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Denied Cost Transfers 

Step Action 
1 After logging into PeopleSoft Financials, you will access Cost Transfers via the Homescreen 

under Cost Transfers and then click on Cost Transfer Entry.  You can also get to the 
screen via Nav Bar > OU Main Menu > Cost Transfers > Cost Transfer Entry 

 
2 Click on Cost Transfer Entry.  You can search for the Denied Cost Transfer by putting 

Denied in the Cost Transfer Status field.  You can also search by using the Journal ID (Cost 
Transfer) number or use any of the other Search Criteria fields. 

 



 

Page 2 of 2 
 

Denied Cost Transfers 

 

3 Select the denied Cost Transfer from the Search Results.  When the cost transfer is selected, 
it will remain in a Denied Status until the user selects the Recycle button under the Approval 
Comments section.   

Note:  Be sure to read the Approvals Comments to see why the Cost Transfer was 
denied before hitting the Recycle button.  The comments will disappear once the 
Recycle button is selected. 

4 After reviewing the Comments, click the Recycle button.  This will reset the Cost Transfer to 
a New status and allow you to make any necessary changes.   

 

5 Once you make the changes, you will Save the Cost Transfer and then click Submit for 
Approval.  The Cost Transfer will be then sent back through the workflow process. 

 


