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The Personal Object Work List (POWL) is a tool that allows users to search for documents in SRM.    
Default parameters are established for each search criteria.    Users have the ability to override the 
defaulted search criteria and reset the system default search criteria if desired.  Following are 
instructions for overriding defaulted parameters in POWL as well as resetting the system defaults.  

If you have a requisitioner role, select the “Requisitioning” tab and the POWL selection screen is 
available for the following link(s) in the Detailed Navigation menu: 

• Requisitioning 
 

 
 
If you have a buyer role, select the “Procurement” tab and the POWL selection screen is available for the 
following link(s) in the Detailed Navigation menu: 

• Strategic Sourcing 
• Contract Management 
• Purchasing  
• Business Partner 

 

 
 
NOTE:  “Work Overview” is a tabular display of “Alerts, Tasks, & Notifications”. 
 “Workload Redistribution” requires specified criteria for search and redistribution to a different 
PGroup. 
 

For the purpose of the following instruction, only the “Requisitioning” link POWL will be used.  However, 
the same techniques apply for any POWL. 
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1. Select the Requisitioning Tab → select “Requisitioning” from the Detailed Navigation pane. 

 

 

2. The Active Queries section of the screen allows you to choose the group of documents on which 
to base your selection criteria.  Click on the “All” link next to “Shopping Carts”.  The button titled 
“Show Quick Criteria Maintenance” is shown.  You may see “Hide Quick Criteria Maintenance” if 
the screen is already open.  Click the button to open the POWL selection screen.  The selection 
parameters will be displayed after clicking “Show Quick Criteria Maintenance”. 

 

The default parameter is set to show all Shopping Carts created by you in the last 90 days.   
Users can only see shopping carts that they create.  The list of shopping carts is displayed at the 
bottom of the screen. 

 

 

 



Personal Object Work List (POWL) 

Page 3 of 5 

 

The selection criteria can be modified to meet your unique requirements.  For example, search for a 
specific shopping cart number.   

3. Enter the shopping cart number you wish to display directly into the “Shopping Cart Number” 
field.  Click “Apply” at the bottom of the Quick Criteria Maintenance section of the screen.  

 

 

 

 

 

 

 

 

 

 

4. The shopping cart selected is displayed at the bottom of the screen. 
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NOTE:  The new selection criteria will remain in your POWL selection criteria until you change it.   

You have the option to revert back to the system defaulted selection criteria by following the steps 
below. 

RESET POWL SYSTEM DEFAULT PARAMETERS 
1. Access the query to be reset by clicking on the link in Active Queries and clicking the Show Quick 

Criteria Maintenance button.   You may see “Hide Quick Criteria Maintenance” if the screen is 
already open.  You will see a note “Query has been changed” to inform the user that the criteria 
shown is not the system defaulted selection parameters.   

 

2. Click the “change query” link to the far right side of the screen. 
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3. Click the “Restore Admin Settings” button. 

 

4. Click the “Apply” button.  

 

The selection criteria are reset. 


