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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
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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-g enerated invoice number, you can find it via FOIDOCH using the 
purchase order number.   

�x Access FOIDOCH
�x Type the PO # in the Document Type field
�x Press TAB
�x Type the purchase order number in the Document Code field
�x �%�U�L�Q�J���X�S���W�K�H���Q�H�[�W���S�D�J�H���R�I���W�K�H���I�R�U�P���E�\���F�O�L�F�N�L�Q�J���W�K�H���J�U�H�H�Q���*�R���E�X�W�W�R�Q���R�Q���W�K�H���U�L�J�K�W���K�D�Q�G���V�L�G�H���R�I���W�K�H��

�V�F�U�H�H�Q��
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�x �0�D�N�H���V�X�U�H���W�K�D�W���W�K�H���L�Q�Y�R�L�F�H���\�R�X���Z�L�V�K���W�R���Y�L�H�Z���L�V���V�H�O�H�F�W�H�G�����K�L�J�K�O�L�J�K�W�H�G��
�x �&�O�L�F�N���W�K�H���5�(�/�$�7�(�'���E�X�W�W�R�Q���L�Q���W�K�H���W�R�S���U�L�J�K�W���K�D�Q�G���F�R�U�Q�H�U���R�I���W�K�H���V�F�U�H�H�Q
�x �7�K�L�V���Z�L�O�O���R�S�H�Q���D���G�U�R�S���G�R�Z�Q���P�H�Q�X���Z�L�W�K���W�K�H���R�S�W�L�R�Q�V���6�H�D�U�F�K�����5�H�T�X�L�V�L�W�L�R�Q���,�Q�I�R�����D�Q�G���4�X�H�U�\

�'�R�F�X�P�H�Q�W
�x �3�U�H�V�V���W�K�H���4�X�H�U�\���'�R�F�X�P�H�Q�W���E�X�W�W�R�Q���W�R���E�U�L�Q�J���X�S���W�K�H���L�Q�Y�R�L�F�H���Q�X�P�E�H�U���L�Q���)�$�,�,�1�9�(

�7�R���Y�L�H�Z���W�K�H���L�Q�Y�R�L�F�H���G�H�W�D�L�O�V���L�Q���%�D�Q�Q�H�U���;�(�����\�R�X���P�D�\���R�S�H�Q���W�K�H���L�Q�Y�R�L�F�H���W�K�U�R�X�J�K���)�2�,�'�2�&�+�����Z�K�L�F�K���Z�L�O�O���U�H�G�L�U�H�F�W��
�\�R�X���W�R���)�$�,�,�1�9�(������
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�2�Q�F�H���\�R�X���N�Q�R�Z���W�K�H���L�Q�Y�R�L�F�H���Q�X�P�E�H�U���R�I���W�K�H���L�Q�Y�R�L�F�H���\�R�X���Z�D�Q�W���W�R���Y�L�H�Z�����\�R�X���F�D�Q���E�U�L�Q�J���X�S���W�K�H���L�Q�Y�R�L�F�H���G�H�W�D�L�O�V���L�Q��
�%�D�Q�Q�H�U���;�(���E�\���X�V�L�Q�J���W�K�H���4�X�H�U�\���'�R�F�X�P�H�Q�W���I�X�Q�F�W�L�R�Q�����7�K�L�V���Z�L�O�O���E�U�L�Q�J���X�S���W�K�H���)�$�,�,�1�9�(�����,�Q�Y�R�L�F�H���&�U�H�G�L�W���0�H�P�R��
�4�X�H�U�\�����V�H�D�U�F�K���I�L�H�O�G�����Z�K�L�F�K���V�K�R�X�O�G���D�X�W�R�P�D�W�L�F�D�O�O�\���E�H���S�R�S�X�O�D�W�H�G���Z�L�W�K���W�K�H���L�Q�Y�R�L�F�H���Q�X�P�E�H�U�����,�������\�R�X���V�H�O�H�F�W�H�G���L�Q��
�)�2�,�'�2�&�+��

�x �7�K�H���L�Q�Y�R�L�F�H���Q�X�P�E�H�U�����,�������Z�L�O�O���E�H���D�X�W�R�P�D�W�L�F�D�O�O�\���I�L�O�O�H�G���L�Q���W�K�H���E�R�[���O�D�E�H�O�H�G���'�R�F�X�P�H�Q�W
�x �%�U�L�Q�J���X�S���W�K�H���Q�H�[�W���S�D�J�H���R�I���W�K�H���I�R�U�P���E�\���F�O�L�F�N�L�Q�J���W�K�H���J�U�H�H�Q���*�R���E�X�W�W�R�Q���R�Q���W�K�H���U�L�J�K�W���K�D�Q�G���V�L�G�H���R�I���W�K�H��

�V�F�U�H�H�Q��

�v �7�K�L�V���Z�L�O�O���E�U�L�Q�J���X�S���W�K�H���L�Q�Y�R�L�F�H���L�Q�I�R�U�P�D�W�L�R�Q���L�Q���%�D�Q�Q�H�U���;�(
�v �&�O�L�F�N���W�K�H���5�(�7�5�,�(�9�(���E�X�W�W�R�Q���L�Q���W�K�H���W�R�S���U�L�J�K�W���K�D�Q�G���F�R�U�Q�H�U���R�I���W�K�H���V�F�U�H�H�Q���W�R���R�S�H�Q���W�K�H���V�F�D�Q�Q�H�G���D�Q�G��

�L�Q�G�H�[�H�G���G�R�F�X�P�H�Q�W���F�R�U�U�H�V�S�R�Q�G�L�Q�J���W�R���W�K�L�V���L�Q�Y�R�L�F�H���Q�X�P�E�H�U���L�Q���%�'�0��
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Viewing In voice Im ages  
Via �)�$�,�,�1�9�(��(�,�Q�Y�R�L�F�H���4�X�H�U�\ Form) 
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Screenshot of Invoice

Use the �U�L�J�K�W���D�Q�G���O�H�I�W���D�U�U�R�Z���L�F�R�Q�V���R�Q���W�K�H���W�R�R�O�E�D�U���L�Q���W�K�H���W�R�S���O�H�I�W���R�I���\�R�X�U���V�F�U�H�H�Q to navigate through multiple 
pages that have been index see8isw93-0.01 Tw (index )Tj
0.01 Tr5.912 <004F.4 2.relgat
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Error Message – No Document  Found 

If you receive the error message below�� please �P�D�N�H���V�X�U�H���W�K�D�W���\�R�X���K�D�Y�H���W�K�H���F�R�U�U�H�F�W���L�Q�Y�R�L�F�H���Q�X�P�E�H�U�������)�R�U��
�H�[�D�P�S�O�H�����&�K�U�R�P�H���5�L�Y�H�U���W�U�D�Q�V�D�F�W�L�R�Q�V���Z�L�O�O���Q�R�W���K�D�Y�H���V�F�D�Q�Q�H�G���D�Q�G���L�Q�G�H�[�H�G���L�P�D�J�H�V���D�V�V�R�F�L�D�W�H�G���Z�L�W�K���W�K�H���%�D�Q�Q�H�U��
�;�(���L�Q�Y�R�L�F�H���H�Q�W�U�\������ 

�,�I���W�K�H���L�Q�Y�R�L�F�H���Q�X�P�E�H�U���L�V���F�R�U�U�H�F�W�����W�K�H���H�U�U�R�U���P�H�V�V�D�J�H���P�D�\���E�H���W�K�H���U�H�V�X�O�W���R�I���D���S�U�R�F�H�V�V�R�U�
�V���I�D�L�O�X�U�H���W�R���V�F�D�Q���D�Q�G��
�L�Q�G�H�[���W�K�H���R�U�L�J�L�Q�D�O���L�Q�Y�R�L�F�H���G�R�F�X�P�H�Q�W�����7�K�L�V���P�L�V�W�D�N�H���V�K�R�X�O�G���E�H���E�U�R�X�J�K�W���W�R���W�K�H���D�W�W�H�Q�W�L�R�Q���R�I���W�K�H���$�F�F�R�X�Q�W�V��
�3�D�\�D�E�O�H���V�X�S�H�U�Y�L�V�R�U�����W�K�H���$�F�F�R�X�Q�W�V���3�D�\�D�E�O�H���P�D�Q�D�J�H�U�����R�U���W�K�H���$�F�F�R�X�Q�W�V���3�D�\�D�E�O�H���$�X�G�L�W���V�W�D�I�I������
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