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Business Process Navigation 

1. To Approve Forms 1. Main Menu > Finance Navigation > 
Worklist > Worklist 

   

Use the following navigation to approve a form. 

1. From the Menu, select Finance Navigation > Worklist > Worklist 

2. Select a form to approve.  This reference guide is applicable for any form, and is using the Deposit Report as an example.  

 

 

 

3. Press  to review the submitted form data. 

4. After reviewing and making any corrections, as well as pressing  and downloading any files, press either 

 or  to return to the above page. 

5. It is vital to download any attachments immediately because once the form is approved or denied, you will not be able to 
access the form again. 

6. Enter any comments in the Comment section. 

7. If you wish to add an ad hoc approver, press .   
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8. Select a User ID to add, and . 

9. This may be repeated if multiple ad hoc Approvers are required. 

10. Press either  or  

 

11. If you wish to view your comments, or the comments of other approvers in the workflow, press . 
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12. Comments will display. 

13. If this form is for a Vendor or Customer, you will need to return to the form to post the data into the relevant tables in 
PeopleSoft.  If not, you are finished with approving the form. 

14. Press  

 

15. On main page at the bottom, press  

16. You will receive a message stating that the form posting was successful. 
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17. Press  

18. A new customer or vendor ID will appear as a clickable link. 

 


