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Approve/Reject/Send Back to Initiator for Budget Transfer 
Universal Worklist Tab 
 
Location(s):   UWL 

Purpose:  All budget transfers need the review of the person responsible for the funds center; this 
person has the ability to Approve, Reject, or Send Back to Initiator.  The budget transfer requires the 
approval of the person responsible for the funds center, the Office of the Comptroller, and in some 
instances, the Budget Office. 

 

1. Log into myNKU. 
 

2. Select the Universal Worklist tab. 
 

3. Select the Tasks subtab. 
 

 
 

4. Select the Subject line to review. 
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5. Quick information regarding the budget transfer will appear at the bottom of the screen. 
 

 
 

• Click the hyperlink “Budgeting Entry Doc: xxxxxxxxxx” to view budget transfer detail 
such as Fund Center name 
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• The information will be displayed 
• Click Cancel to close the Entry Document 

 

 
 

• Close the Display Object window to return to the UWL tab of myNKU. 

 

 

Approve 

Reject 

Send Back to Initiator 
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Approve 

1. Click the Subject or underlined hyperlink. 
 

 
 

2. Click Approve Budget Transfer 
 

Note: The Long Text, initiator, and date are still visible under the Description. 

 
 

• No confirmation message will display. 
• Close the pop-up window to return to the UWL tab of myNKU. 
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Reject 

1. Click the Subject or underlined hyperlink. 
 

 
 

2. Click Reject Budget Transfer. 
 

 
 

• A pop-up window will display, allowing for rejection reason to be entered.  
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3. Enter reason for rejection in Justify Your Decision text box. 
4. Click Continue (the green checkmark) to save the justification. 

Note: Once rejected, the workflow ends and the funds are uncommitted, and the budget 
transfer will be un-preposted.  To view reason for rejection, click the Notifications tab in UWL. 
 

 
 

• No confirmation message will display. 
• Close the pop-up window to return to the UWL tab. 
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Send Back to Initiator 

1. Select the Subject or underlined hyperlink.  
 

 
 

2. Click Send Back to Initiator. 
 

 
 

• A pop-up window will display, allowing to Initiator reason to be entered.  
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3. Enter the reason for the Budget Transfer to be sent back. 
4. Click Continue (the green checkmark) to save the justification. 

 

 
 

• No confirmation message will display. 
• Close the pop-up window to return to the UWL tab. 
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