
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

On SSB Finance Self-Service card, 
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.

To search for Document Number, enter 
parameters and click Execute Query 
button.



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

Use View Document to verify data and retrieve items



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

Payment date, 
check number 

and related 
Purchase Order 

can be found 
here
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