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Viewing Invoices via BDM (Banner Document Management)

OBTAINING ACCESS — NEW USERS

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

Obtaining Banner Access

Complete the Computer Account Request Form (available on the ITS website).
https://www.odu.edu/content/dam/odu/offices/occs/docs/universal-account-request-form.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 FIN_EVERYONE and
list all budgets, including any ledger 6 budgets, to which you will need access.

T - Balller ACCOuIts
ustification for access:

Student (Registrar) Finance (Data Control Manager) Budget Prep (University Budget Officer)

List all budget codes

Under Banner Classification Accesses Needed - request FIN_EVERYONE es)
Pay for Pt (ST prrecror rocy * = A ”“ T AppaCaon Exenaer 1ok COMP INFO SV
RMS (DIR Housinf & ResLife) \ _

ection D - Accounts
Budget Code (s) (For Banner Finance/AR Pogting)

Banner Classification Accesses Needed

Y
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Applying for an ApplicationXtender Account

Before you can view documents in Banner via BDM (you may only view invoices paid from budgets to
which you have access in Banner), you will need to obtain access to BDM and have WebXtender pushed to
your desktop. To request access, you must complete the BDM Account Request Form (screenshot of page 1
shown below) which can be found at the link shown below:

https://www.odu.edu/content/dam/odu/offices/occs/docs/bdms acctrequest.pdf

*** |n addition, an ITS ticket should be submitted to your TSP with a Problem type: Imaging Support and
Category: Web Extender. This is needed so the WebXT application can be pushed to your desktop and
installed. Alternatively, you can access WebXT via an internet browser such as Google Chrome.

Please fill out the top
portion completely

Old Dominion Liniversity
BDM ACCOUNT REQUEST FORM

ned — Return to ITS Account Mgr, 4300 Engineering & Computational Sciences Bldg

F 3

Applicamr

Last Name First Name M1 Contact Phone Number
Tipe af Lser:

University 1D Number Budget Code  Depariment [ Classified or Hourly
[ Staff Faculty or

. ) , ) O Adjunct Faculty
Ermcrir e Rk L] Vs O Ne [ Student Worker — Last Day of Work

Giroup Power User | Scan & Index | Scanners Viewers AIR TEST

Acadenc Afars

Advising

Accounls

Admissons

Budget (Hlice

DL Viewers

Engmneerig X-E-ENSYEM{

Fimance ARCR

Finance B-F-DURCS r m
L

Finance B-F-1}
imee T When completing the request form, under the
"Group” column in the Finance B-F-DOCS row,
insert an "A" for add this access in the "Viewers"
and "AIR" columns. This will allow you to view
invoices in the AIR database in Banner.

Fimancual Aad

Fived Assets

Faculty Viewers B-5-ADMMN

Lieneral Counsel

HE

HE Academic Affars B-H-EMPL

HEE DL% Benefits Be sure that you print your name and sign and date the form on

= the 2nd page - not pictured.

i Your budget unit director will also need to approve the form by
Lihrary — Bibliographic Svos printing, signing, providing his/her UIN, and dating the form. If the
Librury — Circalation Sves budget unit director is the individual requesting access, someone
Regigtrar B-5-10 X-5-CEO higher in the organizational structure will need to approve this form.

Regrstrar PRC- X-5-B3IDPRC

Please forward the completed form (signed by both the requester
Sudent Conduct and Integrity and the approver) to the Office of Finance Data Owner (Linda
Teacher Ed Sves Meyers, Data Control, Office of Finance).

* Abbreviation Codes: B Delete &
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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 (BDM). 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

Bring up the next page of the form by clicking the green Go button on the right hand side of the
screen

xX

Document History FOIDOCH 9.3.2 (AIR_DB)

PO -] Purchase Order

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field. enter your search criteria. and then press ENTER

ADD [B RETREVE

E2686079

Document Type: Document Code

e You will see all the invoices, receivers, and other documents associated with this purchase order
e Select the invoice you wish to view by clicking on the appropriate Banner-generated invoice
number (I#) so that it is highlighted

X Document History FOIDOCH 9.32 (AIR_DB) ADD B REREVE JSaRELATED ¥ TOOLS
Document Type: PO Purchase Order  Document Code: E2686079 Start Over
[+ pocumenT HisToRY Binsern B Delete Ta Copy [ % Filter |
Document Type .Document Number Status . Status Description |
Purchase Order E2686079 A Approved
Invoice 11814063 P Paid
Invoice 11614076 B Pad
Invoice 11814079 P Paid
Invoice 11814145 P Pad
Invoice 11814200 B Paid
Invoice 11814230 P Paid
Invoice 11814240 P Paid
Invoice 11818071 P Paid
Invoice 11816083 L Pad
Invoice 11816084 P Paid
Invoice 11817568 P Pad
Invoice 11819416 B Paid
Invoice 11820521 P Paid
Invoice 11823328 P Paid
Invoice 11825809 P Paid
Invoice 11827523 L Pad
Invoice 11827524 P Paid
Invoice 11827525 P Pad
Invoice 11827527 B Paid
4 4 [Mof3p M | [20 7] PerPage Record 3 of 42
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To view the invoice details in Banner XE, you may open the invoice through FOIDOCH, which will redirect
you to FAIINVE.

e Make sure that the invoice you wish to view is selected (highlighted)

e Click the RELATED button in the top right-hand corner of the screen

e This will open a drop-down menu with the options Search, Requisition Info, and Query
Document

e Press the Query Document button to bring up the invoice number in FAIINVE

X Document History FOIDOCH 9.3.2 (AIR_DB)

Q, search

Requisition Info [FPIREQN]

{cuery Document By TveE] )

Iy

i

Ll
14
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Viewing Invoices via BDM (Banner Document Management)

Once you know the invoice number of the invoice you want to view, you can bring up the invoice details in
Banner XE by using the Query Document function. This will bring up the FAIINVE (Invoice/Credit Memo

Query) search field, which should automatically be populated with the invoice number (I#) you selected in
FOIDOCH.

e The invoice number (I#) will be automatically filled in the box labeled Document
¢ Bring up the next page of the form by clicking the green Go button on the right hand side of the
screen

Invoice/Credit Memo Query FAIINVE 9.3.6 (AIR_DB)

Document: * | [1814078 | | Multiple: |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an |D field, enter your search criteria, and then press ENTER.

e This will bring up the invoice information in Banner XE
e Click the RETRIEVE button in the top right-hand corner of the screen to open the scanned and
indexed document corresponding to this invoice number in BDM

x Invoice/Credit Memo Query FAIINVE 9.3.6 (AIR_DB) s0D B RETREVE SR RELATED % TOOLS
Document: 11814076 Multiple: Regular Vendor: 521990078 UNDER ARMOUR INC  Vendor Hold: Purchase Order: E2686079 m
|™ INVOICE/CREDIT MEMO HEADER B osiet= "mCop Y. Filter
Invoice Date | 21082017 Document Accounting
Transaction O01/11/2018 Check Vendor
Cancel
Address Code  MA Collects Tax N Collects no taxes
Sequence Number 1 City BALTIMORE
State or Province MO
Streetline1  POB 791022 ZIP or Postal Code  21275-1022
Street Line 2 Nation
Street Line 3 Direct Deposit Status ~ No
IAT
Discount Code ACH Transaction
Type
Payment Due  01/26/2018 Credit Memo
Bank 1098 Vendor
Vendor Invoice 9005982222 Direct Deposit Override
1090 Tax ID Text Exists
Income Type Receipt Required  Receipf Required
- 2 Activity Date. 01/26/2018 06:02:43 AM  Activity User SPITTMAN CANCEL | SELEGT
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Viewing Invoice Images
Via FAIINVE (Invoice Query Form)

If you know the Banner-generated invoice number (I#) from the outset, you may open the document
directly through FAIINVE:

Access FAIINVE

Enter the Banner-generated invoice number (I#) in the Document Code field
Press the green Go button to bring up the Banner XE invoice information

Then click on the RETRIEVE button in the upper right-hand corner of the toolbar

x Invoice/Credit Memo Query FAIINVE 9.3.6 (AIR_DB)

Document: * | 11814076 I\

Multiple: |

Get Started: Complete the fields above and click Go. To search by name, press TAB from an |D field, enter your search criteria, and then press ENTER

x Invoice/Credit Memo Query FAIINVE 9.3.6 (AIR_DB) ADD B RETREVE SR RELATED % TOOLS
Document: 11814076 Multiple: Regular Vendor: 521990078 UNDER ARMOUR INC Vendor Hold: Purchase Order: E2686079 .“.
¥ INVOICEICREDIT MEMO HEADER ‘ EDeei= Facop . Filter
Invoice Date | A2I082007 Document Accounting
Transaction O1/1/2018 Check Vendor
Cancel
Address Code  MA Collects Tax N Coliects no taxes
Sequence Number City BALTIMORE
State or Province MO
StreetLine1  POB 791022 ZIP or Postal Code  21279-1022
Street Line 2 Nation
Street Line 3 Direct Deposit Status  No
IAT
Discount Code ACH Transaction
Type
Payment Due  01/26/2018 Credit Memo
Bank 1098 Vendor
Vendor Invoice 9005952222 Direct Deposit Cverride
1099 Tax ID Text Exists
Income Type Receipt Required  Receipt Reguired
a .0 Activity Date. D1/26/2018 06:02:40 AM  Activity User SPITTMAN CANCEL | SELECT
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Viewing Invoices via BDM (Banner Document Management)

Screenshot of Invoice

Use the right and left arrow icons on the toolbar in the top left of your screen to navigate through multiple
pages that have been indexed (see diagram below).

The display under the Page heading in the upper left shows you how many pages are in the document
in total and which page number you are currently viewing.

The toolbar near the top of the screen contains other useful features (described from left to right):

Page orientation (rotate the image)

Zoom/Viewing preferences

Add or edit annotations

Format the page

Actions including show/hide annotations, save the document, and undo last action

opentext®| Applicationxtender - AIR_DB

B-F-DOCS » B-F-TVLEXP_B-F-DOCS » Query Results » 11814076 Document 1 of 1 |
Document Page Q Text Search B EMAIL g EXPORT 5 PRINT
Page Rotate - Zoom Annotation Format Actions
rn]l oo =—e +EDE® §/-0-TLL G- C=x% &

Involce Number: 9005882222
H lNVOICE Customer ID: 19053841
Date: 12/08/2017

Total Due: 116.60 usp

Empondmm
nder Armour, Inc
1020 Hull Streot AMOUNT ENCLOSED %

Baltimore, MD 21230

PLEASE REFERENCE YOUR CUSTOMER ID AND

Use the left and right arrows to view
additional pages of the invoice.

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

You can see how many pages are in the invoice
displayed to the right of the "/" character. The
number in the box shows you which page
number you are currently viewing.

OLD DOMINION UNIV - MENS GOLF OLD DOMINION UNIVERSITY
106 ATHLETIC ADMINISTRATION BL 4251 POWHATAN AVE
NORFOLK, VA 23529 NORFOLK, VA 23508-2225
EPZL2LO1
At ; e — 1. : T
CUSTOMER 1D | INVOICE NUMBER CUSTOMER PO (- PAYMENT TERMS i
16053841 | 9005982222 M Golf 11.30.2017 |i Net due in 30 days
PICK TICKET NO [ ____TRACKWNGNO _ SALESPERSON ORDER NUMBER
750342087 | 9812019294839161321004 5454321
i INCOTERMS | SHIPPING METHOD SHIP DATE | INVOICE DUE DATE
L EXW Shipping Point | Standard Order 12082017 | 0100712018
, QTYSHP |  MATERALNO | DESCRIPTION BZE | WHSEPRICE | UMTPRIGE |  EXTENDED PRICE -
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Viewing Invoices via BDM (Banner Document Management)

Error Message — No Document Found

If you receive the error message below, please make sure that you have the correct invoice number. For
example, Chrome River transactions will not have scanned and indexed images associated with the Banner
XE invoice entry.

If the invoice number is correct, the error message may be the result of a processor's failure to scan and

index the original invoice document. This mistake should be brought to the attention of the Accounts
Payable supervisor, the Accounts Payable manager, or the Accounts Payable Audit staff.

ApplicationXtender Web Access

o No document found.

This error message means
that the invoice is not
scanned and indexed.
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Viewing Invoices via BDM (Banner Document Management)

QUESTIONS/CONCERNS

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

Barbara Stokes, Accounts Payable Manager
bstokes@odu.edu, 757-683-4813

OR

itshelp@odu.edu

Please address questions, concerns or problems related to account set-up to https://
www.odu.edu/its/helpdesk or via an ITS Support Ticket at http://oduprod.service-now.com/sp.

Revised June 29, 2018 Page 10


mailto:bstokes@odu.edu
mailto:bannerhotline@odu.edu
https://www.odu.edu/its/helpdesk
https://oduprod.service-now.com/sp
mailto:itshelp@odu.edu

	Blank Page
	Blank Page



