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Approve New Foundation Account 
 
Location(s):   
 

myNKU 
 
Purpose:  The process for approving a new NKU Foundation account can be found in myNKU.  Account 
requests will need to be approved by the departments(s) responsible for the new account. All requests 
can be approved, sent back to requestor, or rejected via the Universal Worklist tab of myNKU.  

 

1. Log into myNKU. 
 

2. Select the Universal Worklist tab. 
• Items that need to be reviewed are reflected in the grid. 

 

 
 

3. Click on the hyperlink (the underlined portion) to open the request. 
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4. Review the information at the top of the screen to ensure accuracy and review the attachments 
 

 
 

 
 Note: Click the hyperlink (the underlined portion) for that attachment to open in a new window 
(pdf or documents with a 3 character extension; i.e. doc or xls) or save the file to your computer 
to view (documents with a 4 character extension; i.e. docx or xlsx.) 
 

• You may enter necessary comments in the Comments text box  

 
 

5. If changes are needed before approving, click Back to Requestor.  You can use the comment box 
to explain why the request is being sent back. 
  

 
 

• A confirmation message that the request was returned will appear. 
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6. If the new account is not needed, click  Reject. 
 

 
• A confirmation message that the request was rejected will appear. 

 
 

7. If all information entered is satisfactory, click Approve. 
 

 
 

• A confirmation message that the request was approved will appear. 

 
 

8. Once the workflow has been completely approved or rejected, the notification can be viewed 
under the Notifications tab. 
 

9. Highlight the row and the details will be reflected under the grid. 
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