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Querying Finance Documents

Tracking a Requisition using FOIDOCH

To look — up a requisition on the FOIDOCH form, follow these steps:

1. Open the FOIDOCH form. From the front page log in screen, type into the search bar:
‘FOIDOCH?’. Press enter.

2. Type ‘REQ’ in the Document Type field.

3. Type the requisition number in the ‘Document Code’ field. Include the ‘R’ in front of the
number.

a0 R REREVE GEreaen  $T00LS

X Document History FOIDOCH 9.3.2 (PROD)

Get Started: Fill out the fields above and press Go.

Note: You can also use FOIDOCH to search other document types including Invoices, Purchase
Orders, and Checks by double clicking in the ‘Document Type’ field which will bring you to
menu FTVDTYP. Select the document type from the drop down menu.

X  Document History FOIDOCH 9.3.2 (PROD)
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Get Started: Fill out the fields above and press Go.

Document Type List (FTVDTYP) x
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Last Activity Date
10/11/1993
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4. Click the GO button to view your results. All documents associated with your document will
be indicated on the FOIDOCH screen.
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Querying Finance Documents

Searching for Document Details in FOIDOCH

X Document History FOIDOCH 9.32 (PROD) ADD R REREVE JiREATED  $fTOOLS

Document Typez REQ. Requisfion  Document Cods: RO048000 [ sto~ ]

v DOCUMENT HISTORY &R insert @ Delete " Copy ¥ Fiter

g

Document Number Status Description
R0048000
PO047162
11355134
11369301

Approved

Approved
Paid
Paid

> 00> >

11379638 Approved
10621783

10628205

Record 1 of 7

Requisition — used to request goods and/or services.

Purchase Order — used to place the order with a vendor.

Invoice — forwarded to Accounts Payable by the vendor.

Check Disbursement — used to pay invoices.

You can search for details on any of these documents by using the RELATED button. To view
details of a document, follow these steps:

1. Select one the documents by clicking on the document number.

2. Click on the RELATED button.

X Document History FOIDOCH 9:32 (PROD) o0 B rereve EEECRG I:m

Q fsearch
Requisition Info [FPIREQN]

Query Document [BY TYPE]

3. Click ‘Query Document (BY TYPE)’.
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Querying Finance Documents

4. After selecting Query Document (BY TYPE)’, the Document number will appear on a screen
titled ‘FPIPURR’ (If querying a purchase order).

X Purchase/Blanket/Change Order Query FPIPURR 9.0 (PROD)

ADD R RETREVE &k RELATED
Purchase Order: [PO0AT162 =) Blanketorder: [ [..] [~ ]

Crange Soquence: [F—

Number

Gt Started: Fill out the fields above and press Go.

5. Press the GO button to initiate the Query on the Purchase Order.

X Purchase/Blanket/Change Order Query FPIPURR 9.0 (PROD)

a0 B REREVE  &ReatEd ¥ ToOLS
Purchase Order: P0D47162 Blanket Order:  Change Sequence Number:

[ ]
v PURCHASE/BLANKET ORDER INQUIRY: DOCUMENT INFORMATION [+] @ Deicie " Gopy | Y. Fiter
Purchase Oder Detvery Date 030872018
Blanket Orcer | ] Comments Changs Sequence
Namber
order Dt (63082078 Commaty Toal 2006000
Transacton ate (09082078 Accounting Toal 2000000
v PURCHASE/BLANKET ORDER INQUIRY: DOCUMENT INFORMATION [+] S ol
) Gorpiie Requstion
Document Text
| Approved

BujerCode  ARL
Print Date | 03/06/2016 Angie R. Logan
Cancel Date Blanket Order

Termination Date

Closed Date Rush Order
Activty Date |03 NSF Checking
UserID Deferred Editing

Type

' Purchase Order Created from Requisition

If you don’t know your document number, you can search for a document using various search
criteria. To search for a document, follow these steps:

X Document History FOIDOCH 9.3 2 (PROD)

oocument e [RE -] Requsion Document Cud; [e— )
=

Get Started: Fill out the fields above and press Gt

1. If the Document type and Document code fields are populated with data that does not apply to
your search criteria, press the F7 key on the keyboard to enter Query Mode. This will clear the
data in the form and allow you to search for your document.

X Requisition Validation FPIRQST 9.3 5 (PROD)

Bap R REREVE JiRewaen ¥ To0LS
&3 ins @ Deicte " Copy | . Filter

~ REQUISITION VALIDATION

Deliverby Date | 08/29/2014

Request Date

Request Type [Purchase ~)

M < T)of43625 > M | [1 | PerPage

Reference Number

Record 1 of 43625
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2. This will clear the fields and move you to the screen with a drop down menu titled ‘Add
Another Field’.

- REQUISITION VALIDATION | © s e rss o v

Add Another Field ... ¥

Clarat | o |

3. From the ‘Add Another Field” drop down menu, select ‘Organization’. You then have three
fields: ‘Organization’ ‘Contains’ & a blank field. Key your ORG into the blank field and press
the GO button.

X Requisition Validation FPIRQST 9.3.5 (PROD) a0 B REREVE dhReated  #¢Tools [
~ REQUISITION VALIDATION Binset @ocicie fac Fite
o
Organization v | | Contains | [172100 | (-]
Add Another Field ... v
o

4. This will return Requisitions with only your selected ORG.

5. Double click on the Requisition number of the document you want to retrieve. This will return
you to the FOIDOCH screen with information for that requisition.

X Requisition Validation FPIRQST 9.3.5 (PROD) B oo RREREE JREAED  $fTOOLS
~ REQUISITION VALIDATION 8 inset @ Delcte Tim Copy | ¥, Fitter
[ e i 1)
Request Number Deliver by Date | 06//1/2016
RequestorName | Robert Brown Compete [Yes  |+]
co Aproved [Yes  [+)
origin |BANNER
Request Date | 05//#/2018 Reference Number
RequestType [Purchase | -]
i < (Dofss > M | [1 v]| PerPage Record 1 of 86

Note: This process can be followed for requisitions, purchase orders and invoices.
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