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Entering Payment Requests: Entering the Header Information 

 
1. Log into the 

Oracle HR & 
Finance System 
and then click 
on either of the 
responsibilities 
shown to 
access the 
Payment 
Request Form. 

   
 
  
 
 
 
 
 

 
 

2. Complete the 
required 
(yellow) fields.  
 
Start with the 
Payment Type. 
Click on the List 
of Values (LOV) 
button and 
choose a type 
from the list. 
 

3. After choosing 
a value, click on 
the OK button.  
 

 

 
4. If paying a UAB 

employee, 
check the Emp 
Payment box.  
 
After checking 
the box, enter 
either the 
employee’s ID 
number or the 
name (last 
name first) and 
press the Tab 
key on your 
keyboard. 
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5. If paying a non-

employee, 
leave the Emp 
payment box 
unchecked. 
 
Enter either the 
supplier 
number or 
name in the 
applicable 
fields and press 
the Tab key on 
your keyboard. 

   

 
 
 Note: You can click on the List of Values (LOV) button in the Supplier Name field and 
search for the desired supplier/vendor. 
 
The related Supplier fields will populate when entering either the supplier number or 
name. 

 
6. Click on the 

Save (gold disk) 
icon located on 
your toolbar. 
 

 

 
The document 
is now saved 
with a seven 
digit Payment 
Request 
Number and 
the name of 
the Requestor 
as shown. 
 

 

 

 


