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Starting the  
Clearance Process 



"   The Online Scholarship Renewal, Work- Study Clearance, and 
Institutional Clearance are conveniently located on TruView under 

the Student tab. 



"   The Online Scholarship Renewal is located under “Student Finances,” 
while the Institutional Clearance and Work-Study Clearance are under 

“Student Employment”.  The Online Scholarship Renewal is listed on the 
other side because it allows a student to renew their scholarship with 

multiple options, not just clear them to work.  



Approving a  
Clearance Request 



1.  Go to: 
https://secure.truman.edu/businessoffice-s/payroll/
iclearances3/offcampus/  

2.  Log in using your Truman network username and 
password and select your department 



3. Click “Approve or Deny Clearances” 



4. Click “Approve or Deny”  



5. Select either “Approve” or “Deny” from the drop-
down box 

 



“Approve” or “Deny” Advice 
o  If you deny the clearance, it is strongly recommended that you 

indicate a reason in the Comments field.  
 
o  If you are listed as an approver for multiple departments, you may 

change the clearance to another department by clicking the 
Banner Org drop-down box. 

 
o  Please note, for institutional and work-study the student indicates 

the number of hours they wish to work per week; for scholarship, 
students are not given this option.  The scholarship renewal system 
enters either 4 or 0 based on how the student answers a series of 
questions. IF THE CLEARANCE INDICATES 0, PLEASE 
APPROVE IT IF YOU ARE EMPLOYING THE STUDENT.   
THE FINANCIAL AID OFFICE WILL ADJUST THE 
CLEARANCE TO EITHER 2 OR 4 BEFORE SENDING THE 
APPROVAL.   



6. Click “Update” 



Searching for  
a Clearance 



1. From the Clearance Department Interface, select 
“Search records for your department” 



1. Enter either the student’s last name or Banner ID. 
2. Click “Search” 



Other Tips for Searching 
o  To view all the students who have submitted 

clearances for your department, leave all the search 
fields as “all”.  

o  By leaving the Banner ID and Last Name fields as 
“all” and selecting specific search requirements in 
the other fields, you can view a specific selection of 
clearances for your department, such as clearances 
waiting for your approval, clearances waiting for 
Payroll/ Financial Aid approval, clearances for a 
specific term, etc. 



Sending Mass  
Emails 



1. From the Clearance Department Interface, select 
“Send an e-mail to your students” 



2. Select your criteria to create the list of students you 
wish to email.  

3. Click “Create List” 



4. Compose your email 
 

5. Click “Send 
Message” 

 
TIP: To email supervisors 
within your department, 

select “Send an e-mail to 
your supervisors” from the 

Clearance Department 
Interface menu. 



You have now reached the end of the 
iClearance Interface Tutorial! 

 o  If you have any questions please contact the 
Financial Aid office or Payroll. 
n  Financial Aid 785-4130 
n  Payroll 785-4151 


