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Download to Excel, Find, and Personalize Buttons

Procedure

In this topic you will learn how to Download to Excel, Find, and Personalize Buttons.

Business Manager .., FinancialsPAT @ Q A ! @

£ LSU Health Financials

New Window Help | Personalize Page &
Worklist
Worklist for
Detail View Worklist Filters ~
Worklist ltems
EIEY
From Date From Work Item Worked By Activity Priority Link
PaymentRequestA
: | | ZZ_LSUNE Paym
. 09/16/2025 Approval Reassign Approval Workflow ‘ *| |N O REQUEST I
D 09/16/2025 Approval Reassign Approval Warkflow ‘ v|
PaymentRequestA
| | ZZ_LSUNE_Paym
09/16/2025 Approval Reassign Approval Workflow ‘ ¥| |N D REQUESL I
F 0A
: : | R tion, 55238, 77
01/07/2013 Approval Routing Approval Workflow \ 2-Medium v|  §EUSUSTESS ti
P TT— Requisition, 70804
08/14/2025 Approval Routing Approval Workflow ‘ 2-Medium ¥| 2012-10-12. N 0, |
— REQ_ID:0095136,
—_— Requisition, 70804
09/04/2025 Approval Routing Approval Workflow ‘ 2-Medium v| 2012-10-12 N 0, |
- REQ_ID:0068336
B ——— 70805
09/12/2025 Approval Routing Approval Workflow ‘ 2Medium v| | 2012.10- 0.
————— | REQ_ID:0095140,
PaymentReguestA
NOHRINNDE Ao ] DV s Aol VAlard Flais | LSUNE Paym ¥
4 »

Step Action

1. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

With the upgrade, the Find link, Personalize, and Download to Excel grid links
are moved from the right of the page to the left of the grid list and are buttons
instead of links.
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< LSU Health Financials Business Manager ..., Financials PRP fx Q L4
New Window | Help | Personalize Page a
Worklist Filters | v Feed

Personalize l’\e‘.vALIIEI First 4 10f1 (b Last

* Hem Worked By Activity Priority Link
Requisition, 55238,
T i :
oval Raiting Approval wortiow g ] EEESuESIER 2ua 0t

REQ 1D:0097236

Step Action

2. Download to Excel, Find, Personalize Buttons

As you can see from the screenshot, Find and Download to Excel both appear on
top, right of the grid list bar.

PRP - Not Upgraded

The Find link and the Download Worklist Items Table to Excel appear on the
top, right of the page before Worklist Item numbers.
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< LSU Health Financials

Business Manager ... Financials PAT @ Q A : @
New Window Help | Perseonalize Page &

Worklist

Worklist for

Detail View Worlklist Filters v

Worklist ltems

=]
From Date From Work ltem Worked By Activity Priority Link
PaymentRequestA
L P
09/16/2025 Approval Reassign Approval Workflow | V‘ EJZ Lg‘é%E 'Sa %
RDC:RSOA,
ntRequestA
D 09/16/2025 Approval Reassign Approval Workflow | v ‘
PaymentRequestA
09/16/2025 Approval Reassign Approval Workflow | vi ZZ LS\ 'NEI F‘aym{
01/07/2013 Approval Routing Approval Workflow | 2-Medium V‘
08/14/2025 Approval Routing Approval Workflow | 2-Medium Vi

equisition, 70804

09/04/2025 Approval Routing Approval Workflow | 2Medium v 20121012 N.0

_— Requisition, 70805
09/12/2025 Approval Routing Approval Workflow | 2-Medium V‘ 2012-10-12, N 0 |

REQ_ID 0085140

_  PaymeniRequestd
naMamnnE Kovaem, il D i Arrrind Warkflau | ..l | ZZ LSUNE Paym¥
>

Step Action

3. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

Find is designated by the magnifying glass button. In this example, the user will
search for the LSUSH requisition that is dated 09/18/2025.

Click the Find button.

Q
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rcbb.psfs.lsuhsc.edu says

Step

Action

Download to Excel, Find, Personalize Buttons
PAT - Upgraded
Users must enter the date using the correct date format: MM/DD/YYYY.

Enter the desired information into the Search field. Enter "09/18/2025".
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rcbb.psfs.lsuhsc.edu says

Step

Action

Download to Excel, Find, Personalize Buttons

PAT - Upgraded

Users must enter the date using the correct date format: MM/DD/YYYY.

Click the OK button.

@

~
v
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£ LSU Health Financials Business Manager ... Financials PAT & Q LA

New Window | Help | Personalize Page &

Worklist

Worklist for

Detail View Worklist Filters v

Worklist Items

| EY
From Date From Work Item Worked By Activity Priority Link
_ Regquisition,_70805
09/18/2025 Approval Routing Approval Workflow ‘ 2-Medium 2012-10-12 E_.Q._II
_— REQ_ID:0095144

D Refresh

Step Action

6. Download to Excel, Find, Personalize Buttons
PAT - Upgraded
The 09/18/2025 Worklist Item is displayed by itself on the page.

Click the Refresh button.

Refresh
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< LSU Health Financials Business Manager ... Financials PAT & Q 4 :: @
New Window | Help | Personalize Page &

Worklist

Worklist for

Detail View Worklist Filters -

Worklist ltems

C1|EY
From Date From Work Item Worked By Activity Priority Link
09/16/2025 Approval Reassign Approval Workflow ‘ vI
RDCRSO0A,
PaymeniRequestA
00/16/2025 Approval Reassign Approval Workflow ‘ v| %Z_%_Ef{{%
R S.0A
PaymentRequestA
09/16/2025 Approval Reassign Approval Workflow ‘ vl %{%
— |RbERSDA
01/07/2013 Approval Routing Approval Workflow ‘ 2-Medium vl %HESE?N%U%

08/14/2025 Approval Routing Approval Workflow ‘ 2-Medium vl 2012-10-12. N 0, |

09/04/2025 Approval Routing Approval Workflow ‘ 2-Medium v| 012-10-12. N 0, |
-~ REQ_ID:0068336
_ Requisition, 70805
09/12/2025 Approval Routing Approval Workflow ‘ 2-Medium v| - 0
PaymentRequestA
A naMennIE Annen il Dnistins Annraunl s ..l 1 ZZ LSUNE ?aan'

Step Action

7. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

The button that looks like a little spreadsheet is the Grid Actions Menu. This
allows the user to download to Excel, zoom in on the list of items, or personalize
the grid for certain pages.

Click the Grid Action Menu button.
By
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< LSU Health Financials Business Manager ... FinancialsPAT & Q L : @

New Window | Help | Personalize Pagea

Worklist

Worklist for

Detail View Workiist Filters v

Worklist ltems

o

Personalize Work Item Worked By Activity Priority Link
PaymeniRequestA
Zoam WorkrstBems Approval Reassign Approval Workflow | v| UNE B
Download Worklist Items Table to Excel
DS sl 09/16/2025 Approval Reassign Approval Workflow | v|
: PaymentRequestA
bonzales, Michcle 09/16/2025 Approval Reassign Approval Workflow | vi %{Lﬂ
— |RbBERSDA
Dorsey, Tafy 01/07/2013 Approval Routing Approval Workflow | 2-Medium | Begustion 55238 77
Nguyen, Thien < " |
Tommy D 08/14/2025 Approval Routing Approval Workflow | 2-Medium V| 2 C-? 12, I I
— REQ_ID:0095136;
. —— | Requisition, 70804
Bonura, Karen 09/04/2025 Approval Routing Approval Workflow | 2-Medium v| 2012-10-12 N 0, |
———' | REQ_1D:0088336,
Gonzales, M ——— | Requisition, 70805
MGONZ2 Bus Mgr  09/12/2025 Approval Routing Approval Workflow | 2-Medium v| 2012-10-12. N 0, |
st — REQ_ID:0095140
PaymentRequestA
..l |ZZ LSUNE Paym¥
»

Step Action

8. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

By selecting the Grid Actions button on the Worklist grid, the user sees the
menu options shown in the screenshot.

Click the Personalize link.

Personalize
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Grid Customization

Worklist ltems

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order Sort Order
From

Date From

Work ltem
‘Waorked By Activity
Priority Descending
Link

BTN_MARKWORKED
BTN_REASSIGN v

ot | [P Jom e

Step Action

9. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

The Personalize page allows the user to order column or add field to the sort
order. The user accomplishes this by clicking on the column name and then

pressing the appropriate button.

Click the Cancel button.

Cancel
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< Asset Management AM Search for an Assgiy, Financials PRP (0 Q

New Window | Help | Perscnalize Page]

Search for an Asset

Asset Search Criteria

Unit|LSUNO Q Book Q Parent ID
Category Q Location Q AreaID
AssetID Asset Status I Service s
Tag Number Profile ID Q Group ID
Serial ID
[[] Approval Pending
Additional Search Criteria Chartfield Search Criteria
Acquisition Details
PO Unit Q Receipt Unit [ § AP Unit Q PC Bus Unit
PO No Receipt No Voucher Project ID
Retrieve (2
[ cost Information [ Acquisition Information [ Location [ Non Capital Asset [ custodian [ Lease
Search Clear
[T Motity

4

Step Action

10. Search/Find Button Moved to within the Field Box

PRP - Not Upgraded

Users will see that the Find button, the magnifying glass is now inside the field
box instead of immediately to the right.
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< LSU Health Financials Business Manager ... Financials PAT & Q 4O : @

Search for an Asset =

¥ Asset Search Criteria

Unit |LSUNO [a] Book | ]

Category ‘ m Location | |:I
Asset D ‘ ‘ | In Service v|
—_— Asset Status
Tag Number ‘ ‘ Profile ID | | : |
Serial D | |

[ Approval Pending
Additional Search Criteria Chartfield Search Criteria

Acquisition Details

PO Unit | [2] Receipt Unit | 4] AP Unit | [«]

PO No 1 | Receipt No | ‘ Voucher | !

Retrieve

[ Cost Information O Acquisition Information [ Location ([ Non Capital Asset O Custc

l Search H Clear

Notify |

4

4

Step

Action

1.

Search/Find Button Moved to within the Field Box

PAT - Upgraded

The screenshot shows the Search/Find - magnifying glass - button within the field
box.
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£ LSU Health Financials

Search for an Asset

¥ Asset Search Criteria

N

Business Manager ... Financials PAT

Tag Number ‘

Serial ID |

[ Approval Pending
Additional Search Criteria

Acquisition Details

PO Unit | |:|

PONo | |

Retrieve ()

I Cost Information

I Search } I Clear

4

[J Acquisition Information

Unit [LSUNO [2] Book | =]
Category ‘ m Location ‘ E
Asset D ‘ ‘ In Service v‘

Asset Status

|
| Profile ID | | : |
|

Chartfield Search Criteria

AP Unit |

[

Receipt Unit |

Receipt No ! Voucher ‘

O Location [ Non Capital Asset

%

O Custc

Step Action

12.
End of Procedure.

This completes Download to Excel, Find, and Personalize Buttons.
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