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OBTAINING ACCESS – NEW USERS 
 

In order to view invoices via Banner, users must have the appropriate access in Banner and access to the 
WebEx application. 
 

Obtaining Banner Access 
 
Complete the Universal Account Request Form (available on the OCCS web site).   
 
 http://occs.odu.edu/forms/acctreqform.pdf 
 

Fill out the first page – Under “Accounts Needed” check Banner.  After completing the form, print the 
form, sign and date.  Also at the bottom of the page, the Budget Unit Director (or someone higher in 
the organizational structure authorized to approve computer accounts) will need to complete the 
information in the authorization box and sign the form.   
 
On the second page:   
 

In Section C, include justification for obtaining the access (to be able to research invoices). 
 
 In Section D, under Banner Classification Accesses Needed, request Accounts Payable 
Vendor Research and list all budgets, including any ledger 6 budgets, to which you will need 
access. 

 
 

http://occs.odu.edu/forms/acctreqform.pdf
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Applying for an ApplicationXtender Account 
 
Before you can view documents in Banner via BDMS (you may only view invoices paid from budgets to 
which you have access in Banner), you will need to obtain access to BDMS and have WebXtender pushed 
to your desktop.  To request access, you must complete the BDMS Account Request Form (screenshot of 
page 1 shown below) which can be found at the link shown below: 
 
 http://occs.odu.edu/forms/xtenderacctreqform.pdf 
 
*** In addition, a Footprints ticket should be submitted to your TSP with a Problem type: Imaging Support and 
Category: Web Extender.  This is needed so the WebEx application can be pushed to your desktop and 
installed. 
 

http://occs.odu.edu/forms/xtenderacctreqform.pdf
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Finding Invoices 
Via FOIDOCH (Document History Form) 

 
When an invoice is scanned and indexed, it is available for viewing via the Banner Document Management 
System (BDMS).  You will view invoices via FOIDOCH.   
 
If you do NOT have the Banner-generated invoice number, you can find it via FOIDOCH using the 
purchase order number.   
 

• Access FOIDOCH 
• Type the PO # in the Document Type field  
• Press TAB 
• Type the purchase order number in the Document Code field  
• Populate the form by doing Next Block (Ctrl+Page Down).   
• You will see all the invoices associated with this purchase order.   
• Select the one you wish to view by clicking on the appropriate Banner-generated invoice number (I#) 

so that it is highlighted 
• Then click on the BDMS-Display Document icon (magnifying glass) on the toolbar.   
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Viewing Invoice Images  
Via FOIDOCH (Document History Form) 

 
 
If you know the Banner-generated invoice number (I #): 
 

• Access FOIDOCH 
• Type INV in the Document Type field 
• Press TAB 
• Enter the Banner-generated invoice number (I #) in the Document Code field 
• Populate the form by doing Next Block (Ctrl+Page Down) 
• The invoice number should be highlighted (see screenshot). 
• Then click on the BDMS-Display Document icon (magnifying glass) on the toolbar. 
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Screenshot of Invoice 
 

Use the “Previous Page” or “Next Page” arrows to navigate through multiple pages that have been indexed 
(see diagram below). 
 
When you are finished viewing the invoice, close the application by clicking on the red “x” as shown in the first 
screenshot.  If the second screenshot below appears click “Yes” to continue, this will close Internet Explorer. 
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Error Message – No Documents Found 
 
As of September 1, 2011 all invoices were scanned when processed by Accounts Payable.  If you receive the 
error message below please consider the implementation date. 
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Password Synchronization 
 

Every time you change your Banner password, you will see the password synchronization 
message.  You simply need to click “ok” to continue.   
 

 
 
 
 
QUESTIONS/CONCERNS 
 
Please address questions, concerns or problems related to viewing vendor invoice images to: 
 

Cori Duck, Accounts Payable Manager 
cduck@odu.edu, 757-683-6977 
 
OR 
 
bannerhotline@odu.edu  
 

Please address questions, concerns or problems related to account set-up to occshelp@odu.edu or via a 
Footprints ticket.   

mailto:cduck@odu.edu
mailto:bannerhotline@odu.edu
mailto:occshelp@odu.edu

