
How to use the Worklist 

 

Getting Started 

• To access the worklist, go to ppo.buw.bu.edu 
• After logging in, go to the worklist tab at the top of the screen. 
• On the worklist tab, you can see all items or tasks for your approval. 

 

Fundamentals of the Task Tab 

There are three sub-tabs on the worklist tab: Tasks, Alerts, and Notifications 

 

By default, you will see your new and in progress tasks. You can click on the dropdown arrow to 
access the other options shown below. 

  

You can add a filter by clicking on the highlighted filter button shown in the top right corner of 
the screenshot below. 

 



You can then filter fields such as the sent date as shown in the screenshot below. 

 

You can click on the show preview button highlighted in the top right corner in the screenshot 
below to show you a preview of the item in your worklist as shown in the black box in the 
screenshot below. 

 

 

Approving or Rejecting an Item 

There are some items that may be sent to more than one user for approval. These work items will 
disappear from your worklist if someone else approves them first. Also, an item will disappear 
from your worklist if one of the other approvers has it open. The item will reappear if the user 
closes out of the work item without approving.  

Users have the option to approve (release) or reject the work item. 

 

 



After approving or rejecting an item in your worklist, be sure to press the refresh button 
highlighted below in the right corner to see an updated version of your worklist. 

 

 

Manager Substitution 

By clicking on the manager substitution button, you can make an assignee receive your tasks. 

 

You need to create a rule in order to create a substitution. 

 

 

 



You will be brought to the page below when you click on the “create rule” button. 

 


