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	Date Created:
	8/1/2024

	Version:
	1.0

	Last Updated Date:
	

	Process:  
	The PeopleSoft Fluid Receivables WorkCenter is a central navigational component designed for the end user to access frequently used pages.  The Fluid version improves functionality from a mobile device.

	Navigation:  Accounts Receivable Homepage>Receivables WorkCenter
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	The My Work, Links, Queries, and Reports/Processes sections are displayed in the left pane.  
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	The gear icon in the left pane contains the ‘Personalize’ and ‘Edit Filters’ features. 
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	Filters are edited by clicking on the gear icon [image: ] then the ‘Edit Filters’ option.  The user then selects a link to configure the filter values.






Enter the desired filter values then click the ‘Done’ button on the Configure Filter Values page.  Next, click the ‘Done’ button on the Edit Filters Personalize page to navigate back to the Receivables WorkCenter. 
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	Click the Refresh icon [image: ] to view results.

Use the Refine Filter Criteria icon [image: ] to add additional criteria.
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	My Work

The My Work section includes links to queries that provide the user lists of actionable processing tasks.  The groups in the My Work section include Exceptions, Items, Payments and Pending Batch Processing.





The circled value to the right provides the number of query results.  
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	Clicking on any of the links with results in the My Work section will display the query results in the right modal window.



	[image: ]


	In the right pane, select the checkbox next to ‘Unit’ to select all rows or select one row at a time.  

Selecting the ‘Actions’ drop down provides a list of actions possible for the selected transaction(s).




The ‘Email Notification’ action may be used to send select transactions to a chosen user’s email address for review and/or processing.

Note: Use the ‘Cancel’ button to return to the WorkCenter page.  Do not use the back arrow option.
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	An email will be sent to the SMART user with a summary of the transactions to be addressed and a link to SMART.
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	Click on the ‘More’ icon [image: ] to review or take action on a single transaction.

	[image: ]


	Links

The Links section provides quick access to pages used for processing deposits, interfunds and item groups. Links in this section are also used to  validate deposit uploads, create payment worksheets, review payments and customer accounts. Accounts Receivables Training documents are also accessible from the Links section.
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	Queries

The Queries section provides quick access to the Query Manager and commonly used queries.  

The queries display in the right pane when selected.
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	Reports/Processes

This Reports/Processes section provides quick links to Accounts Receivable Reports, Report Manager and Process Monitor.
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	Personalization

From the main Receivables Workcenter page, click the gear icon in the top right corner of the left pane then select ‘Personalize’.  








Personalization options on the Links, Queries and Reports/Processes grouplets include adding groups, reordering groups, reordering links, starting a grouplet/group collapsed, hiding links, opening groups in a new window and selecting a starting page.  
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	Reorder a group by clicking on the ‘Reorder Group’ button on the Personalize page. On the Reorder Group page, drag and drop the reorder group [image: ] icon to change the order.  


Reorder the links within a group on the Personalize page by clicking on the reorder group [image: ] icon then dragging and dropping into the desired order.    
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	Personalization options on the My Work grouplet are more limited.  The options available are collapsing grouplets/groups, showing transaction counts and selecting a starting page.
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	Adding a Group to the Links grouplet

From the main Receivables Workcenter page, click on the ‘Personalize’ gear icon, select the Links tab, then select ‘Add Group’ button in the upper right corner.
Enter a ‘Group Label’, then select the ‘Define’ hyperlink.
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	On the Define Link page, click the ‘Select Menu Item’ hyperlink then select a page from the menu. Place a checkmark in the ‘Override Label’ box and update the link name, if desired. Click ‘Done’ to complete the group addition.
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	Continue to add menu items to the group by clicking the + icon and then repeating the process.  Once all menu items have been added, click ‘Done’ on the Edit Group page, then click ‘Done’ again on the Personalize page.
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	Adding a Group to the Queries grouplet

From the main Receivables Workcenter page, click on the ‘Personalize’ gear icon, select the Queries tab, then select the ‘Add Group’ button in the upper right corner.
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	Enter a ‘Group Label’, then select the lookup under ‘Name’.
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	Expand the ‘Search Criteria’ section, then enter search criteria.  Click ‘Search’ then select the desired query.
	[image: ]


	To display the query name, the ‘Override Label’ checkbox must be checked.  










The ‘Description’ field will be available to copy and paste the query name into the field.  

Use the + icon to add additional queries.  

Click ‘Done’.
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	Reports/Processes

From the main Receivables Workcenter page, click on the ‘Personalize’ gear icon then select the Reports/Processes tab.  Select the ‘Add Group’ button in the upper right corner. Enter a ‘Group Label’ then click the ‘Define’ link.

Use the ‘Select Menu Item’ link to choose the new process.  

Click ‘Done’.
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	Enter a Run Control ID.  Click ‘Done’.
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	Remain on the Reports/Processes tab, and reorder the group by clicking on the ‘Reorder Group’ button.Click on the [image: ] icon to drag the new group to the bottom of the list.

Click ‘Done’ then ‘Done’ again.
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	Review new group.
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