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Approve Journal Entry

1. On the Frontline Home Page, click on the work flow tab at the top next to the
My Entry Points.

My Entry Points

Welcome, Cassandra Thomason
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2. Once you are on this tab, the number of pending Journal Entry Approval will be showing.
Click on the Blue Journal Entry Approval to see the all the Journal Entries

My Entry Points  Work Flow X

Workflow

A You have pending approvals

= Journal Entry Approval (4)
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3. Highlight the Journal Entry that and then click the view box at the bottom.

Journal Entry Approval Workflow Approval

Selected Position: 7035

Role Name: Accountant - Business and Finance
Journal Entry Approval Workflow Approval  History

Approvable Journal Entry Approval

-
Approve As: Thomason, Cassandra Marie (7035)

This approval list was compiled for you on 08-09-2021 13:00

Refresh this list with the most current approval candidates?

08-06-2021 08-06-2021

Smith, Jennifer

1 Selected / 2 Records

Select All

4. This will take you to the Review Order Details, review all the information and click on the
attachment button to see all the attached backup paperwork.

Months)  JE (Prior Fiscal Year)  Journal Entry History  Import Journal Entry  Attachments
Journal Information: -
Journal Entry 5
e
*®| *  —
Tie | TESTIGN Description | TESTIGN Date | 0g.06-2021 (]
Created By  Jennifer Smith
JE Uink _
Notes |
£
Account Details g
Account unapproved Journal Entries Balance Description Amount
195.41.6497.000.728.99 000000 . 2021 ,728 S184,974.30 TESTIGN.  $12.85 '
199.41. 6497, 000, 730. 99 . D000 . 2021 ., 730 $10,499.50 TESTIGN -$12.85 '

$0.00
Auto Complete: on

Submit for Approval Have My Work

Approve Journal Entry

#= Belurn To App
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Journal Entry Id:

5. Toview the attached documents, click the eye icon. After review the attachments then
7

click save or cancel to get back to the Review Order Detail screen.

X upload

File Name

Deli
161658.pdf
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6. Once all the information is reviewed and ready for approval, click the Approve Journal
Entry Button.

Journal Entry Summary  Journal Entry  JE (Closed Months)  JE (Prior Fiscal Year)  Journal Entry History

Import Journal Entry = Attachments
Journal Information:

Journal Entry 7

-
jio)

*
Title | Cable Tnv# 161658

l Description * Cable Inv# 161658
Created By  Christine Beyer

*
Date

JE Link l

l
Notes {

£
Account Details A
Account Unapproved Journal Entries Balance  Description Amount
195.51.6399.000.850.99.000000.2021.850 $7,900.00 Cable Inv# 161658 $100.00 .
195.00.2123.000.750.00.000000.2021.000 $0.00 Cable Inv# 161658 -$100.00 '
$0.00
Auto Complete: on

Grrhmais £nm Annenual

©ven mas wpgrk m Attachments

= Return To Approval Page
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7. If the journal entry needs some changes, click the Return to Approval Page.

Journal Entry Summary  Journal Entry  JE (Closed Months) = JE (Prior Fiscal Year)  Journal Entry History

Import Journal Entry ~ Attachments
Journal Information:

Journal Entry 7

D

*
Title | Cable Inv# 161658

l Description * Cable Inv# 161658

Created By  Christine Beyer

Date

JE Link [

MNotes

Account Details

Account

Unapproved Journal Entries Balance  Description

Amount
195.51.6399.000.850.99.000000.2021.850

$7,500.00 Cable Inv# 161658 $100.00 .
1595.00.2123.000.750.00.000000.2021.000 $0.00 Cable Inv# 161658 -$100.00 '

Auto Complete: on

$0.00

Submit for Approval Save My Wanrk Attachments

Approve Journal Entry 4~ Return To Approval Page
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8. This will take you back to the Journal Entry Approval Workflow Approval screen. Highlight
the journal entry line that needs some changes then click the Deny button.

Journal Entry Approval Workflow Approval

Selected Position: 7035

Role Name: Accountant - Business and Finance

Journal Entry Approval Workflow Approval = History

Approvable Journal Entry Approval

This approval list was compiled for you on 08
Approve As: Thomason, Cassandra Marie (7035)
Refresh this list with the most current appr
= Journal Id 1': Title ' Description ~' Post Date ~ Created Date ~ Created By
= — —
+ 5 TESTIGN TESTIGN 08-06-2021 08-06-2021 Smith, Jennife
BN Cable Inv# 161658 Cable Inv# 161658 08-09-2021 08-09-2021 Beyer, Christin

1 5¢
SelectAll PEL
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9. The Denial Note box will appear. Click the dropdown and choose a reason that best fit the
reason why you are denying the journal entry then click the OK box. This will send the
journal entry back to the person who created it.

Denial Note

Denizl Reason: *’




