View Document

Login to Banner 9 Self Service Gold Link
Go to Finance & Requisitions and click on “Check Available Balance”
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Click on the document icon
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Document Type: Choose Requisition (if you have an R#), Purchase Order (if you have a PO #), Invoice ( if you have an I number) or Journal Voucher (if you have a J #)
Document Search: Leave Blank
Document Number: Type in your #
Click View Document (do NOT hit enter)
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A PDF with the requisition/purchase order/ etc info will pop up
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To View the payment information, click on “approvals & related documents” 
[bookmark: _GoBack][image: ] [image: ]

You can then click on the blue invoice #s for more information.
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From here you can download into a folder should you need to keep a copy for your records
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PURCHASE REQUISITION
(Non-negotiable; not a valid Purchase Order)

Requestor Amy Coats R0047290
Phone - Ext 06/04/2021

Email 06/04/2021

Organization Purchasing Department (31201) In Approval

Accounting Type Document Level currency usp

ship To we Vendor Heartland Paint LLC (G00464315)
Address 4525 Downs Drive Address 2327 N Belt Hwy

Stes
St.Joseph MO 64507 Stjoseph MO 64506

Attention To Purchasing 8162714464 Ext Phone - Fax -

Requisition Comments
Commodities

Item  Description UM Quantity Unit Price Other Total

1 GeneralG1) EA 2.00 5.0000 0.00 10.00
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PURCHASE REQUISITION
(Non-negotiable; not a valid Purchase Order)

Requestor Amy Coats Requisition Number RODABS4S
Phone [ Transaction Date 062022
Email Delivery Date 062022
Organization Athletc General (11020) status In Approval

Accounting Type Document Level currency. usD

ShipTo we MIAA MO Inc (G00250022)
Address 4525 Downs Drive Athletc Assaciation

1800 Genessee Street Suite 320

St Joseph MO 64507 Kansas City MO 64102

AttentionTo Theresa Grosbach 816- 2714464 Fax
Ext

Requisition Comments

Commodities

item  Description Quantity Unit Price Net Total
1 2022 MIA Basketball Championship KC Ticket Sales. 100 19600000 1,96000
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