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FOIDOCH: Researching an Invoice Using the Banner Invoice Number 

General Information 
If you need to see if an invoice has been paid, you can perform some research prior to calling the Accounts Payable 
Processors. If you cannot find the information you need, please contact the appropriate processor. You will need to 

provide the purchase order number, the vendor name, the vendor invoice number, and the date you completed the e-
Receiver. Prepayments are processed by the Travel Team assigned to your area! 

And as always, Banner questions may be sent to bannerhotline@odu.edu 
 

How to Research an Invoice Using the Banner Invoice Number: 

Actions and Steps Helpful Tips & Tricks 

1. Access the Document History Form [FOIDOCH] Type FOIDOCH in the Search Block field on the Old 
Dominion University Home Screen and press 
Enter. 

2. The Document History Form [FOIDOCH] contains two(2) blocks which 
must be completed:  
 Doc Type. Type INV (for invoice) (or PO) 
 Doc Code: Type the invoice number (or PO#) 

The invoice number used in this form is the 
Banner-generated document number, which 
begins with I - it may be found in FGITRND. 

3. Click the Go Button to load all the information about the invoice. Go Button or Down Arrow may be used. 
 
 

4. A number of different windows of information will be displayed. In the 
Invoice 
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