Banner-Resubmit Disapproved Requisition

1. Open a session of Internet Explorer

2. Type in http://myut.utoledo.edu

3. Enter your UTAD username and Password

4. Click LOGIN 

5. From the “Employee tab” click on Banner Finance SSB

6. Click on Requisition. 

7. Click on Search in Process Requisitions at the top of the page. 

8. Enter the requisition number in the Document Number field. 

9. Click Execute Query. 
 
10. Click the blue hyper link of the document you want to view.

11. Click view document. 

12. The document will be displayed. 

13. Scroll to the bottom and click submit.  
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