
How do I Approve/Disapprove a document?
Approve/Disapprove Documents in SSB

On the Finance Self-Service card, Open Finance Dashboard, select Approve 
Documents or click on the Approve Documents Link on the Finance Dashboard card.
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If you do not see the Disapprove and Approve buttons, you will have to decrease the size 
of your screen by pressing CTRL and rolling your mouse roller down.

NSF = Y indicates there are not sufficient funds to cover the expense. You may approve, 
but item cannot be paid unless document is approved by the Director of Accounting and 
Financial Services out of the NSF queue.

Select from linked options on the documents line to take action:
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