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Viewing Documents on the Web
NOVASIS Web Address: http:/novasis.villanova.edu
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NOVASIS

Alumni & Friends
Classroom Cakendar with Events
Event and Meeting Schedule
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e From NOVASIS home page, click Enter Secure NOVASIS Area
e Enter User ID and PIN, click Login button

e A page similar to the following should appear:
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Logout to Return to Homepage
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e Click on Financial Information Menu
e Click on View Document

e You are now ready to view your documents.
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Navigation

Browser

Use the mouse for point and click navigation throughout the Viewing Form. The
Tab key may be used to move to the next field. Use Shift + Tab to return to a
previous field.

Either Netscape Navigator or Microsoft's Internet Explorer can be used to access
the Viewing Form. Depending on the resolution setting on your computer, you
may want to adjust the font size to "fit" the form to your computer screen. To do
this, go to the top of the browser and click View > Decrease Font.

Instructions to viewin= documents in NOVASIS
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View Document

&R To display the details of a document enter parameters then select View document. To display approval history for a document enter parameters then select
Approval history. If you do not know the document number, select Document Number to access the Code Lookup feature. This enables you to perform a query
and obtain a list of document numbers to choose from.

Choose type: |Requisition - Document Number

Submission#: Change Seq# Reference Number
Display Accounting Information
[l Yes O No
Display Document/Line Item Text Display Commodity Text
o} All ol Printable ¢ None < All & Printable & None
View document | Approval history |

RELEASE: 7.2

Step Field
1.  Choose Type:
2. Document

Number:

3. Search Field:
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[ Budget Queries - SCT | Encumbrance Query - SCT | Approve Documents | View Document | Reguisitions | Budget Transfer | Multi-Line Budget Transfer

| Telephone Utilization | Print Utilization | View Employees within Your Organization with Photos ]
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Instructions

Select the type of order you would like to view from the pull down menu
(requisition, purchase order, invoice, etc).

Enter Document number that you would like to view (i.e. R0014238)

The document number filed is a searchable field. You may search for your
document number by clicking on this field. You only have access to view
your own documents. (Note: This field is very useful for retrieving
requisitions you have placed and forgotten the requisition number). Select
the document by clicking on number.



4, Other Fields:

5. View Document:

6. View Approval
History:
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There are a variety of other fields that will change the viewing results of
your document. The preset settings are recommended. No further changes
are required

Click on view document. All related information regarding your
document will be displayed. Scroll through document. Additional
information may be available at the bottom of the screen.

Click on View Approval History to view approval history for your
document.



