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This Job Aid walks through the process of communicating with regards to financial transactions, 

via GUS Worklist and Notifications. 

 

After you submit a transaction (Invoices, Expense Reports, Requisitions, etc.), communication may 

need to take place between auditors, requesters, supervisors, and other individuals on campus.  This 

is accomplished through the worklist and notifications.  When someone requests information from 

you, you will receive both an e-mail and a notification in GUS Cloud. 

 
 

 

 

Step Action 

1. Log into GUS Cloud. 
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Step Action 

2. Your Notification Bell indicates the number of unread notifications you have.  

To mark these notifications as read, you must click on the bell and click the 

notification link.  Items should remain available for searching and viewing under 

the bell for 30 days. 

 

 

Tip:  Common notifications include Information Requested, Action Required, 

and FYI.   
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3. Selecting the drop down for More Details under notifications bell will give you 

options for which tab of the BPM worklist you want to navigate to. The BPM 

Worklist is an expanded and searchable view of the Notification Bell. 

 

 

The BPM Worklist has several different viewing options for users.   

• Tasks assigned to you 

• Tasks you initiated 

• Completed Tasks 

• All Tasks 
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Step Action 

 

Note: BPM Worklist opens in a new browser window.  Make sure pop-ups are 

allowed for GUS Cloud in your browser. 
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Step Action 

4. The GUS Worklist is found on the springboard, or through your Navigator list 

under Tools. 

 

Inside your Worklist you can find your assigned tasks under 

Financials Tab:                       or             Procurement Tab: 

• Expense Reports                              Requisitions 

• Invoices                                           Purchase or Change Orders 
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Step Action 

5. When someone requests information from you, you will see the same task in both the 

Notification Bell, and the Worklist. 

 

 
 

 
 

You could have also received an e-mail from Fusion Cloud Services with a subject 

including ‘Information Requested’.  You can click on the Workspace Application link in 

the e-mail to navigate directly to this task in GUS Cloud. 

 

 
 

Tip:  You may need to sign in to GUS Cloud using single sign on if you are not already 

signed in. 
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6. Information requests are similar across all modules, but can have different layouts and 

formatting. Look for the comment first in all modules. This will tell you what 

information has been requested and who requested it. 

 

Information requested for an invoice: 

 

 
 

Information requested for an expense report: 
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Step Action 

Information Requested for a requisition: 

 

 
 

Each information request will show you basic details about the transaction involved, as 

well as who is requesting the information and any comments that have already taken 

place. 
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Step Action 

7. Add comments or attachments by clicking on the + button.   

 

 
 

 
 

Enter your comment, or attach your document.  Then click ok. 
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Step Action 

8. To complete the task, you much click on Actions>Submit Information. 

 

 
 

To save the item for later, click Save. This worklist notification will remain on 

your list until you have submitted information.  

 



Job Aid 

Worklist & Notifications 

 

Date Created: 9/23/2016 3:53:00 PM Page 11 

 

9. Choosing ‘Reassign’ will transfer the responsibility of providing additional 

information to another person. 

 

Reassign- If you are seeking information from another Gus Cloud User, use the  

Reassign Task function.   

• Search for a single User by Name or Email address.  

• Check box your selected user. 

• Click OK- This will immediately send your request to the select user. 
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Step Action 

10. Once requested information has been provided, future approvers will see it in the 

comments/attachments sections. 

 

 
 

11. You have reached the end of the Worklist & Notification Job Aid. 

 

 


