Finding and Emailing PO Documents from Banner

1. Type FOIDOCH in the Search field and press ENTER.

2. Enter PO in the Document Type field.

3. Type the document number in the Document Code field.

4. Click the Go button.

5. Select the appropriate document number.

6. Click the Retrieve button to open BDM.

B RETREVE

7. Select the checkbox for all documents with a Document Type of Vendor and click the Email icon.
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8. Enter the email address in the To field

9. Enter the PO number in the Subject line

10. Uncheck the Send Attachments as Hyperlinks checkbox

11. Click Send (Example Below)
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