Quick Guide - Desktop & Web

Checking your Agresso Tasks List
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Task List in Desktop

Within Agresso (Unit4) Business World, aka Smart Client or Back Office, your Task List contains
items which has been workflowed to you and are awaiting action. Please check this regularly
and deal with your Tasks in a timely manner.

1. Your Tasks List can be seen at any time within Agresso from the main menu: View > Tasks.
Alternatively, you can click on the Task List Pane, usually located at the foot of the main
Agresso screen, as shown below.
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You are able to pin the Task List open too, by clicking the ‘pin’ icon on the top right i

2. Double click on one of your Tasks to open the approval screen.
» In Advanced Mode you can Approve/Reject each line (top left picture below)
« In Simple Mode you can Approve/Reject all lines within the same Tasks (right picture)
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3. Tick the relevant lines in the box in the Tasks menu (or Select all visible items) and click the

Reject or Approve button as appropriate. If you click Reject, you will be prompted to enter a
comment to explain your reason for rejection.
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Task List in Web

1. Once you've logged into the Agresso web via your browser, an orange square in the top
right will indicate the number of Tasks to action, as shown below.
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Tasks may be grouped using the ‘Group by’ filter, as shown below.

05/11/20.. ~ L sp23 v A vB ™ |Search(AIt+q)

Your tasks (@ Group by ¥

1. Goods Receipt Order - Amount not fully GRN'd SupplD: 158708 Cat ..
1. Goods Receipt Order - Amount not fully GRN'd SupplD: 160725 Cat _.
Management Accountants

REQ - Budget Holder approval OrderNo: 50873336

Un-Park on receipt of GRN received notice SupplD: 159874 Cat 1: Proj...

2. Click on a Task to open the approval screen and action accordingly using the
Approve/Reject buttons.
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GL transaction approval

ﬂ Please approve or reject this journal request.
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Transaction type On Line Journal 17/09/2019 1657 ] Heggarty (IH38) - Distributed
Transaction number 50008063  Debit amount 1.00

Period 201804  Credit amount -1.00

Transaction date 17/09/2019 Tax amount 0.00
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