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[bookmark: _Toc181101189]Guide Overview
This guide provides information on the My Workspace page in Blue Origin’s Procure-to-Pay powered by Exostar’s Supply Chain Platform (SCP). The following topics are covered:
· Access
· Actions
· View Exceptions
· Personalization

My Workspace is a dashboard of all information available to you and is role- based. The totals displayed are based on the data your role can access. My Workspace is a one-stop-shop for all information to which you have access. Your personalized default filters affect the totals shown on My Workspace, so some records you have access to may not be shown. You can change the default filters for a dashboard card by clicking [image: ] on that card.
[bookmark: _Toc181101190]Access
From the navigation Menu, click My Workspace to access a summary of your data.
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[bookmark: _Toc181101191]My Workspace Menu Actions
	Icon
	Actions

	This section refers to the main page

	[image: ]
	Hide the exceptions with zero count
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	Refresh the My Workspace page to view the most updated results
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	Show/Hide cards on My Workspace page
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	Add back a hidden process
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	Reset the modified My Workspace page to the system default


	This section refers to available cards
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	· Remove multiple cards at once
· Drag-and-drop to rearrange cards
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	Set the filter criteria
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	Reset My Workspace to the default
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	Remove cards from the dashboard
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	Show actual count


[bookmark: _Toc181101192]View Exceptions
You can view the summaries of exceptions configured for each workflow.
1. From the available workflow summary cards, click the Expand icon to access its summary list page.
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2. In this example, Supply Network Exceptions is chosen.
3. The system displays the exception summary page where you can find all relevant exceptions to the workflow you have selected.
a. The number indicates Line Items, e.g. 1 order with 9 line items will display the number 9.
b. Exception items display the number of items with different severity, such as High, Medium and Low.
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4. Click the number to view a list of these items.
[image: A screenshot of a computer

Description automatically generated]
[bookmark: _Toc181101193]Personalize My Workspace
[bookmark: _Toc181101194]Add Hidden Cards
To add a (hidden) card to My Workspace:
1. Click Menu, and then click My Workspace. My Workspace page opens.
2. At the top right side of the page, click the Add card icon. The Add card dialog box opens.
3. In the Filter All list, click a filter type.
4. Optionally, type a placeholder name.
5. Click Save.
[bookmark: _Toc181101195]Remove Cards
To remove cards from My Workspace:
1. Click Menu, and then click My Workspace. My Workspace page opens.
2. At the top right side of the page, click the Edit icon. My Workspace appears with a checkbox at the upper right of each card.
3. Select the checkbox of a card that you want to remove. You can select multiple checkboxes.
4. Click Remove.
5. Click Save.
[bookmark: _Toc181101196]Remove Unused Exception States
To remove a specific Exception state or a set of specific Exceptions states from a card:
1. Click Menu, and then click My Workspace. My Workspace page opens.
2. On a card, click the three vertical dots icon, and click the Edit icon.
3. Un-check the box of an exception or business object state that you want to remove. You can select multiple checkboxes.
4. Click Remove.
5. Click Save.

To add a removed exception/ business object state back to the card, follow the above steps, and check the box that you want to add back.
[image: ]
[bookmark: _Toc181101197]Filter User Criteria for Exceptions
To filter user criteria for exceptions (alerts) summary counts:
1. Click the three vertical dots icon on the Exceptions card you want to filter for, and click Filter.
2. On a specific exception/ alert, click the Filter icon (three horizontal lines) besides the Exception name.
3. On the Search page, enter your filter criteria. (You can combine multiple filter criteria, as needed).
4. Click the Search button at the bottom of the search page, and view the change in the result counts.
5. To save your criteria, click the Save Search button. Your filter criteria are saved.
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· On the Exceptions page, the Filter icon (three horizontal lines) is marked with a check (this indicates a filter is applied to that specific exception.
· On return to the My Workspace page, the summary counts for that card is reduced based on your specified filter.
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[bookmark: _Toc181101198]Filter User Criteria for Business Objects
To filter user criteria for business objects summary counts (Order and Shipment):
1. Click the three vertical dots icon on the card you want to filter for the business object counts and click Filter.
2. On the Search page, enter your filter criteria. (You can combine multiple filter criteria, as needed).
3. Click the Search button at the bottom of the search page and view the change in the result counts.
4. To save your criteria, click the Save Search button. Your filter criteria are saved.

On return to the My Workspace page, the summary counts for that card is reduced based on your specified filter.
[image: ]
[bookmark: _Toc181101199]Reset Default Settings
To reset the default settings in My Workspace:
1. Click Menu, and then click My Workspace. My Workspace page opens.
2. At the top right side of the page, click the Reset icon. A confirmation message appears.
3. Click OK.
[bookmark: _Toc181101200]View Actual Account on Summary Cards
When the count limit is exceeded, the state count in Summary cards is capped to the count limit and users are not aware of the actual count of the objects in that state.
Note: The count limit is denoted by a "+" sign, e.g., 5+.

Users can disable the count limit using the menu option in the card dropdown menu, and view the actual count of the objects in each state.

To show the actual count of items on a Summary card:
1. Click Menu, and then click My Workspace. My Workspace page opens.
2. On a card, click the three vertical dots icon, and click the Show Actual Count icon.


The state is now updated to reflect the actual count. The actual count is not clickable.
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[bookmark: _Toc181101201]Show/Hide Zero Values
To show or hide zero values in My Workspace:
1. Click Menu, and then click My Workspace. My Workspace page opens.
2. At the top right side of the page, click the Show zero values/Hide zero values toggle icon (Eye/ Eye slashed icon). My Workspace page shows/hides zero value.
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