How do I view Documents in Self Service Banner (SSB)

View Documents in SSB

Forgot to record Document number
Verify correct info was entered
Check the status of a document

Hello
Create, edit and approve transactions and view financial information for department / organization
” Budget Queries Budget Transfers

=
—

~ Create, view and share budget availability and encumbrance

Approve Documents [

View list of documents pending approval. Approve, disapprove, or
deny.

View Document

View draft, pending and completed documents with related

—

Create and view draft, pending and completed journals and
SLIDFQV’TII’Vg documentation.

Delete Finance Template

Delete templates for Finance Queries, Budget Development, and
Purchase Orders.

On SSB Finance Self-Service card,

information and approval history.

open Finance Dashboard and
select View Document

Select type of document you want to view in Document Type dropdown menu. If Document Number is not
known, click | to search for the document. If document number is known, enter in Document Number

box and click View Document.

View Document

Document Type
Invoice xv
Document Search
Choose Document Number

Document Number *

Please Enter Document Number Q.

To search for Document Number, enter

parameters and click Execute Query
button.

—

——

| 00k Up - Invoice

Document Number User ID

Please Enter Document Number CFREDERICK1

Activity date - From Activity date - To Transaction Date - Year Transaction Date - Month

06/15/2025 [ 06/30/2025 o] Al Vo] Al

Vendor ID

Please Enter Vendor ID

Purchase Order or Encumbrance Purchase Order Reference Number

Please Enter Purchase Order or Encumbrance Please Enter Purchase Order Reference Number

Approved Completed

All v All v

BACK TO VIEW DOCUMENT } [ EXECUTE QUERY }




Document number and status are available in the query results. Linked document numbers can be
clicked and queried to expand information or view approvers.

Lookup Results

. I
Invoice - Lookup Results (1)

Document Number $ Nser ID & Activity Date & Transaction Date & Purchase Order or Encumbrance & Purchase Order Reference Number {  Vendor D £ Vendor Approved & Completed

10376961 FREDERICK1 06/26/2025 06/23/2025 M00243250 Arbitrage Compliance Specialists, INN

BACK TO VIEW DOCUMENT

{ ANOTHER QUERY

VIEW DOCUMENT

Use View Document to verify data and retrieve items

INVOICE
Invoice Number 10376961 Submission 1 Purchase Order
Invoice Date 06/09/2025 Vendor Invoice 1039410 Vendor Arbitrage Compliance
Specialists, Inc.
(MO0243250)
Transaction Date 06/23/2025 Suspense MNo 6065 5 Quebec St Ste
201
Payment Due 06/24/2025 Cancel Date
Document Total 1,530.00 Open/Paid P Centennial CO
80111-4532
Accounting Type Commodity Level Hold N -7530
Credit Memo N Collects Tax Collects No Taxes
1099 Vendor N Recurring N Discount Code 09 Met 30 Days
Matching u Income Type Currency
Header Text
Commadities
Item Description u/m Tax Group Tolerance Final Pay Last Suspense
Override Receipt
1 2015 Series A 10th Year Arbritrage No
Calculation
Approved Other Net Total
Amount 1.530.00 0.00 1,530.00
Accounting Distributions
SEQUENCE cChart-index-Fund-Orgn-Acct-Prog-Actv-Loon-Proj Bank MSF Suspense  MSF Override Distribution Met Amount
Code Percent
1 1- - 1000401 - 100794- 711036~ 6020- - - LM Mo Mo 100,00 1,530.00
Grand Total - All Commodities 1.530.00
1,530.00

Grand Total - All Accounting Distributions

DISCLAIMER - This Invoice PDF is restricted to internal use only.



APPROVALS & RELATED DOCUMENTS

Use Approvals & Related Documents to see where the
document stands in the approval process.

Related Documents

~—
\fPayment date )

Check Disbursement

10219229 | 06/26/2025 Completed

Approval History

check nhumber

Purchase Order

-

and related

can be found

here
/

NORMAL AP DIRECT PAY (1300) (10)

Carolyn Pollock | 06/25/2025

NMORMAL AP DIRECT PAY (1900) (10)
Caralyn Pollock | 06/25/2025

NMORMAL AP DIRECT PAY (1900) (20)
Caralyn Pollock | 06/25/2025

NORMAL INVOICES |DUDLEY (1284) (10)
Jackie Dudley| 06/24/2025

NORMAL INVOICES JDUDLEY (1284) (10)
Jackie Dudley| 06/24/2025

NORMAL INVOICES JDUDLEY {1284) (20)
Jackie Dudley| 06/24/2025

Approvals Required

Mo Approval required information available for 10376961

BACK TO WIEW DOCUMENT
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