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Course	Objectives

Upon	completion	of	this	session,	you	should	be	able	to:
• Manage	Worklist
• View	Attachments
• Approve	Journal	Entry
• Reject	Journal	Entry
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Manage	Worklist

Lesson	3:		Approve	/	Reject

Lesson	1:		Navigate	the	Worklist	Tab

Lesson	2:		Select	an	Worklist	Task	to	Review

Course Map

Lesson	5:		Summary



Lesson	1	– Objectives

Upon	completion	of	this	lesson,	you	should	be	able	to:
• View	worklist
• Apply	Task	Tab	Filters
• Use	Additional	Task	Tab	Functions
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BUworks	Central	Portal	- Worklist	Tab

• To	access	your	Worklist:	
– Log	in	to	BUworks Central Portal
– Click	the	Worklist tab

• Go	to	Tasks tab	
– Select	a	line	item	to	review	a Task
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Tasks	Tab	Filters

• Use	the	Show
filter	options	to	
manage	your	
Tasks.

• Use	Select a
Subview to	only	
view	Tasks	on	
Queue.

• Use	the	
Document	Status	
filter	to	display	
tasks	by	status.
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Additional	Task	Tab	Functions
• Refresh

items.
• Display	

additional	
options	for	
Advanced
Filtering.

• Turn on /																									
Turn off the	
Preview	Display	
Area.
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To	access	Manage	Substitution	
Rules	Click	on								Icon	Button



Show	Advance	Filter	Options	

• Subject	
• Ascending	

Order	
• Descendin

g	Order
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• Sent	Date
• Today
• Yesterday
• Last	7	Days
• Last	30	Days
• Last	90	Days

• Due	Date
• Today
• Tomorrow
• Yesterday
• Last	7	Days
• Next	7	Days
• Last	30	Days
• Next	30	Days
• Last	90	Days
• Next	90	Days

Click on Advance Filter Option button       to Filter By:  
• Status

• Clarified
• Completed
• Confirmed
• In	

Clarification
• In	Progress	
• New
• Read



Turn	on	and	Turn	off	Preview	Buttons	

• Use	the	Turns on and	Turn off Preview	Option	buttons	to	allow	
for	pane	view	(in	the	lower	part	of	the	window	screen) on	the	selected	Task.
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Refresh	Button										Function

• Click	on	the	refresh	button												to	display	and	updates	new	system	
generated	Tasks.
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Demonstration:	Manage	Worklist	Tasks
• Manage	Tasks	in	the	Worklist

– Video	System	Demonstration
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Demo



Questions

12
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Lesson	2	– Objectives

Upon	completion	of	this	lesson,	you	should	be	able	to:
• Select	a	Task	to	Review
• Cancel	Assignment	of	a	Task
• Manage	Substitutes	for	Approver
• View	Attachments
• Utilize	Additional	Functions	in	Preview	Pane
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Selecting	a	Task	in	Your	Worklist

• Select	a	Task by	clicking	on	a	line	item	from	Worklist.
• Once	a	Task is	selected	and	opened	(double	clicking	on	Task

Line	Item):	
– Task is	assigned	to	you	for	review	and	approval.
– Task is	removed	from	other	Approver(s)	Worklist and	no	longer	

available	to	view	in	their	Worklist.	
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Select	a	Task	to	Review	– Assign	To	Me
• Highlight	and	

select	the	Task
• Right	click	on	Task

to	access	Assign	
To	Me	option.

• Assign	Task to	
yourself	for	
review	at	a	later	
time.
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This	ensures	the	Task is:
– Reviewed	and	approved	only	by	you.
– Is	“Logically	Deleted”	from	other	Approver(s)	Worklist.



Cancel	Assignment

• If	you	select	or	open	a	task	by	mistake,	you	can	use	
the	Cancel	Assignment buttons	to	return	the	task	to	
workflow

• This	allows	another	approver	to	select	the	task	to	
review	and	approve
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Demonstration:	Select	a	Task	to	Review

• Select,	open,	and	cancel	assignment	for	a	task	in	the	worklist
– Live	system	demonstration
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Demo



Manage	Substitutes	for	Approver
• Use	the	Manager	
Substitution	button	to	
temporarily	assign	a	
substitute	approver	for	
your	worklist

• This	allows	you	to	create	
a	rule	for	forwarding	
task	to	a	specific	
individual
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Create	Substitution	Rule
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Demonstration:	Manage	Substitutes	for	Approver

• Create	a	substitution	rule	to	temporarily	forward	your	task	
to	a	different	approver
– Live	system	demonstration
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Demo



View	Attachments

• You	can	find	attachments	for	a	task	in	the	preview	
pane

• Click	on	the	link	to	open	the	associated	documents
– These	can	include	the	SAP	document,	Notes,	Word	or	
PDF	document	types
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Forward	Task

• You	can	forward	a	task	to	a	specified	user
• Once	you	click	the	button,	a	user	name	search	window	

appears
• Search	for	the	user	you	would	like	to	sent	the	task	to	

and	confirm	the	forward.
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Commonly	Used	Preview	Pane	Functions
• Display	Detail	in	SAP	GUI

– Opens	the	actual	SAP	
document

• Manage	Attachments
– Opens	attachment	list	
containing	any	associated	
documents

• View	History
– Displays	the	
workflow/approval	
history	of	the	task
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Demonstration:	Preview	Pane	Functions

• View	attachments	and	utilize	additional	functions
– Live	system	demonstration
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Demo



Questions
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Lesson	3	– Objectives

Upon	completion	of	this	lesson,	you	should	be	able	to:
• Approve	a	Task	(Release)
• Reject	a	Task
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Approve	a	Task
• Once	you	have	selected	
and	opened	a	task,	the	
actual	SAP	document	
opens
– For	example,	a	parked	
journal	entry
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• Once	you	review	the	document	for	accuracy,	use	the	
Release	button	to	approve	the	task

• If	there	a	next	level	of	approval,	the	task	is	sent	to	the	
reviewer	for	release



Demonstration:	Approve	Task

• Approve	a	task	from	the	worklist
– Live	system	demonstration
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Demo



Reject	a	Task
• You	can	also	reject	the	
document

• This	will	send	the	task	
back	to	the	submitter

• You	can	add	a	note	to	
ask	for	corrections	or	
indicate	needed	changes

• The	submitter	will	have	
to	restart	workflow	once	
the	corrections	or	
updates	are	completed
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Demonstration:	Reject	Task

• Reject	a	task	from	the	worklist
– Live	system	demonstration

8/24/16 32Manage	Worklist	Tasks	for	Approvers

Demo



Questions
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Course	Review

You	should	now	be	able	to:
• View	Inbox
• View	Attachments
• Approve	Journal	Entry
• Reject	Journal	Entry
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Help	and	Support
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1. Access	and	refer	to	the	on-line	documentation	for	the	task	you	
are	performing.
• https://prw.buw.bu.edu/gm/workplace

2. Contact	your	Power	User	if	you	cannot	resolve	your	issue	with	
the	on-line	documentation.

3. Contact	the	Help	Desk.	



Questions
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