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Login to Oracle HR &
Finance:

e Navigate to
my.uab.edu

e Locate and click
Oracle HR &
Finance

Open the Oracle
Navigator:

e C(Click the 3-lined
“hamburger”
iconin the top
left corner

Navigate to Supplier

Inquiry:

e Click UABFN
Document
Entry/Approval

e Select Purchasing
e Select Supplier

o Click Supplier
Inquiry

On the Supplier
Search screen:

e Enter at least
one piece of
search criteria
(such as part of
the Supplier
Name)

e Clickthe Go
button to search

Oracle HR &

Finance

UAB Campus
Learning
System

LMS
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Search
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Welcome to Oracle E
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read a series of FAQs
(Right click the link an
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UAB Efiort Report User

UAB FN Document Entry/Approval

UAB FN Trainer

UAB GAENnd User

UAB GL End User

UAB OnBase FN Campus Access

UAE Report Viewer

UAB Report Viewer - Administrator

UAE Self Service Applications

UAB Sunflower Custom Reports

General Ledger

Purchasing

Document Locator

Personal Worklist
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Payment Request

Electronic Distribui
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PCARD Review
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UAE PCard -- Viev

ACF
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Supplier

Requisitions
4 [E Supplier ltem Catalog

Purchase Orders ) )
=] Supplier Inguiry

Supplier Search

Simple Search

At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case insensiive.
Supplier Name

Supplier Number

Taxpayer ID

b Show More Options
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Tax Registration Number
D-U-N-$ Number
Employee Number
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In Search Results: Search Results &

e Use the table of B & oo -« 4 Previous 15 16-210f21 v Next )
results to locate Supplier Name & Supplier Number = Pag’ er ~ Update End Date  Supplier Type
the appropriate AGILENT TECH-10 453759 - [E  04-Oct-2010 Supplier
supplier AGILENT TECH-12 150280 i @ 01-Jun-2016 Supplier

: f —

e Be mindful of the AGILENT TECH-14 274233 ! B 01-Jun-2016 Supplier
End Dat':e C'O|umn' AGILENT TECH-15 386234 / E‘l_‘ 07-Apr-2016 Supplier
as that indicates o _

) AGILENT TECH-16 18652 @ |01-Jun-2016 Supplier
when the supplier -
became inactive AGILENT TECHNOLOGIES INC 154510 3 &l Supplier

e Click the blue
Update icon to
open Supplier
Details

Determine if there
are any holds on the
supplier:

e  On the Quick

Suppliers >
Update screen, Quick Update Upaale'BTwE20RIBE INC - 707995: Quick Update
. Company Profile R — el
review the o T — o Purchase réer ol 1 A1 New e
. . roan Supplier Number 707995 Purchase Order Hold Reason ACTION NEEDED: Contact Supplier Team for details.
information Tax et et Supper ame
Registry ID 865827 Hold from Payment g SH lnv‘m:: ‘
H H Address Book inmatched Invoices.
provided in the e oo B U
. ht | Contact Directory Payment Hold Reason  ACTION NEEDED: Contact Supplier Team for detas.
rignt column
Business Classification ~ Supplier Sites
L4 |f h o | d S are Banking Details site Status  Active v Site Name Operating Unit [co|
H H Approval History [ —
n d Icatedl fO | IOW Key Purchasing Setups  Key Payment Setups.
di ti Terms and Control
Irections . Create Debit *sull
Accounting Site  Operating . 1) i To Locati Ship Pay Alternate 's’“""‘* Memo from fa"'.‘“ cs“""" =3 Freight Transportation 5,““"""
pr OVi d e d un d er e Revert Name  Unit ip-To Location Bill-ToLocation ;5" o' pay site Y| R Nu"a’:;‘;.‘"n e Terms Arrang Svin
fax and Reporting Transaction
JAB
“ R easo nn Purchasing ALANTA §pe‘3mlmg UAB Recelving Dept UAB Accounts Payable Best o o PO nation Prepaid None
i
UAB
Receling TAX Operating  UAB Receiving Dept UAB Accounts Payable Best [m] [m] Eg’jmm Prepaid None
Payment Details unit
Invoice Management
Review information Suppliers >
about Supplier Sites: Quick Update Update AGILENT TECHNOLOGIES INC - 154510: Address Book
Company Profile Search
. r
e Click Address Book ;
Gr;aﬂ:’a.:on
on the Ieft s|de of = s Address Name Site Name
Tox Dokass Address Details
the page | Adaess ook [ Go ] cleur]
e Details about Contact Directory
Su Iier Sites are Business Classification
pp Details Name 4 Address Country -~ Communication Purpose . Status = U]
i Banking Detals
provided , A 6392 VIAREAL Unied Phone: 8002355763 i e
. Approval History CARPINTERIA CARPINTERIA, CA53013 States Email: se_salesteam@agientcom | urrent
e View the table b acHcaco 4187COLLECTIONSCTRDR  United T Gt
Terms and Control = CHICAGO, COOK, IL 60693 States X siliohs
below for further = 2850 CENTERVILLE RD nlisd Phone: 800 227-9770
. ACcounting 4 WILMINGTON WILMINGTOM, NEW CASTLE St.a'.es Purchasing  Current
expla nation of HRRTEN DE 19808 h Email: se_salesteam@agient com
. Tasx and Reporting . 5301 STEVENS CREEKBLVD  United -
each detail A s SANTA CLARA, CA 85051 States Current
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Field Name Description
Name Displays the site name.
Address Displays the site’s detailed address.
Country Displays the country in which the site’s address is found.

Communication Contact information for the listed site. This area will include
Phone, Fax, and Email (if on file in iSupplier).

Purpose Displays the site purpose. If the purpose is Pay, this means that
the address is available to be used with Payment Requests. If
the purpose is Purchasing, this means that the address is
available to be used with Purchase Order Requisitions.

See next step for Request For Quotation

Status Displays the site’s status (Current or Inactive).
Manage Sites Provides additional information about the listed site.
Remove Field not used.

Purpose

Pay, Purchasing, Request For
Quotation

note: This supplier is unavailable for purchasing or payment activity and must be \

reviewed by University Purchasing to be made active.

Once the determination is made, the Purchasing will need to know the good and/or
non-professional service that you are purchasing in order to make a determination.

Please email the following information to purchasing@uab.edu

e The supplier name

e A detailed explanation of products and/or non-professional services you
are intending to purchase from the vendor.

The email will be reviewed to determine if the vendor reactivation request

Qbmitted may be approved. J
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