More v

Add Tile

HR - Emergency Notification Enrollment
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Explanation Screenshot

@
The App Finder screen shows the

SAP menus on the left that the B —

end-user Iogged in has access to & C @ (O httpsy/vhupcwsdwdol sapuprr.comd4380/sap/be/ui2 fip?sap-client=500&sap-language=EN#Shell-appfinder?&/catalog/% 78 "pagelD""SAP_BASIS_PG_UI_MYHOME" "sectionlD""3WOS0X... A ¢3 =
and applications included are < TN vpFinder -personalize "My Apps” /@ @
shown on the right. In this search conracy e
example, All is selected from the I rchasing - rocurement Ovenview Page

menu on the left and all the apps Purchasin - rocurement Overvien Poge

Accounting - Configuration Procurement Overview

are shown on the right.

Accounting View of Purchase Order - Disp...

Accruals Management - Closing

ﬁ} Accruals Management - Reporting
N . . Advance Payment Management - In-Hous... Accounting - Configuration

To make it simple to find an app, poset Accountont

We Wi" ShOW you hOW tO Search for Substitution/Validation Logs Set Substitution/Validation Logs Manage Substitution/Validation
Asset Accounting (UPA off) - Asset Under ... Rules
Asset A ting (UPA off) - C it Setti... Journal Entries

one, the Search Contracts App, ssetAccouring (UPAGMD - Curent St

. f II. h h h Asset Accounting (UPA off) - General Rep... -+

InStead 0 SCFO Ing t rou g t e Asset Accounting (UPA off) - Master Data

m e n U S a n d a p pl |Cat| 0 n S . Asset Accounting (UPA off) - Operational ... g‘j’:ge Substitution/Validation

Asset Accounting (UPA) - Current Settings

4' The SearCh fleld IS used to Asset Accounting (UPA) - General Reporting *

Sea rCh for the SearCh contracts Asset Accounting (UPA) - Master Data Accounting View of Purchase Order - Display
Ap p . Asset Accounting (UPA) -

Asset Accounting (UPA)

(

(

(

(

(

Asset Accounting (UPA off) - Periadic Acti... Service Documents

(

(

(

(! Operational Pro...
(

Display Accounting View of
Periodic Activities Purchase Orders

5. Click Search Q )
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Explanation

Screenshot

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

v i App Finder - Personalize "My App: X =

& C Q@ | O https//vhupcwsIwd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=5008tsap-language=EN#Shell-appfinder&:/catalog/%7B"catalogSelector":"All", "tileFilter":"search%2520contracts", "tagF... A e

< EW

All

App Finder - Personalize "My Apps"

STP: PR - Search Contracts - Service Procurement

Purchasing - Procurement Overview Page

Accounting - Configuration Search Contracts

Service Procurement

Accounting View of Purchase Order - Disp...

Accruals Management - Closing

Accruals Management - Reporting

Advance Payment Management - In-Hous...

Asset Accountant

Asset Accounting (UPA off) - Asset Under ...

Asset Accounting (UPA off) - Current Setti...

Asset Accounting (UPA off) - General Rep...

Asset Accounting (UPA off) - Master Data

Asset Accounting (UPA off) - Operational ...

Asset Accounting (UPA off) - Periodic Acti...

Asset Accounting (UPA) -
Asset Accounting (UPA) -
Asset Accounting (UPA) -
Asset Accounting (UPA) -
Asset Accounting (UPA) -

Current Settings
General Reporting
Master Data
Operational Pro...

Periodic Activities

ao@

search contracts ® Q
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Explanation Screenshot

v i App Finder - Personalize "My App: X =

& C @ | & hitpsy/vhupcws9dwd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client )&sap-language=EN#Shell-appfinder&/catalog/%7B"catalogSelector":"All", "tileFilter":"searc 520contracts”,"tagF

< w App Finder - Personalize "My Apps"

search contracts

Al STP: PR - Search Contracts - Service Procurement
Purchasing - Procurement Overview Page
Accounting - Configuration Search Contracts
. . Service Procurement
Accounting View of Purchase Order - Disp...
Accruals Management - Closing

Accruals Management - Reporting
The App |S now added to the Home Advance Payment Management - In-Hous. ..
Scree n ] Asset Accountant

Asset Accounting (UPA off) - Asset Under ...
Asset Accounting (UPA off) - Current Setti...
Asset Accounting (UPA off) - General Rep...
Asset Accounting (UPA off) - Master Data

Asset Accounting (UPA off) - Operational ...
Asset Accounting (UPA off) - Periodic Acti...

Asset Accounting (UPA) - Current Settings

Asset Accounting (UPA) - General Reporting ErrwErTER T

Asset Accounting (UPA) - Master Data section "My Apps” of page
"My Home"
Asset Accounting (UPA) - Operational Pro...

Asset Accounting (UPA) - Periodic Activities
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Explanation Screenshot

v i App Finder - Personalize "My App: X =

& C @ | & hitpsy/vhupcws9dwd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client )&sap-language=EN#Shell-appfinder&/catalog/%7B"catalogSelector":"All", "tileFilter":"searc 520contracts”,"tagF

< App Finder - Personalize "My Apps"

search contracts

Al STP: PR - Search Contracts - Service Procurement
Purchasing - Procurement Overview Page
Accounting - Configuration Search Contracts
. . Service Procurement
Accounting View of Purchase Order - Disp...
Accruals Management - Closing

Accruals Management - Reporting

7. CIiCk tO retU rn tO the Advance Payment Management - In-Hous....
Home page Asset Accountant

Asset Accounting (UPA off) - Asset Under ...
Asset Accounting (UPA off) - Current Setti...
Asset Accounting (UPA off) - General Rep...
Asset Accounting (UPA off) - Master Data
Asset Accounting (UPA off) - Operational ...
Asset Accounting (UPA off) - Periodic Acti...
Asset Accounting (UPA) - Current Settings
Asset Accounting (UPA) - General Reporting
Asset Accounting (UPA) - Master Data
Asset Accounting (UPA) - Operational Pro...

Asset Accounting (UPA) - Periodic Activities
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Add a Section to SAP Work Zone

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.

@

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!”

8. Click Add Section
+ Add Section . £ it Home

Screen mode, to add your own
personal section and tiles.

x |+

v | Home
&< C @ O htps

w Home

My Home

vhupcws9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-cl

Data Migration EXT- SUP External Supplier v Fl S4 Reporting

Section Title: = My Apps

X 3

Search Contracts
Service Procurement

My Inbox
All Items

Fixed Assets

ent=500&sap-language=EN#Shell-home

Fixed Assets

Fixed Assets

General Ledger v

A

Gl

a o@

HR - Emergency Notification Enrollment More v

Add Tile
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Explanation

Screenshot

9. The Section Titl

will be the name of
section.

10. Click Add Tile

e field is filled

out with the name My Apps which

the new

Add Tile

v J Home x |+

& C @ O https//vhupews9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=500&sap-language=EN#Shell-home

TTF  ome

My Home Data Migration EXT- SUP External Supplier v FI S4 Reporting Fixed Assets Fixed Assets Fixed Assets General Ledger v/ HR - Emergency Notification Enrollment

Section Title: My Apps

My Inbox Search Contracts
All Items Service Procurement

<+ Add Section

Section Title: | My Appg I

b sections will not be displayed on the page. Add your preferred apps using "Add Tile".

<+ Add Section

Add Tile

Add Tile | Delete Section
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Explanation Screenshot

v i App Finder - Personalize "My App: X =

(& https://vhupcws9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=5008tsap-language=EN#Shell-appfinder?8&t/catalog/%7B"pagel D":"SAP_BASIS_PG_UI_MYHOME","sectionID":"i
B p-up pesar p-languag P pag

< w App Finder - Personalize "My Apps"

o Purchasing - Procurement Overview Page

Purchasing - Procurement Overview Page

11. The Search in catalog field is e Procurement Guervew
. . . ccounting View of Purchase Order - Disp...

filled out with the next app we will Aceuats Management - Closing

SearCh fOf', Display Purchase Accruals Management - Reporting

Order Advanced Advance Payment Management - In-Hous. .. Accounting - Configuration

Asset Accountant o o . L _— .
Substitution/Validation Logs Set Substitution/Validation Logs Manage Substitution/Validation
Asset Accounting (UPA off) - Asset Under ... Rules

Asset Accounting (UPA off) - Current Setti... Journal Entries

12. Click Search = .

Asset Accounting (UPA off) - General Rep... -+

Asset Accounting (UPA off) - Master Data

Manage Substitution/Validation
Rules

Asset Accounting (UPA off) - Periodic Acti... Service Documents

Asset Accounting (UPA off) - Operational ...

Asset Accounting (UPA) - Current Settings +

Asset Accounting (UPA) - General Reporting

Asset Accounting (UPA) - Master Data Accounting View of Purchase Order - Display
Asset Accounting (UPA) - Operational Pro... Display Accounting View of
Asset Accounting (UPA) - Periodic Activities Purchase Orders
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Explanation Screenshot

v i App Finder - Personalize "My App: X =

& https;//vhupcws9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=500&sap-language=EN#Shell-appfinder;/catalo B“catalogSelector":"All", "tileFilter":" Displ 2520purcha. D W = & (Update
p p-up: pesar p-languag P 9 play P W W =

< w App Finder - Personalize "My Apps"” a ® @

purchase order advanced (X) Q

& STP: PR - Common Display

Purchasing - Procurement Overview Page

Accounting - Configuration Display Purchase Order

. . Advanced
Accounting View of Purchase Order - Disp...

13. Click Add to Section

Accruals Management - Reporting

+ |Con to add the app to the Advance Payment Management - In-Hous...

. Asset Accountant

n eW SeCtIO n Ca”ed My Apps - Asset Accounting (UPA off) - Asset Under ...
Asset Accounting (UPA off) - Current Setti...
Asset Accounting (UPA off) - General Rep...
Asset Accounting (UPA off) - Master Data
Asset Accounting (UPA off) - Operational ...
Asset Accounting (UPA off) - Periodic Acti...
Asset Accounting (UPA) - Current Settings
Asset Accounting (UPA) - General Reporting
Asset Accounting (UPA) - Master Data
Asset Accounting (UPA) - Operational Pro...

Asset Accounting (UPA) - Periodic Activities
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Explanation Screenshot

v i App Finder - Personalize "My App: X =
& C @ | & hitpsy/vhupcws9dwd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client )&sap-language=EN#Shell-appfinder8/catalog/%7B "catalogSelector”:"All", "tileFilter":" Display%2520purcha.. ) v¢) €2 | v= & [ Update +=

& App Finder - Personalize "My Apps" - a @ @

m Display purchase order... X) Q

& STP: PR - Common Display

Purchasing - Procurement Overview Page

Accounting - Configuration Display Purchase Order
. . Advanced

Accounting View of Purchase Order - Disp...

Accruals Management - Closing

Accruals Management - Reporting

1 4 . C||Ck to retu rn to the Advance Payment Management - In-Hous...
Home page . Asset Accountant

Asset Accounting (UPA off) - Asset Under ...
Asset Accounting (UPA off) - Current Setti...
Asset Accounting (UPA off) - General Rep...
Asset Accounting (UPA off) - Master Data
Asset Accounting (UPA off) - Operational ...
Asset Accounting (UPA off) - Periodic Acti...
Asset Accounting (UPA) - Current Settings
Asset Accounting (UPA) - General Reporting
Asset Accounting (UPA) - Master Data
Asset Accounting (UPA) - Operational Pro...

Asset Accounting (UPA) - Periodic Activities
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Explanation Screenshot

v J Home x |+

& C @ O https//vhupews9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=500&sap-language=EN#Shell-home

TTF  ome

My Home Data Migration EXT- SUP External Supplier v FI S4 Reporting Fixed Assets Fixed Assets Fixed Assets General Ledger v

HR - Emergency Notification Enrollment More v

Section Title: My Apps

- Add Tile
o
. My Inbox Search Contracts
The DISplay Purch ase Order All Iltems Service Procurement

Advanced app is now added to the
My Apps section of the Home
screen.

<+ Add Section

15. Click Il

AddTile  Delete Section

Display Purchase
Order
Advanced

Last Revised: May 22, 2026
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Search for Tiles

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.

16. Click Open Search QA to
search for an app.

My Inbox Search Contracts
All Items Service Procurement

329

My Apps

Display Purchase
Order
Advanced

Explanation Screenshot
v J Home X  +
& C QO https//vhupcwsdwd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=5008sap-language=EN#Shell-home ) Q| ¢ & [ Update--
sapgi T @X -
My Home Data Migration EXT- SUP External Supplier FI S4 Reporting Fixed Assets Fixed Assets Fixed Assets General Ledger More
/'i"‘-J
& My Apps
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Explanation Screenshot

v J Home x |+
D ) G| v= @ (Update -

& C QO https//vhupews9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=500&sap-language=

SADT

My Home Data Migration EXT- SUP External Supplier FI S4 Reporting Fixed Assets Fixed Assets Fixed Assets v~ General Ledger b

All v | display purchase order advanced | Q @ @

More

My Apps

My Inbox Search Contracts
All Items Service Procurement

17. The Open Search field is filled
out. In this example, Display
Purchase Order Advanced app is
searched.

o289

My Apps

Display Purchase
Order
Advanced
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Explanation Screenshot

v J Home x |+

p-language=EN#Shell-home

& C QA O httpsy//vhupews9wd01.sap.uprr.com:44

w Home v All \ | display purchase order advanced

My Home Data Migration EXT- SUP External Supplier FI S4 Reporting Fixed Assets Fixed Assets Fixed ASI Apps

‘ 2 IDisplay Purchase Order - Advanced |

My Apps

My Inbox Search Contracts
All Items Service Procurement

18. Click to
select Ehe,
Display Purchase Order - Advanced

as the tile name appears.
My Apps

Display Purchase
Order
Advanced
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Explanation

Screenshot

19. Click Exit Exit to exit the app
and return to the Home screen.

\/ . Display Purchase Order X 4

(& https;//vhupcws9wd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client )&sap-language=EN#PurchaseOrder-display?sap-ui-tech-hint=GUI&uitype=advancedNoPar = & | Update -
p p-up: pesar p-languag play?sap ypP © =

< w Display Purchase Order N @) @

Menu~ |Document Overview On | |Create | | Display/Change | | Other Purchase Order | | Print Preview | | Messages | |Help | | Personal Setting | | Save As Template | | Services for Object Q

€ Back | |=> Forward | | [x] Close v Supplier: Doc. Date:

Delivery/Invoice Conditions. Texts Address Communication Partners Additional Data Org. Data

User Interface for the Purchase Order Payment Terms: Currency:

Three screen areas, which can be expanded and collapsed

individually, allow you to determine which data is displayed Paymentin: @  days 0.000 Exchange Rate: Fixed Exch.Rate
Faulty items

‘You can process system messages directly or collect them for
subsequent processing

Payment in: @ days 0.000

Paymentin: @ days net GR Message
Further functions

Self-Definable Document Overview
Fastand i ard Access to Relevant Data
Put Incomplete Purchase Orders "On Hold"
Copy or Convert Documents into Purchase Orders
ast Change
Maintain Personal Settings
ter Account Assignment
play Release Strategy
Invoke Print Preview Direct from Purchase Order e Material Short Text PO Quantity Oun C Deliv. Date Net Price
Eurther Information
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Explanation Screenshot

" -
& > C @ | O httpsy//vhupowsdwd01.sap.uprr.com:44380/sap/bc/ui2/flp?sap-client=500&sap-language=EN#Shell-home
XY Home -
= MyHome  DataMigration ~ EXT- SUP External Supplier Fl S4Reporting  Fixed Assets  Fixed Assets Fixed Assets General Ledger v
Q‘J My Apps
This concludes our tutorial on oo .
searching for apps and adding to Altems s Procurenert
the Home screen.
We hope this showed how easy it 329

is to log in to the SAP Work Zone
and personalize it for your job
needs! o hees

Display Purchase
Order
Advanced

Copyright © Union Pacific Railroad 2024 BUILDING AMERICA®
Page 20 of 20

Last Revised: May 22, 2026




