
To Deny a Requisition or Budget Transfer 

Note: Initiators can deny their own requisitions until the last person in the approval queue approves it.  

1. Click on the Self-Service Banner (SSB) icon in myCampus. 

2. Click on the Finance menu. 

3. Click on the Approve Documents link. 

4. Click Submit Query. 

 

5. Click on the Disapprove link for the document that needs to be denied. 

 

6. Click on the Disapprove Document button. Once this is done you will receive an e-mail stating 

the document has been disapproved. You can now login to Internet Native Banner (INB) and 

make corrections or delete the document. 

 

https://mycampus.astate.edu/cas/login?service=https%3A%2F%2Fmycampus.astate.edu%2Fc%2Fportal%2Flogin

