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Step 1: Retrieve IDT Journal

ApprOVIng a Journal ' BudgetHeader [ BudagetLines | BudgetErrors 1
1. Click Approval folder tab.
2 Clle Approve or Deny from Unit: DALO1 JournalID: 0000000387 Date: 01/18/2011 4
Approval Action.
3. Enter comments in Deny Comments . &=
field i ProtA
4. Click Submit button. Approval Check Active: Y
Approval Status: Mone 2
Approval Action: I Approve ¥ l
Deny Comments: (B
3
. Dsave | (S Retumtosearcn | 1] Prevous st ¢5 Nextinit | [l otiy | b Refresh [Erada |7 updsteisply
G ettl n g H el p Budget Header | Budget Lines | Budget Errors | Budget Approval
Email:
Phone:

You are viewing the entire journal. All transaction lines are gray. You may see lines that use
ChartField values do not recognize. These ChartFields may belong to another approver. By
clicking Approve, you are approving all the lines that use ChartField values for which you are an
approver. Verify the following items:

Make sure the transaction should be a budget journal not an actuals journal.
Transaction is consistent with UT Dallas policy.

Description makes sense in relationship to the ChartField values.

Chart strings are correct.

Amounts are appropriate.
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Open Worklist

Worklist for mtrimbl: Mary Trimble

Detail View Publish as Feed Work List Filters: [ Feed

1. Click Worklist.
2. Click Journal ID.

Customize | Find | View All| B First K1 1 o1 D Last
Erom Date From Work ltem Worked By Activity Priority il
Natasha Hinton 12/17/2010 Approval Routing Approval Worlkflow 1-High

Open the Journal

You’re looking at the journal from your

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of all values

Work“St Find an Existing Value Add a New Value
WMaximum number of rows to return (up to 300); [300
1. Click Search button. musnessue [ B DALOT a
Journal ID: beains with |« [[0000002521
Joumnal Date: E v| [12zr72010 ol
UnPost Sequence: = v |
Budget Header Status:| = v | ¥
Description: beains with |« |
User ID: begins with v |[nhhos 1000 Q

[case sensitive

Search || | Clear |Basicsearch [§) Save Search Criteria

Find an Existing Value \ Add a Mew Value
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Open a Cost Center

1. Click the Cost Center field.

2. Choose any of the displayed tabs:
Budget, Approval, Actuals or
Encumbrance.

Change the view on
a grid

Click Customize.

Click Preview button.

Click Field.

Click Hidden checkbox.

When finished, click OK button.
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