FINANCIAL AFFAIRS

The University of Alabama at Birmingham

Create and submit
your Purchase
Order Requisition
via iProcurement.

Click on the
Requisition
number or

Description.

When the
requisition opens,
click the OnBase
button located to
your left.
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[ Confirmation
Requisition 1490564 has been submitted.

To check on this requisition’s status, click on the Requisitions tab or ook in My Requisitions on the Shop

page.

Requisitions | Motifications  Approvals

Requisitions

Views

View  All My Requisitions w m
@ |ndicates requisition with a pending change reguest.

Select requisition: e LI Complete BRI

Select Requisition  Description Total Quantity
() [ 1490564 one can of test solution 12.50 USD 1

Requisitions = Motifications  Approvals

Requisitions: Reguisitions =

Requisition 1490564

OnBase
Supplier Num
Supplier
Description
Created By
Creation Date
Deliver-To

Justification

OnBase: Importing from iProcurement
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If prompted, enter

your BlazerID and UAB Central Authentication System

strong password. Enter your BlazerlD and Password:
BlazerlD: || ‘ ||
Password: | |

Having trouble logging in?
Visit BlazerlD Central for help or to reset your password.

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

Security Notice

For security reasons, quit your web browser when finished accessing services
that require auth Be wary of any progi or web page that asks for
your BlazerlD and password. Legitimate UAB web pages promptingfor your
BlazerlD and password should have addresses that begin with hitps:7 (not hitp:)
and contain "wab edu” Also, your browser should visually indicate that you are
accessing a secure page, usually a padlock icon.

This system is available only for authorized purposes by authorized users Use
for any other purpose may result in disciplinary action or criminal prosecution
against the user.

When OnBase
opens, click Up|°ad us LAB Porul b4 | @ Oracle Applic: X & Import Docu * us |
File (up arrow)
located at the top
left of the window.

< ¥ @ uabutl.hylandcloud.com/221appnet/Acc/AccDocAttach.)

mt O OnBase
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OnBase: Importing from iProcurement

Click Choose File to m 0
browse and find

OnBase

Select File

the file(s) that you
(5) thaty [Chooss Fi Jhv fie chosen

want to upload, or

drag and drop your
file(s) into the

Import Preview
pane.

= mipe

5 Windows (©)
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U lnis [ Tooks [ Music e 8 Using Camasia e

|t 0

Select File

No il chosen

After the files are
uploaded, the file mto
name(s) will appear
in the Document
Queue.

——
Select File

Choose File | No file chosen

You can add 4 more documents.

Import Settings
OnBase_PCARD_review.pdf
Show Preview

Document Types
| F& - Oracle Payment Request v|

File Type
[PDF (pdf) vl

A preview of the
document may also
appear in the
Viewing Pane
under the queue.

Document Date

[11r082023 [

Keywords
Supplier Name

Supplier Number
| J
Payment Request Number

(0000000)

Payment Request Type

[STUDENT_TRAVEL

Note: Microsoft
Office files may not
yield a document
preview.

Click the blue
Import button

Document Queue (1)
OnBase_PCARD_review.pdf

PreviewHandler.ashx

OnBase Exit

Pending Import X

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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OnBase: Importing from iProcurement

Click View

Documents (file e [UAE Portal
folder) to confirm

the document(s) < &
were successfully

imported. B

To exit OnBase,
click the X to close
the OnBase tab.

X | @ Oracle Applic: X

& Import Docur ¥ ue L:

@ uabutl.hylandcloud.com/221appnet/Acc/AccDocAttach.
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