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After you have entered 
the Payment Request 
header, invoice, and 
account distributions: 
• Click Add 

Documentation. 

 
Complete the required 
(yellow) fields on the 
Payment Request 
Documentation form: 
• Documentation 

forms vary by 
Payment Type. 

• Visit the Financial 
Affairs Training 
website for 
Payment Request 
Examples. 

 

 
If you are paying a 
person: 
• Click Print to print 

the certification 
statement. 

• Request the 
payee’s signature 
on the certification 
statement. 

• Include the signed 
certification 
statement with 
your backup 
documentation on 
the payment 
request. 

 

https://www.uab.edu/financialaffairs/training/entering-payment-requests-entering-the-header-information
https://www.uab.edu/financialaffairs/training/entering-payment-requests-entering-the-invoice
https://www.uab.edu/financialaffairs/training/entering-payment-requests-entering-the-account-distributions
https://www.uab.edu/financialaffairs/training/payment-requests
https://www.uab.edu/financialaffairs/training/payment-requests
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Save your progress: 
• In the toolbar at 

the top of the 
window, click the 
gold Save icon. 

 

Exit the Payment 
Request 
Documentation form: 

• Click Close Form. 

 
 

For next steps and additional training materials on generating Oracle Payment Requests, 
visit the Financial Affairs Training Website.  

https://www.uab.edu/financialaffairs/training/payment-requests

