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Approving and Posting Online Journal Entries Overview 
This Job Aid provides step-by-step instructions for approvers to review and then take action on Journal 
Entries in Cardinal Financials. After a Journal Entry has successfully passed edit and budget check and 
has been submitted for approval, it will route for review based on approval routing for the Agency and the 
type of journal.  

Approvers review Journal Entries by either accessing through the Approvals tile, GL WorkCenter, or the 
Create/Update Journal Entries page. 

Approvers should always review information before taking action on the Journal Entry. After reviewing a 
Journal Entry, approvers can take one of the following actions: 

• Approve – approves the Journal Entry for posting. Journals approved through the Approvals Tile or 
GL WorkCenter (under My Approvals) will post automatically upon approval. Journals approved 
directly on the Create/Update Journal Entries page (Approval tab) require manual posting or will 
post during the nightly batch process. 

• Deny – denying the Journal Entry will return it to the Journal Processor who keyed it for update or 
deletion. A comment can be added to provide instructions on the desired action for the Journal Entry. 

• Pushback - sends the Journal Entry back to the previous approver and is only enabled for Agencies 
with multiple levels of approval. A comment can be entered providing the reason for the pushback so 
the previous approver can take the applicable action on the Journal Entry. 

• Hold – places a hold on the Journal Entry. When an approver places the Journal Entry “On Hold” no 
other approver will be able to access or take action on the Journal Entry. Only the approver who 
placed it on hold can go back and take additional approval actions on the Journal Entry. 

Journal Entries for Capital Outlay and Legal Services will automatically route to General Accounting in the 
Department of Accounts (DOA) for a second level of approval once the Journal Entry has completed the 
required Agency approvals.  

Once Journal Entries are submitted for approval, a journal approver will take action on the Journal. There 
are three options available for approvers: 

• Approvals Tile 

• GL WorkCenter 

• Journals Pending Approval (My Work) 

• Pending Approvals (My Approvals) 

• Create/Update Journal Entries 

When a journal is approved from the Approvals Tile there is no notification of confirmed posting. The 
user can confirm by accessing the journal online, but there is also a process instance that happens after 
online approval. The post job will show within the user’s process monitor to confirm the journal posted 
successfully. Some Journals require multiple levels of approval. After all necessary approvals are 
complete, the journal can be posted to the General Ledger. 
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Users who have the appropriate security access can create or update a Journal entry. Remember, the 
user who submits the Journal entry cannot be the user who approves the Journal entry. 

Online/Spreadsheet Journals - Online Journals and spreadsheet Journal uploads must be approved 
by an Agency approver in the General Ledger.  

Other Cardinal Module Journals - Journals from Accounts Payable, Expenses, and Accounts 
Receivable – Funds Receipts are pre-approved in their modules. As a result, they do not need to be 
approved again in General and cannot be modified online in the General Ledger. 

Interfaced Journals - Interfaced Journals are considered to be approved within the Agency‘s external 
system. As a result, these are marked for approval within the Cardinal batch process, unless there is an 
error requiring intervention.  

Posting Journal Entries  

Journals approved through the Approvals Tile or GL WorkCenter (under My Approvals) will post 
automatically upon approval. Journals approved directly on the Create/Update Journal Entries page 
(Approval tab) require manual posting or will post during the nightly batch process. 

 

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized 
while completing the processes within this Job Aid. This “Notify” functionality is not currently turned on to 
send email notifications to specific users within Cardinal. 
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Revision History 

Revision Date Summary of Changes 

9/1/2026 Updated to reflect the Cardinal system upgrades. 

1/2/2026 Baseline. 
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Approving Journals Using the Approvals Tile 

Step Action 

1. Click the Approvals Tile on the Cardinal Financials Homepage.  

 

 

The number that displays indicates the number of items that require approval across all 
Functional areas based on the user’s security roles. 

The Pending Approvals page displays.  

 



 
General Ledger Job Aid 

GL333 Approving and Posting Online Journal Entries  
 

Rev 9/1/2026  Page 6 of 44 
 
  

Step Action 

 

The Navigation panel displays a listing of the types of items pending approval for the user and 
defaults to All. The user can select a specific item for review or choose from the Transaction 
panel. 

 
The Transaction panel displays the details for all items that require approval based on the 
default Type All in the Navigation panel on the left. 

 
For this scenario, the user has five Journal Entries that require review and approval. 

 

Approvers can also navigate to the Create/Update Journal Entries page and search for a 
journal that needs approval and approve the journal from the Approval tab for the selected 
journal.   

2. Click the Journal Entry option on the menu.  
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Step Action 

The Pending Approvals page refreshes and only the Journal(s) that require approval display. 

 

3. Click the line for the applicable Journal. 

 

The Journal Entry page displays for the selected Journal. The Summary section provides information 
on the Journal Header and most ChartFields are displayed in the Lines section.  
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Step Action 

4. If the approver needs to see additional ChartField values, click the View Journal Lines link to 
view all ChartFields on the journal line.  

 

The View Journal Lines page displays. View the ChartField detail.  

 

5. Click the X button to return to the Journal Entry page. 

 

The Journal Entry page redisplays.  
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Step Action 

6. If the approver needs to edit the journal, click the Edit Journal link. 

 

The Lines tab on the Create/Update Journal Entries page displays.  

 

 

The approver can view the journal; however, if any updates are made to the Journal Entry, the 
Journal Status and Budget Status update from V (Valid) to N (Needs Edit and Budget 
Checking) and the journal will need to be edit checked and resubmitted. Remember, the user 
who submits the journal for approval cannot be the user who approves the journal. In this case, 
it may be best to deny the journal and allow the journal processor to fix any issues.  

7. Click the Pending Approvals link at the top of the page.  
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Step Action 

The Pending Approvals page redisplays. 

 

8. Click the line for the applicable Journal. 

 

The Journal Entry page redisplays.  

 



 
General Ledger Job Aid 

GL333 Approving and Posting Online Journal Entries  
 

Rev 9/1/2026  Page 11 of 44 
 
  

Step Action 

 

The Approver Comments field allows the approver to add comments, if applicable, for the 
Journal approval action. 

 

The Journal Entry page redisplays.  

 

9. Take the applicable approval action. 
Proceed to the applicable step based on the approval action sections. 

• Approve – Proceed to the next step 
• Deny – Proceed to Step 12 
• Pushback – Proceed to Step 15 
• Hold – Proceed to Step 19 

10. Approving the Journal 
Click the Approve button. 
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Step Action 

The Approve page displays in a pop-up window. 

 

 

The Approver Comments field is not required when approving a Journal. However, the 
approver can still enter comments if applicable. 

11. Click the Submit button. 

 

The Pending Approvals page displays with a confirmation message that the Journal was approved. 

 

 

Journals approved through the Approvals Tile or GL WorkCenter (under My Approvals) will 
post automatically upon approval. Journals approved directly on the Create/Update Journal 
Entries page (Approval tab) require manual posting or will post during the nightly batch 
process. 

12. Denying a Journal 
Click the Deny button. 
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Step Action 

The Deny page displays in a pop-up window. 

 

13. Enter comments in the Approver Comments field to indicate any required updates or if the 
Journal needs to be deleted.  
Note: The Approver Comment provides instructions to the Journal Processor on the desired 
action for the Journal.  

 

14. Click the Submit button. 

 

The Pending Approvals page displays with a confirmation message that the Journal was denied. 

 

 

An email is triggered to the Journal Processer who entered the Journal so the applicable action 
can be completed for the Journal. 

15. Pushing Back a Journal 
Click the More Button. 
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Step Action 

The Pushback and Hold buttons display in a pop-up window. 

 

 

The Pushback button is only available for Agencies with multiple levels of approvals. The 
Pushback option routes the Journal back to the previous approver for updates.  

16. Click the Pushback button. 

 

The Pushback page displays in a pop-up window. 

 

17. Enter the reason why the Journal is being pushed back in the Approver Comments field. 
Note: The Approver Comment provides instructions to the previous Approver on the desired 
action for the Journal. 

 



 
General Ledger Job Aid 

GL333 Approving and Posting Online Journal Entries  
 

Rev 9/1/2026  Page 15 of 44 
 
  

Step Action 

18. Click the Submit button. 

 

The Pending Approvals page displays with a confirmation message that the Journal was pushed back. 

 

19. Placing a Journal on Hold 
Click the More button. 

 

The Pushback and Hold buttons display in a pop-up window. 

 

 

The Pushback button is only enabled for Agencies with multiple levels of approvals. 

20. Click the Hold button. 
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Step Action 

The Hold page displays in a pop-up window. 

 

21. Enter the reason why the Journal is being placed on hold in the Approver Comments field. 
Note: The Approver Comment provides instructions on why the journal is placed on hold.  

 

 

When a Journal is placed on hold, no other approver can take action on the Journal. Only the 
approver that places the Journal on hold can come back and approve, deny or pushback the 
Journal.  
It is important not to leave a Journal “On Hold” for a long period of time as it may negatively 
impact the Agency’s budget and cash position. Follow Agency guidelines regarding placing 
Journals on hold. 

22. Click the Submit button. 

 

A message displays at the top of the Journal page indicating it has been placed on hold. 
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Step Action 

23. Click Approval Chain option under the Journal More Information section to confirm the 
“Hold”. 

  

The Approval Chain page displays in a pop-up window.  

 

 

The Journal displays an “On Hold” message under the COVA Standard Journal Approval 
section of the page. 

24. Click the Multiple Approvers section. 
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Step Action 

The Approver Information page displays with the name of the person that placed the Journal “On Hold” 
at the top. 

 

 

All other approvers are noted as “Bypassed” or “Skipped”.  
Only the approver that placed the hold can take any additional action on the Journal. 
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Approving Journals Using the GL WorkCenter 
Option 1: My Approvals > Pending Approvals > Journal Entry 

Step Action 

1. Navigate to the Journal Entry page by clicking the GL WorkCenter tile.  

 

 

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials 
WorkCenters located on the Cardinal website in Job Aids under Learning. 

2. Use the following navigation path in the GL WorkCenter: My Approvals > Pending Approvals > 
Journal Entry. The number of Journals that require approval displays next to Journal Entry in 
the Navigation panel.  
Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles. 
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Step Action 

 

The User can also click the Filter button which opens a Filters pop-window. The User can filter 
on Type, Requester, From, or Date Period. Select the applicable filters and click the Filter 
button.  

 

3. Click the row for the Journal to be reviewed for approval. 
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Step Action 

The Journal Entry page displays. The Summary section provides information on the Journal Header and 
most ChartFields are displayed in the Lines section.  

 

4. Go to the Approving Journals Using the Approvals Tile section of this job aid and follow Steps 4-
24 to review and take approval action on the Journal. 

 

Journals approved through the Approvals Tile or GL WorkCenter (under My Approvals) will  
post automatically upon approval. Journals approved directly on the Create/Update Journal 
Entries page (Approval tab) require manual posting or will post during the nightly batch process. 
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Option 2: My Work > Journal Processing > Journals Pending Approval 

Step Action 

1. Navigate to the Journals Pending Approval page by clicking the GL WorkCenter tile.  

 

 

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials 
WorkCenters located on the Cardinal website in Job Aids under Learning. 

2. Use the following navigation path in the GL WorkCenter: My Work > Journal Processing > 
Journals Pending Approval. The number of Journals that require approval displays next to 
Journals Pending Approval in the Navigation panel.  
Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.  
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Step Action 

 

The User can also click the Filter button which opens a Refine Filter Criteria pop-window. The 
User can filter on Business Unit, Ledger Group, Fiscal Year, or Accounting Period. Select the 
applicable filters and click the Done button.  

 

3. Click the row for the Journal to be reviewed for approval. 
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Step Action 

The Lines tab displays on the Journal Entry (Create/Update Journal Entries) page.  

 

4. Review the journal line detail and then click the Approval tab to manually approve the journal 
entry.  
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Step Action 

5. Go to the Manually Approving a Journal section of this job aid and follow Steps 8 and 9 to review 
and take approval action on the Journal. 

 

Journals approved through the Approvals Tile or GL WorkCenter (under My Approvals) will post 
automatically upon approval. Journals approved directly on the Create/Update Journal Entries 
page (Approval tab) require manual posting or will post during the nightly batch process. 
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Manually Approving a Journal 

Step Action 

1. Navigate to the Create/Update Journal Entries page by clicking the GL WorkCenter tile.  

 

2. Use the following navigation in the WorkCenter: Links > Create Journals > Create/Update 
Journal Entries 
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Step Action 

The Create/Update Journal Entries Add a New Value page displays. 

 

3. Click the Find an Existing Value button.  

 

The Create/Update Journal Entries Find an Existing Value Search page displays.  
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Step Action 

 

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled 
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website in 
Job Aids under Learning. 

4. Click the Clear button. 

 

The Create/Update Journal Entries Find an Existing Value Search page redisplays. 

 

5. Enter or select the applicable Business Unit in the Business Unit field. 
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Step Action 

6. Enter the applicable Journal ID in the Journal ID field (the Journal ID that will be approved).  

 

 

Information can be entered into any of the other search fields to help locate the Journal(s) to be 
approved.   

7. Click the Search button.  

 

The Header tab displays.  

 

8. Click the Approval tab. 
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Step Action 

The Approval tab displays. The Approval Status field will be “Pending Approval”.  

 

 
 

 

If the Journal entry is going to be denied, click the Approval Action dropdown button and select 
“Deny”. Enter a reason for denying the Journal entry in the Deny Comments box and then click 
the Submit button.   
If a Journal is denied, Cardinal sends both an email to, and updates the GL WorkCenter of, the 
Journal Processor to indicate they have Pushed Back/ Denied Journals for Rework.  
The Journal Processor can do the following:  

• Delete the Journal  
• Correct the Journal and submit it again for approval after it passes edit and budget checks 

 

The Pushback button is only available for Agencies with multiple levels of approvals. The 
Pushback option routes the Journal back to the previous approver for updates. 
When a Journal is placed on Hold, no other approver can take action on the Journal. Only the 
approver that places the Journal on hold can come back and approve, deny or pushback the 
Journal.  
It is important not to leave a Journal “On Hold” for a long period of time as it may negatively impact 
the Agency’s budget and cash position. Follow Agency guidelines regarding placing Journals on 
hold. 

9. The Approval Action field defaults to “Approve”. Click the Submit button to approve the Journal. 
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Step Action 

The Approval tab refreshes. The Approval Status field will display “Approved to Post”.  

 

 

Journals approved through the Approvals Tile or GL WorkCenter (under My Approvals) will post 
automatically upon approval. Journals approved directly on the Create/Update Journal Entries 
page (Approval tab) require manual posting or will post during the nightly batch process. 

 

 

If the Journal contains capital outlay or non-exempt legal service values as identified below, the 
Journal routes to DOA for a second level of approval:  

• Transactions involving Capital outlay Projects with a Program value of “998000”  
• Journals with a non-exempt legal services Account value of “5012430” 
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Posting a Journal 
Journals approved through the Approvals Tile or GL WorkCenter (under My Approvals) will post 
automatically upon approval. Journals approved directly on the Create/Update Journal Entries page 
(Approval tab) require manual posting or will post during the nightly batch process. The two sections 
below review the steps to post a single journal manually or to post a group of journals in a batch. 

Posting a Single Journal Manually 

Step Action 

1. Navigate to the Create/Update Journal Entries page by clicking the GL WorkCenter tile.  

 
 

 

Users can also navigate to the Create/Update Journal Entries page using the following path: 
NavBar > Menu > General Ledger > Journals > Journal Entry > Create/Update Journal 
Entries 
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Step Action 

2. Use the following path in the WorkCenter: Links > Create Journals > Create/Update Journal 
Entries  

  

The Create/Update Journal Entries Add a New Value page displays. 

 

3. Click the Find an Existing Value button. 
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Step Action 

The Create/Update Journal Entries Find an Existing Value page displays. 

 

4. Enter the applicable search criteria to update a journal.  
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Step Action 

 

Information can be entered into any of the other search fields to help locate the Journal Entry to 
be updated.   

5. Click the Search button. 

 

The Header tab displays for the applicable Journal Entry. 

 

6. Click the Lines tab. 
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Step Action 

The Lines tab displays. 

 

7. Click the Process dropdown button and select “Post Journal”.  

 

8. Click the Process button. 
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Step Action 

A Message displays in a pop-up window and the user must confirm to Post the Journal. 

 

9. Click the OK button. 

 

A Message displays in a pop-up window asking if the user wants to wait for confirmation that the Post 
process has completed. 

 

10. Click the Yes button.  

 

 

If the user clicks the No button, a second Message will display. This message will include the 
Process Instance Number. Take note of the Process Instance Number. Click the OK button. 
Navigate to the Process Monitor and search on the Process Instance Number to confirm the 
status of the Post process.   
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Step Action 

The Lines page redisplays. The Journal Status field now has a status of “P” (Posted to Ledger(s)).  

 

 

This process is now complete. 
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Posting a Group of Journals in a Batch 

Step Action 

1. Navigate to the Post Journals page using the following path: 
NavBar > Menu > General Ledger > Journals > Process Journals > Post Journals 

The Post Journals Find an Existing Value page displays. 

 

 

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled 
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website in 
Job Aids under Learning. 

 

If the user has run this process before, search for and use the existing Run Control ID. The 
following steps assume that the user has never run this process before and demonstrates the steps 
used to create a new Run Control ID. 

2. Click the Add a New Value button.  

 

The Post Journals Add a New Value page displays. 
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Step Action 

3. Enter a Run Control ID in the Run Control ID field. 

4. Click the Add button. 

  

The Post Journals Request page displays. 
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Step Action 

5. Click the Always radio button option in the Process Frequency section. 

 

6. Enter a description in the Description field.  

 

7. Enter valid parameters to specify the group of Journals to be posted (e.g., Journal ID range, 
Journal date range, Source). The more parameters added reduces run time and avoids pulling in 
Journals within a range that should not be considered in the post run. 

 

8. Click the Run button.   
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Step Action 

The Process Scheduler Request page displays. 

 

9. Click the GL Journal Posting checkbox option if it is not already checked by default.  

  

10. Click the OK button. 
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Step Action 

The Post Journal Request page redisplays and a Process Instance Number is now assigned.  

 

11. Click the Process Monitor link.  
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Step Action 

The Process Monitor page displays. 

 

12. Confirm that the Run Status field displays “Success” and the Distribution Status field displays 
“Posted”.  

 

Users can review the individual Journals from the Create/Update Journal Entries page to ensure 
that all Journals are now posted and have a Journal Status of “P” (Posted to Ledger(s)) as needed.
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