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WorkCenter Personalization

The WorkCenter is designed to be a navigational center for end users. The WorkCenter helps
end users become more efficient by accessing frequently used pages and pagelets.
WorkCenters are designed for specific roles and provide a singular location for access to key
processes within Financial and Supply Chain applications. Users will be able to perform daily
tasks without leaving the WorkCenter, which reduces time when navigating through menu items.
This Job Aid walks through the steps to personalize the WorkCenter.
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Note: Users must use the Edit Filters feature to define the My Work drop down menus. To Edit
Filters, follow these optional steps:

1. Select Settings, then Edit Filters.
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The Edit Filters page displays.
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Note: All Group Labels are displayed on one page, although they are grouped in sections. The
first Group Label will show first on the Edit Filters page. In this example, the Pending
Transaction Group Label appears first in the My Work tab, therefore the Pending Transactions

Group Label is the first set of links displayed to edit.
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Edit Filters Personalize

FilterID 1.

AM_PREAII_P
AM_WC_INTF
AM_PREAN P
AM_DPR_PND
AM_DFR_PND
AM_DPR_PND

AM_OPENTXN

2. Click the desired link to establish links for the desired label.

Configure Filter Values

Filter ID AM_PREAM_P PO/AP Transactions
*Business Unit | = ~ Q
Pre-Interface ID | = v Q
Asset |dentification v Q
Accounting Date | = v
Trans Load Type | = v v
System Source | = v v
PO Number | = v Q
Receipt Number | = v Q
Voucher ID | = v Q
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3. Enter the appropriate values into the Configure Filter Values fields.
4. Click the Done button.

| Gancel | Configure Filter Values ml
Filter ID AM_WC_INTF Load Transaction into AM
*Business Unit | = v Q
Load Status | = v v
Interface ID | = v Q
Trans Load Type | = v v
System Source | = v ~

5. Repeat steps 2-4 to add edit the remaining filters.

Navigation:

Nav Bar > Menu > Core-CT Financials > (Module) > (Module)
WorkCenter

The Main tab contains the My Work and Links pagelets:

Note: Users must use the Edit Filters feature to define the My Work drop down menus. To Edit
Filters, follow these optional steps:

1. Click the Edit Filters link.
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Buyer WorkCenter

Buyer WorkCenter @ «

Main | Reporis/Queries

fak My Work

= Pending Approvals
Purchase Orders *
P-Card Approve (45)
= Alerts
P-Card Errors

ue not defl

teguired filter field va

| Welcome to the Buyer WorkCenter

Welcome to the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area"”. The "Task Panel” is on
the side displaying the pagelets assigned to the WorkCenter page and the "Work Area" displays transaction

pages such as this page

Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload, Personalize.

Within each pagelet there may be "Open the content in a new window"

"Expands a group of links" actions available depending on the pagelet

", "Collapses a group of links" and

The Edit Filters page displays.

Note: The first Group Label will display on the Edit Filters page. In this example, the Pending
Approvals Group Label appears first in the My Work tab, therefore the Pending Approvals
Group Label is the first set of links displayed to edit.

Pending Approvals|

b Links o

Configuration ID  BUYER Buyer WorkCenter

User ID

Buyer WorkCenter
[Buyer WorkCenter @ «
Main | Reports/Quenes Edit Filters
fe My Work o i
Edit Filters

My Work Groups

Group Label | Pending Approvals

My Work Links

Link Label Filter ID Description
PO_2APPRV Purchase Orders to Approve
P-Card Approve

Q 10f2 »|| > || 3l

View All

Edit Filter

[.4

6. Click the Pen icon to establish links for the desired label.
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Buyer WorkCenter

Q 10f2 w || > > View All

Filter ID Description Edit Filter

PO_2APPRV Purchase Orders to Approve

7. Enter the appropriate values into the Configure Filter Values fields.

8. Click the Apply button.

Configure Filter Values

User ID

Filter ID PO_2APPRV  Purchase Orders to Approve

Filter Values X

Help

Business Unit | ~ v |
Buyer | = h |
PO Status | ~ ol

9. Repeat steps 2-6 to add edit the remaining filters.
10. Click the Arrow icon to navigate to the next set of group labels.
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Edit Filters

Configuration ID  BUYER Buyer WorkGenter

User ID

My Work Groups ali 1oi2 v 9]
Group Label  Pending Approvals
My Work Links
BQ

Link Label Filter ID Description Edit Filter

Purchase Orders PO_2APPRV Purchase Orders to Approve &

P-Card Approve
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Note: In this example, the Alerts Group Label is the second set of Group Labels in the My Work
tab, therefore the Alerts Group Label is the second set of links displayed to edit.
11. Repeat steps 2-6 to edit the filters for the Alerts group labels.

Note: When all the filters have been established, the links in the My Work tab will no longer be

red.
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= Pending Approvals
Purchase Orders (9)
P-Card Approve (45)
- Alerts
P-Card Ermors

Buyer WorkCenter
Buyer WorkCenter & «
Main | ReportsiQueries Welcome to the Buyer WorkCenter
45 My Work (e3
Edit Filter! Welcome to the WorkCenter. This WorkCenter has one "Task Panel" and one "Work Area". The "Task Panel" is on

the side displaying the pagelets assigned to the WorkCenter page and the "Work Area" displays transaction
pages such as this page.

Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload, Personalize

Within each pagelet there may be "Open the content in a new window", "Collapses a group of links" and
"Expands a group of links" actions available depending on the pagelet.
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