MACALESTER
View All Document History (Banner) COLLEGE

Finance - Purchasing

This form allows you to search the system for other decisrelated to a document you have entered. For exampleagou
learn the purchase order number for a requisition you'teresh You will need to know the original document number t
use this form.

FOIDOCH Forum

Log into Banner and do the following:

* TypeFOIDOCH in theGo To field, and press <Enter>. Go TD...|FOIDOCH E

My Banner

The following screen is displayed:
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» IntheDocument Type field, typeREQ to searctusing a requisition document number.

s Docurment History FOIDOCH 7.0 (PROD)

Document Type: |REQ E| Requisition

* In theDocument Code field, type the requisition numbarRXXXXXXX).

Document Code: |Rooooool [+

»  Click on theNext Block ﬁ icon on the toolbar to populate information.



Below are some examples of the data that will be available totoygiew. You will be able to see the progress of the
purchase requisition, purchase order, invoice and checkeruirt matches the same encumbrance.
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You are able to drill down into any of the listed doemts to view detail information on any box that has a tesbowing.

* Highlight the document that you want to view.

* Go up toOptions and selecRequisition Info, Purchase Order, Invoice I nfo or Check Info to view various

documents.

* Click on theNext Block v@j“ icon to view.

» Continue toNext Block through all pages.

» Exit X to return tadDocument History page.

Refer to:

* Log into Banner
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