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Introduction 
Fiscal Services welcomes you to the Approver’s Guide, a manual containing 
instructions on how to review and approve Procurement items, Payment 
Requests and Budget Transfers.  
 

PeopleSoft Financials 
Financials is the System of Record for all Procurement, Budget and Financial 
Reporting. Access requires a User Profile within that system and must be 
accessed via a device connected to the Palomar College network; this can be 
an on-campus computer or VMware Virtual Desktop. 

User Profile 
In order to access Financials, an employee must have a User Profile 
created by the Information Services Help Desk; this requires an Access 
Request form be submitted. If the employee will be approving items, 
be sure to specify the need for approval access. The employee’s 
Financials Username will match the Network Username.  
 

For example, an employee with an email address of 
jsmith4@palomar.edu will have a Username of JSMITH4 in 
PeopleSoft Financials. 

Approving Items Remotely 
To review a pending item from off-campus, you must first connect to a 
VMware Virtual Desktop or Remote Office computer and launch a web 
browser from there. For assistance with connecting to a VMware 
Virtual Desktop or Remote Desktop, contact helpdesk@palomar.edu, 
or dial 760-744-1150 ext. 2140. 

Approval Workflow Engine (AWE) 
AWE routes items based on the Department ID listed in an Account 
String (Account-Fund-Department-Program-Class-Project/Grant). 
There are some special cases where a Project/Grant, or Expense 
Account number will trigger a special approval as well as the standard 
Department workflow. 

 

Review Pending Items 
While AWE sends email notifications containing clickable URLs that will take 
you to the pending item, those URLs must be accessed from a Palomar 
College networked device. Pending items are also accessible directly from 

https://www.palomar.edu/is/forms/
https://www.palomar.edu/is/forms/
mailto:helpdesk@palomar.edu
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the Worklist screen in PeopleSoft Financials. 

Accessing your Worklist 
1. Navigate to the Palomar College Single Sign-On Portal and logon 

using your network credentials. Once signed-in, find and click the 
Oracle PeopleSoft Financials (PALF9PRD) tile. 

2. Navigate to Main Menu > Worklist > Worklist. 
 

 

 

Worklist 
The worklist will contain any Payment Requests, Requisitions or 
Budget Transfers using an Account String containing the Department 
ID you are approving for. 

   
Worklist Overview 
The worklist can be sorted by clicking the column headers. 
Please note, the FROM column is the last person to have 
approved the item, not necessarily the item’s requester. To see 
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who requested the item, click the corresponding URL in the Link 
column to see the details of that item, and to approve or deny. 

   

 
 

Mark Worked 
There may be a time when an item you approved is later 
changed, denied or approved, and will remain in your worklist 
for informational purposes; these can be removed by clicking the 
“Mark Worked” button. 
 

 

Review a Requisition 
1. Select the Requisition from your worklist, or click the URL in the 

notification email. 
Worklist: 
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Email: 

 

2. Select a line item by clicking the checkbox next to that line item 
followed by the View Line Details button to review comments 
entered by the requester, and the details for that line item. 

 

3. Enter any comments you wish to make and approve, deny or place 
the item on hold. 
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Requisition Attachments 
Attachments on a requisition can only be accessed by opening 
the Requisition itself. Examples of an attachment include a 
quote, estimate, or confirmation from a vendor. NOTE: Receiving 
an invoice prior to submitting a Requisition and subsequent 
Purchase Order is a policy violation. Contact Purchasing for 
assistance with the procurement process. 
 
To access the attachments on a requisition: 
 
1. Navigate to Main Menu > Purchasing > Requisitions > Review 

Requisitions > Requisitions. 
2. Enter PALMR for the Business Unit. 
3. Enter the Requisition ID. 
4. Click OK. 

 

 
 

5. Select the Status tab. 
6. Select the Header Comments Icon. 
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7. Click View. 

 

Review a Payment Request (PRQ) 
A Payment Request (PRQ) is used to make one-time payments that 
are less than $1,000.  
 
1. Select the PRQ from your worklist, or click the URL from the 

notification email. 
Worklist: 

 
Email: 
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2. Click Attachments to view the backup documents. 
3. Click Details to view the account string(s). 
4. Expand approval levels to view comments from previous approval 

levels. 
5. Enter any comments you may have and approve, deny or place the 

PRQ on hold. 

  

Review a Budget Transfer (KK Journal) 
1. Select the Budget Transfer (KKJournal) from your worklist, or click 

the URL from the notification email. 
Worklist: 
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Email: 

 

2. Click Attachments to view the backup documents. 
3. Expand to view the Approval Workflow and previous comments, if 

desired. 
4. Expand Journal Lines to view the account strings. 
5. Enter any comments you may have and approve, deny or place the 

Budget Transfer on hold. 
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