
 

How to decline a Business World task  
 
The guidance below will provide step by step instructions on how to approve a task on Business 
World. 
 
When managing your task-list it is important to check if there is more than one page on your 
tasks when approving or declining. The task will not move on from the line manager unless all 
rows of a claim have had an action taken. 
  
It also important to ensure that there are no 0 hours/balance claims. These should be rejected 
back to the employee for hours/balance to be added or for the claim to be deleted.  
 
If 1 or more lines of a claim are declined the full claim will workflow back to the employee until 
the declined line is amended or deleted. 
 

 

 
 

 

Your task list can be found by clicking the tick symbol at the top right of the screen. If you have 
multiple tasks, then the number of tasks will show next to the tick symbol. 
 
This will load a list of your outstanding tasks, you can either double click directly on the task you wish 
to open, or you can select ‘go to task management’ to view and manage your full task-list. 
 
NOTE: If the employee has attached any supporting documentation to their claim, such as expense 
receipts, these can be viewed by clicking on the paperclip icon on the task. 
 

 

 
 

 

Select the line(s) you wish to approve by clicking the tick box and click the “Decline” button. If there 
are multiple lines in the task you can select all at once by using the tick box in the grey section. 
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This will change the action column to “declined”.  
 

 

 
 

 

You must enter a reason for declining a task into the text box at the top right of the screen & 
click ‘copy’ to save your comments.  
 
The employee will see the comment written here so they know what changes are required.  
 

 

 
 

 

A pop up success message will appear once your approval has been saved.  
 

 

 
 

 

Please note: Employees with email addresses saved within Business World will get an email alert 
advising them they have the declined task in Business world to review and action. 
 

 


