FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Using the OnBase Web Client

Logging into OnBase

Go to the myUAB Portal myApps
and Select OnBase.

UAB Campus Leaming
System

< Campus Email

BlazerlD Central

i) Linkedin Learning

(3 AskT {= Employee Directory

Manage Apps2®

You may be prompted to

UAB Central Authentication System

enter your BIaZerID a nd Enter your BlazerlD and Password
strong password to login. mazer: || |
Password: | ]

Having trouble logging in?

Visit BlazeriD Gentral for help of to reset your password

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

BlazerlD and passviord should have addresses hat begin with hitps:/ (not hitp:)
2nd contain "uab.edu” Also, your browser should visually incicate that you are
acoessing a secure page, usualy a padiock icon

This system is available only for authorized purposes by authorized users.Use
for any other purpose may result in discipinary action or criminal prosecufion
3gainst ihe user.

Setting Custom Queries as the Default Search Engine

«< Oracle HR & Finance

Click the Main Menu =  Document Retrieval

OnBase’ |

(hamburger icon) located
to your left.

Click Custom Queries. X Document Retrieval

DOCUMENT

Custom Queries

FOLDERS

Open Folders

USER
Locked Objects

Documery Retrieval

OnBase

Click the Favorites (star
icon) located to your top

= Custom Queries

OnBase

right.
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Click Add to Favorites.

OnBase

FAVORITES

~+ Add to Favorites

Add to Favorites )4

Click OK.

Favorite Name
Custom Queries

Click the Favorites (star)
icon and then Edit
Favorites.

OnBase

FAVORITES

+ Add to Favorite

Custom Queries

Click the Home icon that

appears next to the Edit Favorites X
Custom Queries listing.
The icon will turn blue to |.Cust0m Queries ||

indicate that this favorite

K.
is on the homepage.
Click Save and Close. The Save and Close Cancel
Custom Queries panel will

now be the default search
engine when you log into
OnBase.
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Performing a Search in OnBase

Go to the Custom Queries
panel and select your
desired document type.

= Custom Queries
I

Query Types
Q,

Budget Modification Search

Oracle Journal Entries Search

Oracle Payment Request Search
Oracle Purchase Orders Search
Oracle Purchase Requisitions Search
PCARD Review Search

Enter your search criteria.

SHOW INSTRUCTIONS

Click the Search button. Document Date

E - I

Search Type
KEYWORDS

Supplier Name =

Supplier Number =

Payment Request Number =

(0000000)
Payment Request Type =

O &% HEEENEN

dll
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Your search results will
appear in the pane at the
top right. A viewing pane
will appear to your
bottom right.

Adjust the sizes of the
panes by dragging the
pane(s) up or down.

Filtering Your Search Results

Enter a value in one of the
fields beneath the column
name.

To remove the filter, click
on the filter icon and then
select Clear Filters.

Sorting Search Results

Click on the desired
column name. An up
arrow will appear to
indicate Sorted Ascending

Click the column name
again for down arrow/

Sorted Descending.
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= Custom Queries

OnBase

Rebecca Jo Dietz v

Query Types Custom Query Results
@« 0 -
SUPPLIER NAME
Budget Modification Search 7 Contains.

Oracle Journal Entries Search

+/ Oracle Payment Request Search
Oracle Purchase Orders Search
Oracle Purchase Requisitions Search
PCARD Review Search

SHOW INSTRUCTIONS
Document Date

E- B <

Search Type
KEYWORDS

Supplier Name

Drag a column header here to group by that column.

| suprLeR nuvezR
< Contans

| PAYMENT REQUEST NuMBER | PAYMENT REQUEST TvPE

¥ Contains. ¥ Contains.

Joocumentoste |
<on

Supplier Name

Supplier Number = PdfHandlerashx

Payment Request Number

Payment Request Type
EMPLOYEE_TRAVEL -

&
g

Revision 1 of 1

Document  Edit  Previous Document

Next Document

0% + | @

B)

auest

nt Request Number
Payment Type.
Empl:

0 Note(s)

Custom Query Results
Drag a column header here to group by that column.

I SUPPLIER NUMBER

W Contains...

SUPPLIER NAME

W Contains

I PAYMENT REQUEST NUMBER I PAYMENT REQUEST TYPE

"V Contains... 7 Contains

| pocumenToate |
¥ On..

Custom Query Results
Drag a column header here to group by that column.

SUPPLIER NAME I SUPPLIER NUMBER

7 | Clear Filters ¥ Contains
Al Az Starts with
Y -2 Ends with
a7 Gentaine
N ® Does not contain
= Equals
Al

I PAYMENT REQUEST NUMBER I PAYMENT REQUEST TYPE

¥ Contains. ¥ Contains.

| pocumenToate |
¥ On

Custom Query Results
Drag a column header here to group by that column.

g ISUPPLIER NUMBER

¥ Contains. ¥ Contains

+* I PAYMENT REQUEST NUMBER I PAYMENT REQUEST TYPE

¥ Contains ¥ Contains

| pocumenT paTE |
¥ On

Custom Query Results
Drag a column header here to group by that column.
ST I SUPPLIER NUMBER

7 Contains... 7 Contains..

& | PAYMENT REQUEST NUMBER I PAYMENT REQUEST TYPE

W Contains... ¥ Contains...

| cocumenToate |
7 on.
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Grouping Search Results

Drag the dESired COIumn Cueinm I"}l ierv Recylte
name to the area that Drag a column header here to group by that column.
appears directly above the | 1"/ ise/ 7 iE | SUPPLIER NUMBER | PavmENT REQUEST NUMBER
columns. r Contains... r Contains... r Contains...
The results will then be Custom Query Results
grouped according to the Drag a column header here to group by that column.
i . SUPPLIER NAME ISUPPLIER NUMBER IF'-J\Y‘J!ENT REQUEST NUMBER IFAY‘JIENTREC\JEST TYPE
selected search criteria. ¥ Contains ¥ Contins % Contains ¥ Containe
> Supplier Name: / ALL)
«  Supplier Name: 1 (10)
. -

Click on the arrow next to pu——
each group listing to find

. P _TRAVEL
the individual search
results. | TRAVELS

_TRAVEL

To clear the grouped
K C ea i g P Custom Query Results
IIStI ng view: Drag a column header here to group by that column. Supplier Name €3 T
[} Flnd the Column name SUPPLIER NAME I SUPPLIER NUMBER I PAYMENT REQUEST NUMBER I PAYMENT REQUEST TYPE

in the upper r|ght v Contains... v Contains... % Contains.. v Contains...

corner of the Search
Results pane

e Move the mouse
pointer to the right of
the column name.

e Click the X that
appears next to the
column name.

Viewing Backup Documentation in OnBase

To view attached e T
dOCU mentatlon |n the ;UZ::;:ME I;u:::::MEEP I:;::,:;:ECLESTMMEEP I:Z‘::L:EQJESW’:E IDVC::INEKT D. ;|
Viewing Pane: © Supplerame

From the Q
[ ] rom e ue I’y a 4] Z_TRAVEL 11/7/2023

Results list, double i i

click the des“"ed Z TRAVEL 11/7/2023

I. t. Items: 1000; Results were limited, please {¥fine your search.

Is Ing FA - Oracle Payment Request for 4
e You will see any &l laQEEEE S Bl an/@|

attached

documentation below,

Yowur trip confirmation and

in the Viewing Pane
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To open attached
documentation in a New
Window:

e Right Click the desired
listing.

e C(lick Open in New
Window

If the documentation is
formatted as a PDF or
image, you will see a
screen similar to the one
shown.

If the documentation is
formatted as a Microsoft
file, you will see a link that
allows you to download
the content for viewing as
shown.

Note: When using the
Chrome browser, the
document may download
automatically. To view the
downloaded document:

e Click the down arrow
to open the Recent
downloads list.

e Click the file name to
open the document.
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Custom Query Results
Drag a column header here to group by that column.

SUPPLIER NAME I SUPPLIER NUMBER I PAYMENT REQUEST NUMBER I PAYMENT REQUE]

¥ Contains... W Contains... W Contains.. ¥ Contains...

> Supplier Name:

~  Supplier Name:

h

Notes

Print

— T
- Display Disposition Status

Properties
Items: 1000; Results werenmmmeu; prease renne your searcn
& FA - Oracle Payment Request for / - Google Chrome - o x
. BiC
FA- Oracle Payment Request for
2| [QQEEEENS ¢

Issued: August 31, 2023

v PRS-

ard

Pagel /1

b o e -0 s mamarnmere @ @

&% FA - Oracle Payment Request fo - Google Chrome

& uabutlhylandcloud.com/221appnet/Ace/AccDocAttach.aspx

Document  Edit

N

Loading...

FA - Oracle Payment Request fo

MS Excel Spreadsheet

(Depending on your Operating System settings, this document may open externally in the native application.)

rp—p——- ¥,
Recent download history X
gy FA- 9
e _Oracle_Payment_Reguest, n
xlsx
256 KB « Done 1
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Creating New Queries in OnBase

Go back to the Custom
Queries panel, update
your search criteria, and
then click on the Search
button.

Click on Clear All to start a
search with a blank slate.

Logging Out of OnBase
Click your name in the top
right corner of the screen
and then Logout.
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= Custom Queries

Query Types
Q

Budget Modification Search
Oracle Journal Entries Search

+ Oracle Payment Request Search
Oracle Purchase Orders Search
Oracle Purchase Requisitions Search
PCARD Review Search

SHOW INSTRUCTIONS

Document Date
E- [ <

Search Type

KEYWORDS

Supplier Name

L J

Supplier Number

Payment Request Number

(0000D00D)
Payment Request Type

O &%

OnBase

@uab
LastLogin: 1

Preferencel



