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 Please silence your cell phone
 If you must leave the session early, please do 

so discreetly
 Please avoid side conversations during the 

session



This session will provide you with the knowledge and practice 
to perform online approvals at your institution. The intended 
users are staff who will create requisition, invoice and/or 
journal voucher documents and the administrators who will 
approve/disapprove the documents in Administrative Banner 9.

 Administrative Banner Access Requirements
 Approval Queue Setup Process
 Approval Queue Reports
 Departmental User Approval Process

 Approval Pages
 Banner Messages

 Approval Queue Status Pages



End User

BANNER

Approver(s)
BANNER

MSU documents approved at the 
departmental level: 

 Online Journal Vouchers
 Procurement Card
 Requisitions
 Invoices (Regular, Direct Pay)

Documents are routed to an 
approval queue based on 

matching the FOAPAL on the 
document to the queue routing 

criteria. 
Approvals are set to run in 

sleep/wake mode.

MSU Queues are routed based on 
three required fields - Document 

type (Requisitions), rule group 
(REQG), and Chart of Accounts 
(1); and THREE out of the six 

optional fields – Fund, Fund Type, 
Organization (NOT Account, 
Account Type and Program).

EACH level of approval must list 
at least two (2) approvers.  

This is to avoid situations in 
which documents are held up 

because an approver is 
unavailable.

Approvers can only approve or 
disapprove (i.e. deny) 

documents on the User 
Approval (FOAUAPP) Page.

(NOT the Document Approval 
(FOAAINP) Page)

The Originating User cannot 
approve or disapprove

their own document
(unless listed at a $0.00 queue 

level).

ALL ACTIVE ORGANIZATION CODES ARE SETUP FOR APPROVALS



 Employee must have an active Banner Production 
account 
 BAN_YQRYFIN, BAN_JOBSUB, BAN_LOGIN

 Submit the Admin Banner Access Request eForm for 
approval access, BAN_APPR

MSU Policy  User cannot have BAN_REQ, BAN_INV or 
BAN_PROCARD access and BAN_APPR access
 Must revoke keying access to be an approver
 Does not apply to BAN_OLJV access for JV queues



EFORMS USED TO SUBMIT REQUESTS



EFORM TO REQUEST APPROVAL ACCESS (BAN_APPR)

*Must receive queue form before 
granting access



All approval queue 
setups/updates are 
handled by 
Information 
Technology Services 
(ITS)-User Services

Department must 
complete the 
appropriate request 
form for updates:

Approval Queue Request 
for Requisitions/Invoices

Approval Queue Request 
for Journal Vouchers

Instructional factsheets

Completing the REQ/INV 
Queue Form

Completing the JV Queue 
Form

Forms must have 
ALL required 
signatures and/or 
electronic approvals 
(eforms)

Department can 
submit the queue 
form(s):

Hard copy via 
campus mail or 
email

-or-

Electronically using 
the Generic Routing 
Slip eForm

1. Department 
Head

2. Dean/Director
3. Vice President

Approval Queue pages are located on the Finance Approval Menu [*FINAPPR]

https://servicedesk.msstate.edu/TDClient/45/Portal/Shared/FileOpen?AttachmentID=%7b4C7491D6-94ED-4556-A073-AB635DDEF7ED%7d&ItemID=1451&ItemComponent=26&IsInline=1
https://servicedesk.msstate.edu/TDClient/45/Portal/Shared/FileOpen?AttachmentID=%7bE18E2F3A-BD47-48DD-A0D2-4D5D93503A71%7d&ItemID=1451&ItemComponent=26&IsInline=1
https://servicedesk.msstate.edu/TDClient/45/Portal/Shared/FileOpen?AttachmentID=%7b5153DEFB-88C3-4CF5-825E-F8D088CC5CD2%7d&ItemID=1451&ItemComponent=26&IsInline=1
https://servicedesk.msstate.edu/TDClient/45/Portal/Shared/FileOpen?AttachmentID=%7bD7AA1609-C610-4537-B127-15F5383C9980%7d&ItemID=1451&ItemComponent=26&IsInline=1


Queue IDs

Updates 
requested

Signatures

Restricted by 
Fund Type

Actions 
recorded 

here

Submitted via email:
UPDATE EXISTING 
QUEUES



Submitted via Generic Routing Slip eForm:
UPDATE EXISTING QUEUES



Approval Queue Requests Examples



Department submits the REQ/INV Approval Queue Request Form

NEW Queue Setup:

 Check Queue ID and Name for availability [FTVAPPQ] – match the name to the 
division/college/department/office
 Setup Queue with Queue ID and Name [FTMAPPQ] and Queue Limit
 REQ queue (ex. RITS-Information Tech Services) and INV queue (ex. IITS-Information Tech Services)
 Setup levels, amounts and add approvers – determined by the college/division
 INVA queue is the NEXT QUEUE for on all INV queues
Setup Routing structure [FOMAQRC] by ORG(s), Fund, and/or Fund Type
Create for REQ queue and INV queue (requires INV and JV (Procard documents) records)
Print new queue report [FWGQRPT]

EXISTING Queue Updates: 

Print current queue report(s) to verify changes [FWGQRPT]
Query Queue ID [FTMAPPQ]
Update levels, amounts, approvers, queue limit and/or routing
Print updated queue report(s) [FWGQRPT]

Notify department via Email (data entry users and approvers)

Users are manually terminated from queues upon employment termination or when requested



APPROVAL QUEUE VALIDATION [FTVAPPQ]
 Search for existing queues
 910 active approval queues



APPROVAL QUEUE MAINTENANCE [FTMAPPQ]



APPROVAL QUEUE MAINTENANCE [FTMAPPQ]

Terminated approver DP1525 and Added approver LD214
Changed Level max amounts and Queue Limit



APPROVAL QUEUE MAINTENANCE [FTMAPPQ]

Use to change Approval Limit amount for a level(s)





APPROVAL QUEUE ROUTING CODES [FOMAQRC]



APPROVAL QUEUE ROUTING CODES [FOMAQRC]



Department submits the JV Approval Queue Request Form
(1) 

Submit 
Request

 NEW JV Queue Setups are submitted as a Service Desk Ticket:
 Requires approval from Reporting, Planning and Analysis 

 Setup Rule Class (ex. FTIR) and Doc Prefix (ex. IR)
 ITS next action: Create rule group (ex. JVIR) for rule class

 Setup Queue ID (using Rule Group) and Queue Limit [FTMAPPQ] 
 Setup levels, max amounts and approvers
 Setup Routing structure [FOMAQRC]
 Print new queue report [FWGQRPT]

 EXISTING JV Queue Updates: 
 Print current queue report to verify changes [FWGQRPT]
 Query Queue ID [FTMAPPQ]
 Update levels, amounts, approvers, queue limit and/or routing
 Print updated queue report [FWGQRPT]

(2)
New Queue 

Setup
Or

Update

 Notify department of updates via email (data entry and approvers)
 Copy Reporting, Planning and Analysis 

(3) 
Notify



NEW JOURNAL 
VOUCHER QUEUE 
REQUEST



APPROVAL QUEUE ROUTING CODES [FOMAQRC]



Send email to all 
data entry users and 
approvers



 Departmental Reports:
◦ Approval Queue Structure [FWGQRPT]

 Reports for ITS:
◦ Approval User Report [FWGQUSR]
◦ Approval Queue Audit [FWGQAUD]
◦ Approval Queue History [FWGQHIS]
◦ Enter and Approval Audit Report [FWGAUDT]



*Denotes user has access to 
FGAJVCD and/or FWAJVPC





User Queue Reports [FWGQUSR]





Queue History Report [FWGQHIS]



User Audit Report [FWGAUDT]

Action Needed:
• Banner User, CML43, should not be listed 

on the report
• BAN_APPR has been revoked
• Follow-up with user and department



 It is important that all approvers understand the necessity of reviewing 
documents awaiting approval in a regular and timely manner.  

 Pages used by the approver to process the approval/disapproval of 
documents:

Approvals 
Notification

(FOIAINP)

User Approval

(FOAUAPP)

Document 
Approval

(FOAAINP)

Document 
Approval History

(FOIAPPH)

Approval History

(FOIAPHT)



TWO (2) major pages for the review of documents awaiting approval:

(1) Approvals Notification (FOIAINP) 
 Displays automatically when you access any other Banner Finance page IF:
 You are an approver
 There are unapproved documents awaiting your approval
 FOIAINP will list the types and number of documents awaiting your approval 

(2) User Approval (FOAUAPP) 
 Used for the actual approval and disapproval of documents
 Most versatile and useful page for querying the status of unapproved 

documents



 User Approval (FOAUAPP) Page enables you to:
 approve or disapprove a document
 view a document’s detail
 view all the queues/levels responsible for approving the document

Approving A Document

 The Next Approver switch at the top of the FOAUAPP page 
permits an approver to limit the displayed documents to those 
for which he/she is the next needed approver.  
 This permits a “high-level” approver to ignore documents 

until they’ve received all necessary lower-level approvals.



FOAUAPP:
 Accounting details of the document will be displayed using the 

appropriate page
 Use the RELATED menu to view the details of the document if needed

Detail



 Accesses the Document Approval (FOAAINP) Page
 Display all the queues/levels responsible for the approval of a specified 

document.

FOAUAPP: Queues



FOAUAPP: Approve/Disapprove

APPROVE
Click the approve button to 
approve the document from 

the queue at that level

DISAPPROVE

The document is 
returned to an 

incomplete status

Type an explanatory 
message in addition 

to the original 
message as to why 
the document was 

disapproved.

This message will be 
forwarded to the 
originator of the 

document using the 
Banner mail function, 
and to any previous 

approvers of the 
document.



From: MSU Banner Finance [mailto:null-address@msstate.edu] 
Sent: Friday, September 1, 2019 9:04 AM
To: Phillips, Kayla <KPhillips@athletics.msstate.edu>
Subject: Invoice 17800499 Disapproved

The document Invoice 17800499 was disapproved by: Helen 
Callahan. Please go to GUAMESG to see the reason it was 
disapproved. You can contact the disapprover if more details are 
needed.

Banner generates 
an email and 

message when a 
document is 

DISAPPROVED

mailto:null-address@msstate.edu
mailto:KPhillips@athletics.msstate.edu


Displaying the Approval History
for a Specific Document

There are two (2) pages that can be used to display the approval history for a 
specified document:

Document Approval History (FOIAPPH)
 Displays the approval history for a specified document  
 A document that has been denied appears with a queue ID of DENY



Document Approval History (FOIAPHT)
 Provides an online display of documents based on search criteria  
 A document that has been denied appears with a queue ID of DENY
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