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A worklist, available via the BUworks portal is used to view and approve HCM actions related to Time Management on OM & PA 

actions. An example of a Time Management actions would be a leave of absence request and an example of personnel action (PA) 

would be accepting a transfer. The worklist is also used for approving shopping carts, PO invoices as a Finance submitter or approver. 

You can personalize your worklist to add or remove columns, to change the order of the columns that are displayed, to change sorting 

order as well as how many rows you want to see displayed on a page. 

 

1.Log on to BUworks Central https://ppo.buw.bu.edu 

2. Click on the Worklist tab 

 

3. All the new and in-progress tasks are displayed. The 

icons located to the extreme right serve the 

functions of filtering tasks (funnel), refreshing the screen 

(two arrows), toggle preview display (looking glass) 

personalizing the view and substituting managers (notepad) 

https://ppo.buw.bu.edu/
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4. Click on the Filter icon (funnel) to select worklist items 

that have a specific value. Click on Show Filter and select 

any column (example: Status) Click on the arrow that 

appears below the column to select a suitable options. 

 

5. To turn off the Preview display OR to include it in the 

display, click on the looking glass icon on the right corner. 

It works as a toggle 

 6. Personalizing your worklist view allows you to add, 

remove, and re-order columns displayed, as well as, change 

the default sort, and customize select features. To 

personalize your worklist view, click on the notepad icon 

and select “Personalize View” from the list of available 

options. 
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Most Frequently Used 

Columns 

Description 

Subject The subject displays the type of request with the 

person’s name or position title and #tracker id. 

(Example: Maintain Position (Administrator) 

#600001953 

Initiator Name of the employee initiating the request 

(Example: Doe, John). 

Sent Date Date the request was received by the approver. 

Note: Reminder notifications are based off of this 

date as well as the Due Date. 

Status The current status of the request (Example: New 

or In-Progress) 

Due Date The date by which the request should be 

processed. 

Effective Date 

 

The effective start date of the request. 

 

BUID or Position ID BU Identification number of the employee or 

Position Identification number impacted by the 

request. 

Primary Org Unit “Umbrella” Division, School, or Department 

where the position or employee is located. 

Org Unit Department/Organization Unit for employee (in 

PA forms) or position (OM forms). 

Master Cost Center The master cost center linked to the employee or 

position. Reminder: master cost center is used to 

pay the employee if there is an error with the 

employee’s cost distribution. 

Date Request Initiated 

 

Date on which the request was initiated by the 

initiator. 

7. The list to the left displays the most frequently used 

columns in a worklist. 
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 8. You can change the order in which the columns are 

displayed in the worklist. To define the order in which 

columns should appear from left to right,  

a) Click on a column “Current display attributes” section in 

the silver area to select it. The selected column will have the 

phrase <Selected> below it 

b) Use the highlighted arrow to move it either to the left or  

right of where it is currently situated by clicking on the 

highlighted arrow  

c) Click “Save” to save changes  

 

9. To add a new column to your worklist (Example: 

Effective Date)  

a) Select the location you would like to insert the field by 

clicking in the silver area of a column in the “Current 

display attributes” section 

b) From the “Available Attributes not Displayed” drop-

down, select the Effective Date column, 

c) Click on “Add”. The newly added column will appear in 

the “Current display attributes” 

d) Click on Save under Personalize Tasks to save changes 
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10. To remove a column from the worklist,  

a) Select the column you would like to remove from 

“Current display attributes” by clicking on the silver area 

of a column listed 

b) Click on “ Remove from Current View” to confirm 

changes 

c) Click on “Save” to Save changes 

After save, your worklist should no longer display the 

removed column (Effective Date)  

NOTE: If you remove a column that you did not intend to, 

refer to step 6 if you want to add it back. After you have 

completed changes 

 

11. To specify how many rows (Example: 10 rows) you 

want to see displayed in your worklist, in the Data 

properties section of Personalize View, specify the number 

items to be displayed per page 

b) Click on “Save” to save your changes 
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12. To change the sort properties on each column 

a)  Click on the column name you want to sort and the 

radio button “Ascending” or “Descending” next to it  

b) Click on “Save” to save your changes 

 


