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Approve Documents

1. Navigate to MyTSU portal landing page click, ‘Employee’

SharePoint

MyTSU  Faculty v Human Resources

2. Choose “Finance/Requisitions”

Finance/Requisitions

“My Finance” dashboard will launch.

”
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My Finance Query

Create, view and share b vailability, encumbrance and

payroll queries

My journals

Create and view draft, pending and completed journals and

supporting documentation,

Approve Documents

View list of documents pending approval. Approve, disapprove, or

deny.

Delete Finance Template

Delete templates for Finance Queries, Budget Development. and

Purchase Orders.
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ft, pending and completed requisitions and

supporting documentation,

Budget Development

Create and revie: | year operating budgets for the budget

development pri
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Approve Documents

Here approvers can search for a specific document to approve or view all the
documents that are sitting in approval queues.

This widget will show document number, the originating user, and whether a document
has attachment.

3. Choose “Approve Documents” widget.

. Approve Documents
‘ View list of documents pending approval. Approve, disapprove, or
deny.

The query window will always default to your User I.D. and User I.D. as next approver.

4. If you click “Submit” with your User I.D., it will display only documents that are
sitting in your queue.

My Finance Approve Documents

Approve Documents

@ The radio buttons related to next approver apply when a User ID is present.

User ID Document Number
o User ID is next approver All documents User may approve
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5. If you run it without User I.D., but with a specific “Document Number” then you
will only see that document, and its related info.

e You can also use wildcard (%) to look up a document.
e For example, ‘R%’ will bring up all documents that start with “R” sequence.

User ID Document Number
o User ID is next approver All documents User may approve

Approve Documents
Queried Parameters To start a new query, v
click on Another ; i
Another Query Query and you will be Click here to see History of the
brought back to the document: _ _
| query window. e Whose approval is required
Approve Documents List ( 1 ¢ Whose approval has already been
obtained.
@ cument number link to v Click the Histery option to display pending ag n to display a list of
s if mol an one, othe ment..
Document £ _?;;:mm a gz::s:{g & Submission & Originating User 2 Amount? NextApprover & NSFZ QueueType’ Attachments 0\ History  Disapprove Approve
""""""" TSUAKTHOMAS 20520 - = DOC ] ‘j)
CD;“Ck on tr;e b You can Disapprove
ocument number or Approve.
to see detail.

6. If you click “Submit” without any User I.D. or ‘Document Number’ it will bring up
all documents awaiting approval.

Approve Documents

@ The radio buttons related to next approver apply when a User ID is present

User ID Document Number
|
o User ID is next approver All documents User may approve
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Queried Parameters

Total number of
documents waiting

Approve Documents List(aa /w approval.

tory option to display pending approvals, approval history, and any related documents. Click the Attachments icon to display a

@ Click the document number link to view a document as a PDF in a new tab. Click the

list of attachments if more than one, otherwise a new tab is opened to view a single attachment.

Document Change -
Document % u % 8 Submission £ Originating User

: < Amount §  Next Approver NSF eue Typegs, Attachments Histo Disapprove Approve
Y Type ¥ Sequence v Rt PP ¢ $ QueueTyp ® y isappr pp

v

NOTE: If any of the document you are querying has an attachment, you will see

a paperclip icon U under the Attachments heading. When you click the
attachment, it will open the document in a new window.

Contact a representative in the Division of Administration and Finance for detailed
explanation.

tsu.edu/about/administration/finance/contact-us

Technical support is available 24/7 by emailing IT Service Center:
itservicecenter@tsu.edu or submitting a case: http://itservicecenter.tsu.edu

As always, we appreciate your support as we continue to improve the tools that ensure
“‘Excellence in Achievement.”

GET IT HELP

2 ; g The IT Service Center Is open 24/7/365

TEXAS SOUTHERN UNIVERSITY for your convenience. To report an

Office of Information Technology IT problem, go to: itservicecenter.tsu.edu

- To request assistance,
Email: ITServiceCenter@tsu.edu

Self-Service: http:/ITServiceCenter.tsu.edu
Call: 713-313-4357 or 713-313-HELP
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