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.

My Finance

nd approve transactions and view financial information for department / organization

Budget Transfers

» Budget Queries _"
" Create, view and share budget availability and encumbrance. { Create and view draft, pending and completed journals and
J| supporting documentation.

Approve Documents

[ Delete Finance Template

Delete templates for Finance Queries, Budget Development, and

View list of documents pending approval. Approve, disapprove, or
Purchase Orders.

deny.

View Document

@\j View draft, pending and completed documents with related
information and approval history.

Approve Documents

@ The radio buttons related to next approver apply when a User ID is present.
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OLIsar ID s next approver All documents Uiser may approve

! \

Primary Approver Alternate Approver



Approve Documents Lis‘t@

@ Click the document number link to view a document as a PDF in a new tab. Click the History option to display pending approvals, approval history, and any related documents. Click the At

attachments if more than one, otherwise a new tab is opened to view a single attachment....

~ Document . Change .

Document Type ¥ Sequence ¥ Submission >  Originating User Amount {  Next Approver 5 NSF
10379498 NV - 0 CFREDERICK1 1,000.00 - Y
J0061560 1\ - 0 CFREDERICK1 128,478.00 - Y
J0061561 w - 0 CFREDERICK1 229,700.00 - Y
J0061363 1\4 - 0 CFREDERICK1 57,742.60 - Y
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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:

Document ID # - review document
“0) History — review approvals
Approve/Disapprove

Document Number Document Type
10379698 INV

Change Sequence Submission
0

Amount
1,733.97

Comment

This document has been approved.

|

& Document 10379696 has your approval.
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