FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Entering Payment Requests: Completing the Documentation Form

1. Click onthe
Add
Documentation
button located ( Submit | { Copy ‘ [ Cancel | HddDocumentation‘ [ Reassign | [ Log )

on the taskbar.

2. Complete the
required fields ‘
Other Shipping/Postage
on the form s

when it Payment Request Number 6696368 Status |[INCOMPLETE
Payreq Creation Date |12-AUG-2020
Supplier Number  |7918 Payreq Submit Date

Supplier Name  |UPS
Note: Supplier Site  [A-CHICAGO
Documentation

forms vary by

‘© Payment Request Documentation

appears.

payment type Describe the expenditures for which payment is being requested.
Shipping Costs =
3. If you are Explain the UAB business purpose for the expense.
paying a =
person, click on 7
the Print

Certification: | hereby certify that the expenses indicated hereon were made in the performance of official UAB
button so that business pursuant to the authority granted to me by UAB, and that | have not been and will not be
the certification reimbursed for any of these expenses by any other entity.

statement can Signature of Employee Date

be signed and > (Pt | [ ClossFom )
included with e

your backup

documentation.

4. Click on the
Save (gold disk)
iconlocatedon | [ v 0 & > B SP RBP4 LD DL 5 €12

your toolbar.

5. Click on the Certification: | hereby certify that the expenses indicated hereon were made in the performance of official UAB
business pursuant to the authority granted to me by UAB, and that | have not been and will not be
Close Form reimbursed for any of these expenses by any other entity.
button to exit Signature of Employee Date
the form. i
( Print | [ Close Form )
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