
SSB Approver Training



PURCHASING
located in the 

Administration Building, Room 81

 Lisa Bosquez, 210-805-5836, lbosquez@uiwtx.edu

 Jessica Cevallos, 210-805-1236, jevarga1@uiwtx.edu

 Carmen Rivera, 210-805-5837, rivera@uiwtx.edu

 Marisa Vasquez, 210-829-3999, mfvasque@uiwtx.edu

 Michael Castilleja, 210-805-3571, micasti2@uiwtx.edu



Access Cardinal Apps           Click on B9 Finance
Self Service 



Approvers select Approve Documents







Review request details 
to confirm:
- selected Vendor
- correct Description (s)
- correct FOAP 
- correct Amount

Once confirmed, close 
out the tab.



View Attachments



Review attachment(s) to 
confirm:   
- Document is attached. 
- Document is accurate.  

Then return to approve 
documents tab.



Review to Disapprove or Approve



Confirm your approval by clicking the 
APPROVE button below.



Once APPROVE button is clicked:
- Document will route to next level of approval, if needed.  
- Purchasing will review for PO assignment after all 

department approvals are completed. 



If you choose to DISAPPROVE:
- Add a comment, to requested edits. 

* This note is only a Banner note. 



Notify your requestor via email or teams that you have 
disapproved their requisition. 


