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Supplemental Job Aid

Date: 07/10/2014 

Target Audience: Departmental GL Journal Approver 

Purpose: This Supplemental Job Aid provides the instructions for approving a journal entry. The levels of journal approval depend upon the department. Below are the possible department selections.

Pre-Approved: The journal does not require approval. The Department Journal Processor can post the journal.

1 Level of Approval: The journal requires one level of approval. The Department Journal Processor can create and submit the journal for approval. The Department Journal Approver 1 will approve and post the journal.

2 Levels of Approval: The journal requires two levels of approval. The Department Journal Processor can create and submit the journal for approval. The Department Journal Approver 1 will approve the journal and submit for approval to Department Journal Approver 2. Department Approver 2 will approve and post the journal. 

Approving a Journal Entry:


Step 1: Begin by navigating to the Worklist page.
· Navigation: From the Main Menu Screen click on Worklist link.
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Step 2: Selecting the Link for the Journal Entry you need to approve, once you are directed to the Worklist page.
· The Worklist items that need approval can be sorted according to your business needs by clicking on the various column headers. 
· In the Link column, click on the desired link for the Journal Entry you want to approve. 
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Step 3: Understanding the options:
· The desired link in the previous step will direct the approver to the GL Journal Approval page.
· Options: The GL Journal Approver can execute three options: Deny, Hold, and Approve.
· Option 1: Deny
· Selecting this option will give the journal entry a “Denied” status and route the journal back to the worklist of the Department GL Processor who created the entry. The GL Processor can make corrections if needed, and then re-submit the journal for approval.
· Option 2: Hold
· Selecting this option allows the Department GL Approver to lock the transaction while they do some research required to approve the transaction. This is useful when there is more than one user who has the ability to approve the same transaction.
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· Option 3: Approve
· This option will make the journal entry ready for posting.
· To view the journal lines associated to this transaction prior to Approval, click on the Expand section. 
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· The approver will now see the line details for this journal entry. 
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Step 4: Approving the Journal:
· In this job aid the business unit has two approvers. Regardless, if the business unit has one or two approvers, the following steps apply. 
· Notice below in the Journal Workflow window, there is a “Pending” Status transaction for Approver 1 and a “Not Routed” Status transaction for Approver 2. Once Approver 1 clicks on Approve, the “Not Routed” Status will change to “Pending” for Approver 2.
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· An approver can add comments to an Approval: 
· To add comments to the journal's approval process, enter the comments below the Journal Workflow Area and click any one of the four approval action buttons underneath the comments. Then the comments can be viewed from the Approval Flow Graphic Display. 
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· Click on the Approve button. The pending transaction will now show “Approved”. Notice the Not Routed status for Approver 2 has changed to “Pending”.
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· Once all Approval requirements have been met, your Approve page under Journal Workflow will look like the following: “Unit 0840, ID 0000001208, Date 2014-05-12, Live Unit 0840: Approved”
· You are now ready to Post your Journal Entry.
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If your Business Unit has only one approver, proceed to the next step. If your Business unit has two or more Approvers, please repeat the previous step, after logging in as the Journal Approver 2 until all Approvals have been completed. 


Step 5: Posting the Journal Entry:
· From the GL Journal Approval page, click on Go to Journal Entry Page.
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· You will then be directed to the Journal Entry Lines tab.
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· You will change the Process field from “Edit Journal” to “Post Journal”. Then you can click on the Process button.
[image: ]
· You will see the following message. Click OK.
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· After clicking on OK, your Journal will now reflect a Journal Status of “P” for Post.
[image: ]
You have successfully completed Approving a Journal. 
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