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Policies & Guidelines 

Before performing any of the SSB Finance options listed below, please first refer to the Financial Services 
Policies & Guidelines page to access and review our Fiscal Responsibility Policy, Budget Transfer 
Guidelines, Procurement Procedures, and other information regarding various types of financial related 
activities that you may perform.  Additional resources are also available on our Banner Finance and Bear 
Finance Reporting pages and from our Financial Services page which contains links to these and others.   

SSB Finance – “View Only” Options 

Those with “View Only” access may choose to perform Budget Queries, perform an Encumbrance Query, 
View Documents, or Check Available Balance from the Self-Services Options Finance folder or Budgets 
section by clicking on the associated link. 

Please refer to the following User Guides for additional information on these options: 

1. Self-Service Banner – Finance Queries – User Guide 
 

2. Self-Service Banner – Finance Document Queries – User Guide 
 

SSB Finance – “Originator” Options 

In addition to the “View Only” options listed above, those with “Originator” access may additionally 
process a requisition by clicking on either the Requisition or Create a Requisition link in the Self-Service 
Options Finance folder or Requisitions & POs section.   

Please refer to the following User Guide for additional information on processing a requisition: 

1. Self-Service Banner – Finance Requisition Processing – User Guide 
  

Individuals on the West Plains campus may additionally process purchase orders by clicking the 
Purchase Order (West Plains Only) link in the Self-Service Options Finance folder.  

SSB Finance – “Approver” Options 

In addition to the “View Only” and “Originator” options listed above, those with “Approver” access may 
also perform approvals on requisitions and transfer budget amounts by clicking on either the Approve 
Documents, Approve a Requisition, Budget Transfer or Multiple Line Budget Transfer links in the Self-
Service Options Finance folder or the Requisitions & POs or Budgets sections depending upon the 
desired action.   

Please refer to the following User Guides for additional information on approving documents 
and performing budget transfers: 

1. Self-Service Banner – Finance Document Approval – User Guide 
 

2. Self-Service Banner – Finance Budget Transfers – User Guide 


