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How to… 
Acknowledge the financial approvers refund 
refusal 

Version 1.0 
Software version 2.31.0 

Background 
When a financial approver has ‘refused’ the refund endorsement, the team member that 
initiated the refund is notified by email and they must acknowledge the ‘refused’ refund 
endorsement to complete the action. 
 

Related Instructions 
• How to – Initiate a fee refund in full or part 

• How to – Endorse a fee refund 
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Review and acknowledge a refund refusal 
1. Click on the Consent Refund History link within the email notification. 

 

 

Alternate method 

2. Search using the application ID from the email notification and uncheck the 
Assigned to me only tick box to view all results. 
 
The application will show the action: ‘Refund Endorsement Refused’. 
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3. Click on the application (not the ID) to view the Status detail and then click on the 
applicable consent with a status of: ‘Assessment in progress’. 
 

 
 

4. Click on the Fees tab to view invoice fees. 
 

Information 
The ‘Consent Refund History’ hyperlink within the email notification will 
direct you immediately to the Fees tab for the applicable consent 
(Planning, Land Division, and Building). 

 
5. Expand the Invoice Refund – Pending Endorsement to view the details. 

 

Information 
A Postal Correspondence message displays when the ‘primary 
contact’s’ or ‘invoice contact’s’ preferred communication method is ‘post’. 
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6. Review the ‘Endorsement Refusal Reason’ and click on Acknowledge Refund 
Endorsement to complete the action. 
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