
VIEWING IMAGED DOCUMENTS 

You can track an order that has been placed, received and paid using the View Document field and 

retrieve any documents that have been imaged -  ie invoices.  

1.  Enter either the requisition number or the purchase order number to retrieve all action that has 

been taken on that order.  (Be sure to change the “Type” to purchase order if selecting a 

purchase order number.)  

2. Select the All circles  

3. Execute Query - Scroll to the bottom of the screen to see related documents ie: payment 

information, dates, etc. 

 

4. Click on any of the Blue Text to retrieve the item.  ie - To view the invoice payment click on 

I0070831 

 

Continuing to scroll down on this page will give additional detail.   

5. To view the actual invoice from the vendor, click on the Blue Text “INVOICE – View Imaged 

Document” 



 

You can also retrieve this information through the Budget Query.  Remember, any item in Blue 

Text can be clicked on to produce a further document. 

If you have any questions or need assistance in processing your Self-Service Requisitions, please contact 

Purchasing at x6010. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


