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How to use the Transaction Console 
 

The Transaction Console allows users to view the workflow information for transactions. You can view transactions from the following workflows: Expense Approval, Invoice 
Approval, Requisition Approval, Purchasing Document Approval, Journal Approvals, and Account Coding. 

 
 

 

Navigate to Tools, and select the tile for Transaction Console 
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You have a variety of search options here, including the main search box at the top left. You can search for the form number in this field. Here are examples of 
form numbers that can be used for this search based on the Process Name: 

- Expense Approval – Expense Report Number (EXP0000XXXXXXXX) 
- Invoice Approval – Invoice Number 
- Requisition Approval – Requisition Number (REQ000XXXX) 
- Purchasing Document Approval – Purchase Order Number (PO TOW000XXXX) 
- Journal Approval – Journal Batch 
- Account Coding – Invoice Number 
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In the example below, we will search for a Requisition. 

Type the Requisition number in the search box, then click the search icon. When your results populate, select the workflow that you want to view by clicking on 
the Name in blue. 
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Here you can view the approval history, as well as comments and attachments. 

If you click on View Transaction History, you can see a timeline of events for the selected workflow. 
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To Navigate back to the home page of the Transaction Console, click the left arrow button in the top left corner of the screen. 
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You can also search by Status.  

You can view Pending and Completed transactions by clicking on the applicable name in the Status section. 

 
 
Status Definitions 
 

- Completed – Form has been approved or withdrawn. 
- Draft – Form has not entered a workflow. 
- Failed – Error routing into a workflow. Contact the Stratus Financials Team. 
- Pending – Pending Approval/Action. 
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In the example below, we will search for Pending Transactions. 

Click on “Pending” under Status. Pending workflows will then populate. 
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You can use the Transactions From drop down to modify the date range for your transaction search. 
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You can also search transactions by who submitted the form.  
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In the example below, we will search for forms submitted by Lauren Rowe within the past 6 months. 

Click on the Transactions from drop down and select “6 Months”. Type “Lauren Rowe” in the Submitted by search. Click the search icon. The results will then 
populate. 
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You can narrow down your search even further by searching by the process name (i.e. Expense Approval, Invoice Approval, Requisition Approval, Purchasing 
Document Approval, Journal Approval, or Account Coding). 
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In the example below, we will search for the Requisition Approval Process. 

Type “Requisition Approval” in the Process Name Search. Click the search icon. The results will then populate. 
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