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Document Inquiry
This link will display the following:
 Approvers can see the detail of Budget Transfers, 

Department Requisitions, Disbursement Request and 
Purchasing Card Transaction.

 Preparers can see the detail of the Department 
Requisition and Disbursement Request. 

 All can see the status of the documents.
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From the Main screen, select Staff, 
Campus, Document Inquiry.

3



The screen below will display. You have several query options 
that must be selected. The first is System ID.  You can select All 
Systems, or a particular transaction. We recommend you select a 
transaction to narrow your search and allow for the query to 
work.
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Next select a Document Type. Make sure the Document 
Type selected matches the System ID. If the System ID 
and Document Type are different your search will not 
work.
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The Start Code narrows your search to a fiscal year or 
Document ID. Here we selected 2010. The Status allows 
you to select the status you need.
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Outcome of our search. Your options are to 
view Detail or Status.
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Screen below is a sample of the 
Status.
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The screen below displays a different  Document 
Inquiry, but the Detail information. Top of the 
screen has the disbursement number, status …
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The bottom of the screen contains Additional Information, such 
as “notes”, Account Information and Status History.

10



If you click on the yellow pencil, notes left after 
rejecting a transaction will be displayed.
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The End…
 This presentation and manual are posted on the  

Business Affairs Website.
 Training will be provided by CTD.
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