HOW TO VIEW INVOICES WITH WEB IMAGING

General:

With Web imaging you can view copies of your invoices and purchasing attachments on your desktop in a secure manner.

Check List:

Before you proceed, you must have the following information:

% McGill ID and PIN e.g. McGill ID: 150123456 PIN: 987654
<+ Banner invoice document number *

* See detailed instructions on how to find an invoice document number on page 5.
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e.g. McGill ID: 150123456 PIN: 987654
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You have now logged in to the Minerva Web Product.

3. Click on the McGill Fund
Administration Menu item.
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4. Click on the submenu item Invoice
Copies.
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How to look up an invoice document code using the Banner client:

a) Go to the Detail Transaction Activity form (FGITRND)
b) Find the transaction you are concerned with and take down the Invoice document code from the Document field.
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The Vendor Name, Vendor ID, Invoice number, Date
and Image options will appear.

2 options appear under the Image column:

View/Popup/Download.

View: Opens the invoice image in the window you are
currently working in, you have to press Back on your
browser to get back to the invoice information.
Download: Allows you to download the image file to
disk.

6. Click on View or Download.
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If you clicked on the View option you would then be able to see

the invoice image.
You are given various options at the top of your screen:

Zoom/Horizontal Flip/Vertical Flip/Update/Previous
Page/Next Page.

ot Bk

If you would like to view
any other invoices, click
on the Back icon on
your browser until you
return to the Vendor and
Invoice number prompt.

Print the Invoice by clicking on the
Print icon of your browser or
going to File/Print on your

browsers Menu Bar.
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Gom: Type in the amount

you would like to zoom in or
out and then click on the
Update button. Makes the
image bigger or smaller
depending on what you

Qecified in this field.

Grizontal Flip: Flips the image
invoice horizontally (front to back),
so that the writing is backwards.
This is useful if the invoice was
scanned in the wrong way. Check
the box and then click on the

/

Qdate button.

If you would like to view any other invoices,
click on the Back icon on your browser
until you return to the Vendor and Invoice
number prompt.
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Previous Page: Takes
you to the previous page of
the invoice.

Next Page: Takes you to
the next page of the
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invoice.
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Vertical Flip: Flips the image \
invoice vertically (top to bottom), so
that the image is flipped upside
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down. This is useful if the invoice
was scanned in the wrong way.
Check the box and then click on the

Update button. =
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Troubleshooting:

Access Denied or Invalid invoice document number

The following errors appear if you have entered the code of
an invoice humber you do not have access to or if the code
that you entered is not valid.

Click on the Back button of your browser and try re-entering
the number. If this does not work check your number in
Banner to ensure that it is valid and that you have the
fund/org access to view the invoice.

TIP: Make sure you are entering an “I” in front of the invoice
number not a “1”

Timed out of Minerva Web Product

If you are inactive for an extended period of time you will be automatically logged out of
the Minerva Web Product. The login box will reappear, simply re-enter your McGill ID

and PIN and continue.
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