
 Page 1 

 

Approving/Denying GL Journals from the Worklist 
Created on 2/19/2013 5:51:00 PM 

 

Table of Contents 
Approving/Denying GL Journals from the Worklist .................................................... 1 
 

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. 

 

 
  

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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Step Action 

1. Click the Worklist link. 

 

 

 
 

Step Action 

2. Click the GLJournalApproval, 51, GL Journal Approval, 1900-01-01, N, 0, BUS 

link. 
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Step Action 

3. The GL Journal Approval page displays header information and the approval 

routing for the journal entry. 

 

One level of approval is required. 

 

Click the Journal Lines Expand section button. 

 

 

 
 

Step Action 

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

 

Click the Approve button. 

 

5. Click the Expand button to view the journal entry's approval routing. 
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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. 
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Step Action 

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

 

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

BUS link. 

 

 
 

Step Action 

9. Click the Journal Lines Expand section button. 
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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. 
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Step Action 

12. Click the Deny button. 

 

13. Click the View/Hide Comments link to view the comments. 

 

 

 
 

Step Action 

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

denied. 

 

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

 

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

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

15.  

End of Procedure. 

 

 


