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Work Portal

Logging on to Work Portal

when yvou first access Work Partal, or if vou have let it sit idle for some time, vou will need to log in with vour user name and

passward,

To log on to Work Portal

1. Obtain the Wworlk Portal URL as well as a user name and password from your systemn administrator,

2. Type the URL for the work Portal into your browser and press Enter. The Login dialog box appears.

Example:

Flease enter required credentials

USERNAME: [jsmith

PASSWORD; [*####++4]

[T Enable dutornatic Login

Fuego™ - Work Portal

3. Type yvour username and password, Passwords are case sensitive,
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To process an instance

1. Click on the Show ¥Wiew symbaol B next to the process name. The process name turns bold and an activity (or list of several
activities if vou are responsible for more than one activity in the process) is displayed below the process name.

Z, When a view is italicized, it means that a new instance has arrived and vou have not yvet selected the view. although the
new instance might already been processed by some other user, the view remains italicized until yvou select it, If such is the
case, when yvou select it, no new instances will be shown., Click on an italicized activity. All instances for this activity are
displaved in the right pane of the window,

Example:
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3. Click one of the instances, The tasks appear below the instance.

4, (optional) click the Notes @ and Attachments ﬂ buttons to add notes and attachments. Click the (Yiew) file link in the
Description colurnn to view any notes, Click the file link in the Mame column to view any attachrents,
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