
Certifying Signature Approval  

Contact Information 
famissup@central.uh.edu  

 
Approval Link 

https://fss.uh.edu/login.php 

mailto:famissup@central.uh.edu
https://fss.uh.edu/login.php
https://fss.uh.edu/login.php


Step 1:  Click the link in the e-mail to access the Service Request Approval. 



Step 2: Type in your PeopleSoft Number and PeopleSoft password. 



Step 3:   Click on Modules and select  Billable Request Approval from drop down 
menu. 



Step 4:  From the “Billable Request Approval” selection pane, choose “SR Approval”.  



Step 5: Click the “SR Number” in the Wait Appr status. 



Step 6a:  Input and/or verify the applicable cost center information. 

Allocation Edit Fields  
These fields allow users to modify/add allocations to the service request by selecting from the drop down menus.  Please note that the allocation percentage (%) 
for the service request must equal 100.  If a n account is prorated please ensure that the sum of all allocation percentages equals 100 (maximum number of 
allocations allowed is three).  The service request will give an error message if this condition is not met. 
 
Add/Update Button 
Once you have made all of your selections from the drop down menus, you must click on the Add/Update button to send your changes to the “Current Allocation 
Bar.”  If the “Send for Approval” button is selected before clicking the Add/Update button the allocation changes will not be saved. 
 
Modify Allocation Button 
Clicking the modify button will load the current cost center allocation in the allocation edit fields and allow you to make the necessary modifications using the drop 
down menus for each field.  After making the modifications click on the Add/Update button to save your changes.  
 
Remove Allocation Button 

Clicking this button will delete the current allocation.  A new allocation will then have to be added using the drop down menus in the allocation edit fields.   
 



Step 6b: Input and/or verify the applicable cost center information. 

Allocation Edit Fields  
These fields allow users to modify/add allocations to the service request by selecting from the drop down menus.  Please note that the allocation percentage (%) 
for the service request must equal 100.  If a n account is prorated please ensure that the sum of all allocation percentages equals 100 (maximum number of 
allocations allowed is three).  The service request will give an error message if this condition is not met. 
 
Add/Update Button 
Once you have made all of your selections from the drop down menus, you must click on the Add/Update button to send your changes to the “Current Allocation 
Bar.”  If the “Send for Approval” button is selected before clicking the Add/Update button the allocation changes will not be saved. 
 
Modify Allocation Button 
Clicking the modify button will load the current cost center allocation in the allocation edit fields and allow you to make the necessary modifications using the drop 
down menus for each field.  After making the modifications click on the Add/Update button to save your changes.  
 
Remove Allocation Button 

Clicking this button will delete the current allocation.  A new allocation will then have to be added using the drop down menus in the allocation edit fields.   
 


