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Viewing Invoices via BDMS (Banner Document Management System

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/acctregform.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.
Section C - Banner Accoun
Tustification for access: w
= ] [ _'.‘,
Departmental Authorization signatmres: _
Student (Registrar) Finance (Data Control Manager) Budget Prep (Unmiversity Budget Officer) '
AR (Manager of Cashierning Operations) Financial Awd (Fmancial Aid Director) Data Mart (Director of Institutional '

Fesearch and Planming)

HE (Director of Hun List all budget codes B Services)

Under Banner Classification Access Needed - request Accounts Paysble Vendor Research

RMS (DIF. Housing & ResL

=)

Section I - Accounis
B

Banner Classificanion Accesses Needed (

b e oy Bl dgzeriptipn of Bamnsr abiifications gleace gtV site - wggednedulgeeis Ly agpmen,
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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/xtenderacctregform.pdf

*** |n 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.

Old Dominion University

Pleases fill out the top portion BDMS ACCOUNT REQUEST FORM

completely

Return to OCCS Account Manager, 4300 Engineering & Computational Sciences Building

Applicant Informarion _\
Last Name First Name MI Contact Phone Number
Type aof User:
University IID Number Budget Cade Department [T Classified or Hourly Staff
[ ] Faculty or Adjunct Faculty
Current Banner User [l Yes [] Na [ ] Student Worker — Last Day of Work
[ ] Other — Tast Day of Work
Group Power User Scan & Index Scanners Viewers ATR TEST
Academic Affairs
Advising
Accounts
Admissions

Budget Office
DI Viewers
Finance BF-DOCS @ @ )

Finance BFID
Financial Aid

o 1 N When completing the request form, under the "Group" column in the
Fixed Assets Finance B-F-DOCS row, insert an "A" for add this access in the
GPD Vi N "WViewers" and "AIR" columns. This will allow you to view invoices in

1ewers the AIR database in Banner.
HE
IR
ISSSs
OSCAI
Registrar
Teacher Ed Svcs

* Abbreviaty Be sure that you print your name and sign and date the form on the 2nd page - not
pictured.

Y¥our budget unit director will also need to approve the form by printing, signing,
providing his/her UIN, and dating the form. If the budget unit director is the individual . .
requesting access, someone higher in the organizational structure will need to e signing.

Computer approve this form. ciromcally contingent upon their

prudeut and Please forward the completed form (signed by both the requester and the approver) are access with another. Custo s

may not (1) to the Office of Finance Data Owner (Linda Meyers, Data Control, Office of Finance). ate state or federal laws or any
established p bly interferes with the fair use of

e without prior authornzation from
[C1es arte mn addition to policies established by

the Vice Presu on mance. 'ote Se acc © usage
the Commonwealth of Virginia and do not supersede those Commonwealth policies)

Misuse of computing. networking. and information resources may result in severe consequences. including the loss of access to
computing resources. (Please be aware that this loss of access could adversely affect the fulfilllment of your University
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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 (1#)
so that it is highlighted

e Then click on the BDMS-Display Document icon (magnifying glass) on the toolbar.

E3 Oracle Developer Forms Runtime - Web: Open = FOIDOCH |ZHE|P5__<| (i
File Edit QOptions Block Itemn Record Query Tools Help

BOEREAER % BE@E & & (B

W Document History FOIDOCH 8.5 (AIR_DB) I~

PO - ) t : |D1193168 -
DocumentTup< [_Purchase Order. Aot e Doc Cl‘de [_ )

Requisition Status Bid Status seanned and indexed, you can click on Jgy, Issues Status
the BOMS-Display Document icon

’7 |— - ’7 |— - [circled above) to view the invoice. - ’7 |— -

[ [ [

| L [ L 0Ok L

[ L 1 [ I 1 L

| L [ L L

I . 1 [0F I . I

Invoice Status Check Status Return Status Receiver Status W

11004576 = 10305154 F= (] &= BEERE K

P ) 10313818 Foo. [ [ :

[r1012087 Pl 10314445 Fl | [] []

11015874 3 10316326 [F [] []

11018891 |P— 10325674 |F— |— |—

11033667 |P— - 10338365 |F— = |— ~ |— ~

Asset Tag Status Asset Adjustment Status

1 O4# I B

[ [

| L I .

[ L (1 Oy

| L [ .

I . 1 [0F .
e | » .
Lze NEXT BLK, PREV BLK to navigate; use DUPLICATE ITEM for Dac Inguiry Farm. | .
Record: 2/7 | o | | <05C= J .
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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.

S=)ES

Oracle Developer Forms Runtime - Web: Open > FOIDOCH
File Edit Options Block Item Record Query Tools Help

(BYE RAEABERE %% RBEX & &(&

DocumentTyﬁé: INY Flnm}'e

B [T [ BT @RI@ X

@cument Code: |11012059 @

If the invoice is scanned and

Requisition Status Bid g_dml&edbvnu can click Dn_thle dBDM'S- Order Status Issues Status
) M= ) sbone) o view e imvoiee. o5 B = ) M=
L li [ [ 1 [
1 [ | U | 1 [
[ . BRE [
L li [ [ 1 [
[ [OF - (= 1 [O=;
Check Status Return Status Receiver Status

0@

T
{11

4]

1]

4

P

[
|—:§
|—.
5
5

-

|

—
——
—
—

-

Asset Tag Status Asset Adjustment Status

-

{111
{111

=
] e | »
Use MEXT BLK, PREY ELK to navigate; use DUPLICATE ITEM for Doc Inguiry Farm. |
Recard: 111 | . | | =05C=
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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.

e ApplicationXtender Web Access .NET Document - Windows Internet Explorer

S A A |g, hittps:ffwebxt.odu.edufappxtender [DocView. aspx?ParamEnc=28 % 3aDDESFF4FB 50 C0444C 7 14EAS 38533405352 26EF V| 5 *9 || x Live Search = -
~
@ Snaglt E B" r
—— - »
ﬁ & &8 ApplicationXtender Web Access \MET Document I l I Page - _@ Tools ~
7[ é ! When you are finished reviewing this inveice, click on
File Wi Document Page Help the red "X" to close.

&I%mﬁljjlﬁ

>

”ﬁ”"’f? LAY

Use the "Previous Page” or "Next Page” icon to
view additional pages of the invoice.

Scroll to see the rest of this page of the invoice.

FRED HOLI.INS HALL

) RFOLK VA 23523-0001 . Irvalce ?
You can see how many pages are in the Ph " (BUBI &
invoice - you will need to click on the Fa:'M: &;Jg:;;;; M-Sa 7-6(CST)

"Previous Page” or "Next Page” icon (see above)
to view any additional pages of the invoice.

Internet:  www fedex.com

54.25
<3077
il 625

$39.73

}]

uat andlm# Ehf b
Total Charges |
TOTALTHIS l

You nmamn- i cous T
LN S5 HTY 310

| application: B-F-DOCS (_ Page 1of 12 ) | | version 1 of 1 Zoom At 100 % | 200 dpi 1
Done [# & internet & 100%% -

F2 Oracle Develop ¢ AutoLogout - Windows I...[— || [>] 1

S -

"en Document Hist
Document TYE Document Code: 11012059 -
Requisitiog” -~ e L wo0%e - Status Purchase Order Status Issues Sta_tus
= ] = Cii2316a [&7 = =
Invoice Status Receiver Status
I101z05% B = [ =]
| 'l The webpage you are viewing is trying to dose the window. .
l Do you want to dose this window? .
Asset Tag Status Asset Adjustment Status
£l v
Use MEXT BELK, PREY BLK to navigate, use DUPLICATE ITEM for Doc Inquiry Form
Sacard 161 Yt
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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.

" ApplicationXtender Web Access .NET - Windows Internet Explorer

P ——— — ———
U@ - |g| https: /fwebxt.odu.edufappxtender/ISubmitQuery. aspx?DSM =4 V| 5 ||4_‘l| |£| |_'.'5 Search ||P |‘|
File Edit View Favorites Tools Help
@ Snaglt E E" ﬁ .
This error message means that the invoice is not scanned and indexed.
DOCUMENT ID Ic|934c|gl | d
BANMNER DOC TYFE | S W |
DOCUMENT TYPE | * Windows Internet Explorer |z| v|
TRANSACTICN DATE
| / ' E Mo Documents Found! :lﬁ d
WENDOR ID | d =
VENDOR NAME | Foq
FIRST NAME | ‘z
FIDM | | £
ROUTING STATUS | # v|
ACTIVITY DATE | | d
WENDOR INVOICE NUMBER | | d E B |
AMOUNT | | d
'Query Options !

Show | all documents
M1 thoaliida nraviane dasimant ravicinne bt

Done (@ €D internet ® 100% <~ .
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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.

£ Oracle Developer Forms Runtime - Web: Open > FOIDOCH

File Edit Cptions Block Itemm Record Query Tools Help

= EERENE

‘mDocument History FOT

After you change your Banner password (required every 30
days), the first time you wish to view a document via BDMS,
you will see the message shown in the screenshot indicating
that your BDMS password has been synchronized

Document Type: I Document Code: 11012059 -

- a Al

Requisition St automatically to your new Banner password. Issues Status ®
Click OK to continue. ®

*

Every time you change your password, your passwords will be -

synchronized. =

=

Message from Banner Docurment Management Suite... --l-l-l-lii-ll-leiel 3 e @

-

Invoice Status Receiver Status @
o Your BDMS password has been automatically &

- - .

synchronized with your Banner password. You must use

your Banner password if you wish to access AX /Wi ‘

directly. &l

&

=

@
- ~ - &
&
Asset Tag Status Asset Adjustment Status )y

41

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.
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