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APPROVING BUDGET 

 Login to frontline

• Go to workflow approvers tab or under My Entry Points you may see Budget Worksheet Approver

• On the right-hand side – click approve budget owner allocations

• Select and edit the budget needed.  Make sure Budget Year is 2025.
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• You will then select the approve or deny button

If you deny, you will need to select a reason and the budget will come back to the budget office 

You will need to contact the budget office (Bethany Jordan or Valeria Lopez) so that it can be reactivated and 

sent back to the assigned worksheet managers. 

Budget approvers will be notified via email and in-app (bell) you will not see anything in the workflow panel on 
the left of the screen. 

If the approver submits their own budget, you will still need to approve your own budget. 

 Note: some budgets require multiple approvers. 
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