Accounts Payable & Travel
OnBase Document Retrieval

Effective July 1, 2021 all AP&T documents are being stored on OnBase and can be retrieved by
campus for review. OnBase Web Client can be accessed from My Sac State under Faculty/Staff
Related Links.

Onbase Web Client

OnBase will open to Document Retrieval. AP&T document types can be found under the
following:

FN DPR and RR (Direct Payment Requests and Reimbursement Requests)
FN Invoice

UFSS Check Request

UFSS Invoice

UFSS Travel Expense Claims
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Documents can be searched by any of the Keywords. Use the asterisk (*) as a wildcard for
searching partial keywords.
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