i Work Instruction
BUworks Online Hel P Worklist - Changing the Display

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

Tasks | Alerts | MNofifications < Tracking (3) =
Show Al [~ Show Fitters Hide Pre: 2
From Sent Priorty = @ Due Status
Train 201, BUworks Today Nermal 2z In Progress
Train 201, BUw Today Normal 2z In Progress
Train 201, BUworks Mar 12, 2012 Normal 2z In Progress
)] row [ rlora [-][=]=]
BU PA Workflow: 600016102 You can also:
Status In Progress Sent  Today by Train 201, BUworks Display Details in SAP GUI
Processor: WF-BATCH Priority:  Normal
Attachments
Type Tile
[y " Addiinnal 0 " b
. - - . il= AT T}
2. Click the Hide Preview link label 4 Freview
Worklist - TPO
Tasks | Alerts | Nofifications < Tracking (3) =
Show: Al [~ Show Fitters Hide
Refresh 3
Subject From Sent Prioity = @ Due Perzonalize View
BU PA Workflow: 800016102 Train 201, BUworks Today Nermal 2z Manage Substiution Rules
AW Train 201, BUworks Today Normal 2z )
Display Connection Status
Train 201, BUworks Mar 12, 2012 Normal 2z TTPrOgrESE
(=]=]=[row[_Jora [ ][]
BU PA Workflow: 600016102 You can also:
Status In Progress Sent  Today by Train 201, BUworks
Processor. WF-BATCH Priority: Normal
Attachments
Type Tile
[ S e b
3 Refresh
- Select Refresh
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Worklist - TPO

Tasks | Alerts  Motifications ' Tracking (3) -
Shew: Al =] Create Task F = evie 4
Subject From sent Priority 3 Due Status
BU PA Workflow: 600016102 Train 201, BUworks Today Narmal 2 In Progress
BU PA Workflow: 600016101 Train 201, BUworks Today Normal 2 In Progress
BUPA 0 Train 201, BUworks Mar 12,2012 Normal 2 In Progr
4. Click the Show Filters link label =72 Tl=rs
Worklist - TPO
Tasks | Alerts | Notifications 4 Tracking (3) ~
Shov Al B2l Hide Fiters Show Preview
5 —High-Priosky—Bue-ate| Select One... ||  Sent Date: [Select One.. [=] Text: | | Aol | [ Reset |
Suject Frem Sent Priority 0 Due Status
BU PA Workflow: 600016102 Train 201, BUworks Today Hormal 2 In Progress
Train 201, BUworks Today Hormal 2 In Prog
Train 201, BUworks Mar 12,2012 Hormal 2 In Progress
5 i i : field [Select One... [ =
. Click the drop down arrow in the Due Date: field === =
Worklist - TPO
Tasks | Aleris | Motifications < Tracking (3) =
S
[ +igh Priorty  Due Date: {5 One.. |w? SentDats: [Sslect One.. [7] Text | | [Apply |[Reset
ect One
Subject oday From Sent Priortty 8 Due Status
BU PA Workflow: 8000161 Tomorrovs Train 201, BUworks Today Hormal 2 In Progress
BUP 00161 vesterday Train 201, BUworks Today Hormal 2 In Progress
6 LN T 77| Last 7 Days. Train 201, BUw Mar 12, 2012 Normal 2 In Progress
Next 7 Days

Last 20 Days
Mext 30 Days

Hext 50 Days
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6. SelectLast7 Days -3t 7 Days

Worklist - TPO

Tasks | Alerts | HNotifications < Tracking (3) —
Show! Al [~ Hide Filters Show Preview E]
T S High-Prioiy—Bue-Boatefast > Bays—m SentBate{Select One... [¥] Text: | |[Asaly |[ Reset |
Subject From Sent Priorty = B Due Status
BU PA Vorkflow: 600016102 Train 201, BUworks Teday Hormal 2 In Progress
AV 600018 Train 201, BUworks Teday Hormal 2 In Progress
Train 201, BUworks War 12, 2012 Hormal 2 In Progress
7 . , . fiald Select One... [+ ]
. Click the drop down arrow in the Sent Date: field === =
Worklist - TPO
Tasks | Aleris | Hotifications < Tracking (3) s ~
Show: Al =] Hide Fiters Show Preview
[ High Priorty  Due Date: Sent Date: {Belect One... [wF Text: | | [2pely |[Reset
Select One
Subject Today m Sent Priosty = @ Due Status
BU PA Workflow: 600016102 Vesterday  fin 201, BlUworks Today Normal 2 In Frogress
8 i Last7Days  fain 201, BUworks Today Hormal 2 In Frogress
BU PA Workflow: 600016100 Last 30 Days  |ain 201, BUworks Mar 12, 2012 Normal 2 In Progress
Last 90 Days

g

Select Last 7 Days -35t 7 Day=s
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Worklist - TPO

Tasks | Alerts | Motifications < Tracking (2) [ E] =
Shew, Al [=] Hide Fiters Show Preview 5]
[C1High Prierity  Due Date: [Last7 Days [w| SentDate:jlast7 Days [w: Text: | | [2pply } 9
Subject From Sent prioity = @ Due Status
BU P& Workflow: 00016102 Train 201, BUworks Today Nermal 2 In Progress
& Train 201, BUworks Today Nermal 2 In Progress
Train 201, BUworks Mar 12, 2012 Nermal 2 In Progress
9. Click the Apply button L2882l |
10. The transaction is complete.
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Results and Next Steps

You have successfully changed the filter for your worklist display.
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