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Introduction

Process and Trigger

Perform this procedure when you need to change the filter for your worklist display.

Prerequisites.

None 

Menu Path 

BuWorks Central Portal Path  Worklist 

Transaction Code

None

Tips and Tricks

At times you may need to use your scroll bar to view additional information.   

Reports

None
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Procedure

1. Start the transaction using the above menu path, portal path or transaction code.

Worklist - TPO

2. Click the Hide Preview link label .

Worklist - TPO

3. Select Refresh .
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Worklist - TPO

4. Click the Show Filters link label .

Worklist - TPO

5. Click the drop down arrow in the Due Date: field .

Worklist - TPO
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6. Select Last 7 Days .

Worklist - TPO

7. Click the drop down arrow in the Sent Date: field .

Worklist - TPO

8. Select Last 7 Days .
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Worklist - TPO

9. Click the Apply button .

10. The transaction is complete.
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Results and Next Steps

You have successfully changed the filter for your worklist display.


