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Due to the nature of Service Center journal entry processing, backup documentation must be
imported into OnBase after the journal entry has posted in Oracle. Follow these steps to find the
posted journal entry, and the subsequent directions to upload backup documentation to OnBase.
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in the tOp Ieft Welcome to Oracle E-Business Suite!
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Learn more about the new look and feel, and
read a series of FAQs here or watch video here
(Right click the link and open in new tab/window)

State Online Tax Form is now part of the
Federal Tax Form and is available under self
service responsibility as Online Tax Form. It is

also available as an icon on the home page
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Navigate to the Enter
GL Journals menu

option

e Select UABFN
Document
Entry/Approval

e Select General
Ledger

e Select Journals
e Select Enter

After the Enter
Journals form opens,
press F11

e Inthe Batch Name
column, enter your
Service Center ID
in upper case
followed by
wildcard— i.e.
UABCOPY%

e Enter the Posted
Date in DD-MMM-
YYYY format.

e PressCtrl + F11
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| Once in the Journal Batch form, follow these directions to upload your backup documentation into OnBase I
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