
Approve Documents 
You will get an email notification when you have documents to approve. 

 



Login to Self Service and go to: 
FINANCIAL MANAGEMENT tile 
  

 

Next chose the APPROVE DOCUMENTS TILE

 



  

In the box you can see who has already approved the document, they are indicated with a green check mark.  The next required approvers 
are listed here.  If there is a plus sign after a name, it means anyone listed as next can approve the document to move it along.  

 

You can drill down on any item that is in BLUE for more detail 



 

 

 

 

 

The next screen enlarges the detail  from the drill down: 



 

 

Drill down on arrow to see a copy of the quote  QUICK TIP:  you can download multiple pdfs  to your downloads drive, select them all and 
right click to open all at once. 

By selecting VIEW, you can 
download a PDF of the 
attachment for review of the 
quote, proposal or other backup 



Here you see who has already approved the document and then who is the next level approver.  Any individual listed next can approve the 
document.  Often, there is more than one person listed so the item does not get caught in the system when someone is out. 

If a person has more than one approval level, they will only be required to approve the document once, to cover all their approval roles.   

For example:  Grants, fixed assets, business office staff- Steve would only have to approve at one of these levels for it to be approved for all 
the roles he has. 

 



    

By drilling down on the line item, you can see budget number, name  
and remaining Balance.  If you want additional details regarding the budget,  
you can drill down on the three lines to see the details below  



 

If the line item is over budget, you will 

 still be able to process/approve the  

request.   

 

 
 
 
 
After reviewing the backup, the budget number and any other relevant information, you are ready to APPROVE the document by checking 
the box and hitting submit. 
 

  
 



 
 
The requestor will also receive an email that their request has been approved. 
 
 
Reasons to RETURN to requestor: 

1.  The wrong budget number is charged.  2.  The date (fiscal year) is wrong.   3. The amount is wrong.   4.  Backup is inadequate.   
5.  The wrong vendor is used.  6.  A quote CANNOT be submitted as a payment request. 

 

The original requestor is the only one who can change the budget number. 

If the request is not an authorized expenditure, it can be returned with instructions 
to void.  If the Vendor is wrong, it must be returned, voided and re-entered with the 
correct Vendor 

The Arrow below indicates that you want to RETURN the request. 

 

 



 

In the history section, you have a record of ALL Documents you have approved.  If someone else approves them, you will not be able to see 
them.  You can also look for past documents using the filter.  IE:  By date, vendor, etc. 

 

 

 

Notes:  Submissions with an invoice, do not have to be rejected and resubmitted as a payment request.  They would require PO that 
purchasing would accept immediately and forward for AP to issue the check. 

 

Requisitions and payment requests cannot be saved, but vendors that require weekly, monthly, or quarterly, or other frequent payments 
can be set up as Blanket Purchase Orders or Recurring Purchase Orders with multiple items for the same amount.  See next page for further 
information. 

 



 

 

   What are the advantages of Blanket Purchase Orders 

 & Recurring Purchase Orders 

 

The benefits of these types of requisitions: 

They only need to be approved one time 

They only have to be input once 

AP and purchasing do not need to contact the 

 initiator for payment processing when the invoice  

comes in 

If you want to approve prior to payment then you  

would use a purchase order that uses the acceptance tile  

 

Blanket Purchase Order  (BPO)  Recurring Purchase Order: weekly, monthly, qtrly invoices 

 that require approval. 

This will encumber the funds for the whole year (period)  This will encumber the funds for the whole year (period) 

Used for input of an annual amount where the amounts could vary (could 

be any number of payments) 

 Used for monthly invoices that do not change, but approval or acceptance 

is needed 

Used for weekly, monthly, quarterly, etc.  invoices that do not change and 

no further approval or acceptance are required 

 Input one line item 



No additional acceptance required, goes directly to AP for payment when 

invoice comes in 

 QTY:  12         Monthly invoices                                           $1,000                    

$12,000 

A copy of the contract should be attached or other relevant 

documentation must be attached for approval reference 

 MUST accept the invoice every month in order to process payment when 

invoice comes in 

 A copy of the invoice will be uploaded at the time of payment  A copy of the contract should be attached or other relevant documentation 

must be attached for approval reference 

If you choose this method, indicate that you would like a Blanket 

Purchase order created for the recurring payments related to this 

requisition request in the INTERNAL COMMENT SECTION of the 

requisition. 

 A copy of the invoice will be uploaded at the time of payment 

 

In the event the monthly invoice changes, the outstanding purchase order 

can be updated. 

If the amount is not sufficient, an additional requisition can be added to 

procurement at a later date to make up the difference.  A note will have to 

be included to add to the existing Blanket Purchase Order (BPO) 

 

  

 


