
Finance SSB9 2023
Approving Documents, Creating Queries, Creating Requisitions, 
Requisition Approval Status, Copying a Requisition, Looking up a 

Requisition, and Tips.



1. Go to the Barton Website: www.bartonccc.edu

2. Head to MyBarton Portal.

http://www.bartonccc.edu/


1. Go to MyBarton Portal.

2. Login with your Username and Password.



When in the Portal, navigate to Employee Self-Service Card. 
Once there click on Finance Self Service

https://financessb-prod.ec.bartonccc.edu/FinanceSelfService/ssb/financeCommonDashboard
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Approving 
Documents



The approver will go to Approve Documents in SSB9.



User ID will autopopulate with lastname first init. and 

you’ll want to leave it as that. Leave the document 

number blank then click Submit. 



Here you can see all of the Requisitions pending your approval. 

Click on the document you’d like to take a closer look at.



You can look at the PDF file to review the details.



Let’s go approve this Requisition. “This document has been 

approved” will always be the default comment, however, you can 
change this, if needed. Then click Approve. 



Let’s disapprove this Requisition. Then click Disapprove. 



You can look at the 

PDF file to review the 

details. The status will 

say Disapproved.



Creating Queries



You can create and look up budget queries in SSB9. 

Navigate to My Finance Query.



Click on the “New Query” button to create a new 

budget query.



• When creating a new query click 

on “Budget Status by Account” 

for Query Type. 

• Tip: You can type either the 

number or the name and you will 

get the same results.

• Chart: Enter chart 8. 

• Fund: Type the fund number.

• Organization: Type the 

organization number or name.

• Account: Type the account 

number.

• Program: Type the program

• Then scroll down to next section.



• Fiscal Year: Choose the 

Fiscal year you want

• Fiscal Period: Choose the 

Fiscal Period you want

• Tip: We are in Fiscal 

Period 14

• Operating Ledger: There are 

a lot of options to choose, but 

most Queries, you will choose: 

Accounted Budget, Year to 

Date, Reservations, and 

Available Balance.

• Comparison Fiscal Year & 

Period: These are both 

optional

• After you have all of the 

information filled out, click 

Submit.



Example: When you click on FY24/PD14 Year to Date link, it brings 

up the information for that query.  



Creating a 
Requisition



Click on My Requisitions to start a new requisition.



Click on Create Requisition.



Requisition Form:

• Requestor: This will be 

your First name and Last 

name.

• Transaction & Delivery

Date: Typically todays 

date.

• Requestor Email: Your 

email.

• Public Comment: 

Previously doc text in 

SSB8.

• Private Comment: It 

won’t be on the 

requisition, so you will 

want to put it in the 

Public comment.



Requisition Form:

• Tips: Remember that you can 

do both number or text and it 

would still bring up the same 

thing.

• Example: For Chart, you 

can search up either the 

number 8 or just type 

Barton Community College.

• Chart: This is where the start of 

the FOAPS. Enter chart 8.

• Organization: Type the 

organization.

• Ship To Location: Typically 

you don’t change this and keep 

BCCC.

• Attention To: Your Department 

or Barton Community College.

• Then Click Next.



Example of a Requisition:



• Vendor: You can search 

by name, or the vendor 

number.

• Note the difference in 

addresses from 

SSB8.

• Vendor Discount and 

Currency: Leave Blank.

• Click Next when finished.



Example of the Vendor Information:



On the “Add Item & Accounting” tab, you will add the 

Commodity description in the Choose Item dropdown. 



Example of the Add Item & Account: Part 1

• Type in the item description, example of an 

“Office Chair,” click Add as new item.



Example of the Add Item & Account: Part 2

• Commodity Description: 

This is the Item that you 

added to the requisition. 

• Unit Of Measure: Most of the 

time it’s EACH (EA).

• Quantity: How many do you 

have of each item?

• Unit Price: What is the price 

of each item?

• The Discount, Additional, 

and Tax Amount: Leave as 

is.

• Click Save.



Example of the Add Item & Account: Part 3

• Click “Add 

Accounting”

• You can multiple 

commodity items 

if needed by 

clicking on the 

down arrow to 

add another 

record.



Example of the Add Item & Account: Part 4 

(Only one account type) 
• This is where you would want 

to use the FOAP.

• Chart: Enter chart 8.

• Fund: Insert the Fund number.

• Organization: Insert the 

department number.

• Account: Insert the Account 

number.

• Program: Insert the program 

number.

• Distribution Amount: If the 

dollar amount does not need 

to be split between different 

accounts; leave as is.

• Distribution Percent: If the 

dollar percentage does not 

need to be split between 

different accounts; leave  

alone.

• Click Save.



Example of the Add Item & Account: Part 4 

(Multiple account types) 
• This is where you would want to 

use the FOAP.

• Chart: Enter Chart 8.

• Fund: Insert the Fund number.

• Organization: Insert the 

department number.

• Account: Insert the Account 

number.

• Program: Insert the program 

number.

• Distribution Amount: If the 

dollar amount needs to be split 

between accounts, you can adjust 

the dollar amount while the 

distribution percent will 

automatically change.

• Distribution Percent: Allows you 

to adjust the percentage amount 

as needed.

• Click Save.

• Tip: The number of commodity 

items does not need to match the 

number of accounting distribution 

lines.



Example of the Add Item & Account: Part 4 

(Multiple account types) 

• Click “Add 

Accounting” at 

the bottom.



Example of the Add Item & Account: Part 4 

(Multiple account types) 
• This is where you would want 

to use the FOAP.

• Chart: Enter chart 8.

• Fund: Insert Fund number.

• Organization: Insert 

department number.

• Account: Insert Account 

number.

• Program: Insert program 

number.

• Distribution Amount: Adjust 

the dollar amount for the next 

account type as needed. 

• Tip: If only have two 

account types, leave this 

alone.

• Distribution Percent: You can 

adjust the percentage amount 

as needed.

• Click Save.



Example of the Add Item & Account: Part 5
• When you click on 

the PDF button, it 

brings up a PDF 

about what the 

Requisition will look 

like.

• You can also click 

on the funding and 

it will do a drop 

down of the FOAP.

• If you wanted to 

save a requisition 

without submitting, 

press “Save as 

draft”.

• Once you see that 

everything looks 

good click “Submit 

Requisition”.



Requisition 
Approval Status



When checking on requisition approval status, click on view 
document.



• Document Number:  Type 

in your requisition 

number.

• Click on view document.



• If a requisition has been 

approved, it will say Assigned 

to Buyer in the status section.



Copying a 
Requisition

(Alternative to a requisition template)



• If you want to copy a requisition, click on “My Requisitions”



• Go to “Completed Requisitions” and select the requisition that you want to copy. 



• Once you locate the requisition that you want to copy, click on 

“Copy Requisition”  



• Click on Yes to copy the requisition. 



• Once you copy the requisition, it will give you a notification in the top right 

letting you know that you did it successfully and it will create a new requisition 

number. 



Looking up a 
Requisition



When checking on requisition approval status, click on view 
document.



• Click on the Magnifying 

Glass to lookup the 

requisition, if you are 

unsure of what it is.



• Enter known information.

• Click execute query 

• Tips:

• Activity date ranges  –

From & To fields: Put in 

a date range that 

includes the date you 

believe you put in the 

requisition. 

• User ID: The User ID will 

automatically populate as 

your Banner ID so leave 

as is.



• Below is a screenshot example of the Requisition – Lookup Results page.



Tips



• Tip: If you made any mistake after 

submitting, there should be a 

button on the top right that says “ 

Recall My Requisition” and you 

can modify and submit it again.

• Tip: If you make a 

mistake, you can 

click Delete 

Requisition and 

create a new one.



Questions:

• If you have any questions about the requisition process in SSB9, call Terry Barrow at extension 318.


