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Approving/Denying GL Journals from the Worklist

Only journal entries for the ACCRL ledger and a source of OSC or ONL require approval. These
journals must be submitted for approval when they are created using the Approval tab on in the
Create/Update Journal Entries component.

Journals requiring approval are routed to an approver's Worklist. Journals can also be approved
or denied using the Manage Journal Approval page.

Comments are required for any journal that is denied.

The requestor will receive an email notification that the journal has been denied and an item will
be added to the requestor's worklist. A sample email notification is provided below.

From: doit.core il gov [r core.er gov]
Sent: Wednesday, January 30, 20131:21 PM

To: Braga, Donna

Subject: Journal ID "0001000865" Business Unit "STATE" Has Been "Denied"

The following journal has been "Denied".
Business Unit: STATE

Journal ID: 0001000865
Journal Date: 2012-08-30

Line Business Unit: STATE

You can navigate directly to the journal entry page for more information by clicking the link below.

http://corect-web002.doit.state.ct.us:13650/psp/FI1TST/EMPLOYEE/ERP/c/PROCESS JOURNALS.JOURNAL APPROVAL.GBL?
Page=JOURNAL APPROVAL&Action=U&BUSINESS UNIT=STATE&JOURNAL ID=0001000865& OURNAL DATE=2012-08-30&BUSINESS UNIT LN=STATE

In this example the Worklist is used to approve one journal and deny another journal.

Procedure

Navigation: Core-CT Financials >Worklist > Worklist
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Add to Far
Favorites : Main Menu

Top Menu Features Description
Authorization Error — Contact your Security
Administrator

Action

Click the Worklist link.
Worklist

Favorites  Main Menu > Worklist > Worklist

Worklist for WalshNa: OSC-Walsh Nancy L

Detail View Work List Filters: () Feed

From Date From  Work ltem Worked By Activity riori Link

GLJournalApproval, 31, GL Journal
Approval, 1900-01-01. 11, 0
e BUSINESS UNITSTATE
0SC-ClarkJonnF - 1171412012, 7158 Approval Warkflow 2-Medium | | JOURNAL 1D:0001054904 | Markworked | [ Rezzsin

Approved JOURNAL DATE2012-11-14
BUSINESS UNIT LN:STATE
0.R

I :

UNIT LN:STATE

GLJournalApproval, 51. 6L Journal
Approval, 1900-01-01 1,0
0SC-Gribbon ) . BUSINESS UNIT.STATE -

11/14/2012 Approval Routing Approval Workflow I JOURNAL D-0001054912 [barialVorked s | mfReassion;
Robert E TOURNA

Ul DATE 2 14
BUSINESS UNIT [N:STATE

Y
3
<

GLJournalApproval, 61. 6L Joumal
Approval_1900-01-01 1 0
BUSINESS UNITSTATE
0SC-Clark John F 11/1412012 Approval Routing Approval Workflow Hi | JOURNAL 100001054513 [blarialVorke d s [mReassion:
JOURNAL DATE 2012 11-14
BUSINESS UNIT LISTATE

=
El

GLJournalApproval, 81. 6L Joumal
Approval,_1900-01-01 110
BUSINESS UNITSTATE

JOURNAL 100001054916 |tz orked s | |[mmmReassian:
JOURNAL DATE 2012-11-14

BUSINESS UNIT [NSTATE

0SC-Amlinda  11/14/2012 Approval Routing Approval Workflow E

I
El
<

GLJournalApproval, 91, GL Journal
Apbroval, 1900-01-01. 1, 0

BUSINESS UNIT.STATE
aD.S(%}»LBWIHH 11/14/2012 Approval Routing Approval Workfiow 1-High JOURNAL 1D:0001054918 |
evin JOURNAL DATE2012-11-14

Ui
BUSINESS UNIT LN:STATE
RDC:RADA
GLJournalApproval, 101, GL Journal
Approval, 1900-01-01, N, 0

BUSINESS UNIT.STATE
0SC-Wilson Julie A | 11/15/2012 Approval Routing Approval Werldlow 1-High | JOURNAL 1D:0001054927 |

JOURNAL DATE.201 15
BUSINESS UNIT LN:STATE
RDC:RADA

<

orked | |memRezssian

orked | |memRezssian

GLJournalApproval, 111, GL Journal v

Step

Action

Click the GLJournalApproval, 51, GL Journal Approval, 1900-01-01,
link.

Page 2




Step

Action

routing for the journal entry.
One level of approval is required.

Click the Journal Lines Expand section button.
b Journal Lines

The GL Journal Approval page displays header information and the approval

ORACLE"
Home | Workist || Addto Favortes | Sign out

Favorites  Main Menu > Worklist > Worklist

GL Journal Approval

Business Unit STATE Return to Worklist
Journal ID 0001054912 Attachments (0}
Journal Date 11H412012 GotoJoumal Entry Page
Line Unit STATE Status Pending

Ledger Group ACCRL Debits 5150

Adjusting Entry N Credits $1.50

Fiscal Year 2013 Description

Period 5 Requester GribbonR

Stage - GL Journal Approval

Start
= Unit STATE, ID 0001054912, Date 2012-11-14, Line Unit STATE:Pending E‘ga(vnv
Path - GL Journal Approval o

Pending

@ Multiple Approvers 1%
CT CNTRL JOURNAL APPROVER

To add comments to the journal's approval process, enter them below and click any one ofthe four approval action buttons the Then the
from the Approval Flow Graphic Display above,

| [

can be viewed|

Approve Deny PRusfiback Add Comments
Personaize | Find | View A1 BV |3 Frsi Kl 2012 O Lot
Currency Detais
Line Unit Ledger Fund Dept SID Program Account ChartField 1 ChartField 2 Bud Ref PC Bus Unit Project
1 STATE  ACCRUAL 11000  AES48013 10020 00000 50410 2013 NONPC AES_NONPROJE
2 STATE ACCRUAL 11000  AES48013 10020 00000 10130 2013
@ 2
< ¥

Step

Action

Click the Approve button.
Approve

The Approver reviews the distribution information in the Journal Lines grid.

Click the Expand button to view the journal entry's approval routing.
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ORACLE

Favorites  Main Menu > Worklst Workist
GL Journal Approval
Business Unit STATE Return to Worklist
Journal ID 0001054812 Aftachments (0)
Journal Date 1111412012 Go to Journal Entry Page
Line Unit STATE Status. Approved
Ledger Group ACCRL Debits $1.50
Adjusting Entry N Credits $1.50
Fiscal Year 2013 Description
Period 5 Requester GribbonR

Stage - GL Journal Approval

= Unit STATE, ID 0001054912, Date 2012-11-14, Line Unit STATE:Approved
Path - GL Journal Approval
Approved
v OSC-Walsh Nancy L

CT CNTRL JOURNAL APPROVER
12119112 - 1:41 P

To add comments to the journal's approval process, enter them below and click any one of the four approval action buttans the Then the can be viewed|
viewed from the Approval Flow Graphic Display above:

! ADPrave: Beny;

Bushback: | | AddComments

Personalize | Find |

Line Unit Ledger Fund Dept S0 Program  Account ChartField 1~ ChartField 2  Bud Ref PC Bus Unit Project
1 STATE ACCRUAL 11000  AES48013 10020 00000 50410 2013 NONPC AES_NONPROJE
2 STATE ACCRUAL 11000  AES48013 10020 00000 10130 2013
T w ] >
@ I B

Step Action

6. The Approval Routing indicates that the journal has been approved.

7. Click the Return to Worklist link to review a different journal.
Return to Worklist |

Favorites  Main Menu > Worklist > Worklist

Worklist for WalshNa: OSC-Walsh Nancy L

Work List Filters:

From Date From  Work Item Worked By Activity riori Link

GLJournalApproval, 31, GL Journal
10val, 1900-01-01. 1. 0
Transaction BUSINESS UNITSTATE
Approval Workflow 2-Medium || JOURNAL 1D:0001054904 | MarkWorked |
HEETEEE JOURNAL DATE:2072-11-14
BUSINESS UNIT LN:STATE
RDCAOR

0SC-Clark John F 11/14/2012

Reassian,

GLJournalApproval, 61, GL Journal
Approval 0-01-01. N, 0
BUSINESS UNIT.STATE
0SC-Clark JohnF 11/14/2012 Approval Routing Approval Workflow 1-High w | JOURNAL ID:0001054313 I MartaVorked w|
JOURNAL DATE Ji 14
BUSINESS UNIT [N:STATE
RDCRADA
Gl.JournalApproval, 81,_GL Journal L

il

Reassign

0SCAmlinda  11/14/2012 Approval Routing Approval Workflow 1High  |»| JOURNAL TD0001054916 [larkdorked s
JOURNAL DATE 2012 11-14
BUSINESS UNIT LSTATE
RDCRAOA

Reassign

roval, T900-01-1
BUSINESS UNIT STATE
11/14/2012 Approval Routing Approval Workflow 1-High | JOURNAL 100001054918
JOURNAL DATE 20121114
BUSINESS UNIT [N.STATE
RDCRADA

DDS(CH.awton
Kevin W1

Gl.JournalApproval, 91,_GL Journal
Appi 01 N0

|mtariciVorked p|

Reassign

GLJournalApproval, 101, GL Journal
roval, 1900-01-01, N, 0
BUSINESS UNIT.STATE
0SC-Wilson Julie A 11/15/2012 Approval Routing Approval Werldlow 1-High | JOURNAL 1D:0001054927 | WarkdVorked s|
JOURNAL DATE.20

BUSINESS UNIT_LI:STATE

RDCRADA

GLJournalApproval, 111, GL Journal

Approval, 1900-01-01 1.0

BUSINESS UNIT STATE
11/15/2012 Approval Routing Approval Workflow 1High  |w| JOURNAL ID.0001054929 [tariaorked s

OURNAL DATE.201
BUSINESS UNIT LI:STATE
RDCRADA

Reassian,

xyxCore-CT-Braga
Donna

=

Reassign

GLJournalApproval, 121, GL Journal v
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Step

Action

The journal that was just approved no longer displays on the worklist.

BUS link.

Click the GLJournalApproval, 61, GL Journal Approval, 1900-01-01, N, 0,

ORACLE’
Home | Workist || AddtoFavorites |  Sign out

Favorites  Main Menu > Worklist > Worklist

GL Journal Approval

Business Unit STATE Return to Worklist
Journal ID 0001054913 Attachments (0}

Journal Date 1111412012 Goto Journal Entrv Page
Line Unit STATE Status Pending

Ledger Group ACCRL Debits $6.00

Adjusting Entry N Credits $6.00

Fiscal Year 2013 Description

Period 5 Requester Clark)

Stage - GL Journal Approval

Start
= Unit STATE, ID 0001054913, Date 2012-11-14, Line Unit STATE:Pending E%
Path - GL Journal Approval o

Pending

(@ luitiole Aoprovers |
CT CNTRL JOURNAL APPROVER

To add comments to the journal's approval process, enter them below and click any one ofthe four approval action buttons the Thenthe
from the Approval Flow Graphic Display above.

can be viewed|

F‘(‘é

Apprave Deny Rushiback Add Comments

¥ Journal Lines

Step

Action

Click the Journal Lines Expand section button.
¥ Journal Lines
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ORACLE

Favorites - Main Menu > Workist > Workist

GL Journal Approval <
Business Unit STATE Refurn to Worklist

Journal ID 0001054913 Attachments (0)

Journal Date 11M412012 Go to Journal Entry Page

Line Unit STATE Status Pending

Ledger Group ACCRL Debits $6.00

Adjusting Entry N Credits $6.00

Fiscal Year 2013 Description

Period 5 Requester ClarkJ

Stage - GL Journal Approval

Stari
< Unit STATE, ID 0001054913, Date 2012-11-14, Line Unit STATE:Pending Iﬂﬁ

Palh
Path - GL Journal Approval
Pending
@ uliole Approvers e
CT CNTRL JOURNAL APPROVER
To add comments o the journal's approval process, enter them below and click any one of the four approval acion buttans the Then the can be view
from the Approval Flow Graphic Display above
\ F—'@
! Approve Deny [ Pushibacks | | Add Comments |
Personalize | Find | First Bl 42072 D Last
Line  Unit Ledger Fund  Dept siD Program  Account  Chartfield1 Charifield2 BudRef  PCBusUnit  Project
1 STATE ACCRUAL 11000  AES48013 10020 00000 50170 2013 NONPC AES_NONFROJE
2 STATE ACCRUAL 11000  AES48013 10020 00000 10111 2013 L
4| i I >

Step Action

10. The Approver reviews the distribution information for the journal in the Journal
Lines grid.

11. Comments are required for denials.

Enter This journal is denied because into the Comments field.

Favorites - Main Menu > Workist > Workist

GL Journal Approval <
Business Unit STATE Refurn to Worklist

Journal ID 0001054913 Attachments (0)

Journal Date 111412012 Go to Joumal Entry Page

Line Unit STATE Status Pending

Ledger Group ACCRL Debits $6.00

Adjusting Entry N Credits $6.00

Fiscal Year 2013 Description

Period 5 Requester ClarkJ

Stage - GL Journal Approval

Stard
< Unit STATE, ID 0001054913, Date 2012-11-14, Line Unit STATE:Pending Iﬂyzam
Falh

Path - GL Journal Approval
Pend

prending _________ |
fe) Multiple Approvers e
CT CNTRL JOURNAL APPROVER

To add comments to the journal's approval process, enter them below and click any one of the four approval action buttans the
from the Approval Flow Graphic Display above

This journal is denied because rfﬂ@

Then the can be view

! Approve | Deny | Pusfiback, J {

Line  Unit Ledger Fund Dept SID Program  Account  Chartfield1 Chartfield2  Bud Ref PCBusUnit  Project
1 STATE |ACCRUAL 11000  AES48013 10020 00000 50170 2013 NONFC AES_NONPROJE
2 STATE |ACCRUAL 11000  AES48013 10020 00000 10111 2013 =
< i, I 3 g
< | I bl
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Step

Action

12.

Click the Deny buttor_l.
[———

13.

Click the View/Hide Comments link to view the comments.
[view/Hide Comments)|

ORACLE’
Home | Workist || AddtoFavortes | Signout

Favorites - Main Menu > Workist > Workist

GL Journal Approval =
Business Unit STATE Refum to Worklist

Journal ID 0001054913 Aftachments (0)

Journal Date 111412012 Go'to Journal Entry Page

Line Unit STATE Status Denied

Ledger Group ACCRL Debits $6.00

Adjusting Entry N Credits $6.00

Fiscal Year 2013 Description

Period 5 Requester ClarkJ

Stage - GL Journal Approval
= Unit STATE, ID 0001054913, Date 2012-11-14, Line Unit STATE:Denied ¢ ViewHide Comments
Path - GL Journal Approval

Denied
0 OSC-Walsh Nancy L
CT CNTRL JOURNAL APPROVER
1211912 - 1:42 P

= Comments

OSC-Walsh Nancy L at 12/19/12 - 1:42 PM
This journal is denied because

To add comments to the journal's approval process, enter them below and click any one ofthe four approval action buttons the Then the
Approval Flow Graphic Display above.

| [

Den Rushipack Add Comments

can be vigw

Personaize | Find | View 20| B B res B q20r2 1 Loat

Currency Detais N

Line  Unit Ledger Fund Dept SiD Program  Account Chartfield 1  ChariField2  Bud Ref PC Bus Unit Project

1 STATE ~ ACCRUAL 11000 AES48013 10020 00000 50170 2013 NONPC AES_NONPROJE

< ] _

Step

Action

14.

denied.

Comments are stamped with the approver's name and the date and time.

an item will be added to the requestor's worklist.

The approval routing for the journal entry indicates that the journal entry has been

The regestor will receive an email notification that the journal has been denied and

15.

End of Procedure.
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