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1. Inthe Direct Access field (labeled “Go
To..."), type FOIDOCH and press Enter to
access the Document History Form.

2. Document Type: Enter the document
type (ie. REQ or PO).
NOTE: Document Type has a search
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button : therefore, a list with available

selections can be viewed by clicking on the
button next to the “Document Type” field.
Choose the document type you want to

query.
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3. Document Code: Enter the document
number (ie. Banner requisition number).
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4. Click on the Next Block button E (or
press Ctrl + PgDn)

5. All documents associated with the
queried document will be displayed. (ie.
Requisition, Purchase Order, Invoice,
Check, Asset Tag, Receiver etc.)
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6. To identify the status of a Document
look at the status indicator associated with
the document.
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NOTE: To view the legend of status
indicators right click on the screen or click
on the Options menu and select View
Status Indicators.
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