OnBase Help Sheet
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X You will need to download the OnBase Client heoev to Install OnBase for PC usdfer
Mac usersPnBase for MAC usel$ you have difficulty downloading the OnBase client,
please contact IT for assistaneeifiirdifi o X

X Once you have the OnBase loaded on your desktop, you will need to click on the icon
and signn.
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x Signby entaing your UNC email addreasd your usual UNCgassword.

| & . &
—

m UNIVERSITY OF
(*F 2 A NNRTHERN
NES Y

t-




x From thehome tah you can then click (}&ue_W
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# Accounts Payable

AP Official Function Form

x From the forms page, select the form you wishstdomit:
x Please be aware that this list will grow as we add new forms foryseir
X Once you are on the form, please make sure you fill in each reqtiibed. Especially
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emails regarding the submitted form(s) and those forms can only go to NGO
addresses, per universipolicy.
X If a second signature/approver is required, you will select that person from the
dropdowns. Seleatarefully!
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being processed. If the form requires a second signature (approver), it will
automatically go tohat person.



