
Approving Transactions 
When a transaction is submitted successfully and to Pending phase, the transaction is 
routed through worklists to be approved.  Transactions that go straight to Final phase 
will need to further approvals.  Depending on your level of security, you may or may not 
be authorized to approve transactions.  

The home page has 2 options for the user worklist.  

The worklist on the home page shows only the Transactions that are assigned directly 
to you, or ones that your have “Taken Task” on.   

 
 

To access all worklists that are assigned to you, click the Worklist icon on the home 
page 

 
 

The Financial Worklist page allows you to filter by many fields to locate the 
transaction(s) to approve.  The default setting for this page is to show you transactions 
in all worklists you are assigned to. 

 

 



 

 
 

If you want to find a specific worklist, click the drop-down arrow under worklist and then 
select the worklist  

 

 
 

 

The worklist will 
default to All 

Use any of the filter 
options to search for 
specific transactions 

All transactions 
matching the filter 
criteria will appear 

here 



 

To open and review a transaction, click on the ID link to open it 

 

 
 

When the Transaction is open, you have several options 

• Click Approve-This will take the transaction to Final status or place it in the next 
level of approvals.   

 

• Click Reject-Rejecting a transaction will remove it out of the worklist and place 
the transaction back in draft status.  If after rejecting, the transaction remains in 
pending phase, the last approver will need to Unapprove it to return the draft 
status.  

 

• Click the 3 dots for more approval actions 

 

Click on the link to the 
transaction to open and review 



 
 

• Unapprove-If you have previously approved a transaction and it gets rejected 
from a higher level of approval, you will need to Unapprove the transaction.   

• Reject All-Clicking the Reject All will reject all levels of approvals on a 
transaction and force it back to draft status.   

• Take Task-This will remove the transaction from the current worklist and place it 
in your personal worklist 

• Return Task-Returns a previously “taken” transaction into the worklist. 

 

• Click Close to close the current transaction and return to the Financial Worklist 

 
To Approve more than 1 Transaction at a time: 

From the Financial Worklist page, select more than 1 transaction by checking the 
checkbox next to the transaction(s) 

 



Once transactions are selected, click on the Approve Checkbox 

 

 
You can also use the Grid Actions drop down to perform other actions to selected 
transactions.   

 
 

This check 
box will 

approve all 
selected 

transactions 



Find status of Pending Transaction or to see Approval History of a Final 
Transaction 

To find the status of a pending transaction 

1. Open the Transaction  
2. Click on the word Pending at the top of the transaction 

  
This will bring up the Track Work in Progress page, which details any approvals that 
have already been completed, and what approvals are still necessary for this 
transaction 

 
The Log at the bottom of the page displays the date and time of any approvals already 
applied and the User ID of the approver 

 
3. Click the Back button in the upper right corner to return to the Transaction 

 

 
 



To see the Approval History of a Final transaction 

1. Open the Transaction  
2. Click on the word Final at the top of the transaction 

 

  
This will bring up the Track Work in Progress page, which details any approvals that 
have already been completed. 

 
The Log at the bottom of the page displays the date and time of each approval and the 
User ID of the approver 

 
3. Click the Back button in the upper right corner to return to the Transaction 

 

 
 


