Approving Worklist Items

Purpose: Use this document as a reference for using the ctcLink Worklist to approve
workflow items.

Audience: Managers who approve requests for resources.

o You must have at least one of these local college managed security roles:

« ZZ Former Employee
+ ZZ PeopleSoft User

You must also set these User Preference Definitions:

+ User Preferences: Purchase Order Processing

If you need assistance with the above security roles or User Preference Definitions,
please contact your local college supervisor or IT Admin to request role access.

Your Worklist is part of the ctcLink Approval Framework.

What is a Worklist? A Worklist is an organized list of to-do items that has been routed to
you through a workflow process. The list is an automated communication to you that a

transaction requires your approval or that something has occurred and you are being
notified.

Many daily tasks are part of a larger process that involves several steps and people working
together. The term workflow refers to this process, which could encompass, for example,
the approval of a purchase requisition or a job change request form. To facilitate this type
of multiuser process, ctcLink can automatically trigger workflow notifications to inform the
next approver in the process of work awaiting them.

You can select a item to work on, and the item provides access to the ctcLink pages that you
need. This enables you to bypass other navigation and work directly from the worklist. The
target page that appears when you select an item is based on the type of activity that you
perform. For example, if you are a resource manager and you receive notification that an
assignment date changed for one of your resources, you access the Assign Resource
(approval) page from the worklist if assignment approval workflow is enabled.
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Again, many types of items might appear in your Worklist, depending on your college's

choices. In this example, we'll look at a Worklist that contains a credit billing invoice, a cash

advance request, and a travel authorization request.

The bottom line? Your Worklist is a time-saver, designed to bundle your approvals in one
place, then to speed your navigation to the pages you use to manage your approvals.

Use your Worklist as a convenient portal from where you review and manage item

requests that require your approval. Please work with your college and with SBCTC to

decide which items to include in your Worklist.

Approving Worklist items by My Worklist - Summary View

Navigation: Worklist > My Worklist - Summary View

The Worklist - Summary View page displays. Here are descriptions of its contents:

Worklist Items
Label

From
Date From

Work Item

Worked By Activity

Priority

Link

Approving Worklist Items

Description

Displays the individual who triggered the work item.
Displays the date when the work item was triggered.
Displays the type of Approval Framework item.

Displays the action that generated the workflow item You can have
multiple entries with the same action, but each entry represents a
different item that requires attention.

1 = High
2 = Medium
3=Low

Select a link in this column to access the target page—the page where
you work on the item. The target page is specific to the type of activity
that you perform. For example, if the action is "Recommendation
Made", the link accesses the Job Detail page, where you can view

Page 2



Worklist Items
Label

Mark Worked

Reassign

Description

information about the resource request.

Select an icon in this column to mark an item as "Worked" if you have
performed the necessary actions. This removes items that ctcLink
Resource Management workflow processes generate.

Allows you to transfer the Worklist item to another approver.

* Approval Routing
+ Event Notification

* Review Budget Early Warning

+ Transaction Approved

¢ Transaction Terminated

@ Utilize the Worklist Filters drop down menu to refine results by Work Item status:

Worklist

Warklist

‘Warkist for 10900 Jardan (aas

Dhetail Wiew

Waorklist lt=ms
5 q
Fram Dat Fram

Cassidy Reynoids O80T

Rifresh

Wk It

Approval Routng

Winrked By Actvity

Apprral Warkfow

Ewent Notificaticn
Rewirar Buriget Farly Warring 4
Transacsan Approved

Transaction Teminated

Fri

— yrchaseorder BESE2 WADDD, 1901 01 14
ZhRdiur [0 B """"“". —“—-—'-‘L

@ Utilize the column sort functionality to refine your results. Select the Column Title
such as 'From' to view the EMPL name or the 'Date From' for most recent items. The
following are a few examples of common Worklist Approval Items.

Cash Advance Approvals

1. From the Worklist Items section, select a Cash Advance Approval (CAA prefix) link.
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Worklist

Worklist

Workiist for 101004330 Edgar DeGas

Wiorklist ltems

w oa
From Dt From
Wasily Kanansky QAD&019
Wasily Kandngky DADAT019
Paul Klee 0T
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Paul Kled CuO2e
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[Rafresh
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Approval Routing
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Appioval Routing
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Approval WorkBow 3ow
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AEEr ol Wordiaw 2-Meaurm
Approval WorkSow 2-lpmum
APl WorkBow 2-Medurn
Appfoval WorkSow 2-Medum
Approval WorkBow 2lledurn ~

Link

R e 12 BB I A A

sk Wicaked

lark Vitorked

Mk Vitodh i

MRark Vitoakisd
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Reasimgn
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€ Worklist
Xoan Hayes
27500 UsD
'l= 1 ling(s) are pending your apgroval
Sumimary
Hame
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Advance Descripghion

Business Perpose

= Lines
Panding Al

0

Select Scarce

O System Chsck

Approver Comments

Approwal Chain

Xpan Hapes
27500 UsDh
Hewd &
Confetencs

Cash Advance

Advvanco I QOOOOD0SS3  Apgwovals in Process

Reference
Subméssion Date

Updated on

Amiount

21500 LED

DImens
022719 - 6206 Al

Travel Authorization Approvals

1. From the Worklist Items section, select a Travel Authorization Approval (TAA prefix) link.
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Worklist

Worklist
Workiist for 101006330: Edgar DeGas

Ceetail View Publish a5 Faed Viarklist Finars 0" Feed

Waorklist ltems

® Q 19008

[P Dt From Wark lbem Worked By Activity Prigity

‘Wasily Kandingky 04082019 Transacton Approved Approval Woridlow Flow u lark Worked Reassign
Wasily Kandinsky 04082019 Transaction Approved Approval Woridlow How  |w Mark Worked Reassign
Paul Klaa QR Approval Routing Approval Wordlow 2-Mpdium |~ Mark Warked Reassign
Paul Klee GIRT019 Apprtral Roouling Appeeval Workflow 2-Mediurm |~ ark Waorked Reassign
Paul Klae GART2019 Approval Routing Appeoval Workfiow 2-Medium |~ !;’E‘:‘E'::T‘E "'*“: cm‘ :':E -‘,h Mark Waorked Reassugn

L
Paul Klge DATR010 Approval Routing Approval Wordlow 2-Metium - -;'{_ -‘::Q:"AT-{E_-‘-EQE_.H Bhark Worked Reassign
Paul Klee QA02E018 Approval Routing Approval Wordlow Thedum | AL T e i AL NG Mark Worked Heassign
Paul Klee Q4082019 Approval Reuting Approval Wordiow 2Medum |~ | | Epdssmel AR R R AL N D Mark Warked Reassign
Retresh

2. The Travel Authorization approval page displays. Use it to Approve or Deny the request.

Travel Authorization

Xoam Hayes

1200 USD

; 1 5] e pending pour Ippheal

Summary
Rame Xoan Hayes Amthorizatos I 0000002064  Approvals in Process
Totad Amount 1800 USD Date From Q40119
Traved Auth Descripion PeopleSoll HEUG Conleimsos Dabe To OLOSMD
Busingss Punpose User Configrance Sebmisseca Date Q28M0
Updated on  QR2THE - T:32 AM
= Lines
Panding L]
L
a
Select DabsExpenss Type Amount
O 04ME Mead citsice of WA Lunch 1800 LD

Approver Comments

Approcal Chain »

Billing Credit Invoice Approval

1. From the Worklist Items section, select a Credit Invoice link.
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Worklist

Worklist
Worklist for 101005485 Chiissy David

Diatad View Publizh 35 Feed Whorkkst Filters £ Fésd

Woarklist ams
H q 190l

From Date From Wark Hem Worked By Acthity Pricaity Link

Crpt Insmics |

Waslly Kandinsky Q4082019 Transacion Approvad Approval Workdiow Fow = H":?’ETS“E ';I' I:ﬁ Mark Worked 1
Wagily Kandinsky 04082019 Transacton Approvad Approval Wordiow How ¥ Mark Worked |
Chrissy Davdd o400 Transachon Approved Approval Workdiow Ilow ¥ Mark Worked i
Bill Ramiréz 20 i ik ] Transachon Appioved Approval Workliow ILow w Mark Wodked 1
Carmen Ramine:  04M00139 Transacion Apphoned Appedval Workfiow 3-Low w Mark Worked ]
Bill Ramirez [T Ta [Tk 1] Transacion Approved Approval Workfiow Zlow v Qg!ﬁ";_‘ ..—1‘; rl? Mark Worked i
IN- A [ o R e 1‘?‘.’”(‘?&
Wasily Kandingky 04025019 Approval Routing Agproval Woridiow 2-Madium |~ Mark Worked i
Wasily Kandinsky 0410212019 Approval Routing Approval Workiow 2-Medium E_“-mi iT.'E' IIE:?-.‘I\‘.I ':,'"T'{-Rf‘i‘-i-t ¢ Mark Worked 1
Bill Ramirez arzeie Approval Routing Approval Workfiow SLow e Wark Worked 1
Refrish

2. The Standard Billing, Header-Info 1 tab displays. Select the Approvals link to approve or
deny the request.

€ Worklist Standard Billing

Header - Info 1 Line - Info 1

Unit  WA140 Invoice  MSC-0000002163 Pretax Amt -25.00 UsD o
Status | RDY Q Invoice Date Cycle D  ON-DEMAND Q
*“Type |MSC Q Source  ONLBILLING Q *Frequency = Once v ® o
*Customer | pp1000004 Q wiaw Activity SubCusti SubCust2
Tacoma Public UMilities
“Invoice Form | XMLPUB Q From Date | To Date =]
Accounting Date =5 Pay Terms | IMMED Q Pay Mathod | Check ~
Remit To | 14084 [+} Bank Account | BAC1 Q
Sales SALES [+} Bill Inquiry Phone  425-555-1212 Q
Credit  CRAN [+] Collector GEMERIC Q
Billing Specialist | BISPEC Q Billing Authority BISPEC Q
Billing Specialist Billing Specialist
Goto: Header Info 2 Address Copy Address
Motes Express Entry Aftachments Page Series
Summary Bill Search Line Search Havigation | Header -Info 1 : ey e
Return to Search Notify Refresh Add UpdateDisp

Header - Info 1 Line -Info 1

8. Process complete.
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Voucher Approvals

1. From the Worklist Items section, select the Voucher approval link.

Worklist
Worklist for 101058473: Phoenix Reed

Datail View

Waorklist ltems

F||lQ

From Date From Work ltem

Perry Hall 06082023 Approval Routing
®endall Simmons  06/08/2023 Approval Routing
Kendall Simmons | DG/0B2023 Approval Routing

Refresh

Worked By Activity

Approval Workflow

Approval Workflow

Approval Workflow

MNaw Window Hailp Farsonaize
Worklist Filters | Approval Routing v Feead
Priority Link
Shimumasanzia S waCc 20
1-High "| ORI TIATE 707 0807 k Workec
SINESS UNT [N WAB0 RDCAAD A
Moucharhnoroval 237007 WAZED 1010100 N0
FLow v| HUSINESS KT WAZHD VOUL HER_ID DDG0B0EE e Worker
801-01-
FLow ¥ | = Mark Worked
-

Nou,swn

j < Workirst |

4588 USD

Vaucher

The Voucher page opens to display the summary data of the voucher.
Optional to view attachments, add Approver comments or view Approval Chain.

Select the Approve button. Optional to select Deny, or More (to Pushback or Hold) buttons.
The Approve box opens.
Optional to add comments and select Submit to submit the approval.
The approved Worklist item disappears from your Worklist.

Approve: Dy ” e
¥ 0 Pronnss
Summary
Business Unit WAZ30 Voucher 1D DAODGOTA
Involcs Humber 5120200 78 Created By Parry Hall
Supplier Name  Arermark Uniform Senicas Inc Modified By Parry Hall
Due Date 057070 Invoice Date 052973
Voucher Source Onine Voucher Style Regular Voucher
Line Detalls —
= Approve B
Wouchar Line Itam Description CQuantity ” PP
s 5 “rate aarez sabsennt] fes sappeans (s requnst 3
8 Approver Commants
 More Information Jevswad end aporoed.
isw Attachments (1) y
Approver Comments
Approval Shain ¥
8. Process complete.
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Video Tutorial

The video below demonstrates the process actions described in the steps listed above.
There is no audio included with this video. Select the play button to start the video.

Video Tutorial Via Panopto

View the external link to Approving Worklist Items. This link will open in a new tab/window.
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