To approve a proposal in PeopleSoft:

Log into my-ufl

https://my.ufl.edu/ps/signon.html

Got to your “Worklist.”

[Either choose worklist from the menu list on the left, or from the blue quicklist at
the top right of the page.]
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The proposal will appear in your worklist as “GRANT, XXXXXXXX.” You may have
other tasks in your worklist, but proposal will always begin with “GRANT.”

The worklist will show who initiated the proposal (From) and the date (Date From).

Click on the link.

WOrklst Fage 1 ol 1

‘o UNIVERSITY OF
SH0

/ = RIDA
m!/uﬂ @ Search myUFL: :m
@

Home | Worklist | Add to My Links | Suggestions | Sign out
My Links:

4

Menu

F My Account
b My Self Service
: ﬁa:endafs Worklist for 36596891: MANN, BRIAN
elp
F Local Interest
: g;;?;h“""* Detail View Work List Filters:
F Accounts Payable ™ 7 2 = 5 : -
b Accounts Receivable orklist Customize | Find | View All | & First 1
3 g::ildges Trans(i:t'ron From Date From Work Item Worked By Activity Priority Link
2 mmitment Control
} oo o b L
» EProcurement
¥ Employee Self-Service >
¥ General Ledger
b Grants
b ltems
¥ Manager Self Service
b Projects
» Purchasing
b Set Up Financials/Supply
Chain
b Travel and Expenses
b Vendors
b Financial System Admin
¥ PeopleSoft
[ Worklist
‘Worklist

| = Worklist Details

2 Refresh |

Littens emane 0afl adifmne fan MAADT AVET/EADT A ATADLET TOTHAT A sdima T e W acl et £ A Lason = Wadk ot A faela DT £.D 1N/ MANNA



A new screen will appear. This is the proposal interface. You may view all the proposal
information by clicking on the tabs across the top. The last tab on the right (scroll to the
extreme right of the screen) is “WF Approval.”
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On the “WF Approval” screen, click on the blue drop down box.

Choose “Approve.”

[NOTE: Please NEVER choose “Deny.” If you do, the proposal will have to be recreated
from scratch. If there is a problem with the proposal, call and have it fixed.]
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Once “Approve” shows in the box,

click “Save/Proposal.”
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A warning screen will appear. This is “normal.” Click “OK.”
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Last step!

Click “View Worklist”
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The proposal should no longer appear on your worklist.



