FINANCIAL AFFAIRS

The University of Alabama at Birmingham

OnBase: Importing from GL Journal Entry

Create your GLJournal [=%91& 8&®1 ¢
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button located on the — = —
toolbar BYO S 8SPI £ NDELILETIIPE w12

|f p rom ptedl e nte r UAB Central Authentication System

your BlazerlD and i
strong password.

Having trouble logging in?
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When OnBase opens,
click Upload File (up um UAE Podl x | @ Oracle Applic: %X & ImportDocur X wm La
arrow) at the top left
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Click Choose File to Py

0]

OnBase

browse and find the

. Select File
file(s) that you want

Choose File |Mo file chosen

to upload, or drag and
drop your file(s) into

the Import Preview
pane.

After the files are
uploaded, the file
name(s) will appear in
the Document Queue.
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Select File
Choose File | No file chosen

Vou can add 4 more documents.

Import Settings
OnBase_PCARD._review.pdf
Shawr Preview

Document Types
FA - Oracle Journal Entriss

A preview of the

File Type

i ueue o

Document Queue (1)

OnBase_PCARD._review.pdf Pending Import

FOF (pdf)
Document Date
11/08/2023

document may also
appear in the Viewing
Pane under the
queue.

B

Keywords

Note: Microsoft Office
files may not yield a
document preview.

Click the blue Import
button.

Note: When importing multiple files, click on each file in the queue and then

click on the Import button after each selection.
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Click View Documents s pora

(file folder) to confirm 1

the document(s) were Y °©

successfully imported. RS
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To exit OnBase, click
the X to close the
OnBase tab.
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