BUworks Online Help ol

Process and Trigger

Use this procedure to see and perform actions for approval items in HCM, SRM and Fl.

Here are some examples of circumstances when the Worklist functionality may be used:
= HCM - leave requests, hiring, and personnel actions, as an area of Manager Self-Service.
= FI - journal entry, shopping carts, PO invoices, Purchase Orders, as Finance submitter or approver.

In some cases, approval of an item will be a shared task with one of your colleagues. This topic will be
discussed further on within this guide.

Prerequisites

Items are waiting for approval in the Worklist.

Menu Path
BUworks Central portal = Worklist tab

Tips and Tricks
N/A
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Procedure

Click on the link below to navigate to the desired topic in the Work Instruction.

Topic # | Step Name Description
1 Changing the Display of Options for manipulating the display and personalization of
the Worklist and information on the Worklist screen.
Personalization
o Refresh screen
e Add/Remove columns to personalize
e Sort columns
e Show Filter to select time period
2 Shared Approval ltems Working with “shared” approval tasks.
e How to Return a Task to “Shared” Status
e How to Forward an Approval Task to Another User
e How to Edit and Resubmit a Form “Returned” by a
Workflow Approver
3 Substitutions Ability to setup other users as substitutes that will be able to
permanently, or temporarily, approve items and tasks on
your behalf.
e How to Assign a Substitute
¢ “Receive My Tasks” - What the Assigned Substitute
Sees
e “Fill in For Me” - What the Assigned Substitute
Sees
e How to Turn Off a Substitute You've Assigned
10/19/2016 2128 © Boston University
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Topic 1: Changing the Display of the Worklist and Personalization

1. Login to BUworks Central Portal and click on Worklist tab.

Home Employee Self-Senice Organizational Chart Finance ACCT XWalk BUID Translation Reporting Worklist WebGUI

~ Related Link
SRIEAES Tasks (1111) | Aets | Motncatons

Help
Show: [New and In Progress Tasks (11/11) [+![selecta Subview [=] [ [+] % PEE
Subject Initiator SentDate = DueDate = Status @
Returned: Create Position (Teaching Assistant) #§00224913 Trainor, Jodie Feb 17, 2016 New
Returned: Maintain Position (Teaching Assistant) #600224458 Trainor, Jodie Feb 16, 2016 New
Returned: Hire / Rehire / Additional Assignment (KRISTEN HODAVANCE) #500223653 Trainor, Jodie Feb 8, 2016 New
Returned: Maintain Position (GYNECOLOGICAL TRAINING ASSOCIATE) #600223551 Trainor, Jodie Feb 8, 2016 New
Returned: Maintain Position (GYNECOLOGICAL TRAINING ASSOCIATE) #600223552 Trainor, Jodie Feb 8, 2016 New
Returned: Additional Payments (ELIZABETH RIVERA) #600221474 Trainor, Jodie Jan 22, 2016 New
Returned: Salary Cost Distribution (PETER SHAW) #600214442 Trainor, Jodie Nov 18, 2015 New
PO Invoice 5110166376: Shopper Decision Form: PO Invoice 5110166376: Shopper Decision Gibbs, Patti Sep 18,2014 Sep 25,2014 New
Returned: Additional Payments (JESSICA CASTIGLIEGO) #600076523 Trainor, Jodie Mar 11, 2013 New B
Retuned: Salary Cost Distribution (EMILY KEEFE) #500031355 Trainor, Jodie Jun 19,2012 New E
[ Cancel | [ Wanager ]

2. From the drop-down menu, select Refresh to get the most up-to-date list of tasks waiting to be
approved.

Alternatively, to refresh the worklist, on the right corner, you can click on \w@ ‘

3. To personalize your view by adding new columns or deleting existing columns, select the
“Personalize View” option from the drop-down menu.

Tasks (11/11) | Aleds | Nofifications
Show: [New and In Progress Tasks (11/11) [~1[select a Subview. [=]1[an =] o
Refresh
Subject Initiator Sent Date = DueDate | Personalize View =
Returned: Create Position (Teaching Assistant) #600224913 Trainor, Jodie FeD 17,2016 Manage Substitution Rules
Returned: Maintain Position (Teaching 4 Trainor, Jodie Feb 16, 2016 -
Returned: Hire / Rehire / Additional Assignment (KRISTEN HODAVANCE) #600223653 Trainor, Jodie Feb 8, 2016 D\Ep\aycnnedmﬂ Status
Returned: Maintain Position (GYNECOL OGICAL TRAINING ASSOCIATE) #600223551 Trainor, Jodie Feb 8, 2016 New
Returned: Waintain Position (GYNECOLOGICAL TRAINING ASSOCIATE) #600223552 Trainor, Jodie Feb 8, 2016 New
Returned: Additional Payments (ELIZABETH 0221474 Trainor, Jodie Jan 22,2016 New
Returned: Salary Cost Distribution (PETER SHAW) #600214442 Trainor, Jodie Hov 18,2015 New
PO Invoice 5110166376: Shopper Decision Form: PO Invoice 5110166376 Shopper Decision Gibbs, Patti Sep 18,2014 Sep 25,2014 New
Returned: Additional Payments (JESSICA CASTIGLIEGO) #600076523 Trainor, Jodie Mar 11,2013 New
Returned: Salary Cost Distribution (EMILY KEEFE) #500031355 Trainor, Jodie Jun 19,2012 New E|

[ Cancel Assignment | [ Manager Substitution |

4. You can remove existing columns from the current view or add new columns. You can also adjust the
horizontal alignment and the column width of any column. To add the Effective Date column to the
worklist display, select the option from the drop-down menu next to the field “Available attributes not
displayed”. Click on “Add” and then on “Save”.
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Personalize "Tasks"™
g Sawve Duplicate Restore Defaults Cancel

Attributes and their order

In this section, you can define the attribute order and which attributes you want displayed. To change the display order, follow the

example.
a = a2 mEm
:“-'g Y o= < 3{_) << >
Current display attributes
Subject Initiator Sent Date Due Date Status
=Selected>
| == |[ Remove From Current View |[ == | available Attributes not Displayed: [=]» _‘-"_!
= — = Attachments W
Propertie: T " Subject™
" = o Date Request Initiated i
3 X Effective Date 3
Horizontal Alignment: Escalated
Width: Escalated By B
Item Type
Launched
Master Cost Center
Tt e Memos =
5. You can now see the Effective Date column appear as the first column in the worklist.

Effective Date Subject Initiator Sent Date % Due Date = Status E
Returned: Create Position (Teaching Assistant) #500224913 Trainor, Jodie Feb 17,2016 New
Returned: Maintain Position (Teaching Assistant) #600224458 Trainor, Jodie Feb 16, 2016 New
Returned: Hire / Rehire / Additional Assignment (KRISTEN HODAVANCE) #600223653 Trainor, Jodie Feb 8, 2016 New
Returned: Maintain Position (YNECOLOGICAL TRAINING ASSOCIATE) #500223551 Trainor, Jodie Feb 8, 2016 New
Returned: Maintain Position (SYNECOLOGICAL TRAINING ASSOCIATE) #600223552 Trainor, Jodie Feb 8, 2016 New

Trainor, Jodie Jan 22, 2016 New

Returned: Additional Payments (ELIZABETH RIVERA) #600221474

To remove a column from the worklist, click on “1” Remove from Current View and choose a column

you do not want to see in the display, such as Effective Date. Click on “2” “Save”. The column

disappears from the worklist display.

Personalize "Tasks"
g| Save | [ Duplicate | | Restore Defaults | | Cancel |

Attributes and their order

In this section, you can define the attribute order and which attributes you want displayed. To change the display order, follow the

example.
3 EX > i En
i“:'gj »» €< % [T >
Current display attributes
Subject Initiator SentDate Due Date Status
<Selected>

|ﬂ| Remove From Current View | Available Attributes not Displayed:

| |>|[Add |
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Home Employee Self-Senice Organizational Chart Finance ACCT XWalk BUID Translation Reporting Worklist ‘WebGUI

~  Related Links

Tasks (11/11) | Aers | Nofifications
Help
Show: [New and In Progress Tasks (11/11) [=][select a Subview. [=] [ [~ % FGm
Subject Initiator Sent Date = DueDate = Status =
Returned: Create Position (Teaching Assistant) #600224913 Trainor, Jodie Feb 17,2016 New
Retumed: Maintain Position (Teaching Assistant) # 44 Trainor, Jodie Feb 16, 2016 New
Returned: Hire / Rehire / Additional (KRISTEN HODAVANCE) #6500 6! Trainor, Jodie Feb 8,2016 New
Returned: Maintain Position (GYNECOLOGICAL TRAINING ASSOCIATE) #500223551 Trainor, Jodie Feb 8,2016 New
Retumed: Maintain Position (GYNECOLOGICAL TRAINING ASSOCIATE) #600223552 Trainor, Jodie Feb§, 2016 New
Returned: Additional Payments (ELIZABETH RIVERA) #600221474 Trainor, Jodie Jan 22,2016 New
Retumed: Salary Cost Distribution (PETER SHAW) #§00214442 Trainor, Jodie Hov 18, 2015 New
PO Invoice 5110166376: Shopper Decision Form: PO Invoice 5110166376: Shopper Decision Gibbs, Patti Sep 18,2014 Sep 25, 2014 New
Returned: Additional Payments (JESSICA CASTIGLIEGO) #600076523 Trainor, Jodie Mar 11,2013 New
Retumed: Salary Cost Distribution (EMILY KEEFE) #600031355 Trainor, Jodie Jun 19, 2012 New &

Cancel Assignment | | Manager Substituion

Available Columns for Adding or Description
Removing
Effective Start Date The effective start date for the transaction.

BUID or Position ID Employee’s BU ldentification number or Position Identification.
Primary Org Unit “Umbrella” Division, School, or Department where the position or
employee is located at.

Org Unit title column Organization Unit for employee (in PA forms) or position (OM
forms).

Master Cost Center The Cost Center for the position/employee.

Date Request Initiated Date on which the request was initiated.

7. You can also change the sort properties on each column. Click on the radio button “Ascending” or
“Descending” next to each column to specify the sort order.
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‘Zariing properies
In This SacTion, pou can define e detyul Seing dor e Soring prederence

s are sored by

Azcerding
Seam: D -
% Descending

* Ascending
[ D= [=] e
Descanding

* Ascenging

Drasoanding

8. You can customize other features, such as specifying how many rows (10 in the example below) you
want to see displayed in your worklist in Data properties section of Personalize View.

|Dumitm proppe s

Yo e deafimes The rurmiper of Resres: S0 b diispilageedl on escin pesges

Rems To [Ba Dispilaryes Far FPage

Page Rt Rane:
mloans & S’ [Seafons D Danes
ket = Sarmiing” Setons D Dane-
Taiols Desigem Mok

WWorkiem FilRer-

Faging displey
N Tl e TTion, ol S haTir wineTreer T tainlbe Femaar srlior T pegs reigeTion e dlisoilensesl
s i [~]

9. To turn off the Preview display area or to include it in the display, the looking glass icon on the right
corner works as a toggle.

v ?@Iﬂ

Turn off the Preview display area; to open menu, press F4

10/19/2016 6/28 © Boston University



BUworks Online Help

Work Instruction
Worklist User Guide

Tasks (11111)

Effective Date

| Alerts | MNotifications

Show: [New and In Progress Tasks (11/11) [=] [an [~]
Subject
Returned: Create Position (Teaching 600224913
Returned: Maintain Position (Teaching Assistant) #500224458
Returned: (KRISTEN HODAVANCE) #600223653
Returned: Maintain Pasition (GYNECOLOGICAL TRAINING ASSOCIATE) #600223551
Returned: Maintain Pasition (GYNECOLOGICAL TRAINING ASSOCIATE) #600223552
Returned: Additional Payments (ELIZABETH RIVERA) #500221474

Returned: Salary Cost Distribution (PETER SHAW) #600214442

PO Invoice 5110166376: Shopper Decision Form: PQ Invoice 5110166376: Shopper Decision

Returned: Additional Payments (JESSICA CASTIGLIEGO) #600076523
Returned: Salary Cost Distribution (EMILY KEEFE) #600031355
Returned: Termination (MARISA MAGLATY) #600001474

Cancel Assignment | | Manager Substitution

Initiatar
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
GIbbs, Patti
Trainor, Jodie
Trainor, Jodie

Trainor, Jodie

Sent Date
Feb 17, 2016
Feb 16, 2016
Feb 8, 2016
Feb 8, 2016
Feb 8, 2016
Jan 22, 2016
Nov 18, 2015
Sep 18, 2014
Mar 11, 2013
Jun 19, 2012
Jul 21,2011

= DueDate

Sep 25, 2014

v ¥ Qe

= Status

10. Click on Show Filter and select any column. A row appears below the columns. In the example below,
from the drop-down of Sent Date column, the option “Last 7 days” is chosen to look at requests sent
in the last 7 days. You can also choose from an option (New/In Progress/Completed) in the Status

column.

Tasks (11/11)

| Aerts

Notifications

Show: \Nsw and In Progress Tasks (11/11)

[=] [an

Effective Date

Subject

Retumed: Creale Posilion (Teaching Assistant) #500224913

Returmned: Maintain Position (Teaching Assistant) #500224458

Returned: Hire / Rehire / Additional Assignment (KRISTEN HODAVANCE) #600223653
Returned: Maintain Position (SYNECOL OGICAL TRAINING ASSOCIATE) #600223551
Returned: Maintain Position (GYNECOLOGICAL TRAINING ASSOCIATE) #600223552

Returned: Additional Payments (ELIZABETH RIVERA) #500221474

Returned: Salary Cost Distribution (PETER SHAW) #600214442

PO Invoice 5110166376: Shopper Decision Form: PO Invoice 5110166376 Shopper Decision

Retumned: Additional Pavments (JESSICA CASTIGLIEGO) #600076523

Returned: Salary Cost Distribution (EMILY KEEFE) #500031355
Returned: Termination (MARISA MAGLATY) #500001474

Cancel

| \ Manager

You have successfully changed the display of the worklist to suit your working style.

Initiator

Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Trainor, Jodie
Gibbs, Patti

Trainor, Jodie
Trainor, Jodie

Trainor, Jodie

Sent Date

E a
Last 90 Da;

Feb 8, 2016
Jan 22,2016
Nov 18, 2015
Sep 18,2014
Mar 11, 2013
Jun 19, 2012
Jul 21, 2014

Iys
lys

Due Date

Sep 25,2014

Status

Hew
New
Hew
New
Hew
Hew
Hew
Hew

Hew
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Topic 2: Shared Approval Iltems

Action Description
How to Return a Task to “Shared” Once you click on a task and open it, that task disappears
Status from the Worklist of the other users. If you would like to

return this item to reappear back on the Worklists of your
colleagues, you need to cancel the assignment of the task:

e Select item by clicking on the Task link
e Click on the Cancel Assignment button

How to Forward an Approval Task to Should you wish to forward an approval task to any other
Another User user in the SAP:

e Click on the small, white Icon =l appearing to the
right of the task link

e From the dropdown menu that appears, select
Forward

'You can also click on the Forward button in the bottom of
the screen within the Preview section.

How to Edit and Resubmit a Form \When a form has been returned to you from an approver in
“Returned” by a Workflow Approver the workflow, the Status of the form’s approval appear as
‘Returned” on your Request Tracker. When you see this, you
should not forward it to anyone. It means it was returned to
lyou to make corrections and resubmit it, or cancel it.

10/19/2016 8/28 © Boston University
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How to Return a Task to “Shared” Status

.........

[ e
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L
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How to Forward an Approval Task to Another User

10/19/2016 9/28
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Resubmit
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The user selection screen will appear and you will have two options for selecting a user.

If you know the user name or ID, proceed with Option 1:

Lo Type the user name or ID into the Text Field and click Submit et 2

Universal Workli
You can forward
chcose “Subr

Tree. Karen
Submit

ove: Additional Payments (Maria Rightfoot) 2600000878
more users. Select the new assignee(s) from the Est of possibie recpients. Then

| Select.

If you need to search for a user, proceed with Option 2:

Task

History, ©
Step 1: Click Select button to search for user -
UniverE: . ] ' , : 501) 2600000878
You can forward the bém 1o oné of Mo USES, Sﬂﬁﬁ th (5) fm"ﬂ the kst of possible recpients, Then
chooss “Submit.”
[Tree, Karen
[ [} Subme]|

Step 2: Type the user's name into the Text Field and click Search

r
Search For People M
Search For Names: [iree karen %‘
Current Selection

| Tree, Karen

Step 4: Click Submit button

Step 3: Select user and click Apply button

(o
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Action Description

Search for a user Click the Select button to search for a user. Type the user’s name
into the Text Field and click Search.

Apply a user Once you find the user you’re looking for, click on the user and
then click on the Apply button. This populates their name within
the previous screen.

Submit a user Click the Submit button. The approval task automatically appears
as that user’s Worklist - and disappears from yours.

How to Edit and Resubmit a Form “Returned” by a Workflow Approver

On Request Tracker screen:

Request Tracking “Returned” will appear under Status

Tracking # From I To 19 Request Type [21Requed
Request Tracking
Tracking Number v intator Request Type Affectsd Person/Obect Request Date  Status Current A
00017570 James Dukes  New Hire - Staff Temporary  CHANDRA FLYNN 02722012 | Returned | James Dy
12/28
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Click the Task link for the returned item

~ Tewa (1) Niohzanzee : 2 (=}
AR, v~ Click the Worklist tab 5
$h0% [New 03 10 Pragrem Tasn (1 v Al v Enge Finery =oe Preves Seten

L

Crocme one of e e
™ Yo

[Coront Amigemant ] [Manager Sewinsen |

Returned: Mire / Rehire | Additional Assignment (CHANDRA FLYNN) #600017970 You can aive
Sent Fod 29 2012 oy Loo %01, BUwos St e Pragren
Pricnty  Nom=al

fe%es e croommng of
Do Not Use this section for HCM
B tasks and forms! To view/re-submit a
— HCM task or form in your worklist
click on the task as shown above and
follow the steps.

For Org Management “Position” forms and Personnel Administration “Hiring” forms:

Departmentinput | Click numbers of the RoadMap to view or edit information. Finish on Overview page
»—{1] 2] B 4] (5] [¢] —=—~{eH»
Action Type Position Details Cost Distribution Descriptions Essential Functions Reguirements Additional Data Overview

10/19/2016
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New Hire - Staff Temporary
Overview

Hame CHANDRA FLYNN WA

Date of Hire: |D228/2012
Hire Reason: New Position

Position Information -| Personal Diata | Home Address [ Office Address | Work Schedule | Basic Pay | Cost Distribution [ Recurring Paymanis “

Position Information

Pesition Teoct Administrator Coordinator, Casual Position ID: |S0028021

Org. Unit: CARS Job: |Casual

Personnel Area Charkes River Campus Employes Group: | Staff-HenExempt FT

Personnel Subarea: | NREP-Staff Emplayes Subgroup: |Casual
Comments

Previous Comments

Scroll to the bottom of the Overview page. Click the Submit Again button

New Comments

Submit Again !Fleect | Save For Later | 7 Edit |

For Personnel Action forms:

m Attachments

Fie Name Fie Type

Select Fis | | Browse...
[« Atach Fie | T] Delete Fie | 3 ClearReset |

7 comments

Previous Comments

BUWLB101 (Submitter)03/14/2012 14:35:05 [<]
[-Form Submitted-]

]

BUWLB104 (Approveri03N 472012 14:36:57

| -
Hews Comments

After editing, scroll to the bottom of the form. Click the Review button

A completed 5a eguest Form must be attached when retroactve changes to sponsored programs are submitted.

L[ & Review || (¥ £xt] [ cancel]

Lmls]

10/19/2016 14128
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Cost Center Ordér Number VWBS Elament Percentage End Date Descriptien
[ 1342020000 100.00 1273172014 S5V PROFESSIONAL EDUC PROG
0.00
0.00
0.00
0.00
2.00
0.00
0.00
2.00
Q.00
Total Percentage: 100.00

] antachments

File Hame File Type

7 Comments

Previous Comments
BUWLEB101 (Submitter 02142012 14:35:05 -
[-Form Submitted-] w

]

BUWLE104 (Approver)03/14/2012 1£:36:57 [+
Havr Comments

After reviewing, scroll to the bottom of the form. Click the Resubmit button

A complsted Sa uest Form mus? be attached when retreactive changes 1o sponsored programs are submitied

[ Back| [ ¥ Exit| | 3 Cancel |
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Action

Description

How to access and view a form
‘Returned” by a Workflow Approver

Click your Worklist tab then click on the Task link for the returned
item. This opens the form. For HCM tasks or forms, DO NOT use
the “Preview Pane” on the bottom of the screen to view, make
changes to, or resubmit the form.

How to resubmit Org Management
“Position” forms and Personnel
IAdministration “Hiring” forms

To resubmit the multiple-page Org Management “Position” forms
(Create Position, Maintain Position) and Personnel Administration
“Hire” forms (Hire-Staff, Hire-Faculty, Hire-CRC Lecturer):

e Select the numbered pages of the RoadMap to view or
edit information on that particular page.

e You can also click Next Step button or
Next Page button to access other pages.

Once you have completed edits to the form, Overview is the last
page:

e Scroll to the bottom of the Overview page.

e Click Submit Again button. This MUST be done from the
Overview page. The OM position or PA Hire form is re-
submitted for approval in Workflow!

How to resubmit Personnel Actions
forms

After making any needed edits to the form returned to you, scroll to
the bottom of the Personnel Action form.

To resubmit all one-page Personnel Action forms: Additional
Payment, Leave of Absence/Return from LOA, Position Change,
Position Revision, Recurring Payments, Salary Change, Salary
Cost Distribution, Termination, and Transfer:
e Click Review button.
e Click ReSubmit button. The Personnel Action form is re-
submitted for approval in Workflow!

10/19/2016
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Topic 3: Substitutions

gsm Payroll Coordinator Organizational Chart Finance ACCT XWalk Reporting i
L]

ﬂ Tasks (3/{3) i Alerts i Motifications
Show: |Mew and In Progress Tasks (3/3) ]« |All [ =]
Subject

Approve/RejectiChange Parked Document 1002006594454 5]
Approve/RejectiChange Parked Document 1002006843:5A )
Approve/RejectiChange Parked Document 100200694254 F]

EIEI-) Row[  1]ora [-][=][=]

| Cancel Assignment ||[ Manager Substitution | G

Approve/Reject/Change Parked Document 1002006944:5A

Sent: Yesterday by Train, 503 Status:
Pricrity: Mormal

Worklist Substitution

1 Click on Manager Substitution button.

| Manager Substitution | button

@ Manager Substitution can be access through the Worklist task via

and is also available in the sub-tab area via El Icon (Manager Substitution Rules) located below the
Task, Alert, and Notification tabs.

10/19/2016 17128 © Boston University
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Manage Substitution Rules

ou can view and manage your task subsiitution rules. You can make an assignee receive your tasks, or you can set an assignee to fill in for you (for
example, in case you are unexpectedly abzent). You can create several substitution rules to cover all cases. You can algo see other users’ substitution
rules invelving you, and you can take over another user's tasks (if this user has allowed you to fill in').

My Substitution Rules
e [ Create Rule ... |{ Delete || Refresh |

Tasks Mominee What Te Do Status Rule Activation

Turn OnfOff

2 Click on Create Rule button.

3 The Create a Substitution Rule screen will display

There are two options for selecting and entering a user email.
e 3a- Option 1, Use this if the user name or ID is known.

e 3b - Option 2, Use this if a search is required to select the user.

Tazk | History g

Create a Substitution Rule

%ou can define which tasks you want to assign to a nominee. You can either make the nominee receive your tasks {for

example, when you go on vacation), or you can allow the nominee to fill in for you (for example, in case you are
unexpectedly absent)

13 1 2 -
Define Rule Set Rule Activation

MNomines: | | m @

Assign These s |Al [+] N )

’ Check names and find people l
The nominee is the subsfitute for

all tasks

| Want the Mominee to: (& Receive My Tasks

You hand over tasks to the assignee for the duration of your planned absence; in the next
step you can set a start date for this rule

¢~ Fill In For Me

If you are unexpectedly absent, the nominee can take over your tasks completely

Next 3] [ Cancel|
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Taszk

| History)

Create a Substitution Rule

“fou can define which tasks you want to assign to a nominee. You can either make the nomines receive your tasks (for
example, when you go on vacation), or you can allow the nominee to fill in for you (for example, in case you are
unexpectedly absent)

I 1 2 =
Search For People

Define Rule Set Ruls Activation
Search For?@l | |

Mominee: @ Current Selection

Azzign These Taszks: All ﬁ

Tree, Karen

The nomines is £
all tasks
| Want the Mominee to: ¢« Receive My Tas

You hand over task he next
step you can seta

¢ Fill In For Me
If you are unexpect

Ned ] [ Cancel

G [ 2omy | [Gancel]

3b Option 2 - Use this if you a search is required to select a user.

New window will appear, Search For People.

3b - A | Type user name into the Text Field labeled Search for Name.

3b-B Click Search button.

3b - C | Next Click on the user name

3b - D | Then Click Apply button.

10/19/2016 19/28 © Boston University



. Work Instructi
BUworks Online Help Worklist User Guide

Action

Description

How to Assign a Substitute

There are two types of substitutes you can setup:

o ‘“Receive My Tasks”, an active substitute where you designate
someone as your substitute at all times

e “Fill in For Me”, a designated substitute for a limited time
period, which you have control over in terms of turning on or off

For every substitution you need to create a substitution rule.

“Receive My Tasks” — What the
Assigned Substitute Sees

This is an option where you designate someone as your substitute at all
times.

The “Receive my tasks” option allows the assignee to immediately
start seeing designated tasks.

v" This process is called Active Substitution.

v" Assignee also has the option to not take over tasks.

v" The Receive My Tasks button is the default setting on the
Create a Substitution Rule screen.

“Fill in For Me” - What the Assigned
Substitute Sees

This is an option in which you designate a substitute for a limited time
period, and for which you have control over in terms of turning on or off.

v" This process is called “Passive Substitution”.

The “Fill in for me” option requires an additional step to be perform in
\Worklist tab to start receiving and seeing tasks.

v" The assignee will need to select “Take over”

button.
v" This option does not allow assignee the choice to deny tasks

take over.

=== An example of this would be for emergency (unplanned time off)
situations were the assignee can take over tasks.

In these types of circumstances if a rule has already been created for a
particular user (assignee) and they have already selected the option to
“Take over”, the assignee can go in and take over your tasks without
creation of a new rule.

How to Turn Off a Substitute You've

Assigned

'You can turn off a Substitution Rule at any time by clicking the “Turn Off”
button.
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Tazk

Create a Substitution Rule

You can define which tasks you want to assign to a nominee. You can either make the nomines receive your tasks (for
example, when you go on vacation), or you can allow the nominee to fill in for you (for example, in case you are
unexpectedly absent)

3 1 2 -
Define Rule Set Rule Activation

Mominss: Tree, Karen || Select . |

Azzign These Tazks:

The nomines is the substitute for
all tasks

| Want the Nomin (e Receive My Tasks I

ou hand over tasks to the assignee for the duration of your planned absence; in the next
step you can set a start date for this rule

¢ Fill In For Me

If you are unexpectedly absent, the nominee can take over your tasks completely

[ Mext w|| Cancel |

Assigning a Substitute:

4 Select All to assign all tasks to the assignee.

To set-up a “Receive My Tasks” substitute:

5 Select the radio button for Receive My Task to assignee the Nominee tasks

6 Click the Next button to proceed
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Create a Substitution Rule

You can define which tasks you want fo assign to 2 nominee. You can either make the nomines receive your tasks (for

example, when you go on vacation), or you can allow the nominee to fill in for you (for example, in case you are
unexpectedly absent)

I» 1 2 -

Define Rule Set Rule Activation

Nominss: [Tree, Karen

|| Select...
Assign These Tasks: Al [=]

The nomines is the substitute for
all tazks

| Wiant the Mominee to: (™ Receive My Tasks

sks to the assignee for the duration of your planned absence; in the next
=13 start date for this rule

Tyou are unexpectedly absent, the nominse can take over your tasks completely

|| Mext k][ Cancel |

To set-up a “Fill In For Me” substitution:

7

Select the radio button for Fill In for Me to assignee the Nominee tasks

8 Click the Next button to proceed to set rules
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Task | History,

Create a Substitution Rule

You can define which tasks you want to aszign to a nominee. You can either make the nominee receive your tasks (for example, when you go on
vacation), er you can allow the nomines to fill in for you (for example, in case you are unexpeciedly absent)

I» 1 2 |

Define Rule Set Rule Activation

(e On - The rule will be enabl
=  AtOnce
C on [ =

(" Off - The rule will not be enabled
You can turn the rule on or off at any time on the Substitution Rules Management screen.

[« Previous |[ Save ||| Cancel |

For each substitution, there are three options to create rules in the Set Rule Activation screen:

On gaving, tum the rule:

9 Select whether to turn the rule On or Off.

Off = Leave substitution off for time being.

10 | Select when to enable the substitution rule At Once or On a specific date (enter date or select
the date from calendar).

At Once = Turn substitution on immediately.
On plus specific date = Turn substitution on a specified date.

11 Click the Save button once a selection is made.
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Manager Self-Service

FY

IE' Work @n: (" My tems (& tems on Behalf OF | Train, 704 (Al kems e

Tasks (5/35) I Alerts [ Hotifications

Show: [New and In Progress Tasks (5/5) | ¥ || Al [ =]

Subject

(2] =] =] Row | 1]ofs [~[=]=]

| Cancel Assignment ||| Manager Substitution | @

“nnmm- Ha“‘i Sallantar

“Receive My Tasks” — What the Assigned Substitute Sees

12

The designated substitute has three viewing options available to select from the Worklist
screen:

e My Items — allows the designee tasks to display

e |tems on Behalf of — allows designee to display substitute requesters tasks

o All ltems — displays both the designee and substitute requesters tasks

13

Click on Manager Substitution button for an additional view option
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To view “Other Users’ Substitution Rules, go to the Manager Substitution Rules screen:

Task
k
Manage Substitution Rules
You can view and manage your task substitution rules. You can make an assignee receive yvour tasks, or vou car
example, in case you are unexpectedly absent). You can create several substitution rules to cover all cazes. Youl
rules invohving vou, and vou can take over another user's tasks (if this user has allowed vou to "fill in").
My Substitution Rules
[ Create Rule ... || Delete || Refresh |
Other Users' Substitution Rules
@ Task Owner Tasks What To Do Status
Train, 512 All Receive Ongoing
Row |1|of 1

To view “Other Users’ Substitution Rules, go to the Manager Substitution Rules screen:

14 | Results from step 13 above displays substitute requester’s rule to designated substitute for
review.

,-_,_; Note: Other Users’ Substitution Rules section cannot be altered.
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Task |
]

History,
Manage Substitution Rules

You can view and manage your task substitution rules. You can make an assignes receive your tasks, or you can set an assignee to fill in for yof

sxample, in case you are unexpectedly absent). You can create several substitution rules to cover all cases. You can alzo see other users” subs
rules involving you, and you can take over another user's tasks (if this user has allowed you to 'fill in').

My Substitution Rules

| Create Rule ... || Delete || Refresh |
Tasks Mominee What To Do Status Rule Activation Turn OnfOfF
Other Users' Substitution Rules
Task Owner Tasks What To Do Status Take Over
Train, 701 All Fill In Ongaoing

Row|[1]of 1

“Fill in For Me” - What the Assigned Substitute Sees:

When a designated substitute logs in, there will be a new substitution rule setup

15 To activate substitution, Click Take over button

Manage Substitution Rules

*ou can view and manage your task subsfitution rules. You can make an assignee receive your tasks, or you can set an assignee to fill in fg
example, in case you are unexpectedly absent). ¥ou can create several substitution rules to cover all cases. Wou can also see other users’
rules involving you, and you can take over ancther user's tasks (if this user has allowed you to fill in').

My Substitution Rules

[ Create Rule .. |[ Delete || Refresh
Tasks Mominee What To Do Status Rule Activation Turn OnfC
Other Users' Substitution Rules
Task Owner Tasks What To Do Status Taks Owver
Train, 701 Al Fill In Ongaing - End take-over |

Row|1]of 1
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After substitution is activated, there will be the option to cancel the assignment:

16 | To cancel assignment. Click End take-over button

Manage Substitution Rules

rules invelving you, and you can take over another user's tasks (if this user has allowed you to fill in').

My Substitution Rules

ou can view and manage your task substitution rules. You can make an assignes receive your tasks, or you can set an assignee fo fill in for you (for
example, in case you are unexpectedly absent). You can create several substitution rules to cover all cases. You can also see other users’ substitution

| Create Rule ... |[ Delete |[ Refresh |
o Iw Bl n-"H—- \IJI-“T I Eh R i LR s * o o [FE
Y Guillermo, Izabel Receives my tasks Ongoing Successiul
Row of 1

How to Turn Off a Substitute You’ve Assigned

17 Select and Click on Substitution Rule to turn off. Click on Turn Off button.
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Results and Next Steps

This procedure is used to see and perform actions for approval items on the Worklist tab. In some cases,
approval of an item is a shared task with one of your colleagues, which may requires additional steps to
set-up, change, or turn on/off.
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