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Two methods to approve items in Peoplesoft 
1. Email - Approvers will receive an approval email request with a link to approve.  The link will 

take you into the approval page for the specific item.   
2. Approval Tile (worklist in classic Peoplesoft)  

• All users with workflow approval security roles will have the tile on your Homepage 
• Tile displays the number of pending approvals 
• Lists all pending approvals and ability to review by type (voucher, requestions…) 

Approval Email 

 

Approvals Tile 

 

Approvals Tile displays the number of pending approvals 
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Pending Items Listing and Approvals 
• The default view displays all pending approvals.   
• Click on one of the types on the left hand pane to filer the approvals by type (optional) 
• Select an item to approve. 

 

After selecting an item, click the Approve button to approve the item.  You can also click Deny and 
terminate the workflow or More to Pushback to previous level or Hold.   

 

Click Submit to approve the item.  Comments are optional 
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View  Additional Information – attachments, chartfields and approval chain  

Voucher 
Chartfields – Click the carrot next to the Line Amount field to view chartfields 

Attachments – click View Attachments  

Approval Chain – click to view approval history and required approvals 
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Requisition 
Attachments – click Approval Justification Attachments hyperlink  

Chartfields – click View Printable Version to view chartfields or click the carrot next to the Line Amount 
field and drill down to the chartfields 

Approval Chain – click to view approval history and required approvals 
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Purchase Order 
Attachments – click View Comments and Attachments  

Chartfields – click View Printable Version to view chartfields or click the carrot next to the Line Amount 
field and drill down to the chartfields 

Approval Chain – click to view approval history and required approvals 
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Out of Office Delegations 

Out of office delegations should be used for temporary out of office periods.  Peoplesoft approvals will 
route to the alternate approver for the specified date range. 
 

 
• Click the OOO Tile or  Navigate – Navigator or Classic home/My System Profile 
• Enter the Alternate UserID and the From/To Dates 
• Click Save 
• Note the Alternate user/Delegate must have the appropriate security roles to approve 

transactions 

 

 


