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The University of Alabama at Birmingham

OnBase: Importing from Payment Request Form

Create your

payment request. —m
yme: est Number
You must complete atTyps (venvor_scrvicesER
Supplier Number _ mp Paymen
at least the header sote orve S o o

Supplier N

portion of the
request in order to
access OnBase. Submit

Copy Cancel View Documentation Reassign Log

1 12-MAY-2020 28.00) 28.00)

Distribution

View All Distributions

Apply Distribution to all invoices

Click the OnBase
button located on HY ® &
the toolbar.
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If prompted, enter
UAB Central Authentication System
your B Iaze rID an d Enter your BlazerlD and Password
strong password. uren: [ ]

Password: | ]

Having trouble logging in?

Visit BlazerlD Central for help or to resst your password.

Contact ASKIT at 205-996-5555 if you have any problems using this system
or your BlazeriD.

Security Notice

For security reasons, quit your web browser when finished accessing services.
that require authentication Be wary of any program or web page that asks for

¥ 1D your
Blazer ssword should have addresses that begin ith itps:/ (not hitp:)
and c b.edu” Also, your brovser should visually indicate that you are
‘acosssing a secur page, usualy a padiock icon

“This system is available only for authorized purposes by authorized users. Use
for any other purpose may resul in discipiinary action of criminal prosecution
against the user.

When OnBase
opens, click Upload
File (up arrow)
located to the top m 0 OnBase
left of the screen.
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Click Choose File to .
. Exit
browse and find the o OnBase -
file(s) that you want Select File

ile |No file ch
to upload, or drag Choose File |[No file chosen

and drop your file(s)
into the Import
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After the file(s) are

uploaded, the file =0 e @ OnBase B
1 Select File Document Queue (1)

name (S) wi I I a p pea r | Cheose File | No file chosen OnBase_PCARD_review.pdf Pending Import X

in the Document You can add & more documents

Queue. L:s:.:_icﬂ:;rf_s.emm

Show Preview

Documert Types
FA - Oracle Payment Request ~|
File Type

A pre\“ew Of the POF (pdf) - = PreviewHandlerashx
Document Date
document may also |
. Keywords
appear in the S
Viewing Pane under | s -
the queue. FRTTRNR

Note: Microsoft
Office files may not
yield a document
preview.
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Click the blue
Import button.

p
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 ues AR Portsl
Documents (fl!e - o
folder) to confirm

the document(s)  t

were successfully
imported.

To exit OnBase, click
the X to close the
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