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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. 
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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 
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3. Highlight the Journal Entry that and then click the view box at the bottom.  

 

 

 

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. 
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5. To view the attached documents, click the eye icon.  After review the attachments then 
click save or cancel to get back to the Review Order Detail screen. 
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6. Once all the information is reviewed and ready for approval, click the Approve Journal 
Entry Button. 
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7. If the journal entry needs some changes, click the 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. 
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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.   

 

 

 

 


