	Job Aid
	



 (
State of Kansas
WorkCenter – My Work Pagelet
Statewide Management, Accounting and Reporting Tool
)[image: ]

	[bookmark: _GoBack]Step
	Action

	1. [bookmark: T6_F7]
	Begin by navigating to the General Ledger WorkCenter.
Click the Scroll Down arrow.


	1. [bookmark: T6_F9]
	Click the General Ledger menu.


	1. [bookmark: T6_F11]
	Click the General Ledger WorkCenter.


	1. [bookmark: T6_F17]
	Use the General Ledger WorkCenter page to access work items, links, queries, reports, and processes that are specific to your position. 


	1. [bookmark: T6_F19]
	The My Work pagelet is set up with two groups.


	1. [bookmark: T6_F21]
	The first group label is Current Work. These alerts include items that require further processing, such as journals pending approval or incomplete journals.


	1. [bookmark: T6_F23]
	The second group label is Exceptions. These alerts show the journals with the various types of errors that require attention.


	1. [bookmark: T6_F33]
	The other pagelets in the WorkCenters -- Links, Reports and Processes and Queries -- can be Personalized with page, report, and query links.  

Note that Personalization is not available for the My Work Pagelet.  The standard set-up provides consistency across all agencies and modules.


	1. [bookmark: T6_F4]
	You have successfully reviewed the My Work pagelet.

End of Procedure.
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General Ledger WorkCenter
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My Work Pagelet Personalization

User Personalization has not been ensbled for this Pagelet.

The system adminisirator has not enabled user personalizations for ths pagelet.
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