BDMS ~ Banner Document Management Storage

Xtender can be accessed through any browser although Chrome is recommended. You have the ability to
attach a document in Banner during any point in the process of creating a direct pay. If you have already
completed a direct pay and forgot to attach your backup or need to add additional documents, go to
FAIINVE (Invoice/Credit Memo Query) to locate the document. You may also view documents in
FAIVNDH & FOIDOCH.

Attach a File That Has Been Saved to Your Computer

1) Log into INB Banner and go to FAIINVE (Invoice/Credit Memo Query)

2) Type inthe | #in the Document field and click on GO

X Invoice/Credit Memo Query FAIINVE 9.3.6 (PROD)

Document : *||0325682| - |

3) Click on +ADD on the top right corner of the page. Xtender will open in a new tab
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4) Click on the Add Page icon
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5) Browse your computer, select the file and click on Upload



6) Click on Save on the right-hand side to save all pages of the file
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7) You have now saved all pages of your file and can close out Xtender. You can check that your file
was saved by going back into your document and clicking on Retrieve.
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Scan and Save Backup

1) Loginto INB Banner and go to FAIINVE (Invoice/Credit Memo Query)

2) Type inthe | # in the Document field and click on GO

3)



