To view and approve documents in Banner Web

After logging on to MyFSU, select the “Employee” tab:
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Once in the Employee tab, select the “MyWorkplace” (briefcase) icon:
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In MyWorkplace, any “waiting” approvals should appear in the “Approval Alerts”
module—select the “Next Approver” link below the list of documents:
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A new window will open, showing your Banner User ID, and will default to “documents
for which you are next approver”--leave the selection as it defaults, but the “all
documents” radio button can also be selected if you want to see documents that will
move to your approval gueue after other approvers before you have approved.

Click on the “Submit Query” button:
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Documents which are waiting for your approval will now be viewable. The document
“type” (in this case, a requisition) is shown, as well as the user ID of the document
creator, and the document number, history and approval or disapproval links:

To view the document, select the document number:

Approve Documents

7 Select the Document Number link to display the details of a document. Select the History link to display the approval history of the document. Select
Select the Disapprove link, if enabled, to disapprove the document.
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The document will open for your review. After reviewing, use the “back arrow” on your
browser to get back to the approval queue.

You may select “Approve” at this point to push the document to the next approval
queue and ultimately PO creation, or “Disapprove” if the purchase is not approved, or if
there are details that you want the requisition creator to edit.



