
  Approvals Using SSB 
 

Important Notes About Approvals 
 

• You can have Requisitions (REQ) and Invoices (INV) in your approval Queue. 
o If you have approval authority you will see the invoice in your approval 

queue along with the requisitions. 
• Direct Pay/IAF invoices do not go through Approvals 
• If you approve a NSF (Not Sufficient Fund) document it will go to a NSF queue, 

only Budget or DSPA will have access to the document. 
. 

 Criteria/Function Values/Results 
1. Log into Banner From the main menu, select Finance. From the Finance menu, click 

Approve Document 
2. Approving This will bring you the Approve Document screen. Your username will 

default in the User ID field. 

 
3. Query If you know the document number type the document number in the 

Document Number field. If you do not know the document number you 
have two options. Select the radio button that suites your query.  

 
NOTE: By selecting “All documents which you may approve” this will 
allow you to force an approval on a document where you are not the next 
approver. 

4. Submit Query Click the Submit Query button. 
5. Query Results Your documents to be approved will appear. If there are no documents to 
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be approved it will show no results. 

 
NOTE: To determine if the document is NSF a “Y” will be in the NSF 
column.  If the document is in the NSF queue and you approve it it will go 
to a queue in the budget Office. Budget will have to either approve or 
disapprove the document. 

 
 

6. Viewing 
Documents 

To view the document click on the hyperlink of the document number you 
want to view. If you do not need to review the document go to step 12. 

 
7. Reviewing 

Documents 
All the detail of the document will display. 
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If there were other documents associated to the document they would 
display at the bottom of the screen. You can also view these documents 
by clicking on the hyperlink. For example if you are approving an invoice 
you can view the Purchase Order.  

8.  After reviewing the documents click the back button on your web 
browser. 

 
This will bring you back to the list of documents to be approved. 

9. Approval History To view the approval history of the document click on the History Hyper 
link 

 
10. Reviewing 

Approval History 
The approval history will be shown 

.  
11.  After reviewing the history click the back button on your web browser. 

 
This will bring you back to the list of documents to be approved. 

12. Approve or 
Disapprove  

At this point you can either approve, disapprove or do both at a later date.  
NOTE: If the document is NSF you have 2 options 

1. Do a budget transfer to cover the funds needed. 
2. Approve the document knowing it is going to Budget for approval. 

When approving write a reason for approving without funds. 
13. Approve To approve the document click on the Approve hyperlink  
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It will display a screen where you can type in a message if applicable. 

 
Click the Approve Document button. A message will display that your 
document has been approved. 

 
To approve other documents click continue and follow steps steps 5-13 to 

approve or 5-14 to disapprove or EXIT.  
14. Disapprove  

 
NOTE: If you 
disapprove a 
Requisition you 
will have to 
contact 
Purchasing to    
re-instate the req. 

To disapprove click on the Disapprove hyperlink 

 
It will display a screen where you can type in the reason why you are 
disapproving. 

 
Once you type the reason for disapproval click the Disapprove Document 
button. A message will display that your document has been disapproved.  

 4



 
To approve other documents click continue and follow steps 5-13 to 

approve or 5-14 to disapprove or EXIT.  
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