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Create Settlement Run—Approval 

This guide will explain how to Create a Settlement Run Approval in Workday.  

Create Settlement Run 

Once the Accounts Payable Settlement Specialist submits a settlement run, it is routed to an Accounts Payable 

Manager for approval. The Accounts Payable Manager accesses their Inbox to approve the settlement run. 

1. Go to the appropriate Actions item in Inbox. 

2. To review payments, click the View Payments button. All payments in settlement run will display. 
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Create Settlement Run 

All payments in settlement run will display. 

3. Click OK after reviewing. 

4. Click Approve or Send Back for corrections. 

Note: If the Deny button is selected, the settlement run will have to be created from the beginning. 

A notification box displaying “You have submitted” will appear and the settlement run will be completed if 

Approve is selected. 
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