Viewing Documents

You may want to check the status of documents during the approval process.  These documents can be viewed on Self Service Banner.

1. Click on Self Service on the myGate Admin Tools page.

2. On the Self Service menu, click on View Document
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3. Select the type of document you want to find from the drop down menu (Requisition, Purchase Order, Invoice or Journal Voucher/Budget Transfer).
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@ o display the details of a document enter parameters then select View document. To display approval history for a document enter
parameters then select Approval history. If you do not know the document number, select Document Number to access the Code Lookup
feature. This enables you to perform a query and obtain a list of document numbers to choose from.
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4. If you know the specific document number enter it and click on Document Number.
5. If you do not know the document number, leave it blank and then click on Document Number to obtain a list of documents from which you may choose.
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6. If you do not know the document number, leave it blank and then click on Document Number to obtain a list of documents from which you may choose.
7. A lookup screen will appear.  You need to enter at least one of the asterisk * fields and click on Execute Query to obtain the list of documents.
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8. The Document Lookup list will appear and you may click on any specific Document Number to enter for the query
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Requisition Lookup Results
Document  UserID  Activity Trans  VendorID Vendor Requestor  Approved Completed Reference
Number Date Date Number
R0000140 DWAGONERNov 28, ~ Nov 28, 300000012 Canada Place of  Debbie Yes Yes

2007 2007 Toronto Wagoner
RO000156 DWAGONERNov 28,  Nov 28, A00010095Dave's Friends ~ Debbie Yes Yes

2007 2007 Wagoner

DWAGONERNov 28,  Nov 28, V5 Xerox Corporation Debbie Yes Yes

2007 2007 Wagoner
R0000214 DWAGONERNov 29,  Nov29, V1 Office Max Debbie Yes Yes

2007 2007 Wagoner

ROODN?24 DWAGONFR Nov 29.  Nov 29. V1 Office Max Dehhie Yes Yes ~




9. The document number will appear and you may click on View document to see the detailed information. 
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After you have reviewed the information,

just click on the back arrow to search for another document.
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