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HOW TO USE SELF SERVICE BANNER 

 

 

Step 1:  Go to http://www.volstate.edu/stafflinks.html on the volstate website for access    

  to Banner Self Service.  Select the Self Service Banner (SSSB). 

 

**You can not research or get detail on agency funds in Self Service Banner 

(SSSB)** 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

http://www.volstate.edu/stafflinks.html
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Step 2:  After selecting Banner Self Service, Select the Enter Secure Area 
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Step 3:  Login into Self Service Banner. 

  User Id = Banner V number 

  PIN = password  [If you need assistance with your PIN, contact the Help  

Desk at 230-3302] 
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Step 4:  Once you have logged into Banner Self Service, select the FINANCE Tab 
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Step 5:   Select Budget Queries from the menu. 
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Step 6:  Select Retrieve Existing Query.  From the drop down box, choose VSCC 

Budget by Organization (S (Shared) 
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Step 7:   Select Continue to go to next page. 
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Step 8:   Enter your Index Code  (See Red Arrow on screen shot below) 

Select Submit at Bottom of page (See Blue Arrow) 

 

 For a list of Index codes, please contact the Assistant Vice President for Business 

 and Finance at extension 3580 or the Director of Accounting at extension 3581. 
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Step 9:  At this screen, select Submit Query 
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Step 10:  From this screen, you can select and drill down into the detail on any text or 

amount in blue. 
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Example A:  This screen allows you to review specific types of expenses.  You can 

select and drill down into the detail on any text or amount in blue. 
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Example B – If you select the 70 Account type expense, you can select from these types 

of expenses.  This shows Travel expenses, Operating Expenses, etc. 
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Example C:  If you select the 74 Account shown on the previous page, you can review 

the detail for amounts in blue.  This includes encumbrances and expenses. 
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Example D:  If you drill down into the 74510 Supplies account, you will see information 

similar to the screen shot below.   You can review the detail for amounts or information 

in blue. 

 

Document code beginning with an I is an invoice.   

 

From this screen, you can select invoices to get check number, check date, account 

where expense originally posted.  You can also download information that includes 

all items posted to this account. 

 

For additional items in the account, select the Next 15 or Previous 15 button at the 

bottom of the page 

 

 

 
 

 

 

 

 

 

 

To review additional documents in 

the account 
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Example E:  If you select a specific invoice, this is the detail provided  

 

You can select the invoice to drill down for additional detail. 
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          (continued) 

Invoice information includes check number, mailing address on check, account where 

expense posted in ledger 

 

 
 

 

Check number for payment 

 

 

Description 

Vendor Address 

 

 


