
https://emporia.sharepoint.com/sites/OnBase/Shared Documents/SYSADMIN/User Manuals/AP Invoice Import Instructions.docx  Page 1 of 
8  

AP Invoice Import Instructions 
For Departments 

Using New Form: AP – Invoice Import (Preferred Method) 

Web Client 

Click the hamburger menu  at the top of the page, select New Form, then click AP – Invoice Import 

Form.
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Unity Client 
Click Forms, then click AP – Invoice Import Form. 

 
 
This form will automatically populate your UserID on the form.  If you have a student scanning and you 

still want to be the “owner”, have the student key over their UserID and enter the UserID for whoever 

will “own” the form.  Dept Manager UserID can also be keyed over if necessary. 

Total Amount and Vendor Invoice Number is required.  If a PO Number is entered, the vendor boxes 

disappear because that information will be pulled from the Purchase Requisition. 

When all information has been entered, click Attach AP – Invoice to attach an invoice that has been 

saved to your computer.  Once the form has been submitted, invoice processing will continue as it 

always has and the AP – Invoice Import form will be deleted as it is no longer needed. 

Unity Client  
Using Acquire – import without saving to your PC 

To import an invoice using Acquire, click the Import icon on the Home tab.  Click the Acquire 

button, click Scan.  Select Accounts Payable for the Document Type Group, AP – Invoice for the 

Document Type, then enter the appropriate keywords depending on whether you are importing an 

invoice with or without a PR.   
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If the document is already stored on your PC either drag and drop the file or use the Browse button to 

navigate to the file, enter keywords, then click the Import button.    
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Invoice without PR (click here to see an image) 

Required Keywords  

 Banner UserID AFKW SKW – UserID of the Office Manager (ex: chornet) for this invoice (will 

populate Banner first and last names and other demographic information) 

 Vendor Invoice Number – If there will not be an invoice or the invoice does not have an invoice 

number, enter the invoice/receipt date: mmddyy. If this is for a reimbursement, enter REIMB-

mmddyy, where mmddyy is the date of the receipt. If this is for a consultant agreement, enter 

CONSULT-mmddyy, where mmddyy is the ending date of the contract. 

 Vendor Name or EID – Enter either the Vendor Name or the EID number (tab to autofill). 

 Vendor ID and Invoice – Enter both items as a double check that this invoice has not already 

been imported 

 Total Amount – Total amount of this invoice – be sure to tab off of this field 

Click the import button at the bottom to import.  Watch the top to see if successful. 

 

Invoice with PR (click here to see an image) 

Required Keywords (other keywords will be pulled from the PR) 

 Banner Document ID – PR999999 – Should be on the invoice 

 Banner UserID AFKW SKW – UserID of the Office Manager (ex: chornet) for this invoice (will 

populate Banner first and last names and other demographic information) 

 Vendor Invoice Number – If there will not be an invoice or the invoice does not have an invoice 

number, enter the invoice/receipt date: mmddyy. If this is for a reimbursement, enter REIMB-

mmddyy, where mmddyy is the date of the receipt. If this is for a consultant agreement, enter 

CONSULT-mmddyy, where mmddyy is the ending date of the contract. 

 Vendor ID and Invoice – Enter both items as a double check that this invoice has not already 

been imported 

 Total Amount – Total amount of this invoice – be sure to tab off of this field 

Click the import button at the bottom to import.  Watch the top to see if successful. 

Tips, Tricks and Notes    
 Do not change the document date.  It defaults to current date.  

 If you import something incorrectly, call AP, #5132 to delete or fix. 

 You will be importing an Invoice and that process creates an 

Invoice Approval form.  If there is a Purchase Requisition (Banner Document ID) associated with 

the Invoice Approval, after you upload, all of the data from the PR is used to populate the 

Invoice Approval form. 

 Even if an upload fails, documents may have been 

created.  Please call AP.  

 If the invoice does not have an invoice number: 

o Subscription: Use beginning date of the service (mmddyy) 

o Reimbursements:  Use REIMB-mmddyy (of receipt) – each day of receipts must be 

imported separately! 

o Consultants: Use CONSULT-mmddyy where mmddyy is the ending date of the contract. 

o Anything else:  Use invoice date - mmddyy 
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Drag & Drop 
When you have a file stored on your computer, drag and drop it in the white, open area of the OnBase 

Web or Unity Client to automatically display the Import Document window.  Fill out the keywords as 

described above. 

Virtual Print Driver – VPD 
Install VPD by clicking here, click Open, then double-click setup.exe.  When you are viewing a document, 

if you have the Unity Client open, "print" the document and select the Hyland Software Virtual Printer in 

the Print dialog box.   

    

Click Print, then an OnBase window will open where you select the document type and keywords as in 

the other examples. 

Vendor Search Tips 
If you don’t know the Vendor ID, you can search for the vendor name by typing part of the name in the 

Vendor Name field and clicking the drop down list. 

 

After selecting Staples Contract and Commercial Inc in this example, a box containing all of the different 

address choices for Staples appears: 

https://www.google.com/url?q=https%3A%2F%2Fobwebprod.emporia.edu%2FHylandVirtualPrintDriver.zip&sa=D&sntz=1&usg=AFQjCNHUSR6AfxWvTSp7xyjvmmA9J9d1Zg
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Select an address, click OK, and now the Vendor ID has auto-populated.  If you don't know which 

address is correct, select the first choice. 
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Image of Import for Invoice without PR 
Click here to return 

Web client:                                                              Unity client: 

 

 

 

Type part of the Vendor Name, then click the 

drop down.  The Vendor ID populates after you choose the Vendor Name. 
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Image of Import for Invoice with PR 
Click here to return 

Web client:                                                              Unity client 

    

Enter the PR number – it should be on the invoice.  Type part of the Vendor Name, then click the drop 

down to select.  The Vendor ID populates after you choose the Vendor Name 

 

 

 

 

 


