Finance SSB Users Upload and View documents in OnBase

Click on the Self-Service Icon
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Click on the Finance Tab. If you are not a Finance User you will not have this tab. If you think you should be a Finance user but are not, contact the Controller’s Office. From the finance tab,  select View Document.
[image: ]
Type in a requisition or a purchase order number. Only these two document types are using OnBase through SSB. Then click View document. 
If the document does not display, you do not have access to the document. Contact your supervisor to request fund/org access. 
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Click upload or Display Documents. If Display documents does not appear, there are no documents to display. Contact Procurement if you think there should be a document to display. 
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If you are not already logged into OnBase Web, you will be prompted to log in. Enter your 
Multi-pass id and password. 

[image: ]
image1.png
Home Community | Trailhead-Rock

Go Bar CCIT





image2.png
< C @ banner.mines.edu/prod/owa/twbkwbis.P_GenMenuZname=bmenu.P_FinanceMnu

Personal Informaf

Search

Finance

Budget Queries

Encumbrance Query

Approve Documents

View Document

FRS-Banner Crosswalk Utility

Delete Saved Budget Query Parameters
Travel Administration

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | FRS
RELEASE: 8.8.4.1

© 2019 Ellucian Company L.P. and its affiliates.




image3.png
<« C @ banner.mines.edu/prod/owa/bwfkvdoc.P_ViewDoc

nformation Student Employee ~WebTailor Administration

Search Go

View Document

@ To display the details of a document enter parameters then select View document. To display approval history for a document enter parame
This enables you to perform a query and obtain a list of document numbers to choose from.

Choose type: | purchase Order || Document Number ||P017705¢]

Submission#: Change Seq# Reference Number

Display Accounting Information

® Yes No
Display Document/Line Ttem Text Display Commodity Text
Al ® Printable None All @ Printable () None

View document | | Approval history

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | FRS-Ba
RELEASE: 8.5.0.4

© 2019 Ellucian Company L.P. and its affi





image4.png
Personal Information _ Student Employee WebTailor Administration (IEIER)

Search Go

View Document

Purchase Order Header

[Display Documents|Upload Documents]

Purchase Order Change# | Order Date | Trans Date [Delivery Date| Print Date| Total
P0177058 [May 19, 2017]May 19, 2017 May 19, 2017 [1ul 23, 2019[80,820.00]





image5.png
8DocumentID=R0010956 - Google Chrome

ion=VIEW&DocumentlD=R0010956

Signin

hitpsi//onbasstestweb.mines edu

—

Password ‘ |





