Banner Approver Training Manual

BANNER NAVIGATION

Welcome to Banner! This is a brief overview of basic navigation required to utilize the Self Service system.

Accessing Banner SSB (Self Service)
1. Open a session of Internet Explorer
2. Typein http://myut.utoledo.edu
3. Enter your UTAD username and Password

/€ My UT - Windows Internet

o )
& hitp://intranet.utoledo.edu/ v | 4| X Il B Bing A
Evile gdit View F;vorites Tools Help
¢ Favorites | 5 @] Free Hotmail @ The University of Toledo -... £ Web Slice Gallery v
|@wmyur [ ] o~ v [ d® v Pagev Safetyv Toolsv @~ =

UTAD Usernante: Password:

myu T Daily news for The University

of Toledo community ooy

Login Help | myUT Help | Account Maintenance | Parent/Guest Payment | UT Home

22% UNIVERSITY DIRECTORY

4. Click LOGIN

SSB — Self Service Banner for APPROVING REQUISITIONS

At the Main Menu, Click on the Finance tab.

Finance

{ Personal Information f"’EmpIcwee { Finance
]
Search @

Budget Queries
Encumbrance Query
Main Menu Requisition

Purchase Order

5. From the list of options, there are 3 links Requisition,
Approve Documents, and View Document that may
be used to view and approve documents.

Approve Documents

View Document

Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template

The approvers will most often simply use the
“Approve Documents” link.
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OR

Approvers will receive an email notification from Req_approval@utoledo.edu alerting them an action needs to
be taken on a specific requisition. The embedded link will take you to the menu to then choose “Approve
Documents”.

From: Req_approval@utoledo.edu

To: Srinivasan, Balakumar - Student; # Rhegness, Leslie Lynn; # Blosser, Sherry Lynn
Cc

Subject: Requisition Z0000249 from Laura Goodwin requires your approval.

Please go to Banner Self Service to approve the requisition.

APPROVER Process

There are various levels of approvals built within Banner Workflow. There are 3 levels as they exist today:

Level 1 0-9999
Level 2 10,000 — 24,999
Level 3 25,000 +

There are also stops in GRANTS ACCOUNTING as well as a newly added approval QUEUE called “LARGE PO’s”

LARGE PO Queue is designed for any order over S50K to have one last set of eyes to ensure we are processing
these transactions according to our business rules and regulations.

Escalation occurs after 7 business days, if no action is taken, workflow sends to the next level approver.

Requisition Z0000303 from Linda Curtis requires your approval.

Req_approval@utoledo.edu
Mon 4/21/2014 10:32 AM
Sonivasan, Balakumar - Student; # Rhegness, Lesie Lynn; & Blosser, Sherry Lyrn

Please go to Banner Self Service to approve the requisition
You are receiving this escalation email because the requisition has not been reviewed /approved at the previous level within the last 7 days.
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How to access:

1. Click on Finance Tab

Finance

Budget Queries
Encumbrance Query
Requisition

Purchase Order

Approve Documents

Yiew Document

Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template

RELEASE: 8.6
2014 Ellucian Cornparny L.P. and its affi

2. Click on Approve Documents

mearch [EX]

Approve Documents

Enter Approval Parameters
User ID JPASTOREK
Document Number:

@ Documents for which you are the next approver
All documents which you may approve

[ Budqet Queries |

You may choose either to look at only the documents for which you are next approver or all
documents you may approve.

1. Click on Submit Query.

[ Submit Duery

You will receive a listing of Document Types (Requisitions) in which to take action on.
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Approve Documents

TSelect the Document Number link to display the details of a document. Select the History link to display the approwval history of the document. Selact the Ap

Queried Parameters

Iizer 10 JFASTOREK Jennifer Pastorek,

Crocument Mumber :

Documents Shown: Mext Approver

Approve Documents List

Mext Approver TypeNSFChange Seqi Sub# Originating User Amount  Queue TypeDocument History ApproveDisapprove
A REG LRHEGME 4,00 Do Z0000053History ApproveDisapprove
A REG 0NN 1.00 Do Z0000054History ApproveDisapprove
A REG IPASTOREK 500,00 Coc Z0000055History ApproveDisapprove
A REG POVWSLEY 500.00 Coc Z0000056History ApproveDisapprove
A REG POVWSLEY 550,00 Coc Z0000058History ApproveDisapprove
Y REC MWOLFE 53,50 Coc Z0000059History ApproveDisapprove
Y REC TPAKULZKI 93.00 Coc Z0000060History ApproveDisapprove
Y REG JCOMMAGER 301,95 Coc 20000061 History ApproveDisapprove
Y REG TPAKULZKI 5.00 Coc Z0000062History ApproveDisapprove
f REQ JCOMMAGER 3,011.00 ooc Z0000063History ApproveDisapprove
f REQ TPAKULZKI 25,00 ooc Z0000064History ApproveDisapprove
f REQ TPAKULZKI 10,00 ooc Z0000065History Approve Disapprove
f REQ JCOMMAGER 3,304.25 ooc Z0000066History Approve Disapprove
A RECQ TRPAKULSKI 40.00 DGC Z0000067History ApproveDisapprove
A RECQ POWSLEY 25.00 DGC Z0000068History ApproveDisapprove
A REG MWWOLE 7398 DoC Z0000069History Approve Disapprove

Bl RN st N I T

There are 4 links in which to view/take action steps on.

1. Document — click on this link to view the requisition needing approved. You can look at any related
attachments that may have been uploaded with the requisition.

2. History — click on this link to view the originator of the Requisition and the Approvals required.

("Personal Information ( Student { Financial Aid { Employee "

Search

View Document

Document Identification
Document Number Z0000153 Type Requisition
Originator: POWSLEY Patty Owsley

Approvals required
Queue Description Level Approvers
0310 A10608 APPROVAL QUEUE 10

Jennifer Pastorek

+ No approvals have been recorded for this document
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3. Approve — this link will APPROVE the requisition. There is a Comment area that has a canned text line
“This document has been approved”. You may also add additional text to this area.

Search

Approve Document

Document Information
Document Number: Z0000148 Type: REQ

Change Seq# Sub#

Amount: 222.00

Comment: This document has been approved. -
Approve Document ] [ Cancel ]

Click on the APPROVE DOCUMENT button. A green check mark Y with comment that the
document has your approval will appear.

{" Personal Information / Student { Financial Aid / Employee iﬁ

Search
Document Pending Approval

& Document Z0000148 has your approval.

Click on CONTINUE to go back to list of requisitions. Repeat steps as needed.

Disapprove — use this link to disapprove a requisition. There is a canned comment box with text

“Approval has been denied.” You may also add additional information as to why the requisition is not
being processed.
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Disapprove Document

Document Information
Document Number: Z0000152 Type: REQ

Change Seq# Sub#

Amount: 150.00

Comment: Approval has been denied. -
[ Disapprove Document ] [ Cancel ]

Click on the Disapprove Document button.

An email will be sent to the requestor alerting them their requisition has not been approved.

From Reg_spproval @uioledo. edy

To Seintvasan, Balalumar - Student; # Rhegness, Leshe Lynn; @ Blosser, Sherry Lynn
Ce

Subject Requisttion 20000152 has been rejected

Jennifer Pastorek has rejected the requisition Z0000152 . The following message contains information relating to the rejected requisition
Approval has been denied

4

A green check mark with comment that the document has been disapproved will appear.

Personal Information / Student { Financial Aid / Employee (& 5100

Search

Document Pending Approval

+ Document ZOD00152 has been disapproved by you.

Click on CONTINUE to go back to list of requisitions. Repeat steps as needed.
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