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Log in to Oracle HR & 
Finance: 
• Navigate to 

my.uab.edu  
• Locate and click 

Oracle HR & 
Finance 

 
Open the Oracle 
Navigator:  

• Click the 3-lined 
“hamburger” 
icon in the top 
left corner 

 
Navigate to Supplier 
Inquiry: 
• Click UAB FN 

Document 
Entry/Approval 

• Select Purchasing 
• Select Supplier 

• Click Supplier 
Inquiry 

 
On the Supplier 
Search screen: 
• Enter at least 

one piece of 
search criteria 
(such as part of 
the Supplier 
Name) 

• Click the Go 
button to search  

https://my.uab.edu/
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In Search Results: 
• Use the table of 

results to locate 
the appropriate 
supplier 

• Be mindful of the 
End Date column, 
as that indicates 
when the supplier 
became inactive 

• Click the blue 
Update icon to 
open Supplier 
Details 

 

Determine if there 
are any holds on the 
supplier:  
• On the Quick 

Update screen, 
review the 
information 
provided in the 
right column 

• If holds are 
indicated, follow 
directions 
provided under 
“Reason”  

 

Review information 
about Supplier Sites: 
• Click Address Book 

on the left side of 
the page 

• Details about 
Supplier Sites are 
provided 

• View the table 
below for further 
explanation of 
each detail 
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If the Purpose lists 
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 

• The supplier name 

• 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 
submitted may be approved. 

 

mailto:purchasing@uab.edu

