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Viewing Documents 

Introduction  

The Finance Self-Service View Document Form allows a user to view detail information 
about a document (requisition, purchase order, invoice, journal voucher, encumbrance, or 
direct cash receipt).  You also have the option to display commodity text for purchase 
orders, requisitions, and invoices.  It functions similarly to the online Document Retrieval 
Form, FGIDOCR.  

This option is not restricted to documents created on the Web.  Any existing Banner 
document may be retrieved and viewed by this means.  

You can submit a document query by 

• document type 

• document number 

• submission number 

• change sequence number. 

Displaying Commodity Text 

There are two kinds of text that can be associated with a commodity item on the Requisition 
and Purchase Order: item text and commodity text. Each type of text can be viewed online 
only and/or printed on the document, depending on the radio button you select on the View 
Document page. 

1. Item Text is ad hoc text that is entered by the end user for any given item, 
which can be used with or without a commodity code. The text is only stored for 
that item in that specific document, much like document level or header text.  
Item text can be associated with a commodity item on requisitions and purchase 
orders. 

2. Commodity Text is standard wording that is appended to a commodity code 
description, which is maintained along with the other commodity code data on 
the Commodity Maintenance Form (FTMCOMM).  Commodity Text can be 
associated with a commodity item on requisitions and purchase orders. Viewing 
commodity text is not currently an option on the Invoice/Credit Memo Query 
Form (FAIINVE); however, you can now view commodity text for an invoice on 
the View Document page. 
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Steps 

Follow these steps to complete the process.    

1. Click on View Document from the Finance Menu to navigate to the Document 
Page. 

2. Enter a document number in the Document Number field. 

 

Note:  You can enter a document number from an external system, such as an e-
procurement system, in the Reference Number field. 
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3. Click the View Document button to view that document. 
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4. Click the Approval History icon to view the document's properties. 

 

5. If you wish to browse through documents of a specific type, select it in the 
Choose Type field and click the Document Number button to navigate to the 
Document Lookup field. 

 
 

 



 

 © SunGard 2004-2008  Finance Self-Service  
 Page 43 

 

6. Enter the desired search terms in the fields, and click the Execute Query 
button to generate a list of all matching documents.  At least one of the starred 
fields is required to execute a query. 

 

7. Click a Document Number to select and view the document, click the Exit 
without Value to return to the View Document page, or click the Another 
Query icon to return to a (blank) Document Lookup page. 

 
 
 

 


