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Understanding 
Approval Workflow Levels 
in PeopleSoft Finance



PeopleSoft Finance Approval Workflow Levels 
*Note: Employee expense reimbursements require employee approval prior to the levels 

shown below



Ways to Receive 
Approval 
Notification



Use the Worklist to approve transactions in PeopleSoft Finance. The Worklist is where you will find a 
prioritized list of transactions waiting for your approval. To approve on an item, click the link for a 
transaction on the worklist and the system will take you to the appropriate approval page.

Many approver levels are pooled so that more than one person receives the notification. Once one 
person in the pool approves the item, it drops from everyone else’s worklist.

Approve Transactions from Worklist



Use email to approve transactions in PeopleSoft Finance. To approve from an email, click the link 
provided in the body of the email to navigate directly to the page where the transaction can be reviewed 
and approved. Many approver levels are pooled so that more than one person receives the notification. 
Once one person in the pool approves the transaction, it drops from everyone else’s worklist.

Approve Transactions from Email



Use the Workflow Attributes 
section on the My System Profile 
page to select how you would like 
to receive approval notifications. 

PeopleSoft Finance Navigation: 
Main Menu > My System Profile

Updating My System 
Profile



Approving Transactions in 
Workflow PeopleSoft 
Finance



Reviewing Approval Workflow – Payment Request

Navigation:  Main Menu > Accounts Payable > Payments > Payment Request 
> Payment Request Center

Click the View 
Approval 
Workflow icon.



Reviewing Approval Workflow – Payment Request
• Pooled Approach – meaning there are 

multiple approvers assigned to levels 1 and 2.
• Only 1 person from the pool is required to 

approve before it moves to Level 2.
• To view, click the Multiple Approvers 

hyperlink. This will open a separate page 
listing all the eligible approvers assigned at 
that level.

• In this example, one of the approvers is 
skipped. This is because the approver created 
the payment request and therefore cannot 
approve their own request.



Reviewing Approval Workflow – Requisition
Navigation:  Main Menu > eProcurement > Manage Requisition

Click the 
Approval action 
from the list and 
then the Go 
button.



Reviewing Approval Workflow – Requisition
• Pooled Approach – meaning there are multiple 

approvers assigned to levels 1 and 2.

• Only 1 person from the pool is required to 
approve before it moves to Level 2.

• To view, click the Multiple Approvers hyperlink.  
This will open a separate page listing all the 
eligible approvers assigned at that level.  The 
person that completes the approval at that level 
will be displayed.

• In this example, the final approval is sitting with 
the Purchasing department. 

• Inserted approver indicates an additional 
approver has been added Ad Hoc. 



Click the Expand 
Section Approval 
History arrow to 
review workflow.

Reviewing Approval Workflow – Expense Report

Navigation:  Main Menu > Travel and Expense > Expense Report > View



Reviewing Approval Workflow – Expense Report
• Pooled Approach – meaning there are 

multiple approvers assigned to levels 1 and 2.
• Only 1 person from the pool is required to 

approve before it moves to Level 2.
• To view, click the Multiple Approvers 

hyperlink.  This will open a separate page 
listing all the eligible approvers assigned at 
that level.  

• In this example, the expense report has only 
been approved by the employee. This is 
required when the report is created by a 
Proxy on behalf of the employee.  



Reviewing Approval Workflow – Apex
Navigation: Main Menu > USC Finance eForms > APEX eForm



Reviewing Approval Workflow – Apex
On the APEX Landing page, select Approval APEX from the left navigation and click the Search button. 
This will return all the APEX transactions waiting for your approval.



Reviewing Approval Workflow – Apex
Review the APEX details on the Approve APEX: Expense Module Correction Request page.



Reviewing Approval Workflow – Apex
Review the APEX details on the Approve APEX: Expense Module Correction Request page.



Reviewing Approval Workflow – Apex
Click the View button to review the attachments. Once review is complete, click the Approve button.



Reviewing Approval Workflow – Apex
Click the View Approval Route link to see where the transaction is in the approval process.



Reviewing Approval Workflow – Apex
This transaction has been fully approved. To see who can approve at each level, click the Multiple 
Approver link.



Reviewing Approval Workflow – Journal Entry (JE)
Navigation: Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Enter the applicable search criteria, click the Search button. On the Create/Update Journal Entries page click the 
Approve tab.



Reviewing Approval Workflow – Journal Entry (JE)
Journal Entry approvals are person-based.

Launch Question 1.



Reviewing Approval Workflow – Journal Voucher (JV)
Navigation: Main Menu > USC Finance eForms > Journal Voucher eForm



Reviewing Approval Workflow – Journal Voucher (JV)
On the Journal Voucher landing page, select Approve Journal Voucher from the left navigation and click the 
Search button. This will return all the Journal Vouchers waiting for your approval.



Reviewing Approval Workflow – Journal Voucher (JV)
Review the Journal Voucher details on the Journal Voucher: Distribution Details page.



Reviewing Approval Workflow – Journal Voucher (JV)
Review the Journal Voucher details on the Journal Voucher: Distribution Details page.



Reviewing Approval Workflow – Journal Voucher (JV)
Click the View button to review the attachments. Once review is complete, click the Approve button.



Reviewing Approval Workflow – Journal Voucher (JV)
Click the View Approval Route link to see where the transaction is in the approval process.



Reviewing Approval Workflow – Journal Voucher (JV)
This transaction is waiting approval at the JC Dept. Approver level. To see who can approve at each level, 
click the Multiple Approver link.



Demonstration
• View My System Profile

• View a worklist

• Approve an expense report

• Approve a Student/Non-employee TRV

• Review balances in Grant Dashboard



Resources and 
Contacts



Where to Find 
Resources

For a list of Grant Administration 
tasks, you may be responsible for 

within your college/department, visit 
our Grant Administration page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/principal_investigator/index.php


Where to Find 
Resources

For a list of tasks, a Principal 
Investigator may be responsible 

for as the administrator of a 
research grant, visit our Principal 

Investigator page.

https://sc.edu/about/offices_and_divisions/controller/toolbox/principal_investigator/index.php
https://sc.edu/about/offices_and_divisions/controller/toolbox/principal_investigator/index.php


Contacts

If you have any questions regarding expenses or invoicing, 
please contact your Grant Administrator (APPRV_1).



Name Title Email

Susan Klie Director of Grant Administration SKLIE@mailbox.sc.edu

Melissa Bell Grant Administrator MB175@mailbox.sc.edu

Alicia Lewin Grant Administrator ALEWIN@mailbox.sc.edu

Alicia Stoll Grant Administrator ALSTOLL@cec.sc.edu

Jennifer Swanner Grant Administrator JSWANNER@cec.sc.edu

Our Grant Administration Team



Questions



 

THANK YOU!
Address:
1600 Hampton Street
Columbia, SC 29208

Contact Number:
Phone: 803-777-2602
Fax: 803-777-9586

Email Address:
controller@sc.edu

Office of the Controller

Alone, we can do so little; together, 
we can do so much.




