Web Product

How to use View Document

Note: The View Document Form allows a user to view information about a

document on the Web

Access the Minerva web site at http://www.is.mcgill.ca/minerva/
Click on Minerva Login
Enter your McGill ID (Example: 15099999)
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Enter your Pin (If you do not know your Pin, click on the Forgot Pin? button,

answer the Authentication Question, and enter in a new Pin number).

5. Click on McGill Fund Administration Menu

How to view a document using a document number

.O\

Click on View Document.

7. Select the Document Type from Drop down list
(example: Invoice)

8. Tab to the Document Number field and enter the Document Code
(example: 10000010)

9. Click on the View document button

10. The document will be displayed

11. Click on your browser’s BACK button to perform another query

How to view a document without using a document number

12. Click on View Document.
13. Select the Document Type from Drop down list
(example: Requisition)

14. Click on the Document Number button to perform specific search criteria
15. To improve response time, you must enter at least ONE of the following items:

a. Document Number (use a wildcard search like [%)

b. User Id - the five character Banner Client Id of the user who originated the

document)
c. Activity Date
d. Transaction Date
e. Vendor ID

16. Click on the Execute Query button.
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Requisition Code Lookup

Dacument Number# R
User ID# JEMITH
Activity Date ¥ JUNE &/

Transaction Date# FEBRUARY ~
Vendar ID# 147000081

Requestor |Juhn Erith

At least ONE of these fields must be
entered before executing the query

Appraved

Completed

Execite Cuery
Exit without value

@ Done

14 start

You can select documents that have
not been approved or even documents
that have not been completed

This button allows
you to exit with out
executing the query
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Q Fress the document number link to return the walue o the Wiew Documert page. Press the Exit uitout Walue button to return iftout 3 value tothe WView Dacument page 2

& documerts selectzd.

Requisition L ookup Resuits

Document Number User | D Activity Date Trans Date Vendor 1D Vendor q ppi Compl
ROOO3A5T LBELLY Sep 07, 2000 Aug 01, 2000 260001243 ITC Inc Terence Coderre ¥es es
ROODA0ES LEBELLL Aug 31, 2000 Aug 21, 2000 260001448 Meubles en Gros Marielle Parjuet Yes Yas
ROOO41 24 LEBELLL Aug 17, 2000 Aug 14, 2000 147004317 Schaonover Associates Carol Clelland YWes Yes
ROOO44TE LEBELLL Aug 30, 2000 Aug 22, 2000 147000726 Cablecom It Lovis Richer Yas Yas
ROODAETZ LEELLL Aug 2%, 2000 Aug 25, 2000 147004317 Schaonover Associates Carol Clelland Yes Yes
ROODG206 LEELLY Sep 0&, 2000 Sep 06, 2000 260001 44% Meubles en Gros Mariele Parjuet Yas Yas
ROODG2EE LEELLY Sep 06, 2000 Sep 06, 2000 147000726 Cablecom Int. Lovis Richer Yes Yes
ROOO5220 LEBELLL Sep0g, 2000 Sep 07, 2000 260001774 |solation Alere Inc Yeeutt Demers Yes Yes
ROOO5447 LEBELLL Zep0g, 2000 Sep 0%, 2000 147001063 Charles River Canada Dr.Alan Petersan Yes Yes
ROOD5452 LEBELLL Sep 13, 2000 Sep 0%, 2000 147004756 Ther-A-Pedic Gingte Legault Yes Yes
ROOO5453 LEBELLL SZep0g, 2000 Sep 0%, 2000 147001063 Charles River Canada Dr.Alan Petersan Yes Yes
ROOOS465 LEELLU Sep 08, 2000 Sep 0%, 2000 260001774 lsolaton Alere Inc Yeeutt Demers Yes Yes
Rogo5ES1 LEELLU Sep 22, 2000 Sep 13, 2000 147000446 Atomatic Mailing & Priring Kerry Dunphy Yes Yes
ROODSESE LEBELLL Zep 13, 2000 Sep 12, 2000 147004756 Ther-A-Pedic Gingte Legault Yes Yes
ROOT16TE LEBELLL Jan 02, 2001 Dec 1%, 2000 260001272 Groupe Telecom (GT) Quan Nguyen Yes Yes
RO01 3479 LEELLU Feb 08, 2001 Feh 02, 2001 147005346 Leica Microsystemns Canada Inc Yong Rao Yes Yes
ROO24254 LBELLU Feb 12, 2002 Feh 14, 2002 260006526 Molecular Devices Tirathy Johns Yes Yes
Ro035018 LEELLU Apr 17, 2002 Apr 12, 2002 260000323 Tony P. Dimnik Afua Anyeinaa-Boateng Yes Yes

1% documents selectzd.

Exit without Walue —
Another Cuery
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18. Click on the Blue hyperlink to view the document
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Q T display the cetails of a document enter parameters then select Wiew document. To display spprowal history for 3 documert erter parameters then select Approwal history . §you do not knoi the
document number, select Documert Mumber o access the Code Lookup feature. This enables you to perform a query and obtzin 3 list of document numbers o choose from,
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19. Click on View Document
20. Click on your browser’s BACK button to perform another query or view approval
history

How to view approval history of a document

21. Click on View Document.

22. Select the Document Type from Drop down list
(example: Invoice)

23. Tab to the Document Number field and enter the Document Code
(example: 10000010)

24. Click on the Approval History button

25. Click on your browser’s BACK button to perform another query or Exit
Minerva.
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View Document

Document identification
Diocument Nurber ROO03457 Type Requistion
Qriginator LBELLU  Lorets Bellucei

There are na approvals required at this time

Approvals recorded
Queue Level Date User
RFR 50 Sep 07,2000 Lindsey MeGraw terminated Mar 15101
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