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To Get Set-up on Workflow process please 
verify your e-mail address if it’s correct.  
Do the following: 
 

1.) Log-in to Pass 
 
2.) Select P.A.S.S. site 

 
 
  3.) Select Personal Information 

 

Please make sure that you are set up for the workflow process for your user ID. 
 
This is a one-time process only, once you are set up, you will remain so unless your email address or 
user ID changes. 
 
All Financial documents will be submitted electronically. 

Used for: Budget Journals    Vouchers 
 General Ledger Journals Purchase Requisitions 
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    4. Verify if e-mail address preferred is 
correct. 

 

 
 
After you have verified your e-mail address, 
return to Portal Hub and select UHS 
Finance: 
    
 
 
 
 
 
 

 
 

 
 
To put the customized  Worklist pagelet on 
your Home page: 
 

Click the Content link on Home page 
above the Menu. 
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Click the Budget Journal worklist, 

Journal worklist, Payable worklist, and 
Requistion worklists box. 

 
Click . 

 
 

 
To change the position of your worklist on 
your Home page, 
 

Click on Layout above the Menu. 
 
 
 
 
 
 
In the Personalize Layout window, choose 2 
or 3 columns and choose which pagelets 
appear in which column. 
 

 

 

 
 

 

NOTE:  Do NOT use the Worklist in the 
menu bar.  This Worklist may 
contain erroneous journals. 
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Select a Worklist by highlighting it and then 
select the right, left, up, or down arrow to 
move the pagelet to the desired location on 
the Home Page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now Navigate to appropriate panels through 
the PeopleSoft menu. 

 

 
 

 
 

 
 



PEOPLESOFT FINANCIALS – WORKFLOW SET-UP IN FINANCIAL PRODUCTION DATABASE 
 

Journal GL WorkFlow Setup in Financial Production.doc - 5/29/2008 3:01 PM  Page 5 of 5 

 
Worklists will include documents that have 
been approved, denied, or recycled. 
 
Departments should check their Worklist 
daily to look for any documents that have 
been approved, denied, or recycled on the 
Home Page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

NOTE:  To get to Home page, click on Home in upper right hand corner 
 

 

 

NOTES:                 
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