Armament ACE Desk Top Instruction
No. Armament ACE-IS-012


TITLE: Using the Windchill Worklist

DESCRIPTION: 

Provide instructions for Windchill users on how to use the worklist. 

INSTRUCTIONS: 

Facts that You Should Know About the Worklist 

· Every Windchill window will have a link to the user’s worklist (Worklist). 

· Each user’s worklist will show work items assigned to the user as part of an application workflow process. 

· An application will automatically load an item into the worklist of a responsible user, that is, when a user is designated as responsible for a step in the application work flow process, the step will automatically display in their worklist. Users will also get email notification that there is a task in the worklist, so users do not have to check the worklist all the time. 

· A user can click on the task hyperlink on the worklist to access an instruction window that explains what the responsibilities are to complete the application task.

· When a task displayed in the worklist is complete, the associated work item is automatically removed from the worklist. Users may have to refresh their worklist (by using the Rebuild button) in order for the task to be (visually) removed.

· The worklist window provides a search mechanism that allows the user to search for running processes, all processes, or completed processes.

· The worklist also has a calendar feature that allows a user to define their workweek and delegate tasks for the days that you don’t work. 

How To View (Access) the Worklist

Access the worklist window by clicking on the Worklist hyperlink option from within the Windchill environment. The Worklist window will appear, an example is shown in Figure 1.
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Figure 1: Worklist Window

How to “Review” Your Worklist

All of the icons and hyperlinks on the worklist provide the user access to certain information.

There are two hyperlinks that the user needs to be especially concerned about on the worklist (reference Figure 1).
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	Task: The link(s) under this field will take the user to a window where the user can perform the specific action that he/she has been assigned to do. This window should always provide instructions and tools to do the assigned task. In Figure 1, the task shown is Creator Review/ Rework from the FCS Releasable application (also shown in picture to the left).
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	Subject: Before starting the task, a user may want to review general information about the object (document) that the task is associated with. This link will take the user to the properties window that will display specific information about the object. All information that has been added to the object will be accessible, including attachments and references. 


Other items of importance on the Worklist window are:
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Use this button to refresh the worklist. This should be used if you have had your worklist open for any length of time. Some of the dual actions (task assigned to more than one person) may have been completed. Clicking on this button will clear any actions that were completed by another member of your group, and will refresh the list.
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These icons perform various search functions. The user may search for a process by using the icons.
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 This icon opens the Calendar feature, as shown in Figure 2.

The user can click on any date and mark it as a non-working (click on Mark Nonworking button) or working (click on Mark Working button). Windchill will adjust the time-line for any of your tasks.
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Figure 2: Worklist Calendar Window

You can also Delegate a task to someone else. Click on a date on the calendar, and then click on the Delegate button.
The window shown in Figure 3 will display. As shown, select Source to = mil.army.pica.Ldap, enter a User Name or partial name, and then click on Find button. A list of names will display. Highlight a name, and then click on OK.
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Figure 3: Delegating 
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