
Approving and Disapproving Documents SSB9 
 

Step 1:  Access SSB9 and click on Approve Documents within Finance to approve 
or disapprove documents. 

 

Step 2:  Enter User ID and select User ID is next approver to see documents in 
queue that requires approval.  To view all documents that may require approval, 
select All documents User may approve.  Click on Submit to see the list of 
documents.  There is an option to enter the single document number and 
approve. 



 

             

Step 3a:  Click on the document number to see the detail document.  Click on the 

paper clip under Attachments to view supporting documents. Select  symbol 
under  History to view the levels of approvals and approval history. Click on 
Approve to approve document.  

 

 

 

 



 

 



 



Step 3b:  After clicking Approve or Disapprove, the screen below will appear.  
Select Approve to continue process. 

 

When a document (Budget or Expense Transfers) is disapproved: 
• The person disapproving the document needs to notify the initiator and 

provide an explanation. 
• The option to recall a document to make corrections is only available if the 

document has not been posted. 
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